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Dear Chaudhari Rohit,

Welcome to Kotak Life Family. I congratulate you for joining us in our exciting journey of building lndia's best life
insurance company.

Wetakeprideinbeingthe only 100%lndiancompanyamongthetoprankinglndianlifeinsuranceorganizations.

At Kotak Life we lay emphasis on living a value driven winning culture. As you embark on a new journey with us, let
me introduce you to PACIFIC-an acronym that defines our core values.

Recognized as having the highest professional standards. Our employees and advisors will possess superior
knowledge & skill, for the benefit of our customers. We will strive for best of class processes and superior quality of
execution in whatever we set out to achieve.

We consistently strive for improvement by seeking feedback and adopting best practices. Every achievement
becomes a milestone forthe next level of performance.

Customers depend on us to be there in the future to meet promises. We will achieve by efficient cost management,
uncompromised claim payments and superior investment management.

Ourdealings are characterized bythe highest levels of trust, honestyand fairness.

We create an environment that encourages all employees to innovate, experiment and try out new things without
fea r of fa il u re.

We strive to satisfli our customers by providing quality products, services, advice sustainable value, and ensure our
customers receive excellent solutions to meet their needs.

Employees will determine our future success. We will treat everyone with dignity. We will invest in the development
of our human resources and reward superior performance.

MybestwishesforscalinggreaterheightsinyourcareerwithPACIFlCguidingyoualongtheway! Regards,

* J**i

G Murlidhar - Managing Director
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Offerru m-Apoointme nt Lette r

06 April 2020

Cha udha ri

llMS Survey#54 (1A/1), Nere Dattawadi9, , Near Hinjewadi lnfotech Park, Pune , Maharashtra -411033

Dear Chaudhari,

Welcome to Kotak Mahindra Group.

We hereby offer you an appointment as Management Trainee in the L3 grade with Kotak Mahindra Life lnsurance
Company Limited ("Company") with effect from 11 May 2020, subject to your completing joining formalities, as
prescribedbytheCompany,onorbeforethesaiddate. lfyoujoinpriortothesaiddate,yourappointmentshalltake
effect from the date ofyourj6ining.

With your selection, the Company has taken a step forward to fulfill a part of the Group Vision, i.e., being the
preferred employer for the best talent. And now it is upon both of us to strive towards creating Value for our
customers and stakeholders by offering individualized real-time, pragmatic solutions to service every financial
requirement of our customers. We, together, shall live up to the entrepreneurial and innovative spirit of the Group
and work with complete transparency & compliance to become a Global lndian financial services brand. lt is
expected that you will uphold all that we stand for and strive towards fulfillment of the Company's goals.

Your appointment shall be subject to the Terms and Conditions enclosed with this letter as Annexure-A. The same
shallform part of this letter of appointment. Your joiningshall be deemed to be an acceptance of these Terms and
Conditions by you.

This offershall stand withdrawn if you do not join on or before the date specified in this letter.

We lookforward to your havinga longand happycareerwith us.

Here's wishing you llCareersForlife at KLI

Yours Sincerely,

For Kotak Mahindra Life lnsurance Company Limited

JM Prasad
Group Head - Human Resources (lnsurance)

Kotak Mahindra Ule lnsuranse Company Limited
CIN: U56030MH200OPLC 1 2850:
Registercd Offie: Corpore&Offce:
2nd Floor, Trlr Floor, Kotak lnf inrrl. Bidt. tJo. 2
?{ot # C- 12, tnfrnity Pari, Otl W. E. Highway.

G- *lock, BKC, Ba.dra (E). General Al( Vaidya Marg, i-"{aiad (E)

Mrrmbai - 400 051, Mumbai - 400 097. Indla
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Annexure-A

Terms and Conditions of Appointment

L.Youareofferedanappointmentas ManatementTraineeinthe L3gradewitheffectfrom 11 May2020, subjectto
yourjoining. lf you joinpriortothesaiddate,yourappointmentshall takeeffectfromthedateofyourcompleting
joiningformalities prescribed bythe Company. Your joiningshallbe deemedto be an acceptance of theseTerms and
Conditions.

2. Upon your joining, you will be initially inducted into our DM Sales. The details of your remuneration are
enumerated in Annexure B.

3. YouwillinitiallybepostedatourofficeatKL! -Mumbai 3-Andheri Mumbai,Maharashtra, lndia,(Westlbutyouwill
be liable to be posted at any other office / branch /department /division of the Company, or any of the Company's
pa rent, affiliate, s ubs id ia ry etc., within lndia or a broa d.

