




 

                                                             

 

 
AL/112021/TB/0172 

 

Preeti Lata Singh 

 

E-17 Budh Vihar Badarpur, New Delhi-110044 

SUB: APPOINTMENT LETTER FOR THE POSITION OF ANALYST 

 

Dear Preeti, 

 
We are pleased to inform you that you are appointed as Analyst – Technology Research & Advisory in our 

company with immediate effect. During this period, your Total Annual Cost to the company will be Rupees Seven 

Lakh Forty-Seven Thousand Five Hundred Only (Rs. 7,47,500/-). (Rs. 6,50,000/- fixed + 15% Performance 

linked bonus* of fixed). *Performance bonus will be based on your performance & company's performance. 

Your appointment becomes effective from the date of your joining the services of the company which should be no 

later than the mentioned date of joining i.e. February 14, 2022.  

 
1. CONFIRMATION:  We do not have any probation period clause; you will be confirmed from the 1st day of 

your joining. You will be entitled to leave and other perquisites as enshrined in Aranca HR Policy Manual. 
 
2. RULES AND REGULATIONS: The Service Rules and Regulations, which may be brought in force or 

amended from time to time as applicable to all employees of the company, will govern your services. 
 

3. GENERAL: During the course of your employment you will employ yourself efficiently, honestly, faithfully 

and to the best of your ability and shall devote your whole time and attention to promote the interest of 
the company and generally carry out duties and work as assigned to you and shall obey and comply with 
all the lawful orders and directions given to you by the concerned superiors in the company. 

 
4. PLACE OF POSTING AND TRANSFER: Your posting at present is at Gurgaon.  During your 

employment with this company, you may be posted or transferred/attached to any other affiliated company 
or to any of the offices/subsidiaries/units/ associate offices of the company, to any town city in India or 
abroad at the sole discretion of the management. While working in another company on 
transferred/attached, you shall be entitled to emoluments and   perks as applicable in transferred / 
attached company and for all purposes you shall be deemed to be employed in the company 
transferred/attached. 
 
 

5. MORAL RESPONSIBILITY & HONESTY: You are expected to deal with the company’s money, material 

and documents with utmost honesty and professional ethics. Your services may be dispensed with any 
time without any prior notice if you are found guilty of gross indiscipline, fraud misappropriation or acting 
against the interest of the company. 

 
 
 
 
 
 
(Signature of Employee) 
 

 
 
 
 
 

 



 

                                                             

6. CONFIDENTIALITY AND NON-DISCLOSURE: Employees have an obligation not to disclose, without 

consent, any secrets or confidential firm information that is developed or received during the course of 
their employment.  This includes significant or confidential client information, observations, discoveries, 
inventions, ideas, client names, proprietary clients of company information etc. Serious note would be 
taken of any deviance. 

 
7. OTHER EMPLOYMENTS: During the period of your employment you will not work directly or indirectly 

for any other person, firm, company or organisation whether with or without remuneration nor will you 
engage yourself or be interested directly in any trade or business, either as employer employee partner 
or any other capacity.  

 
8. NON-SOLICITATION: You will agree that you will not take up any type of assignment by whatever name 

called like employment, retainership, consultant, advisor etc. with the company’s clients while working on 
any client project, during the tenure of the project and during a period of one year from the date of 
completion of such projects, or till your tenure with the company gets over, whichever is later, without prior 
written permission of the company. 
 

9. INVENTION & DISCOVERIES: While employed with the company, you promptly disclose to it and assign 

to it your interest in any invention, improvement or discovery made or conceived by you either alone or 
jointly with others, which arises out of any proceeding relating to such invention, movement or discovery 
and in obtaining domestic and foreign patent or other protection covering the same.  

 
10. MEDICAL FITNESS: You are required to maintain yourself in a state of medical/ physical/mental fitness 

and ensure regular check-ups. Any neglect on your part in maintaining good health may render you 
medically unfit for the service.  In such a case your services are liable for termination, notwithstanding 
other conditions mentioned in the letter or otherwise. 

 
11. EXAMS AND COURSES: In case you intend to appear in some examination or wish to attend some 

classes while working with the organisation, you are required to obtain written permission for the same 
giving full details including time frame involved.  

 
13. NOTICE PERIOD:  

 
a) You are required to give two-month notice if you wish to discontinue your services with the 

organization. However, relieving you at your request and giving salary in lieu of two-month notice, will 
be at the sole discretion of the company. 

 
b)   Your services are liable to be discontinued after giving two-month notice or salary in lieu there-of, at 

the discretion of Company. 

 
 

14. SECRECY: 
 

a)  You will not give anyone, by word of mouth, writing, facsimile any devices or otherwise any particulars 
or details, which you acquire during the course of your employment of our working systems, technical 
know-how, security arrangement, administrative and/ or organisation matters of our and our clients 
whether confidential secret or otherwise, either during your employment with Company or afterwards. 

 
b)  Please note that the terms and conditions of your employment as stipulated here-with or to be 

intimated hereafter, are to be treated as strictly confidential and you are not to divulge its contents to 
any employee of the company or any other person connected with the company. 

 
You are advised to read this letter carefully and if the terms and conditions are acceptable to you please sign the 
duplicate copy as a token of your having understood and accepted the same. 

With Best Wishes, 

For ARANCA (Mumbai) Private Ltd.,          
 

 
 
S. Kannan        (Signature of employee) 
CEO 
 
 



 

                                                             

 

ARANCA (MUMBAI) PVT LTD 
Name  Preeti Lata Singh 

Designation Analyst 

Department Technology Research & Advisory 

Level L2 

CTC Breakup 
Fixed Salary (A) 

Component Monthly Annually 

Basic 18958 227500 

HRA 9479 113750 

LTA 1667 20000 

Special Allowance 19763 237150 

Total 49867 598400 

Retiral (B) 

Provident Fund (Employer) 1800 21600 

Total 1800 21600 

Optional Reimbursement (C) 

Meal Coupons 2500 30000 

Total 2500 30000 

Fixed CTC (A+B+C) 54167 650000 

Performance Linked Pay (D)   97500 

Total CTC (A+B+C+D)   747500 

Other Benefits 

Gratuity 911 10937 

Group Medical Coverage (GMC) (Self + Spouse + 2 
Dependent Children)   300000 

Group Personal Accident (GPA)   500000 

Group term life insurance (GTL)   1000000 

Note:    

         * - LTA can be claimed twice in a slab of four calendar year (Current slab is 2018-2021).

         # - Reimbursement components are non-taxable, on submission of bills.
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