
Reference Number: ABDSPL/__________ Date: ___________________

Dear ________________________________
Congratulations.

I am pleased to extend the following letter of training to you on behalf of “Ambrelanexus
BPO & Digital Services Private Limited”. You have been shortlisted as a Work From Home
Data Entry/Back Office Executive [Trainee].

We believe that your knowledge, skills and experience would be an ideal fit for our Back
Office Department. We hope you will enjoy your role and make a significant contribution
to the overall success of “Ambrelanexus BPO &Digital Services Private Limited”.

We have been shared all the relevant details towards the offered positing to you. Please
take the time to review the shared details and in case of any assistance, contact the
Department Head as per details shared in this Training Letter.

Sign all the pages and share a copy wit us.

We welcome you and look forward to working with you. To confirm this training module,
return us the documents by signing.

With Best Regards,

Ambrelanexus BPO &Digital Services Pvt. Ltd.
Plot Number C1-17E
1st Floor, Near Oppo Service Center, City Centre
Sector-4, Bokaro Steel City-827004
Jharkhand, India
Mobile &Whatsapp: +91 7050 799 957
Phone Number: +91 6542 367 390
Email Id: ambrelanexusbpo@gmail.com
Website:https://www.ambrelanexusbpo.com
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SIZE PHOTO AND DO

SIGNATURE



[Subject: Job Offer For Position Of Back Office Data Entry Executive (Trainee)]

Dear Trainee,
we are pleased to offer you, the said position with “Ambrelanexus BPO & Digital Services Private Limited” (the
‘Company’) on the following terms and conditions:

#01. Commencement Of Employment
Your training will be effective from ____________ and timing will be in between 10.00 am to 07.00 pm.

#02. Job Title
Your job title will be Back Office Data Entry Executive [Trainee] and It’s a Full-Time Home Based Job.and will report
to your HR Department Head, Mr. Sanjay Sharma. In case of you will contact rather than mentioned above contact
person or your concern/concerns will not resolve; company will not be responsible for that.

#03. Salary/Commission
Your annual total income would be Rs. 1,80,000/- (Rupees One Lac Twenty Thousand Only) annually inclusive of all
the expenses and exclusive of performance incentive as per offered by the company based on your performance. The
said sum/commission is applicable subject to the achievement of the chosen target by yourself as mentioned on
Schedule I & Schedule II [A], [B] & [C]. Salary will be provide as per the chosen Silver, Gold or Platinum plan. Please
read the details carefully before starting the work.

#04. Probation Period/Confirmation and Reporting
Our enlisted registered office at Plot Number C1-17E, First Floor, Near Oppo Service Center, City Centre, Sector 4,
Bokaro Steel City-827004, Jharkhand, India. You will be on a probation period for three months (90 days). In light of
your presentation, your administrations will be updated with the organization in composed from that point. You have
to report work online/offline through email or your whatsapp group (if any) every day at the end of the session.
Remember, your service will be terminated in case you do not submit the report for two consecutive days. The
organization has the right to end your administration or serve a notification to visit at an office address in Bokaro,
Jharkhand. Organization has rights to terminate your administration or position anytime without any notice as per
your below standard work ability or poor performance. You are liable to submit your work report at the end of every
working day to your immediate superior or team leader or your reporting person as agreed in clause no. 2.

#05. Company Property
You will always maintain the assets/reports of the company in good condition, which you have been entrusted for
official use during your employment, and must return all such assets to the company before it is relieved of its
charge. In case of failure, the related amount will be taken from you or your authorized guardian/witness.
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#06. Leave/Holidays/Late Arrival:
Absence for a continuous period of two days without prior approval of your superior, (including overstay on leave /
training) would result in your losing your lien on the service and the same shall automatically come to an end without
any notice or intimation. It's a locally situated activity Part-Time (05 hours) or Full-Time (09 hours) with the facility as
per your chosen silver, gold or a platinum plan. You are entitled to take a leave as per the leave policy mentioned in
the Schedule II. Read carefully clause number 08 as per the Schedule II for specific information in this regard.