4. You will perform such duties as are assigned to you by the Company from time to time relating to the position to
which you are now appointed and to which you may be transferred / deputed / seconded / promoted in future. You

shall comply with all official orders of your superiors and attend to your duties punctually at such place/places, as

may be required at the releva nt time.

5. You shall use your best endeavours to promote the interests ofthe Companyand your conduct at all times shall be

such as not to damage the interests of the Company. You shall not engage yourself directly or indirectly or in advisory
ca pacity, in any trade, business, vocation or occupation.

6. ln consideration of your effective services, you will be eligible for remuneration as per details provided in the
'Compensation Package Sheet'attached to this letter as Annerure B. All payments will be as per the Company's
procedures /schedules in force from time to time and will be subject to deduction of appropriate taxes at source and

any statutory liabilities arising on your account, such as contribution to Provident Fund. All Current and future
liabilities relating to your remuneration (whether statutory or otherwise) shall be adjusted against the overall
amount of "Gross Compensation". Details of the compensation package are strictly confidential between you and
the Company. The details are not liable fordisclosure byyou to anythird party, withoutthe Company's formal prior
written consent.

7. You will faithfully observe and be governed by the Company's rules and regulations on matters such as working
hours, festival, public holidays, weekly offs and any other facilities, amenities, mode of recording your attendance,
safety and security requirements, medical fitness, personal identification, etc. and operate with due regard to the
highest professional standards / ethics in all your transactions. You may be required to work on staggered timings /
shifts, the timings for which may be altered from time-to-time. The Company may refix/ modifo your designation,
grade and distribution of your remuneration into different components as per designation / grade / compensation
structures impleme nted by the Compa ny from time-to-time at the ir sole discretion.

8. lf you absent yourself from the services of the Company without prior written permission or overstay sanctioned

Kotak Mahindra Life lnsrrance Company Lamited
CIN: 1r56030t'4lrl00DPL{ 1 :S1l}
Regi*ered Offic::
2nd Floor.
Plot # c- 12.

G- Block, BKC, Band.a lli.
Mumbar ' 400 051.

CorporaEOffie:
7th Floor, Kotak lntinrrr. 3ldg. tlo. 2i
lniinity Park, Ofl W E. N.ghway.

General AK Va'dya l\,larq, Malad {E},

Mumbar - 400 097, lndra.

T +91 22 6605 7771
F +91 22 6725 6166
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leave for eight consecutive days, you will be deemed to have abandoned your service voluntarily. ln such a case, the
Compa ny ma y re move you from service without giving a ny prior notice.

9. You will be required to submit various documents in respect of your qualifications, work experience, etc. and to
fu lfil d iffe rent join ing forma lities at the time of reporting for d uty. The Com pa ny ma y, at its discretion, not include you
intothe payrolltill alljoiningformalities have been completed. You are requested to inform the Company regarding
any changes to your permanent and contact addresses (including phone numbers and such other appropriate
details)andanychangestothedataprovidedbyyouatthetimeofyourselectionbytheCompany.

10. Your acceptance and retention in the Company's rolls will be on the assumption of your medical fitness. lf you are
at anytime prevented by accident, ill health, or any other urgent necessityfrom attendingoffice orfrom performing
your duties, you shall brlng this to the notice of the Management as soon as you possibly can and furnish the
Management with allthe information relatingthereto as it may reasonably require. You will be required to produce
appropriate records of your medical contingency and also a certificate of medical fitness before you resume work. ln
addition, if called upon, you shall submit yourself to a medical examination from time to time by a qualified
registered medical practitioner appointed or agreed to by the Management. Absence from work or disability in
performingyourduties beyondthe perlod of leave towhich you are entitled underthe rules shall, atthe discretion of
the Management, be without any compensation.

11. Since the nature of your work requires you to handle confidential information, you shall not at anytime during
your employment or after its termination, without the consent of the Company in writing, divulge, directly or
indirectly, any knowledge, information or documents whether relating to Company's processes, operations,
procedures, transactions or not, acquired by you in the course ofyour employment concerning the business or affa irs
of the Company or its associates or clients and which are in the nature of a trade secret orsecret in other respects
the disclosure of which will cause harm to the Company, its associates or clients. Breach of this condition on your
part shall render your services liable for immediate termination and you shall be liable for any other / additional
legal action as the Compa ny may deem fit.

