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MODEL LETTERS OF APPOINTMENT OF THE
“ AFRICAN “DEVELOPMENT BANK

Introductory Note. -

- by the '
.Executlve Seoretarv

i;t Resolutlon 3 of the Conference ‘of Finance Mlnls'bersgl/ﬁhiéh:eﬁi‘=
:strusted the Commlttee of Nlne to carry ovt the' work preparatory to‘

the establlshment of the ADB, requested tHat Commlttee, inter: alla, 4o
o draft for. the Bank legal instruments :which may promoeté-or: advance the
effective oommencement of 1ﬁs ac%1v1tles In pursuanoe of thls mandate
the Commlttee requested ‘the' Exeoutlve Secretary of the United Nations
Beonomic Commigsion: for Africa tO-prepare preliminary drafts of Letters
of App01ntment which the ‘Tirst Pregident of the Bank may use .for -7
reéruitment ‘of the gtaff: of ' the Bank.: .- ‘ e

5.  The Draft Staff Regulations of the ADB provide for fiked term, :
L indefinite and: shori-term appointments. (ADB Staff Reg.5.6(a)s However,

ke Draft Staff Rules of the ADB-apply %o all staff:members except .

thbse?appointedﬁonfshortnterm‘ServiCe:for~which-axgépara$3mset-@ffstaff
rules is envisaged (ADB Staffouleil;lJ. Thuss: the Conmittes: igratb !
pfesent concerned with staff which will serve on fixed-term or indefi-
nite appointments only. BSuch staff will be appointed by Letters of
Appointment (ADB Staff Reg.5.5(a))- The latter must conmtein "expressly
or by reference" all the terms and conditions of employment and, in
perticular, the detalls set out in ADB Staff Reg.5.5 (b) (ef. ADB Staff
Rule 5.5).

3. Accordingly, the BExecutive Secretary submits herewith, in Part I
of this document, & preliminary draft of a Letter of Appointment for
fized~term staff memberss in Part II thereof, =2 preliminary draft of a

Letter cf Appointment for staff members serving for an indefinite term;

77 Resolution 3, para.l{c), on the Preparatory Work for the Establishment
of the: African Development Bank adopted by the Conference of Finance
Ministers at its final Plenary Session on 4 August 1963 at Khartounm.
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and in Part III a number of Notes which explain:certain points in the
preliminary drafits. Unless these Notes expresely state otherwisge, they

épply to the clauses of both.types of Letters of Appointment.

4. The Committee will observe thaﬁ but for the veginning of the
Introductory Clause and Clause 3,'concerned with Tenure of Appoinitment,
the text- of bosh types of Letter of Appointment is 1dentlcal. On the
other hand, within each ﬁext Clause 2 relating to Salary and Allowanoes

”=d1ffers Jaccording to- whether the candldate is app01nted 1n

" the 'Administrative or General Service Category=(ﬂﬂirst-Alterﬂative")g

Lor “in

- the Manual Workers'Category ("Seoond Alternatlve")

'Z“ﬁﬁéﬁ the Letters~of-Appolntment‘oome-to‘be finalized for recruitment,
the President of the Bank may therefors'choose toithave four; not: twe,
formg of Letter printed in order to make sach form more intelligible

for the candidate.

75.  After consideration of this document-by the Committee,the:Bxecutive

Secretary proposes to gubmit it, as amended in +thé ‘light of. its bomments,

%o the Committed for. adoption in form of an Amnex to the. Committee's

Report én the Staff Rulés and Regulations of the ADB-
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I, FIXED-TERM APPOTNTMENTS

 Tote l(i)-‘.

and (ii)

Note'z: o

NWote 1(iii)

Note 3

Note 4 -

Fotes 1(iv)

and 5

Note 6 - '
Kotes 1(v1)
and 7

AFRIGAY DEVELOPMENT BANK e R
LETTER -OF APPOTNTHENT -~ -

To. ;,./FTA‘uH

'm&/mysjmiséh..,l(F911 ﬂame) ;,3,:

of wes ((Permanent Address) ceveesooas {hereinafter

'called tHe "Staff Member")

is hereby app01nted oz ‘e FIXED TERM a member of ths

"'staff of ‘the African DeveloPment Bank {hereinafier
“called %he'“BankﬁjJSquédt'to‘the terms and condi~
S tiong” sp901fled in this Letter of Appointment and
“fo -the prov151ons of the Staff Regulatlons and Staff
- Byles of the Bank, 1ncludzng any changes that may be
" madé in such Staff Regulatlons and such Staff Bules
 from tlme to time. This app01ntment ig made on the
"ibasls, 1nter a11a9 of’ the certlflcatlon by the Staff
‘ Member‘of the accuracy of the informetion supplied
-in’ the Persdnal Record Form of the Staff Member.
A coPy of the Staff Regulations and Staff Rules is

