

March 5, 2011

Re:
Terms of Employment
Dear, 

We are pleased to inform you that                                                          extends this offer of employment to you. This letter sets forth the terms of the offer, which, if you accept, will govern your employment.

You will be employed in the position of                                                                      and will report to                                                              of                                                         .  Commencement date of your employment will be                                                    .

Your compensation will be HK$                      per month x      (annually). Salary is normally paid at the end of each calendar month.  You will also be eligible for participation in the                     .  You will be entitled to paid vacation, participation in the health and other benefit plans of the Company described herein.   Performance reviews are conducted annually. Based on the company’s discretion, your salary may be increased or decreased following a performance review.

Your probation period will be 90 calendar days from the commencement date of your employment. During the probation period, for whatever reason, should you or the company decide to terminate your employment, either party is obligated to give 7 calendar days written notice or payment in lieu of such notice.  Once the probationary period has ended, for whatever reason should you decide to terminate your employment you are obligated to give your immediate supervisor thirty (30) calendar days’ written notice of such intent excluding accrued vacation. Similarly, if the company determines that your services are no longer required the company will give you thirty (30) calendar days’ prior written notice, or payment in lieu of notice.

The working hours of the company are 0900 to 1800, Monday to Friday and such other hours as are required by your workload and ambition. Standard Hong Kong general holiday schedules are observed.  Sick Leave entitlement will be paid as provided under Hong Kong Law. You will be paid 80% of your daily wage for each day following absence of 4 or more consecutive days as per your accrued entitlement.  This position is an exempt position and is not subject to overtime pay.

The company will contribute the minimum amount required under applicable laws into a MPF scheme (Mandatory Contribution). The Mandatory Contribution will also be deducted from your monthly salary in accordance with the applicable laws.  Reasonable expenses incurred during business travel will be reimbursed to you in accordance with the company’s policy.

You are eligible for                      working days paid vacation leave for each completed year of service.

As a company employee, you will also be eligible to receive certain employee benefits, as modified by the company from time to time, including hospital & surgical and dental etc. as described in the company’s Benefits Schedule. Such benefits, if offered, may be withdrawn at any time at the company’s absolute discretion and all entitlements are subject to the terms of the relevant policy.

You will be subject to the Company’s Non-Disclosure, Non-Compete and Inventions Agreement that you will also be required to sign upon your employment with the Company. By signing below, you not only accept the terms and conditions of this offer, but also represent to the Company that you are under no obligation or agreement that would prevent you from becoming an employee of the Company or adversely impact your ability to perform the expected services.

You are required to observe and comply with the company’s policies detailed in the Company Employee Handbook which are or will be in place from time to time and which will form part of this contract. All terms and conditions contained in the Handbook may be unilaterally amended by the company from time to time and are applicable to you. If there is any inconsistency between the terms and conditions of this contract and those of the Policy, the terms and conditions of this contract will prevail.

Upon your acceptance and the satisfactory results of a background check, this letter will contain the entire agreement and understanding between you and the Company and supersedes any prior or contemporaneous agreements, understanding, communications, offers, representations, warranties, or commitments by or on behalf of the Company (oral or written). The terms of your employment are governed by the Company Employee Handbook.  
If these terms are agreeable to you, please sign and date the letter in the appropriate space at the bottom and return it to                              , Director of Human Resources on or before                        . We hope you accept this offer and look forward to your coming on board.

Sincerely,

Agreed and Accepted:

Date

NOTE 

An employee is entitled to annual leave with pay after having been employed under a continuous contract for every 12 months.  An employee’s entitlement to paid annual leave increases progressively from seven days to a maximum of 14 days according to his length of service. 

Years of services     Annual leave entitlements 

1 7

2 7

3 8

4 9

5 10

6 11

7 12

8 13

9 or above               14

For the Provident Fund is 5% of the salary and the ceiling of the contribution is HK$1,000.















