
 
Date: 19th Septermber,2022 

To, 

Mr. Yogesh Kumar, 

yogesh7kumar6865@gmail.com 

Mobile No: 8209668717 

 

Subject: Updated Offer to the Candidate for Training and Placement 

 

Dear Mr. Yogesh Kumar, 

 

This is with reference to your interview, with Acty System India Pvt. Ltd, hereinafter referred 

to as “The Company”. 

 

We are pleased to inform you that you have been selected for the Training-cum- 

Placement opportunity as a Project Trainee. 

 

The training will be for 6 months starting from 01stFebruary, 2023 to 31stJuly,2023 at our 

office situated at Acty System India Pvt. Ltd., Office Nos. 14 and 15, Second Floor of the 

building, “Campus Corner-II”, Opp. Prahladnagar AUDA Garden, Prahladnagar, Satellite, 

Ahmedabad, Gujarat-380015. 

 

The Company may appoint you as an employee effective from 01st August, 2023, subject to: 

1. Your good performance during the training. 

2. Successful completion of all your degree requirements. 

 

The company will determine the assignments to be carried out by you during the training 

Period and will guide you from time to time to enable you to complete the same. 

 

The training stipend of Rs. 8,000/- (Rupees Eight Thousand Only) per month will be 

applicable from 01stFebruary, 2023 to 31stJuly, 2023, and after completion of training, from 

01st August, 2023 the salary will be revised to CTC Rs.3,45,150/-p.a 

 

You would be entitled to all company holidays including Saturdays and Sundays. You are  

Entitled to no other leave unless explicitly approved by your immediate supervisor. 

Leaves taken during the Training Period will be treated as “Leave without Pay”. 

 

Please return a duplicate signed copy of this offer letter. 

 

The above offer is valid only till21th September,2022. 

 

Incase of any kind of communication kindly contact to below contact details: 

Email Id: asi-hr@acty-sys.co.in 

 

Yours truly, 

 

Tarun Shah 

Authorized Signatory 
ACTY SYSTEM INDIA PVT. LTD. 



 
 

General Instructions : Rules & Regulations  
 

1 .  In general,  working t ime shall be from 09.00 AM to 6:00 PM, but  sign -

out  t ime may var y depending on Pro ject  Work.  

 

2. Employee must  be at  the place o f work by the fixed / not ified t ime,  a 

t rainee who reaches the o ffice aft er the start ing t ime but  within 15 

minutes o f t he fixed / not ified start ing t ime may be allowed to perform 

his /  her  dut ies.  I f in case he/she is not  ab le to  do  so he must  info rm this  

to  his/her report ing author ity with valid  reason.  

 

3 .  Your t raining per iod will be for  6  months dur ing which you will be 

elig ible fo r t he ho lidays specified in t he company ca lendar .  Otherwise,  

t he work will go on in 5 days a week pat tern.  

 

4 .  St ipend/Salar y will be paid by the 6 t h  o f every month.  

 

 

5.  *If an employee leaves the company without completing two years of 

services,  then the company will not issue the relieving letter and 

experience let ter to the employee, Employees will only be issued 

relieving let ters and experience letters,  i f they pay Rs. 60,000 for 

training charges incurred by the company . 

 

6 .  Everybody will swipe their  Login t ime  and Logout  t ime through their  

proximity card whenever t hey will go out  o f o ffice dur ing wor king hours.  

 

7 .  Every one shall t ake a 1hour lunch break between 12.00 pm to 1.00 pm in 

the designated area away from their workstat ions and the tea – break will 

be between 4.00 pm to 4.10 pm.  

 

8 .  All employees will keep their  cell/mobile phones on vibrat ion mo deand 

will not  talk more than 10 minutes dur ing working hours except  in case 

o fany emergency.  For mak ing calls using the mobile or for  at tending  

incoming calls one must  use t he Open Area for  t he same.  Make sure t hat  

t he other employees are not  disturbed by you while do ing so. I f found 

guilt y o f do ing so  disc ip linar y act ion sha ll be t aken against  t he 

concerned employee.  

 

9. All t he employees are required to  report  to  his/her  Team Leader  about 

t heir  work status,  who in turn will report  to  their  pro ject  manager.  

 

10. After complet ion o f t he day’s work, you are required to  update your 

Team Leader o f t he same and it s Leaders responsibilit y t hat  same should 

be updated with Pro ject  Manager immediat ely.  

 



 
11.  Further,  an employee coming lat e to  work or found absent  from his 

stat ion / place o f work dur ing working hours,  without  suffic ient  reasons 

or without  author izat ion from his /  her Superviso rs,  t he competent  

author ity may,  at  it s discret ion, also take suit able disc ip linar y act ion 

against  t he t rainee concerned. In such case,  t he decis ion o f t he competent  

author ity would be bind ing to  t he candidat e without  any quest ion and the 

candidat e would have to  report  to  HR Manager or Director for such 

dispute.   

  

12.  Nobody will leave the Office premises without  approval t aken from 

their  Pro ject  Manager even if his/her  o ffice hour ends.  

 

13.  I f any o f t he employees are go ing out  of o ffice dur ing regular hours 

fo r more than 10 minutes ( for lunch,  personal work, tea,  et c. . .)  t hen they 

have to  take an approval fo r t he same from their  super io rs.  

 

14.  Using Company equipment  for purposes other t han business ( i. e.  

playing games on computers or more personal Int ernet  usage like surfing 

and chat t ing) may result  in disc ip linary act ion. (Like warning let t er,  

penalty in t erms o f finance or  more)  

 

15.  All t he communicat ions must  be made through their  o ffic ia l mails  

while in o ffice premises.  

 

16.  ASI proper ly a llocat es every employee consider ing his o r her 

knowledge, exper ience,  work perfo rmance  and perfo rmance record et c.   

Due to  work commit ment s,  ASI  shall send their  employees to  affiliat e  or 

send them to modify the work carr ied in t he work place  

or where business is  be ing carr ied out .  The employees cannot  refuse for 

carrying out  t his work unless t here is  some va lid  reason.  

 

 

Disc ip linar y Act ions which may be t aken:  

 

 Verbal warning  

  Writ t en warning  

  Deduct ion from their  Paid leaves  

  Suspension and  

  Terminat ion also  if required.  

 

Your signature on this document  will serve to  signify your acceptance o f the 

terms and condit ions contained herein.  

 

Signature & Date: _19/9/2021___________________  
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