Gemma Higgins
11 Bourne Way,
Epsom

Surrey KT19 9PP

5th November 2013
Dear Gemma,
Further to our meeting yesterday please find enclosed two copies of your contract of employment.  Please sign both copies and return one copy to us. The other is for your records.

This is a legally binding document so you may wish to take independent legal advice before signing.

In addition please find enclosed the following:

Medical Questionnaire – to be completed and returned.

RCL Disciplinary and Grievance Procedures.

RCL Starter Form – to be completed and returned.

We will also need you to bring in your passport so we can make a copy, and your P45 once you receive it from your previous employer.

If you have any questions please do not hesitate to contact me.

Yours sincerely,

Paul Bennett

Finance Manager

CC DAS/MOB/RCH
