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A. Guidelines for FAOR Report Preparation
1 Introduction

These guidelines replace the Guidelines for FAOR Annual Reporting issued in 1997, This new
approach places greater emphasis on reporting about the FAOR’s activity rather than the
situation in the country or the programmes of the government. It includes elements of an
indicative programme framework. These guidelines are not to be confused with the more
specific field programme reports (such as the Quarterly Project Implementation Reports) which
are governed by Field Programme Circulars.

2  Context of the FAOR Reporting exercise

2.1 Towards a Programme Framework

As FAQ is not a donor, it can devote only limited Regular Programme resources to the country
level and depends on donors for much of its field programme. Its work in the field is not only
determined by government assistance requests and country-level activities of the Regular
Programme, but it is also contingent on factors such as the political/economic circumstances in
the country, the capacity and interest of national stakeholders, the interest of donors, the
availability of FAO technical units to support the work of the FAOR at country level, etc.
These guidelines, therefore, do not present a rigid planning framework but purport to assist the
FAOR in finding the right balance between pure improvisation and a programmed approach.
While it is understood that programming is difficult in circumstances characterized by high
levels of turbulence and unpredictability, FAORs should endeavour, where possible, to design
an indicative programme of their own work that is not merely ad hoc and reactive but that
proactively responds to the needs of their host country and identifies, as early as possible, the
support needed from other FAO units.

2.2 Purpose of FAOR Reporting

FAORs play a lead/catalytic role in defining FAQ’s strategic response — at country level — to
the expressed needs of the host government as well as to changing circumstances and new
developments. The FAOR’s Report describes FAQ’s priorities in the country, why they are
chosen and how they will be addressed. The purpose of FAOR Reports is therefore to:

Present and report on FAQ's country strategy to address the expressed agricultural
development and food security priorities of the Government.

2.3 Why prepare FAOR Reports?

The systematic preparation of FAOR Reports is intended to contribute to:

* amore informed formulation of FAQ’s regional and global priorities. The articulation of
country-level priorities in the FAOR Report are of great value for the subsequent definition
of subregional, regional and global priorities in the MTP and PWB processes. To that
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effect, FAOR Reports are structured to facilitate cross-referencing with the work plans and
priorities of other FAQO units (see part B - Annotated Outline);

¢ continuity and institutional memory by facilitating the transfer of experiences and insights

from departing FAORS to their successors;

establishment of a collaborative framework for the FAO Country Team;

improved collaboration between FAORSs and other FAO units;

accountability by documenting the use made of FAOR’s office budgets;

improved inputs on agriculture and food security matters into the work of the UN Country

Team in general and in the preparation of CCA and UNDAF in particular; and

» better communication with development partners and improved public relations by
providing better information to external stakeholders and promoting a more realistic
understanding of FAO’s work.

2.4 Inputs into report preparation
In preparing their reports, FAORs may be guided by:

¢ their knowledge of the constraints and opportunities for agriculture development and food
security in the country;

¢ national development plans and policies;

e the activities of other development partners with regard to agricultural development and
food security;

e the assistance requested by the government;

s the updated Agricultural Development and Food Security Strategies/Policies;

FAQ’s programme framework as described in the Strategic Framework and in the

MTP/PWB documents;

guidance from other FAO units in their respective mandated areas;

the general guidance/feedback received through, inter alia, the Management Letters;

suggestions from the Resident Coordinator or other members of the UN Country Team;

criteria and policies of donors, opportunities for resource mobilization; and

needs of particular target groups, civil society, academic and research communities and/or

private sector.

* & 5 o »

2.5 Internal and External Use of FAOR Reports

Part one of the Annual Report (i.e. excluding part two on Relations and Management})
describes the FAOR’s indicative programme framework and is for both internal and external
use. FAORs may decide to share the programme framework of the Inception Report with other
stakeholders, if they are confident that it adequately reflects the comments received from other
FAO units. Alternatively, FAORs may share with them the Programme Framework of the
Annual Report.

Part two of the FAOR Report - Relations and Management - is for internal FAQ usc only. It
contains ideas that need internal discussion, promising trends that need to be looked into and
highlights the support required from other FAO units.
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3 Types of FAOR Reports

There are four types of FAOR Reports: Inception, Annual, Special and Terminal Reports.

Inception Report. Upon arrival in the country, new FAORs will find the Terminal Report
prepared by their predecessor. Using the latter report as a baseline, the new incumbent
produces an Inception Report within three months of arrival consisting of a draft Programme
Framework (part one) and a section on Relations and Management (part two). This method
ensures an effective transfer of institutional memory from the previous to the new FAOR,
while providing the latter with appropriate leeway to adjust priorities based on his/her findings.
The draft Programme Framework is submitted for comments to the concerned FAO units.
Whenever possible, i.e. within the deadline, such comments are reflected in a revised version
of the Inception Report. If not, the comments are reflected in the subsequent Annual Report.

