
[INSERT COMPANY DETAILS]



Date: [INSERT DATE] 

[INSERT EMPLOYEE’S NAME]
[INSERT NRIC NO]
[INSERT ADDRESS] 

Dear Madam,

RE: LETTER OF APPOINTMENT
BY [INSERT COMPANY]

We are pleased to appoint you for the position stated below with probationary period of three (3)
months with effect from [INSERT DATE] on the following terms and conditions:-

1.	Position
		
[INSERT POSITION]

2.	Commencement Salary

 Your salary will be RM [INSERT AMOUNT] only for one month’s service.

3.	Working Hours

· [INSERT DETAILS] Days per Week, Off Day at [INSERT DETAILS]                   
· You are entitled to one [INSERT DETAILS] hour lunch break which shall be from [INSERT DETAILS]
· The Company will decide on the staffs’ working schedule for weekends and public holiday.   
· The Company reserves the right to change the schedule via written notification via email. 

4.	Job description
[INSERT DETAILS]

5.	Benefits/Statutory Contributions

Annual Leave 
There shall be no annual leave entitlement during probation period.

· You will be entitled to [INSERT DETAILS] days annual leave per year for the service of less than two (2) years;
· You will be entitled to [INSERT DETAILS] days annual leave per year for service of [INSERT DETAILS] or more but less than [INSERT DETAILS]; or
· You will be entitled [INSERT DETAILS] days annual leave per year upon completion of [INSERT DETAILS] of service.

The previous year leave entitlements are allowed to be carried forwards to [INSERT DETAILS] of the following year. 
PROVIDED always that is applied [INSERT DETAILS] days in advance and approved by the Company.
EPF/SOCSO Contributions

The Company shall make the necessary EPF and SOCSO contribution in accordance with the EPF and SOC Ordinances and any amendments thereto.

Medical Leave
Employee shall be entitled to the following paid medical leave:-
· [INSERT DETAILS] days in each calendar year if employed for less than [INSERT DETAILS] years;
· [INSERT DETAILS] days in each calendar year if employed for [INSERT DETAILS] years or more but less than [INSERT DETAILS] years;
· [INSERT DETAILS] days in each calendar year if enjoyed for [INSERT DETAILS] years or more; or
· [INSERT DETAILS] days in aggregate if hospitalization is necessary as certified by a registered medical practitioner or medical officer but any paid sick leave taken must be deducted from this [INSERT DETAILS] days.

Medical Benefits
Upon confirmation, the employee is entitled to medical claims of which each claim not exceed the maximum amount of RM50.00 per receipt issued by a registered practitioner and subject to the following:-
· Maximum claim of RM [INSERT AMOUNT] per calendar year if employed for less than [INSERT DETAILS] years;
· Maximum claim of RM [INSERT AMOUNT] per calendar year if employed for [INSERT DETAILS] years or more but less than [INSERT DETAILS] years;
· Maximum claim of RM [INSERT AMOUNT] per calendar year if employed for [INSERT DETAILS]  years or more; and

Provided always that the medical fess entitled shall not include any of the following cost of treatment:-

· Dental, ophthalmic and surgical charges;
· Any expenses in respect of pregnancy, refinement or miscarriage;
· Treatment of sexually transmitted diseases;
· Any expenses incurred in respect of self-inflicted illness, injury or disablement arising out of or in the course of attempted suicide, participation in or attending any hazardous sports, pursuits or pastimes, the performance of any unlawful act, the use of drugs not prescribed by a medical practitioners, illegal abortive measures, excessive use of alcohol, exposure to any unjustifiable hazards except when endeavoring to save human life, to provoked assault, any breach of peace or disorderly conduct and plastic surgery for beautification purpose.

You shall agree to undergo a medical examination as and when deemed required by the Company upon which your employment will be subject to passing the said examination.

6.	Exclusive Employment

· Whilst employed by the Company, you shall devote your whole time and attention to the services of the Company and shall not be engaged in any other business activities or occupation or be in any way connected with other business, company or concern without any prior consent by the Company in writing.
· A breach of this term  shall  constitute a  fundamental  breach  of  our  service agreement and the Company shall be entitled, although the Company is not bound, to terminate this agreement forthwith without any prior notice to you.
· In addition, you shall ensure all matters pertaining to the company are confidential and undertake not to divulge any information to any 3rd party.


