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Date: Friday, 16 October 2020 

To,

SYEDA NURIN AKHTER SIDDICA 
[[CANDIDATE_ADDRESS]],

Dear SYEDA NURIN  ,

Subject: Offer-cum-appointment letter.

With reference to your application and the subsequent interview, we are pleased to offer you a promising career with us. Your appointment
with HDFC Life Insurance Company Limited (“Company”) will be subject to your agreement/ acceptance of the terms and conditions as
defined therein, else the letter shall automatically stand invalidated without any further obligation on the part of the Company. The details of
the terms and conditions are as mentioned below:-

Designation – Business Development Manager 

Department – Agency

Organizational Band/ Grade – J2

Location – Nagaon - Padmalaya

Date of Joining – Within  15  days  of Monday, 19 October 2020

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

Your annual emoluments will be 240000 per annum on Cost to Company basis. The brief details of which are shown in Annexure-1.1.
The Company will deduct taxes and other statutory dues as may be applicable from time to time from the remuneration payable to
you.
Your Variable Pay for performance (VPP) is subject to your individual performance as well as Company’s performance (as declared2.
by the Company from time to time).
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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 other retirement schemes, if any. The Company will contribute 12% of your basic
salary per month as its contribution and an equal amount will be deducted from your payroll as your contribution towards
this fund as per the Provident Fund Act, 1952.

b. Medical Hospitalisation Scheme, as applicable

c. Group Term Insurance plan, as applicable

d. Gratuity - You will be entitled to gratuity as per 'Payment of Gratuity Act, 1972'.

e. Employees State Insurance Corporation – You will be entitled 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 sole 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

You will be on probation for a period of six (6) months from the date of your joining the Company, which may be extended incase it6.
is found necessary by the Company. You will continue to be on probation unless specifically confirmed 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 whatsoever. However, to mitigate organizational risks, if
any, the company’s decision will be final and binding in this regards.

Transfer

Although you are initially appointed at our Nagaon - Padmalaya office, the Company may at its discretion transfer your services7.
either temporarily or permanently to any other location or department of the Company or to any of its affiliates, 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

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

You will automatically retire on attaining the age of 58 years and that no further notice whatsoever to you will be necessary in this9.
regard. The last day of the month when you attain the age of 58 years would be considered as your relieving date.

Conflict of interest

Whilst in the employment of the Company, you shall engage yourself exclusively in the work assigned to you by the Company and10.
shall not take up any independent or individual assignments  whether on part time or full time basis or in an advisory capacity either
directly or indirectly.
 
On your joining and during the course of your employment with the Company, you will relinquish all your previous interest, if any,11.
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.    
 
You will always maintain utmost confidentiality and shall not either during your engagement with the Company or thereafter, divulge12.
to any person whatsoever any records, documents, formulae, processes, methods ideas or any other 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 knowledge during the course of your employment, or use any of the same for
your own benefit.
 
Whilst in employment of the Company, you shall at all times whether or not you have any financial interest or otherwise either13.
directly or indirectly, keep the Company disclosed fully of any conflicting business interest of your immediate relatives, if any,
associated with the Company either as employee, distribution agent or otherwise.
 
Any invention, improvement, or idea conceived by you in connection with your employment with the Company, shall become the14.
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.
 
Unless specifically authorized by the proper authority within the Company, you will not engage or represent the Company, whether15.
in person or by way of any written document and, in any manner.
 
During the course of your employment you will be required to abide by governing laws, applicable rules and regulations and16.
maintain highest standard of personal conduct and integrity and comply with all policies and procedures of the Company. Any
breach, deviation, disobedience of code of conduct/procedures/policies/laws/regulations including but not restricted to any acts of
insubordination, negligence, corruption, fraud, forgery, misappropriation and unacceptable behaviour, which bring disrepute to the
Company either within or outside the Company premises would warrant stern disciplinary action, including dismissal from services
of the Company without notice or wages in lieu of notice.
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Notice Period on confirmation

This engagement may be terminated by either party by giving to the other, at any time, notice of thirty days in writing. In case of an17.
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 business and the possible risks, the decision of
the Company will be final regarding the relieving date. In case the relieving date decided is short of the notice period, you will be
bound to pay the notice period amount calculated on your last drawn salary. In case the Company decides to relieve you early, the
Company will bear the notice period amount calculated on your last drawn basic pay. If you fail to report to duty till your last working
date (as decided by the Company, except with prior approved leaves), your separation will be treated as per the abandonment
clause(s).
 