A

transmltted herew1tho . .,WHNA.TT“mqm.Wr:u

Lla Inltlal Asslgnment

,The Staff Member shall serve
"_as fes (funotlon) ese in +ss (department) ...
in oe.. (Category) ,,”Gradgﬁ,,.. Steps ees
“rat'the Prlnclpal Offlce/ ..Q of the Bank.

| Effeotlve Date of App01ntment eos
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“Firgt Alternatives: - -
Categories AD and G

2. Salary‘andwﬂllowances5

Notes 1{iv) (a) The annual salary of the Staff Member shall be v
and 8 eguivalent to vee unlts of account—/representlng
. at present .... (in "local currenoy™ e |
Notes 9 and (b) This salary’ shall be payable, at the rate deter—'
1Qa'-- mined by the:President of the Bank, in ...
("local ourrency™ ). vues subJect to any entitle-
-ment the,Staff Member may have to the transfer .
g and‘paymént of . a part éf his salary in another.
eurrency within the limits and in accordance _
Wlth the condltlons determined by the Staff |
L L . Regulations and Staff Rules of the Bank.
ﬂoteill . _,;. ,_(c)?The.Stgff Member shall be affiliated to the
. .. sStaff Proyident Fund of the Bank.
NofeIIQ“. N (d)rThe salary spedified in paragraph (a) of this
| | | _Clause does not 1nolude any allowances to whlch
- the Staff Member may be entitled by virtus of
.._the_ruleg-and regulations of the Bank.

Seéond Altefnatiﬁez

Category M 2. Balary and Allowances

Notes 1(iv) {(a) The salarv of the Staff Member shall be at the
and 13

:rate of ... ("1ocal currency") v+ a year/month/
“week/hour,” It shall be payable in ... (“looal

" currency™ ). ., ' ' '

Note 11 _ o 1.(b) The Staff Kember shall ‘be afflllated to the

) Staff Prov1dent Fund of the Bank.

1/ A uriit of account, defined in ferms of fire gold in Articie B(1)(b)
of the Agreement Establishing the African Development Bank, ig at
present equivalent {to one US dollar.
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The salary specified in paragraph (a) of this
Clause does not 1nqlude any . allowances to which

the Staff Member may be entltled by v1rtue of
the rules and regulatlons of the Bank.

Note 1(v)

Noté?iﬁ'ﬁurww'*Lb““

Wote 15

Note 16

Note 17

3.
(&)

Ténure of Appointment

Thig appointment is Tor a Fixed term of «ivwi'

" from the &éffective date of appolntment speclfled

c-in Clauge 1. of thig Letter of App01ntmant. It

will therefore gxpire on:.....QA

()

This- appomntment 1s gubject to: a probatlonary

. period- of;...,

(o).

This appointment may “be. termlnated before its

-g:explratlon date in accordance with the Telovant

vo.provigions, of the Staff Regulations and Staff

Rules of the Bank (and, in particular, on the
grounds indicated in Regulation 5.8(a)(i) to (vi)

'“’_éf:tiétsﬁaff Regulatiaﬁé).' Exéépt in the case

;i:bf'éummary dismissal on disciplinary grounds,

:;t%5é $t@ff Member shall be given, in the event

" than
" (one month, if hé"ié“ih”Céﬁégory'AD'br'G)‘*'“““““”

o)

of such termination, written notice of not less

(flfteen days, if he is in Category M)

1In approprlate cases a substantlally longer period

of notice is pr0v1ded in the Staff Rules of the
Bank. , "ﬁ;;;,;q“m“
The Staff Member may. resign thls app01ntment

- ‘before 1ts.expl;atlon date upon giving the Pre-

i gident. of thg;BankjW;ittem;nqtioe q£1a£ least

.+ three months unless: the President. agrees to a

!
;. shorter peried of:notice..
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Notes 1{vii) '

and 20

" 4, Spscial Comditions

Note 2

Note 21

D Acceptance

‘The Staff Member shall make forthwith a written

' Declaration: aooeptlng thls-app01ntment subject to

the conditions specified in thé present Letter of

" Appoirtment dnd to those laid down ‘in the Staff
" Regulations and Staff Ruleg of the Bank, and con-

firming that the Staff Membér has received a copy

. of guch Staff Hegulationd and such Staff Rules.

| | ' :: The Pr951dent/
':”The Secretary—GeneraL/
:The Head of Personnel
” _on behalf of the President

- To the

_Pr931dent/Secretary—General/Head of Personnel of

the Afrlcan DeveloPment Bank
Declaratlon‘ o

T hereby declare that I accept the appointment
45 a member of the staff of the African Development
Bank: deésoribed in the TLetter of Appointment Noweeee.,

“pubject to the conditions thérein specified and to

thowse -laid down in the Staff Regulations and Staff
Rules of that. Bank. I confirm that T have received
a copy -of those Staff Regulations and Staff Rules. ... . ..

