
 

 

 

AXISB/HR/REC/NPC/60749/NA 

20-Jul-2020 

 
Ms. Kom al Kirdat 

,PUNE,Maharashtra411033 

 

 
Dear Kom al Kirdat, 

 

LETTER OF APPOINTMENT 

 
We are delighted to w elcome you to Axis Bank for an exciting career of learning, development and value driven performance 

linked grow th. Subsequent to the selection process, w e take pleasure in offering you the position of Assistant Manager in 

Inform ation Technology. The said appointment shall be governed by the under mentioned terms and conditions apart f rom 

other Service Rules and conditions that are applicable or may become applicable f rom time to time. 

 
1. Rem uneration & Benefits 

1.1 Rem uneration: 

Basic Salary Rs. 7,574.00p.m. 

Basket of Allow ance Rs. 14,066.00p.m. 

Provident Fund Rs. 1,800.00p.m. 

Gratuity Rs. 364.00p.m. 

Location Pay Rs. 2,651.00p.m. 

Total Fixed Cash + Retirals Rs. 26,455.00p.m . 
 

 

Upon your transfer/ deputation to any other location, the Remuneration as mentioned above is subject to change 

basis the place of posting. 

 
1.2 Retirals: 

1.2.1 Contributory Provident Fund: 

You w ill be covered under the Provident Fund Trust. You w ill be required to contribute to the Provident Fund of the 

Bank in accordance w ith the regulations in force. At present this is 12% of the basic salary. In addition, the Bank w ill 

contribute 12% of your basic salary to this fund. 

1.2.2 Voluntary Provident Fund (VPF): 

The Bank also has a voluntary provident fund scheme w herein you w ill be allow ed to opt for a percentage of your 

Basic Pay, up to a maximum of 23% as Voluntary Contribution to Provident Fund (VPF). The w indow  for opting for 

VPF w ill be open on the Bank’s HRMS for tw o months f rom your date of joining. Employees opting for VPF w ill be 

allow ed to discontinue their contribution during the year, but they w ill not be permitted to re-start the contribution 

during the year. 

The  contribution under  this  scheme w ill be in  addition to the statutory  Provident Fund contribution of  12%  deducted 

f rom salary, and there w ill be no matching contribution f rom the Bank tow ards VPF. 

 
1.2.3 Gratuity: 

You w ill be paid gratuity as per the provisions of The Payment of Gratuity Act i.e. after rendering f ive years of 

continuous service in the Bank. As per the extant rules, the gratuity  amount w ill be calculated @ 15 days  on last  

draw n basic salary for each completed year of service, subject to a maximum amount of Rs. 20 lacs. 

 
1.3 Other Benefits: 
1.3.1 Loan concession: 

You w ill be entitled to staff loans at concessional rates of interest after your confirmation in the Bank as per details 

provided in the CTC Annexure. At the time of your joining, the Bank may, at its discretion, take over certain staff loans 

w ith your existing employers. Post confirmation of your service in Axis Bank, outstanding specific loans may  be 

taken       over       at      the       Bank’s       discretion       and       subject       to       eligibility       criteria       laid  dow n. 
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1.3.2 Group Mediclaim (Floater) Policy: 

On joining the services of the Bank, subject to completion of all formalities in connection w ith your appointment and 

fulfillment of the requirements of the Insurance Company, you w ill be covered under the Bank’s Group Mediclaim 

(Floater) Policy in respect of yourself and a maximum of 3 of your dependents ( relations comprising of Spouse and 

Children upto 25 years of age). Further, you have an option to enrol additional dependents under Parents and / or 

Parent-in-Law s policy by paying applicable premium in addition to the above 3 dependents. Additionally an option of 

Top Up policy is also available by paying the premium. The coverage limit under the existing policy applicable to your 

grade is detailed in the CTC Annexure. For more details related to terms of  inclusion, eligibility  etc. you may  refer to 

the Bank’s Myconnect Portal upon your joining. The terms & conditions of the mediclaim policy is valid only till expiry of 

the insurance policy and are subject to amendments upon renew al. 

