EDPM PORTFOLIO ASSIGNMENT – CONTRACT OF EMPLOYMENT

INSTRUCTIONS: 
1. Reproduce the document below applying the appropriate formatting styles and page settings.  
2. Correct any inconsistency or any error that you may identify.  
3. Create your own letterhead.  
4. Some information below should be created and inserted (e.g. [INSERT DATE], etc.)


LETTERHEAD



[INSERT DATE]
[INSERT NAME]
[INSERT ADDRESS]

Dear [INSERT NAME]
We are pleased to offer you the position of [INSERT POSITION] with [INSERT EMPLOYER] (the company), effective [INSERT DATE]. In this position, you will report directly to [INSERT NAME].

Outlined below are the terms and conditions of your employment.

1. REMUNERATION AND DUTIES

You will receive a net annual salary of [INSERT SUM], payable monthly in arrears, and subject to the usual statutory deductions.

Your duties include, but are not limited to [INSERT DUTIES].

2. ANNUAL VACATION

You are entitled to two weeks' (10 working days) annual vacation leave the after one years’ service. After five years’ service you are entitled to three (3) weeks’ annual leave. Vacation leave cannot be accumulated except in cases where postponement was required in the interest of the Company.

3. ABSENCE DUE TO ILLNESS

Absence due to illness will be permitted, as necessary, up to a maximum of ten (10) working days with pay, in any one year, after one year’s service. In the event that your illness requires you to be out of office for longer than three (3) consecutive days a Doctor’s Certificate will have to be submitted substantiate your illness.

4. TERMINATION OF EMPLOYMENT

	This contract may be terminated on either side by giving two weeks’ written notice or as required by law. The Company may it its option and sole discretion terminate this agreement for cause without notice. The Company also reserves the right to grant pay in lieu of notice.

	Upon termination of service, you will be required to turn in all items belonging to the Company.  Failure to do so will result in the suspension of pension, vacation and any other payment due to you, until all property belonging to the Company has been returned.  

5. CONFIDENTIALITY

You agree that all knowledge and information not within the public domain that may be acquired in accordance with the performance of your duties or obligations during the term of this agreement shall be regarded as strictly confidential and held in accordance and shall not be directly to or indirectly disclosed to any person whatsoever expect with the explicit permission of the Company. Any breach of this will result in instant dismissal.

Notwithstanding the aforementioned paragraph, you shall disclose such information as is required by the order of a government agency or a court of competent jurisdiction provided that any such disclosure is only to the extent necessary to comply with such an order and that you have given the Company adequate notice of the order and the opportunity to contest it.

Should the foregoing terms and conditions meet with your approval, please sign and  return the attached a copy of this letter indicating your acceptance.
      
Yours faithfully,
[INSERT EMPLOYER NAME]	


PER: ____________________________

I ACCEPT THE FOREGOOING TERMS AND CONDITIONS
___________________________________            ________________________
          [INSERT NAME]				             DATE


