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LI AH MENG
No. XXX, Jalan XXXXX 9
Taman XXXX XXXX,
XXXX XXXX XXXX, Johor

Dear XXX XXXX,

RE : LETTER OF OFFER FOR POST: ACCOUNT EXECUTIVE	
Thank you for your taking an opportunity with ABC Group of Companies. We are pleased to offer you a position as Account Executive, with the following Terms and Conditions:
1. Date of Commencement
Your date of work commencement is 25th May 2015. You are required to report on the stipulated date at 9.00 a.m. at the designation office addressed at XXXX, Jalan XXX 2, Taman XXX, SSSS XXX XXX, Johor. You are expected to perform duties and responsibilities as assigned by your superior.
2. 	Salary
Your monthly gross salary is RMXXXXXX per month. Periodical salary revision is available thereafter which will be accordance to the company’s discretion. Additionally, your salary will be subject to EPF employee’s contribution of 11%, and employer’s contribution of 13% as per statutory prescribed rate and SOCSO contribution accordance to contribution schedule 4.
3.  	Probation period 

You will serve a probationary period of 3 months after which you will be confirmed if your performance is satisfactory. However, this probationary period may be extended or shortened at the absolute discretion of the Company. 
4. 	Working hours
The working hours are as follows

Monday to Friday		9.00 a.m. to 1.00 p.m.
					2.00 p.m. to 6.00 p.m.







5.  	Notice of termination
During this probationary period, this appointment may be terminated by you giving the company one (1) month’s notice in writing or one (1) month’s salary in lieu of notice without assigning any reasons therefore. Company may terminate or discontinue your employment without any notice during the probation period. After your probation period, either party may terminate the contract of service by giving stated month of notice or payment in lieu equivalent to the stated month list below:
· 1 month notice - has been employed for less than 2 years 
· 6 weeks notice - has been employed for 2 years or more but less than 5 years 
· 2 months notice - has been employed for 5 years or more
Notwithstanding the aforementioned, the Company shall be entitled to terminate your employment without notice, indemnities and compensation in any of the following events:-
i) if you shall in the opinion of the Company be guilty of dishonesty, misconduct or negligence in the performance of your duties;
ii) if you have after showing cause in writing been found to have committed any serious breach or continual material breach of any of your duties or obligations under this appointment;
iii) if you are found to have made illegal monetary profit or received any gratuities or other rewards (whether in cash or kind) out of any of the Company’s affairs or any of its related companies.

6.  	Annual leave and Public Holidays
An employee shall be permitted to annual leave of not less than the following:
· 2 years service - 8 days for each year of service 
· more than 2 years but less than 5 years service - 12 days for each year of service 
· 5 years or more service - 16 days for each year of service 
Where an employee has not completed 12 months of continuous service with the same employer, such employee's entitlement to paid annual leave shall be proportioned to the number of completed months of service.
An employee is not permitted to annual leave due to the following :
· if absent from work without the permission of the employer and without reasonable excuse for more than 10 per centum of the working days during the 12 months of continuous service in respect of which such employee entitlement to such leave accrues. 
· if dismissed after due inquiry
An employee is entitled to 10 stipulated public holidays.



1. 
2. 
3. 
7. Medical leave 
An employee shall be permitted to paid sick leave of not less than the following:
· less than 2 years service - 14 days in each calendar year 
· more than 2 years but less than 5 years service - 18 days in each calendar year 
· 5 years or more service - 22 days in each calendar year 
· hospitalization is necessary as certified by a registered medical practitioner - 60 days in each calendar year 
An employee is not permitted to paid sick leave for any period during which the employee is receiving periodical payments under Workmen's Compensation or SOCSO.
8.  	Bonus 

The payment of bonus shall be at the discretion of the firm and based on the performance.

9.  	Confidentiality & Integrity

You will at all times, devote full attention and skill to the affairs of the Company and will endeavour to the utmost of your ability to promote and advance the interests of the Company.

Accordingly, you will undertake that:-
i) you will under no circumstances make available your services (whether for payment or otherwise part-time or otherwise) to any undertaking, or have any interest directly or indirectly in any other undertaking or activity which might interfere with the proper performance of your duties without first obtaining the written permission of the Company;

ii) you will not at any time during the continuance or after the termination of your services with the Company irrespective of any reason for such termination, make use or disclose to any party either for your own benefit or for the benefit of any individual, firm, company, any trade or business, the affairs and confidential information of the Company or any of its related companies of which you have been informed or become aware during the period of your service with the Company;

iii) you will obey and comply with all orders and instructions given to you by the Company or its authorised agents and observe all standing and other rules and/or regulations now in force or from time to time laid down by the Company.
You shall not, without the consent of the company, reveal, disclose or share information which is deemed confidential and trade secrets by the company to any third party. All assignments and tasks given to you by the company shall be deemed as strictly confidential. You shall not make use of the company’s information, tools, materials and property to accomplish other than work-related tasks.


The company is much emphasis of the moral personality of every staff, in this case, the company shall not tolerate any deceive or cheating event. In the case of this happen, the company reserve the right to demote or retrench of the staff
Please feel free to revert back to us on any questions about the offer. If you agree with all the terms and conditions, please sign and return this letter to us. We look forward to be working together with you, and we welcome you aboard at ABC Group of Companies and wish you a long and rewarding career with us.
Thank You,

Yours faithfully,				




………………………..
XXXX AH XXXX







I, LI AH MENG (XXXXX-XXX-XXXX) confirm that I have read the Letter of Offer and hereby accept the offer with the Terms and Condition as stipulated above.



……………………………..
LI AH MENG
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