Annual Report. This is the most important report. The Programme Framework is updated
yearly to reflect changed circumstances, new assistance needs and progress achieved. The first
Annual Report is prepared 12 months after the arrival of the FAOR in the country.
Subsequently, it is submitted annually.

Special Report. This is prepared when the FAOR decides that a rapid strategic reorientation is
called for requiring the attention and support of the rest of FAO,

Terminal Report. This is an update of the latest Programme Framework as well as a hand-
over note for the successor. It is prepared one month in advance of the FAOR’s departure from
the country and focuses on transferring insights and recommendations to the successor. It also
contains important certifications of the budgetary, imprest and inventory situation of the office
(see part B - Annotated Outline).

4  Preparation of Reports

4.1 Responsibilities

FAOR:s are responsible for both the contents of FAOR Reports as well as their preparation (i.e.
timely start of drafting, appropriate consultations with the FAO Country Team and other FAQ
units, etc.).

In country offices with an Assistant FAOR (Programme), the latter should normally play a
central role in the process of report preparation under the guidance of the FAOR. National
Correspondents (NCs) in countries covered by double or multiple accreditation can also
contribute to the preparation of FAOR Reports.

Part one - Programme Framework (i.e. excluding Relations and Management) of the Annual
Report is, as a rule, a public document. FAORs are responsible for its contents and distribution,
in accordance with these guidelines and may decide on a case-by-case basis whether to share it
with stakeholders outside of FAQ.
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4.2 Consultations

FAOR Reports are designed to enhance corporate consensus around the FAOR’s plans, enrich
the country-level perspective with ROs/SROs or Headquarters and enhance the synergy
between operational and normative work. The process should be initiated sufficiently in
advance to leave enough time for consultation and reflection. The drafting process should
involve, to the maximum feasible extent, members of the FAO Country Team. Similarly,
visiting staff members from ROs/SROs or Headquarters may be asked to contribute on issues
for which they have expertise. FAORs are encouraged to circulate (parts of) their draft Reports
for comments among FAO officers in the field, in ROs/SROs or at Headquarters.

4.3 Contents

FAOR Reports are of a rolling nature in that they take the previous one as a baseline and
concentrate on explaining the changes.

Their contents should follow the structure and headings of the attached annotated outline.

FAOR Reports should never duplicate information available from the Full Country Briefs,

FPMIS, COIN or any other information already available on the Internet/FAO Web site/FAQ
Intranet such as, for example, the country profiles. Where possible, appropriate links (URLSs)
should be provided in the text.

As FAOR Reports always have a fairly wide distribution within FAO, they should not contain

confidential matters, which should be sent to the concerned unit under separate

correspondence.

4.4 Frequency

ffic
Fully-fledged FACR

Within three months of
arrival of the FAOR

At each anniversary of
the FAOR’s arrival

At FAOR's
discretion

One month before
FAOR’s
departure

OTO/FAOR

Within three months of
arrival of the FAOR

At each anniversary of
the FAOR’s arrival

AtFAOR's
discretion

One month before
FAOR's
departure

Double or multiple
accreditations

Within three months of
FAOR'’s presentation
of credentials

At each anniversary of
the FAOR’s arrival

AtFAOR's
discretion

One month before
FAOR’s
departure
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4.5 Length

FAOR Reports should be as concise as possible and come straight to the point to explain what
FAO will be doing in the country and why.

G - er

- minal epor
Words (400 words = approximately 1 page)

Executive Summary

R

1. General Assessment
2. Priorities

3. FAO’s Response

- Technical/Humanitarian Cooperation
- Advocacy and Partnerships

FAORs may decide to vary the length of one section at the expense of any other (except the
Executive Summary) as long as the maximum number of words is not exceeded.

4.6 Quality standards

FAOR Reports should conform to the highest editing and linguistic standards and should be
carefully proofread. They will be prepared in the working language applicable in the country,
i.e. English, French or Spanish.

4.7 Distribution

a. Part One - Programme Framework

The draft Programme Framework should be e-mailed by the FAOR to OCD with copy to the
Regional Representative, the Subregional Representative, where applicable, the Heads of
Technical Departments (AG, ES, Fl, FO, SD and GI) at Headquarters as well as the ADG, TC.
The e-mail should highlight the units from which FAORs would like to receive comments.

Recipients should make appropriate arrangements to distribute the FAOR Report within their
units and ensure that comments are prepared if it covers issues of concern to their
division/office in order to allow the FAOR to finalize the report.

