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RENNIE CINDRELLA S,

4/594/60, Adaikala Annai Nagar, 8th cross, Ex. 2nd Street,

Ponmalaipatti,

Tiruchirapalli,

Tamil Nadu,

620004.

 

Dear RENNIE CINDRELLA S, 

We are pleased to offer you the full-time job position as Communication trainer at Xylem sys with a start date of

01-06-2022, contingent upon.You will be reporting directly to Mr.Harihara Rao and Sri Sankara Matriculation

School Pammal as your primary location. We believe your skills and experience are an excellent match for our

company. 

In this role, you will be required to 

● Motivate participants and make them communicate in English.

● Expose them with the right tools and techniques.

● Maintain Logs Send periodic consolidated reports on the performance of the participants.

The annual starting salary for this position is  4,80,000 (Fixed) + (periodic incentives), starting 01-06-2022.

Your employment with Xylemsys will be on an at-will basis, which means you and the company are free to

terminate the employment relationship at any time for any reason. As an employee of Xylemsys, you are also

eligible for our benefits program.

We are excited to have you join our team! If you have any questions, please feel free to reach out at any time.

 

Sincerely,

 

A.Hari Hara Rao

CEO, Xylemsys



 

 

27 August, 2022 
 
Ms. Mary Jennifer SPS/OL/BKS/2022/563  
No: 16/32, Manikapuram, 
Melapudhur, Trichy, 
Tamil Nadu - 620001. 
 
 
Dear Mary, 

Offer Letter  
 
This has reference to your application and subsequent interview you had with us. Further, we are pleased to offer 
you the post of Trainee. 
 

Kindly make a note that your tentative date of joining would be 01 September, 2022 and the Company may be 
constrained to change your joining date due to the prevailing unprecedented situation. In that event, the Company 
shall duly inform you of the revised Date of Joining". 
  
In case of any changes to the date of joining please inform us before the expected date of onboard. Failure to 
inform us and no-show on the expected date of joining will efface this employment offer. 
 

You shall be on probation for a period of six months starting from the date of your joining. Your performance during 
the probation will be appraised and, if found satisfactory, you will be confirmed in services. However, in the event 
of your performance found not to be satisfactory, your probation period could be further extended.  
 

On Joining, your all-inclusive Cost to the Company (CTC) will be INR 14,058 per month (subject to deduction of 

tax and other statutory payments, as may be applicable) as per CTC Annexure. You will also be eligible for all the 
benefits introduced in the Company policies. 
 

On the successful completion of six months, there will be a hike of INR 1,467 in your monthly CTC. 

During the probationary period, either party will be entitled to terminate this contract of employment by issuing 15 
Days prior notice in writing to the other. After confirmation the termination of employment by either party shall be 

by issuing 60 Days notice in writing to the other or salary in lieu thereof. In the event of you issuing a notice of 

termination shorter than the above period, the Company shall have its own discretion to adjust any leave due to 
you or recover from you such amount from your dues towards the shortfall in notice period. However, acceptance 
of salary in lieu of notice period is at the sole discretion of the Company. 
 

If in case, you resign within a year from the date of your joining, you will be liable to refund the reimbursements 
such as relocation expenses, joining bonus, travel expenses [including air & road], accommodation expenses and 
any other special benefits as per your eligibility, whichever was provided by the Company.  
 

Please note that this employment is subject to professional reference checks and documentary evidence of 
your previous employment.  
 

We look forward to having you onboard.  
for Scientific Publishing Services Private Limited 

 
Manoj P 
Authorised Signatory 
Received the offer of employment and shall report for duty on the expected Date of Joining, as mentioned above. 
 
 
(Signature with date)  



 

 

Cost to the Company (CTC) Structure 
 

Name :  Ms. Mary Jennifer 

Designation :  Trainee 

Department :  Quality Control 

Components Per Month (INR) Per Annum (INR) 

Basic Pay 5350 64200 

House Rent Allowance 2140 25680 

Special Allowance 3210 38520 

Gross Salary 10700 128400 

Employer PF  1027 12324 

Employer ESIC 348 4176 

Statutory Bonus* 1983 23796 

Total CTC   14058 168696 

Employee PF  1027 12324 

Employee ESIC 80 960 

Pre Tax Take Home 9593 115116 

 

* Statutory Bonus will be paid annually. 
 
You will also be eligible to the following on top of the above CTC: 
 
• Mediclaim Insurance Coverage of up to INR 100,000. 
 
• Accident Policy Coverage of up to INR 300,000 only subject to Company guidelines and policy. 

• You will be eligible for payment of Gratuity as per the provisions of the Payment of Gratuity Act, 1972.  

• You shall be covered under Group Term Life Insurance (GTLI) policy for a Sum Insured of 1X of your Annual CTC. 

For Scientific Publishing Services Private Limited 

 

Manoj P 

Authorised Signatory 

I accept the above CTC structure breakup and I am aware that this is confidential and shall not disclose this 

information to others. 

 

Signature of Acceptance with date  



 

 

 
ANNEXURE – A  
 
 

MANDATORY DOCUMENTS REQUIRED FOR JOINING 
 
 

 Photocopies of all your Academic Mark Sheets & Certificates (up to Highest Degree) 

 10th Standard 

 12th Standard (or) Diploma 

 Degree (U.G / P.G) 

 4 recent passport size photographs 

 Government of India approved Photo ID/Address proof :  

 PAN Card (Mandatory)  

 Aadhaar Card (Mandatory) 

 Voter ID (or) Driving License (or) Passport 

 Relieving Letters from all Previous and Current Employer * 

 Last 3 months Pay Slip from the Current Employer * 

 Date of birth details as per Government ID Proof of all the dependents for Mediclaim (if applicable) 

 Family photo for ESI (if applicable) 

 
* Applicable only for Experienced Candidates 
 
 
Please bring all the original documents of academic certificates, Photo ID proof, Address Proof, Employment 
related documents on the date of joining for verification and it will be returned to you on the same day. 
 
All the very best! 
 
Thank you, 
 
Straive – Human Resources 
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