12. ln line with the lnsiderTrading Regulations made underThe Securities and Exchange Board of lndia Act, 1992, as
modified from time to time, you s ha ll not dea I in s ecurities of a fi rm listed in the stock excha nges, whe n in possession
of anyunpublished price sensitive information orcommunicate such information to any person except as required in
the normal course of work, or under any law; or counsel any person to deal in securities on the basis of such
information.

13. You are not authorized to and must not at anytime:

a. Trade on your own account by pledgingthe credit ofthe Company;

b. Even on the Company's account, enter into any transaction of a speculative or gambling nature or otherwise
subjectthe Companyto risks, which are beyond its financialcapacityto bear;

c. Enter into any commitment, dealing or obligation on behalf of the Company, except to the extent you are for the
timebeingempoweredbyaresolutionoftheBoardof DirectorsoftheCompany,orotherwisespecificallyauthorized
by a competent senior offlcer of the Compa ny;

d. Accept directly or indirectly any commission, share in profit, presents, gifts or gratuities from any third party
dea ling with the Company in a ny mode or form whatsoever;

Kotak Mahindra Lifu inslrance Company Gmited
CIN: U650f0MH2000PLC 1 ?8t01
R€gister€d Olfice: Corporae0ffice:
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e. Represent yourself as an authorized representative ofthe Company, except to the extent of being specifically and
formally authorized to do so;

f.Communicatewithorspeak/writeorinanyothermannerinteractwithmedia(print/electronicorotherwise)or
with any other external agencies on behalf of the Company, on matters concerning the Company, their associates,
etc.savetotheextentof performanceof anyofyourstatutoryobligationsforwhichyouarespecificallyauthorizedby
the Company.

14. You will not, without prior consent of the Company in writing, which will not be unreasonably withheld, publish
any book or brochure or article concerning any matter, which relates to any area of activity of the Company.
Company's decision regardingthe consent shall be finaland bindingon you. You will not accept directlyor indirectly
any commission, share in profit, presents or gratuities from any party dealing with, or seeking to deal with the
Companyoritsaffiliates.Youwill informtheCompanywithoutdelayofanyactofdishonesty,fraudorcheatingorany
damage to the company's property that you may come to know of whether the same is under contemplatlon or is

taking place or has alreadytaken place.

15. Yourappointment and yourcontinuation on the Company's rolls are in good faith and shallbe based on the data,
information or any other understanding provided by you during the course of your selection process, including the
verbal information provided byyou duringthe interviews / personaldiscussions. Any data that is not in consonance
with the information provided by you shall result in immediate termination of your employment with the Company
and you shall indemnify the Company in full, for any losses suffered by the Company. Company reserves the right to
make suitable formal and informal checks with your educational institutions, former employers and any other third
parties, as the Company maydeem appropriate.

15. You authorize the Company to share information / provide a reference check covering your service with the
Companytoanythirdparty/organization/agencyconductingareferencecheckonbehalfof anemployer/agency.
Thisauthorizationshall remainvalidandbesubsistingevenafterthecessationofyourservicewiththeCompany.

17. Duringthe tenure of this Appointment Agreement and for a period of one year subsequent to the termination of
this Agreement, you shall not, without the prior written consent of the Company, directly, indirectly or through any
other means orthrough a third party, solicit orofferemploymentto persons who are or have been in the previous six
months, the employees of the Compa ny.

18. Duringthe tenure ofyourservice with the Company, and fora period oftwoyears subsequentto the cessation of
your service, you shall not, without the prior written consent of the Company, directly, indirectly or through any
other means or through a third party, solicit business from or perform services for any direct or indirect customer of
the Compa ny or a ny pros pective customer whom you ha d a ny conta ct with or epos ure to a ny time during the te nure
of your service with the Compa ny.

19. This a rra nge me nt ca n be terminated by the Com pa ny, without a ny notice or payme nt of a ny kind in lie u of notice,
in the following cases:

a. Anyincorrect information furnished byyou oron suppression of any materialinformation;

b. Non-a dhe re nce or brea ch of Code of Conduct prescribed by the Com pa ny from time-to-time for its employees.

c. Any act, which in the opinion of the management is an act of dishonesty, disobedience, insubordination, incivility,

Kotak Mihindra Ufe Insurance Com3any Lmited
ClN: U65030t4H2000P1C 1 28503
Regirtecd Ofice: Ccporae(}ffitr:
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intemperance, irregularity in attenda nce or other misconduct or neglect of duty or incompetence in the discha rge of
duty on your part or the breach on your part of any of the terms, conditions or stipulations contained in this
agreement or a violation on your pa rt of a ny of the compa ny's rules;

d. Your being adjudged an insolvent or applyingto be adjudged an insolvent or making a composition or arrantement
withyourcreditorsorbeingheldguiltybyacompetentcourtofanyoffenceinvolvingmoralturpitude;

e. Unauthorized absence from work, or failure to resume your duties on expiry of the leave duly authorized by the
compa ny,

20. Your appointment is subject to a probation period of 12 Months or such period as the Company may prescribe

from time-to-time. You will be considered for confirmation at the end of the probation period subject to successful

completion of the pre-confirmation performance review. The probation period shall be deemed to have been
extended unless formally and specifi cally advised otherwise bythe Company.