1.3.3 Group Term Life Insurance Policy: 

You w ill be covered under the Bank’s Group Term Life Insurance Policy for a limit as applicable to your grade and is 

detailed in the CTC Annexure. The requisite premium for the coverage w ill be deducted f rom your f irst salary. The 

policy provides for the payment of the sum insured to the nominee / legal heirs in the event of the death (accidental / 

natural) of an employee. 

 

 
1.3.4 Variable Pay / Incentive Plan: 

Annual performance linked variable pay / incentive, as may be applicable, w ill be paid as per the 

Company’s policy, based on your performance and subject to your being a confirmed employee. 

Your detailed com pensation and benefit structure is given in the enclosed CTC Annexure. The said rem 

uneration and benefits w ill be taxable as per prevalent Incom e Tax Law s. 

2. Reim bursem ent of Notice Period Pay 

The Bank at its discretion may reimburse any shortfall in notice period pay to your current employer subject to prior 

approval f rom the Competent Authority. In such case, the follow ing terms and conditions shall apply:- 

2.1 You w ill serve the Bank for a minimum period of three years, f rom the date of your joining the Bank's services, failing 

w hich amount so reimbursed shall be recovered f rom you along w ith interest at the Bank Base Rate Prevailing on 

your last w orking day. 

2.2 The Notice period pay reimbursement shall be taxable and w ill be added to your Annual Taxable Income for the 

relevant Financial Year. Thus, the reimbursement shall be net of tax of the total amount paid by you to your 

employer. 

2.3 For reimbursement of shortfall in notice period pay, you are requested to advise the amount, w hich you need to pay  

to your present employer, to your Recruitment Manager before your resignation w ith your present employer to enable 

him / her to take prior approval f rom the Competent Authority. Thereafter, upon your joining the Bank, recruitment 

manager shall advise you to submit a certificate / letter f rom your present employer stating the number of days of 

shortfall in notice period and the amount recovered f rom you, basis w hich w e shall process your request for 

reimbursement. 

 
3. Leave Entitlem ents 

The various leave entitlements are detailed in the Leave Annexure 

4. Term s of Em ploym ent 

4.1 Conditions precedent /Joining form alities: 

Your appointment and subsequent joining is subject to the follow ing: 

 
4.1.1 Your submission of self-declaration of medical f itness in the prescribed format provided on our onboarding portal. 



:: 3 :: 

 

4.1.2 The Bank receiving satisfactory Background Verification report. For this purpose, you w ill be contacted by an 

authorized agency empanelled by the Bank. 

4.1.3 The below mentioned documents to be submitted by you at the time of your joining – 

a. Joining booklet (duly f illed) 

 
b. Self-attested copies of all your degrees and professional qualifications certificates and documentary evidence of 

scholarships or prizes w on, if any. 

c. Proof of date of birth 
 

d. Copy of Pan Card 

e. Copy of Address Proof 
 

f. One recent passport size color photograph 
 

g. Copy of acceptance of resignation letter and relieving letter f rom your previous employer. 

 
Additionally, the Bank reserves the right to seek references f rom your current / previous employer (s), at any stage, 

subsequent to your acceptance of this letter of appointment. 

 
4.1.4 It is brought to your notice that you need to complete your conditions precedent and / or joining formalities w ithin 2 

months f rom the date of joining, failing w hich your salary after 2nd month shall not be released till the completion of 

joining formalities and the said salary shall be kept in the Bank’s Sundry Account. 

4.2 Probation Period: 

 
4.2.1 You w ill be on probation for a period of 6 (six) months f rom the date of your joining. This period may  be extended  

upto a maximum of 6 months in tw o tranches of 3 months each, if further assessment and observations are 

considered necessary on the sole discretion of the Management. Thereafter, on failure to be confirmed in the service 

of the Bank, your employment shall be terminated on account of non-confirmation of service. 

4.2.2 On satisfactory completion of probation / extended probation period you w ill be confirmed in the services of  

the Bank. 

