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Dear Mr/Ms

I have pleasure in appointing you FAO Representative in .......... This appointment is in accordance with the Agreement concerning the establishment of the office of an FAO Representative in .......... concluded between the Government of ........... and FAO (Annex I). 

The Sixty-ninth Session of the Council in July 1976 approved the creation of a network of FAO Representatives in developing countries. Your role and duties in this assignment result from that decision, and should be in conformity with the policy orientations and priorities adopted from time to time by FAO’s Governing Bodies. 


The principal purpose of your assignment is to make the technical expertise and competence of FAO readily available to the country in order to help the Government achieve, more effectively, the development goals it has set for itself which are included in the FAO Strategic Framework. Your functions derive directly from the mandate of FAO conferred by its Constitution; i.e. to collect and disseminate information on which governments could base action programmes; to promote national and international action to improve agricultural production, improve processing, marketing, and distribution of agricultural products, as well as improve levels of nutrition and standards of living; and, on request, to furnish technical assistance to governments. 

To facilitate your task it will be necessary for you to establish and maintain close and constructive working relations with the Government, the various Departments and Units at FAO headquarters, the Regional Representative (RR), the Subregional Coordinator (SRC) (where applicable), the UN Resident Coordinator, other representatives of the UN system organizations and funding institutions, as well as representatives of donor countries, other organizations including NGOs, missions and technical assistance programmes providing inputs to the country’s agricultural development.


Apart from the relevant FAO Manual Section, which describes your responsibilities and functions (Annex II), the following instructions and guidelines are intended to assist you in accomplishing your task.

…/…

Mr/Ms 
FAO Representative in 
Government

As FAO’s Representative in the country, you will represent the Organization and be responsible, within the limits of your authority, for all aspects of FAO’s activities there. You are expected to ensure that, at the country level, all FAO inputs and activities are consonant with the policies, programmes and aspirations of the Government. In order to discharge these responsibilities efficiently and effectively, you should establish direct and personal contacts with the appropriate policy, planning and executive levels of the Government in the food, agriculture, fisheries, forestry and other relevant sectors of the economy. You should be fully involved in discussions within the UN Country Team (UNCT) regarding UNDAF and UN-funded programmes, ensuring that adequate attention is given to the Government’s development priorities concerning agriculture and food security issues. The National Medium-Term Priority Framework (NMTPF), the Organization’s planning and management tool used to better focus FAO activities at country level, can be instrumental in prioritizing FAO’s support to the Government and role within the UNDAF. 

You should endeavour to establish a continuous dialogue with concerned national agencies in order, on the one hand, to facilitate the most effective application of FAO’s knowledge and resources at the country level and, on the other, to ensure greater relevance to national policies and aspirations of activities and programmes undertaken by FAO. You should thus promote a two-way flow of information between FAO and the Government. In particular, you should keep the Government informed of the Organization’s current policies and approach with regard to global issues in the agriculture sector. In this respect you will receive regularly information notes, documents, reports and official guidelines on important developments, policy orientation and decisions made by FAO’s Governing Bodies and Senior Management. In turn, you will keep the Regional Office (RO), Subregional Office (SRO) (if applicable) and FAO headquarters informed of the agricultural (including fisheries, forestry, rural development and nutrition, etc.) situation in your country of assignment, the Government’s policies related to agriculture, and any developments in FAO’s sphere of competence. You should also be available to assist the RR, the SRC (if applicable) and headquarters in identifying national institutions, as well as professionals and experts in relevant disciplines, who could participate in the implementation of FAO’s programmes.


As indicated in the attached Agreement, the Government of ..................... has agreed to accord you such privileges and immunities, facilities and exemptions as are accorded to Heads of Diplomatic Missions accredited to ..............., in recognition of the importance of your role to liaise on FAO’s behalf with Government officials at the ministerial and other high level. This is undoubtedly a significant gesture and affirms the Government’s support to FAO, a matter to which I wish to draw your particular attention.