21. Subject to the Company's right to terminate this employment in accordance with the provisions specified in this
letter, the employment may be terminated by either party, by providing to the other party a formal notice of

minimum period as prescribed by the Company from time-to-time through common announcements made to its
employees by way of e-mails or by posting the same on the internal website/ intranet of the Company ("Notice

Period"). The Notice Period s ha ll a lways be treated a s ma ndatory. Any attem pt by you to exit or a ba ndon your service
before expiry of Notice Period shall be treated as a breach of the terms of your employment and shall render you

liable fortermination and payment of compensation to the Company.

22. ln exceptional circumstances, the Company alone, in its discretion, shall have the right to waive the Notice

Period, or any part thereof. Any such waiver shall be subject to payment of basic salary for the period of Notice
Period so waived bythe Company. The payment shall be made bythe partyseekingsuch waiver. lt is furtherclarified
that the Company alone, at its discretion, may opt to make/accept payment in lieu of notice period, which will be

calculated on the basis of monthly Basic salary.

23. Your performance and progress will be assessed and appraised from time to time as per the performance

appraisal/evaluation process oranyotherappropriate mechanism, as perschedules implemented bythe Company

from time to time. Please note that any payment from the Company, in the form of compensation, incentive or any

other payment, will be made applicable only if you are on the rolls of the Company, on a not-resigned status, at the

time of disbursalof such amounts.

24. After joiningthe company if you are selected for an assignment abroad for short or longterm duration, you will be

required to submit your original certificates with company for a mutually acceptable duration. Generally, the

duration will be the duration for which you are being sponsored abroad. The papers for sponsorship abroad will be

processed only after meeti ng this condition.

25. You shou ld decla re your interest, fi na ncia I or otherwise in a ny compa ny or fi rm or a ny othe r individ ua ls who have

dealing with us in any capacity. ln the event of yourself acquiring or becoming interested in the future in such a

compa ny or pa rtne rs hip or firm or individua l, you s hould im mediately disclose the nature a nd exte nt of your inte rest.

Breach of this clause may lead to your immediate termination without any compensation in lieu thereof.

26. your address as indicated in your application for appointment shall be deemed to be correct for sending any

communication to you and every communication addressed to you at the given address shall be deemed to have
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been served upon you

27. At present, the age ofsuperannuation i.e. the age ofretirement in our Company is 60 years. Your date ofbirth has
been recorded as 05-04-1996in the records ofthe Company. The age ofsuperannuation/retirement may be varied by
the Compa ny from ti me-to-ti me.

28. At the time of your separation from the Company's employment in any manner whatsoever (including
retirement), you will comply with all procedures and requirements connected with the separation including the
formalities concerning handing over of all papers, documents, data, CDs and any other valuables, property and
assets, etc. which belongto the Company. Final settlement of your dues and issuance of a certificate of employment
s ha ll be processed by the Compa ny afte r you have completed a ll the sepa ration req uire me nts in full.

29. This letter constitutes the entire understanding between you and the Company relating to your employment by
the Company and supersedes and cancels all prior written and verbal agreements and understandings with respect
to the subject matter of this appointment. This offer-cum-appointment letter may be amended by a subsequent
written communication issued by the Company. Any disputes relating to your terms of employment with the
Company shall be settled through arbitration under the guidance of an arbitrator appointed by the Managing
Director of the Company or the Head of HR Department of the Company. The Arbitration shall be governed by laws of
lndia and shallbe held at Mumbai.

30. You shall maintain the confidentiality of your passwords and not allow others to perform any activity using your
user lD. You shall not share your password(s)with anybody. You shall be accountable for all actions carried out using
youruser-id/password. You shallalways followCompany's policies and procedures sincerelyandfortifiTthe security
ofthe Company.

