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I. OVERVIEW OF USAID/SENEGAL 

This section of the Operations Manual presents an overview of the 

u.s. Agency for International Development's (AID) program in Senegal. 

The topics covered in this section include summary descriptions of: 

The AID development program in Senegal 

Sahel ian organizations with which the Mission interacts 

Organization of REDSO/WA and services it provides to the 
Mission 

Regional services provided to surrounding Missions by 
USAID/Senegal 

Internal organization of the Mission and brief mission and 
function statements for each organizational unit. 

1. THE AID PROGRAM IN SENEGAL 

AID was established to promote economic and social development 

and to help maintain economic and political stability in less d~veloped 

countries. 

Following the great Sahelian drought of 1968-1973, AID rapidly 

expanded its development assistance program to a level today representing 

approximately 10 percent of total donor activity in Senegal. The over

all goal of the AID program in Seneg~l is to assist the Government to 

achieve food self-sufficiency, includinq storaqe capacity and trade by 

2,000 A.D., which will improve the quality of life among the rural 

population. 

'l'his goal coincides with the Government of Senegal's (GOS) growing 

emphasis upon the rural sector, where development of the country's 

considerable agricultural resources is expected to provide the needed 

foundation to start the economy moving towards economic viability 

and self-sustained growth. The improved quality of rural life should 

contribute to increased agriculturdl production. 
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In the achievement of qrowth with equity in the rural areas, AID, 

along with other donors and the GOS, will concentrate upon strengthening 

the role of the rural communities in the following priority areas: 

Food	 production 

Nutrition and health care, including maternal child health/ 
family planning 

Employment and income generation 

Energy and resource conservation. 

Priority geographic reyions of the USAID program are: 

Casamance, Peanut-Basin (Sine Saloum) and Fleuve are of the 
highest near ilnd medium-term prjority [or: 

Increas LlICJ illJr icuJ LurilJ pruduction 

ImprovilllJ the qeneral ru ral qual i ty o[ Ii fe 

Sylvo-Pastoral zOlle has a special priority for livestock 
production ulld for control of desertification 

An overview of projects being implemented by the USAID is pre

sented i.n Exhibit I-I, on the following paqes. 

2.	 ORGANIZATIONS WITH SUBSTANTIAL INTERACTIONS WITH THE 
MISSION 

'I'he 1\10 progri:un in Seneqal i!; intclJrated with U.S. assistance to 

the Sahel region in cooperaLion witll multi-donor, multi-recipient 

development programs. 'l'he major dcv(~lopment organizations with which 

the Mission works are ~escribed in this section and include: 

CILSS 

Club du Sahel 

CADA 

The Sahel Institute
 

OMVS and the USAID/Sencqal OMVS C~ordination Office.
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EXHIBIT I-I
 
USAID/Senegal Project Summary
 

(FY' 80) 

I. PROJECT ACTIVITIES 

1.	 CEREA~S PRODUCTION PROJECT, PHASE I AND II--To assist SODEVA, 

the development agency for the Groundnut Basin, in providing 

extension services to farmers aimed at improving agricultural 

practices and increasing millet production. (FY'75-'84) 

2.	 SENEGAL RANGE AND LIVESTOCK DEVELOPMENT--To improve living 

conditions and increase incomes of participating herders in two 

zones comprising 130,000 hectares. (FY' 75- '80) 

3.	 CASAMANCE REGIONAL DEVELOPMENT PROJECT--Largest project in AID's 

portfolio designed to assist GOS in acquiring expertise to 

design and implement regional development plans. (FY'78-'84) 

4.	 BAKEL IRRIGATED PERlMETERS--To introduce irrigation techniques 

to 25 villages along the Senegal River around Bakel involving 

1,800 hectares. (Fy'78-82) 

5.	 GRAIN STORAGE PROJEC'l'--'ro construct 30,000 MT of warehouse space 

to meet cereal storage and security requirements of GOS. 

(FY t 77- '80) 

6.	 RURAL lIEAL'rJI--To develop system of 600 village health huts 

providing preventive health care to rural populations. (FY '79-' 80) 

7.	 FAMILY PLANNING--To offer contraceptive care and advice in 10 

primary HClI centers and 19 secondary centers, and to offer 

referral and l:ducation services to 33 maternity centers. 

