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Ref.: PGT 2021/IR/WET-20216305363327 03rd August 2021 

Mr. Pramod Kumar Mahapatra 
Utkal University 
Contact No. 7008528076 
 
Dear Sir, 

Sub:  Appointment as Post Graduate Trainee- IR 
 

Hearty Congratulations on being selected for the position of Post Graduate Trainee-IR through our rigorous 
campus selection process. We are pleased to attach the offer of your appointment as PGT-IR.  We would advise 
you to sign online and submit your acceptance within 7 days from the date of this letter.  In case we do not hear 
anything from you by that date, we will presume that you are not interested in our offer. Thereafter, this offer of 
appointment as Post Graduate Trainee -IR shall lapse automatically. 
 
Further to the Pre-Employment Medical Checkup you are declared MEDICALLY FIT for training with us. 

You will be posted at Project sites in Uttar Pradesh state / region under Lucknow Cluster.  Our Cluster HR will 
share the project location and reporting details in the due course. You will be required to report for the joining 
formalities latest on or before 15th September 2021.Please note that request for extension in joining time / 
Change of Department or Division or Location will not be entertained. Based on your travel plan of reporting at 
the project location and the local quarantine norms, your date of joining will be considered.  
 
You are requested to submit the following documents online (scanned in colour) on or before 30th August 2021: 
You will also be required to produce the following original documents at the place of posting for verification, on 
the date of your physical joining 
 

 S.S.L.C (10th Std) Certificate and Mark sheet - In Original 
 H.S.C (12th Std) Certificate and Mark sheet - In Original 
 Certificate & Mark sheets of Degree (Under Graduation/Post Graduation) of all the semesters/years- In 

Original - [Attested copies of degree certificate and final year / semester mark sheets should be 
forwarded to us within 3 months of your joining]. 

 Course Completion Certificate (if your final semester/ final year result is not declared) - In Original 
(Mandatory) 

 Good Conduct certificate issued by the College 
 Photocopies of achievements in extra-curricular activities claimed (College / District / State /National/ 

International levels) 
 2 Passport size photographs (Mandatorily photo should be taken in business formals in white 

background (for Men - Blazer and tie & Women - formal office wear).   
 A Copy of your Aadhar Card & PAN Card 
 Proof of age - either S.S.C or school leaving certificates 

 
Please note that this offer of employment given to you is based on the educational qualification declared by you 
in your application for employment. This offer will stand automatically cancelled and withdrawn in case the 
information provided in the application is false or incorrect.  

Cluster HR Person Cluster HR Contact No. Cluster HR E-Mail ID 

Mr. Manoj Kumar Dubey 9453827684 manojdubey@Lntecc.com 

 
In case of any clarification, kindly contact Mr. Sivakumar B / 9500010533 / Sivakumar.b@Lntecc.com 
 
 
 
 
 
 
 
 

Yours Faithfully, 
for LARSEN & TOUBRO LIMITED 

 
(R SAI RADHA) 

HEAD – TALENT ACQUISITION 
WATER & EFFLUENT TREATMENT IC 
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Ref.: PGT 2021/IR/HCI-20216305363350 02nd August 2021 

Mr. Rajesh Kumar Rout 
Utkal University 
Contact No. 9337892814 
 
Dear Sir, 
 

Sub:  Appointment as Post Graduate Trainee - IR 
 

Hearty Congratulations on being selected for the position of Post Graduate Trainee-IR through our rigorous 
campus selection process. We are pleased to attach the offer of your appointment as PGT-IR.  We would advise 
you to sign online and submit your acceptance within 7 days from the date of this letter.  In case we do not hear 
anything from you by that date, we will presume that you are not interested in our offer. Thereafter, this offer of 
appointment as Post Graduate Trainee-IR shall lapse automatically. 
 
Further to the Pre-Employment Medical Checkup you are declared MEDICALLY FIT for training with us. 

You will be required to report for the training latest by September. Your site/office location details will be shared 
to you soon. Your joining formalities will be completed through an online system. A detailed email will be sent to 
you on this separately on receipt of your acceptance of this offer. However, your physical date of reporting will 
depend on easing of travel restrictions to your place of posting.   Please note that request for extension in joining 
time / Change of Department or Division or Location will not be entertained. 
 
You are requested to submit the following documents online (scanned in colour) on or before 09th August 2021: 
You will also be required to produce the following original documents at the place of posting for verification, on 
the date of your physical joining 
 

 S.S.L.C (10th Std) Certificate and Mark sheet - In Original 
 H.S.C (12th Std) Certificate and Mark sheet - In Original 
 Certificate & Mark sheets of Degree (Under Graduation/Post Graduation) of all the semesters/years- In 

Original - [Attested copies of degree certificate and final year / semester mark sheets should be 
forwarded to us within 3 months of your joining]. 

 Course Completion Certificate (if your final semester/ final year result is not declared) - In Original 
(Mandatory) 

 Good Conduct certificate issued by the College 
 Photocopies of achievements in extra-curricular activities claimed (College / District / State /National/ 

International levels) 
 2 Passport size photographs (Mandatorily photo should be taken in business formals in white 

background (for Men - Blazer and tie & Women - formal office wear).   
 A Copy of your Aadhar Card & PAN Card 
 Proof of age - either S.S.C or school leaving certificates 

 
Please note that this offer of employment given to you is based on the educational qualification declared by you 
in your application for employment. This offer will stand automatically cancelled and withdrawn in case the 
information provided in the application is false or incorrect.  
 
In case of any clarification, kindly contact Mr. Vignesh / 8939300022 / AVIGNESH@lntecc.com 
 
 
 
 
 
 
 
 

Yours Faithfully, 
for LARSEN & TOUBRO LIMITED 

 
(RAVI KUMAR MATTA) 

HEAD – TALENT ACQUISITION 
HEAVY CIVIL INFRASTRUCTURE IC 
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Ref.: PGT 2021/IR/HCI-20216305363350 02nd August 2021 

Mr. Rajesh Kumar Rout 
Utkal University 
Contact No. 9337892814 
 
Dear Sir, 
 

Sub:  Appointment as Post Graduate Trainee- IR 
 
With reference to the interview you had with us, we have pleasure in selecting you as POST 
GRADUATE TRAINEE- IR on the following terms and conditions, subject to: 
 

(a) Your passing the final Degree Examination in FIRST attempt and  
 

(b) Being found medically fit by the Company's Doctor. 
      
1. Your period of training will be for twelve months from the date you report for training.   
 
2. During the course of twelve months training period, you will carry out all directions and 

instructions issued to you by the Company, its officers and representatives diligently and faithfully 
carry out your duties and obligations.  The course and manner of your training will be decided 
solely by the Company at its discretion and you may be required to work, as part of your training, 
in any one of the Departments / Offices / Projects of the Company and/or its Associates / 
Subsidiary Companies. 

 
3. During the course of your training, the company will pay you the following salary: 

 

PARTICULARS 
AMOUNT (₹) 

(Office Based) 
AMOUNT (₹) 

(Project Based) 

STIPEND 15500/- P.M 15500/- P.M 

FLEXIPAY 25210/- P.M 24410 /- P.M 

TOTAL 40710/- P.M 39910 /- P.M 

 
You will be eligible for reimbursement of Site Compensatory Allowance when posted at Project 
Sites as follows: - 
 

Site Compensatory Allowances (P.M) 
Project Based 

₹ 3160/-P.M. 

 
A lump sum amount of ₹ 60,000/- will be payable to Post Graduate Trainees -IR on successful   
completion of training period. 
 
You are also eligible to get Leave Travel Assistance ₹ 21,000/- after the completion of eleven 
months of your training period. 
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Mr. Rajesh Kumar Rout 
 

4. Gratuity: Your tenure of training of twelve months will not be reckoned as "Service" for the 
purpose of Gratuity.  
 

5. Provident Fund: You will be enrolled as a member of “LARSEN & TOUBRO OFFICERS AND 
SUPERVISORY STAFF PROVIDENT FUND” from the day of your joining our Organization, under 
which at present the employee shall subscribe a sum equal to 12% of his monthly salary and the 
Company contributes an equivalent amount. 

 
6. Tax Liability: Income Tax Liability, if any, will be borne by you. 

 
7. During   the   period of training, you will be entitled to leave as per the leave rules shown in 

Annexure-I. 
 
8. You shall not at any time engage in, or be concerned with, or be interested in, directly or 

indirectly, any business, work or activity other than that of the Company or commit any act 
prejudicial to the interests of the Company and/or its business (the Company being the sole judge 
thereof). 