31. While dealing with the potential customer, or customer, over phone, you shall ensure that you comply with all
the procedures as laid down under the TRAI Act/Regulations/Rules/Notifications/Circulars and shall not violate the
National Do not Call Registry (NDNC Registry) and the Company's Do not Call Registry established for curbing
Unsolicited Commercial Communication (UCC). You shall make calls to the potential customer/s or customer/s only
from our branch numbers registered with NDNC Registry. However, in the event of any breach or violation thereof,
you shall be liable forthe consequences thereof, and that you shall also fully indemnifiTthe Company in the event of
a ny lia bility fa lling on the Compa ny on a ccou nt of you r brea ch.

Kotak Mahindra Life lnsura.ce Compaly Umated
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Annexure'B'

Compensation Package

Notes:

1. Your designation and the distribution of the overall CTC amount into different components will be governed by the
designation / compensation structures in force at the relevant time. Accordingly, all individual payments including
the Basic Salary are liable for modification from time to time. Shortfall, if any, in respect of all statutory payments

will be liable for adjustment against the Gross Compensation and Company wlll not have any additional liability on

this count. Depending on the compensation structure and your location of posting at the relevant time, you may not
be eligible forthis payment altogether. As per rules currently in force, you will also contribute an amount equalto
the Company's contribution into Provident Fund.

2. All payme nts listed a bove a s reimburseme nts (if a ny) need s upporting documentation. lf the reimbu rse me nt forms
are received before 15th of the month, it will be included in the same month's payroll, otherwise in the subsequent
payrollmonth.

3. Anykind of taxincidence on anyof the items listed above, includingFringe Benefits Ta& will have to be borne bythe
employee. The lncome Stabilizer Allowance (wherever applicable) has therefore been introduced to even out the
recoveryfor this deduction, so that a major taxdeduction does not happen in January / February thereby upsettlng

.\7
t-
t-

tu,*a
iJ i '; ': lr;11-

D;. \/lll.,i:'..1.'';I1i:.;-16 Fi:i'ii
(:olii',i-,i: ,-', '; t','':li. ' lilgvvr.vr: ' v '

K Ot;*1A i ., i'.,:, fiA m eS h *

Kotak Mahindra Life lnsurance Company Limated
Cl\:,J660l0Mu2000PtC' 2850:
Bagristered Offite:
2rd Floor,

Plol r (- 12.

G- Biock. 8KC, Ba*dra (t)
Mumbai - 400 051.

CcporatOffioe:
7th Floor. Kotak lnliniti, Bld!- f.lo.21
hfinity Pa.l, Ot{ W E. Hiqhvlay,

Generai AK Vadya Marg, L'faiad (E),

Mumbai - 4*0 097. lndia.

l,:, itifli,lr;i.,:f

SALARY COMPUTATION

Gomponents Per Annum Per Month

Basic 1,05,000 8,750

HRA 52,500 4,375

Field Allow ance 98,000 8,167

Leave Travel Cnncession 50,000 4,167

Bonus 16,800 1,400

SpecialFby 8,972 748

Monthly Gross 3,31,272 27,606

Conpany Contribution into ftovident Fund 13,677

Gratuity 5,051

TotalCTC 3,50,000
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your monthly income

4. A'notional'provision has been indicated above forming part of the CTC amount, providing for payment of gratuity
to you in future. The quantum of this 'notional provision'is subject to suitable adjustments as per the provisions of
the gratuity scheme when a scheme is formally introduced in the Company. Any payment to you on this count will be
a pplica ble when you fulfi I I a I I the re leva nt eligibility criteria.

5. You will be governed by the specific provisions and the administrative practices under different schemes /
payments. Schemes of loans /deposits are liable for modification. Repayment of the loans /deposits alongwith the
interest rates atthe applicable rates shallbe as per policies in force.

6. All other terms and conditions of your employment would be as per the existing policies of the Company in force
time to time.

7. Deta ils of the com pe nsa tion pa cka ge a re strictly confide ntia I between you a nd the Compa ny; a nd a re not lia ble for
d isclos u re to a ny third pa rty without the Com pa ny's forma I conse nt.

Kotak Lifu - Code ofConduct

1. PURPOSE

All the employees and business assoclates must be, and should be seen as, committed to integrity in all aspects of
theiractivities and complywith allapplicable laws, regulations and internalpolicies.The purpose of layingdown the
Code of Ethics & Business Conduct (hereinafter referred to as "the Code of Conduct" or "the Code") is to improve
overall compliance as well as to enhance further scope of good corporate governance with an ethical and
transparent process in managingthe affairs of the Company.