(FY'79-'82) 



EXHIBIT 1-1(2) 
USAID/Senega1 Project Summary 

(FY' 80) 

8.	 SAED TRAINING PROJECT--Joint AID/FAa/GaS activity to upgrade
 

the skills of the personnel of the Senegalese River Basin
 

development agency, and to strengthen extension work directed
 

toward farmers participating in irriqation schemes along the
 

river. (FY'78-'83)
 

9.	 FUELWOQD PRODUCTION--To assist GaS in development of an easily 

replicable fuelwood production system ro provide alternate sources 

of charcoal and fuelwood. (FY'79-'H3) 

10.	 YMCA/aRT YOllTH DEVELOPMENT-OPG--To build a system of vocational 

training services enabling Senegalese urban youth to acquire 

marketable skills and providing job placement follow-up. 

(FY' 79-' 81) 

11.	 AGRICULTURAL ECONOMIC AND FARMING SYSTEMS RESEARCH AND PLANNING-· 

Multi-donor project to assist the National Agricultural Research 

Institut8 (ISRA) in decentrulizing its research activities. 

(FY'80-'84) 

12.	 SODESP LIVESTOCK PRODUCTION--To modernize livestock production 

around four deep-bore wells in northern Senegal. (FY'79-'84) 

13.	 NATIONAL PLAN OF NATURAL RESOURCES-'ro prepare resources inventory 

based on remote sensinCJ in or-Jer Lo plan dnd program use of the 

country's physical resources in a more coherent, economic 

manner. (FY'81-'B3) 

14.	 SAHEL CROP PRO'l'EC'l'ION--l\n cighL-ndtion integrated jest management 

project to LIS:; i.st nclLiolli11 crop pr.otection services in combatting 

insects and pesU; Lhilt destroy some 20 percent of annual food grain 

production. (FY' 77- '1!2) 



EXHIBIT 1-1(3) 
USAID/Senega1 Project Summary 

(FY' 80) 

II. ACCELERATED IMPACT PROGRAM (AlP) 

1.	 RENEWABLE ENERGY--To pilot test improved energy conservation 

techniques in solar fish drying, charcoal production and intro

duction of wood burning stoves. 

2.	 CARITAS VIALLAGE GROUPS--To encour~qc subsistence farm families 

in the M'Bour area to v~ry their crop production. 

3.	 LOWLAND FISHERIES--To introduce fi.sh culture to the Senegal 

River Valley by establishiny six village demonstration ponds. 

III. GRANTS TO PRIVATE VOLUNTARY ORGANIZATIONS (PVOs) 

1.	 NCNW SKILLS TRAINING RESEARCH AND FEASIBILITY STUDY--A National 

Council of Nesro Women project to provide baseline data on 

women's econo~~c roles in ayriculture and livestock prod~ction 

in the Lower Casamuncc. 

2.	 AFRICARE REFORES'rATION PROJEC'l'--'l'o in troduce woodlot production 

into five villuqe~; Lo alleviate rural fuelwood shortages. 

3.	 AFRICARE/PEACE CORPS WOODLOT PROJECT--To establish woodlots in 

40 villages. 

4.	 CA'rHOLIC RELIEF SERVrr~E PROJEC'l'S--Three projects to increase an 

agricultural cooperation program, to support 35 new fishing 

cooperatives and tu pUYJide potable water to 100 villages. 



EXHIBIT 1-1(4) 
USAID/Senega1 Project Summary 

(FY' 80) 

5. RGNlH TOPOGRAPHICAL AND PEDOLOGICAL STUDIES-To provide pertinent 

data on feasibility of the Ronkh Village. 

IV. WOMEN IN DEVELOPMENT
 

1.	 KA:3SACK NORD WID-To provide <l wide range of training and support 

services to the women of Kassack Nord. 

2.	 TIVAOUANE WID--To test u cooperative approach to a series of 

economic and social activities that can be replicated in other 

villages in Senegal. 