 
9. The Company   shall   have the   right to   terminate   this agreement forthwith without any notice 

in the event of any of the following: - 
 

(i). Breach of any of the conditions of this agreement; 
 

(ii). Any misconduct on your part; 
 

(iii). Failure to carry out any of your duties and obligations; 
 

(iv). Being continuously absent from or omit to attend to your work for 10 days without the 
Company's previous permission in writing whatever be the cause of such absence or 
omission. 

 
10.  Either party can terminate the training hereunder by giving one month’s notice in writing to the 

other and upon expiration of such period of one month, the training hereunder shall terminate.  
 
The Company may at its sole discretion terminate the Contract of Employment without notice and 
/ or salary in lieu of notice, if in the opinion of the Company, the continuance of your employment 
is detrimental to the interest of the Company.  Provided that, in the event of termination as 
provided hereinabove, all benefits / perquisites / allowances shall stand forfeited immediately, and 
you will only receive any statutory benefits as applicable to you on the date of your termination. 

 
11. You are to treat the terms of this agreement as confidential. 
 
12. You are to treat the following as strictly confidential  

 Your salary, allowances, benefits, rewards. 
 The affairs of the Company and its customers of which you may be cognizant and 

particularly the drawings, quotations, specifications and other manufacturing information. 
 

By accepting employment with the Company, you undertake not to disclose the above to anyone. 
Violation of this would be viewed as a serious breach of conduct. 

13.  You will keep us informed of your local contact address whenever there is any change. 
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Mr. Rajesh Kumar Rout 
 

14. You will be assigned to work in our Lower Kopili, Hydel & Tunnels, Heavy Civil Infrastructure 
IC. Please report to The Project Manager. Please note that requests for extension in joining time 
will not be entertained. Please note that you will not be eligible for reimbursement of any 
expenses that you may incur for reporting. 
 

15. The Company may extend the training period if the trainee has not attended training on all days or 
has not fulfilled the learning objectives. 
 

16. On successful completion of the said 12 months training period to the satisfaction of the Company 
of which the Company shall be the sole judge and depending on the vacancies existing in the 
Company at that time you will be considered for appointment in the Company's regular cadre.   

 
17. Code of Conduct: You shall abide by the internal regulations specified in the company’s ‘Code of 

Conduct’ inter alia Confidentiality policy, Gift policy, Insider Trading and Policy on Sexual        
Harassment and any amendments thereof and /or other policies which may become applicable        
from time to time. Any violation /breach thereof shall call for consequence management, which        
May include as disciplinary action for those found guilty of such misdemeanors, termination of        
Services with immediate effect without any compensation. The Company expects all employees        
to comply with these regulations in letter and spirit. 

 
       Company further expects that you will abide by the law of land in your dealings with the      
       Company, its stakeholders & society. 
 
       Please note that it is the duty of every employee to familiarize themselves with the dos and don’ts 

of all policies concerning conduct, discipline and behaviors. In case of any concerns or 
clarification the HR department may be approached. However, ignorance of the rule will not be 
accepted as a defence in any case. Please refer Annexure II. 

   
18. Disputes & Arbitration: Any dispute or difference or claim arising in connection with this contract 

shall be resolved by reference to arbitration by a sole arbitrator appointed by L&T at its sole 
discretion.  The arbitration proceedings shall be governed by the Arbitration & Conciliation Act, 
1996.  The language of arbitration shall be English. Each of L&T or the employee shall be 
respectively entitled to approach the Court of competent jurisdiction for such interim reliefs as the 
Company or the Employee may in its discretion deem fit.  The venue of arbitration shall be at 
Chennai. The award of the arbitrator shall be final and binding on the parties.  The governing law 
shall be the laws of India.  

 
19. The company reserves the right to verify your documents and background through internal or 

external agencies.  These may include your current / previous employment history, 
educational/professional credentials and other background checks. 

 
20. Confidentiality Agreement: As a part of our Information Security Management System, you are 

responsible for the security of all information including prevention of misuse of information / 
information processing facilities, relevant to the company affairs and its customers of which you 
may be cognizant and treat as strictly confidential, in particular, the drawing, quotations, 
specifications and other manufacturing information. You shall also be responsible for maintaining 
the confidentiality and prevent unauthorized dissemination, in case you are engaged by the 
Company in the development and use of any computer programmes. 
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Mr. Rajesh Kumar Rout 
 

Any invention or discovery made by you during the course of employment with the Company 
shall become the property of the Company and you shall forthwith execute such documents 
including assignment agreements as provided under applicable law for transfer of title to the 
Company to enable the Company to register the same as Company owned intellectual property 
and you shall not raise nor have any claim in respect thereof. 
 

21. Non-disclosure of confidential information and trade secret: You shall not, except as 
authorized, reveal/disclose/disseminate to any person or entity including competitors or persons 
involved directly or indirectly in allied trade, any of the trade secrets, secret or confidential 
information, information contained in any manuals and/or dealings or any information concerning 
the businesses, finances, external and internal transactions of the company and/or its affiliates / 
associates / group companies including but not limited to all data, all company contracts, 
processes, policies, strategies involving marketing, advertising, operations, contractual 
obligations, business expansion (“confidential information”) which may come to your knowledge 
and/or imparted to you by the company during your employment.  You shall hold strict confidence 
of such confidential information.  This restriction shall survive after termination of employment / 
retirement / resignation / severance of employment for any reason whatsoever without limit in 
point of time.  You shall not during the term of your employment or at any time thereafter, use or 
permit to be used, any information, notes or memorandum, contracts or processes relating to the 
business and/or the transactions of the company and/or its affiliates / associates / group 
companies which may come to your knowledge and/or possession by virtue of his employment 
with the company for any purpose other than for the benefit of the company.  You will be 
responsible for the safe custody of all the documents, manuals, processes, contacts, kits and 
other properties belonging to the company that may by entrusted to and/or placed in your 
possession by virtue of and/or during the course of your employment with the company. 
 

22. Non-competition restriction: You shall not engage directly or indirectly in any professional 
services or employment nor advise, manage, render or perform services to or for any person or 
entity during the term of your employment with the company.  You agree that the company’s 
services are highly specialized.  You further agree that the identity and particular needs of the 
company’s customers are not generally known in the industry.   

 
Documents and other information regarding company’s services, pricing and cost as well as 
information pertaining to the company’s customers including but not limited to identity, location, 
service requirements and charges to the customer are highly confidential and secret and hence, 
you shall not for a period of one year from the termination/ retirement / resignation / severance of 
your contract of employment for any reason whatsoever, directly or indirectly engage yourself in 
any capacity in any professional service or employment which is engaged in a business 
competitive to that of the company within the geographical location wherein the company does its 
businesses. You are, however free to engage yourself in any profession or employment provided 
your such future engagement is not competitive and such engagement is in full compliance of all 
the terms of your employment specially the terms related to Non-disclosure of confidential 
information and trade secret & Non-Solicitation and Non-Poaching to that of the company. 
 

23. Non-Solicitation and Non-Poaching: You shall not at any time during the term of your 
employment with the company or thereafter, under any circumstances, directly or indirectly solicit 
or attempt to solicit the company’s and/or any of its subsidiaries’ and/or affiliates’ and/or group 
companies’ personnel to leave the employment of the company and/or any of its subsidiaries 
and/or affiliates or apply for employment with any third party or encourage such personnel of the 
company.   
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Mr. Rajesh Kumar Rout 
 
You have further agreed that you shall not engage in soliciting business or allied business that is 
in any way similar, identical or competitive with the business, activities, services of the company, 
or with those customers of the company with whom you may have had any contact during your 
employment with the company and for a period of one year after your employment ceases within 
the company. 
 

     On arrival at our office, please contact our Recruitment Section along with the following documents 
in original and two attested Xerox copies 

 S.S.L.C (10th Std) Certificate and Mark sheet - In Original 
 H.S.C (12th Std) Certificate and Mark sheet - In Original 
 Certificate & Mark sheets of Degree (Under Graduation/Post Graduation) of all the 

semesters/years- In Original (Except final semester / final year, if results have not been 
declared) - [Attested copies of degree certificate and final year / semester mark sheets should 
be forwarded to us within 3 months of your joining]. 

 Course Completion Certificate (if your final semester/ final year result is not declared) - In 
Original (Mandatory) 

 Good Conduct certificate issued by the College 
 Photocopies of achievements in extra-curricular activities claimed (College / District / State 

/National/ International levels) 
 2 Passport size photographs (Mandatorily photo should be taken in business formals in white 

background (for Men - Blazer and tie & Women - formal office wear).   
 A Copy of your Aadhar Card & PAN Card 
 Proof of age - either S.S.C or school leaving certificates 

 
All communications/notices should be addressed to HR Department, Heavy Civil Infrastructure IC, 
L&T Construction, TC 3 Building, Tower A, 4th Floor, D Wing, Mount Poonamallee Road, 
Manapakkam, PB No.979, Chennai-600089, Tamil Nadu, India.  
 
