(In Client’s letter-head)
Date : __________________

SELCO CONTINENTAL Pvt. Ltd

No. 69A-1/1, Galle Road,
Dehiwala South
SRI LANKA

DEMAND LETTER

Gentlemen,

We hereby authorize you to recruit Sri Lankan workers in the category listed below on our               behalf at the rates of wages and conditions given below:

SL NO.JOB CATEGORY


TOTAL NOS.
SALARY

           
                             


REQUIRED

IN (currency)
01

02

03

04

05

BASIC TERMS & CONDITIONS:

Contract Duration

: ____ years

Probation Period

: 90 Days

Paid Leave


:15 days per annum

Working Hours

: 8 hours per day. One-Day off per week.

                                               Working hours will not exceed 12 hours per day

Food



: Provided Free / Food Allowance ______ per month

Accommodation

: Provided Free / Housing Allowance _________ per month

Air passage


: Joining Air Ticket will be Provided / will not be Provided
                                               Return Air Ticket will be Provided after the end of contract

Medical/Local Transport
: Provided Free

Other Benefits

: As per ………………….. (Country) Labour Law

Yours faithfully,

(Signature) & (Company Seal)
(Name)

(Title)

(In Client’s letter-head)

SPECIAL POWER OF ATTORNEY

I, _________________________ (Name), _____________________ (Title), of _________

_______________________________________________________________, (Name & Address of company), do hereby appoint, as our Recruitment  Agent in Sri Lanka M/s SELCO CONTINENTAL (Pvt) Ltd.,  No. 69A-1/1, Galle Road, Dehiwala South, Sri Lanka  Foreign Employment Agent, licensed by the Sri Lanka Bureau of Foreign Employment, in terms of  the Sri Lanka Bureau of Foreign Employment Act No. 21 of 1985.

I confer on the said Agent and his authorized representatives Power of Attorney to                       undertake, on our behalf, the following:

1. All recruitment activities in Sri Lanka, By way of issuing advertisement in              the media, calling for applications from prospective candidates, processing          applications and interviewing candidates and any other activities incidental               to recruitment on our behalf.

2. Signing documents on our behalf, including contracts of employment of                selected candidates.

3. To represent on our behalf, at the Embassy / High Commission of ………….(Country) in Colombo, Sri Lanka for the purpose of obtaining visa stamped on the passports of selected recruits to travel to the country of employment, as may be instructed by us.

I do understand that the conferring of this Power of Attorney shall hold _______________ ______________ (name of company) and its authorized representatives, jointly and severally liable along with the said Recruitment Agent, for all actions authorized and undertaken by the said Recruitment Agent, on our behalf, in terms of this instrument.








__________________________









(Signature)

(Company Seal)

Name and Title
:
____________________________________________

Signed on this _______ day of _______________ 202.. at ______________, (Country)








(In Client’s letter-head)

RECRUIMENT SERVICES AGREEMENT

THIS AGREEMENT IS MADE AND ENTERED INTO BETWEEN _____________________    (name) _________________ (title) OF __________________________________(name of the company), (HEREINAFTER CALLED AS THE FOREIGN PRINCIPAL) AND SELCO CONTINENTAL (PVT) LTD. (HEREINAFTER CALLED AS THE LOCAL AGENT) TO   RECRUIT MANPOWER FROM SRI LANKA FOR EMPLOYMENT IN _____________ (country) AND SHALL HAVE THE FOLLOWING TERMS AND CONDITIONS HEREINAFTER REFERRED     TO:

1.
RECRUITMENT

(A) THE PERSON OR PERSONS RECRUITED SHALL BE FOR EMPLOYMENT OR EMPLOYMENT AS PER DEMAND LETTER AND SHALL BE DESIGNATED AS   STATED IN THE LETTER OF DEMAND

2.
DURATION OF THE CONTRACT

(A) THE DURATION OF THE CONTRACT INITIALLY SHALL BE FOR A PERIOD OF            2 YEARS AND RENEWABLE BY MUTUAL AGREEMENTS.

3.  AIR PASSAGE
(A) JOINING AIR TICKET PROVIDED/NOT PROVIDED. RETURN AIR TICKET SHOULD BE PROVIDED FOR ALL EMPLOYEES AFTER COMPLETION OF CONTRACT FREE OF CHARGE BY THE FOREIGN PRINCIPAL OR THE EMPLOYER.

4.
WORKING HOURS
(A)
WORKING HOURS SHALL BE EIGHT (8) FOR EMPLOYEES PER DAY AND 48 HOURS PER WEEK.

(B) OVER TIME SHALL BE PAID FOR OFF DUTY HOURS AND OFF DUTY DAYS.

(C) ONE DAY/TWO DAYS OFF PER WEEK FOR ALL EMPLOYEES.

5.
RESPONSIBILITIES OF THE FOREIGN PRINCIPAL

(A)   THE SALARY AND OTHER ALLOWANCES SHALL BE PAID AS STATED IN THE LETTER OF DEMAND  OR THE LETTER OF APPOINTMENT.

