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29 June 2020 

Name      : Manohar Mhaske 

Mobile   :  +91-8999764113 

Mail ID   :  premmhaske300@gmail.com. 

 

Dear MANOHAR MHASKE, 

We welcome you to BALAA DECISION SUPPORT SYSTEM PVT LTD also known as 

BDSS. We are confident that we will build a long and mutually rewarding career together. We 

believe that it is individuals like you who can along with all of us build a world-class company. 

The guiding principle behind our endeavor to succeed emanates from three key words - 

"Innovate, engage and lead". We sincerely hope that you will grow with us. 

Enclosed please find your employment letter and other relevant details about your general 

responsibilities. 

Duties 

 

You must provide your services exclusively for the Company. You will promote and expand 

the business of the Company. 

You are expected to comply with all the Company’s rules, policies and procedures from time 

to time in force. 

 

You may be required to undertake other duties from time to time as the Company may 

reasonably require. If your duties or position with the Company changes for any reason, then 

the terms of this Letter will continue to apply, unless expressly varied by the parties in writing. 

 

During the course of your employment you are expected, at all times, to maintain professional 

and responsible standards of conduct/behavior, attendance and performance. 

 

In particular you will agree to keep and maintain adequate and current records (in the form of 

notes, minutes of meetings, sketches, drawings and in any other form that may be required by 

the Company) of the work being undertaken by yourself (including all inventions and 

proprietary information as necessary under the Employee Proprietary Information, Inventions 

and Non−Competition Agreement). You agree that such records shall be available to and 

remain the sole property of the Company at all times 

 

COMMENCEMENT DATE 

 
We would like you to start work as soon as you are free to do so. Please contact Ms. 

Krishnaveni on your start date, which will be on 01 July 2020. 
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GROSS SALARY 

 

01-07-2020 to 31-08-2020 (For a period of 2 

months) 

01-09-2020 to 30-06-2020 (For a period of 

10 months) 

 INR/Month  INR/Month 

Basic + DA 6000 Basic + DA 8000 

HRA 2400 HRA 3200 

Convenience 

allowance 
6600 

Convenience 

allowance 
8800 

Other allowance 0 Other allowance 0 

Total amount 

15000 

(Indian Rupees Fifteen 

thousand) 

 

 

20000 

(Indian Rupees Twenty 

Thousand) 

 

 

Salary: Your salary will be paid monthly through bank transfer on the last day of the month, 

for which you would be required to open a Bank A/c with any of the Companies specified 

Bank/s. Disbursement of Salary is subject to your regular attendance, submission and updating 

of Permanent Account Number (PAN) details in the company's records. 

Checklist of the Documents 

 

At the time of joining, you are requested to bring the following documents in original. 

(a) Certificates' supporting your educational qualifications along with marks sheets 

• X th Certificate & mark sheets 

• XII th Certificate & mark sheets 

• Degree Certificate & Semester/year-wise mark sheets 

• Master's Certificate & Semester/year-wise mark sheets 

(b) Two passport-sized colour photographs with white background. 

(e) PAN Card and Proof of PAN Number (Xerox copy) 

 

You MUST carry and provide your PAN Card copy. Please note that it is mandatory to provide 

the PAN number for processing of your payroll and no payments on account of salaries can be 

made without a PAN Number. If applied for please submit a copy of the acknowledgement as 
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issued by the Income Tax authorities. Your offer has been made based on the information 

furnished by you. However, if there is a discrepancy in the copies of the documents/certificates 

given by you as a proof in support of the above, The Company reserves the right to revoke the 

offer. 

BUSINESS EXPENSES 

 

You will be entitled to be reimbursed for all expenses reasonably and properly incurred by you 

in carrying out your duties subject to normal verification and to complying with such policies 

as the Company may from time to time have regarding such expenses. 

DEDUCTIONS 

 

You agree that the Company may during your employment, or on termination for whatever 

reason, deduct from your remuneration any monies due from you to the Company including 

but not limited to: 

• Any overpayment of salary or expenses or payment made to you by mistake or 

misrepresentation; and/or 

• Any outstanding loans or advances made to you by the Company; and/or 

• Any debt owed by you to the Company and/or 

• Any other deductions permitted under applicable law 

PROBATION PERIOD 

 

Probation is a period of trial and its purpose is to find out the suitability of an employee to hold 

the post substantively or permanently and the suitability must be judged at the time of 

confirmation. However, an employee on probation can be terminated during the probation 

period due to unsatisfactory performance of the employee and the employer would be justified 

in the termination. 

The first 6 months of your employment will be a probationary period. The Company may 

extend or decrease your probationary period if so, deemed necessary by the Company. The 

Company will confirm to you in writing your permanent position upon the satisfactory 

completion of your probationary period, or any extension of it. 
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ANNUAL LEAVES 

 

The company provides, as a benefit, paid annual leaves for its eligible employees. Forward 

requests for time off in advance to your supervisor, who may approve or deny the request based 

on company resources & activities. The company is flexible in approving time off when doing 

so would not interfere with company operations. Employees are entitled 21 leaves in a year (1st 

April to 31st March). 

PLACE OF WORK 

 

The Company may reasonably require you to work at any other department/premises of the 

Company whether existing or which may be set up in the future. In the performance of your 

duties for the Company, you may reasonably be required to travel, or require you to work 

throughout and outside India at client/ partner location of the Company. 