Please give your acceptance online as a token of agreement to the terms and conditions thereof, 
within 07 days from the date of this offer.  In case we do not hear anything from you by that date, we 
will presume that you are not interested in our offer. Thereafter, this offer of appointment as Post 
Graduate Trainee-IR shall lapse automatically. 

                                          Yours Faithfully, 
                           for LARSEN & TOUBRO LIMITED 

             
            (BARTTANU KUMAR DAS) 

                      HEAD – HUMAN RESOURCES 
                       HEAVY CIVIL INFRASTRUCTURE IC 

 

Encl: As above 
I have read the letter and accept my selection and all the terms and conditions thereof. 
 
________________________                                          Date: __________________ 
         (Signature)                                              
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          ANNEXURE – I 
LARSEN & TOUBRO LIMITED 

L&T CONSTRUCTION 
Leave Rules for Post Graduate Trainees - IR  

 
Privilege Leave: 
 

1. Eligibility   : After 11 Months Training 

2. Quantum   :  23 days per annum 

3. PL not availed at the end of the training period will be encashed and cannot be 

carried over to the Next Year. 

4. If for any reason the leave extends beyond the period of training, your training period 

will be proportionately extended and if the trainee is offered employment with the 

company, the date of employment will be from the date of training is completed. 

 

Casual Leave:  
 

1. Eligibility   : From the date of Joining 

2. Quantum   :  07 days per annum 

3. Not more than 2 days CL will be allowed to be taken at one time. With holidays/ 

weekly off days prefixed / suffixed to CL, the total absence should not exceed 5 days.  

4. Except in the case of extreme emergency, application for CL shall be made to the 

appropriate authority and sanction to be obtained prior to availing of leave. 

 

Sick Leave: 
   

1. Eligibility   : From the date of Joining 

2. Quantum   :  07 days per annum on full stipend  

3. The trainee shall produce a medical certificate from Registered Medical Practitioner in 

support of his sickness.  

4. The company has the right to have the trainee examined by the company’s Medical 

officer to ascertain the sickness. 

5. SL shall not be combined with CL 

 
If for any reason, the attendance of the trainee falls short of 240 working days per annum 
his training period will be extended by the period of such shortfall. 

 

https://lntscapenew.ltindia.com/sites/HODepartments/CRM/Risk%20Management%20KS/CRM_Policy/ERM_Policy.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/InternalControl/Shared%20Documents/Circular-Corporate%20Policy%20on%20Internal%20Controls.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CRM/Risk%20Management%20KS/Corporate%20Functions%20Risk%20Management%20Policy/Tax%20Risk%20Management%20Policy.pdf
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I. PREAMBLE  
  

• L&T is a professionally managed Indian multinational, committed to 

total customer satisfaction & enhancing stakeholders’ value.  

  

• The Company’s philosophy on corporate governance is built on a rich 

legacy of fair & transparent governance & disclosure practices. This 

includes respect for human values, individual dignity, & adherence to 

honest, ethical & professional conduct. “L&T-ites” are guided by the 

vision statement & values mentioned therein for the success & 

reputation of L&T.  

  

II. APPLICABILITY  
  

  This Code of Conduct is applicable to all Supervisory, Executive, 

Covenanted and equivalent grades of Larsen & Toubro Limited and its 

group of Companies.    

  

The Board Members, Executive Directors and Senior Managerial Personnel 

(Senior Officers) will continue to be governed by the Code of Conduct 

signed by them.  

  

III. CODE OF CONDUCT  
  

i). Honesty, Integrity, Ethics   

  

All L&T-ites shall act in conformity with professional standards of 

personal integrity, honesty & ethical conduct, especially when on 

Company’s business, at Company sponsored events, or when 

representing the Company.   

     

Ethical conduct is one that is free from fraud & deception and includes 

actual or potential conflicts of interest between personal advantages 

as against organization’s needs and/or values.  

 

ii). Respect for Individuals  

  

Our success can be achieved only when we treat everyone, both within 

and outside our Company, with respect. Respect in the workplace, 

along with individual excellence and collaborative teamwork, is how 

we will accomplish our goals. 
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L&T-ites shall treat their colleagues & business associates with dignity 

& respect, irrespective of caste, creed, gender, religion/region, 

nationality, appearance or any disability.   

  

Superiors shall encourage their subordinates/colleagues to express 

their professional views in meetings / discussions, candidly and 

without fear. Feedback on performance will be provided as far as 

possible in private.  They shall treat them with equity & fairness.    

  

L&T-ites shall not use abusive or offensive language, tone or gesture 

with their colleagues or business associates. Superiors shall not 

insult/demean their subordinates.    

  

L&T-ites shall commit to create an environment which is free of any 

type of sexual harassment & abide by the Policy for Protection of 

Women’s Rights at the Workplace. Every employee shall strive to 

protect women employees’ from any act of sexual harassment.  

 

The Provisions of the relevant law, rules and norms regarding the 

Sexual Harassment of Women at Workplace have become contextually 

very relevant in today’s time. It is very important for every male 

employee to exercise diligence in drawing the line with respect to 

professional interactions with female employees. Maintaining 

decorum and ensuring that the employee is not exposed to complaints 

is important, for which it is the responsibility of each male employee 

to be fully aware of the provisions of the relevant law and 

repercussions of violations. It is the responsibility of the employee 

concerned to familiarize himself with the relevant law as applicable.  

 

The details of the relevant law as applicable in India are in the link 

below 

 

Please click here for the policy 

 

iii). Customer Need and Stakeholder Value 

 

L&T-ites are passionate about meeting customers’ needs and 

delivering to stakeholders. L&T-ites shall: 

✓ Demonstrate a passion for understanding and meeting the 

needs of customers and stakeholders  

✓ Shall be fair, professional and transparent in its dealings with 

the customers and stakeholders. 

✓ Take active responsibility for the quality of service we provide 

to customers and stakeholders  

https://lntscapenew.ltindia.com/sites/HODepartments/HR/SitePages/HOGeneralPolicies.aspx?RootFolder=%2Fsites%2FHODepartments%2FHR%2FHOHRPolicies%2FPolicy%20for%20Protection%20of%20Women%27s%20Rights%20at%20Workplace&FolderCTID=0x0120D52000CDF95019D0300340B77D421D1E15366B&View=%7B1147A8C6-B266-42FF-ABB9-28A15618B65B%7D
https://lntscapenew.ltindia.com/sites/HODepartments/HR/SitePages/HOGeneralPolicies.aspx?RootFolder=%2Fsites%2FHODepartments%2FHR%2FHOHRPolicies%2FPolicy%20for%20Protection%20of%20Women%27s%20Rights%20at%20Workplace&FolderCTID=0x0120D52000CDF95019D0300340B77D421D1E15366B&View=%7B1147A8C6-B266-42FF-ABB9-28A15618B65B%7D
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✓ Are open to change and readily implement better ways of 

doing things  

✓ Have high performance expectations and a mindset of 

excellence  

✓ be innovative in identifying new opportunities and approaches 

for our customers, stakeholders and ourselves 

✓ respect customers’ right to privacy in relation to their personal 

data 

✓ Comply  with all data privacy laws that prescribe how to responsibly 

collect, store, use, share, transfer and dispose of personal 

information, and strive to comply with those laws everywhere the 

Company operates. 
 

iv). Fair Competition and Anti-trust 

 

 Company believes fair and open competition benefits customers, 

stakeholders, and society as a whole. Company supports the 

development and operation of competitive open markets and the 

liberalisation of trade and investment in each country and market in 

which we operate.  

 

 L&T-ites shall not enter into any activity constituting anti-competitive 

behaviour such as abuse of market dominance, collusion, participation 

in cartels or inappropriate exchange of information with competitors.  

L&T-ites shall collect competitive information only in the normal 

course of business and obtain the same through legally permitted 

sources and means.  

 

v). Sharing of Official Information  

     

L&T-ites shall not divulge or communicate in any manner 

sensitive/confidential information to third parties, except when 

authorized to do so for business reasons.   Company’s Policy Guideline 

on Designated Spokespersons authorized for communicating to the 

media in this regard, shall be strictly followed. 

  

L&T-ites shall not speak ill about the organization to any external 

agency which would tarnish the image of the organization.  

  

Similarly, L&T-ites shall desist from indulging in rumour 

mongering/loose talks, about the organization that is detrimental to 

the Company’s interest.  

