13 November, 2006
To,

Abc ,

Thane(W), Mumbai.

Sub:-   Offer letters

Dear Prajakta,

This has reference to the various discussions you had with us. 

We are pleased to make a provisional offer of appointment as “ Secretary ”. Your Annual Earnings including salary, allowances, annual benefits and statutory payments as applicable will total Rs 96000/-. You will receive a detailed appointment order after you join.

On reporting please bring two recent passport size photographs, photocopy of all educational certificates, proof of age certificate, IT Declaration/ Form 16 from last employer, last employer’s salary certificate and relieving letter of the last employer.

You are required to join the Company on or before 21/11/06.  Please return a signed copy of this letter as a token of your acceptance of the offer, confirming your date of joining.

We look forward to a mutually rewarding relationship.

Yours faithfully

For Public / Pvt ltd
     ( President)
Accepted & Agreed











Sing:…………………..


Name: Ms. AVC








