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WEBSITE: www.keralapsc.gov.in 

No. KGD4-2/2/2020-KPSC DOKGD 

From 

To 

Sir 

KERALA PUBLIC SERVICE cOMMISSION 
DISTRICT OFFICE, KASARAGOD 

THE DISTRICT OFFICER, 
KERALA PUBLIC SERVICE COMMISSION, 
DISTRICT OFFICE, KASARAGOD 

18. AMAL AJAY 

E-MAIL : dokzd.psc@kerala.gov.in 
Telephone No:04994-230102 

YEARS OF 
cELEBRATI NO 
THE MAMATMA 

Kasaragod 
Dated :12-07-2023 

Sub:- Advice for appointment as Police Constable on Rs. 31100 - 66800/- in Kerala 
Police Service, Kasaragod District. Reg 

You are informed that you have been advised for recruitment as Police Constable on Rs. 
31100 - 66800/- in the Kerala Police Service against OC Turn. The selection is subject to Rules 
3(c) and 10(b) of The Kerala State and Subordinate Service Rules-1958. 

Yours faithfully, 

Further instructions will be issued to you in due course by the Appointing Authority 
Concerned. 

for DISTRICT OFFICER 
KERALA PUBLIC SERVICE COMMISSION 

DISTRICT OFFICE, KASARAGOD 

N.B:- 1. If posting orders are not received from the Appointing Authority concerned within a 
period of 3 mon ths from date of this letter, the fact may be intimated to this office. 

2. You are directed to produce this Advice Memo before Appointing Authority at 
the time of joining duty and also at the time of Service Verification. 

3. If and when thrownout of appointment on the termination of vacancy, you should apply 

to this office immediately for re-registration with the original relieving certificate in the 

proper form obtained from the Authority concerned, subject to the provisions contained in 

Rule 7(b) of the General Rules. 

This doCument (Advice ID : 2023002418) is available in Digilocker. You can download 

tnis into your Digilocker account, if your Thulasi Profile is linked with aadhaar. 
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27-02-2023

Anjana Chirakkoth Valappil,
No-293,,
Eruvessi, Kottayadan,,
Kannur, Kerala, 670632

Dear Anjana Chirakkoth Valappil,

Further to your recent meetings and discussions with us, we are pleased to offer you employment with Optum Health
and Technology (India) Private Limited ("the Company") in the position of Trainee - MCC at the Company's office
located at Chennai, on the terms and conditions set out hereinafter:

EMPLOYMENT
 
Your effective date of joining shall be no later than 27-02-2023. Your employment with the Company shall be subject to
successful pre and/or post-employment background checks, accuracy of the testimonials and information provided by
you and your being free from any contractual restrictions preventing you from accepting this offer or starting work with
us on the above-mentioned date. You, if so asked by the Company, shall disclose on your own behalf and, if married, on
your  spouse's  behalf  full  details  of  any  external  directorships  held  and  any  personal  business  interests  including
partnerships, shareholdings and trusteeships; involvement in any other business ventures involving unlimited liability;
personal liabilities in connection with business activities; and involvement in other positions external to the Company and
acceptance by the Company of those external interests. 
 
Please note that if during the pre or post-employment background checks, the background checking agency gives a
negative report or in the event of unsatisfactory result of your pre or post-employment background checks, this letter of
appointment  shall  stand  revoked  automatically  (whether  you  have  accepted  it  or  not)  and,  if  you  have  already
commenced employment with the Company, such employment shall automatically terminate without giving rise to any
claim for compensation or damages in your favor, but without prejudice to Company's rights and remedies against you.

Any reference to the Company’s policies in this offer letter means OHT-Epi Source policies. 

 
PROBATION
 
You shall serve a minimum probation period as follows from the date of your joining the Company (“Probation”) following
which your employment with the Company shall be confirmed.

 4-6 months for Trainees & Medical Coders 
 6 months for Executive coder to Team coach/QA and support functions
 6-9 months for TL to AM

The  Company  reserves  the  right  to  extend  the  Probation  period  for  an  additional 60  days  in  the  event  of  your
performance being dissatisfactory. You shall  be deemed to continue on Probation until  you are confirmed and your
confirmation has been communicated to you.  
 
