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Date: April 05, 2021

Alisha Haseeb
Subject: Offer Cum Appointment Letter

Dear Alisha,

With reference to your application and the subsequent interview, we are pleased to offer you a promising career with us.
Your appaintment with HDFC Life Insurance Company Limited ("Com pany”) will be subject to your agreement / acceptance
of the terms and conditions as defined therein, else the letter shall automatically stand invalidated withoutany further
obligation on the part of the Company. The detalls of the terms and conditions are as mentioned below:

Designation: Trainee -Advisor

Department: Bancassurance

Organizational Band / Grade: J2

Date of Joining: Within 15 days of July 06,2021

Job Detail

Although your normal work will consist of the duties and business targets as assigned to you from time to time, which
shall be achieved by you to the satisfaction of the Company; you may at any time be called upon to discharge any other
duties which in the opinion of the Company are within capacity to discharge and you will forthwith undertake to discharge
those duties with diligence and care. )

Compensation & other Benefits

1. Your annual emoluments will be 4,50,000 per annum on Cost to Company basis. The brief details of which are
shown in Annexure-1. The Company will deduct taxes and other statutory dues as may be applicable from time
to time from the remuneration payable to you,

2. Your Variable Pay for performance (VPP) is subject to your indjvidual performance as well as Company's
performance (as declared by the Company from time fo time).

3. Based on your grade entitlement and as per the rules and policies determined by the Company from time to time,
you will participate in;

a. The Provident Fund Scheme and ather retirement schemes, if any. The statutory Provident Fund (PF}'

contribution by the Company and your contributions {(or deductions from your payroll) would follow the
prevailing PF rules at the time.

- o/

HOFC L Insurance Company Limited 3 \‘\@j
Corporate & Registered Office: 3 +91 226751 6666 D <
13" Floor, Lodha Excelus, Apulia Mills Compound, % :asg'isi'ggg?ﬂ 3 enh . )
il M- Sat fiemn Hiam bn 2 oo (wrsad aggn '
AL ML joshil Marg, Mabalaom, Mumbai - 406017, oot n-aﬂnmmmimm ipiriaii .
P T & v hdfclife.com Hireotor Corporal

Inveriis University

Y
Y




n HDFC
Life

b. Medical Hospitélisation Scheme, as applicable
¢. Group Term Insurance plan, as applicable
d. Gratuity: You will be entitled to gratuity as per ‘Payment of Gratuity Act, 1972'.

8. Employees State Insurance Corporation: You will be entitied to the benefits under Employees State
Insurance Corporation Act, 1948 depending on your eligibility.

4. The Company in line with its business requirement or based on your performance as applicable to you from time
to time reserves the right in its scle discretion to effect change in the compensation structure or its components. |

5. All matters pertaining to compensation on your joining or thereafter is to be maintained under strict confidentiality | .
and not shared with any third party.

Probation Period |
6. You will be on probation for a period of 6 months from the date of your joining the Company, which may be extended
in case it is found necessary by the Company. You will continue to be on probation unless specifically conflrmed
in writing. |
Your confirmation in the Company would be based on your performance, which would be evaluated at the end of \

3rd and 6th month from the date of your joining or at the end of extension period. While on probation, your services

can be terminated at any time by either party, with notice of 15 Days without assigning any reason whatscever.
However, to mitigate organizational risks, if any, the company's decision will be final and binding in this regards. |
Transfer

7. Although you are initially appointed at our Pune - City Mall, the Company may at its discretion transfer your services
either temporarily or permanently to any other location or department of the Company or to any of its affiliates, I
subsidiaries, or any of their branches and you shall comply with all directions and instructions in that behalf. While |
on your transfer, you will be governed by the rules, regulations and conditions of service as applicable. ‘

Leave

8. You will be eligible for leave as per the rules of the Company applicable from time to time. !
Retirement

8. You will automalicélly retire on attaining the age of 58 years and that no further notice whatsoever to you will be

necessary in this regard. The last day of the month when you attain the age of 58 years wouid be considered as
your relieving date.
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10. On your joining and during the course of your employment with the Company, you wili relinquish all your previous
interest, if any, either as a licensed agent or distribution agency of any other form with any other company,
institution, firm, individual either in the same line of business or otherwise,

thereafter, divulge to any person whatsoever any records, documents, formulae, processes, methods ideas or
any olher information or_communication whether written, visual or oral and whether or not marked as confidential,
concerning the business and affairs of the Company or any of its dealings, transactions which come to your
knowladge during the course of your employment, or use any of the same for your own benefit.

11. You will always maintain utrmost confidentiality and shall not sither during your engagement with the Company or

12. Whilst in employment of the Company, you shall at all times whether or not you have any financial interest or
otherwise either directly or indirectly, keep the Company disclosed fully of any conflicing business interest of
your immediate relatives, if any, associated with the Company either as employeae, distribution agent or otherwise,

13. Any invention, improvement, or idea conceived by you in connection with your employment with the Company,
shail become the Company's exclusive property. For the purpose of this section / point, the Company shall in
addition to {HDFC Life Insurance Company Limited) mean and include any other firm, person or company
subsidiary to or affiliated with the Company.

14. Unless specifically authorized by the proper authority within the Company, you will not engage or represent the
Company, whether in person or by way of any written document and, in any mannar.

15. During the course of your employment you will be required to abide by governing laws, applicable rules and
regulations and maintain highest standard of personal conduet and integrity and comply with all policies and

laws [ regulations including but not restricted to any acts of insubordination, negligence, corruption, fraud,
forgery, misappropriation and unacceptable behaviour, which bring disreputs to the Company eithar within or
outside the Company premises would warrant stern disciplinary actian, including dismissal from services of the
Company without notice or wages in lieu of notice.