4.2.3 Your probation can be extended not only by virtue of your non satisfactory performance but also by virtue of  your 

non completion of the formalities, w hich have to be fulfilled by you. 

 

4.2.4 Notw ithstanding w hat is stated above, the bank reserves the right to confirm you in the services of the bank even 

during the extended period, provided, the extension of probation w as solely due to non-completion of the joining 

formalities and such formalities are completed w ithin the said period. 

 
4.3 Transfer: 

 

4.3.1 Your services are liable to be transferred to any of the offices of the Bank w ithin India and / or abroad at the sole 

discretion of the Bank and the Bank reserve the right to depute / transfer you at any time during your service in the 

Bank, to any of its subsidiaries or associates w ithout any prior consent f rom you. 

4.3.2 Notw ithstanding the role assigned to you in terms of this letter, the Bank reserves the right to assign you any other 

role/function commensurate w ith your grade as may be deemed appropriate, depending on administrative exigencies 

and requirements. 

4.3.3 Your services can be requisitioned by the Bank at any time outside the business / w orking hours. 

 

4.4 Resignation / Term ination / Retirem ent: 

4.4.1 Separation during probation: 
 

a. On account of Resignation : During the period of probation, you may resign f rom the Bank’s service, subject to 

acceptance of your resignation by the Competent Authority, for w hich you w ill be required to mandatorily serve a 

notice period of 30 days. You w ill not be permitted to adjust any accumulated leave at your credit including accruals 

against the notice period. How ever, w aiver of the notice period (if any), w ill be at the discretion of the Competent 

Authority. In such an event, the basic salary equivalent of the notice period shortfall (if any), after adjusting w ith 

privilege leave / surplus privilege leave (if available), w ill be recovered f rom employee. 

 
b. On account of Term ination: During the probation period, this contract of employment is terminable by the Bank 

by w ay of giving notice of 15 days’ or on payment of salary in lieu thereof w ithout assigning any reasons therefor. 
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4.4.2 Separation after Confirm ation: 

a. On account of Resignation: After confirmation, you may resign f rom the Bank's service, subject to acceptance 

of your resignation by the Competent Authority, for w hich you w ill be required to mandatorily serve a notice period of 

90 days. You w ill not be permitted to adjust any accumulated leave at your credit including accruals  against the  

notice period. How ever, w aiver of the notice period (if any), w ill be at the discretion of the Competent Authority. In 

such an event, the basic salary equivalent of the notice period shortfall (if any), after adjusting w ith privilege leave / 

surplus privilege leave (if available), w ill be recovered f rom employee. 

 
b. On account of Term ination: Notw ithstanding w hat is provided in the Staff Rules and the above paragraphs, 

your services, after confirmation, may be terminated by the Bank by giving 30 days’ notice or payment of 30 days’ 

salary in lieu thereof w ithout assigning any reasons therefor. 

 

4.4.3 Separation arrangem ent: 

a. Written resignation should be submitted to your immediate supervisor, and also initiated on HRMS. 

Upon receipt of your resignation, the acceptance of the same shall be at Bank’s discretion. 

 

b. Upon acceptance of your resignation and before your proposed relieving date, you w ill have to return all Bank’s 

property / assets entrusted to you and in your possession, to the Bank. Before you are relieved, all correspondence, 

specifications, formulae, books, documents, cost data, market data, literature, draw ings, effects etc. should be 

returned and you shall not make or retain any copies of these items. 

 
c. On separation, you w ill have to submit your claim for settlement of Provident Fund in the prescribed form. If no 

claim is received w ithin 6 months of separation, the Bank w ill close your Provident Fund account and credit proceeds 

to your SB account w ith us or send you the proceeds by Demand Draft. 

 
4.4.4 Retirem ent: 

The retirement age in the Bank is f ixed as 60 years. You w ill accordingly stand relieved f rom the services of the Bank 

on the last day of the month of your attaining this age based on the Age Certificate furnished by you at the time of 

joining. 