Date L BN Y LI AN B I N B B B I I O ]

Signature of the Appointee
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INDEFINITE APPOINTHMENTS

Note: (d);
end (31)

 Hote 20 .

Note 18

Note 19

Note 16

Ve , ?

S AFRIGAN DEVELOPMELW BAK

" LETTIR OF -APPOINTTMT S

[ PR OR hE

- Mr/Mrs/Miss ... {Full Name)

. 0f; sees {permanent hddress) ....:... (hereinafter

called the "Staff Member® )

3.
(a)

(b)

(e)

 is hereby app01nted for an INDEFINITE TERM a member
of the svaff or the Afrlcan Development Bank (hereln—

] lafter called i.he "Bank:’) subaect £0 was

(Tﬂe remalnder of the text of the Letter of
ﬁApp01ntment, W’th the exception of Clause 3,

and the text of the Deolaratlon of Acceptance
are identical with the corregponding Letter and
Declaration for Fixed-Term Appointments. Clause
3 should read as follows:)

Terura of Appointment

This appointment is for an indefinite term which,
however; shall not exceed two years in duration.
This appointment may be brought fo an end by ithe
President of the Baxnlk or the Staff Member subject
to notice in writing of '
(Specify the periods of notice in accordance
with ADB Staff Rule 5.23(c))
Furhﬁermore, thig appointment_méy be terminated
in accordance with the relevant provigiong of the
Staff Regulations and Staff Rules of the Bank
(and, in particular, on the grounds indiéated in
Regulation 5.8(a){(i) to (vi) of the Staff Regula—

tions). Except in the case of gummary dismissal
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on:aiséiéiiﬁgfy.gréundsszthéﬂSféff Méﬁﬁeﬁlsﬁéil
be”giveﬁ, in:%hé'event 5% such termination,
written .notice of not less than ‘
(one month, if he ie in Category AD or G)
(fifteen days, if he is in Category M)
Tn appropriate cases & substantially longer
© period of notice is provided in the Staff Rules
of ‘the Bank.

. Fote 17  (d) The Staff Member may always resiga this appoint-
| . o - ment upon giving the President of the Bank |
written notice of aﬁlleast three months unless.

thé.President agrees 40 a shorter periled of

notice.
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1iI. NOTES

1O THE MODEL LETTERS OF APPOINTMENT -
. hecording: ¢ ADH: Steff Reg T 5(b) the Letter of Appolntment must

xndlcaten-"t .

iy the hEme of the etatf n:'.<~:=,m‘t)e:i'.j

'm(ii);mthe type of app01ntment (cf. ADB Staff Reg. 5 6( )
- ADB Staff Rule 5. 13(3)); “

_;giii) .that the app01ntment 15 eubgect to the prov1elone of the

'_Staff Regulatlone and Staff Rules. of the . Bank, 1ncludmg
any changee that may ba eubsequently made thereln9

5 (iv)u“thelpategory, grade and,etep ﬁpiwhmeh_tpeleﬁeﬁf;member -

is appointedUES well as hie'commencing'mate of salaryg

(v) the period, of appointment, the notice requlred to ter— .
minate. the app01ntment, and the probatlonary perlod, if

anYB

T

‘fa(vi) -the.date on:which the: staff. member is requlred to take up
- hig duties (called. "the:effective date of app01ntment"
of . ADB Staff Rule 5.6); and

c{wii). any special terme ‘or cbnditions that may'apply;"

"The Letter of App01ntment contalne,:expreeely or. by reference,
“ a1l %he terms and. condltlone of employment of ~the etaff member°
ety ADB Staff Rule 5.5 ” ‘ '

Under ADB Staff Reg. 5. 5(a) a, etaff member is app01nted as such

“1 the Letter of App01ntment. The app01ntment isy however, subject

to a Declaratlon of Acceptance by the eteff member {eee Gleuee 5).

