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CATHOLIC RELIEF SERVICES



CRS XXXXXXX Program

Agreement Letter

DATE
Name:
XXXXX
Title:
XXXXXXXXXXX   

T4:
XXXXXXXX    

Dear Name of Candidate,
Catholic Relief Services, Country Program program is pleased to confirm your contract with the agency, as ‘Position Title at Grade XX and Step XX on our salary scale.  You will be based at specify CRS office. Your direct supervisor will be Supervisor Name, Position Title.
Terms of Agreement: 

This agreement is effective from Start Date and is valid through End Date, including a three month probationary period at the beginning. The duties and responsibilities are described in the job description attached to this agreement. Duties may be reasonably changed, increased or reduced, based on the Agency’s needs.

Remuneration and Benefits:
Remuneration for your services will be Amount of Salary and Currency per month. This amount is a gross amount, before the deduction of any taxes that the local or national governments may require CRS to deduct from the amount.  The salary may be revised based on your annual performance review. You will be entitled to all eligible employee benefits as listed in the Personnel Manual.
All other terms of your employment with CRS are governed by the Personnel Manual and subsequent amendments to it.
Termination:

Either party may terminate this contract without assigning any reason upon giving one month’s written notice or pay one month’s salary in lieu of notice.
Fraud Clause
CRS does not accept fraud in any form from its staff, implementing partners, or project participants. This includes misuse of CRS funds, theft of CRS property, and falsification of official documents. If a CRS staff member should be found participating in any of these activities, including submitting fraudulent claim for reimbursement of medical benefits or any other expense, this will be grounds for immediate termination of employment.
If the above terms and conditions are acceptable to you, please sign this and the duplicate copy of this letter.  Your signature confirms that you have read, understood, and accepted all aspects of this contract and the Personnel Policy Manual and have accepted this offer. 

CRS hopes that your contributions to the agency during this year will be significant to assist CRS to fulfill its mandate of promoting development in Country Name.  

Yours sincerely,

________________________________


_____________________

Name, Country Representative         


Date 

I certify that I have read, understood and agreed with terms and conditions of the Personnel Policies and Procedures Manual and of this contract and hence I accept this offer.

​________________________________


______________________

Employee





Date 