2. APPLICABITITY

This Code applies to all the employees of the Company. For the purpose of this Code, 'Employee' shall mean all
individuals on full-time or part-time employment with the Company, with permanent, probationary, trainee,
reta iner, tempora ry or contractua I a ppointment.

3. PROFESSIONALISM & ETHICAL BEHAVIOUR

The personal and professional behaviour of Employees shall conform to the standards expected of persons in their
positions, which includes:

a. Commitment and adherence to professional standards in their work and in their interactions with other
Employees of the Compa ny;

b. Commitmentto maintain the highest standards of integrityand honestyin theirwork;

c. Adherence to ethical and legal standards to be maintained in business;

d. Responsibilitytosupportthe Companyin its effortstocreate an open and mutuallysupportive environment;

e. Responsibility to share information and give willing assistance in furthering the goals and objectives of the
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Company; and

f. Responsibility to ensure that there is no misrepresentation of facts. Wherever a misunderstanding is thought to
have ta ken pla ce th rough unclea r communications, this s hou ld be corrected promptly.

4. CONFLICTOF INTEREST

a. Each Employee is expected to avoid situations in which his or her financialor other personal interests or dealings
are, or may be, in conflict with the interests of the Company. Accordingly, the Companyexpects its Employees to act
in the company's interest at alltimes.

b. Employees are advised not to engage in any other business, commercial or investment activity that may conflict
with their abilityto perform their duties towards the Company. Employees must also not engage in any other activity
(cultural, political, recreational, social)which could reasonably conflict with the Company's interests and interfere
with the performance of their duties.

c. Employees must not use any Company's property, information or position, or opportunities arising from his
employment for persona I ga ins or to compete with or to ta rnish the image of the Compa ny.

d. Employees should not engage in any business activitywhich could be detrimentalto, or in competition with, the
Compa ny's business activities.

e. All Employees must avoid situations in which their personal interest could conflict with the interest of the
Compa ny.

f. The Em ployee m ust not e mpa nel/engage a ny ve ndor who is a re lative of the Employee

g. lf, under any circumstance, Employees'personal interests conflict with those of the Company's', in all such cases,
the Em ployee must seek a dvice from his or he r re porting/ reviewing ma nager or from senior ma nage ment.

h. For avoidance of doubt, mere financial portfolio investments shall not be considered as activities that conflict
with the business of the Company.

5. CONFIDENTIALITY OF INFORMATION

a. As a result of employment with the Company, Employees may be entrusted with confidential information with
rega rd to the Com pa ny a nd/or its a ffiliates, custome rs or ve ndors/suppliers.

b. The Employees shall always keep the confidential information pertainingto the Company absolutely confidential
a nd sha ll not disclose the sa me to a ny th ird pa rty, unless required to be disclosed u nder law.

c. The Employee shall not use the confidential information of the Company including its business structure,
trademarks, logos etc. forcreation of anyapplication (app), software, oranyothertool etc. withoutthe priorwritten
consent ofthe Compa ny.

d. When in doubt, the Employee should ask the Secretarial and/or Legal/Compliance Department whether
information is to be treated as confidential.
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6. INTEGRITY OF FINANCIAL INFORMATION

a. As an employee, you may be required to participate in accounting processes that directly impact the integrity of
external financial statements and internal management reports. ln such a case, the Employee shall have a

responsibility to ensure that all transactions are recorded in Company's accounts accurately and promptly and any

known ina ccura cies a re im mediate ly re ported to the ma na gement.

b. ln case the Employee is entrusted with handling of cash / securities, any shortfall will be recoverable from the
Employee personally. This does not preclude the Companyfrom recoveringthe same from anydues tothe Employee,

or ta king suita ble lega I action aga inst the Employee.

c. Misrepresentations by Employees that may conceal or obscure the true nature of a business transaction shall be

treated as contraventions ofthis Code.

7. PROTECTTON AND USE OF COMPANY PROPERTY

a. All Employees of the Company are responsible for protecting and taking reasonable steps to prevent the theft or
misuse of, or damage to, Company's assets, includingall kinds of physicalassets, movable, immovable and tangible
property, corporate Information and intellectual property such as inventions, copyrights, patents, trademarks and
technologyand intellectual property used in carryingout their responsibilities.

b. All Employees must use all official equipment, tools, materials, supplies, and Employee time onlyfor Company's
legitimate business i nterests.

c. Company's property must not be lent or disposed of except in accordance wlth Company's policies. All Employees

must use and maintain Company's propertyand resources efficientlyand with due care and diligence.