V. OMVS ACTIVITIES 

1.	 ~gronomic Research II Project-'ra develop a viable applied 

research progrum [or irriguted and rain-fed crops at the three 

OHVS research cen lars. (FY' 78- '112) 

2.	 DATA AND INS'l'I'l'U'rrONl\L DEVELOPMEN'l'-'ro produce accura te ground 

control and aeriill phulogruphic l'cntour m.:lps as a basis for 

plunning and exec.:utiny development programs. (FY'77-'80) 
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(1) CILSS 

CILSS (Comite Inter-Etats pour la Lutte contra la Secheress 

dans le Sahel) was founded in September 1973 to rally donor 

support for national and regional development needs in the sahel. 

Eight Sahel governments are members uf the Committee: 

Chad 

Mali 

Mauritania 

Niger 

Senegal 

Upper VoItEl 

The Gambia 

Cape Verde. 

CILSS has become the major African group for coordinating 

and planning the use of external aid throughout the Sahel. With 

headquarters in Ouagadougou, Upper Volta, CILSS has provided a 

framework for organizing the development views of the eight Sahel 

countries. It has also sponsored, along with the Club du Sahel, 

the work of many international development planning teams and 

working groups. 

(2) Club du Sahel 

The Club du Sahel was formed in December 1975 so participating 

donor and Sahel countries and organizations can jointly plan and 

coordinate the overall development of the Sahel. The Club is 

open to governments and development organizations interested in 

collective and sustained economic development of the Sahel countries. 
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The major objectives of the Club are to gu~de processes of: 

Continuous planning and evaluation so that new infor
mation based on research findings and actual field 
experience can be factored into development plans 

Open and frank dialogue between and among Sahelians 
and donors to engender understanding and recognition 
of special priorities of others. 

l10st importantly, the Club, with its various working groups, 

commissions, and member countries is intended to provide a forum 

where Sahel and dono~ countries can meet to: 

Marshal resources necessary to address major development 
constraints 

Identify and analyze cornmon problems 

Agree on long-term development strategies and priorities 

Coordinate action plans and individual projects. 

The Club meets periodically to ratify the products of the Club/ 

CILSS working teams and to discuss mutual problems and solutions. 

(3) CADA 

CADA (Concerten Action for Development in Africa) is an 

informal group of the six major bilateral donors to Africa 

(France, Britain, Germany, Belgium, Canada, and the U.S.). Its 

major purpose is to address large problem areas and programs, 

normally involving two or more African countries and requiring 

an extraordinary level of resources. The agreement to form CADA 

was announced in December, 1979. Meetings of CADA are prepared 

by an informal Secretariat, composed of representatives drawn 

from the donor countries' embassies or OECD delegations in Paris, 

and supported by their regular foreign a1d organizations. CADA 

meetings are hosted by member governments on a rotating basis. 
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(4)	 The Sahel Institute 

Formed in 1978 under the aegis of the CILSS, the Sahel 

Institute aims to coordinate scientific and technical research 

and training actions undertaken by CILSS member countries. The 

Institute is located in Bamako, Mali, and is funded by the United 

Nations Development Program, France, and the U.S., among others. 

Specific AID-funded progrums of the Institute include a regional 

documenration center, the technical component of the Integrated 

Pest Management program, and a regional demographic survey. 

(5)	 OMVS .and the USAID/Senegal OMVS Coordination Office 

The OMVS (Organization pour la Mise en Valeur du Fleuve 

S~negal) is a regionul organization created in 1974 for the purpose 

of planning and administering an integrated development plan for 

the Senegal River Basin. Its members are Senegal, Mali, and 

Mauritania. The Member States have agreed that the OMVS role 

shall consist of handling the financing, design, construction 

and operation of regional facilities and coordination of develop

ment plans. Member States, however, make their own arrangements 

for bilateral development within each sovereign state. 

The OMVS is governed by the Conference of Chiefs of State, 

which is the highest decision-making body. The next level is the 

three-member Council of Minist0rs, which is comprised of an 

individual of ministerial rank appointed by each State. The 

third level, the High Commission, is the executive organ of the 

OMVS and responsible for execution an~ planning of all U.S. and 

other donor supported regional projects and studies within the 

Senegal River Basin. 

The purpose of the USAID/Senegal OMVS Coordination Office 

is to work with other donor countries and international organiza

tion to assist OMVS in meeting its long-range development objectives. 
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The AID/OMVS Coordination Office haH ~'esponsibility for all 

U.S.-financed regional projects along the Senegal River Basin 

in Senegal, Mali and Mauritania. 