Please click here for the policy  

https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Communication%20Risk%20Management.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Communication%20Risk%20Management.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Communication%20Risk%20Management.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Communication%20Risk%20Management.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Communication%20Risk%20Management.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Communication%20Risk%20Management.pdf
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vi). Maintaining Confidentiality  

  

In addition to the above, the employees shall maintain the integrity of 

internal communications. Care shall be taken to mitigate various risks 

emanating out of communication such as misrepresentation of facts/ 

events, leakage of price sensitive information, unfavourable reports on 

developments in the Company and inconsistent communication at the 

times of crisis. The contents of all the internal & external 

communications shall conform to the guidelines of Communication 

Risk Management Policy issued jointly by the Corporate Brand 

Management & Communication Department and Corporate Risk 

Management.  

   

Please click here for the policy 

 

The employees and personnel of L&T Group may in the course of their 

employment and engagement, become aware of and possess 

information of L&T Group or third parties disclosed to the L&T Group 

that is not generally known. This may include information which if 

disclosed could jeopardize the interests of the L&T Group.   

 

As an HR process the Company conducts Development Centre (DC) 

regularly to assess leadership potential. The participants in these 

centres will be expected to maintain utmost confidentiality with 

respect to the content, material received in the DC’s and conduct 

themselves with the highest sense of professional ethics.  

  

Hence as per the Confidentiality policy, all the employees have been 

entrusted with the duty to keep such information strictly confidential 

and use it only for proper purposes in accordance with the law. This 

would apply during the course of employment as well as post 

separation.   

   

Please click here for the policy 

 

vii). Dealing in Securities While in Possession of Unpublished Price 

Sensitive Information (UPSI)  

  

Every employee will be considered as an ‘INSIDER’ under the 

provisions of the SEBI (Prohibition of Insider Trading) Regulations, 

2015 as amended in 2018. As an Insider, it is the duty of the employee 

not to deal in or advocate trade in securities (eg. equity shares / 

preference shares / derivatives) of the Company when in possession 

https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Confidentiality%20Policy.pdf?d=we97974d8963b4b808306ce68ad59005b&Source=https%3A%2F%2Flntscapenew%2Eltindia%2Ecom%2Fsites%2FHODepartments%2FHR%2FSitePages%2FHOGeneralPolicies%2Easpx
https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Communication%20Risk%20Management.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Confidentiality%20Policy.pdf?d=we97974d8963b4b808306ce68ad59005b&Source=https%3A%2F%2Flntscapenew%2Eltindia%2Ecom%2Fsites%2FHODepartments%2FHR%2FSitePages%2FHOGeneralPolicies%2Easpx
https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Communication%20Risk%20Management.pdf
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of any UPSI and till such time the information comes in the public 

domain.  

 

The onus will be on the employee to demonstrate that he / she was 

not in possession of UPSI at the time of dealing in securities.  

 

Please click here for the circular on prevention of insider trading along 

with the L&T Securities Dealing Code and the SEBI (PIT - Prohibition Of 

Insider Trading) Regulations.  

 

viii). Professional Engagement & Public Advocacy 

L&T-ites are encouraged to associate themselves with activities of 

professional bodies/fora to enrich their knowledge and also help in 

building organization’s image.    

  

The government is an important stakeholder in our business and we 

therefore engage with it through multiple business forums and trade 

organisations. We shall engage with the government and regulators in a 

constructive manner in order to promote good governance. Our senior 

executives are active members of industry bodies that participate in 

the development of public policy that addresses issues affecting 

industry, business, products and customers. However, such 

engagement should not result in dereliction of duty or in discrediting 

the organization’s image/reputation or abuse of organization’s 

resources.  

 

ix). Use of Company Assets & Brand Logo  

   

L&T-ites shall not exploit the organizational resources for one’s own 

personal gain/pecuniary advantage.  In discharge of official duties, one 

shall strive for effective and judicious use of resources entrusted to 

them.  Resources include both tangible assets like equipment and 

facilities etc. or intangible assets like designs, information, software or 

network with suppliers/customers, etc.   

  

L&T-ites are entrusted with the duty of using the brand logo without 

modifying the same. All the employees shall abide by the guidelines 

for Brand applications/usages including on visiting cards. Deviations 

from the specific logo templates will not be permitted.  

 

 Please click here for the policy on Brand Marks and Use of Brand Marks 

by External Parties         

  

https://lntscapenew.ltindia.com/sites/HODepartments/HR/_layouts/15/WopiFrame.aspx?sourcedoc=%7b1CF77ECF-BFB6-42D7-8A76-767278A122FB%7d&file=L%26T%20Securities%20Dealing%20Code.pdf&action=default
https://lntscapenew.ltindia.com/sites/HODepartments/CBMC/BrandManuals/4%20L%26T%20Brand%20Manual%20-%20Brand%20Marks-.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CBMC/BrandManuals/6%20L%26T%20Brand%20Manual%20-%20Use%20of%20Brand%20Mark%20External%20Parties.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CBMC/BrandManuals/6%20L%26T%20Brand%20Manual%20-%20Use%20of%20Brand%20Mark%20External%20Parties.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/HR/_layouts/15/WopiFrame.aspx?sourcedoc=%7b1CF77ECF-BFB6-42D7-8A76-767278A122FB%7d&file=L%26T%20Securities%20Dealing%20Code.pdf&action=default
https://lntscapenew.ltindia.com/sites/HODepartments/CBMC/BrandManuals/4%20L%26T%20Brand%20Manual%20-%20Brand%20Marks-.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CBMC/BrandManuals/6%20L%26T%20Brand%20Manual%20-%20Use%20of%20Brand%20Mark%20External%20Parties.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CBMC/BrandManuals/6%20L%26T%20Brand%20Manual%20-%20Use%20of%20Brand%20Mark%20External%20Parties.pdf


 

8 | P a g e  
 

 

 

x). Intellectual Property 

 

 Company’s intellectual property is an invaluable asset that must be protected at all 

times.  L&T-ites shall respect and protect all confidential information and intellectual 

property of  the Company.  

 L&T-ites shall safeguard the confidentiality of all third party intellectual property and 

data.  L&T-ites shall not misuse such intellectual property and data that comes into their 

possession and shall not share it with anyone, except in accordance with applicable 

company policies or law. 

 L&T-ites shall promptly report the loss, theft or destruction of any intellectual property 

and data of the Company or that of any third party. 

xi). Social Media Code of Conduct 

 

L&T encourages social media interaction (during the employees’ 

personal time) in an individual capacity and we trust our employees to 

act responsibly adhering to the policies of the company with respect 

to messages pertaining to the business and/or brand.  

 

L&T-ites are expected to use social media in the best interests of the 

Company wherever there is any reference to the Company’s name, 

brand or reputation. Social media interaction includes all digital social 

platforms and online interaction including interaction on platforms 

such as LinkedIn/ Facebook / Twitter / YouTube / Snapchat / Blogs or 

Review platforms / Whatsapp.  

 

1. Responsibility:  

a) Every employee is responsible for what they post. They 

have to be aware that social media interactions for or an 

behalf of the Company (intended or unintended) can have 

legal repercussions that make the Company liable. 

b) They should not use the L&T logo or trademarks as their 

display pictures / images 

c) They should not share information about clients, partners, 

L&T leadership, L&T Businesses and their performance. 

They should not be involved in Plagiarism or infringement 

of any copy right, in the context of any reference made 

about L&T, its business, products or services. 

d) They should avoid anonymous postings  

 

2. What can be posted on social media: 

a) Confidentiality of information should be kept in mind. One 

may share awards/accomplishments pertaining to the 
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company after they become public information. Personal 

views and perspectives shared in the form of blogs, 

articles, stories, narrations any form of postings should 

have a disclaimer that these views are views of the 

individual and not of the company 

b) One should not share information on or comment on 

current or former employees, clients, competitors, 

vendors or suppliers.  

c) One should not share any content that is protected by a 

third party's copyright. When sharing content created by 

someone else, due credit should be given to the creator.  

d) One should not film or photograph internal events and 

post them to social media unless one has the authorisation 

from their department head. 

 

3. Tone: 

a) One should be Respectful. L&T does not condone any 

abuse and trolling on social media. 

b) One should use first person (don’t use ‘we’ or ‘us’) when 

sharing opinions. It should be made clear that what is 

shared or said, is representative of one’s personal views 

and opinions only and are not necessarily the views and 

opinions of L&T. 

c) One should be proactive and take responsibility in 

accepting and clarifying controversies (if any) around one’s 

post on social media.  