8. HOURS OF WORK AND PUNCTUALITY

a. All Employees are expected to report for work on time and be regular in their attendance. They should perform
their job responsibilities during working hours. Tardiness, absenteeism and loafing during work hours must be

avoided by the Employees.

b.Dishonestyinconnectionwithmarkingof attendanceorattemptingtomarkattendanceforotheremployeeswill
be treated as a misconduct makingthe concerned Employees liable forappropriate actions.

9. ACCEPTANCE OF GIFTS AND OTHER BENEFITS

Employees should not accept gifts or other benefits other than of nominal value from any individual or concern
having official dealings with the Company or from any junior officer so as to avoid any possibility of such gifts or
benefits even appearingto compromise business or official relationships. ln case of anyambiguity, Employee must
check with their ma nage rs/Depa rtme nta I Heads to be sure that the gifts a re indeed of nom ina I va lue.

10. WHOLE TIME AND ATTENTION

All Employees shall devote theirtime and their best efforts to promote the Company's business and may not, without
the prior written consent of the Company (and subject to any terms and conditions as may be imposed by the
Company), engage or be interested in (whether directlyor indirectly) in any other business, employment orvocation
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11. HARASSMENT

a. The Company is committed to provide a work environment that is free from inappropriate behaviour of all kinds

and harassment on account of age, physicaldisability, maritalstatus, race, religion, caste, sex, sexualorientation or
gender identity.

b. Employees undertake not to cause any such harassment duringtheir employment and also commit themselves to
support the Company in its endeavourto protect others from any form ofsuch harassments.

c. ln the course of business conduct of any Employee, wherever harassment occurs to anysuch Employee as a result
of an act or omission by any third party or outsider, the Company shall take all steps necessary and reasonable to
assist such affected Employee in terms of support and preventive action. This is separately detailed in the "Policy

Against Sexual Harassment of Women at Workplace".

12. ATCOHOL & SUBSTANCE ABUSE

a. The use or possession ofalcohol, illegal drugs, and other controlled substances in the workplace and belng under

the influence ofthese substances on the job and/or during working hours is strictly prohibited. However, possession

of prescription medication for medical treatment is permitted.

b. There may be company-sponsored events where management approves servingof alcoholic beverages. ln these
cases, all appropriate liquor laws must be followed, including laws regardingthe prohibition of servingof alcohol to
those underthe legallypermissible age.

c. Under all such cases, excessive drinking, intoxication and misbehavior is prohibited and will be dealt with
severely.

13. FRAUD

a. Fraud - or the act or intent to cheat, trick, steal, deceive, or lie - is both dishonest and, in most cases, criminal.
Acts of fraud are subject to strict disciplinary action, including dismissal and possible civil and/or criminal action
a gai nst the concerned Employee.

b. Few examples of Fraud include:

- Fraudulent sourcing of lnsura nce business;

-Submitti ng fa lse expense reports;

- Forgi ng or a lte ri ng cheq ues;

- Misa ppropriatl ng assets or misusi ng Compa ny's property;

- Una uthorized ha ndli ng or reporti ng of tra nsactions;

- lnflating sales numbers;
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- Making any entry on Company records or financial statements that is not accurate and in accordance with proper
accounting standards;

- concea I me nt of fa cts of a ny fra uds/ u neth ica I a ct;

14. COMPLIANCE WITH LAWS AND AGREEMENTS

a. All Employees shallconduct business in compliance with allapplicable laws and regulations

b. All Employees shall adhere to all applicable anti-corruption and anti-bribery laws

c. All the Employees shall honour and aid in honouring the contractual obligations of the Company, as may be

contained in valid and bindingagreements executed bythe Companywith third parties.

15. HEALTH, SAFETY AND ENVIRONMENT

a. All Employees shall complywith the Company's health and safety norms as communicated to them from time to
time.

b. Employees shall bringto the management's attention any workplace safety or health hazard

15. PRESS rNqUrRrES/PUBLISHTNG OF TNFORMATTON

a. Only nominated Employees are authorized to respond to press/media queries on behalf of the Company. All

Employees should refer all calls relatingto such press/media queries to the Corporate Communication Department
ofthe Company.

b. The Employees shall not, without the prior written consent of the Company, publish in any media including print
media, Social media, blogs etc., any content/comment(s) write-ups /views etc. concerning the activities of the
Compa ny.

c. ln case any of the views so publlshed by the Employee are found to be anti-social or detrimental to the brand
image of the Company, the cbncerned Employee shall be held accountable for the same.

