Date
:  
EXELITE RESOURCES SDN BHD
Unit 97-2, 2nd Floor, 

NZX Commercial Centre,

Jalan PJU 1A/41B, 

Ara Jaya, 47301 Petaling Jaya,

Selangor Darul Ehsan, Malaysia

Dear Sir,
RE: LETTER OF DEMAND FOR RECRUITMENT OF (No. Of Worker & Gender) WORKERS FROM (Nationality)
We hereby appoint your company, EXELITE RESOURCES SDN BHD to assist and recruit (No. Of workers, Gender &Nationality) workers for employment with our company and liaise with relevant authorities concerning recruitment based on policy and terms under the Malaysian Government.
Our recruitment terms and conditions are as follows:

1. Number of workers

: (No. Of workers, Gender & Nationality) Workers
2. Job category


: (Sample: Production Operator/ Factory Worker)
3. Age



: From 18 years to 35 years, physically and mentally healthy

4. Contract Period


: 3 years or 36 months

5. Salary 
Basic monthly salary

: RM 546.00 (minimum RM21.00/day/26days)

Shift Allowance


: (if Applicable at company’s option)
Attendance Allowance

: (if Applicable at company’s option)
Meal Allowance


: (if Applicable at company’s option)
Overtime


: RM 306.54
(RM 3.94 x 3 hrs x 26days)








Total minimum monthly income
: RM 852.54 (Minimum Estimated Figure only)
6. Working days


: Monday to Saturday or 6 days a week 
7. Working hours


: 8 hours per day / 48 hours per week

8. Overtime


: 1.5x of basic salary for Daily overtime







  2.0x of basic salary for Sunday overtime






  3.0x of basic salary Public holiday overtime
9. Probationary Period

: Requirement to serve three (3) months of probationary period 







  and within this period there will be no confirmation of overtime.

10. Workmen Compensation

: In accordance with the Malaysian Labour Law:-

The foreign workers are covered by the Foreign Workers   Compensation Scheme (FWCS) and Foreign Workers Hospitalization Surgical (FWHS)
11. Accommodation


:

The employer provides free accommodations to the workers with free water and electricity. Provided free by Employer.
12. Transportation


: Walking distance from work place
13. Government Fees 

:

The employer shall pay a sum of RM 1, 200.00 as payment to Government Levy. This amount shall not be deducted from the employee’s salary. PLKS, processing, Calling Visa shall also be borne by the Employer.
14. Annual Leave, Sick Leave and Public Holidays:


In accordance with Malaysian Labour laws: 

Annual leave of 8 days 

Sick Leave of 14 days

Public Holiday Leave of 10 days (according to Company rules and regulation) 

15. Air Ticket


: 

Single journey would be provided upon completion of the Employment Contract.

16. Yearly Medical


:  

Yearly medical examination will be arranged as required by the Immigration Department of Malaysia and cost incurred will be borne by the Employer.                                      

17. Restriction  


:

a. That the Employee shall not marry with any Malaysian and shall not participate in any political activities and activities of those connected with Trade Union in Malaysia.

b. That the Employee shall not change employment during the contract period and shall not carry or do business without the written permission from the Employer.

c. That if the Employee is found creating social problems and or engaged in any illegal subversive or criminal activities then will be dismissed with immediate effect and will be repatriated to employee’s country of origin on the employee’s own expenses.

d. Any employee shall not organise, participate or be involved in any kind of industrial action during his term of employment.
18. Termination of service

: 
a. That if the Employee breaches any of the restrictions in Clause 17 above or is convicted of any offence under any of the laws of Malaysia.

b. That if the Employee’s Work Permit is withdrawn by the Malaysian authorities for any reason whatsoever.

c. That if the Employee is absent from work for more than two (2) consecutive working days without a reasonable cause or leave.  

d. That if the Employee is discovered to be under-aged on first appointment entry.  

e. That if a medical doctor certifies the Employee medically unfit for employment.

We understand the policy and terms of foreign workers employment under the Malaysia Government Law. Kindly arrange to recruit the above-mentioned categories at the earliest.

Thank you

Yours faithfully,








(Name of Company)
..............................................