 

4. L&T reserves the right to monitor, edit, forbid, stop or / and filter 

comments or discussions about the group or companies, 

employees, clients and the industry, including products and 

competitors, posted by any employee on the Internet / in Social 

Media.  

 

If any content violates the L&T Code of Conduct or the Social Media 

Policy, or the company’s Communication Policy, the Group reserves 

the right to seek clarification, and if required, ask the employee to 

delete that content. 

 

The Group Social Media Policy is covered under sections 5.11.49 

through 5.11.51 of the Brand Manual. 

 

Please click here for the policy. 

 

https://lntscapenew.ltindia.com/sites/HODepartments/CBMC/BrandManuals/5-11-1%20L%26T%20Brand%20Manual%20-%20Digital%20Applications.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CBMC/BrandManuals/5-11-1%20L%26T%20Brand%20Manual%20-%20Digital%20Applications.pdf
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xii). Use of Information Technology  

  

L&T-ites shall judiciously use the Information Technology facilities 

provided to them.  They shall conform to the policy on Information 

Technology.    

  

The increasing usage of E-mails forms a major portion of the network 

usage.  In order to make the best utilization of the resources and to 

prevent undesirable fallouts resulting from the use of E-mails, users 

should comply with the Corporate E-mail usage Guidelines. Please see 

Corporate E-mail usage policy framed for the proper utilization of the 

facility.   

    

Please click here for the policy   

 

xiii). Working Environment & Dress Code Policy      

  

L&T-ites shall not engage in any activity that is likely to result in 

disturbing peace & harmony in the workplace or engage in activities 

that are likely to create tension, bitterness or confusion in the minds 

of colleagues.  

  

 Superiors shall endeavour to create a climate in ensuring the above.  

  

All L&T-ites are expected to follow the dress code policy in order to 

project a professional image through attire and bearing.  

   

Please click here for the policy 

 

xiv). Environment, Health & Safety (EHS)  

  

Safety is the core component of a Company’s responsibility; it is also the 

foundation of its long-term viability. Company is committed to the safety 

and health of employees. Company believes that all injuries and 

occupational illnesses are preventable. Company has a commitment 

to zero injuries in the workplace.  

 

L&T-ites shall endeavour to create a safe working environment by 

following the policies and procedures as laid down in the Corporate 

Environment, Health & Safety Management Systems framework.  

    

 Towards this, all the employees shall:  

a) Incorporate EHS considerations in all business decisions  

b) Ensure compliance to statutory and other requirements  

https://lntscapenew.ltindia.com/sites/HODepartments/Corporate%20IT/DocumentLibrary/ISPolicies/Acceptable%20usage%20Policy%20for%20LT%20-%20Version%202.0.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Dress%20Code.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/Corporate%20IT/DocumentLibrary/ISPolicies/Acceptable%20usage%20Policy%20for%20LT%20-%20Version%202.0.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/HR/HOHRPolicies/Dress%20Code.pdf
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c) Prevent adverse environmental impacts and occupational health 

and safety risks 

d) Conserve natural resources, minimize waste generation and 

environmental emissions  

e) Impact structured training for employees and stakeholders for 

effective EHS performance  

f) Encourage communication, consultation and collaboration with 

all the stakeholders  

  

L&T-ites shall strive to keep ones’ own place and surrounding 

workplace clean and hygienic.   

  

Please click here for the policy 

 

xv). Respect for Human Rights 

 

The Company respects human rights everywhere it works and while doing business with 

others. The Company does not employ children at the workplaces. The Company also 

does not use forced labour in any form.  

xvi). Sustainability  

  

L&T-ites are committed to fulfilling our economic, environmental and 

social responsibilities while conducting business. All the L&T-ites shall 

strive to conserve natural resources, and achieve sustainable growth, 

through a culture of trust and care.   

   

Please click here for the policy 

 

xvii). Corporate HR policy   

    

People are the most valuable resources that contribute towards 

realizing the dynamic vision of the Company. Hence in consonance 

with the HR functions, we shall be relentlessly committing ourselves 

to:   

a) Acquiring, developing and retaining a pool of high-calibre talent  

b) Enabling and empowering our employees to be creative and 

innovative  

c) Establishing systems and practices for maintaining transparency, 

fairness and equality  

d) Creating a culture of continuous learning, competitiveness and 

excellence through change management 

e) Respecting ethics, values and good governance  

f) Provide equal opportunity for growth & development 

 Please click here for the policy 

http://www.larsentoubro.com/corporate/sustainability/corporate-policies/
http://www.larsentoubro.com/corporate/sustainability/corporate-policies/
https://www.larsentoubro.com/corporate/sustainability/corporate-policies/
http://www.larsentoubro.com/corporate/sustainability/corporate-policies/
http://www.larsentoubro.com/corporate/sustainability/corporate-policies/
https://www.larsentoubro.com/corporate/sustainability/corporate-policies/
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xviii).Risk Management Framework Including Tax Risk Management Policy   

  

The employees must comply with all the laws applicable to the 

Company, adhere to the Risk Management framework and abide by 

the Internal Control Guidelines including the Tax Risk Management 

Policy.   

   

Please click here for the policy on: 

 

Enterprise Risk Management 

Internal Controls 

Risk Management Policy 

 

xix). Prohibited Items  

  

Use, sale, purchase or possession of alchohol/narcotic 

drugs/arms/weapons by L&T-ites at workplace or when on duty, is 

prohibited. Smoking is allowed only at designated places.  

 

xx). Anti-Bribery   

    

L&T-ites should never offer, directly or indirectly, any form of gift, 

entertainment or anything of value to any government official or 

commercial partners including customers or their representatives to  

a) Obtain or retain business 

b) Influence business decisions; or 

c) Secure an unfair advantage. 

This includes bribes, kickbacks and facilitation payments.  

 

L&T-ites should not accept, directly or indirectly, any form of gift, 

entertainment or anything of conspicuously high value from existing 

and potential business partners, vendors or their representatives  

 

This includes bribes, kickbacks and facilitation payments.  

 

Gifts/Honorarium of nominal value accepted or offered on the occasion 

of festivals, talks for academic sessions, contribution to academic 

boards etc. will be permitted, as mentioned in ‘Gift Policy’ below. 

 

 

 

 

 

https://lntscapenew.ltindia.com/sites/HODepartments/CRM/Risk%20Management%20KS/CRM_Policy/ERM_Policy.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CRM/Risk%20Management%20KS/CRM_Policy/ERM_Policy.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/InternalControl/Shared%20Documents/Circular-Corporate%20Policy%20on%20Internal%20Controls.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/InternalControl/Shared%20Documents/Circular-Corporate%20Policy%20on%20Internal%20Controls.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CRM/Risk%20Management%20KS/Corporate%20Functions%20Risk%20Management%20Policy/Tax%20Risk%20Management%20Policy.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CRM/Risk%20Management%20KS/Corporate%20Functions%20Risk%20Management%20Policy/Tax%20Risk%20Management%20Policy.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CRM/Risk%20Management%20KS/CRM_Policy/ERM_Policy.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/InternalControl/Shared%20Documents/Circular-Corporate%20Policy%20on%20Internal%20Controls.pdf
https://lntscapenew.ltindia.com/sites/HODepartments/CRM/Risk%20Management%20KS/Corporate%20Functions%20Risk%20Management%20Policy/Tax%20Risk%20Management%20Policy.pdf
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xxi). Gift Policy   

    

A gift is anything of value and would encompass any gratuitous 

monetary or non-monetary benefit. It includes tangible items such as 

cash, precious metals, stones, jewelry, art and any of their equivalents, 

but also intangible items such as discounts, services, loans, favours, 

special privileges, advantages, benefits and rights that are not 

available to the general public. A “gift” also includes meals, 

entertainment, hospitality, vacations, trips, use of vacation homes, 

tickets to sporting or music events, outings, vendor familiarization 

trips and use of recreational facilities.  

 

L&T-ites are prohibited from offering gifts, hospitality and 

entertainment or anything else of value, which might influence the 

decisions of counterparties or Officials in connection with the business 

of the Company. 

 

L&T-ites are also prohibited from accepting any gifts, hospitality and 

entertainment, or anything else of value, which might influence their 

own decisions. 

 

Only Gifts/Honorarium of nominal value accepted or offered on the 

occasion of festivals, talks, etc. will be permitted under this Policy. 

Such gifts should comply with local laws and customs (including 

cultural and religious festivals) and should not be prohibited under 

applicable law and should not include cash or cash equivalents, gold or 

other precious metals, gems or stones. L&T - ites may also initiate or 

become part of occasional business meals or celebratory events and 

entertainment, etc. in such manner that this policy remains unstained.   