7.	Public Holiday 
	The Company observe the relevant public holidays and you are entitled to any of these thirteen (13) days public holidays during your probation with fees (subject to your probation period) as follows:-

	(a)	New Year Day			1 day
	(b)	Chinese New Year 		2 days
	(c)	Labour Day 			1 day
	(d)	Agong’s Birthday 		1 day
	(e)	Hari Raya Puasa 		2 days
	(f)	Hari Raya Haji 			1 day
	(g)	National Day 			1 day
	(h)	Governor’s/Sultan’s Birthday 	1 day
	(i)	Deepavali 			1 day
	(j)	Christmas Day 			1 day
	(k)	Malaysia Day 			1 day
              (l)           Prophet Muhammad’s Birthday  1 day
              (m)        Thaipusam                                       1 day
              (n)          Wesak Day                                      1 day
              (o)          Nuzul Al Quran                               1 day
              (p)          Awal Muharram                             1 day

IN THE EVENT that you report to work on the abovementioned Public Holidays, you shall be entitled to one (1) replacement day off provided always that you submit the claim form before the end of the month on the said date of month you reported to work, and it is expressly agreed that all replacement day off shall be taken within the said month and is not allowed to be carried forward to subsequent months except with express written approval by the Company. Such claim form submitted after the end of the month shall no longer be valid and/or applicable and shall be considered waived.

8.	Privilege Information/Company Confidential 

· You shall not divulge any privileged information acquired relating to the Company either directly or indirectly to any third party at all material time during the probation or after termination/expiration of your probation except expressly approved by the Company and the Company reserves the right to sue for any loss and/or damages arising from the breach of privilege information therefrom.

· Any documents, be it in the form of softcopy or hardcopy belonging to the Company shall be considered as assets of the Company and it will be considered data theft in the event there are documents missing.

9.	Notice of Termination 

During Probation period either party is required to give [INSERT DETAILS] days’ notice or  [INSERT DETAILS] days’ salary in lieu of such notice is required. 

Upon confirmation, either party is required to give two (2) months’ notice or salary in lieu of such notice. 
The Company’s management may on the ground of misconduct which is inconsistent with the fulfilment of the express or implied conditions of his/her service or in the event of any willful breach by the employee of the contract of service, after due enquiry:-

· PROVIDED ALWAYS that the Company reserves  the  right  to  immediately terminate you by serving you a twenty four (24) hour’s notice for any breach of any of the terms stated in this letter. Any reasons stated, if not responded within 24 hours, shall be treated as valid and conclusive.
· You  shall  return  whatsoever  property  and/or  information  belonging  to  the Company and destroy or delete the said information in your personal computer (if any) before vacating the Company’s premises.
· Notice shall be served to the either party personally or by AR Registered Post to the other party.
· dismiss without due notice to the employee and without having to pay salary in lieu of notice; or
· downgrade the employee; or 
· suspend the employee without payment of salary for a period until the completion of the enquiry; or
· impose any other lesser punishment as the Company’s management deems just and fit

An employee shall be deemed to have broken the contract of service with the Company if the employee has been continuously absent from work for more than two (2) consecutive working days without prior leave from the company’s management unless a reasonable excuse was given for such absence and has been informed or attempted to inform the Company’s management of such excuse prior to or at the earliest opportunity during such absence.

Upon service of notice herein, you shall hand over all files, works and documents to the appointed personnel and you shall brief the status of the work to the appointed personnel upon being requested by your superior or director of the Company as and when required.


10.	Conduct/Behaviour
It will be deemed a breach of your probation/service should you at any time during the probation:-

(a)	 failed to faithfully and diligently perform such duties and responsibilities as may from time to time be assigned to you by the Company and at all material times endeavor to the up most of your ability to promote or advance the interest of the Company;
(b)	 failed to obey or complied with all the orders and direction given to you by the Company and faithfully observed all the rules, regulations, procedures, practices and arrangement of the Company for the time being in force;
(c)	 carried out a private trade or business of your own by sharing with the other person(s) in competition with the Company, the nature of business of the Company in which you are employed;
(d)	 Any misbehave or misconduct in manner deem inappropriate by the Company; 
(e)	 commits any act and/or omission prohibited or deemed illegal by the laws of Malaysia; and/or
(f)	 cheating, stealing, misappropriating and/or aiding and abetting to cheat, steal and/or misappropriate the Company’s monies and/or assets; and/or
(g) intentionally disclose and/or conceal any vital information of or with regards to the Company which might cause harm to reputation or losses to the Company.