 
4.5 Other Term s 

4.5.1 Code of Conduct & Ethics: 

a. As an employee of the Bank, you w ill be guided by the Code of Conduct & Ethics and rules and regulations of the 

Bank in force and as amended f rom time to time. 

 

b. If any declaration, statement or information including your qualification, experience and/or any other details, as  

given by you at any time, is found to be false or untrue, if any material information is suppressed or if it comes to the 

notice of the Bank that you had been, prior to joining the Bank's services, convicted of any act involving moral  

turpitude and/or criminal in nature, your services w ill be liable to be terminated forthw ith w ithout any notice or 

compensation in lieu thereof at any time during or even after completion of the probation period. How ever, this  does 

not preclude the Bank f rom initiating such disciplinary measures, as the Bank shall deem f it and any penalty may be 

imposed upon you in terms of the Staff Rules of the Bank in force. 

 
4.5.1  The Bank reserves the right to vary the terms  and conditions  of  service governing your appointment as  contained 

in this letter including your duties and responsibilities at any time. 

4.6 Whole-tim e / Alternative Em ploym ent: 

4.6.1 Your position is a w hole time employment w ith the Bank and you shall not take any other w ork for remuneration (part-

time or otherw ise) or w ork in advisory capacity or be interested directly or indirectly except as shareholder or 

debenture holder in other trade or  business  during the employment w ith the Bank. You shall not be involved directly 

or indirectly w ith any business / trade / occupation / service / calling or perform any part-time or other w ork for 

remuneration or otherw ise w ithout obtaining prior w ritten permission f rom Axis Bank. 

 
4.6.2 During the employment in the services of the Bank, you shall not hold any other position in any organization nor shall 

you get employed directly or indirectly in any manner w hatsoever nor shall act as an advisor to any organization, the 

exception being social organizations like clubs, NGOs etc. having no political affiliation. How ever the Bank reserves 

the right to direct you to step dow n if , in the opinion of the Bank, such engagement interferes w ith your duties. 
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4.7 Fidelity & Secrecy: 

You shall not at any  time  during your employment and/or  after the termination of  your employment in  any  manner   

w hatsoever divulge any confidential information relating to the Bank, any of its constituents or its employees w ithout 

the prior w ritten consent f rom the Management. In such an event, the Bank reserves the right to proceed against you. 

 
Notw ithstanding anything contained in the above paragraphs, your services may be terminated by the Bank if you are found 

to be indulging in the acts of Commission / Omission w hich may be prejudicial to the interests of the Bank or any act of 

dishonesty, disobedience, insubordination or any other misconduct or neglect of duty or  incompetence in  the discharge of 

duty on your part. 

 
The terms and conditions set out in this letter of appointment inter alia constitute service conditions applicable to your 

employment in the Bank. Any dispute arising thereof are subject to Mumbai jurisdiction only and the Mumbai Courts w ill have 

exclusive jurisdiction. 

 
The above terms and conditions are to be read in conjunction w ith the Staff Rules accessible through the Bank's intranet. 

These shall be made available to you, post joining. 

 

Kindly note that you are required to convey your acceptance w ithin 15 days from the date  of this  letter. You  

are requested to sign the copy of this letter as  a token of acceptance of the above term s  and return it to us 

im m ediately. This Letter of Appointm ent w ill be valid only for fifteen days from the date of this letter. 

 
For any further information / clarifications please feel f ree to contact:- 

 
Priyanka Shridharan 

 

priyanka.shridharan@axisbank.com 
We at Axis Bank w ish you success and look forw ard to your having a long and rew arding career w ith us! 

 
Yours faithfully, 

Hum an Resources 

 
 
 
 
 
 
 
 

Digitally signed by DS AXIS BANK LTD 2 
Date: 2020.07.20 09:18:54 +05:30 
Reason: LOI 
Location: mumbai 

 
 
 
 
 
 
 
 
 

Encl: - a/a 

komal prakash kirdat 

mailto:priyanka.shridharan@axisbank.com



