YOUR COMPANY LETTERHEAD
PROFILE OVERSEAS MANPOWER SERVICES INC.

Unit 907, Herrera Tower, V.A. Rufino cor. Valero Sts., Salcedo Village, 

Makati City, Metro Manila, Philippines 

Date ______________________
Attention
: Mr. J. Noel C. Litan

Dear Sir:

MANPOWER REQUEST / (JOB ORDER)
Kindly arrange the following workers for our company at your earliest.

	CATEGORIES
	No. of Workers
	Salary

Range in USD
	Qualifications

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	


Terms & Conditions: 

1) Contract - (__) year, renewable at the option of parties.

2) Probationary Period: Six (6) months.

3) Sick Leaves – As per (Country) Labour Laws.
4) Overtime Pay as per (Country) Labour Laws.
5) Accommodation: Company Provided.
6) Transportation: Company Provided.
7) Food / Allowance Company Provided.

8) 08 hours duty + Over time w/ pay as per (Country) Labour laws. Transport time does not include in duty hours.
9) Life / Accident Insurance Company Provided.
10) Company provided economy class air ticket, from Manila-(Country); (Country) Manila. (At the commencement and at the expiration of employment contract).
11) Visa, medical and other fees, if any, on the account of the employer.
12) All other terms as per (Country) Labour Laws.
Sincerely,

Authorize Signatory
Designation
Company Name
