SAMPLE ONLY

(to be typed on your Letterhead)
Date
The Director

Land-based Processing & Accreditation Division

Philippine Overseas Employment Administration

Blas F. Ople Bldg., Ortigas Avenue, corner EDSA

Mandaluyong City, Philippines

JOB ORDER

Dear Sir/Madame:

We would like to inform you that our company, ____________________________, with address at _________________________________________________________, will need the following staff through our appointed Philippine Representative, IMES GLOBAL INC., with office address at Rm 506 Diplomat Condominium Roxas Blvd. Cor Russel St., Pasay City, Philippines:

JOB CATEGORIES:               
      No. Required
                Salary Per Month

                             (Please state the Manpower Requirements)
TOTAL MANPOWER REQUIRED     (#)

TERMS & CONDITIONS:

1. One Year Contract, renewable

2. Free food and accommodation, 
3. Visa, medical fees and labour card and all other fees if any, will be paid by the company

4. Vacation leave with pay ____________
5. Free one way economy class air ticket from Manila/______  and return ticket upon completion of contract

6. Other terms and conditions according to _________  Labour Laws
Thank you and we will appreciate your approval of the above Job Order.
Yours sincerely,

___________________________
By:
Authorized signatory
