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[Name of the NDA] OR [Name of the Designated Agency] 
[insert address of the Entity]

Attn: [insert name of the Entity representative]

Subject: Placement letter (“Letter”) between the [Name of the NDA] OR [Name of the Designated Agency] and the Green Climate Fund relating to the placement of a GCF expert within [Country]
Dear [Sir][Madam],
We refer to the request from the [Name of the NDA] (the “National Designated Authority” or “NDA”) to the GREEN CLIMATE FUND (the “GCF” or the “Fund”), to deploy a local expert (the “Expert”) within the NDA or other relevant agencies designated by [Country], to ensure continuous, effective engagement with the Fund, imparting knowledge of Fund policies, systems and processes, and facilitating the development of programming capacities and enhanced direct access to climate finance for the achievement of national climate objectives and the Fund has agreed to the deployment. 
The purpose of this Letter is to document the terms and conditions for the deployment of the Expert as described below. 
Role and Responsibilities of the Expert
The Expert will provide essential support to the [NDA] OR [Name of the Designated Agency] in its engagement with GCF. This role entails close coordination with stakeholders relevant to the GCF activities in [Country] to ensure their seamless execution, including country programming, accreditation, readiness support conceptualisation and oversight, project preparation and implementation and other related activities.
The Expert’s responsibilities are provided in the terms of reference annexed hereto (the “Terms of Reference” or “TOR”), as may be amended from time to time in consultation with the NDA in accordance with the Fund’s policies and procedures, and in his/her contract to be signed with the Fund.
Objectives
The placement scheme aims to achieve the following objectives:
1. To enhance the capacity of the NDA and relevant agencies to plan, develop and implement climate change adaptation and mitigation concept notes and funding proposals;
2. To support the NDA and/or relevant agencies in developing and implementing GCF country programmes, including facilitating the set up or improvement of coordination with relevant stakeholders;
3. To assist in accessing and implementing integrated programmes of readiness activities in [Country];
4. To raise awareness and facilitate understanding in [Country] of the GCF funding windows, policies and processes; and
5. To facilitate knowledge transfer and skill development among local stakeholders and communities.

Assignment Details
The Expert will be based in [capital city, country] and will operate from the offices of the [NDA] OR [Name of the Designated Agency] as agreed between the [NDA] OR [Name of the Designated Agency] and the Fund.
The Expert will support the [NDA] OR [Name of the Designated Agency] and report to the Fund in accordance with the TOR and in his/her contract to be signed with the Fund. 
As part of his/her reporting obligations to the GCF, the Expert is expected to compile a quarterly report detailing activities conducted and results achieved, to be submitted to the Fund and shared with the [NDA] OR [Name of the Designated Agency].
The assignment is for 11 months and 29 days, starting on the date on which the Expert commences his/her assignment, with the possibility of renewal based on performance evaluation, subject to continued need and available funding as agreed by the Parties. The assignment may be terminated by either party to this Letter giving the other party at least 30 days written notice.
The Expert shall be engaged as a GCF consultant, with an independent contractor relationship with the Fund. Nothing contained in the Expert’s contract with the Fund shall be construed as establishing or creating between the Fund and the Expert a relationship of employer and employee or principal and agent.
[bookmark: _Ref418599610]Role of the Fund
Except as otherwise agreed to by the Fund, the Fund shall engage the services of the Expert in accordance with the GCF corporate procurement framework and conduct an induction training/onboarding of the Expert.
The Fund will pay directly to the Expert the following:
1. Expert's fees,
2. Work related actual travel expenses, in line with GCF Travel Policy
Role of the [NDA] OR [Name of the Designated Agency]
The [NDA] OR [Name of the Designated Agency], shall provide office space, office connectivity, and other necessary working facilities for the Expert.
The [NDA] OR [Name of the Designated Agency], shall provide suitable local counterparts to cooperate with and assist the Expert in carrying out his/her role and responsibilities, and fulfil the objectives of this Letter.
The [NDA] OR [Name of the Designated Agency], shall cover the following costs that may be incurred in connection with the placement scheme: 
1. The budget for activities carried out to support the placement scheme and the accomplishment of its objectives, which could include workshops, community engagement activities, stakeholder meetings, and other relevant events; and 2. the cost of the Expert’s workstation, office supplies, communication and other everyday work-related costs.
The operational costs listed in paragraphs (1) to (2) above shall [either be absorbed by the [NDA] OR [Name of the Designated Agency] or [be budgeted under the readiness country support window in accordance with the Fund’s policies and procedures]. 
Cooperation and Reporting
The [NDA] OR [Name of the Designated Agency] shall cooperate with the Fund and the Expert to ensure that the placement is carried out promptly and effectively and, for this purpose, shall issue appropriate instructions to its officials, agents and representatives.
The Fund will select the Expert in consultation with the [NDA] OR [Name of the Designated Agency], in accordance with the GCF corporate procurement framework.
On a monthly basis, the Expert shall prepare a timesheet, work related travel documents (invoices and receipts for mission travel) and submit it to the [NDA] OR [Name of the Designated Agency] for prompt clearance. Upon clearance by the [NDA] OR [Name of the Designated Agency], the Expert shall submit the timesheet to the Fund for approval and payment.
At the end of each calendar quarter, the Expert shall prepare a report of activities carried out, deliverables produced, key action points required from the Fund, highlight of opportunities and other points of interest to the Fund.  The report shall be cleared by the [NDA] OR [Name of the Designated Agency], then submitted to the Fund. A copy of all deliverables produced will be shared with the Fund.
On a quarterly basis, the Expert, the [NDA] OR [Name of the Designated Agency] and the Fund will discuss (i) the quarterly report, (ii) priorities for the next quarter and (iii) performance.  
At the end of his/her contract, the Expert will produce a final report summarizing capacity building efforts aligned with the objectives of the Readiness Programme, achievements and lessons learned.
At the end of the placement the relevant Fund regional team shall produce the consultant performance evaluation form, with inputs from the [NDA] OR [Name of the Designated Agency] and signed off by the Fund.
Miscellaneous 
Nothing in or related to this Letter shall be construed as an express or implied waiver, renunciation or other modification of any immunities, privileges or exemptions of the Fund accorded under any applicable laws.
[If applicable:[footnoteRef:2] The Expert shall have the status of an expert or consultant providing services under contractual arrangements with the Fund and shall be entitled to the privileges, exemptions, and immunities conferred upon such experts by the provisions of the Agreement between the Government of [Country] and the Fund on the Privileges and Immunities of the Green Climate Fund.]  [2:  If there is an agreement on privileges and immunities between the government and the Fund.] 

The [NDA] OR [Name of the Designated Agency] shall not use the name or emblems of the Fund unless the latter has provided prior consent in writing for such use.
Any correspondence, notice, request, document or other communication required or permitted to be given or made under this Letter between the Parties shall be in writing and shall be delivered by hand, registered airmail, or email to the following addresses:

For the Fund:
[___________________]

For the [NDA] OR [Name of the Designated Agency]:
[___________________]



If you agree with the provisions set forth above, please sign and return to the Fund two signed copies of this Letter.

	For and on behalf of
The Government of [Country], through the [Name of the NDA] OR [Name of the Designated Agency]
	                Yours Sincerely, 
                      
                          GREEN CLIMATE FUND



	By: ____________________________
	By: ____________________________


	[Name of Signatory]
[Title of Signatory]
	Achala Abeysinghe
Director, Department of Investment Services




	Date: 
	Date: 









Enclosure: Annex- A 

ANNEX- A: TERMS OF REFERENCE
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