 

xxii). Information Security 

 

The Information Security Policy sets out the expectations on every 

employee to safeguard confidential information of the Company and 

our third parties with the assurance of security, availability, integrity 

and confidentiality. This policy provides employees with the 

mandatory directive of safeguarding L&T and its stakeholder’s 

information. 

 

Please click here for the policy. 

 

 

 

https://lntscapenew.ltindia.com/sites/HODepartments/HR/_layouts/15/WopiFrame.aspx?sourcedoc=%7b2E7795C0-4AF7-4FC6-B33E-272FF1B7EAE2%7d&file=HO%20Information%20Security%20Policy.docx&action=default
https://lntscapenew.ltindia.com/sites/HODepartments/HR/_layouts/15/WopiFrame.aspx?sourcedoc=%7b2E7795C0-4AF7-4FC6-B33E-272FF1B7EAE2%7d&file=HO%20Information%20Security%20Policy.docx&action=default
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xxiii) And Finally  

All L&T-ites besides being good employees, shall endeavor to 

contribute towards:   

➢ Development of the Community and Society.   

➢ Supporting National & Humanitarian Causes.  

 

IV. MECHANISM FOR IMPLEMENTATION AND 

MONITORING   
  

Approvals / Disclosures under the points mentioned above should be as per 

the respective policies.  

 

Violations of the Code of Conduct should be reported as per the Reporting 

Matrix which is annexed and forms an integral part of the Code of Conduct.  

 

As a practice, any violations should be reported to the 1st Level Reporting 

Authority who shall investigate the same and take necessary action. However, 

if the violation is by the 1st Level Reporting Authority itself, then it should be 

reported to the 2nd Level Reporting Authority. 

 

In case the Reporting Authority comes to the conclusion that the violation is 

of a grave nature, the same shall be reported to the Whistleblower 

Investigation Committee for further action within a reasonable time frame. 

 

The concerned Reporting Authority will give a summary of the violations 

reported of the Code of Conduct and the action taken thereon on a monthly 

basis to the IC HR Head who in turn shall provide the same to Corporate HR. 

 

V. ECOM DISCLOSURE 
  

Corporate HR Head will provide a summary of the violations reported of the 

Code of Conduct and the action taken thereon on a quarterly basis  

 

VI. REVIEW & AMENDMENT 

 

The Code shall be reviewed as and when required to ensure that it meets the 

objectives of the relevant legislation and remains effective. The ECOM has 

the right to change/amend the Code as may be expedient taking into account 

the law for the time being in force. 

 

VII. NON-COMPLIANCE: 

 

Non-compliance of the provisions of this Code shall be treated as dereliction 

and an act of misconduct. 

    

****** 
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Sl No Breach reporting 1st Level 2nd Level Remarks 
1 Work Place Conduct ( Abusive or offensive language) DH CHR #

2 Reporting of Bribe/ Fraud @

3
Breach of Confidentiality/Intellectual Property -  

sharing trade secrets and confidential information
@

4 Dealing in securities while in possession of UPSI Company Secretary ECOM Member

5 Misuse of Company's Assets IC HR CHR #

6 Breach of information security DH/IC HR CHR #

7 Use of prohibited Items like drugs, weapons, etc. @

8 Sexual Harassment

Sl No Clarification /Permissions
1 Dealing in securities 

2 Professional Engagement and Public Advocacy 

3 Company Assets & Brand Logo

4 Social Media Code of Conduct

5 Information Technology

6 Work Environment Dress Code Policy 

7 Environment, Health & Safety

DH Department Head

WBIC Whistle Blower Investigation Committee

ICC Internal Complaints Committee

CMBC Corporate Brand Management & Communications

CHR Corporate Human Resources

# If not attended to, can be escalated to WBIC

@

MATRIX - AUTHORITIES FOR BREACH REPORTING & CLARIFICATIONS /SEEKING PERMISSIONS

Authority 
CS Team 

DH

Reporting Structure

WBIC

WBIC

WBIC

ICC

The Complainant has the option to write directly to the Chairperson of the Audit Committee at acc@larsentoubro.com.  

CBMC

CBMC/Legal

DH/Corporate IT

CHR

DH
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A MAHARATNACOMPANY

COAL INDIA LIMITDD
(A Govt. of lndia Undertaking)

RECRUITMENT DEPARTMENT

CoaI Bhawan Premise No.4 MAR, Ptot No AF-lll
AA-lA, New Town, Rajarhat, Kolkata 700156

CIN:123109W81973G01028844

Fax - 033 23244125

E-MaiL gmrectt.cit@coalindia.in

Website - www.coalindia.in
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Ref. No. : C I L: RECTT: MT-201 9: Offer of Appt. : I 0 I I I Date:_27-Sep-2021

"tg
KRUTARTH PRASAD JENA

AT-AIupatana, PO-Satapada, Puri, Odisha Category. SC

fra16/T6t{n,
Dear Sir / Madam,

frqq: qild EFsr fdfrts fr mitn uRrq to,fifq *' rs-q fi ffi tnr rtffir I

Sub: Offer of Appointment as Management Trainee (PERSONNEL & HR) in Coal lndia
Limited.

Rqio 27.oz.zozo e1 3flfrffid qtlqn oilr uqb sq{id s{Tfrfud qfurrd HrqflEDT{ fr s{rqb tr{q{q ilffia
qrsq ffi @H ftrFrts rqs.t.S.q-f, I fr wfrfua qrifirolqfuNr trfr&{r (rrve) fr frrfu-s+Tq Fq t
frrc frfud dt qr, e{qfl, otd Etrgqr ftTFrk al e{rq'+l "sciu{ uRrq 1erFFs1" }'sq fr ffi ot
t{mql ott gu trqndr A r8 3 I 3flqo1 q(€.nq-{r IIER{ ffi ffiq ftrfrk rqs.€.fr.\'m.) fr frt
qrfrt 

r

Based on your performance in the written test held on 27.02.2020 followed by personal interview and

on being declared medically fit in the lnitial Medical Examination (lME) held at South Eastern Coalfields
Limited (SECL), Chairman, Coal lndia Limited is pleased to offer you appointment as "Management
Trainee (PERSONIIEL & HR)". You are hereby posted at South Eastern Goalfields Limited (SECL).

rqffT t qMR'ilfi [df,q qs{rsil &-qrtqq t wfdwr iilT qlqrffis. Fq t sf,d fffirq qrq m-rb eqr e1

uuf gtar q-{H o-{i b m S.}tr{qto s-r trq{ srqfu{' g-qf M fr \ffi tfY*. ffi &' sq fr grrr+ t r aq
Es €rrdr'6'r ldwr sFF{ sflqqn gs- *s, gffN efu sfg Gr$ftr ttt or rfi{rs{ ? vod t r

CIL's vision is to emerge as a global player in the primary energy sector committed to provide energy
security to the country by attaining environmentally & socially sustainable growth through best practices

from mine to market. We can assure you of a great, challenging and enriching experience by being part

of this organization.

onw+l {-2 affirrrn s{qtd. < soooo/- fr < r oooo0/- b ilfir { soooo/- qfrrTl6 fr1 qri'f}ro {f, tfl{ &' stq
qlq$q\tq l{-fr ottRot Urrdlqfuqrqrgrn t

W



You will be paid initial basic of T 50000/- per month inE-2 scale of pay i.e. t 50000 -{ 160000/- plus

DA etc., as admissible.

3nq+1ffibfuqqdqrffwffibq-srd$ qrq sqdu-r & sqfr€dfrt tqE enqmlqeffi
Tknri ffifl{ d fr, fqqr ffi q-kTrE qE ffi &. fuq qE qrt lorEtiu-ry b q+fi-g8 q{ 6EII&I{ o-{,

ordrm rour or-i Bg 3retrqr-rr6-qciu GGgro, qs{.{.rft.qd. o1 firild of t

The terms of your appointment are annexed to this letter as Annexure-|. ln case of acceptance of this
offer, kindly sign each page of offer of appointment and terms and condition (Annexure-l) as laid down

therein, and report to Chairman-cum-Managing Director, SECL for further assignment of duties.

wtEHq &' qqq B{rqs1 etqi qfi W efiTtfr o1 rga 6T{r dq-r, frrgi rnqb R ffiraq silq en+qq-o

ffi squ q7 trTR ErIO qd EETilfr al grqTq-fr fi rqa fr-{fr ilfr r qR enq v{+.r$ u B{d-s{-{ffi u

srdqfuf, A7 b gtrrrq / EFrfl fi-+rq fr 6.rdTd t/t fr Bflq+] Brqi ffi/qdETq ffiffr I €frqq-{s.

ffiqzFildrTrr
At the time of joining you will need to furnish all your original documents, which include your complete
testimonials and necessary Caste Certificate (if applicable), along with photocopies of the same. lf you
were/are employed with Government / Semi-Govt. / Public Sector Undertaking / Autonomous body you
would be required to give a satisfactory Letter of Release from your past/present employer.