FAO 


Your post is part of the decentralized structure of the Organization. You will normally report to the RR, who will, in turn, keep me informed of important developments in your country of assignment. You may also, when in your opinion the occasion so warrants, communicate with me directly or through the Deputy Director-General (Operations) or Director OSD, as appropriate, on relevant issues, and I may also do so myself, if necessary.


Your main reporting lines to the RO and SROs (if applicable), and to headquarters are described in the Director-General’s Bulletin, dated......You will send annually a brief but comprehensive report to the RR, summarizing the situation in the country and the status of FAO activities there, with a copy to OSD. Ad hoc reports may also be prepared as and when required. Please find attached, in Annex III, guidelines for these reports.


You will refer matters related to the day-to-day administration of the FAO Representation at country level to the RO, keeping OSD, as and when necessary, informed. 


Correspondence with headquarters regarding the operation of your imprest account should be addressed to the Decentralized Accounting Group, CSFCC, with copy to the RO. 


On any issues related to the security, safety and welfare of FAO staff and the protection of the Organization’s assets, property and any other material in the country, you should contact the Chief, CSDU in his/her capacity as the Organization’s Field Security Coordinator (FSC) and, for day-to-day field security issues the designated Field Security Focal Point (FSFP). The Deputy Director-General (Operations) serves as the Head of Field Security at headquarters.


In accordance with the policy of keeping you fully informed and actively involved in any relevant communication originating from headquarters or ROs, senior officers have been advised to dispatch communications addressed to government officials or representatives of international organizations, in particular the UN Resident Coordinator, through you under cover of an appropriate request for onforwarding.


While the RO and SRO (if applicable) will assist you in discharging your programme development and operational functions, your first port of call for support will be the SRC (if applicable). You may contact directly the senior officers or the technical staff at the RO/SRO/MDT (if applicable) for support in programming and operational activities, and for technical or policy advice, as appropriate, in order to facilitate the efficiency and effectiveness of your services to the country. You could also deal directly with the substantive Divisions/Units concerned when you consider this necessary, keeping the RO/SRO/MDT (if applicable) fully informed.

The RR/SRC may also seek your cooperation to promote the efficient implementation of approved programmes and to liaise with regional entities on activities in your country of assignment.


During your briefing at headquarters, you will become acquainted with the programme of work, technical competence and channels of communication of all organizational units in different Departments and Offices. 
Field activities in your country of assignment


Although this is mainly the responsibility of the recipient Government, FAO, as an executing or implementing agency, is, together with the Government, jointly responsible for the effective implementation of technical cooperation and emergency projects. It will be your task to work closely with the Government and other partners at country level to ensure the efficient performance of field programme in your country of assignment, and maximise results from the assistance provided by FAO. 


As FAO Representative, you will also play a key role in field programme development and operations in cooperation with the RO/SRO/MDT (if applicable), Technical Departments and Divisions, and in particular the Technical Cooperation Department (TC). More specifically, you are expected to advise and guide your counterparts in the Government on the type of assistance that can be obtained through FAO, to screen all incoming requests for assistance and to communicate your personal assessment through the In-Country Appraisal (ICA) to the responsible office.

You should also be aware of your role in resources mobilization, for which you should seek the necessary guidance from the TC Department. In accordance with the current arrangements for the field programme, you will assume full operational responsibility for all projects assigned to you by the Assistant Director-General, TC. You will be responsible for the operation of these projects, in close consultation with the Lead Technical Unit and other technical units charged with providing the technical support agreed upon in the project documents concerned. In order to ensure the necessary consultation and technical support, you will establish and lead Project Task Forces (using electronic mail and other tools as necessary) for projects assigned to you. 


For project operations, operational and administrative support, as may be required, will be provided by the RO (particularly in the field of budget monitoring and finance), and by the Shared Services Centre (SSC) Hub for personnel services (recruitment and staff servicing). 