#07. Confidential Information and Documents
During your employment, you shall devote your full time and skills to the company and shall not engage in any other
job, course, or business without prior written intimation to the company. You must maintain strict confidentiality of all
company records, data, documents, and non-public work or training information. Any unauthorized sharing, use, or
disclosure of such information will result in immediate termination without notice and may lead to legal action.

This appointment is issued based on the information and documents submitted by you. If at any time any information
is found to be false, concealed, or supported by incorrect documents, the company reserves the right to take
disciplinary and legal action. The company may verify your documents and call your registered guardian/parents to
the office whenever required. Incorrect signatures will not be accepted, and no excuses will be considered in case of
default

#08. Surveillance
You will be under real-time monitoring through online software. You are advised not to adopt an immoral attitude.
You are responsible for securing all the confidentiality of our technical system which will be shared with you.

#09. Cessation /Termination
The company reserves the right to, in the future if at any time in our opinion; Which is final in this case, such as
negligence in work, violation of basic rules, non-completion of work, indiscipline, misbehave with executives,
disorderly behavior, absence from duty without permission or any other conduct considered harmful to us. In the
event of a breach of one or more of the terms of this letter, your services can be terminated without notice and the
damages will be recovered from your security amount. In case of experience as well as skilled fresher will not claim
any losses if default. Their earned amount will behold and service will be terminated.

#10. Right To Reserved
The company has reserved the rights in the event the terms of this agreement shall be affected by the policies and
future legislation of the company.

#11. Governing Law/Jurisdiction
Your employment with the company is subject to Indian laws. All disputes will be subject to the jurisdiction of Bokaro
Steel City, Jharkhand, India.

#12. Acceptance Of Our Offer
We welcome you and look forward to working with you. To confirm this employment, return us the documents by
signing.
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Schedule I:
Detail Structure of Back Office Data Entry Executive [Trainee]:

Dear ____________________________

It gives us immense pleasure to inform you that your compensation has been effective from
_____________________________________________. Your annual income would be Rs. 1,80,000/- (One Lac Eighty
Thousand Only) inclusive of all the expenses, based on your performance. The details of which are given above is
subject to the achievement of work as per schedule II clause number 03.

WORKDONE IN PERCENTAGE AS PER Schedule II [A] [B] & [C] PAYMENT
99.01 - 100% 100%
98.01 - 99% 50%
97.01 - 98% 30%
96.01 - 97% 15%
95.01 - 96% 05%
Less Than 95% Service Terminate. No Payment

[IMPORTANT NOTE: YOURPERFORMANCE WILL BE MONITORED ONA DAILY BASIS]

With Best Regards,

Ambrelanexus BPO &Digital Services Pvt. Ltd.
Plot Number C1-17E
1st Floor, Near Oppo Service Center, City Centre
Sector 4, Bokaro Steel City-827004, Jharkhand, India
Mobile &Whatsapp: +91 7050 799 957
Phone Number: +91 6542 367 390
Email Id: ambrelanexusbpo@gmail.com
Website: www.ambrelanexusbpo.com
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Schedule II [A]
Responsibilities, Details & Duties:

#01. It’s a work from home back office data entry job. Demo work related to this work is already submit by yourself.
Under this job, as you already know, need to install an extension on your computer or laptop. With the help of this
extension, you can convert data of any city into an Excel file. Your work is to take the converted data and extract the
client’s business name, mobile number, city, and category, and then enter this information into the blank sheet
provided by the company. As you have already seen in the video and practiced during the demo work, the work must
be done exactly in the same manner.

#02. You can join either full-time or part-time as per your convenience. For full-time, you have to work 9 hours per
day, which includes a 30-minute lunch break and 2 tea breaks of 15 minutes each. You are required to do data
extraction work for a total of 8 hours. For part-time, you have to work 5 hours per day. In part-time, no breaks are
allowed. In the Silver Package, the job timing has fixed timings. Full-time working hours are from 10:00 AM to 7:00
PM [Monday-Saturday], and part-time working hours are from 10:00 AM to 3:00 PM. Due to heavy traffic, joining date
will be confirm after 15 days. In the Gold and Platinumpackages, you may work at any time as per your convenience.