Notwithstanding anything contained herein, your employment with the Company shall stand terminated forthwith without any notice18.
or payment in lieu of notice on account of:

breach of governing laws, applicable rules and regulations;a.
 
breach of applicable Company policies, procedure or code of conduct whether express or implied;b.
 
performance below defined targets as applicable from time to time;c.
 
any act/s which is/are regarded as breach to the interest of the Company.d.

Others terms and condition

Whilst in the employment of the Company you are required to effectively carry out all duties and responsibilities assigned to you.19.
Disrespect for other employees, insubordination or flouting Company policies will not be tolerated.
 
You will be bound by all the existing rules and regulations as framed by the Company and those as enforced by the regulator in the20.
insurance industry from time to time.
 
You are required to provide all the necessary documents/ evidence required on the information furnished by you while seeking21.
employment and as required under the rules and regulations of the Company.
 
We believe that you have not made any false declaration or willfully suppressed any material information. Accordingly, the offer of22.
appointment is made relying upon information furnished and representation made by you. However, the offer of appointment is
subject to reference and background check to be conducted by the Company at its discretion at any point of time during the course
of your employment. If for any reason it is found that the reference or background check is negative or detrimental to the interest of
the Company as determined by the Company, in its sole discretion, the Company is entitled to terminate your services at any time
during or even after completion of the probation period with immediate effect without notice or any salary in lieu of notice.
 
If for any reason, you remain absent/abstain from duty for a continuous period of seven (7) days without pre-approved leave or23.
without intimating and obtaining the prior approval of your manager/immediate superior, or if you remain absent/abstain from duty
for a period of seven (7) days beyond the period of leave originally granted without intimation or without obtaining the approval of
your manager/immediate superior, it would be treated as abandonment of service and you will be deemed to have voluntarily
abandoned your service without notice. The Company / employer would not be responsible for any further intimation towards such
separation / abandonment of service nor any compensation or any full and final settlement payouts towards the same.
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24. 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.

25. 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 deemed to be validly served on you.

26. On your joining, you will be required to undergo a Regional 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 allowance as per Company Policy or basis
exception approval.

27. Whilst in 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 the 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.

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

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

30. You will need to open a bank account with our banking partner for salary and reimbursement purposes; in case you have an existing
account with the partner, you may choose to convert it to salary account or open a separate account for the same. Failure to do so will result
in salary and reimbursements being kept on-hold, for such period of time, till the bank account is opened with the banking partner.

Management reserves the right to effect change in any of the above clauses and the same will be communicated to you through SAP orother
communication channels as prevalent. All policies referred in the letter are available on company’s intranet 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 signed
undertaking as set out in Annexure -2.
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We look forward to a mutually rewarding relationship.

Regards,

For & On behalf of
HDFC Life Insurance Company Ltd.
SIGNATURE

Sushil Chander
VP - Human Resources

I agree to and accept all the above terms and conditions.

Signature               :
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Annexure-1

Date: Friday, 16 October 2020 
Name: SYEDA NURIN AKHTER SIDDICA 
Designation: Business Development Manager
Location: Nagaon - Padmalaya

Band: J2  

Fixed Cost To Company

TC Component Per Annum Per Month

Salary Part

Basic 72000  6000 

HRA 43200 3600

Other Allowance
Bonus

22062 1839

24000  2000 

Daily Activity Allowance 0 0

Tablet Allowance 12000 1000

  Monthly Gross   14439

Retirement and Other Benefits

Group Insurance Benefit 7300

 

Provident Fund @ 12% of Gross 12727

Gratuity 3480

Flexi 37600 
ESIC 5631

  Fixed CTC 240000

Flexi Annexure

Flexi

Component Per Annum Per Month
LTA 6000 500
Fuel & Driver* 21600 1800
Mobile Handset 10000 833
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Other Eligibilities
On appointment you will be covered under the Group Term insurance as per Company policy.
You will be eligible to be enrolled into sales incentive schemes as and when announced by the Company.

Note: The Bonus/Advance Bonus component shown above would be paid as part of monthly salary. All payments made towards Bonus /
Sales incentives/VPP paid will be in accordance with the Payment of Bonus Act.
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Annexure-2

Undertaking

 

Date: Friday, 16 October 2020

Name: SYEDA NURIN AKHTER SIDDICA

Designation: Business Development Manager

Location: Nagaon - Padmalaya

Band: J2

I, SYEDA NURIN AKHTER SIDDICA, the undersigned hereby undertake to buy the prescribed electronic tablet – Samsung Galaxy Tab Iris
Model No. SM-T116IR within 30 days of joining, or on receipt of first month salary, whichever is earlier.

