(PLEASE USE COMPANY LETTERHEAD)


Date		:


TO		:  (Name of Recruitment Agency Representative)
 	   (Philippine Recruitment Agency)


SUBJECT	:  JOB ORDER/MANPOWER REQUEST
 

Dear Sir/Madam:

This is to formally inform you that our company, (Company Name), is authorizing your recruitment agency, (Recruitment Agency Name), to handle the recruitment of Filipino workers for the following positions: 

	 

	POSITION
(as per VISA category)
	
GENDER
	NO. OF WORKERS
	
SALARY RATE
(Per hour in NZD)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



			Total No of Workers:          _____________

Basic Terms and Conditions of Employment:

1. Site of Employment	:  ___________________________
2. Contract Duration	:  ______ year/s 
3. Probationary Period	:  ______ month/s
4. Working Hours		:  ________  hours per week
5. Accommodation	:  __(provided by the company or allowance)
6. Transportation		:  __(provided by the company or allowance)
7. Food			:  ________________________
8. Annual Leave		:  ________________________
9. Medical Benefits	:  ________________________
10. Free air ticket from Philippines to the site of employment vice-versa after completion of the contract
11. Other benefits and conditions of employment shall be governed by the pertinent laws of the Philippines and (New Zealand, Cook Islands, Fiji, Samoa, Tonga, Niue)

           

Very truly yours,


____________________________
Name Of Owner/General Manager
	