Notice Period on confirmation

16. This engagement may be terminated by either party by giving to the other, at any lime, notice of 30 Days in writing.
In case of an ongoing internal investigation(s) / proceeding(s) against you, the Company has the right to extend
your last working date, till the completion of said investigation(s) / proceeding(s). To mitigate the exigencies of the

i ible i

risks, the decision of the Company will be final regarding therelieving date. In
calculated on your last drawn salary. In case the Company decides to refisve you early, the Company will bear the

notice period amount caleulated on your last drawn basic pay. If you fail to report to dutytill your last working
date (as decided by the Company, except with prior approved leaves), your separation willbe treated as per the

1. Notwithstanding anything contained herein, your employment with the Company shall stand terminated forthwith
without any notice or payment in liey of nolice on account of:
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a. breach of governing laws, applicable rules and regulations;

b. breach of applicable Company policies, procedure or code of conduct whether express or implied;
C. perfermance below defined targets as applicable from time to time:;

d. any act/s which is/are regarded as breach fo the interest of the Company.

Other Terms and Conditions

2. Whilstin the employment of the Company you are required to effectively carry out all duties ang responsibilities
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assigned to you. Disrespect for other employees, insubordination ot flouting Company policies will not be
tolerated,

You will be baund by all the existing rules and regulations as framed by the Company and those as enforcad by
the regulator in the insurance industry from time to time,

You are required to provide all the necessary documents / evidence required on the information furnished by you
whiie seeking employment and as required under the rules and regulations of the Company.

We understand that we have your consent angd authorization to take any pre or post-

and or Verification / checks as may be required by the Company (including its subsidiaries) or its representatives,
You also authorize that HDFC Life Insurance Company Limited may use an outside external (third party) agency
to verify and validate the information you have provided including but not limited to your employment history, your
personal background, professional standing, work history and varioug qualifications, educational or otherwise,
You understand that an external background check agency may obtain information it deems appropriate from
various sources including, but not limited to, the following: current and past employers, criminai conviction
racords, school records, college records and professional and bersonal references. You authorize, without
reservation, any individual, corporation or other private or public entity to furnish to the Company and the external
background check agency all information about you. You unconditionally release and hold harmiess any
individuals, corporation, or private or public entity from any and all causes of action that might arise from
furnishing to the Company and the external agency information that they may request pursuant to this reisasa,
We believe that you have not made any false declaration or willfully suppressed any material information,
including any previous employment history with the Company. Accordingly, the offe

employment examinations
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abandonment of service and you will be deemed to have voluntarily abandoned your service without notice. The -
Company / employer wauld not be respansible for any further intimation towards such separation / abandonment
of service nor any compensation or any full and final settlement payouts towards the same.

2. In case your employment with the Company is discontinued for any reason within 30 days from the date of
joining, you will not be eligible for payment of dues or any other benefit from the Company on account of the
expenses incurred by HDFC Life towards on-boarding activities.

3. It will be your sole responsibility to inform the Company in writing of any change in your address, failing which
any communication sent to you in the address last stated by you shall be desmed to be validly served on you,

4. On your joining, you will be required fo undergo a Reglonal induction Program as per policy at the Specified
Regional location as communicated by the Regional Human Resources Manager, designated to your location. In
Case you are required to travel and stay at another location other than your base location for your induction, you
will be eligible for training aliowance as per Company Policy or basis exception approval.

9. Whilstin the employment of the Company and for a period of three (3) months thereafter your salary bank
account as reflected on the Company's records, may be subject to audit at any point of time, By signing this
letter, you hereby authorize and provide to ihe Company an irrevocable right to access your salary bank account
for audit purposes during the period specified herein. Failure in providing these details may lead to disciplinary
action.

6. Employee will have to raise resignation only through Employee Self Service (ESS). Resignation through any
other mode except ESS wili not be considered.

7. As an active frontline salas employee, you are expected to purchase a Tablet to conduct business. You shall
pravide an undertaking in favor of the Company for the purchase of the tablet in the format set out in Annexure-2,

Management reserves the right to effect change in any of the above clauses and the same will be communicated to you
through SAP or other communication channels as prevalent. All policies referred in the letter are available on company's
infranet page. If you are agreeable to the above mentioned terms and conditions, please acknowledge your acceptance by
signing the duplicate copy of this letter and duly sighed undertaking as set out in Annexure-2,

We look forward to g mutually rewarding relationship

Regards,

For & on behalf of
HDFC Life Insurance Company Limited

N

Sushil Chander
Vice President - Human Resources
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Annexure 2 - Checkliist of the Documents

You are requested to share following documents before your joining date, so that we c¢an have everything in order for
your jaining.

A. Photo ID, Address and Age Proof:

i. PAN Card
it. Aadhaar card

|
B. Work Experience:

i. Experience ietter / Relieving letter / Resignation acc

eplance letter with company stamp / Resignation
acceptance email / Screen capture of HRIS resignati

on from last place of work
C. Education Proof:

i. - mark shests for each-year of the

Graduation program & degree certificate
ii. PG/MBA - mark sheets for each year of the p

rogram & degree certificate
D. Other Documents:

i Scanned copy of a color passport size photograph (required for generation of Co

E. Blood Group

mpany ID card)

Your offer has been Made based on the informa
the documents / certificates given by you as a p

tion furnished by you. However, if there is a discrepancy in the copies of
offer any time before your joining, and also its ri

roof in support of the above, the Company reserves its right to revoke the i
ght {o terminate your employment anytime after Joining,
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