03. If you want the flexibility to work at any time and instant joining facility, you can choose the Gold or Platinum
packages. In these packages, you are allowed to work at your selected time as per your convenience. You can also
divide your working hours into multiple parts. This means you may work a few hours in the morning, some in the
afternoon, some in the evening, and some at night, and complete your total working hours accordingly. Please note
that no matter which time you choose to work, you must inform the company in advance. Working in multiple time
slots and your timings keep changing, you must inform the company about your time schedule at least one day in
advance through email or the WhatsApp group. If you change your working time without prior information, the report
for that day will not be accepted.

#04. In this department, other executives are also working, so we clearly know how much data can be realistically
extracted in one day. In full-time 8 hours, a minimum of four thousand records can be easily extracted, and in part-
time, two thousand five hundred records can be completed under any circumstances. If you are unsure whether you
will be able to perform this work, the company provides the option of a 7-day unpaid trial period. During these 7 days,
you can evaluate whether you are able to meet the work requirements explained above. After the trial period, you
can clearly assess your capability to perform the assigned work. If you are able to continue, you may proceed with
the job. If required, the workload may be reduced. However, if you feel that the work is not feasible under any
circumstances, you may request a refund. In such cases, the refund will be processed as per the refund timeline
mentioned in the selected package. As the company has already informed you that salary is based on performance
and not on the number of hours worked, if you complete fewer tasks or reduce your workload after the 7-day unpaid
trial period, it is obvious that your salary will be reduced accordingly.

#05. The company is providing a decent salary along with work-from-home facilities, so your performance must meet
the required standards. You are not being hired based on the number of hours you work, but on the standard level of
performance. This level of performance must not fall below the required standard under any circumstances in the
future. If your weekly performance is not satisfactory, work for the following week will not continue, your service will
be terminated, and if any payment generated, it will be made as per Schedule I.
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Schedule II [B]
Responsibilities, Details & Duties:

#06. You may download a copy of this letter from the website or demand a copy on email/whatsapp before making
the payment for the back office data entry executive. Please read and understand the document carefully first. If you
have any confusion, get it clarified beforehand, and only then proceed with the payment. You are hereby informed
that as per Schedule I& II[A], [B] & [C], you should join only if you are capable of completing the assigned work.
Otherwise, do not join. Take only as much work as you are capable of handling according to the slab. Payment will be
made strictly according to the amount of work taken and completed. Later on, giving excuses such as “payment
should be made only for the amount of work done” will not be considered. Therefore, carefully review the work
requirements, and join only if you are capable of completing them. Otherwise, do not join.

#07. It has been bringing to your notice that this kind of project you might be done or didn’t before. So, obviously
lots of things you will face first time on the time of actions. It’s not possible to mention all such things. We are paying
a smart package and we expect that the attitude will always learning and accept things and solving nature skills. On
this ground, if you will raise any dispute it will not be considered by the company. Your nature should be very positive
and energetic so that the office atmosphere will remain good from start to end. You should be customer-oriented and
approachable it is very essential.

#08. Whether you are working full-time or part-time, you must send your report every hour in the WhatsApp group or
by email. This is part of your job. It is not the company’s responsibility to follow up with you. By sending hourly
reports, you will show your performance. Based on this performance, you will be made permanent after a probation
period of three months. This is a work-from-home and flexible-time job. Therefore, if you need to change your
working time (in Gold or Platinum packages), you must inform the company in advance.

#09. It is not acceptable to say at the time of reporting that you will send the report in the afternoon, evening, night,
or the next day. You have to complete your work on a daily basis. Work will not carry forward to the next day by any
chance. If you want a leave, inform and take a leave as per the chosen package. If you do this, a warning memo will
be issued. If a total of three warning memos are issued, your service will be terminated. You have already been
informed that this job and salary are not given in exchange for your time, but in exchange for your performance.