Once finalized, the Programme Framework may be distributed in hard copy to members of the
FAQ or UN Country Team, government counterparts, members of the UN System Network on
Food Security and Rural Development, Headquarters, RO and SRO staff, consultants, members
of country and project tasks forces, donor representatives, NGOs, CSOs and private sector
representatives, other FAORs, Headquarters Programme Coordinators, etc., as considered

appropriate by the FAOR, and/or placed on the FAOR’s Web site.
b. Part Two - Relations and Management

Part two of the FAOR Report - Relations and Management - is addressed to OCD, which will
ensure its distribution to other units as appropriate.
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B. Annotated Outline of FAOR Reporis

This outline provides the general structure and headings to be used in the preparation of FAOR
Reports. A more detailed description of issues to be covered under the various headings used
can be found in part C.

1 Part One: Programme Framework

1.1 General Assessment

The report should contain an assessment of the country’s potential for achieving food security
and agricultural/rural development as well as the main constraints faced. This assessment
should be realistic about what FAO could/should do, taking into consideration: (i) the
assistance requested by the government; (i) FAO’s priorities and competitive advantages, as
defined in the SE/MTP and PWB as well as in the National Agricultural Development and
Food Security Strategies/Policies; (iii) overall UN objectives, as defined in MDGs and
UNDATF; (iv) the contribution of other development partners to agricultural development and
food security; and (v) available resources and opportunities for resource mobilization.

The assessment may focus, as applicable, on: (i} important developments and events which
affect the functioning of FAQ in the country; (ii) assessment of FAQ’s impact in the country;
(iii) a listing of the factors that critically contributed to or created significant obstacles to the
achievement of results stated in the previous FAOR Report; (iv) an assessment of FAO’s
strengths and weaknesses in the country; and (v) lessons learned from the implementation of
activities since the latest FAOR Report.

Reference information for this section is available at www.fao.org/countryprofiles. Where
applicable, the FAOR Report may include reference to the data available there.

Inception Reports will also provide an assessment of the proposals and recommendations
contained in the predecessor’s Terminal Report in the light of the new FAOR’s first
experiences.

1.2 Priority Issues

This section covers the agricultural development and food security priority issues as agreed
between the FAOR and the government or, alternatively, where consultations are insufficiently
advanced, the FAOR’s perception of such priorities. These priorities should be linked to the
issues identified in the general assessment above. They should be grouped under (some of) the
following headings to facilitate cross-referencing with programming documents and work
plans of other FAQ units (see part C for more details):

2.1.1 (AGL) Natural Resources

2.1.2  (AGP) Crops

2.1.3 (AGA)Livestock

2.1.4  (AGS) Agricultural Support Systems

2.2.1 (ESN) Nutrition, Food Quality and Safety
2.22 (ESS/GIL) Food and Agricultural Information
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2.24 (ESC) Agricultural, Food Security and Trade Policy

2.3 (FI) Fisheries

24  (FO) Forestry

2.5.1 (SDR) Research, Natural Resources Management and Technology Transfer
2.5.2 (SDW)Gender and Population

2.53 (SDA) Rural Development

FAORs should avoid identifying priority areas under all these headings as the purpose is
merely to focus attention on areas of greatest need. Once these priority areas have been
identified, FAORs are encouraged to consult the narratives concerning their priority
programmes in the PWB and MTP, available at www.fao.org/pbe/, so as to identify
opportunities for collaboration with the relevant normative programmes. This will facilitate
cross-referencing with the work plans and priorities of other FAO units.

Under each selected programme heading there should preferably be: (i) a short explanation of
applicable priority issues and why they need to be addressed; (ii) a brief account of what FAO
has achieved so far including support from the RP, pipeline/ongoing projects or possible
collaboration with the normative programme, etc.; and (iii) a description of what FAO will do
(preferably in terms of deliverables such as training, meetings, assessments, advocacy, issues to
be negotiated, project ideas to be developed, projects to be formulated/strengthened/modified,
ete.).

This format should be applied flexibly so as to ensure legibility and conciseness. Detailed
technical examinations of the priority issues should be avoided. More comprehensive technical
documentation, if available, should be provided electronically to the unit concerned.
Alternatively, the link (URL) should be provided if the document is available on the
Internet/FAO Web site/FAQO Intranet.

The Inception Report should highlight significant differences between the approaches
advocated in the Terminal Report of the predecessor as well as explain the differences. The
Annual Report should explain significant differences with respect to the previous report. The
Terminal Report should recommend the approach to be considered by the successor.

