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       Sun Pharma Laboratories Limited 

       Sun House, Plot No. 201 B/1, 

       Western Express Highway, Goregaon (E), 

       Mumbai - 400 063, Maharashtra, India. 

       Tel.: (91-022) 4324 4324 

       Fax :(91-022) 4324 4343 

       Website : www.sunpharma.com 

       CIN: U25200GJ1997PLC133846 

 

 

SPLL/MUM/HRD/E93880/CVS8 DIVISION/2023 

February 10, 2023 

FORM 'A' 

 

LETTER OF APPOINTMENT FOR TRAINEE SALES EXECUTIVE. 

 

1. Name of the Establishment Sun Pharma Laboratories Limited 

2. Address SPARC, Tandalja, Vadodara - 390 012, Gujarat, India. 

3. Name of the Employer Sun Pharma Laboratories Limited 

4. Name and Address of the MS. SUPARNA  MONDAL 

 Trainee Sales Executive.  0154 

  39 

  RAMNATHPUR 

  BANDEL - 712 148 

  WEST BENGAL 

5. Ms. Suparna  Mondal is recruited as a Trainee Sales Executive in this Establishment w.e.f. 01/02/2023.  

6. His / Her employment is on Training period of 6(Six) months.  

7. He / She will draw a total salary of Rs. 25040/- (Rupees Twenty Five Thousand Forty only) per month.  

8. His / Her Basic shall be Rs. 15650/- per month + H.R.A Rs. 9390/- per month.  

 Plus, Daily Allowances (for full working days only) 
 Head Quarter Rs. 265/- per day, Ex-Station Rs. 335/- per day, 
 Out-Station Rs. 590/- per day, Out-Station (Non-working days) Rs. 335/- per day.  

9. Other conditions of Training: As per Annexure A & B.  

 
 For Sun Pharma Laboratories Limited I Accept 

 

 (Authorised Signatory) (Suparna  Mondal)  

------------------------------------------------------------------------------------------------------------------------------- 

Any Change of Address of the Trainee Sales Executive shall be communicated to the Employer. 

------------------------------------------------------------------------------------------------------------------------------- 

 

 

 

 

Registered Office : SPARC, Tandalja, Vadodara - 390 012, Gujarat, India. 

Reaching People. Touching Lives 

 



 

 

       Sun Pharma Laboratories Limited 

       Sun House, Plot No. 201 B/1, 

       Western Express Highway, Goregaon (E), 

       Mumbai - 400 063, Maharashtra, India. 

       Tel.: (91-022) 4324 4324 

       Fax :(91-022) 4324 4343 

       Website : www.sunpharma.com 

       CIN: U25200GJ1997PLC133846 

 

 

SPLL/MUM/HRD/E93880/CVS8 DIVISION/2023 

February 10, 2023 

 

ANNEXURE 'A'  

 

MS. SUPARNA  MONDAL 

0154 

39 

RAMNATHPUR 

BANDEL - 712 148 

WEST BENGAL 

 

Dear Ms. Suparna  Mondal, 

 

With reference to your application and the subsequent interview, you had with us, we are pleased to inform you 

that you are recruited as a Trainee Sales Executive in our organization with effect from 01/02/2023. On the terms 

and conditions mentioned herein below: - 

 

1. TRAINING:  

You are initially recruited as a Trainee Sales Executive for a period of 6 months. You will be required to undergo 

classroom as well as field training during this period. 

During the training period, in case, in the opinion of the Management it is found that you have not shown 

satisfactory progress, the Management at its discretion will have the right to either terminate your training 

arrangement without notice or extend the period of training for a further period as it may deem fit. 

On successful completion of training period, you may be subject to availability of vacancy absorbed in the regular 

service of the company on such terms as may be decided by management at the time of regular appointment. You 

shall however, not claim regular appointment as a matter of right.  

2.  SALARY AND ALLOWANCE DURING TRAINING PERIOD:  

During the training period, you will be paid a Basic Salary of Rs. 15650/- per month + H.R.A Rs. 9390/- per 

month and following daily allowances (on full working days only).  

 

  
  I Accept 

 

  (Suparna  Mondal) 

 

 

 

 

Registered Office : SPARC, Tandalja, Vadodara - 390 012, Gujarat, India. 