17. CONSENT UNDER NATIONAL DO NOT CAtt REGISTRY GUIDETINES

The Employee gives consent to the Company to Call or send SMS to him/her In the course of routine engagements /
assignments /queries/policy investigations/promotional communication etc, even if his/her number is registered in
the NDNC Registry or a ny other simila r da ta ba se.

18. ADHERENCE TO TRAI REGULATIONS

a. While dealing with a prospective or existing customer over phone, the Employee shall ensure that he/she
complies with all the procedures as laid down under the TRAI Act/Regulations/Rules/Notifications/Circulars and
shall not violate the National Do Not Call Registry (NDNC) or National Customer Preference Registry (NCPR) or any
other simila r registry.

b. He/She shall make calls to the potential customer/s or customer/s only from Company's numbers registered with
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TRAI. However, in the event of any breach or violation thereol the concerned Employee shall be liable for the
consequences thereof, and that he/she shall also fully indemnifythe Company in the event of any liabilityfallingon
the Companyon account ofsuch breach.

19. lNFORMATION SECURITY -ACCEPTABLE USAGE POTICY

All Employees shall read, understand, and agree to abide bythe provisions of the Acceptable Use Policyof KLl. The

keyfeatures of the said Policyare outlined below:

Every Employee -

-shall maintain the confidentielity of passwords and not allow others to perform any activity using his/her user lD

and shall not write down passwords.

- sha ll a lwa ys lock the syste m us ing CTRL+ALT+DEL+ENTER or Windows + L, before leaving it u na ttended.

-shall always report the loss of his/her lT hardware / Desktop /Laptop immediately to the reporting head and lT
Service Desk and shall lodge an FIR at the police station.

- sha ll a gree to a bide by the lnformation security policy cha nges a s advised from time to time.

-shall not install or distribute any unlicensed software.

-shall not send orforward unsolicited emails to a large number of users which can be considered as mail spamming.

-shall not send emails containing any document, software or other information protected by copyright, privacy or
disclos u re regulation.

-shall not, either during or after his employment with KLl, divulge or utilize any confidential information belongingto
KLl. This includes confidential information on processes and KLI's businesses and Customer lnformation, which may
come to his/her knowledge duringemployment.

- shall promptly report all violations of the information security policies and security incidents of KLI to
kl i.i nfosec@ kota k.com.

20. MISCONDUCTAND NON-OBSERVANCE OF THE CODE

a. Misbehavior, fights with colleagues, in office or Premises in close proximityto the office premises, and at official
events outside the office premises that may be construed to affect the brand image of the Company shall be strictly
dealt with and may lead to termination of employment.

b. Non-observance of this Code shall be construed as misconduct that could warrant disciplinary action which may
lead to dismissalfrom service. The decision in this regard will lie with the management of the Company and such a
decision shall be binding on the Employees.

c. Personal assets which will have significance in any investigation against the Employee or against anybody else
connected with the Em ployee's a ffa irs may be requ isitioned by the Compa ny a nd the Employee u nde rta kes to s ubmit
the sa me to the Compa ny for the pu rpose of s uch investigation.
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21. EXCEPTIONS

Any exceptions to the norms laid down in this Code may be approved at the discretion of the Managing Director or
a ny a ppropriate a uthority to whom s uch power is de Iegated by the Ma na ging Director.

22. ACCOUNTABILITY

a. The Employees shall, at all times, abide by the standards, requirements and procedures laid down under this
Code.

b. The Employees must -

-commit to their individual conduct in accordance with this Policy.

-observe both, the spirit and the letter of the law, in their dealings on Company's behalf.

- recognize Company's responsibility to its shareholders, customers, employees, those with whom Company does
business, and to society. Assess priorities in the context of discharging these responsibilities appropriately on
Company's behalf.

-conduct themselves as responsible members of society, giving due regard to health, safety, and environmental
concerns, and human rights, in the operation of Company's business.

-reportanysuspected breach of the laworthis Policytothe HRDepartment/Managersvia email.The identityof the
employees reportingsuch instances in good faith shall be kept confidential.

23. AMENDMENTS

a. The Company reserves the rights to change/ amend / modify this Policy in whole or in part, at any time without
a ssigning a ny reason whatsoever.

b. The Employees acknowledge that they will not be personally advised of any such change/ amendment / addition
/deletion/modification and the same maybe posted on such page of the lntranet of the Companywhich is accessible
to all Employees.

c. The Employees are advised to check for any such change/amendment / addition /deletion/ modification regularly.
The Employees hereby unconditionally agree to all such changes / amendments / additions / deletions /
modifications.
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