Guideline for the Registration of Job Orders 
1. Visit the Sri Lanka Embassy with following documents.

1. Copy of the commercial license of the agency/company(if the job order is processed for the subsidiary companies, copies of commercial licenses of each subsidiary)
1. Copy of the passport of the person who signs the documents on behalf of the agency/company 
1. Copy of the License of Sri Lanka agency 
1. Copy of the Passport of the Sri Lankan licensee
2. Required terms and Conditions for Job Order Attestations.

a. Monthly Minimum Salary should be not less than AED 1110
b. Provision of Accommodation/accommodation allowance
c. Provision of food/food allowance
d. Leave Entitlement
e. Contract Period
f. Daily working hours and weekly working hours
g. Daily overtime period
h. Provision of Medical Facilities/Health Insurance
i. Provision of air passage
j. Commission (if available)

Required payments for the Attestations of the job order 
                         								Fees;
1. Registration of Company or Agency		 AED.  130.00
1. Attestation of job Order/ Demand Letter	 	 AED.  185.00
1. Attestation of Job Agreement		             AED.  185.00
1. Attestation of Special Power of   Attorney            AED.  185.00

                                                  Total     			 AED.  685.00


3. Originals of the following documents should be submitted with other required documents.                    (Make sure that originals of all documents should be signed and sealed by the authorized person)
a. Job Order (Demand Letter)
b. Job Agreement
c. Special Power of Attorney
d. Signature Power of Attorney
e. Declaration Form
f. Copy of the job offer letter


Power of attorneys or demand letters should be submitted by individual employer company/ies when   the job order is submitted by a foreign agent. 

When the recruitments are done for the subsidiaries as well under the company a list of subsidiaries and the details of number of vacancies(job opportunities) under each subsidiary should be submitted 

g. Letter from the Foreign Agent giving details of the prospective employer/employers holding Visas for recruiting Sri Lankans (when a foreign agent processes the job order on behalf of the employer) under the respective job order
or, 
Letter from the Foreign Company giving details of the subsidiaries holding Visas for recruiting Sri Lankans (when the company itself processes the job order or the mother company processes the job order on behalf of its subsidiaries) under the respective job order
Please note that the Letter should be submitted on the letterhead of the employer/company at the instances of obtaining the final approvals.


4. Pay the due amount and obtain the User Name and Password assigned to the Agency/Company with the user guide from the Embassy and enter all required information online to the system 
5. The Embassy officials Visit the Agency/Company prior to the attestation of the Job Order 
Therefore, it is required to submit a location map of the office and the employees’ accommodation to visit the places easier.
6. The authorized person should visit the Embassy with relevant documents for the attestation of the job order 
Whether, all original documents are in accurate and details have been accurately entered in to the computer system, job order request is authenticated.
7. After the authentication, copies of authenticated documents should be sent to the selected Sri Lankan agent for the registration of the job order at the Sri Lanka Bureau of Foreign Employment (SLBFE)


