

Mr xxxxxVan xxxxxx,

Tulip Road,

Amsterdam

Netherlands

Amsterdam, dd/mm/yy
Ref. 


Dear Mr Van xxxxx,

Further to our meetings and telephone conversations, we are now pleased to confirm your appointment as …………..Manager with (name of company) NV. Your appointment is subject to the terms and conditions of employment of (name of company) in the Netherlands. The paragraphs below however detail the main provisions governing your employment.

	1.
	Position:
	You are appointed to undertake  the responsibilities of …….. Manager reporting to the ……… Manager (name) . 


	
	
	

	2.
	Start Date:
	Your anticipated start date is……………………..and this is deemed to be an indefinite period contract. MANY DUTCH COMPANIES HIRE EMPLOYEES ON A FIXED TERM ONE YEAR CONTRACT : IN THIS CASE THERE IS A MAXIMUM TRIAL PERIOD OF ONE MONTH.)

	
	
	

	3.
	Remuneration:
	3.1You will receive an annual salary of NL ………….per annum as Base Pay, divided into 13 monthly instalments, on which will be calculated all employee benefits.

3.2 You will be eligible for consideration for a bonus of ……per annum based on achievements.

3.3 In addition , and according to Netherlands law a vacation allowance of 9% of average gross salary from  June 1 to May 31 the following year, paid pro rate if an employee is does not have a full years service.

3.4xxxx has a sales commission plan which is subject to change at management discretion but which at present is composed of :

Your target in year one will be …. (Euros) making your on target earnings……. …Euros per annum.

3.5 Your salary will be reviewed annually, on the anniversary of your start date. The review and any salary changes will be based on merit, and there is no automatic right to an increase in salary.

3.6 A car will be at your disposal, the costs of which will be paid by (name of company).



	
	
	

	4.0
	Employee and Employer Social Contributions and  Benefits:
	A breakdown of employee and employer social payments and benefits  is enclosed with the Employee Handbook enclosed. 

	
	
	

	
	
	

	
	
	You should note that many of the benefits are related to the Dutch  State and are therefore liable to change outside the control of (name of company).

	
	
	

	
	
	

	
	
	

	
	
	

	5.1
	Vacation:
	You are entitled to 25 working days annual leave per annum, excluding Saturdays, in line with Dutch  vacation law. The vacation cycle runs from 1 January to 31 December and vacation earned in one year may be taken the following year. 



	5.2
	Hours of Work
	Normal hours are 09.00 to 17.30, Monday to Friday, with 60 minutes for lunch –which gives a total working time of 37.5 hours per week.

At times it may be necessary for you to work outside of these hours and your co-operation in this regard is appreciated.

Employees will not normally be paid overtime for additional hours worked.

	
	
	

	6.
	Location:
	You will initially be based at the Company’s office in (site). You may also be required to work off-site at a customer offices elsewhere  in Netherlands or abroad in order to fulfil your duties.

	
	
	

	7.
	Sickness & Injury:
	Sick leave is fully paid by (name of company) for up to 26 weeks and then for a further 26 weeks at  70% pay. 



	
	
	

	8.
	Health & Safety:
	The Company’s policy is to provide a safe and healthy environment for all employees.  The Company at all times complies with Safety, Health and Welfare legislation.

As an employee, you have a responsibility for your own safety and for your co-workers.

The Company has a set of guidelines which will assist you here and these will be made familiar to you upon joining the Company.

	
	
	

	9.
	Equal Opportunity:
	The Company is committed to providing equal opportunities to all employees and will not discriminate against any employee on any grounds.

	
	
	

	10.
	Probation:
	The first two  months of employment with the Company are probationary and during this time, employment can be terminated immediately by either party.



	11.
	Confidentiality:
	11.1 In consideration of your Employment with the Company, and in further consideration of information, data and matters of a confidential nature which will be imparted to you with respect to these products, processes and general business activities carried out by the Company, you agree to the following:

11.2 You will at all times keep such records as shall be prescribed by the Company from time to time.

11.3 All such records and reports, sketches and plans, relating to work carried out in the course of your employment will, together with all other documents and papers of a secret or confidential nature provided by the Company, be the property of the Company at all times.  You will not retain copies of such records, reports, plans or sketches without prior approval of the company.

11.4 You will treat as a trade secret all confidential knowledge or information which you may acquire as a part of your employment with the Company.

11.5 You will not at any time during the subsistence of this contract of employment or after its termination make use of or communicate to any unauthorised person, any of the trade secrets or information of the Company which you may have obtained whilst working for the Company.

11.6 On termination of your employment for whatever reason you will be required to return to the Company without delay all Company memoranda, correspondence, records, papers, reports, files and other documentation together with all copies there of and other property belonging to the Company or relating to its business affairs or dealings which are in your possession or under your control.

11.7 All inventions, discoveries, designs, drawings, secret processes and all intellectual property rights and the right to apply for registration of any intellectual property right relating to the products made, prepared or discovered by you during your employment with the Company shall be the absolute property of the Company and you will comply with all necessary requirements relating to the registration of these rights by the Company during and after the subsistence of this employment contract. 

11.8 In case of any breach of this article a once off fine of Euros xx,000 will be imposed with a further Euros XXXfor every day the employee breaches this article in addition to other legal and disciplinary action the company may wish to take. 

	
	
	

	12.
	Exclusive Service and non Competition:
	12.1 During the period of this contract of employment, you will devote the whole of your working time and attention to the business of the company and you undertake that during the period of this contract, you will not engage in any other activity which is likely to prejudice your ability to serve the Company, nor will you engage in any business activity which may cause a conflict of interest with the business of the Company.

12.2 During the term of this employment and for a period of 12 months after the end of the employment you must not be employed by, work as a consultant for, or be otherwise involved in any enterprise competing with (name of company) or one of its associated companies. 

	
	
	

	13.
	Notice Period:
	After your probationary period expires, this contract may be terminated by the employer.

The termination is legally as follows:

Labor period shorter than 5 years: one month

Labor period 5 < 10 years         : two months

Labor period 10 < 15 years       : three months 

Labor period > 15 years            : four months

For you, the employee the notice period is always one month.



	
	
	

	14.
	General:
	As it is not possible to specify all details of your employment in this document, some issues may arise, which are covered in more detail in the Company’s Employee Handbook which forms an integral part of your contract of employment. This letter and all other employment documentation are subject to Dutch Employment Law.

	
	
	

	15.
	References:
	This appointment  is subject to the attainment by (name of company) of two satisfactory references, with one of these being from current/ most recent employment.

	
	
	

	16.
	Declaration:
	If you are in agreement with the terms of this letter please return one copy to (name of company) endorsed with the words “read and understood” and signed as below. Please also initial each page of the appointment letter. 




	Signed:
	 _______________________         ______________

             Employee                                   Date:



	Signed:
	_______________________         ______________

             Employer                                    Date:
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