Your performance shall be evaluated according to your efficiency, punctuality, conduct, maintenance of discipline and in
accordance with the Company’s regulations or policies existing now or in future. It shall be your responsibility to read,
peruse and follow Company’s regulations/policies, hardcopies whereof shall be made available to you upon request, but
which otherwise are available on the Company’s website or HRMS portal
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During the period of Probation, either the Company or you may at any time terminate this letter of appointment without
cause by giving in writing to the other party, One Month notice or in lieu thereof a sum equal to the amount or pro-rated
amount of salary which would have accrued to you during the period or remaining period of notice. You shall not be
entitled to any notice pay if your employment is terminated in accordance with condition 7.6 of Appendix 3 to this letter
of appointment.
 
PLACE OF POSTING
 
Your initial place of posting shall be at the Company’s office located at Prince Infocity 2 It Park (9th Floor). However,
your services are transferable and you may be assigned/ transferred in India or outside India to serve the Company in
any of its existing or future offices or any of its group companies or associates. It is a condition of your employment that
you comply with any such requirements of the Company. The transfer arrangement shall  not deem to constitute a
change in your conditions of service.
 
Notwithstanding the above, you may however be required to work at any other place that the Company may deem fit
and  as  may  be  required  from  time  to  time.  You  may  also  be  seconded,  deputed  or  transferred  to  any  other
person/company associated with the Company whether in India or abroad. In such a case your relocation expenses shall
be borne by the Company and your reimbursement shall be as per the relocation policy of the Company.
 
Your place of work shall change in case of any relocation of the Company’s offices, for which you shall be entitled to
reimbursement in consonance with the relocation policy of the Company. 
 
The Company operates on a 24X7 basis and is open for 365 days in a year.
 
PERFORMANCE OF DUTIES
 
You shall be assigned with all the duties and responsibilities of the Project Coordinator and such other duties on behalf of
the Company, as may be reasonably assigned from time to time by the Company's management.
 
COMPENSATION
 
As compensation for services to be rendered, you shall be paid an annual fixed salary of INR 2,11,397. Your cost to the
company (CTC) shall be per annum.  A detailed compensation structure is provided along with this letter of appointment.
 
The salary shall be payable on a monthly basis in arrears on or about the last working day of each calendar month, but in
no  case  later  than  the  7th day  of  the  succeeding  calendar  month.  Please  note  that  your  salary  details  are  highly
confidential and should not be disclosed inside or outside the Company by you in any manner whatsoever and any failure
on your part to adhere to this obligation shall be considered as serious breach of the terms of this letter of appointment.

 
TERMINATION OF EMPLOYMENT
 
During Probation period, either the Company or you may at any time terminate this letter of appointment without cause
by giving in writing to the other party, 1 (One) months’ notice. Company reserves the right either to accept your pay and
allowance / towards the notice period or demand for actual service during the notice period. You shall not be entitled to
any notice  pay if  your  employment  is  terminated in  accordance with  condition 7.6  of  Appendix  3  to  this  letter  of
appointment.
 
After completion of the Probation period, either Company or you may at any time terminate this letter of appointment
without cause by giving in writing to the other party, 60 days’ notice. The Company reserves the right either to accept
your pay and allowance / towards the notice period or demand for actual service during the notice period. You shall not
be entitled to any notice pay if your employment is terminated in accordance with condition 7.6 of the Appendix 3 to this
letter of appointment.
 
Your employment shall also be governed by the standard terms and conditions, which are annexed hereto as Appendix 3
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and the same shall form an integral part of this letter of appointment.
 
Your employment is conditional upon your acceptance of the standard terms and conditions and the specific provisions
contained in Appendix 3.
 
Kindly sign and return the duplicate copy of this letter of appointment along with the Appendixes, as a token of your
acceptance of the terms and conditions set out herein. Also, please initial each page of this letter of appointment and the
Appendixes.
 
