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Appointment Letter

This appointment Letter (hereinafter called “this Letter”) is made and effective as of this [Date of Joining] in Dhaka, Bangladesh, between 

CMSS Consulting Ltd. (hereinafter called “the Employer”), registered in Dhaka, with registered address, House01 (level 6), Road11, Block J Baridhara, Dhaka-1212 Bangladesh 

[NAME OF THE EMPLOYEE] (hereinafter called “the Employee”), Bangladeshi national currently holding National ID/Passport [NID No./Passport No.] and permanently residing at [Address of the Employee] under the following terms and conditions:

Whereas the Employer is a contracting company, and whereas the Employee consented to work for the Employer, the Employer and the Employee agree upon the terms as laid down in Annexure of this Letter.

Whereas the Employer is involved in the Company of CMSS Consulting Ltd. and the company activities are providing Security Services and this company is registered with Register of Joint Stock Companies and Firms (RJSC) as a Limited Company.

The Preamble and any Annexes are considered an integral part of this Letter.

1. APPOINTMENT
The Employer hereby appoints the Employee in the capacity of [Designation of the Employee] or in such capacity as the Employer may reasonably require from time to time under the terms and conditions of this Letter. 

2. PROBATION PERIOD: 
The probation period (hereinafter called “Probationary Period”) of the employee will be the 3 (Three) months from the date of joining. After the successful completion of the Probationary Period, he/she shall be treated as a permanent employee of the company. During the tenure of the Probationary Period, if the Employer cannot measure the efficiency, a company may extend the Probationary Period for another 3 (Three) months by giving prior notice. During the Probationary Period, the Employer may, in its absolute discretion, terminate this Letter and the employment without notice or cause.

3. PERIOD OF EMPLOYMENT
This Letter shall commence from [Date of Joining] for an indefinite period. The end of this Letter is subject to “Termination of Employment” as per clause 9 of this Letter.

4. WORKING TIME
Weekly working days and working hours of the Company would be as follows:

	Working Days
	Working Hours

	Sunday to Thursday
	09:00 AM to 17:30 PM (Break Time 12:30-13:30)

	Saturday
	9:00 AM to 17:30 PM (First and Third or Second and Forth any two Saturday must be attend in office. 



Notwithstanding the regular working hours stated above, the working hours of the Employee may be changed by the Employer to suit the Employer’s working requirements, seasonal conditions and/or governmental decrees  or legislation. 

The Employee is required to record the times of arriving and leaving office on the prescribed attendance record sheet every day and submit the same to the Employer on a monthly basis. The Employee is required to submit the duly approved time sheet at the latest by the 1st of each following month for computation of the monthly salary. “NO Attendance Sheet – NO Approval – NO Salary” policy can be applied. Any unauthorized alteration shall be dealt with as per the Employee’s Discipline indicated in the clause 8 of this Letter.
	

5.   WORK PLACE
The work place of employment shall be ●● unless otherwise instructed by the Employer (hereinafter called “Work Place”).

6. SCOPE OF EMPLOYMENT 

[Job Description of the Employee]

7. GROSS SALARY
a) The Employee’s monthly gross salary (hereinafter called “Gross Salary”) would consist of monthly basic salary, accommodation allowance, transportation allowance and medical allowance as mentioned in the Annexure A of this Letter. The Employee acknowledges and agrees that, except as otherwise expressly provided for in this Letter and the Annexure A of this Letter, he/or she will not be entitled to receive a payment of any other additional compensation, allowance or benefit.

b) Gross Salary shall not be inclusive of overtime.

c) The Employee hereby authorizes the Employer to deduct any amounts of sums owned to the Employer, income-tax deductions, if any, deductions for loss of or damage to any property, real or personal, arising from the misuse by the Employee of the working resources, safety equipment and other Employer’s property or goods.

d) Payment Mode:
Salary payment shall be payable on the first week of every month. Payment shall be made only through bank transfer directly to the Employee’s assigned bank account or cash. If the first week falls on a non-working day or bank holiday or any others unavoidable circumstances, payment shall be made on the preceding business day. 

7.   ANNUAL APPRAISAL
Yearly performance appraisal shall be effective in the 12 months of joining by the Employer to evaluate the performance of the Employee for the previous year. An increase or decrease may be awarded to the Employee in form of a raise in the class, grade or salary based on the index for merit as separately set by the Employer.

[bookmark: _Toc399076547][bookmark: _Toc93480850]8.  MISCONDUCT AND PENALTY

Misconduct is wrongful, improper, or unlawful conduct motivated by premeditated or intentional purpose by the employee. It is an act which is forbidden or a failure to do that which is required.

The Employees being convicted for criminal offence, violating the Rules (which may get considered as willful disobedience) or falling into any of the following cases which are stipulated by Section 23 of the Act shall be subject to the procedure for disciplinary action.



  8.1	Misconduct: In case of the following, the disciplinary penalty may be imposed on to the Employee.

A. Willful disobedience to any lawful or reasonable order individually or in group altogether of a superior;
B. Any theft, fraud, dishonest appropriation (grabbing) or dishonesty in case of business or property of the Employer;
C. Taking or giving bribe in relating to job of his/her or any other worker under the Employer;
D. Habitual late attendance;
E. Habitual absence without taking leave or being absent from work for more than 10 (ten) days without taking leave/permission from the employer;
F. Habitual breach of any law or rule or regulation applicable to the establishment;
G. Riotous or disorderly behavior in the establishment, or any activity subversive of discipline;
H. Habitual negligent work;
I. Habitually violation of any rule or discipline or conduct as approved by the chief inspector; and
J. Falsifying, tampering with, damaging or causing loss of the Employer official records.

8.2 Disciplinary Actions: The Employer may take the following disciplinary actions for any of the above misconducts:

A. Issuance of warning letter by the Employer;
B. Suspension of works with reduced pay for a period not exceeding 10 days;
C. Forfeiture or deferment of bonus (in case the Employee is eligible to get bonus);
D. Stoppage of promotion;
E. Dismissal with; and
F. Any other punishments decided by management as per Section-23 of Bangladesh Labor Act, 2006.

 9.   NON-DISCLOSURE
The Employee shall hold in confidence, during and after his/her employment with the Employer, all confidential information which he/she become known in the course of performance his/her duties for the Employer (hereinafter called “Confidential Information”), including but not limited to all of the Employer’s or its affiliates’ non-public information, trade secrets, knowhow, proprietary information financial information, plans and strategy, research, franchisees, The Employee shall only use this Confidential Information in performing his/her duties for the Employer. Under no circumstances shall the Employee be allowed to take a photo on the Workplace or upload any Confidential Information on the website and the social network or media including but not limited to Facebook, Instagram, Twitter and YouTube without a prior approval of the Employer in writing and signed by the authorized persons of the Employer.

10.  TERMINATION OF EMPLOYMENT
a) In case of monthly permanent employee, the Employee will give 60 (Sixty) days prior written notice or compensation in lieu of notice thereof if the Employee wish to terminate this Letter of employment.

b) In case of monthly permanent employee, the Employer will give 120 (One Hundred and Twenty) days prior written notice or compensation in lieu of notice thereof if the Employer wish to terminate this Letter of employment.

c) In the event of death of the Employee, this Letter shall be deemed to be terminated on the same day. 

d) The Employer may terminate this Letter forthwith without notice or immediately, if the Employee is convicted for a misconduct mentioned in Section 23 of Bangladesh Labor Act, 2006. The Employer will follow the proceedings mentioned in Section 24 of Bangladesh Labor Act, 2006 for convicting the Employee as guilty for misconduct.

e) The Employer may terminate this Letter forthwith without notice or immediately, if the Employee fails to comply with the provision of this Letter.

11.    OTHER GENERAL TERMS
a) The Employer shall not be responsible for medical or dental treatment of the Employee in any circumstances except for any injury or accident in the Work Place.

b) The Employee hereby acknowledges that the Employer does not have any policy for salary or cash in advance and hence no such request shall be entertained. 

12.   DUE CARE OF A PRUDENT MANAGER
The Employee shall indemnify and hold the Employer harmless from damages or losses (including legal fee or expenses) in respect to damage of the Employer’s trust or reputation or damages or losses incurred by a third party arising out of or by the reason of any negligence or willful act or breach of this Letter by the Employee.

13.   LEAVES
In addition to the announced public holidays, the Employee shall also be entitled for the leaves as detailed below:

a) Annual Leaves with Salary
The Employee shall be entitled to get sixteen (16) days as annual leaves in one calendar year with full salary if he/she has completed 1 (one) year of continuous duties for the Employer. 
If the Employee does not consume such annual leaves, he is eligible to carry forward such annual leaves to next year, but the total accumulated balance of annual leaves shall not exceed Sixty (60) days. Annual leaves period shall be inclusive of any holidays during the annual leave period.
The Employee may request for encashment of the unconsumed annual leaves after completion of 12 months subject to a maximum of fifty percent (50%) of total accumulated leave balance. 

b) Sick Leaves
The Employee shall be entitled to get fourteen (14) days as sick leaves in one calendar year with full salary. Every instance of sick leave shall be supported by a medical certificate issued by a registered medical practitioner appointed or approved by the Employer. Sick leaves shall not not be accrued or carried forward to the following year. No remuneration shall be payable if the sickness is due to the Employee’s misconduct including but not limited to having consumed alcohol or narcotic drugs.

c) Casual Leaves
The Employee shall be entitled to get ten (10) days as casual leaves in one calendar year with full salary. Such casual leaves shall not be carried forward to next year or converted to cash, under any circumstances. 

d) Leave Application
The Employee shall submit a written leave application for annual leaves or causal leaves of 5 consecutive days or more at least seven (07) days in advance to the Employer for approval of the said leaves. In case of annual leaves /or causal leaves of less than 5 consecutive days, the Employee will submit a written leave application to the Employer at least two (02) days in advance for approval. For sick leaves, the Employee shall submit written leave application along with above medical certificate within two (02) working days of joining after sick leaves.

