( TYPED ON YOUR LETTER HEAD)

July 15, 2008

M/s. HM International,

593, Negombo Road,

Mukalangamuwa

Seeduwa.

Sri Lanka.

Dear Sir,

Demand Letter :

We hereby request you to please supply us the following staff from Sri Lanka as early as possible.
S/No     Category                                Qty                         Salary
01          Furniture Carpenters             50                           US $ 400

02          Male Secretary                      02                           US $ 800

03          General Helpers                    80                           US $ 250

Terms & Conditions :

Free Food, Accommodation, Medical  and Transport provided by the company.

Contract Period : 2 years, renewable.

Working Hours : 8 hrs per day, six days a week, (48 hrs per week), One day off per week.

Overtime will be paid for extra hours worked.

Joining air ticket and return air ticket on completion of the contract provided free.
All other terms and conditions as per the Labour laws of the host country.

Thanking you.

Yours faithfully

(Company Name)

…………………….

(signature & designation)

                                              (Company seal) 