PROVIDED ALWAYS that you shall be held personally liable, and the Company shall be entitled to compensation, reimbursement and/or legal action to recover losses or specific relief in the event of any and/or all of the breach as above stated, in particularly, sub-clause (b), (c), (d), (e) and (f).

You shall indemnify the company for any gross negligence, dishonesty or criminal acts performed by you.

There shall be a company handbook that is attached to this Letter of Appointment.

You shall provide a daily report via email to the company’s superior on daily basis.


11.	Confidential Information 

· You will not during your employment or after leaving the Company, use any of the secret, confidential knowledge or information or any financial or trading information relating to the Company, its customers, or any of its subsidiary or associated companies that may have come to your attention whether for your own benefits or the benefits of any other person. You shall not, directly or indirectly, without the prior written consent of the Company, disclose, reveal or make available any Confidential Information unless such disclosure is required by law or legal process. This clause shall expressively survive any termination of this agreement.
· In the event of the cessation of your employment for whatsoever reason, you will return to the Company any documents relating to the Company’s affairs, which might be in your possession and acceptance of this offer constitutes an undertaking that you will not remove or reproduce any such documents for your subsequent use.
· Any breach of the above undertaking will render you liable to disciplinary, legal and other actions including claims by the Company for damages, losses and expenses.


12.	Conflict of Interest & Non-Solicitation

· During employment, you shall not introduce to any other person, company or organization business of any kind with which the Company is able to deal with and you will not have any financial interest in or derive any financial or other benefit from contracts or transactions made by the Company with any third party without first disclosing such interest or benefit to the Company and obtaining its approval thereto.
· You will not for a period of one (1) year after ceasing to be employed by the Company, whether on your own or on behalf of any other party, either directly or indirectly:-

(i) 	Entice away, or seek to entice away or seek to divert away, customers or   business of the Company;

(ii) Entice away or seek to entice away, any employees of the Company;

(iii)	Any breach of this Clause will render you liable to legal and other actions including claims by the Company for damages, losses and expenses.

13.	Use of Company’s Internet and E-mail Services

· The internet connection and e-mail system of the Company is primarily for the performance and fulfillment of job responsibilities/business use. Occasional and reasonable personal use is permitted provided that this does not interfere with work performance. However, users shall not use the internet or e-mail to view, download, save, receive or send materials relating to or including offensive content of any kind, promoting discrimination of any kind, gambling and illegal activities.
· To this and users shall have no expectation of privacy while using it. All information passing through or stored on Company equipment can be monitored.
· The Company maintains the right to monitor and review internet use and e-mail communications sent or received by users as necessary.
· Infringement of this clause will be investigated and may render you liable to disciplinary or legal actions by the Company.
· You must not change the email address and password provided by the company to you and  you shall return the email account to the company upon termination of your employment.

14.	Encumbrances 

This appointment will be subject to the provisions, order and administrative instruction as may be promulgated from time to time by the Company.

15.	Miscellaneous 

At the end of the probation, the Company has the absolute discretion to decide whether to confirm your position or otherwise. The decision made by the Company shall be binding and conclusive based on your performance. You shall vacate the Company at the end of your probation if the Company has decided not to confirm, extend or offer you an contract for service and it shall be treated as termination of your service at the end of your probation and you shall have no claims whatsoever towards the Company.

All communications from us to you shall be deemed communicated via email that has been created to you. For avoidance of doubt, the email address that has been created to you belongs solely to the Company.

16.	Binding

The employment contract (as enclosed herewith) shall be binding upon this letter of Confirmation.

PROVIDED always that if there is any inconsistency between the Contract Employment and this letter of Confirmation, the latter shall be observed and followed.


If you agree with the terms and conditions of service set forth as above, kindly sign the duplicate of this letter and return the same to us in acceptance of our offer.


Yours faithfully,


________________________________
[INSERT COMPANY]
	       



SOLEMN DECLARATION

I, [INSERT EMPLOYEE NAME] as per the NRIC No. [INSERT DETAILS] hereby agree to accept my appointment as  [INSERT POSITION]  in  [INSERT COMPANY]
As a probation staff of the Company, I shall not at any times disclose and shall use my best endeavors to prevent the disclosure of any trade secret, manufacturing processes, knowledge or information of a confidential nature concerning the affairs of the Company which may come to my knowledge during the course of my probation and abide entirely with the terms of the above.

Signature,



_______________________			
Name	: [INSERT DETAILS]
NRIC No: [INSERT DETAILS]
Date	: [INSERT DETAILS]
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