The AID/OMVS Coordination Office, which reports directly to 

the USAID/Senegal Mission Director, is responsible for: 

Conception and development of supporting documentation 
for proposals for the U.S. assistance role in develop
ment of the Senegal River Basin 

Assisting the OMVS in planning the necessary structures 
to coordinate donor assistance, and programming and 
executing implementation 

Maintaining liaison with other donors and organizations 
and agencies of the U.s. Government relative to U.s. 
participation in OMVS development 

Assisting USAlOs Mali, Mauritania and Senegal in the 
development of projects for U.s. participation in the 
overall OMVS development program, and serving as the 
liaison between them and the OMVS. 

The OMVS Coordination Office directs or monitors the activities 

of the various contractors who are implementing the U.S.-funded 

Seneg:;.l River Basin Development program. The Office serves as 

both a regional technical and program office for all U.S.-funded 

OMVS projects. This includes all programming and bUdgeting 

activities, engineering, hydrologic, socio-economic and cultural 

aspects of the entire U.S.-funded OMVS regional program. 

3. REGIONAL SERVICES PROVIDED BY REDSO/WA 

The Regional Economic Development Support Organization for West 

Africa (REDSO/WA) has responsibiLi.ties in three major areas: 

Assistill<] various field missions in Central L11:d West Africa 
by provi<ling specialized supporting services for the design, 
implementation, and evaluation of their program/projects 

Exercising primary program responsibility for certain regional 
programs and institutions 
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Carrying out specific authorities and responsibilities with 
respect to programs in 12 countries where AID activ:ties 
are not supported by a Mission. 

REDSO/WA staff are organized into the following units: 

Technical support
 

Project Development Office
 

Legal Office
 

Regional Contract Office
 

Engineering Office
 

Supply Management Office
 

Controller's Office
 

Administrative Office
 

Regional
 

Regional Institutional Program Management
 

Entente Fund Program
 

Regional Food for Peace (FFP) Coordinator
 

Program Analysis Development Staff (technical ~esources 

in the fields of agriculture, economics, health, nutrition, 
anthropology and agronomy). 

REDSO/WA assists USAID/Senegal in such areas as: 

Design 

Regional program backstopping 

Contracting 

FFP coordination 

Legal ad'lice 

Management services. 

1-7 r 
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4.	 REGIONAL SERVICES PROVIDED BY USAID/SENEGAL 

USAID/Senegal serves as the control mission for several regional 

projects, e.g., Regional Crop Protection, and provides support services 

to several surrounding Missions. 

(1)	 Regional Controller's Of~ice 

The Regional Controller's Office supports Senegal, The Gambia, 

Guinea-Bissau	 and Cape Verde. The primary services provided include: 

Budget preparation 

Financial recordkeeping 

Financial reporting 

Processing of travel advances 

Processing of Dakar vendor invoices. 

(2)	 Food for Peace Office
 

The Food for Peace Office plans, manages and monitors the
 

PL 480 program in both Senegal and the Gambia. In addition,
 

the office facilitates the movement of food from the Port of Dakar
 

to program sites in the neighboring countries of Guinea-Bissau,
 

Cape Verde, Mali, Mauritania and Guinea (Conakry).
 

(3)	 Management Office
 

The Management Office handles arrangements for visitors to
 

Dakar from surrounding Missions. The kinds of services provided
 

include:
 

Arranging office support in Dakar (e.g., space,
 
supplies and typing services)
 

Providing transportation in Dakar
 

Arranging hotel reservations
 

Providing gas coupons for offical vehicles.
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(4)	 Project Support Unit 

The Project Support Unit provides the Gambia, Guinea-Bissau, 

Cape Verde, Mali, Mauritania and Guinea (Conakry) with the following 

kinds of assistance upon request: 

Assisting in procurement planning and specification 

Assisting in preparation and processing of PIO/Cs and 
waivers 

Facilitating customs clearance in Dakar 

Assisting in necessary warehousing and transshipping 
from Dakar to project soites. 

