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RECRUITMENT SERVICE AGREEMENT 
 
 
Article 1: Introduction 
The following parties are entering a binding agreement: 
 
TAYLOR COMMISSION GROUP, Inc., doing business as CG STAFFING FIRM, a legal recruitment, training and HR consulting company incorporated in THE STATE OF TEXAS hereinafter referred to as “GC STAFFING FIRM”.   
 
And 
 
________________________________________________, a legal and duly recognized company in __________________________________ with business address at _________________________________________________________________________, hereinafter referred to as “CLIENT”. 
 
The following agreement states the terms and conditions under which CG Staffing firm will offer the CLIENT recruitment services to fill open job vacancies. 
 
 
Article 2: Recruitment Process 
a. The CLIENT shall provide CG STAFFING FIRM with a completed Job Order Form specifying the recruitment needs for each job vacancy. 
 
b. CG STAFFING FIRM will source, screen, interview, and assess job candidates for the CLIENT and submit short-listed candidates within 30 days. If the CLIENT states that a submitted candidate’s resume was previously acquired from a source other than CG STAFFING FIRM, then proof must be provided to support such a claim. Otherwise, all submitted candidates will be considered those of CG STAFFING FIRM and all related recruitment fees shall apply upon hiring. 
 
c. A candidate is considered to be submitted and referred by CG STAFFING FIRM once the candidate’s resume is sent to the CLIENT via electronic mail. 
 
d. The CLIENT shall review the resumes provided by CG STAFFING FIRM, interview the candidates of interest, and provide feedback to CG STAFFING FIRM, in writing, within 10 working days. Any additional delay from the CLIENT might lead the shortlisted candidates to no longer be available for recruitment. In such an event, CG STAFFING FIRM is not responsible for providing additional candidates due to excessive delay from the CLIENT. 
 





e.  CG STAFFING FIRM is also a provider of psychometric assessment tools and is able to assess candidates based on specific job requirements and competencies such as personality, leadership, emotional intelligence, sales potential, and cognitive ability among others. Psychometric testing is optional and can be requested by the CLIENT at any time during the recruitment process, where CG STAFFING FIRM will propose suitable assessments based on the Job Order Form requirements and submit a separate quotation to the CLIENT accordingly
 
f. All employment offers must be made in writing and hired candidates must be signed to an employment contract upon physically joining the CLIENT. The CLIENT shall notify CG STAFFING FIRM of the selected candidate(s) to proceed with job placement and provide a copy of all signed contracts, job offers and agreements with the candidate. 
 
g. CG STAFFING FIRM will not engage any of the CLIENT’s employees while recruiting for other companies throughout the duration of this agreement. Likewise, the CLIENT will not attempt to hire any employees from CG STAFFING FIRM throughout the duration of this agreement. 
 
 
Article 3: Recruitment Fees 
a. CG STAFFING FIRM charges a recruitment fee equal to _____ % of the recruited candidate’s first year Gross Salary, excluding commissions and bonuses. Gross Salary includes all cash allowances provided in addition to the recruited candidate’s basic salary such as transportation, mobile phone, housing, schooling and other related allowances. 
 
b. If the CLIENT presents a job offer to a candidate that includes a salary raise after the probation period, then the recruitment fee is calculated based on the average of the starting salary and the salary after probation. 
 
c. CG STAFFING FIRM is entitled to full recruitment fees if the CLIENT chooses to recruit a candidate submitted by CG STAFFING FIRM for his own company or a subsidiary/affiliate. This condition is also applicable if the CLIENT hires the said candidate for a position other than the one presented to CG STAFFING FIRM. 
 
d. A retainer fee of $500.00 is required before the recruitment process can begin for job orders. All international job orders require a $1000.00 retainer fee to begin the recruitment process. The retainer fee is deductible from the total recruitment fee of the first hired candidate. 
 
e. If for internal reasons, the CLIENT cancels a job that CG STAFFING FIRM is actively working on or places it on hold for more than 30 days, then the CLIENT forfeits the retainer fee. 
 




f. If the CLIENT decides to change the criteria provided in the job order form at any time during the recruitment process, then CG STAFFING FIRM reserves the right to cancel the job order without any refunds. 
 
g. In the event CG STAFFING FIRM is unable to present any candidates that meet the requirements specified in the job order form after 30 days from the date of signing this agreement, then the CLIENT is not liable for any service charges and the retainer fee is refunded in full, unless an extension is granted by the CLIENT. Retainer fees are not refunded under any other circumstances. 
 
h. The CLIENT acknowledges that all candidates submitted by CG STAFFING FIRM throughout the duration of this agreement are subject to a recruitment fee irrespective of the date of hiring by the CLIENT. 
 

