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31stDec, 2015
To,
Miss Anita Bisht
[bookmark: _GoBack]Appointment Letter
Dear Anita,
 We are pleased to inform you that you have been selected by our organisation to be appointed as Centre Manager (PILLAI COLLEGE ACCOUNT) and you shall start working with us from 5thJAN, 16.
1. You will be on probation for a period of  three months. During your probation period you will not be entitled to any paid leaves other than your weekly offs as decided by your reporting authority.
2. After the completion of your probation period, you will entitled to take one paid leave on per monthly basis.
3. You will be entitled to receive Rs.22,000 p.m as your monthly gross pay. In addition to the monthly salary, you shall also receive variable incentives declared by the management. The incentives shall be based on the allotted KRA’s and centers performance. The incentives shall be paid to you only after the completion of the respective financial quarter and only if you remain in service till the end of the quarter.
4. At the time of resignation from the organisation, you are required to give one month’s prior notice and this condition will not be waived under any circumstances. You will not be entitled to avail any of your leaves during the notice period. No salary for the month will be paid if you leave the organisation without notice.
5. As and when required by the management, you shall duly offer your services at any of our existing centres in Navi Mumbai or at new centres in near future. You shall also be flexible in accepting new role as and when assigned by the management.
6.  You are requested to submit the following documents for our records
· Recent passport size photograph.
· Identity proof (Xerox Copy).
· Last Salary Slip (Xerox Copy)
· Work experience certificate (if any).
· Address proof (Xerox Copy).

Please duly sign this as a token of acceptance of your job offer with us.

We wish you a long & rewarding career with us!!!!

Wishing you the very best!!!!

Regards,
For CETKING EDUCATION PVT LTD

______________________________
DIRECTOR
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