I understand and acknowledge that failure to comply with this undertaking may result in appropriate disciplinary actions being taken against
me by the Company, including but not limited to loss of pay.

Name : SYEDA NURIN AKHTER SIDDICA

Date:

Signature:
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Com GOVT. OF ASSAM 

OFFICE OF THE DEPUTYCOMMISSIONER:::: 
NAGAON

(Aadhaar Enrollment Cell)

03672-233185, 233193, 231111, 233222(F) 2311 1 (F) 

Email- dc-nagaon@nic.in, aadhaarnagaon@gmail.com 

aan ORD E R 

the 17th June,2021, the following officials are hereby engaged as verifier against the alloted Center in connection with 

|Aadhaar Enrollment in the Nagaon district

No.NGNIAadhaar/1/2018/ Pt-1II/26 = In pursuance of Govt. letter No.GAG(A)209/2019/160, datecr-Diur 

Name of Supervisor 

Operator engaged by Utity
Forms Pvt. Ltd./M/S. Allotted Center

Name 
SI. NOCircle |Designation Name of Verifier

Bhawani Marketing Pvt. 

Ltd. 

AT, Lakhinath Bezbaruah |Abhinandan Borah,

9706544949 

Niz Kampur GP Office

Kampur Rajib Bey, 7002571502 
LPS 

HM, Puthikhaiti ME 

School 
Puthikhaiti ME School Mubaraque Hussain, 

|8822849236 
| Samaguri Abul Hussain, 7002755 151 

A/T of Habibasti L.P. Kelyden Tea EstateBiren Thapa, 9101720757 
3 Kaliabor Basanta Bora, 9435925033 Sc 

|School 
Furhani Ati Rahmania ME 

Rabbul Hassan,

Rahmania ME Madrassa 9401043026 4 Dhing NigarSultana,6002769114A, Furhani Ati . Madrassa

Swahid Muzammil Hoque 
Azibur Rahman, 

9365324356 
HT, Swahid Muzammil Shek Raja Muzaddadi, 
Hoque MuktabDhing 9101035407 Muktab5 

Uttar Pachim Pubthoriya GP 
Ashraful Hussain, 

Kaliabor AT, Soulng High School Abdur Rasid, 9957710996 
Office 

8638573621 

Ratna Bordoloi, 
8812038472 

|AT, Nambor 
Lanlunggaon LPS 

Sri Chandan Kr. Kakati,

9101753382 
Kandali GPP 

Sadar 

They are directed to attend to the concerned alloted Center and perform their duty w.e.f. 24/07/2021 positively 

without fail and also directed to maintain Covid-19 Protocol i.e. Social distancing, use Hand sanitizer as per Govt. Covid-19

SOP. 
This Order will come into force with immediate effect. 

Sub-Divisiönal OfficerISAdaroagsatae Nag8on 

Nodal Officer DIA A Rodskg8
Aadhaar Nagaon 

Dated.Nagaon the.. 01/302 
Memo No:NGN/Aadhaar/1/2018/Pt-II/26 

Copy to: 1. The Secretary to the Govt. of A ssam, General Administration Department, Dispur, Assam for kind 

A 

information. 
2.The Superintendent of Police. Nagaon for information. 

3. The Deputy Director, UIDAI, RO Guwahati, Block. Dispur. Guwahati for kind information. 

4. All the Circle Officer, Nagaon district for information and necessary action. 

.TIe.... . . . ... .. . Qistrict IOr intormation and necessary 

action. He/She is requested to provide necessary room, electrification and logistic support chair and table 

etc. 

6. concerned the Head of Departments, Nagaon district for information.

7. Verifier concerned. He is directed to attend the alloted center on receipt of this order immeditely. 

8. The District Coordinator, Aadhaar, Nagaon for information and necessary action is directed to inform 
concerned Supervisor/Operators to attend their duty in alloted Center.

9. P.A. to the Deputy Commissioner, Nagaon. 
10. Office File. 

Sub-Divisional Officer (Sadar), Nagaon & 

Nodal Officer: AADIHAAR: Nagaon
Sub-Dh neinai Criter Suiar. Naçao 

3Hodal Ofticer

Aachaa aga9n 






