Please note that by signing this letter of appointment, you have agreed to accept the employment with the Company on
the terms and conditions set out herein. Upon your signature and return to us, this letter of appointment shall be treated
as an employment agreement and the terms and conditions of this letter of appointment shall govern your employment
with the Company.
  
This letter of appointment shall automatically stand revoked in the event you do not join the Company on or before the
effective date mentioned in this letter of appointment.  
  
It  is  a  pleasure  to  welcome you  as  a  part  of Optum Health and Technology (India)  Private Limited. We are
confident that your employment with the Company shall prove mutually beneficial and rewarding and we look forward to
having you join us.
 
Congratulations and welcome to Optum Health and Technology (India) Private Limited. On your first day of employment,
please report to our office located at Prince Infocity 2 It Park (9th Floor) at Chennai along with the documents as
mentioned  in  the  Appendix  '2'.  Should  there  be  a  change  in  your  start  date,  it  is  mandatory  that  the  same  be
communicated to us a week in advance.
 
Anjana Chirakkoth Valappil, we thank you for considering Optum Health and Technology (India) Private Limited as
your future employer! We have bold objectives:

 Improve the lives of others;
 Change the landscape of health care forever;
 Leave the world a better place than we found it. 

Joining us, shall  put you amongst a team that is committed to excellence in everything we do. We are passionate,
energetic and focused. You’ll be sharing a culture of leadership and excitement as you begin to do your life’s best
work.SM 

 
For Optum Health and Technology (India) Private Limited
  

Manjulaa Palanisamy
Vice President - Human Resources
 

I accept this letter of appointment on the terms and conditions as described herein.
  
ACKNOWLEDGEMENT:
 
 
_____________________                              Date: ___________
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Current Compensation Structure

Component ANNUAL (INR) MONTHLY (INR)

Basic 71,875 5,990

HRA 52,850 4,405

Statutory Bonus 7,000 583

Provident Fund 18,186 1,516

Gratuity 3,458 289

Mediclaim Insurance 7,044 584

ESIC 5,751 479

Other Allowances 45,234 3,770

CTC 2,11,397 17,616

Total CTC 2,11,397
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Appendix 1

Employees shall be entitled to health, personal accident and life insurance benefits as per the Company’s policy (over 
and above CTC)

i. Gratuity shall be paid as per the Gratuity Act (over and above CTC)
ii. Employees shall be eligible for provident fund as per the Employees Provident Fund and Miscellaneous Provisions

Act, 1952
iii. Employees shall be eligible for Employees State Insurance as per the Employees State Insurance Act, 1948
iv. Take home salary shall be net of provident fund & income tax deductions depending on your savings under 

various schemes. Also, the monthly take home shall be impacted depending on the reimbursements claims 
every month.

v. Leave encashment will be processed as per the internal policy of the Company.
vi. In case of female employee, key maternity benefits shall be given as provided under Maternity Benefit Act, 1961,

read along with amendments/ state rules, as amended from time to time. 

 
Appendix 2
 
Please come prepared with the following documents (photocopies & originals) on your first day of joining: 

 HIGHEST DEGREE CERTIFICATE
 PAN CARD  
 DATE OF BIRTH PROOF - CLASS Xth CERTIFICATE  OR PAN CARD  
 2 PASSPORT SIZE PHOTOGRAPHS
 RELIEVING LETTER / EXPERIENCE CERTIFICATE FROM ALL THE ORGANIZATIONS WORKED IN LAST 5 YEARS

Your employment with the Company shall be subject to submission of the above documents and required joining forms
within 30 (thirty) days of your joining. The Company reserves the right to terminate your employment, in the event the
above documents and forms are not submitted within the time stated above.
 

Appendix 3

STANDARD TERMS AND CONDITIONS OF EMPLOYMENT
 
This appendix containing the Standard Terms and Conditions of employment is attached to the letter of
appointment and shall be deemed to be an integral part thereof. Your employment is conditional upon your
acceptance of the standard terms and conditions detailed herein.     
 