Article 4: Payment Terms 
a. The full recruitment fee becomes due when the candidate physically joins the CLIENT, signs a job offer, or accepts a job offer in writing, whichever comes first. 
 
 
Article 5: Service Guarantee 
a. If the candidate leaves the CLIENT due to termination or resignation within 60 days of work or does not show up to work on the agreed-upon date, CG STAFFING FIRM  guarantees a one-time replacement, free of charge, within 60 days under the following conditions: 
 
i. CLIENT notifies CG STAFFING FIRM of candidate’s resignation or layoff, in writing, within 3 working days. 
 
ii. Replacement candidate will be for the same position and offered a compensation package within the range specified in the job order form. If the replacement candidate is recruited with a higher salary than the initially recruited candidate, then an invoice for the difference will be presented upon placement. 
 
iii. In the event that the CLIENT has not fully settled the initial recruitment fee, it must be settled before a replacement can be provided. 









 
b. CG STAFFING FIRM’s service guarantee will not apply if a candidate leaves the CLIENT for any of the following reasons: 
 
i. The candidate’s salary is not paid in full or withheld from him or her for any given month. 
 
ii. The CLIENT does not honor the terms and conditions set forth in the job order form, job offer or employment contract. 
 
c. In the event CG STAFFING FIRM is unable to provide the CLIENT with a suitable replacement within a period of 60 days, the CLIENT will be entitled to a refund equal to 50% of the total recruitment fee, which will be applied as credit to the CLIENT’s account and valid towards any future Job Orders throughout the duration of this agreement. Cash refunds cannot be claimed in place of account credit. 
 
d. A refund will not be made in case the CLIENT hires a replacement candidate using a source other than CG STAFFING FIRM or decides to close the job or place it on hold for any reason. 
 
e. CG STAFFING FIRM will not issue any refunds in case the CLIENT is unable to secure a work permit visa for the selected candidate. 

Article 6: Candidate Fees 
a. CG STAFFING FIRM does not charge candidates a fee for job placement. By signing this agreement, the CLIENT will refrain from asking candidates for any fees whatsoever pertaining to the recruitment process. 
 
b. If the CLIENT makes a job offer that was accepted by the candidate in writing, and then decides to cancel the job offer for internal reasons after the candidate has submitted a resignation letter at his or her current employer, the CLIENT must pay the said candidate an indemnity equal to 3 months’ basic salary as per the accepted job offer. In this case, the CLIENT must also pay the full recruitment fee to CG STAFFING FIRM upon notice. 
 
 Article 7: Confidentiality 
a. CG STAFFING FIRM agrees to hold in strict confidence, during the agreement and after its expiration, any information provided by or about the CLIENT. 
 
b. CG STAFFING FIRM will never use the CLIENT's name or logo in any job advertisements without the prior written consent of the CLIENT. 
 
c. The CLIENT agrees to hold in strict confidence, during the agreement and after its expiration, any information provided by or about CG STAFFING FIRM. 





Article 8: Validity of Agreement 
a. This agreement shall begin ______________ for a period of 12 months and shall be automatically renewed for a similar period unless one of the parties notify the other party of its intention to terminate this agreement. However, the terms of this agreement will remain binding beyond its termination if the CLIENT, or any of its subsidiaries, sister companies or affiliates, decides to hire a candidate submitted by CG STAFFING FIRM within a period of 24 months from the date of termination of this agreement. 
 
b. Should any of the Parties wish to amend this agreement, it shall inform the other party of the suggested amendments in writing at least one month prior to the renewal date. In case such amendments are agreed upon, they will become applicable at the renewal. However, if the amendments are not agreed upon, the party requesting the amendments can either continue with the agreement without modifications for a renewed period or send a letter of non-renewal at least one month prior to the end of the agreement period. 

Client Information 

	Company: 	 
	
	_____________________________________ 

	Represented by:   
	
	_____________________________________ 	 

	Job Title:  	 
	
	_____________________________________ 

	Date:  	 	 
 
	
	_____________________________________ 

	Signature & Seal: 
	
	_____________________________________ 
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