


Strictly Private & Confidential


February 1, 2018

LOURILYN COLANAG
Prk 5 Canatan, 
Asuncion, Davao Del Norte

Re: 	Probationary Employment Contract


Dear Ms. Colanag,

This confirms your contract for probationary employment (“Probationary Employment Contract”) with Nadela Business Center, Inc. (the “Company”), under the following terms and conditions:

1.	Term of Employment Contract

As a probationary employee, your probationary status shall commence on               
January 16, 2018 and shall expire on June 15, 2018.
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
Within reasonable period before the said expiry date, the Company shall evaluate your performance and will inform you if your employment shall ripen into a regular employment status after the expiry of the probationary period.

The Company reserves the right to impose such standards that you will abide by and conform to in order for you to achieve a regular employment status.  Such standards shall be made known to you in the coming days via orientation and while you do your job.

2.	Designated Position and Supervision

For your probationary employment with the Company, you will be designated as Customer Service Representative and you will be under the direction and supervision of Gladys Sungahid (Operations Manager). 

3.	Duties and Responsibilities

The scope of your duties and responsibilities is outlined in Schedule 1, attached hereto as “Scope of Responsibilities,” and made an integral part of this Probationary Employment Contract. 

4.	Compensation and Other Benefits

For and in consideration of the services you will render, you will be entitled to compensation and other benefits specifically set forth in Schedule 2, attached hereto as “Job Offer Sheet” and made an integral part of this Probationary Employment Contract.  You will also be entitled to those statutory benefits that probationary employees are entitled to under relevant Philippine labor laws and regulation.

5.	Hours of Work

You will be required to work during the working hours and days specifically set forth in Schedule 3, attached hereto as “Schedule of Working Hours and Days” and made an integral part of this Probationary Employment Contract.  Please be informed that the schedule in Schedule 3 may change from time to time as the demand of the work needs.  Your place of performance of your work is indicated in Schedule 4.

6.	Compliance with Company Policies

It is hereby understood that your probationary employment is subject to the Company’s Manual of Personnel Policies and Procedures, the Labor Code and other rules and regulations that the Company may impose from time to time.

7.	Pre-Termination

The Company reserves the right to terminate your probationary employment at any time even before the expiry thereof for unsatisfactory service with observance of due process.  The Company also reserves the right to terminate your employment at any time even before the expiration of this Probationary Employment Contract for just and/or authorized causes as provided in the Labor Code, for any violation of the Company Rules, account dissolution, poor performance or for the commission of any act punishable under penal statutes or detrimental to or adversely affecting the operations of the Company.

Should you wish to resign, kindly observe the thirty (30)-day notice rule wherein you are required to tender your resignation thirty (30) days prior to the effective date of the resignation.

8.	Entire Agreement

This Probationary Employment Contract and the Schedules attached hereto represent the entire and complete understanding between yourself and the Company on the terms and conditions of your probationary employment with the Company and supersedes any and all prior communications, verbal and/or written contracts between the Company and yourself.

9.	Amendment and Modification

Any amendment or modification to this Probationary Employment Contract shall be mutually agreed upon by the Company and yourself.  Such amendments and modifications shall not be binding unless reduced into writing and signed by yourself and the proper officer of the Company.

10.	Accountability

You shall be accountable for all office equipment, supplies, materials and Company-owned properties (the “Company Property”) provided to you, which you shall immediately turn over to the Company at any time upon request during your employment.  

11.	Confidentiality 

a.	Any and all information relative to your work and functions probationary employee is considered confidential and proprietary information in accordance with the Company Rules.  It is hereby understood that you shall keep all information relevant thereto and any other information obtained during the course of your probationary employment confidential, and you agree that you have no right to disclose such information, in whatever form, including but not limited to, copies, summaries, excerpts, extracts or other reproduction thereof to any third party, except, in each instance, with the prior written consent of the Company. 

b.	You shall be responsible for any breach of the terms of this Section, and shall indemnify the Company or any third person for any damage resulting from the disclosure or consequent unauthorized use of the Confidential Information.  Your obligation under this Section shall survive even after the termination or expiration of this Probationary Employment Contract.

c.	Upon the termination or expiration of this Probationary Employment Contract, you undertake to immediately return to the Company any and all information in tangible form, including but not limited to, copies, summaries, excerpts, extracts or other reproduction thereof, as well as documents and diskettes acquired in the performance of the services under this Probationary Employment Contract that may be in your possession and provide the Company with a duly sworn certification of such return signed by the Company’s duly authorized officer or representative.

12.	You agree to not entice the Company’s client(s) to directly hire you while this contract is effective and within one (1) year from separation from the Company for any cause.  If directly hired by the Company’s client(s) and for every violation of this Section, you agree to pay the Company the amount corresponding to the cost of the training that the Company spent for you plus up to twelve months’ worth of your last salary with the Company at the discretion of the Company.

Please signify your acceptance of the foregoing terms and conditions of this Probationary Employment Contract by signing on the space provided for below.  We look forward to a fruitful and harmonious working relationship with you.


Very truly yours,


NADELA BUSINESS CENTER, INC.







Accepted:   

I hereby certify that I have read and understood the terms and conditions of employment indicated above, and I hereby accept such employment under the said terms and conditions.

____________________________

Date signed: __________________

Schedule 1
Scope of Responsibilities

[bookmark: _GoBack]Please see the attached file.

Schedule 2
Compensation

		Basic Pay	: Php 	9,500.00
		De Minimis	: Php	1,000.00
		Monthly Rate	: Php  10,500.00

[Note: Other benefits shall be cascaded by the Company to you from time to time.]

Schedule 3
Schedule of Working Hours and Days

As designated by the Company.

Schedule 4
Venue or Place of Performance of Services

Nadela Business Center, Inc. (Siblings Solutions)
Arellano St., Tagum City, Davao Del Norte





Approved by:




AIMEE NADELA
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Managing Director
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. NADELA BUSINESS CENTER, INC
Siblings International Business Solutions
Ramos Bldg., Arellano St., Tagum City, Davao del Norte, Phiippines

Mobile: +630985609631; +639177035875
Pt sy, oopl Email: info@thesiblingssolutions.com





