








Date:__________________

Dear Mr./Ms.______

This is to confirm our conversation relative to your employment with our company. We believe you will make an outstanding contribution to our organization. The following content outlines the terms and conditions of your employment with xxxxx(China).

Your Supervisor:  This position reports directly to ________________________ 
Your Job Title:  ___________________________
Starting Date:  _____________________________
Your Primary Function:

Compensation & Benefits:

_________ RMB per month (gross) inclusive of subsidies and allowances mandated by the government. You will be paid at the end of each month, 13 months a year. The company will deduct your income tax and employee’s contribution for social welfare from your salary. You will have a probationary period of three months. Company will review your performance and salary adjustments every year.

Your employment with xxxxx will be contingent on passing a medical exam. You will be hired through CTG and you will be eligible for 10 days vacation after completion of one year service. Your vacation time must be used before the end of each calendar year, or it will be forfeited. 

Your employment will be processed through Shanghai CTG  xxxxx company will pay a service fee to CTG for the provision of normal employee welfare benefits for employer’s contributions required by the government. Such benefits include: housing, unemployment, medical and pension funds. 

Our normal office hours are 9am to 5:30pm from Monday to Friday, with half hour break for lunch. Your position will not be entitled for overtime payment.  However, all authorized business expenses incurred on behalf of xxxxx will be reimbursed. 
______________, we are pleased to have you working with us and we hope you will find the job and the relationship with xxxxa satisfactory one. Should you have any questions, please feel free to contact me.

Best regards,

yyyyyyyyy

China HR Manager

xxxx (China) 

Acknowledged and agreed by:

_______________________________________________________________________

Date: 
