

STRICTLY CONFIDENTIAL
Date
: <<Date of the letter issue>>
Name
: <<EMPLOYEE NAME>>
NRIC No.
: <<NRIC NO>>
Address
: <<Address Line 1>>

  <<Address Line 2>>

Dear <<Mr/Ms. Employee Name>>,
CONTRACT OF SERVICE
We are pleased to offer you employment with <<Company Name>> on the following terms and conditions :-
1. Commencement Date 
You will commence work on <<Joined Date>>. This contract will continue in force unless and until this agreement is terminated in accordance with its terms.
2. Commencement Salary
You initial salary will be <<RM xxxx.xx >> per month. Your salary shall be paid not later than the 7th day of the following month.
3. Probation Period

Your probationary period shall <<Number>> months. The Management may at its sole discretion, shorten or extend the probationary period.
4. Hours of Work

Your hours of work are as follows:

	Monday to Friday
	:
	_____________________

	Saturday
	:
	_____________________

	Sunday
	:
	Rest Day


The Management reserves the right to change your working hours as and when deemed fit.
5. Annual Leave 
Annual Leave is granted to all confirmed employees. However, the annual leave is subject to the company’s approval. No leave shall be carried forward to the following year without written permission from the company. Leave for an incomplete year will be calculated in proportion to the period of service. The leave eligibility is as follows:
	Below 2 years
	:
	 8 workings days

	Above 2 years but below 5 years
	:
	12 workings days

	5 years and above
	:
	16 workings days


6. Medical Benefits
You shall be entitled to medical claims when you consult with the Company’s appointed panel of doctors. 

You will also be granted medical leave if you have a medical leave certificate from the Company’s panel of doctors as follows:

	Below 2 years
	:
	14 workings days

	Above 2 years but below 5 years
	:
	18 workings days

	5 years and above
	:
	22 workings days


Your detailed medical benefits will be laid out in the Employee Handbook.
7. Notice of Termination
During the probationary period, either party may terminate employment at any time by giving the other <<Days/ Week>> notice in writing and without the need to specify reasons therefore or paying the equivalent of <<Days/ Week>> salary in lieu.
Upon confirmation, either party may give to the other <<Number>> month notice in writing or paying the equivalent of <<Number>> month’s salary in lieu.

The Management reserves the right to either allow you to offset your unutilised annual leave against the termination notice period or pay you in monetary value for the unutilised leave.

8. Instruction and Confidential Affairs
You shall in all respect obey all orders and instructions of the Company or of any duly qualified officer of the Company in relation to the conduct of its business and shall not divulge any information relating to the Company’s business, dealings or affairs other than to your immediate superior.
9. Conflict of Interest

You shall not at anytime during your service with the Company directly or indirectly, without our consent in writing first obtained, engage or interest yourself whether for reward or gratuitously in any work or business other than in respect of your duties to the Company or undertake any such office notwithstanding that your engagement or interest in such office would not interfere with performance of duties with the Company.
10. Wilful Disobedience Misbehaviour

If at any time during your employment with the Company you are found guilty of any misconduct, the guidelines outlined in the Employee Handbook shall be used to deal with the misconduct.
12.
Transfer
At the discretion of the management, you are liable to be transferred from one post to another within the company or may be transferred to serve anywhere in Malaysia either within the Company or its related or subsidiary companies.
13.
Retirement Age

Your retirement age will be upon attaining the age of 60 years. The date of birth as shown in the Identity Card of the employee concerned shall be deemed to be date for the purpose of determining the retirement age.


At the discretion of the Company, the service of the retiring employee may be based on the yearly employment contract.
14.
Other Terms and Conditions of Employment
For the other terms and conditions, please refer to Appendix A (List of Minor and Major Misconducts).

You are required to adhere to all existing and prospective policies, terms and conditions implemented within the company.
We look forward to your support and co-operation.

If you accept this offer, we shall appreciate it if you will sign the duplicate copy of this letter and return it to us as soon as possible. This offer will lapse if we do not receive your acceptance by <<Date>>.
Yours faithfully,

<<Company Name>>

<<Director Name>>
Director
ACKNOWLEDGEMENT
I, <<Employee Name>>( NRIC No. : <<NRIC No.>>) hereby accept the above Contract of Service (Letter of Appointment).  

________________________






________________________

Signature










Date
APPENDIX A

LIST OF MINOR MISCONDUCTS 
Minor misconducts 

1. Absent without permission and without prior leave. 
2. Coming late to work. 
3. Stopping work before the proper finishing time. 
4. Leaving the workplace, section or department without permission. 
5. Careless damage of Company property on a small scale. 
6. Infringements of safety regulations which do not cause damage to property or injury. 
7. Posting, altering or removing any matter on Company's notice boards without the permission of the management.
8. Lending or borrowing money within the Company's premises in circumstances prejudicial to discipline. 
9. Selling or advertising non-Company products during working hours to colleagues or the Company's customers.
10. Unauthourised use of the Company's telephone and other properties.  
11. Bringing outsiders without permission to tour or use the Company's facilities. 
12. Using the Company's stationery for private correspondence. 
13. Writing offensive notes/memos/letters to superiors or any colleagues.
14. Not wearing uniforms provided by the Company while at work (if any). 
15. Entertaining private visitors at the Company premises without permission. 
16. Failing to perform work or jobs assigned by superiors. 
17. Loitering in the Company premises while on duty. 

Note: The list is not exhaustive.
LIST OF MAJOR MISCONDUCTS 

Major Misconducts

1. Insubordination or disobedience. 

2. Theft, fraud or dishonesty in connection with the Company's business or property. 

3. Intentional damage or loss of Company's goods or properties. 

4. Falsifying or destroying Company records. 

5. Taking or giving bribes or any illegal gratification or receiving presents in cash or kind. 

6. Gambling. 

7. Riots or disorderly behaviour or fighting within the Company's premises. 

8. Violence, abusing or assaulting or threatening to assault or to do any injury to other employees or superior. 

9. Supplying false or misleading information when applying for employment. 

10. Possession of dangerous weapons in the Company premises. 

11. Working under the influence of drugs or alcohol. 

12. Immoral, immature or indecent conduct. 

13. Collection of money or distribution of printed materials without authorisation from the Company. 

14. Conviction and imprisonment for any criminal offences. 

15. Habitual breach of any Company rules. 

16. Being found guilty of drug addiction or as a drug pusher/dealer. 

17. Stealing other employees' property within the Companies premises. 

18. Falsifying Sick Leave. 

19. Conducting activities within the Company's premises which are likely to endanger the life or safety of any person.

20. Disclosing confidential information without proper authorisation. 

Note: The list is not exhaustive. 
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