
 

 

An appointment letter in India is a formal document issued by an employer to a selected 

candidate confirming their acceptance of the job offer and outlining the terms and conditions 

of employment. Key sections typically included in an appointment letter in India are: 

1. Date and Reference: 

• The date on which the appointment letter is issued. 

• A unique reference or appointment number for tracking purposes. 

2. Employer's Information: 

• Company name, address, and contact details. 

• Employer's registration or incorporation details. 

3. Employee's Information: 

• Full name, address, and contact details of the employee. 

• Employee's position, department, and reporting structure. 

4. Appointment Details: 

• Job title and designation. 

• Date of joining and the location of employment. 

• Probationary period details if applicable. 

5. Salary and Compensation: 

• Breakdown of salary components (basic, allowances, bonuses, etc.). 

• Frequency of salary payments (monthly, bi-monthly, etc.). 

6. Work Hours and Schedule: 

• Standard working hours. 

• Weekly work schedule or any shift details. 

• Overtime policies if applicable. 

7. Leave and Attendance: 

• Details about the company's leave policy. 

• Information on public holidays and company-specific holidays. 

8. Probationary Period: 

• Duration and terms of the probationary period. 

• Conditions under which the probationary period may be extended or 

terminated. 



 

9. Termination and Resignation: 

• Terms and conditions related to termination of employment. 

• Notice period requirements for both the employer and the employee. 

• Resignation procedure. 

10. Confidentiality and Non-Disclosure: 

• Clauses outlining the employee's responsibility to maintain confidentiality. 

• Non-disclosure agreements (NDAs) if applicable. 

11. Code of Conduct and Policies: 

• Employee's agreement to abide by the company's code of conduct. 

• Reference to other relevant policies (e.g., anti-harassment policy, IT usage 

policy). 

12. Performance Expectations: 

• Expectations regarding job performance and conduct. 

• Criteria for performance evaluations. 

13. Benefits and Perks: 

• Overview of employee benefits (health insurance, retirement plans, etc.). 

• Any additional perks or allowances. 

14. Company Property: 

• Terms regarding the use of company property. 

• Obligations related to the return of company assets upon termination. 

15. Training and Development: 

• Any training programs or professional development opportunities. 

• Employee's commitment to continuous learning. 

16. Conflict of Interest: 

• Disclosure requirements related to potential conflicts of interest. 

17. Compliance with Laws: 

• Statement indicating that the employee will adhere to all applicable laws and 

regulations. 

18. Dispute Resolution: 

• Mechanisms for resolving disputes, including arbitration or mediation clauses. 



 

19. Acknowledgment and Acceptance: 

• A section for the employee to acknowledge receipt and acceptance of the 

appointment letter. 

• Space for the employee's signature and date. 

It's important to note that the content and structure of appointment letters may vary based 

on the company's policies, industry practices, and specific employment agreements. It is 

advisable to consult with legal professionals to ensure that the appointment letter complies 

with applicable labor laws and regulations in India. 

 