The TC Department has the overall responsibility for the operation of the field programme of the Organization. You should therefore inform the Department of any policy issue that may have a bearing on the effectiveness and efficiency of the field programme operations or individual projects, with the relevant communications copied to the RR, the SRC/Head of MDT and the Director OSD. On more routine matters, you will report on the progress of projects through the submission of Quarterly Project Implementation Reports (QPIRs) that will be uploaded in the Field Programme Management Information System (FPMIS).

In assuming your responsibilities regarding project operations, you should keep in close touch with the ministries and counterpart agencies concerned with project implementation; maintain contacts with and provide assistance to FAO field staff on all general aspects of their work, including guidance on matters of relationship with governmental authorities; and hold periodic and ad hoc meetings with national and international project staff to review progress and performance of individual projects. Ideally, these meetings should be held at the project site prior to the preparation of the periodic project implementation reports to the RO. Where possible, you should also serve on, or act as an observer in, coordinating committees or similar bodies for large-scale projects; brief professional project staff on their individual assignments; and assist in ensuring that Associate Professional Officers and Junior Professionals as well as Volunteers and Interns receive proper supervision and guidance in their work.


Local administrative services to FAO field projects that are not funded by UNDP should, as a matter of principle, be provided by your office in a timely and efficient manner. This would include services to FAO project staff such as customs clearance, housing, identity cards, all matters pertaining to the experts' formal accreditation and local status in the country and to their privileges and immunities. Since the UNDP office should continue to provide the same administrative services to FAO staff employed under UNDP-funded projects, you must maintain close liaison with the UNDP Resident Representative.


You should also act as a facilitator for coordination of all forms of technical assistance at the country level for agriculture and rural development. To do this, you should work with the Government to create a forum or information sharing mechanism on requests for assistance, programmes and operational projects with multilateral, bilateral, governmental and non-governmental organizations and agencies, as appropriate. 

With regard to your role in TeleFood and World Food Day activities in the country, you will be receiving the necessary guidance from the secretariats concerned.


The Field Security Coordinator/Chief and the Field Security Focal Point, both located at headquarters, will provide you with the necessary guidance and support for ensuring the security of all FAO staff and property in the country, including those involved in project work, and compliance with the UN System-wide Minimum Operating Security Standards (MOSS) and Minimum Operating Residential Security Standards (MORSS).

UN System activities in your country of assignment

I wish to reiterate the importance for the Organization to lend its full support to, and participate in, the Resident Coordinator System. In conformity with the existing spirit of partnership, you should maintain cordial relations with the UN Resident Coordinator. You will provide him/her with technical advice and relevant information, as required, on all matters pertaining to the Organization’s areas of competence. You will actively participate in the work of the UNCT, led by the UN Resident Coordinator, in order to ensure that food security and rural development concerns are duly taken into account in system-wide planning exercises. These include various coordination mechanisms and instruments, in particular the Common Country Assessment (CCA) and the United Nations Development Assistance Framework (UNDAF). Guidance on these matters, as necessary, may be requested from the TC Department, and the necessary support for your participation in these mechanisms should be requested from the RO/SRO/MDT (if applicable) in the first instance. 

The UN system coordination instruments and national poverty reduction strategies are increasingly being incorporated in the Millennium Development Goals (MDGs). These goals were distilled from a number of quantitative, time-bound objectives set by UN Summits and Conferences in the 1990s, including that of reducing by half the number of undernourished people by 2015, set by the World Food Summit, held at FAO headquarters in 1996. 


These goals were reflected in the Millennium Declaration, endorsed by the Millennium Summit in 2000. They were subsequently reconfigured as 8 Millennium Development Goals, for which 18 targets and 48 indicators were identified. Governments attending the Millennium Summit committed themselves to achieving them, with the UN system providing support to governments in doing so.


The MDGs are linked to the UN reform process as they are perceived as a tool for greater effectiveness of development programmes in terms of providing: a common focus (with appropriate adjustment to national priorities); a way of measuring progress and impact; and, given the linkages across and between the MDGs, a basis for greater cooperation among UN system organizations. FAO staff, at headquarters and in the field, are expected to ensure, to the extent possible, that the MDGs are taken into consideration in planning and programming FAO activities. Although not all FAO activities are, or will be, related to the MDGs, they are fully consistent with the Organization’s Strategic Framework. 