Reaching People. Touching Lives 

  



 

 

Sun Pharma Laboratories Limited 

Page No. 2 

 

I.  HEAD QUARTER: Rs. 265/- (Rupees Two Hundred and Sixty-Five only) 

II.  EX-STATION: Outside H.Q. from where you can return the same day to H.Q. 
  Rs. 335/- (Rupees Three Hundred and Thirty-Five only) 

III.  OUT STATION: Outside H.Q. from where you cannot return to H.Q. on the same Day. 
  Rs. 590/- (Rupees Five Hundred and Ninety only) 

IV.  NON-WORKING Rs. 335/- (Rupees Three Hundred and Thirty-Five only) 

 DAYS AT OUT 

STATION: 
 

These daily allowances include all expenses such as conveyance, coolie and other sundry expenses excluding postal 

charges (for official use). 

3. You will be allowed the daily allowances in respect of the days that you have actually worked and for 

which you have submitted the reports in time as instructed by the Management. In case, your Daily Report 

is not received in time, then Management will be free to presume that you will not be entitled to stipend 

and other allowances and daily allowances for such days. The Management will also be entitled not to pay 

stipend and allowances for those days for which no Daily Reports are received. However, on receiving 

satisfactory proof of your working and satisfactory explanation for not sending the Daily Reports in time 

the Management may in its discretion consider to pay you the stipend and allowances. The decision of 

management in this regard will be final and binding.  

4. FARE: 

 

You will be allowed train fare or actual bus fare as the case may be while touring on Company's 

instructions for Company's work. You will travel by bus on certain routes where bus travel is more 

convenient and faster. The fare payable to you will be on kilometre basis as per travel fare policy of the 

company which will be communicated to you by a separate circular from time to time.  

5. AREA OF ACTIVITY AND TRANSFER: 

 

Your Head Quarter for the time being will be at Chinsurah in the territory of West Bengal. You will be 

liable to be transferred to the area assigned to you by the Management and / or such other territories 

anywhere in India as the Management may, from time to time, deem necessary at their sole discretion. 

Your refusal for such transfer will be considered as your unwillingness to serve the Company and in such 

a case management will be free to terminate your services.  

 

You may be required to attend Vadodara / Mumbai or any other offices from time to time either for 

instructions or for any other official purpose and you will not refuse to do so. In such cases, you will be 

paid travelling fare by shortest route and daily allowances as per Clause 2 (III) herein above.  

 

 

 

I Accept 

 

  

 (Suparna  Mondal) 

 

  



 

 

Sun Pharma Laboratories Limited 
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6. SUNDRY EXPENSES: 

 

Sundry expenses such as stationery, postage and octroi will be paid to you provided the original vouchers 

relating to such expenses are submitted to the Company along with your expense statement. The payment 

of the same will be remitted to you by electronic transfer to your bank account. For the statement received 

after the payment dates and if the Management is not satisfied with the reason for the delay in receipt of 

such statement, the payment will be made on the next payment date.  

7. LEAVE: 

 

You will be entitled to Earn Leave as per Section 4 (a) of the Sales Promotion Employees (Conditions of 

Service Act, 1976.) Similarly, you will be entitled to sick leave as per section 4 (b) of the said Act. As 

regards Holidays and other leave are concerned, you will be entitled to the said facilities as per Chapter II 

of the Sales Promotion Employees (Conditions of Service) Rules, 1976. You will be governed by the Leave 

Rules framed by the Company.  

8. BONUS:  

 
Subject to the laws and rules that may be applicable to you in this respect, you will be paid Bonus as decided 

by the Management as and when declared. You will not be automatically entitled to claim any Bonus till 

the same is decided to be paid to you and declared by the Management.  

9. GENERAL: 

a) You shall devote your whole time and attention exclusively to on the job training in the Company and you 

shall not take up any other part time or full-time work, whether for remuneration or not, or whether during 

working hours or not, or during leave, holidays etc., nor you will engage yourself in any other business of 

your own or as an agent for others.  

b) You will maintain during the subsistence of training arrangement and thereafter complete secrecy with 

regard to the Company's affairs and shall not disclose to any person or persons any of the Company's trade 

secrets or any information regarding the Company activities.  

c) You will be bound to carry out the orders issued to you by Vadodara / Mumbai office or your supervisors 

(if appointed) from time to time and to work for the Company or with any sister or associate concerns or 

companies, whether existing at present or which may come into existence in future and in the event of the 

constitution or the structure of the company undergoing any transformation such firm or company, as the 

case may be, you will also work and canvas for the products of the company as well as the other companies 

for which the company obtains Distribution, Selling and Propaganda Rights or as per discretion and orders 

of the Company.  