1.     CONFIDENTIALITY
 
1.1 The term "Confidential Information" shall include all information, whether written or oral, that is not known by, or not
generally available to, the public/outsiders at large and that concerns the business, activities, financial affairs, trade
secrets, technology of the Company or otherwise relates to the Company, in any manner whatsoever, its employees, its
customers, their clients, suppliers and other businesses or entities, with whom the Company does business, which may
come to your knowledge or possession during the tenure of your employment with the Company. You shall hold such
Confidential Information in trust and confidence, and not disclose or divulge such Confidential Information to any other
person or entity or use any such Confidential Information for your own benefit or benefit of any other party, unless so
authorized by the Company or required to be so disclosed or divulged in the course of the proper execution of your
duties. You agree to sign the 'Confidentiality Agreement' in this regard, the terms of which shall form an inalienable part
of this letter of appointment.
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1.2  You undertake not to make copies or duplicates of any tangible Confidential Information or other sensitive property
or materials of the Company, including but not limited to keys, access cards, diskettes, programs, photographs or such
other proprietary information relating to the Company's business.
 
1.3  You shall keep strictly confidential, details of your salary and the employment benefits provided to you, within and
outside the Company.
 
1.4  You agree and confirm that the terms and conditions of this Section 1 shall survive the termination or discontinuation
of your Services with the Company.
 
2.     NON-SOLICITATION 
       
You shall not, during the term of your employment and for a period of twelve (12) months immediately following any
termination  of  such  employment  (regardless  of  whether  such  termination  is  voluntary  or  involuntary),  directly  or
indirectly, individually or on behalf of any other person, firm, corporation or other entity: (a) interfere with the Company’s
continuing relationships with its other employees, (b) disparage the Company with such other employees, (c) attempt to
induce such other employees to leave their employment with the Company, (d) interfere with the Company's continuing
relationships with its suppliers or customers, (e) disparage the Company with suppliers or customers, (f) sell, attempt to
sell or solicit the sale of products competitive with those of the Company to the Company's customers, or (g) take any
action to discourage or divert any suppliers or customers from doing business with the Company. 
 
3.     NON-COMPETITION
           
3.1    You agree that some restrictions on your activities during and after your employment are necessary to protect the
goodwill and other legitimate interests of the Company.  During your employment, you agree not to engage yourself for
any outside business competitive with the Company. During the employment and for a period of one year after your
employment terminates/expires (the "Restriction Period") with the Company, you undertake not to compete, directly or
indirectly,  with the Company in the Territory described below, whether as an employee, consultant,  agent,  partner,
owner, investor, or otherwise.  Specifically, but without limiting the foregoing, you agree not to engage in any manner in
any activity that is directly or indirectly competitive or potentially competitive with the business of the Company as
conducted or under consideration at any time during your employment. For purposes of this provision, the business of
the Company shall include all services and products offered by the Company in any manner or under development, and
your undertaking shall encompass all items, products, and services that may be used in substitution for the products. 
You acknowledge that the Company's business is global in scope and therefore the "Territory" referred to above shall
include the entire world.
 
3.2   Notification Requirement:  Until 6 (six) months after the period set forth in Section 3.1, you undertake to notify the
Company in writing of any change in your address and of each new job or other business activity in which you plan to
engage, at least 30 days prior to beginning such job or activity.  Such notice shall state the name and address of any new
employer and the nature of your position/designation.
 
4.     INTELLECTUAL PROPERTY RIGHTS
 
You  shall  disclose  promptly,  completely  and  in  writing  to  the  Company  any  discovery,  invention,  methodology  or
improvements made thereto, process, software applications or products, conceived, developed or discovered by you,
either individually or jointly with others, during your employment ("Inventions") and such Inventions whether or not
patent applications are filed thereon shall at all times belong absolutely to and be the sole and absolute property of the
Company. You agree to treat such Inventions as Company proprietary and confidential and to use such Inventions solely
for the benefit of the Company. You agree to assign to the Company any and all rights, title and interest, including, but
not limited to, copyrights, trade secrets and proprietary rights to the Inventions, information, materials, products and
deliverables developed during the performance of services to the Company. You agree that all the work performed by
you and all Inventions, information, materials, products and deliverables developed by you while in the employment of
the Company shall be the exclusive property of the Company and all title and interest therein shall vest in the Company.
If and when required by the Company, you shall at the Company's expense take out or apply for patents, licenses or
other rights, privileges or protection, as may be directed by the Company in respect of such Inventions, so that the
benefit thereof accrues to the Company. You shall execute and do all instruments, acts, deeds and other things, which
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may be required by the Company for assigning, licensing any Inventions made during the employment, which shall vest
with the Company including the name and all benefits arising in respect thereof.
 