You should be aware that the Organization became a member of the United Nations Development Group (UNDG) in 2001. The UNDG was formed in 1997 as part of the implementation of the UN Secretary-General’s reform proposals and seeks to enhance the cost-effectiveness and impact of UN development operations. Its purpose is to facilitate joint policy formulation, decision-making and programme coordination, as well as to simplify and harmonize procedures. At country level, the UNDG works through the UN Resident Coordinator, and you should, as mentioned above, cooperate with him/her in building a more coherent, complementary and cost-effective UN system development assistance programme. You will, in these aspects, seek guidance from the 

respective units at headquarters, including OSD and TC, as well as the RO and SROs.


As regards the planning, implementation and follow-up of development assistance projects at the country level, you should advise the UN Resident Coordinator, as necessary, on the identification, implementation, evaluation and follow-up of UN-assisted projects in FAO’s fields of activities. 

In this context, you are also expected to respect the UN Resident Coordinator’s status of primus inter pares among mission chiefs of UN system organizations in the country. While coordination is the primary responsibility of the Government, the UN Resident Coordinator is expected to take into account the mandate and competence of FAO, in consultation with you, in maintaining direct relationships with appropriate organs of the Government. Correspondingly, you will keep the UN Resident Coordinator informed of all FAO activities in your country of assignment.


For your information and guidance, I enclose herewith a copy of a consolidated statement on the role and functioning of the Resident Coordinator System, as developed by the United Nations System’s Chief Executives Board for Coordination (CEB) (Annex IV). In this regard, please note that FAO is fully committed to the further enhancement of field level coordination as a means of reinforcing the overall coherence and impact of UN system programmes and activities.


 As a member of the country-level Security Management Team (SMT) chaired by the Designated Official (DO), you will actively participate in the SMT, assist the DO in the performance of his/her functions and ensure your own and your staff’s participation in security preparedness and contingency planning, as well as security training conducted by the UN Department of Safety and Security (UN/DSS).

Office management


You will be expected to manage the FAO Representation in accordance with the procedures laid down in the FAO Manual and directives on the human and financial resources, especially recruitment, appointment and training of local staff, submission of travel and leave schedules, procurement management and maintenance of equipment, supplies and services, operation and control of imprest accounts, use of consultants fund, and establishment and maintenance of diplomatic pouch service with FAO headquarters.


To facilitate your work, detailed and comprehensive budget management guidelines are issued at the beginning of every calendar year to ensure: (a) prudent financial management of the resources placed at the disposal of FAORs; (b) optimal level of performance of the administrative functions at the FAO Representation; and (c) exercise of diligence and care in the expenditures.


The budgetary guidelines, in particular, embody instructions on the use of temporary assistance, operation and maintenance of equipment and vehicles, petty cash management, etc. The same guidelines and standards are also applicable in the implementation of projects and other budgetary allocations entrusted to the FAO Representation by other FAO units.


You will also be requested, as necessary, to negotiate with the Government on the transfer of ownership for the Organization’s equipment and/or take the necessary action for its disposal in consultation with the RO and the Administrative Services Division (CSA). Finally, as the FAOR, you should monitor the regular receipt of Government contributions to the functioning of the office, as provided in the Host Country Agreement.


In order to ensure the Organization’s most effective contribution to the country's development efforts, FAO’s support and assistance must be delivered as quickly and efficiently as possible. The FAO staff members are expected to uphold the highest standards of conduct characterized by competence, integrity, incorruptibility, impartially and independence. I wish to stress that the professional soundness and personal integrity of the FAO Representative constitutes singularly the most important element in ensuring the highest standards of conduct and performance of the staff in the country office. You should, therefore, endeavour your utmost to ensure fair, transparent and efficient conduct of the Organization’s business.

I wish you every success.

Yours sincerely,
Jacques Diouf
