-----Original Message-----
From: ADG/RR 
Sent: Xxxxxxx
To: FAO Rep or FAOR Office
Cc: <RR>; <SRC>; <FAOR Office>; <OSD>;
Subject: Support Mission to the FAO Representation in <Town>, <Country>;  <Name of Officer>, <Date>

This message is from ..... ADG/RR
Dear Mr./Ms. Xxxxxxxx,

I am pleased to confirm the visit of <name of Programme Officer>, Programme Officer in xxx, to <name of country>, from <date> to <date>, in accordance with the attached terms of reference and with the following travel schedule:
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	Arrival
	Departure
	Flight
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	Date
	Hour
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


<insert TOR>
You are kindly requested to prepare an appropriate programme which should include the following: 

1.
Contacts with key Government Officials in those ministries with which you maintain close relations, in particular the Permanent Secretary of the Ministry of Foreign Affairs or the Director of Multilateral Relations, the Permanent Secretary of the Ministry of Agriculture and eventually the Directors of Departments with which we have projects. 

2.
Meetings with the UN Resident Coordinator and one or two other members of the UN country team, as appropriate. 

3.
Meetings with one or two representatives of the donor community providing bilateral assistance in the agricultural sector, as appropriate. 

4.
General meeting with FAO staff followed by individual meetings with those staff members wishing to raise particular issues.  In this respect, kindly ensure that sufficient time for these individual meetings is made available in the programme. 

Please note that in view of the nature of the mission, it would be more appropriate for Mr/Ms <name of Programme Officer> to attend all external meetings on his/her own. 
It would also be appreciated if you could arrange for airport pick-up and hotel bookings for Mr/Ms <Name of Programme Officer>, who can be contacted directly by email, or on extension <xxxx>, or on cell phone +xxx xxx xxxx, for confirmation of the arrangements and for any other additional information.
Thank you in advance for your cooperation. 
Best regards,
......

ADG/RR