Name
: 



Designation
: Director

Date

: 

EMPLOYMENT CONTRACT

This Employment Contract is made and entered into on this day (Date & month) of 2011 by and between (Company Name) of No. (Address of Factory/ Working Place) (hereinafter called the EMPLOYER) represented by the contract by EXELITE RESOURCES SDN BHD. of Unit 97-2, 2nd Floor, NZX Commercial Centre, Jalan PJU 1A/41B, Ara Jaya, 47301 Petaling Jaya, Selangor Darul Ehsan, Malaysia (Malaysian Representative) which shall be joint and severally responsible for compliance herewith, Employee       





      
   of Passport No.



from 



.
Both of whom bind themselves to the following terms and conditions:-

Basic terms of contract:-

1. Employee’s job title or position 
: Production Operator/ Factory Worker

2. Basic monthly salary

: RM21.00/day x 26days=
RM 546.00 

a.  Shift Allowance


: (if Applicable at company’s option)
b. Attendance Allowance

: (if Applicable at company’s option)
c. Meal Allowance


: (if Applicable at company’s option)
d. Overtime


: 306.54
(Estimated RM 3.93 x 3 hrs x 26days)













Total minimum monthly income
: RM 852.54
Minimum Basic Monthly salary 
: Estimate RM 850.00 /month x 12 months

3. Contract Period


:

a. The duration of contract shall be for a period of three (3) years from the date of arrival of worker.

b. This Contract may be extended for another additional two (2) years by mutual agreement subject to the approval of relevant authorities and the both parties.

c. The employee shall serve a probation period of three (3) months from the date of arrival.

4. Travelling expenses

:

The travelling expenses from own source country to Kuala Lumpur International Airport shall be borne by the Employee and the expenses of the air passage from Kuala Lumpur International Airport to own source country shall be borne by the Employer upon completion of working contract.

5. Accommodation


:

The employer provides free accommodations to the workers with free water and electricity. Provided free by Employer
6. Food



: Not Provided. To be borne by the employee

7. Working days and working hours
: 8 hours per day and 6 days per week.

8. Overtime


: In according with Malaysian Labour Law:-i.e







 On normal days


:   salary x 1.5







 On Sundays / rest days

:   salary x 2.0







 On Public Holidays

:   salary x 3.0

9. Annual Leave, Sick Leave and Public Holidays:


In accordance with Malaysian Labour laws: 

Annual leave of 8 days 

Sick Leave of 14 days

Public Holiday Leave of 10 days (according to Company rules and regulation) 

10. Medical treatment

:

The employer shall bear the cost of employees' medical treatment and shall be provided free by the Employer's panel doctors of not more than RM 200.00 per year but does not include the treatment for maternity, dental, optical, and any self-inflicted injuries such as sexually transmitted diseases or any chronic diseases that was carried by the Employee from his home country.
11. Yearly Medical


:

Yearly medical examination will be arranged as required by the Immigration Department of Malaysia and cost incurred will be borne by the Employee by deduction of salary.                                      

12. Insurance


:

Foreign Workers Compensation Scheme Policy and Foreign Workers Hospitalization Surgical will be provided by Employer.

13. Deceased


:

In the event of any employee dies in the course of his employment the employer shall be responsible to arrange for the body of deceased to be repatriated to next of kin in the source country of origin and necessary repatriation expenses shall be borne by the employer. 

14. Government Fees


:

The employer shall pay a sum of RM 1, 200.00 as payment to Government Levy. This amount shall not be deducted from the employee’s salary. PLKS, processing, Calling Visa shall also be borne by the Employer 
15. Age



: From 18 years to 35 years, physically and mentally healthy 

16. Restriction


:  

a. That the Employee shall not marry with any Malaysian and shall not participate in any political activities and activities of those connected with Trade Union in Malaysia.

b. That the Employee shall not change employment during the contract period and shall not carry or do business without the written permission from the Employer.

c. That if the Employee is found creating social problems and or engaged in any illegal subversive or criminal activities then will be dismissed with immediate effect and will be repatriated to his country of origin on his own expenses.

d. Any employee shall not organise, participate or be involved in any kind of industrial action during terms of employment.
17. Termination of service

: 
a. That if the Employee breaches any of the restrictions in Clause 16 above or is convicted of any offence under any of the laws of Malaysia.

b. That if the Employee’s Work Permit is withdrawn by the Malaysian authorities for any reason whatsoever.

c. That if the Employee is absent from work for more than two (2) consecutive working days without a reasonable cause or leave.  

d. That if the Employee is discovered to be under-aged on first appointment entry.  

e. That if a medical doctor certifies the Employee medically unfit for employment.

18.
Other terms and conditions

:

a. The Employer shall pay the basic salary of due months, if any workers are repatriated before completing the contract period, for whatsoever reason.

b. Other terms and conditions favourable to the employer and employee not covered herein and which are provided by the laws of the country of employment shall apply and shall be the part of the contract.

19.
Certification




: 

The employer and the employee shall read and fully understand this agreement and certify that the terms and conditions together with the application constitute their entire agreement or understand that any other conditions set besides this contract shall be considered null and void.

In  witness where of  the  parties  have   here unto    voluntarily    signed their respective names below on  this


date of 





 2011 at (Place, Country of worker).

Signature of Employer




Signature of employee

Name
:  
Name
:

Designation
: Director
Passport No
:

NRIC No
:  
Company Stamp:

Witness by:





Witness by:

Name
:
Name
:

Designation
:
Designation
:

Date
:
Date
:








