DOCUMENTS REQUIRED FROM FOREIGN PRINCIPAL

As a registered manpower recruitment agency with Sri Lanka Bureau of Foreign Employment (SLBFE), to start business relationship with any foreign principal, we need to have some legal documents from your side to register your firm with us in SLBFE. Then only we are legitimate to start our recruitment procedure. 

Documents required are as follows:

1. Agreement made between Deshakthee Lanka Enterprises and the Foreign Principal

2. Power of Attorney – which stipulates that you are giving legal authority to act as the local representative of your company in Sri Lanka.

3. Letter of Demand – This should include Job Categories that you are going to recruit, the quantities that you are expecting to recruit and the salary scale for each category in the currency of the specific country or in US$.

Once you prepared the above mentioned documents, you may have to get it certified at Sri Lankan Embassy or Consulate in your country and must send one set of the Originals to us by Courier with immediate effect.
PROCESS OF APPLICATION ,VISA  /REGISTRATION / DEPARTURE 

We start collecting applications from candidates by advertising on public media or choosing suitable applications from our existing database according to the requirement and, then by sending applications via e-mail or if requested by courier to the Foreign Principal. Or you can log into our official website and check the details online as well. Once you received the applications you may check the applications and if you are satisfied with the applicant for recruitment, either you have to inform us of their details by e-mail or fax as soon as possible or you can mark your choice in our website to have the applicant re-confirmed. Once we re-confirm with the applicant we will inform you electronically and then you can start the visa process. Please note that you have to provide us complete job responsibilities and duties for each category or candidate wise as we can explain the terms to candidate to minimize problem that could occur after the arrival of the particular candidate.

We also will arrange other necessary documentation for the applicant until we receive the Visa & Agreement from your side. Once we receive the Visa and agreement from you, we will prepare their applications for Visa stamping in embassies of the respective countries if necessary. Once everything is ready, we arrange them for their registration with Sri Lanka Bureau of Foreign Employment and at the same time we book the tickets as well. Once everything is ready we will handover the passport and the ticket to the applicant and will inform you about their arrivals by fax or e-mail. Also you can check the status of your applicants over our website and stay alert. Normally we need approximately two weeks to arrange their departure once we receive the original Visa and Agreement.
Print on Company Letterhead 
Date :

Mr. B. Pradeep Niyadandupola

Managing Director

M/S Deshakthee Lanka Enerprises
No. 22, Colombo Road, Kurunegala,

Sri Lanka.
L/L No  1534
TP/ Fax : 0094 37 2221690 / 0094 37 2221691
Dear Sir ,

Job Order

We have pleasure in placing with you an order for supply of manpower for the job categories listed below on following terms and conditions.

	No
	Categories
	Quantity
	Minimum Monthly Salary 

	01
	
	
	

	02
	
	
	

	03
	
	
	

	04
	
	
	

	05
	
	
	

	06
	
	
	

	07
	
	
	

	08
	
	
	

	09
	
	
	


Terms & Conditions

	1
	Period of Contract will be 2 years

	2
	Female categories will be entitled to onward air ticket 

	3
	The recruits will be entitled to return air ticket after completion of contract period 

	4
	The recruits will be entitled to free food, accommodation and medical facilities.

	5
	Working hours per day will be not exceeding 12 hrs with one day-off per week.

	6
	All appointments will be subject to a probation period of 180 days from the date of appointment.

	7
	All other terms & conditions will be in accordance with the pertinent law of the country of employment.


You are kindly requested to make arrangements to supply the above categories of workers with necessary approval of the Sri Lanka Bureau of Foreign Employment, Colombo, Sri Lanka.
The Authorization Letter and Agreement of Recruitment are attached herewith for necessary action please.
Yours faithfully,

             (Signature)

---------------------------------------

  (Name of Authorized Officer)

           (Rubber Stamp) 

Print on Company Letterhead 

Date :…………………………………
Authorization Letter 

We,_____________________________________________________

            
     (Commercial name of Agency or Company) 
At __________________________________________________________________________



(Address of the agency or company)


A manpower (domestic) recruiting agency registered in __________ under the provisions of the pertinent law of the Government of the _______________________, vide License No. ______ ___________ do hereby authorize and appoint: 

DESHAKTHEE LANKA ENTERPRISES
                                       (Commercial name of Sri Lanka Agency)

At  No. 22, Colombo Road, Kurunegala, Sri Lanka
                                                   (Address of the agency)

A foreign employment agency, registered in Sri Lanka under the provisions of the pertinent law of the Sri Lanka Bureau of Foreign Employment vide License No. 1534,  to be our true and lawful attorney and agent to attend to all lawful activities on our behalf in respect of the recruitment of workers stated in the Demand Letter attached herewith. 

The aforesaid is also authorized to sign all necessary documents required by the government authorities in Sri Lanka in connection with the said recruitment.

           (Signature)

-------------------------------------

(Name of Authorized Officer)

         (Rubber Stamp)

Print on Company Letterhead 

Date :……………………..
Agreement
This agreement is made and entered into on …….....day of……………………… by and between 
__________________________________________________

            
     (Commercial name of _______________ agency or Company) 
At __________________________________________________
(Address of _______________t Agency or Company)

(Hereinafter called as the First Party or Foreign Agency) a manpower (domestic) recruiting agency registered in _________________ under the provisions of the pertinent law of the Government of the ________________________wait, vide License No. _______ / _______
And
DESHAKTHEE LANKA ENTERPRISES
At  No. 22, Colombo Road, Sri Lanka
(Hereinafter called as the Second Party or Local Agency) a foreign employment agency registered in Sri Lanka under the provisions of the pertinent law of the Sri Lanka Bureau of Foreign Employment, License No. 1534 

To recruit domestic workers from Sri Lanka for employment in the ______________________ and shall have the following terms and conditions hereinafter referred to:

1. General terms & conditions

The first party hereby agrees to appoint the second party as its manpower supplying agency in Sri Lanka and authorizes the said party to attend to all lawful activities on its behalf in respect of the recruitment of workers stated in the Demand Letter attached herewith, under the terms and conditions agreed upon in this agreement
The second party hereby agrees to supply domestic manpower to the First Party for employment in the ______________________ under the terms and conditions agreed upon in this agreement. 
2. Recruitment 
The personnel recruited shall solely be for the employment as categorized in the demand letter and shall be designated as stated therein.
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3. Duration of the Contract :
The duration of the initial contract period of the recruits shall be a period of   two years and renewable by mutual agreement.

4. Air Passage:

A).
The recruits shall be entitled to homeward (return) air ticket after completion of the contract period.
B).
All female recruits shall be entitled to onward (joining) air ticket 

5. Working hours :

A).
Working hours per day shall be not exceeding 12 hrs. for all categories
B).
The recruits shall be entitled to one day-off per week 

6. Responsibilities of the First Party (Foreign Agency) 

A).
The  First   Party  shall  ensure that  the  recruits  are  provided  with  the following,  by  the   sponsor.

      (i). The salary and other allowances as stated in the Letter of Demand.
     (ii). Free meals 
     (iii). Free accommodation 

     (iv). Free medical facilities.

B).
Any   complaints   made   by    the   recruits   or    their   Next   of   Kin regarding the   working conditions and disputes shall be settled without delay.
7. Responsibilities of the Second Party (Local Agent)

A). 
The Second Party (Local Agent) shall select suitable candidates according to the First party's requirements and submit relevant documents to the First Party.
B).
The Second Party shall guarantee replacement of workers at their cost, in the event that any of the recruits were found medically unfit or refused to work within a period of 180 days from the date of appointment, which will be considered as  probation period.    















8. Annual Leave 
The recruits shall  be  entitled  to  30  days  paid  leave on completion of 12 months period.

9. In the case of Death

In the case of death of any recruits during the contract period, the First Party (Foreign Agent) shall arrange dispatch of the remains of the diseased to the country of origin along with personal effects and savings, at the expense of the sponsor.
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10. Compensations 

The First party shall ensure that compensation be claimed against work injuries according to Civil Law of the ______________________.

11. Other terms and conditions

Any issues not stipulated herein shall be in accordance with the pertinent law of the country of employment.  
12. Terms of Payment / Commission Status-(Compulsory)

Listed below is the commission status both parties have agreed upon in respect of the recruitment of workers demanded in this Job Order. 

	No.
	Category
	Commission / Person 


	Payable to Sri Lanka Agent

(√)


	Receivable from Sri- Lanka Agent

(√)
	No Commission

(√)
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	9
	
	
	
	
	


 (Signature of Authorized Officer)

           (Signature of Authorized Officer)
-----------------------------------------------------------                ------------------------------------------------------







    Mr.B. Pradeep Niyadandupola








          Managing Director

The First Party (Foreign Agent or Company)
    
   Deshakthee Lanka Enterprises
Date: -----------------------------


               Date: -----------------------------

(Rubber Stamp)


  

(Rubber Stamp)                    
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