14.    WORKING RESOURCES
The Employer will provide necessary and required resources to the Employee for the purpose of accomplishment of the duties assigned to the Employee by the Employer. The Employee shall ensure that the Employee properly takes care of the working resources. In case of termination of this Letter or the dismissal of the Employee, the Employee shall promptly return all the working resources to the Employer.　The Employee shall indemnify and hold the Employer harmless from all damages to or loss of any property, real or personal, arising from the misuse by the Employee of the working resources and other Employer’s property or goods.  

15.    PERSONAL INFORMATION
The Employee shall update his/her personal profile within a maximum period of ten (10) days with the Employer in case of any changes. 

16.    SAFETY
The Employee shall strictly comply with the safety rules and safety instructions of the Employer. In case of termination of this Letter or the dismissal of the Employee, the Employee shall promptly return all the safety equipment to the Employer. The Employee shall indemnify and hold the Employer harmless from all damages to or loss of any property, real or personal, arising from the misuse by the Employee of safety equipment.

17.  THE EMPLOYEE’S OTHER DUTIES
17.1 The Employee hereby acknowledges and agrees that he/she is strictly prohibited from use and possession of alcoholic beverages, drugs and other legal or illegal substances in the Workplace.
17.2 The Employee shall not have any employment with any other enterprise or substantial responsibility for any enterprise which would be inconsistence with his/her duties.
17.3 The Employee shall strictly comply with the labor regulations.

18.  NO MODIFICATION
No modification of this Letter shall be valid unless in writing and agreed upon by the parties.

19.   GOVERNING LAW & JURISDICTION
This Letter is governed by the law of Bangladesh including Bangladesh Labor Act, 2006 and Bangladesh Labor Rules, 2015 and its amendments. Any and all disputes arising out of or in connection with this Letter shall submit to the exclusive jurisdiction of Dhaka Courts.

In witness thereof the parties have executed and delivered this Letter on the date above written, in two (2) copies, one for the Employer and one for the Employee.





______________________					        ________________________
Masaji Kaba							         [Signature of the Employee]
Chairman 								[Date of Signature]
CMSS Consulting Ltd. 					                                             
The Employer								
Date:									

[bookmark: _Hlk46235061]ANNEXURE-A: To the Employment Letter of Mr./Ms. [Name of the Employee]

This Annexure is to be read in conjunction with the Employment Letter of date [Date of the joining] thereby this becomes an integral part of the mentioned Employment Letter.

	Designation
	[Position of the Employee]

	Date of Employment
	[Date of the Employment]

	GROSS SALARY (Monthly)
	[Total Gross Salary in BDT (Including the income tax)]


	Scope of Employment
	●●

	The Gross Salary as of Article 6 of the Employment Letter shall be as follows:

	
	

	Basic Salary
	[Basic salary in BDT]


	Accommodation Allowance/House rent
	The Employer will pay a fixed accommodation allowance of the following amount per month inclusive of house rent, furniture, electricity & water charges and/or municipality taxes and/or any other expenses such as gas connections, etc.
[Employee House Rent Allowance in BDT]
 

	Transportation Allowance
	The Employer will pay a fixed transportation allowance of the following amount per month along with the basic salary for commuting from place of residence to office.
[Employee Transport Allowance in BDT]


	Medical Allowance
	The Employer will pay a fixed medical allowance of the following amount per month.
[Employee Medical Allowance in BDT]


	Overtime Calculation
	The Employer shall calculate the overtime in accordance with the Bangladesh Labor Act, 2006.

*Overtime Rate per hour: Basic Salary/192 x 2


	Festival Bonus








Provident Fund









Group Insurance

	The Employee shall be entitled to get 2 (Two) festival bonuses in year, provided the Employee has worked for at least 1 (One) year with the Employer. The amount of each festival bonus shall not be more than monthly basic salary of the Employee. If the employee’s service tenure is less than one year, he would get the bonus on the proportionate basis of his/her working days in the Company. 


The management of CMSS Consulting Ltd. shall establish the contributory recognized provident fund or any other provident Fund approved by Govt. Every permanent employee shall, who has completed at least 1 (One) year of his service with CMSS Consulting Ltd. will be eligible to be member of the Provident Fund. Every member of the provident fund will deposit 8.33% of his/her current basic salary each month as contribution. CMSS Consulting Ltd. as employer, will also deposit the same amount to the fund each month. The fund will be operated and managed complying the Provident Funds Act, 1925 (Act No. XIX of 1925. 


The management of CMSS Consulting Ltd.  shall, from time to time, arrange for insuring the life of the employees in sums specified in the meeting of management and decision with such Insurance Company for such period as it deems fit and the liability to pay the said specified sum shall directly devolve upon the said Insurance Company.
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