Pursuant to its exclusive proprietary rights, the Company shall have the sole and exclusive right inter alia to use, modify
or adapt the Inventions, information, materials, products or deliverables developed by you during the performance of
your services as an employee of the Company.
 
You shall not use the name and/or logo of the Company for any purpose whatsoever nor shall you use any copyright,
patent, trademark, trade name, registered design or any other like right vested in the Company except for performing
services stipulated in the letter of appointment.
 
5.     DISCIPLINARY ACTION PROCEDURE
 
Any breach of  the Company's regulations/policies,  failure to attain or maintain a satisfactory work standard or any
misconduct by an employee shall  be regarded as a disciplinary or capability matter.  Your immediate superior shall
normally deal with minor disciplinary matters. The procedure for more serious offences including major misconduct shall
be dealt in the manner set out under the Company's regulations/policies.
 
6.     COMPANY'S REGULATIONS/POLICIES
 
You shall  abide and be bound by the Company's regulations/policies, and the same shall  form part of this letter of
appointment.  The Company's  regulations/policies  may be changed /  amended at  any time at  the discretion of  the
Company and the changed Company regulations/policies shall thereupon bind you. You shall also carry out and abide by
any instruction, policies, 'house rules' and 'office orders' issued by the Company from time to time.
 
7.     TERMINATION OF EMPLOYMENT
 
7.1  During Probation period either the Company or you may at any time terminate your employment with the Company,
without cause, by giving in writing to the other party, 1 (one) months’ notice or in lieu thereof a sum equal to the amount
or pro-rated amount of salary which would have accrued to you during the period or remaining period of notice. You shall
not be entitled to any notice pay if your employment is terminated in accordance with condition set forth in Section 7.6
below.
 
7.2  After completion of the Probation period, either the Company or you may at any time terminate your employment, 
without cause, by giving in writing to the other party, 60 days notice or in lieu thereof a sum equal to the amount or pro-
rated amount of salary which would have accrued to you during the period or remaining period of notice.

7.3 After notice of termination, you shall cooperate with the Company, as reasonably requested by the Company, to 
effect a transition of your responsibilities and ensure that the Company is aware of all matters being handled by you.
 
7.4  Upon termination of your employment with the Company for any reason, you shall promptly return to the Company
any keys, credit cards, passes, confidential documents or material, or other property belonging to the Company, and
return all  writings,  files,  records,  correspondence,  notebooks,  notes and other documents and things (including any
copies thereof) containing Confidential Information or relating to the business or proposed business of the Company or its
subsidiaries or affiliates. The Company reserves the right not to relieve you of your employment in the event that all the
Company's documents/ property / Confidential Information in your custody have not been properly handed over by you to
an authorized representative of the Company.
 
7.5  The Company reserves the right during any period of notice to exclude you from the premises of the Company, or to
require  you  to  carry  out  specified  duties  at  premises  other  than  those  referred  to  in  Section  3  of  the  letter  of
appointment,  or to carry out no duties,  and to instruct you not to communicate with clients,  employees, agents or
representatives of the Company until your employment has been terminated, provided that you shall continue to be paid
and to enjoy normal contractual benefits during any such period, except in the case of suspension. You shall not be
entitled to engage in any other employment, work or business during this notice period.
 