T-qqr qH t fu qR onqb HiT rqd q++7*wrTuurq qr{ qi ffirnq {a;, qrfr qr qqr-.d-d qfi qTa B A
$fr Rtfr q ffi ol q6 trEir-d {E H-{ Eqr qrqrllT Brk qfr erq ffi wrfi ffi Eh e d qm RIfr fr
rnqb +dT olfrq66 6-{i ErdffilqE qd eifr errq tdr ffi }- .rta, t-dr fr 6at ur qrrrkr o-{i}. fr(,
sf{d ffi fr1 qT\rfr fush ftq qTq wi r*Erfi fi r

Please note that in the event of any of the information/declaration/ certificate or document being found
false, forged or fabricated at a later date. this offer of appointment shall be cancelled and in the event
of your having joined the service, you will render yourself liable for appropriate action for
removal/termination of service, as per terms and conditions and rules governing service.

wEfrrr fu sqq sflq+1€rrdn of rrEE e ftq G{qfr q-dqn 6-r rrTrur tr{gd m-t;rr frrn r ?wr qH e fu
qR enq ffi b gs qkffit +1 qrR b ro Qil b fr-d{ ffiC s-{i fr frh-f, r_da e fr qo n&Tr?r sa, fl
fttwdqrqqi ffirfre1q&HqrfffirfrEr{TUqftfud Fqfr q6nn q rrqrdl

You will have to submit proof of identity to the satisfaction of the organisation at the time of joining.
Please note that in case you fail to report within 10 days of the receipt of this offer of appointment, the
same shall stand automatically cancelled unless extended in writing by the Competent Authority.

fq o{rqb {s Tdrq drr6q s"r FwI q+i or M t €ilqR or G t I

We eagerly look forward to you becoming part of this great organisation.

Wi,tfting W& a. exigfrr Wue afrind t alrfuffirera srfufranuandsrrer,

?."-j
rormitroHtr#),ffi

GENERAL MANAGER (PEBSO

bf
NNEL / RECRUITME
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Ref. No. : C I L: RECTT: MT-20 1 9 : Offer of Appt. : 10214 Date: 29-Sep-2021

ABHTNANDAN RATH

At- Gopinathpur, PO- Singhanathpitha,
Cuttack, Odisha

Category: EWS

Eqq-frcq/q*cr,
Dear Sir / Madam,

frsq: qild EF'wr frftk fr mitn qRrq rortrol t' sq fr Frgft qn ysltr r

Sub: Offer of Appointment as Management Trainee (PERTONNEL & HR) in Coal lndia
Limited.

f}qtd 27.o2.zozo o1 Gnfrffid q-fre{r oi{ us-h Btr{id orTq}fd qfura qi&nffiTt fr 3nqb q-(qh

crffid ffi eMs-q frEes r€.S.\tf,.1 fr GtT*trd qT{Fffi Efuffir qfrqn (rN/e) fr frE;-s+Tq Fq
tfu-cfrB'ddiw, e{tq&r, olostrwrftBesal G{rq+1 "mttrq qfuq CfirFf6)" &'wqffi
o1 qqmqr +ri g.< qqnil A r,8 3 1 orq+t u.{emrn ffi iffi ftrft?s d.fr.qfl.1 fr Efr

ffiBr
Based on your performance in the written test held on 27.02.2020 followed by personal interview
and on being declared medically fit in the lnitial ltledical Examination (lME) held at Eastern
Coalfields Limited (ECL), Chairman, Coal lndia Limited is pleased to offer you appointment as
"Management Trainee (FER$ONNEL & HR)". You are hereby posted at Eastern Coalfields
Limited (ECL).

tq-dn t qruTR ilm sf,Tq qqrsil &'qrqq fi qqffiur siq qrqTBo 5.q fr vca trtrr-s Hq m-is- t{r o1
u-uf gtm rcm o€ e frq ftdqrf, 6-r fu{ qrqfs' g-qf Sr fr q-+- atB-o ffi * w fr orrr+ B r

6q Es€rrf,{ s-r FwT G-{fr-{ o{Tq+1\r+. }E-, TffW fr *f* sEqq dt mr Gr{Rr"r t vofr t t

CIL's vision is to emerge as a global player in the primary energy sector committed to provide
energy security to the country by attaining environmentally & socially sustainable growth through
best practices from mine to market. We can assure you of a great, challenging and enriching
experience by being part of this organization.

3flqs1 t z i-a-qqrq G{?& { soooo/- fr < 160000/
qTq qrdl Sq qE rrfr qTE o-l UToFT fu-qr cn-qrlT I

- b a-oa < soooo/- qfffirE frt qri'Fm {d a-il{ }.



You will be paid initial basic of ( 50000/- per month inE-2 scale of pay i.e. ( 50000 -{ 160000/- plus

DA etc., as admissible.

onr+t frgR b fuq qq qrtr w ffi b ncnE & qrq oqdu- r &' sq fr tu/ B t qR onq-+1 trd FgR
s-€nq ffifiR d d, gqqr ffi qffiFI qd ffi b fuq qd qld lorEtiu-t; & q-&m- Yg w 6RII&l-t o-{,

ordtm q-dq o'{i fu oreergr-rra-mier ft?gro, f.rft.ed. o1 ffid of t

The terms of your appointment are annexed to this letter as Annexure-1. ln case of acceptance of this
offer, kindly sign each page of offer of appointment and terms and condition (Annexure-l) as laid down

therein, and report to Ghairman-cum-Managing Director, EGL for further assignment of duties.

wrgffirT&.sqq B{tr+] olqiqrfr {f,ErcTadoluqaor{r6trlr, frrst eflqh*qwrnq rhq enq*q-s

ffi qqrur qd 6qR 6111fr1 \rd e€ra-S 6161qrq-fr fi r*60 6.{fr drfr r qR enq s{+-rfr Z Grd-srsrfr z
qTffi+- S7 b swrq / Erqd Fo-rq fr oldrd E/il d Bilqs1 erqi ffia{dqlq ffiffir fi €frq-"Fro

ffiq*t+drnr
At the time of joining you will need to furnish all your original documents, which include your complete
testimonials and necessary Caste Certificate (if applicable), along with photocopies of the same. lf you

were/are employed with Government / Semi-Govt. / Public Sector Undertaking / Autonomous body you

would be required to give a satisfactory Letter of Release from your past/present employer.

Fqqr qH t ffi qR 3rTqb Ern trqd g+flnilqunzqqrur q;{ qr qrclnq q.a;, qrfr ut rrrr6f, qTA qra B fr
ES Rtfr q ffi o-r rd tr€ilq r{ 6-{ Rur vrqfi Gh qR onq +st @rg{ ff-r gb e fr ES Rrfr fr
onqb tqT el frqFd sri Er-AMiqE qrd eht erq +dr ffi badd, tdTt ffi uruurw o-{i & fd(,
sf{d ffi o1 qqrrfr ffi ftq qq uq rrrofr dt r

Please note that in the event of any of the information/declaration/ certificate or document being found
false, forged or fabricated at a later date, this offer of appointment shall be cancelled and in the event
of your having joined the service, you will render yourself liable for appropriate action for
removal/termination of service, as per terms and conditions and rules governing service.

w6ml fu qqq rru+1 tiTdq at rigp b ftq qqfr qo-flr oT qrru q-qd 6-t=n et'n r WqT t+H e fu
qR enq ffi & gq rtakr frt stR b ro H b ftdt ffiC fr-{i fr nwo {f,a t, d qo trknti sa' d
ftrff d qrq''IT E{rt@t q&rq srfsfirfr gRTs$ ftRq-d F.q fr {dlilr q rrqr A I

You will have to submit proof of identity to the satisfaction of the organisation at the time of joining.
Please note that in case you fail to report within 10 days of the receipt of this offer of appointment, the
same shall stand automatically cancelled unless extended in writing by the Competent Authority.

5u onub ry rr6n €rr6a 6'r ftlwr qqi or M fr €ilcrrc mr G t I

We eagerly look forward to you becoming part of this great organisation.