10. TERMINATION OF TRAINING: 

 Your training is also liable to be terminated at any time during the training period or on completion of 

training without giving notice or without assigning any reasons whatsoever.  

 
The Directors of the company or any other authorized person on behalf of the Company will have a right 

to issue the necessary order including the order of termination of training to you.  

 

 

 

I Accept 

 

  
 (Suparna  Mondal) 

 

  



 

 

Sun Pharma Laboratories Limited 
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11. MEDICAL FITNESS: 

 

During the tenure of your training arrangement in case the Management feels that you are physically or 

mentally unfit to be continued in the training, you will be subjected to medical examination by the doctor 

appointed by the Company for the purpose. If you are found medically unfit to be continued on receipt of 

such report, the Management will be free to terminate your training arrangement.  

12. JURISDICTION: 

 

You will be governed by the Office at Vadodara, which will have the ultimate control on all your activities. 

Your stipend will be deemed to have been paid at Vadodara and for all purposes your appointment also 

will be deemed to have been made at Vadodara. In case of any dispute that may arise between you and the 

Company in connection with your training arrangement or in connection with any of the matters specified 

in this Agreement, it is specifically agreed and understood by and between the parties that the courts 

situated in the city of Vadodara alone will have jurisdiction to try and entertain such matters.  

 

In token of having accepted the above terms and conditions of training arrangement you are requested to sign on 

the duplicate copy of this letter and return the same. 

We wish you a long and successful career with us. 

Yours sincerely, 

For Sun Pharma Laboratories Limited 

 

 

 

 

 

(Authorised Signatory)  

------------------------------------------------------------------------------------------------------------------------------  

 

I, Ms. Suparna  Mondal do hereby state that I have read the aforesaid terms and conditions of my training 

arrangement and I am signing on the duplicate copy of this Recruitment Letter in token of having accepted all the 

terms and conditions.  

 

 

Date:  (Suparna  Mondal)  
 

  



 

 

       Sun Pharma Laboratories Limited 

       Sun House, Plot No. 201 B/1, 

       Western Express Highway, Goregaon (E), 

       Mumbai - 400 063, Maharashtra, India. 

       Tel.: (91-022) 4324 4324 

       Fax :(91-022) 4324 4343 

       Website : www.sunpharma.com 

       CIN: U25200GJ1997PLC133846 

 

 

SPLL/MUM/HRD/E93880/CVS8 DIVISION/2023 

February 10, 2023 

ANNEXURE 'B'  

 

WORK NORMS TO BE IMPLEMENTED BY TRAINEE SALES EXECUTIVE.  

The Trainee Sales Executive should implement and abide by the following work-norms for result oriented and 

disciplined field work, to achieve higher productivity, efficiency and customer service to increase and enhance the 

prestige, goodwill and image of the Company.  

(1) CALL ON DOCTORS: (Average calls per day - 10) 

 
The Trainee Sales Executive will make maximum number of calls as per the advice and instructions of the 

Company or his / her superior given from time to time and will work from morning till afternoon and from 

evening till night under normal circumstances.  

(2) VISIT TO CHEMISTS: (Average calls per day - 5) 

 The Trainee Sales Executive should try to book as many orders as possible from Chemist. Also, he / she 

should explain our promotional programs.  

(3) REGULARITY IN DAILY WORK: 

 The Trainee Sales Executive should regularly fill and post information in the forms decided upon by the 

Management from time to time such as:  

A. Daily Report Forms: 

 Daily report forms duly filled in should be submitted every day excepting Sundays and Holidays as per 

reporting system adopted by the company from time to time.  

B. Tour Program Charts: 

 

It is to be duly filled and should be submitted before 15th of the preceding month. The Trainee Sales 

Executive will adhere to the Tour Program submitted by him / her. In case of any deviation from the tour 

program under unforeseen circumstances, the Trainee Sales Executive will inform the office by a letter 

giving reasons.  

C. Expense Statement: 

 

The Trainee Sales Executive will send the details of his / her expenses in Expense Statement forms duly 

filled in with supporting vouchers, if any. It is to be sent on every 1st of a month showing expenses incurred 

in the previous month. If any deductions in the expense statement are made, the Company will inform the 

Trainee Sales Executive concerned. The Company agrees to make good the deductions made by the 

Company in the Expense Statement on receiving proper and satisfactory explanation from the Trainee Sales 

Executive in respect of such expenses.  