7.6   In addition to all the rights of the Company provided for in this agreement or in any other policies/regulations of the
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Company or under law, the Company may terminate your employment forthwith in any of the following circumstances:
                                
i.         Breach by you of  any of  the terms of  this  letter  of  appointment;  Breach of  any clauses of  the Company's
Regulations/policies as referenced in Section 6 hereinabove;
iii.         Unauthorized absence beyond a period of seven consecutive days;
iv.         Inability to perform your duties beyond a period of thirty (30) days, whether on medical grounds or on any other
grounds;
v.         Physical or mental incapacitation to perform your duties;
vi.         Any misrepresentation by you to the Company, whether made orally or in writing and whether expressly or by
conduct, and whether at the time of appointment or prior or subsequent thereto;
vii.       Commission of any act detrimental to the interests of the Company;
viii.      Commission of any act of moral turpitude;
ix.        Misconduct;
x.         Commission of an act of insolvency;
xi.        Conviction in any court of law for the commission of any crime; or
xii.       Your performance is continuously measured as below expectation.
                                                     
Notwithstanding anything contained in  Section 7.1,  the Company reserves the right  to  terminate your employment
without giving any notice period or pay in lieu thereof if you are in breach of the sub-clauses of clause 7.6 hereinabove.
 
8.     REPRESENTATION
 
You  represent  and  warrant  that  you  are  not  bound by  or  subject  to  any  court  order,  agreement,  arrangement  or
undertaking (including but without limitation any non-competition or non-solicitation undertakings) or any other disability
of  any nature which may in any way restrict  or  prohibit  you from entering into this  letter of  appointment or from
performing  your  duties  and  providing  services  under  this  agreement  of  employment  on  the  terms  and  condition
contained herein.
 
9.     INTERPRETATION
 
If any of the provisions of this letter of appointment shall, for any reason, be held to be invalid, illegal or unenforceable in
any  respect,  such  invalidity,  illegality  or  unenforceability  shall  not  affect  any  other  provisions  of  this  letter  of
appointment, and this letter of appointment shall be construed as if such invalid, illegal or unenforceable provision has
never been contained in this letter of appointment.  If, moreover, any one or more of the provisions contained in this
letter of appointment shall for any reason be held to be excessively broad as to duration, activity or subject, it shall be
construed by limiting and reducing it, so as to be enforceable to the extent compatible with the applicable law as it shall
the appear.
                                                  
10.     DISPUTES
 
All  disputes or differences whatsoever arising between the Company and you out of or relating to the construction,
meaning and operation or effect of this letter of appointment or the breach thereof shall be settled by a senior officer of
the Company and the decision  made in pursuance thereof shall be binding on you and the Company.  
 
11.     WAIVER OF BREACH 
           
Any waiver by the Company of a breach of any provision of this letter of appointment shall not operate or be construed
as a waiver of any subsequent breach.
 
12.     EMPLOYEE PERSONAL INFORMATION
 
12.1. The Company understands that privacy of information is important to you. The Company does not sell or otherwise 
share personally identifiable information except as provided below.
 
12.2. You consent to the processing and use of your Personal Data held by the Company for legal, personnel, 

Registered Office: ITC Green Centre Northeast Wing 3rd Floor, No. 18, Banaswadi Main Road Maruthiseva Nagar Bangalore 560005 

CIN: U74910KA2005PTC036515, Phone +91 80 4257300 Email:incontact@optum.com,Website:www.optum.com



Optum Health & Technology (India) Pvt. Ltd.

ITC  Green  Centre,  Northeast  Wing,  3rd  Floor,
No.18, Banaswadi Main Road, Maruthiseva
Nagar Bangalore 560005

optum.com

administrative and/or management purposes. You further consent to the transfer of your Personal Data to other 
members of the UnitedHealth Group and to other third parties including those who provide products or services to the 
Company (such as benefit providers, record maintenance and payroll administrators), legal counsel, regulatory 
authorities, potential or future employers and potential purchasers of the Company or the business in which you work 
provided that the transfer is for one of the purposes referred to above, even where the recipient of the data is located in 
a country or territory which does not maintain adequate data protection standards but where the Company has 
nevertheless installed reasonable technical safeguards to avoid unauthorized access.
 