Wibftinq Wil e euigfrr ktu& qfrm^d t arrufr.s"uorz ufur;efroraand.anu,

7.u'fr,
rormitro *#|s|'&,

GENERAL MANAGER (PERSONNEL / RECRUITMEN



aasaoss rararrs 
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MOL/ HO/ Pers,/ Recruit/ GT-MT Offer /2021-22/206 September 02, 2021 

Ms. KABITA PADHHI 

Haripur Sasan, 
Haripur, Ps Tangi, 
Khordha - 752034 

Orissa 

ENGAGEMENTAS MANAGEMENT TRAINEE (PERSONNEL)

Dear Kabita, 

This is with reference to the written test held on 16.01.2021, subsequent Personal 

Interview held online on 22.06.2021 and Pre-Employment Medical Examination held in 

this Office on 16.08.2021 for the post of Management Trainee (Personnel). The 

management is pleased to inform that you have been selected at MOIL Limited, as 

Management Trainee (Personnel) for a period of one year from the date of your joining as 

a Trainee, on the following terms and conditions: 

1. DATE OF JOINING 

i. You are requested to join on 16th September 2021 at Head Office, Nagpur at 10:00 

A.N 

ii. In case of exceptional circumstances, on reasonable grounds and on a written

request, the date of joining may be extended with the approval of the Competent 

Authority as per the Rules of the Company. 

2. TRAINING 

i. During the period of one year training, you will be required to undergo'ON-THE

JOB TRAINING' as a Management Trainee and carry out the duties and 

responsibilities as assigned to you by your Superior Officers from time to time. 

During this period, you will be paid an all inclusive and consolidated stipend of 

Rs. 50,000/- per month. In addition to this, you will not be eligible for any other 

allowances or benefits as may be admissible to the other regular employees of the 

Company except free medical facility, for self only. 

Adding Strength to steel 

ors rese 



ii. Service rendered during the training period will not be counted for any other 

purpose such as grant of increment, Earned leave, Gratuity, Seniority etc. If your 

performance during the above period is not found satisfactory, your engagement 

as Management Trainee (Personnel) will stand as terminated on or before 

completion of one year period of traininng. 

PROBATION 3. 

On successful completion of 12 months training as a Management Trainee, you will 

be appointed on probation for one year to a regular post of Manager (Personnel) in 

the scale of pay of Rs. 50,000-3 %-1,60,000/- (E-02) (IDA pattern), by a separate letter 

of appointment. 

You will be liable to serve in any Defence service or post connected to the Defence of 

India, if required, for a period of not less than four years including the period spent on 

4. 

training, provided that: 

a) You will not be required to serve at aforesaid after the expiry of ten years from the 

date of appointment and 

b) You will not ordinarily be required to serve at aforesaid after attaining the age of 

forty years. 

5 During the period of training. you will be liable to be discharged, without notice and 
without any reason being assigned thereof, at the discretion of the Management. 

However, you shall have the right of discontinuing this assignment after giving one 

5. 

month's prior notice in writing of your intention or after paying to the Company a sum 

equal to your monthly consolidated payment referred to above for one month in lieu 
of notice. 

Your above training will be subject to the condition that on verification by the Police 

Authorities, there is no adverse report about your Character and Antecedents. If there 

is any adverse entry in the said report, this offer of training will stand as cancelled 

without any notice. 

7. OTHER CONDITIONS 7. 

Your whole time shall be at the disposal of the Company and you shall faithfully serve 

the Company, obey its lawful commands, keep its secrets, diligently and carefully 
learn and perform such work and business as may be entrusted to you, attend to your 
work regularly during such hours, as may be prescribed, and perform such duties as 

may be assigned. 

You shall devote your whole time to your duties and shall not carry on or be concerned 8. 



in any other business or occupation whatsoever. 

You shal be responsible for charge and care of the Company's money, goods, stores 

and any property entrusted to you or in your hands and shall truly and faithfully 

account for, or pass over or deliver to the proper person all money, goods, stores and 

property which shall at any time come to your hands or under your charge, on account 

of the Company. 

9. 

You shall not take out any patent for any invention made by you during the period of 

your service without prior permission of the Company. 
10. 

11. This offer of appointment is subject to the condition that if married, you do not have 

more than one spouse living, unless or otherwise you are exempted from the 

enforcement of the requirements in this behalf. 

This appointment is subject to you not having directly or indirectly by yourself or your 

partner or Agent, any share or interest in any Contract by or on behalf of the Company, 

otherwise than as an Employee of the Company. 

12. 

13. LEAVE 

During the training period, you shall be eligible to the following types of leave: 

i) Casual Leave: Maximum 12 days in a year (any holiday intervening during the spell 

of C.L. shall not be counted). Casual leave shall not be accumulative nor shall it be 

combined with any other leave. Further, on absorption in the Company's service on 

successful completion of the training, the C.L, availed shall be taken into account for 

determining the entitlement of C.L, during the remaining portion of the Calendar 

year. 

ii) Medical Leave: 15 days per year on full stipend (any holiday intervening during 

the period of medical leave will be treated as leave). Medical leave shall not be 

accumulative. Normally medical certificate shall be required to be produced by you 

when you avail of medical leave for a period exceeding six days. 

14. Your initial place of reporting shall be HO, Nagpur and a separate letter for placeof 

posting will be issued, as per which you will be liable to be transferred to any Unit of 

the Company at the discretion of the Management. 

14. 

15. If any declaration or information furnished by you proves to be false or if it is found 

that you have wilfully suppressed any material information, you will be liable to 

removal from service forthwith without any Notice and without assigning any reason 

thereof without prejudice to such other action as the Company may decem fit. 

16. You will be subject to the Service Rules and Regulations, statutory and non statutory 
16. 

provisions, as may be applicable to you including the Conduct Rules, as well as the 



administrative orders of the Company in force from time to time and shall obey all 

such orders and directions as you may receive from your superiors. In case of any 

dispute or interpretation of any part of this letter, or the Rules governing your service 
or otherwise however arising, the decision of the Company thereon shall be final and 

binding. 

17. Travelling allowance i.e. AC-I train fare will be admissible to you for joining this post. 
No other allowance will be paid other than TA for joining. 

18. Your appointment is provisional and is subject to the Scheduled Caste/Scheduled 

Tribe/OBC/EWS (if applicable) Certificate, being verified through proper channel 
and if the verification reveals that your claim to belong to Scheduled Caste or 

Scheduled Tribe or OBC (Non-Creamy Layer)/EWS as the case may be, is false, your 

service will be terminated forthwith without assigning any further reasons and 

without prejudice to such further as may be taken under the provisions of the Indian 

Penal Code for production of false certificate. 

19. You are also required to bring all your original documents along with one set of 

photocopy of your testimonials including proof of date of birth, qualification, caste 

certificate, relieving order if applicable etc. along with 4 copies of latest passport size 

photographs. 

If the above terms and conditions are acceptable to you, please submit the copy of the 

enclosed offer duly signed by you as a token of your willingness to accept the offer before 

08.09.2021 to the undersigned along with police verification form duly filled in, in 

triplicate for onward submision (copy of the same is also enclosed). 

If you fail to join as per point 1 (i) or fail to submit written request for seeking extension 

in joining on exceptional and reasonable grounds (to be mentioned in application), it will 

be assumed that you are not interested in joining and hence your Offer will be treated as 

cancelled. 

This offer is subject to the verification of your Character and Antecedents by and from the 
Authority concerned and with no adverse entries in it (which has to be completed within 
6 months from date of your joining in the Company). 

MOIL wishes you all the very best. Welcome aboard ! 

For MOIL Limited 

ap 

Chief Manáger (Pers.) 
C 

MOIL Limited, Nagpur 



DECLARATION 

I have read and understood all the terms and condition of the above post as indicated 

above and I hereby signify my acceptance of the same. I hereby declare that I am not 

a relative of any of the Directors of the Company and in the event of my acquiring 

such relationship, I shall immediately declare the same to the Company. 

Signature 
Name 

Place 
Date 

Witness: 

Name and Address Signature Date 

1 

2. 

1. CMD Sect., MOIL Ltd., Nagpur. 

2. Director (Fin) Sect., MOIL Ltd, Nagpur. 

3. Director (HR) Sect., MOIL Ltd., Nagpur. 

4. Director (Commercial) A/C Director (P&P) Sect., MOIL Ltd., Nagpur. 

5. E.D. (Tech.), MOIL Ltd., Nagpur. 
6. G.M. (Prod.), MOILLtd., Nagpur. 

7. Jt. G. M. (Fin)/ Dy. G. M. (Fin-1/A), MOIL Ltd., Nagpur. 

8. Jt. G. M. (Pers.), MOIL Ltd., Nagpur. 

9. Office Order/ Personal file. 

Copy to : 


