:(In the Unlted Natlone, a staff member recelvee a Letter of

‘App01ntment Q hle app01ntment. The Letter of App01ntment is,

‘howeVer, couched in form of an offer._ The app01ntee aocepts

‘NThe appointhent™ eto. etc.)‘""dt



E/GN 14/ADB/50
Page 10 s

The President may termlnate the appolntment if faots anterior
thereto and relevant o the emp10yment of the staff member coms

eubsequently to light Whloh, had they been kmown at the

Zppoirtment, should have precluded it (ADB Staff Regs5.8(a){i);

goncerning the staff memberfs duty to supply informatiocn gg
appointment, see ADB Staff Rule. 5.7) _The President of. the Bank
W;ll declde whether the form which the candldate will complete
hefore app01ntment sheuld be celled "Pereonal Reeord Form"

”Applleatlon Form" "Personal Hlstory Form"' ete.

| ‘A eopy of the Staff Regulatlons end Staff Rulee must be trane»
mltted to each staff member together w1th hls Letter of Appoint-
ment ADE Staff Reg. 5 5(0) ’ ‘

ADB Staff Rule 5 14 1aye down at What steg a staff member may be

‘app01nted.

The model Lettere of App01ntment are drafted on the aseumptlon

thet an,'albelt small, number of staff membere Wlll be serving

the Bank eleewhere than at its Prlnclpal Office. However, unless

'”aselgned oy the President to serve - eleewhere, a gtaff mémber shall

" serve &t"the Prinocipal Offloe ae hle duty etaﬁlon "ADB Staff Rule

5.18.

See Note 1{(vi) above. Under ADE Staff Rule 5.6, the appoinitment

- of @ -locally recruited -staff member takes eﬁﬁect from the date on

- which he +takes up his -dutiess that -of an internationally recruited

staff member, as a rule, from the date on which-he enters into

“‘offlolal travel status.. (Ae to local and 1nternatlona1 recrult—
 ment, cf ADB Staff Rules. 5.9 to 5 10 ) o

a‘=F1ret.Alternetlveg@,Pureuant to. ADB Staff Reg.=4 l(b) the salary

scales of Caﬁeggries_AD‘and_Gmaxe exp:eeeed_ln;unlie.of,aecount

i(of . ADB-Staff Rules 4.1/1 and-4.1/2}.  Hence the "commencing

.rate~ofsalary" must be.also stated in -such units. of agcount. In

order to make the text of Clause 2(a) more-intelligible %o.the

ataff member it is proposed::
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(i) to-explain in a footnoite the unit of account inm terms. - - .
. of the US dollary and

(ii)' %o glve the current equlvalents of the salary in. the )
CUIPYT ency of the State in whlch the Prlnclpal Offloe of
‘the Bank is located or of any c¢ther couwntry in- which thé
- gtaff mémber conocerned:is 1o serve (in either case the. '
- .gurrency is'called "local ourrency'; see Note 6 above
-.dnd Note 9 béloﬁ)“

Salarles for Categorles AD and G Wlll be flxe& on an annual

basis.

Pirst Alternatlveo‘,-

Under ADB Staff Reg. 4.3{b), the salary of a staff member, subaect

to any transfer .rights, is payable "in the Qurrency of the State e
in which he serves. the. Bank" (cf. Hote 6. above) s for Caﬁegorles,
AD and; G it is expressed. in unlts of account (ADB Staff Reg. 4. 1£b)),
it is - in order to avoid any disputes — essentlal that the Letter =
of Appolntment should speclfy thaﬁ the Pr951dent, and he alone5 Wlll
determlne thel“rate" at whlch the wnits of account will be trans- '
lated 1nto "local ourrenoy"a (Technlcallys thls ig not” the
determlnatlon of a "rate of exchange” but of a "parlty" of the N

"unit of aocount" in terms of Mlooal currency”)

Pirst Alternative:

A Staff member in Category AD or G may be entltled to have a part

of hls salary transferred and pald in the' currency ‘of thé State

of Whlch he 1s a natlonal or 1n whlch Te normally r951ded at hls o
app01ntment (cf ADB Staff Reg 4. 3(b), ADB Staff Rule 4 10)

Under the' proPOSe& Clause 2(b) the entitlement ig Wholly governed o
by the Staff’ Regulatlons and Staff Rules which, of course, nay - o
change. from tlme o tlmeu e d931red, a’ sp601f10 reference to ADB
Staff Rule 4 lO could be 1ncluded. waever,.lt would” then become
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11.

i2.

13.

érguablé whether the President may change-that~thé Rule with elfect
ag regards the gtaff membér concerned or whether the latter:will
thereby actually ”aoqulre" a right. to the transfer as stlpulated .
in ADB Btaff. Rule 4o 10 at the time of hls app01ntment.