  I Accept 

 

  (Suparna  Mondal) 

 

 

Registered Office : SPARC, Tandalja, Vadodara - 390 012, Gujarat, India. 

Reaching People. Touching Lives 

  



 

 

D. Samples, Literature & Stationery Stock Statement: 

 

The Trainee Sales Executive will send, on first of every month, the sample, literature and stationery stock 

statement form duly filled as on the last day of each month. In the last column (tentative requirement) of 

the statement, the Trainee Sales Executive will mention the tentative requirement of samples for the next 

month, after taking into consideration the present stock of samples.  

E. Doctor Information Profile: 

 

On every first visit to a specialist / consultant, the Trainee Sales Executive will collect maximum 

available information of a particular Doctor and will fill in the profile. It should be sent to the office 

along with the Daily Report of the same day. At the end of each month, a consolidated list of first visits 

should also be sent to the office.  

F. Institutional Profile: 

 
Like the Doctor information profile, the Trainee Sales Executive should collect all the available 

information about a particular institution he is visiting for the first time and should send it to office along 

with the Daily Report.  

G. BROAD WORKING PATTERN: 

 The broad working pattern and responsibilities of the Trainee Sales Executive in terms of implementation 

are listed below:  

I. To judiciously use physician's samples, literatures, stationery and sales promotion articles provided to 

them by the Management for distribution amongst Doctors as per instructions from time to time.  

II. To book orders from Doctors, Chemists, Government and Semi-Government Hospitals and Institutions 

as per terms and conditions of the Company in practice from time to time.  

III. To co-operate with the Management by requesting the stockists to retire the documents in time and by 

following up recovery of payments from the Government and other institutions and to maintain good 

relations with the trade so as not to damage the Company's prestige.  

IV. To equip himself / herself and keep up-to-date with adequate product knowledge about Company's 

products and shall remain fully acquainted with the competitors products and sales promotion activities 

and will provide proper feedback in this respect to the Head Office.  

V. To actively participate in the sales conferences, sales meetings, refresher courses conducted by the 

Company and to study properly and reply in time to all postal refresher courses, sales letter and other 

postal training programs.  

VI. To co-operate with the Management in increasing sales turnover and achieve sales target set up for 

individual Trainee Sales Executive.  

VII. To make available sales statistics supplied by the Company to the individual Trainee Sales Executive at 

the time of discussion during the sales meetings or sales conferences or directly as and when required 

apart from regular monthly statements.  

 

 

 

I Accept 

 

  

 (Suparna  Mondal) 

  



 

 

VIII. To comply with the directives of the Company and extend all co-operation to the respective supervisory 

staff and the Company's Officers, and Executives, while working on the field and in promoting sales of the 

Company's products and to company with the directives of the Company in special assignments to work 

out at any selected centre or centres in India, to attend to Trade Meetings, Conferences, Exhibitions and 

attend work as may be entrusted as and when instructed by the Company.  

IX. To direct his efforts and activities for the promotion and increase of sales of Company's products keeping 

adequate pace with the growth of the pharmaceutical industry in the country on the whole and bearing in 

mind its potentiality of individual products of the Company.  

 

(H) PHARMACOVIGILANCE CODE OF CONDUCT: 

 

I. Collection of Adverse Drug Reactions (ADR) reported with Company's drugs/medicinal product and 

relay of information to Pharmacovigilance team within 01 business day in accordance with the PV 

Awareness training facilitated by Pharmacovigilance. Facilitate the ADR information by providing 

completed ADR form. 

 II. In the event that employee receives safety information, the employee shall report the event directly 

to SUN’s Pharmacovigilance department at Drugsafety.Region1@sunpharma.com 

LIST OF DOCTORS, HOSPITALS & INSTITUTIONS.  

On confirmation, each Trainee Sales Executive is supplied with the available list of Doctors, Institutions and 

Government undertakings and hospitals. 

The Trainee Sales Executive must up-date these lists by making necessary corrections, additions and deletions in 

the given address of the lists. This should be completed within two working cycles of each centre. These lists will 

periodically be sent for updating as and when necessary. 

The Management is at liberty to amend or modify the work norms from time to time as may be necessary in the 

interest of business and such norms as amended will be binding on the Trainee Sales Executive. 

For Sun Pharma Laboratories Limited 

 

 

 

 

 

(Authorised Signatory)  

I, Ms. Suparna  Mondal, have studied the above work norms to be implemented by me and I agree to implement 

the same.  

  

(Suparna  Mondal)  

 















 

 Arijit Ghgosh 
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