PROFESSIONAL ETHICS AND CONFIDENTIALITY 

 

Your conduct at all-time should reflect observance of the national and local laws and the rules 

and regulations of the Company as from time to time in effect. In all dealings with the Company 

and its clients and their organization, the highest standards of propriety and integrity will be 

expected of you. 

NON-COMPETE AND NON-SOLICITATION 

 

During your employment and within one year after the cessation of your employment with the 

Company, you agree not to directly or indirectly, 

1. carry on, advise, provide services to or be engaged, concerned or interested in, or 

associated with, any business or activity which competes with or is in the same line of 

business carried on by the Company or its related companies, in any capacity (whether as 

principal agent, partner, employee, shareholder, unit holder, joint ventures, director, 

trustee, beneficiary, manager, consultant or adviser) within six months from the 

termination of this employment agreement; 

2. canvass, solicit or endeavour to entice away from the Company or its related companies, 

any  

3. person who or which at any time during your employment was or is a client or customer 

or  

4. supplier of the Company or its related companies or is in the habit of dealing with the 

Company or any of its related companies. 
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5. solicit, interfere with or endeavour to entice away any employee of the Company or any 

of its related companies; or 

6. Counsel, procure or otherwise assist any person to do any of the acts referred to in 

clauses (ii) and (iii). 

 

TERMINATION 

 

Either party may terminate the employment by giving the other party three months’ notice in 

writing.  

INDEMNIFICATION 

 

You expressly agree to defend, at your own expense, and will indemnify and hold the Company 

harmless from and against any and all claims, demands, damages, injuries, expenses and 

liability arising from your acts or omissions, unless such acts are authorized specifically by the 

Company. 

NOTICE PERIOD 

 

Notice period is considered to start from the point the termination letter is received by the 

manager. Notice period for the all the employees are of 3 months. Notice period in probation 

period will be 1 month. However, when the situation warrants as in the case of breach of policies 

the company may decide to terminate the contract with immediate effect. Company reserves 

the right to request serving of notice period. Not serving the notice period will result in 

forfeiting your FnF Waiver/payment/deduction in such an event will be at sole discretion of the 

company. 

ABSCONDING 

 

ABSCONDING EMPLOYEE 

An employee who abstains from their work without intimation and remains untraceable is 

referred to as an absconder. An employee not reporting to office for 3 consecutive working 

days without informing the reporting manager/manager will be considered as an absconding 

employee. The Company shall be entitled to forthwith terminate this employment without 

providing any notice or incurring any obligation or liability to pay any amount or dues to an  

absconding employee. This employee will also not be eligible for other HR documents. 
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BACKGROUND CHECK & REFERENCES 

 

We will conduct a background check and reference check on your previous employment details. 

Within ten (10) days of the date mentioned in this offer letter, you are required to furnish 

documents regarding education, previous employment and any other documents that BALAA 

DECISION SUPPORT SYSTEM PVT LTD (BDSS) may deem necessary for a background 

check. Our authorized partner will contact you in order to conduct the background check 

process and you are required to extend your cooperation to them in facilitating the process by 

providing relevant details or documents. Your joining us is contingent upon a satisfactory report 

on the background check relating to employment, experience, work history, etc., conducted by 

a BALAA DECISION SUPPORT SYSTEM PVT LTD (BDSS) approved agency 

PERFORMANCE MANAGEMENT AND SALARY REVISION 

 

BDSS has 2 appraisal cycles in a year (April and October). You will fall in April 2021. For 

employees coming with previous experience, if he/ she joins after May than the appraisal of 

employee will move to October of next year cycle, Similarly, for anyone joining after 

November. Any compensation revision decisions will be based on your performance and 

company policies tend to change and policies prevailing on the day are applicable. 

. 

INTELLECTUAL PROPERTY RIGHTS 

 

All Intellectual Property Rights and goodwill generated as a result of your employment with 

the Company shall be for the benefit of and belong to the Company. 

You assign all intellectual property rights of whatever nature, that may arise under or in 

connection with the services you provide whilst in employment to the Company. 

AMENDMENTS 

 

Subject to applicable laws, the Company reserves the right to amend its terms and conditions 

of employment and policies from time to time. Such amendments will be confirmed to you. 
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You should retain a copy of this letter for your own records and sign and return one copy 

to the Company. 

 

We look forward to you joining us. Kind regards, 

 

 

Yours sincerely, 

Krishna veni 

Manager- Human Resources For and on behalf of 

BALAA DECISION SUPPORT SYSTEM PVT LTD (BDSS) 

 

DECLARATION/ACCEPTANCE BY EMPLOYEE 

 

I assume that all the information furnished by me during the recruitment process is true and 

correct. BALAA DECISION SUPPORT SYSTEM PVT LTD (BDSS) have the right to 

initiate any verification of educational qualifications and previous employments directly or 

indirectly to validate the information 

 

 

I,  , s/o/d/o  , accept employment with BALAA DECISION SUPPORT SYSTEM 

PVT LTD (BDSS) under the terms and conditions as set out herein above and undertake to 

fully comply and abide by the same. I have carefully read and understood these terms with the 

help of my legal advisor. 

 

 

Signature  Date    

 

(Name) 

 

 

 


