Our Ref
: 
Date:  *Today Date*
*Emp Name*
*Emp Addr*
Emp. No. : *Emp No*
Dear *Emp Name*,
RE : APPOINTMENT AS *Position*
We refer to your recent interview and are pleased to offer you the post abovementioned, with effect from *Date Of Confirm*, subject to the following terms and conditions :-

TERMS & CONDITIONS

1.   SALARY

       The appointment carries a commencing salary of *Salary*.

   Salary will be paid on the first week of the following month.
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     Your probationary period shall be *Probation* or earlier depending

     on your work  performance, of which the firm reserves the right  to  extend  your  

     probationary period or terminate your service. Confirmation of service shall be in 

     writing.

3.  WORKING HOURS (subject to change)

   *Refer attached list.
*Company*
4.   DUTIES

     You must carry out your duties willingly and diligently at all times as assigned to 

     you by your superior. You will not divulge any of the firm’s details or 

     particulars to whomsoever without prior permission from the management. 

5.   ANNUAL LEAVE

     Entitlement will be in accordance with the Malaysian Employment Act 1955(Act

     265). Annual  Leave  is  to  be  consumed  within  one  year  commencing  from  

     the date of entitlement and cannot be carried forward to the next year, However, 

     you are required to apply for your annual leave three (3) days in advance and the 

     approval is  at the sole discretion of the management.

    *Leave entitlement*
6.  SICK LEAVE

    Entitlement will be in accordance with the Malaysian Employment Act 1955 (Act 

    265). Medical Certificate issued by Panel Doctor or any Government  Clinics  

    ONLY are accepted as paid leave.

    < 2 years = 14 days

    > 2 years but < 5 years = 18 days

    > 5 years = 22 days

7.  RESIGNATION

    The notice of resignation to be given to the firm is as follows:-

    a) During the Probation Period                -              One Week Notice

    b) After confirmation                               -             One Month Notice

8.  TERMINATION OF CONTRACT

    The firm reserves the right to terminate your service with 24 hours notice

    without conducting any inquiry on the following reasons :-

1. If you are found working for another company while under the employment of our firm.

2. Regularly disobeying firm’s policies such as reporting late for work.

3. Divulge information of confidential nature about the firm to outside person.

4. Should you be found guilty of conduct which in the opinion of the firm may be prejudicial to the interest and reputation of the firm or be guilty of any dishonesty of other dishonorable conduct.

*Company*
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          9.   PUBLIC HOLIDAY
     Company’s approved Public Holiday is *holiday days* days per annum.
     *Refer attached list

10. TRANSFER

      The Company reserves the right to transfer / assign you to any other departments,

      subsidiary companies as and when the need arises.

11. RETIREMENT

      Your employment with the company shall cease upon you reaching the age of 60 years. Continuation of employment will be at the discretion of the management. 

12. RULES & REGULATIONS

      You are required to read through and understand the company rules & regulations 

      as stipulated in our company hand book.
If the above terms and conditions are acceptable to you, please confirm your agreement by signing and return the duplicate copy of this letter of offer.

Thank you.

Yours faithfully,

*Company*
……………………………………..

I agree and accept the above terms and conditions.

Signature
:
…………………………..

Name

:
*Emp Name*  

NRIC

:
*IC No*
Date

:


*Company*