12.3. I further consent to my Personal Data being stored on a central database in the USA or wherever it may be located 
in the future, which is accessible by persons from the UnitedHealth Group and other third parties mentioned above in a 
number of different countries or territories, including countries and territories which do not maintain adequate data 
protection standards. For the purposes of this consent, "Personal Data" includes, but is not limited to: name, address and 
contact details, date of birth, marital status, educational background, employment application, history with the company,
job title, areas of expertise, details of salary and benefits, social security number, bank details, performance appraisals, 
salary reviews, records relating to holiday and other leave, working time records, details of any shares of common stock 
or directorships of the Company or any other member of the UnitedHealth Group held by you, details of all stock options, 
phantom stock options, or any entitlement to shares of common stock of the Company or any other member of the 
UnitedHealth Group awarded, cancelled, exercised, vested, unvested or outstanding in your favor and other management
records. Personal Data also includes Sensitive Personal Data relating to your health (including information in the 
employee medical questionnaire, records of sickness absence, medical certificates and reports).
 
13.     OTHERS
 
13.1.You shall be bound by the Company's regulations/policies, and all other rules, instructions, and orders issued by the
Company from time to  time,  in  relation to  your  conduct,  discipline and service conditions  such as  leave,  medical,
retirement, etc. as if these Company's regulations/policies, rules, instructions, etc. were part of this letter of appointment.
In case of any conflict between this letter of appointment and Company's regulations/policies, the terms and conditions
herein shall override/prevail.
 
13.2. You shall inform the Company as soon as possible about any change in your residential address.
 
13.3. Survival: Section 1, 2, 3, 4 & 12.3 shall survive the termination of this letter of appointment.

Registered Office: ITC Green Centre Northeast Wing 3rd Floor, No. 18, Banaswadi Main Road Maruthiseva Nagar Bangalore 560005 

CIN: U74910KA2005PTC036515, Phone +91 80 4257300 Email:incontact@optum.com,Website:www.optum.com
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CONTACT NO: +91 7200500221 | INDIA OFFICES: Bangalore | Chennai | NCR | Hyderabad | Mumbai 
CIN: U74140TN2020PTC138446. 

 connect@cecureus.com 

 www.cecureus.com 

 +91 72005 00221 

 
Date: 6th January 2023 

 

To, 

      Irfana K P 
Keloth Puthiya Purayil 
Cheleri, PO Cheleri, Kannur,Kerala 
Pin:670 604 

 Contact: 8129605574 
 

Hello Ms.Irfana, 

 

We are very happy to bring you on board as Consultant- Accounting.  As discussed, your earliest possible date of 

joining will be on 9th January 2023 

Employee Number – 027 

 

As agreed, your monthly emolument will be INR 16500/- after statutory deductions like Income tax, as 

applicable. 

 

You will be working from home at your base location Kannur. You may be required to travel when 

needed to for networking events or client offices across all locations. 

 

Good Luck and here’s to taking the CecureUs Brand to great heights! 

 

 

Warm Regards, 

Vijayalakshmi Harikrishnan 

CEO 
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Annexure I: 

Role: Consultant- Accounting 

1. Handling Zoho Journal Entries. 

2. Bank Account entries and reconciliation (Daily task). 

3. 26AS missing follow up, reconciling the records against the filing. 

4. GST input missing follow up. 

5. Receivables follow up. 

6. Reconciliation of payments received and paid (with TDS). 

7. Taxes and compliance. 

7. Any other responsibilities that maybe assigned. 

 
Terms and conditions would be:  

 

1. You will dedicate 8 hours (9:30 am to 5:30 pm) of your time every working day. 

 

2. We generally work from Monday to Friday but once in a while you may be required to work on 

weekends if there is a client demand. 

 

3. Your monthly emoluments will be Rs. 16,500/-  

 

4. Goals: 

 

Summary Goals 
Goals till Mar 

2023. 

Defect free completion of tasks (Zero 

escalation from Clients / 

vendors / colleagues / stake holders) 

100% 

On-time completion of tasks as 

assigned to you without follow 

up 

100% 

 

*Goals for subsequent month/years are subject to increase (change) and will be mutually agreed upon at the 

beginning of the financial year or Appraisal cycle. 
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Responsibilities towards CecureUs 

 
a. During the period of your employment with the Company, you will devote full time to the work of the 

Company. Further, you will not take up any other employment or assignment or any office, honorary 
or for any consideration, in cash or in kind or otherwise, without the prior written permission of the 
Company. 
 

You will not (except in the normal course of the Company's business) publish any article or statement, 

deliver any lecture or broadcast or make any communication to the press, including magazine 

publication relating to the Company's products or to any matter with which the Company may be 

concerned, unless you have previously applied to and obtained the written permission from the 

Company. 

b. During the period of your employment and 12 months thereafter, you will be required to maintain 
utmost secrecy in respect of Project documents, technical or other important information, commercial 
offer, design documents, Project cost & Estimation, Client details, Technology, Software packages 
license, Company’s polices, Company’s patterns & Trade Mark and Company’s Human assets profile. 
 

c. You will be required to comply with all such rules and regulations that the Company may frame from 
time to time. 

 

Annexure II: 

 
Probation Period  

 

CecureUs uses a 90 days probation time frame for new employees. This time frame lets you assess your 
readiness for the position as well as allows us to determine your ability to do the job. You will be provided 
an employee handbook, training and performance feedback during that time frame as part of your on-
boarding. Unsatisfactory performance at any time during the probation period could lead to the 
termination of your employment with 7days’ notice. 
 

 
Annexure III: 

Termination of Employment 

The employer or the contract employee may terminate this agreement and contract by giving 60 day’s 
written notice to the other party. Notwithstanding the foregoing, the Employer may terminate this 
employment immediately by paying 10 days salary in lieu of such notice. If the employee wishes to not serve 
the notice period, then in lieu of the notice CecureUs is entitled 

1. to a pro-rata refund in the amount of Salary paid during notice period, 
2. any prepaid Subscription License fees for the terminated period calculated as of the effective date of the 

termination. 
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Post the termination of the employment for a period of 6 months, you will not take up the offer with the 
company’s clients or solicit any work assignments.  

Annexure IV: 

Email us the following within 1 week of offer letter date:  

 

1. Please sign and scan a copy of this letter signifying your acceptance.  
 

2. Your Pan Card soft copy  
 

3. Your Bank Account details with IFSC code for salary credit 
 

4. Soft copy of your current address proof passport or Aadhaar or Driver’s license.  
 

5. Please sign the NDA as enclosed separately.  
 

6. Relieving letter from your previous organisation (as applicable, can be shared upon joining) 
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Heartsease Marketing 
73/2171A,D,E, Amity Arcade, Kunduparamba Road 
Puthiyangadi, Kozhikode, Kerala - 673 021 
({) +914952968186,CC:9605818654 heartseasemarketing@gmail . com ___________________ _ 

TO 

LAKSHMI R 
S.A Appartments 
Plathottam, Trichambaram 
Thaliparamba, kannur 

Sub: JOB OFF ER LETTER 

Mrs. LAKSHMI R 

os.12.2022 

We are pleased to offer you the position of 11Assi. Accountant" in our Office based at 

Puthiyangadi, Calicut. 

Your reporting officer will be Mr. Shanavas P.M (Managing Partner) • We trust that your 
knowledge, skills and experience will be among our most valuable assets. You will be under a 
probation of 3 months during which your performance will be analyzed and accordingly the 

benefits will be considered 

As discussed and agreed with you, you will be eligible to receive the following beginning from your 

joining date: 26/12/2022 

• Salary: Monthly gross starting salary of Rs.15000/-. 
• Working Days & Time :The Office working days are six day week and the Office timings will 

start from 9:30 A.M - 6:00 P.M. 

Please send a signed copy of this letter indicating your acceptance to join and resignation 

acceptance letter from your current employer to our HR. 

Your Appointment Letter will be issued on the date of joining. The joining formalities and 
Induction will be carried out In our office. In case of resignation or dismiss one month notice 
period will be given. If that fail so one month Salary will be Compensate as a penalty. 

We look forward to welcome you aboard. 

Sincerely, 

FOR ,HEARTSEASE MARKETING 
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