1.3 FAO’s Response

a. Technical/Humanitarian Cooperation

This section should cover both RP and extra-budgetary funded activities in the country.
Detailed project information is available in FPMIS, therefore the section should only cover the
long-term/policy/strategic issues that need the attention of other FAQ units and avoid detailed
project-related issues, as these are best covered in routine correspondence through the usual
channels.

Programme 2.5.6 (TCOS) Special Programme on Food Security

Programme 3.1.2 (TCA/PAB/PAU) Field Programme Development: this covers: (i) advice
to development partners on assistance available from FAQ; (ii) policy assistance and




Guidelines for FAO Representatives’ Reporting

prioritization of technical cooperation opportunities; (iii) resource mobilization strategies; and
(iv) processing of requests from the government for FAO assistance.

Programme 3.3.1 (TCO/ROB) Technical Cooperation Project Operations: this covers:
(1) the FAOR’s work as Budget Holder of national projects; and (ii) operational support to
technical cooperation projects of other Budget Holders with activities in the country.

Programme 3.3.3 (TCE) Emergency Matters: this covers: (i) contributions to national
emergency matters (prevention, preparedness planning, monitoring and early warning,
assessment of impact and needs, relief, rehabilitation and reconstruction, sustainable recovery);
and (ii) assistance to TCE-operated emergency projects and, where applicable, the Emergency
Coordination Unit.

Programme 3.4.0 Non-project/Country-level Activities of other FAO Units: (i) usually
normative RP-funded activities initiated by Headquarters, or ROs and SROs, for example
meetings/training; (ii) keeping the Organization informed of major events/developments and
administrative changes; and (iii) promoting the ratification of treaties (LEG).

b. Advocacy and Partnerships

This section should cover the FAOR’s Partnerships and Advocacy work under the following
headings:

Programme 3.5.3 (TCDS, GIDN, OCD) Civil Society Awareness and Partnerships:
FAOR’s advocacy activities, inter alia, through the World Food Day and Telefood (GIDN),
outreach activities with NGOs/CSOs and the private sector (TCDS) as well as promotion of the
FAQ’s Partnership Programmes (OCD).

Programme 5.1.1 (GII) Media Relations: this covers: (i) maintaining a dialogue with local
media; (i) participation in TV/Radio programmes; (iii) press releases; and (iv) developing a
communication plan for raising public awareness on FAQ’s activities, including development
of Web sites.

2  Part Two: Relations and Management

This is the part of the report which is intended for use within FAO only. It covers
representational/managerial functions under the following headings (see part C for details).

Programme 3.4.1 (OCD) External Relations: this section highlights the FAOR’s work in
establishing/maintaining effective working relationships and articulating the Organization’s
views with: (i) the government; (ii) the Resident Coordinator (RC) and other members of the
UNCT including the UN system-wide programming (CCA, UNDAF) and administrative
coordination; (iii) regional/subregional organizations based/represented in the country or
countries of accreditation; and (iv) the representations of other FAO member countries in the
country/countries of FAOR’s accreditation.

Urgent and/or sensitive issues in this area should obviously be covered by e-mail or
confidential correspondence with OCD, rather than being delayed until the preparation of the
FAOR'’s report.
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This section may also cover the results of, and follow-up to, the latest visits of the Director-
General to countries of accreditation.

Programme 3.4.2 (OCD) Internal Collaboration: status of relations with the FAO Country
Team and other FAO units. This section should highlight any specific support required from
other FAO units to achieve the intended results described under part one — Programme
Framework.

Programme 3.4.3 (OCD) Management of the office: Human resources/personnel issues;
budget/finance matters, including government contribution, premises and assets management;
and information and communications technology (ICT) management.

3  Executive Summary (only for Annual Reports)

Only the Annual Report should include an executive summary which consists of paragraphs
summarizing the related sections of the main text of the report: (i) General Assessment; (ii)
Priority Areas; (1ii) FAO’s Response through Technical/Humanitarian Cooperation, Advocacy
and Partnerships; and (iv) Relations and Management.

This part of the report will be forwarded by OCD to the Office of the Director-General for
information. Therefore, issues requiring the Director-General’s attention should be included
here. Special attention should be given to the editing and verification of the facts in the
executive summary.

4  Annexes to be attached to the Terminal Report

Only the Terminal Report should include:

e alist of important contacts with the government, donors, persons involved in the FAQ
programme {(qualified national consultants) and other stakeholders;

* alisting of pipeline and ongoing projects as well as non-project activities of other FAQ
units, each indicating the main issues to be addressed by the successor;
staffing of the office, including problems and future needs;

e the budgetary and imprest account situation of the Representation duly countersigned by
the officer taking over the Representation; and

¢ an inventory list of official equipment held at the Office duly countersigned by the officer
taking over the Representation.
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