(B) FREE MEALS OR MEAL ALLOWANCE SHALL BE PROVIDED.

(C)  FREE ACCOMMODATION OR ACCOMMODATION ALLOWANCE SHALL BE PROVIDED.
(D)
FREE MEDICAL FACILITIES SHALL BE PROVIDED.

(E)
ALL COMPLAINTS MADE BY THE EMPLOYEE OR EMPLOYEES AND THEIR RELATIONS REGARDING THE EMPLOYEE OR EMPLOYEES AND THEIR   WORKING CONDITION SHALL BE SETTLED AS SOON AS POSSIBLE.
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6.
RESPONSIBILITIES OF THE LOCAL AGENT

(A) THE LOCAL AGENT SHALL SELECT SUITABLE CANDIDATES ACCORDING TO   THE FOREIGN PRINCIPAL’S REQUIREMENTS AND SUBMIT THE RELEVANT DOCUMENTS TO FOREIGN PRINCIPAL.

(B) THE LOCAL AGENT SHALL UNDERTAKE TO ENSURE THAT ALL         CANDIDATES WILL BE FIT FOR THE EMPLOYMENT AND SHALL BE   GURANTEED FOR A PERIOD OF 90 DAYS FROM THE DATE OF DEPARTURE.      THIS 90 DAYS PERIOD CONSIDERED AS PROBATION PERIOD.

7.
TERMS OF PAYMENT

(A) THE FOREIGN PRINCIPAL SHALL NOT PAY ANY SUM FOR SELECTED EMPLOYEES AS PROCESSING AND ADMINISTRATIVE FEES.
(B) THE LOCAL AGENT SHALL PAY A SUM OF ………….(CURRENCY) ……………(AMOUNT) TO THE FOREIGN PRINCIPAL. (IF APPLICABLE)

8.
ANNUAL LEAVE

(A) THE EMPLOYEE OR EMPLOYEES SHALL BE ENTITLED TO 15 DAYS PAID     LEAVE ON COMPLETION OF 12 MONTHS PERIOD.

9.
IN THE CASE OF DEATH 

(A) IN THE CASE OF THE DEATH OF THE EMPLOYEE OR EMPLOYEES DURING       THE CONTRACT PERIOD, THE FOREIGN PRINCIPAL SHALL AGREE TO REPATRIATION OF THE REMAINS OF DECEASED ALONGWITH THE        PERSONAL EFFECTS AND SAVING ON THE EXPENSES OF THE FOREIGN PRINCIPAL.

10.
COMPENSATIONS

(A) THE FOREIGN PRINCIPAL SHALL ENSURE THAT THE PERSONAL LIFE AND ACCIDENT INSURANCE FOR THE EMPLOYEE OR EMPLOYEES TO BE      PROVIDED FOR WORK CONNECTED ILLNESS, INJURIES OR DEATH IN ACCORDANCE WITH THE PERTINENT LAWS OF THE HOST COUNTRY.

11.
OTHER TERMS AND CONDITIONS

(A) ALL OTHER TERMS AND CONDITIONS OF EMPLOYMENT SHALL BE   GOVERNED BY THE PERTINENT LAW OF THE COUNTRY.

           ___________________



       _____________________

      THE FOREIGN PRINCIPAL



           P.S. SELVARATNAM







        CHAIRMAN/MANAGING DIRECTOR

(SIGNATURE & RUBBER STAMP)

          (SIGNATURE & RUBBER STAMP)


Date :   _____________________________


Date : ___________________________

Employment Agreement

Date
:   

Employer


       :  

Country


       :  
Position                       
:   

Employee
:  

Passport No 
:   

Salary  
:   

Contract Period
:   

Food 
:  

Accommodation
:  

Local Transport
:  

Medical
:  

Air Ticket


      :  
Working Hours

      :  

Working Day


      :  

_________________________



_____________________

Employer





Employee 

Date:






Date : 

Date:……………………

The Manager – First Approval

Sri Lanka Bureau of Foreign Employment 

234, Denzil Kobbekaduwa Mawatha,

Koswatta, Sri Lanka
Dear Sir/Madam, 

Sub: 
Subsidiary Companies  
We, ……………………………………………………………………...(Company name) with office address ………………………………………………………………. Tel No: +(..) ……………………………. guarantees that all the Sri Lankan workers recruited through our agent M/s Selco Continental Pvt Ltd with office address in 69A-1/1, Galle Road, Dehiwala South, Sri Lanka. Holding License No: 1189 will be working in our companies as listed below throughout their contract period. 

	S#
	COMPANY NAME 
	CR. NO

	1
	 
	 

	2
	 
	 

	3
	 
	 

	4
	 
	 

	5
	 
	 


We further guarantee that these workers will not be sent to work in any outside establishment other than the above-mentioned main companies during the period of contract. 

Sincerely yours, 

…………………………………

(Signature with Company Seal)

Name:  …………………………………

Designation:……………………………..

Company Name:……………………………...
