	CHECKLIST OF DOCUMENTS REQUIRED TO RECRUIT PHILIPPINE WORKERS

	SN
	DOCUMENTS
	LEGEND

	1.
	Letter of Intent  (Must be typed on Company Letterhead)
	LOI

	2.
	Inquiry Format (Must fill the info required to base the Advertisement)
	IF

	3.
	Special Power of Attorney (Must be typed on Company Letterhead)
	SPA

	4.
	Job Order (Must be typed on Company Letterhead)
	JO

	5.
	Recruitment Agreement (Must be typed on Company Letterhead)
	RA

	6.
	Sample Employment Contract (Must be typed on Company Letterhead)
	SEC

	7.
	Company Profile 
	CP

	8.
	Guarantee Letter – on company letter head
	GL

	9.
	Authorization Letter to Conduct Interview – IF APPLICABLE
(Must be typed on Company Letterhead with Copy of Passport)
	ALCI

	10.
	Copy of Trade License, with English Legal Translation
	TL

	11.
	Copy of Chamber of Commerce with English Legal Translation
	COC

	12.
	Copy of Documents from the company to the authorized signatory (POA)
	POA

	13.
	Passport Copy (Authorized person who signs the SPA, JO, RA, EC, etc.)
	PP