IFy on.the other hand,ithe President desires in & given:cass,
to warrant to a staff member his entitlement to transfer, he may
specify the percentage of the salary. provided in ADB Staff:Rule
4,10 and %he currency concerned under Clause 4. ("Special Condi-
tlons") of the Letter of App01ntment.. If he does thls, no change
to the dlsadvantage of that gtaff member may be made durlng the
operation of the Lefter of Allotment as_the gtaff member will
have actually acquired a right to. the transfer (see ADB Stafr o lE o
Regm-LE“l) o ) ' o . o
See ADB Staff Reg. 7 l under WhlGh the Bank and the Staff ghall
co:ntrlbute to ‘the Staff Prova.d.en'b Fu_nd. Th contributions of
the staff member may be deducted from hls salary ADB Staff Rule -
4n() | A o

Clause 2(d) ig 1nsp1red by the correspondlng clauge in, the Uhlted ” 
Nations Letter of App01ntment._ The phrase "rules and x'e.gp,llzan‘;lonE:__t
of the Bank" was chosen in casé an- allowance ig provlded 1n an -
ingtrument other than the Staff Regulatlons or the Staff Rules

of the Bank.

Second Alternatlve°

Pursuant o ADB Staff Reg 4 l( ) the salary soale (1nclud1ng Wage .
rates) for Category M is expressed in the currency. of the OOuntryA"
in whichk — as the case may be - the Prlnclpal Offlce, the branch

or agency. of ‘the Bank is 51tuéted._ (Cf. ADB Staff Rule 4. L/3)

The salary Wlll be .payable. 1n the currency of ‘the country in

which the staff member BeTVes the Bank ("local currency", ADB

Staff Reg. 4. 3(&)). Thls is, the currency in which the salary

ghould be gpecified in hls Letter of App01ntment. It is at present
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Urknown whether salafies and'ﬁagefbétég"for‘Cétegofy ¥ will be

fixed on an arnual, monthly, Wéékiy'Orlhoﬁfijfbasié'dr:différ

. -:according to theiparticular function .of staffl members working . -

14;‘
15,

16,

inithat Category. .. @ -l oo T gail

Fixed-Term Appointments: The term, as speclfled, ‘mist be for a

period of not less than one year and pot' exceedlng (flve) years
(ADB Staff Reg. 5. 6(b)) S R

Li

1F1xed—Term App01ntments are subgect to a probatlonary perlod the

length of which is determlned in ADB Staff Rule 5.13(b) and which

ends in aqcordanoe Wlth the pIOVlslons of ADB Staff Reg. 5 8(b)

The text of Glause 3( ) is, 1nsp1red by the Uhlted Natlons Letter

‘  of App01ntment. It 1s, however, suggested to add the phrase at

17.

28.

19.

'present in brackets 80 as to make the text more 1ntelllg1ble to

the gtaff member ooncerned. Furﬁhermore, the text spe01f1es the

shortest maximum period of notice provided in ADB Staff Rule

5.23(a). However, a sentence hag been included to indicate that

a subsﬁan%ially longer period may apply under the Staff Rules. No

mention is gpecifically made to ADB Siaff Rule 5.23, as iis

provisions may be changed by the President from time teo time.

The United Nations Letter of Appointment refers to the
posgidility of the payment of an indemnity in the event of

termination.

A staff member may always resign his appointment by virtue of
ADB Staff Reg. 5.10(a) and ADB Staff Rule 5.23(d).

Indefinite Appointments may noi exceed two years in durations

ADB Staff Reg. 5.6(c). If. it is desired, in a given case, o make
an indefinite appointment subject to a probationary period, this

should be specified in Clause 4 {Special Conditions).

Indefinite Appointments: Clause 3(b) should expressly specify the

périods of notice which appiy either by virtue of ADB Sitaff Rule
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20D

5, 23( ) or of & special agreement Wlth the staff member providing

_for shorter perlods of notloe.

- Iigtanceg of Special Condltlons Were*given.in-ﬁotes'lc (in.fins)

and 18 above. Such Speoiél Conditions mugt bhe in conformity with

. the Staff Regulatlons and Staff Ruleg 1n force at the tlme of the

21..

~ appointment (see, nowever, ADB Staff Rule 12. 1(b) ' They ma;y‘ |

actually confer "aoquired" rlghts of the staff member whlch will

not be affected to hig disadvantage by any subsequent amendments
'to the Staff Regulatlons or” Staff Rules (cf ADB Staff Reg. 12.%1).

It is suggested that the Letters of App01ntment of Dlrectors should
be signed by the Preslaent the Letters of App01ntment of other

' {°staff msmbers in Category AD; by the Secretary—General° and the

'Letﬁers of Appomntment of staff members in the Oategorles G and
M by the Head of Personnel of ‘the Bank.

— e e e e

P



