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			           LETTER OF OFFER
	
        		            PERSONAL AND CONFIDENTIAL


REF:   									Dated: 01.08.2014,
							

To,
Name of Candidate
Address


Sub: Job Offer – Position Company Secretary,

Dear Sir,

With reference to the subject mentioned above, we are pleased to offer you the appointment to the position of Company Secretary at our Company, with effect from 1st August 2014, by virtue of your being member of the Institute of Company Secretaries of India (ICSI).

By our esteemed Board it is decided that your salary will be Rs._____________per month.  In addition, you will receive an annual Bonus equal to One Months’ Gross Salary. In addition to above, travelling facilities and other perks will be offered as per policy of the Company.  

If you agree with the above conditions, please indicate your acceptance by signing a copy of this letter.  

Yours Sincerely,


Rakesh Arora
Sr. Manager - HRD


ACCEPTANCE OF APPOINTMENT

I accept the offer on the terms and conditions outlined.


Signature									Date:


Board resolution for appointment of Company Secretary along with Sample Letter of Appointment


“RESOLVED THAT pursuant to the provision  of Section 203, 205 and other applicable provision (including any modification or re-enactment thereof ), if any, of the Companies Act, 2013, the consent of the  Board of Directors be and is hereby accorded to appoint Mr. Prateek Bansal holding the prescribed qualification under Section 2(24) of the Companies Act, 2013 read with Companies (Appointment and Remuneration of Managerial Personnel) Rules, 2014, as Whole time Secretary of the Company with effect from August 01, 2014, on the terms and conditions as contained in the letter of appointment, a copy of which was initialed by the Chairman for the purpose of identification, to perform the duties which may be performed by a Secretary under the Companies Act, 2013 and under erstwhile Companies Act, 1956 and any other duties assigned to him by the Board from time to time.
 
RESOLVED FURTHER THAT Mr. Sanjay Dutta, Directors of the company be and is hereby authorized to do all the act, deeds and things which are necessary for the aforesaid appointment and to send the necessary intimation in prescribed form to Registrar of Companies, NCT of Delhi & Haryana.”