#10. This position is offered based on your self-declared commitment and does not carry any sales target. Your
employment will be finalized by the HR Department based on your commitment. We will not entertain candidates who
join the position by making false commitments and later fail to perform according to their own commitment or the
company’s guidelines. If you join based on a false commitment and your performance does not meet the standards
specified in Schedule II [A], [B] & [C], your employment will be terminated immediately without any notice or
intimation. The paid security amount will also be forfeited.

#11. Payouts will be processed as per the selected plan. For a payment of Rs. 999, payouts will be made monthly,
and the first payment will be released after 30 + 07 working days. For a payment of Rs. 1999, payouts will be
released every 15 days, with the first payment after 15 + 07 working days. For a payment of Rs. 2999, payouts will
be made weekly, and the first payment will be released after 07 + 07 working days. If you leave the work midway,
fail to complete the assigned work, or shownegligence, the security amount will not be refunded.
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Schedule II [C]
Responsibilities, Details & Duties:

#12. You are liable to raise your appeal if you are not comfortable with any policy updates of the company, either in
terms of working environment, or in terms of a change in our product/services pricing structure between seven days
of training before work starts. Further, if you are not comfortable working with such terms, you are immediately
requested to take a release rather than appealing the same on the month-end. Practicing to do so, will not be
considered in any way. Any of your requests, appeal, applications, should not be in a written form, only to the
reporting associate as mentioned in clause number 02 of this letter. As per your commitment if you are not able to
perform your service will be suspended for fifteen days. Absence for a continuous period of two days without prior
approval of your superior, would result in your losing your lien on the service and the same shall automatically come
to an end without any notice or intimation.

#13. Ideally, you should not make any payments without first speaking to an executive. However, if you have made a
payment knowingly or unknowingly and later decide not to proceed, you can claim a refund within 24 hours. In such a
case, a 100% refund will be provided. If the refund is claimed after 24 hours, only 50% of the amount will be
refunded. You can check the demo project before making payment. If you want to cancel the job offer within 24
hours for any reason; And if any payment received / advance payment will be fully refundable. If you want to make
any changes; within 24 hours, it is also possible (before live project date assigned). Changes cannot be made after 24
hours but can be canceled (before live project date assigned). In this case, the company will pay only fifty percent
amount. In any refund situation’s, the amount will be settled as per the chosen package (30-60 Days). After the
agreement is processed (after live project date assigned), there will be no refund of the caution money amount in any
of the situation.

#14. Providing incorrect, assumed, or fake data will be treated as serious misconduct and may lead to strict
disciplinary action. All reports must be prepared accurately and submitted in the prescribed format within the
assigned timelines. Any delay or excuse related to internet issues, power failure, or system problems will not be
accepted. Employees who require flexible working hours must enroll under the Gold or Platinum package, where such
flexibility is permitted. It is the sole responsibility of the employee to ensure uninterrupted internet connectivity and
proper system backup before starting the work. Repeated report rejections may result in immediate termination of
services without prior notice. Any arguments, excuses, or pressure on HR or Management will be treated as
indiscipline. During working hours, use of social media, gaming, or engagement in personal activities is strictly
prohibited; if found, a warning memo will be issued. The company reserves the right to conduct data audits and
quality checks at any time. Continuous low performance may lead to termination even without additional training.
This job is not meant for learning or trial purposes, and future claims of being a fresher or making mistakes due to
inexperience will not be accepted; being a fresher does not grant permission for negligence.

#15. The Leave Policy for 2026 is already available on the website footer page, where all applicable holidays for the
year 2026 are clearly mentioned, along with detailed information regarding Casual Leave and Sick Leave. To apply for
any type of leave, you must send a request email at least one day in advance to ambrelanexusbpo@gmail.com,
clearly mentioning the reason for the leave. Based solely on the details provided in your email and the company’s
operational requirements, the HR Department will review the request of your leave and accordingly approve or reject
the leave.
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