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Dear Ms/Mr


I have pleasure in appointing you Regional Representative for ........... It is a position of great responsibility and I am confident that you will meet this challenge with vigour and determination.


In your role as Regional Representative for ......................., your duties derive from: (i) the mandate of FAO; (ii) the decisions of relevant FAO Governing Bodies including in particular the FAO Conference and the Council; and (iii) the recommendations of the Regional Conferences, as endorsed by the Council or Conference of FAO, together with any related instructions I may issue.


As a Regional Representative, you will be my senior representative in the region and act as FAO’s focal point for addressing region-wide food security, agriculture and rural development issues. In order to discharge this work, you will lead the Regional Office in the performance of its functions in line with corporate rules and priorities and ensure that FAO’s member countries in the region, as well as regional and subregional organizations, commissions and bodies, obtain from FAO the assistance and support expected. You will also act as spokesperson for FAO in relevant regional institutions and media.

Working under the overall guidance of the Deputy Director-General (Operations), and in collaboration with the Office of Support to Decentralization (OSD), you will take on responsibilities for: i) managing the Regional Office and the Subregional Offices, which are an integral part of the Regional Office; ii) overseeing the country offices, including the management of resources of the FAOR network; iii) managing the non-emergency TCP programme in the countries of your region; iv) leading the strategic planning, programming and budgeting process for the region; v) supervising regional technical officers; vi) organizing and servicing the Regional Conferences; vii) leading partnerships, particularly with regional organizations; and viii) supporting country offices on matters dealing with UN reforms. 
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Regional Representative for ...........
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In addition, you are responsible for developing, promoting and overseeing the strategies for addressing FAO’s response to regional priorities and the implementation of regional programmes and projects. You will provide guidance to all units in FAO on regional, subregional and country priorities. In doing so, you will bear in mind that FAO has to take into account, and be responsive to, global, regional, subregional and country priorities. You should ensure the effective application of corporate standards, policies and guidelines in all FAO activities in the region. 


You will also monitor the quality and level of the implementation of approved programmes and draw attention to any shortcomings so that corrective measures can be taken and appropriate policy guidance can be issued. You will encourage regular and structured consultation between headquarters Departments, Divisions and Offices, and the Heads of Decentralized Offices in your region, within the purview of your overall responsibilities. Where the delineation of responsibilities between FAO units needs clarification, you will consult the Director, Office of Support to Decentralization who, in turn, will consult the units concerned and, after seeking Senior Management guidance as appropriate, advise you on an appropriate course of action. 


The Subregional Office (SRO) for ............... and the Multi-disciplinary Team (MDT) for .................................. are an integral part of the Regional Office and you will have the overall responsibility for the performance of the concerned SRO and MDT. You will have regular dialogue with the Subregional Coordinator (SRC) and the Head of the MDT, and develop joint strategies for identifying and addressing priorities of the region, subregions and countries concerned with due regard to global and corporate priorities. 



Administrative and operations support staff in the Regional Office, both Professional and General Service, will report to you and you will leave them ample leeway to communicate with, and receive functional guidance from, their parent Divisions or Divisions of reference at headquarters (e.g. Finance Officer will be expected to follow functional guidance from the Finance Division, etc.). 


The Regional Technical Officers in the Regional Office will also report to you and you will be responsible for their work programme and outputs. You will provide them with guidance on regional priorities and activities, as well as managerial and administrative oversight and support. You will also ensure that they maintain functional linkages with the concerned Technical Division, their technical peers at headquarters, and the technical officers of relevant disciplines in other Regional and Subregional Offices, and that their technical work and advice is based on the best corporate knowledge.

You will regularly communicate with, and seek the functional guidance of, headquarters units in their mandated areas as appropriate. For example:

The Technical Cooperation Department (TC) on Field Programme development and operational activities and relevant budget holder responsibilities.

The concerned Technical Departments on the implementation of the PWB or matters concerning the technical quality and standards applicable to FAO’s Regular Programme or Field Programme activities.
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Relevant headquarters administrative units within the Corporate Services, Human Resources and Finance Department for administrative policy and servicing matters.

Office of Strategy, Planning and Resources Management on programming and budgeting matters.

Office of Knowledge Exchange, Research and Extension on knowledge and research matters. 

Office of Corporate Communications and External Relations on communication matters.
CIO Division on ICT matters.
Conference, Council and Protocol Affairs Division on protocol matters.

Office of Support to Decentralization on decentralization and corporate coordination issues.


The .... Subregional Coordinator(s), Head of MDT and the FAO Representatives who work under your supervision, will also have to be given ample leeway to communicate directly with, and seek functional guidance from, the Departments, Divisions and Offices mentioned above, as may be necessary in discharging their responsibilities. 

You will chair the Regional Management Team (RMT) composed of yourself and the Subregional Coordinator(s)/Head of MDT in the region. You will organize RMT meetings at least quarterly to review the programmatic and managerial issues arising in the region, with the Subregional Coordinators participating through video or audio conference, if necessary. These meetings should be scheduled and conducted in a structured manner (agenda and issue papers should be prepared in advance and circulated for comments as necessary) and adequately followed up (in terms of keeping records of decisions taken and monitoring their implementation). This documentation should be routinely copied to OSD. Meeting records should highlight the recommendations, if any, made by the RMT to any headquarters units, with an indication of where and when follow-up by OSD might be necessary.


As Regional Representative, you will report to me through the Deputy Director-General (Operations) on regional programme and policy matters, and you will be supported by the Director, Office of Support to Decentralization, on issues related to decentralized offices (DOs), office management and administration, and coordination between DOs and headquarters and also among DOs, as may be necessary. However, you may communicate directly with me on special or sensitive matters, where the content of the communication may so warrant.


As you take up FAO’s most senior assignment in the ....... Region, member countries of which count on the Organization’s support, expertise and services, I should like to restate my full confidence in your capabilities and wish you success in your assignment.

Yours sincerely,

Jacques Diouf