(5)	 AID/OMVS Coordination Office 

The AID/OMVS Coordination Office is responsible for pl~nning, 

execution and monitoring of all U.s. assistance projects with 

OMVS in Senegal, Mali and Mauritania. 

5.	 MISSION ORGANIZATION 

USAID/Senegal is organized along functional and programmatic lines, 

with ten offices reporting to the Office of the Director. The functional 

offices are: 

Regional Controller's Office 

Management Office 

Program Office 

Project Development Office 

Project support Unit. 

Generally, these uffices provide their functional expertise across the 

full range of Mission activities and/or projects. 
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The programmatic offices are:
 

AID/OMVS Coordination Office
 

Food for Peace Office
 

Health Office
 

Regional Crop Protection Office
 

Agricultural Development Office.
 

In general, these offices provide their specialized input to the program 

and project planning processes and manage the implementation of projects 

or components of projects that involve their areas of expertise. 

The structure of the Mission is shown in Exhibit 1-2. Brief 

mission and function statements follow. 
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EXHIBIT I-2 
USAID/Senegal Organization 

Regional Office of the AID/OMVS 

Controller' 5 I--~ Director - Coordination 

Office Deputy Director Office 

Management 
I------~ 

Office 

Program Project Project Food for Health Regional Agricultural 

Office Development 
Office 

Support Peace Office Crop Development 

.Human Resources Unit Office Protection Office 

.Eng inee r I nq 
Office 



OFFICE OF THE DIRECTOR
 

REPORTS TO: U. S. Ambassador to Senegal 

AA/AFR 

PRIMARY MISSION: 

To plan, direct and manage all USAID bilateral activities and 

programs in Senegal and all activities and programs of USAID/OMVSi to 

supervise the provision of regional support services provided by the 

USAIDi and, to represent AID in all interactions with the Government 

of Senegal and OMVS. 

FUNCTIONS: 

1.	 Directs, reviews and approves all USAID programs for Senegal and 

USAID/OMVS programs 

2.	 Directs and manages all regional support services provided by the 

following	 USAID units:
 

Controller
 

Food for Peace
 

Project Development
 

Project Support
 

Crop Protection
 

3.	 Directs and manages all USAID/Senegal activities 

4.	 Directs and approves all program and budget planning documents 

submitted to AID/W 

5.	 Represents AID at the highest levels of the Government of Senegal 

6.	 Directly supervises the USAID office directors. 

PRINCIPAL STAFFING: 

Mission Director 

Deputy Director 

Secretary (2) 
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OFFICE OF THE REGIONAL CONTROLLER
 

REPORTS TO: Office of the Director 

PRIMARY NISSION: 

To develop, implement, operate and monitor ( financial manage

ment system of accounting and fiscal control for all USAID elements, 

including OMVS, and other AID offices in Senegal, The Gambia, Guinea

Bissau, and Cape Verde. 

FUNCTIONS: 

1.	 Directs operating expense budgeting, accounting and cost analysis 

activities 

2.	 Develops and administers a system of financing arrangements for 

the disbursement of AID funds 

3.	 Processes payment of all advances and bills 

4.	 Directs the preparation and interpretation of financial reports 

and statements 

5.	 Performs financial, accounting and budget analysis services for 

proposed ann on-going projects 

6.	 Provides advice, assistance and recommendations to USAID manage

ment on the finan~idl implications of proposed implementation 

actions 

7.	 Provides financial management input to the programming and 

project planning processes of the Mission, and reviews all major 

Mission documents for their financial management implications. 

PRINCIPAL STAFFING: 

Controller Accountant 

Financial Analyst Chief Voucher Examiner 

Budget and A~counts Officer Voucher Examiner (3) 

Operating Expense Accountant Secretary 

Scheduler Administrative Clerk 

Chief Accountant Clerk 
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AID/OMVS COORDINATION OFFICE 

REPORTS TO: Mission Director 

PRIMARY MISSION: 

To coordinate u.s. participation in the multilateral Senegal 

River Basin Program (OMVS). 

FUNCTIONS: 

1.	 Prepares, recommends, and keeps current the AID policy position 

with respect to u.s. participation in the OMVS integrated plan 

2.	 Prepares the OMVS porU nns 0 r AID programming and budgeting 

documents,	 such ~s:
 

Annual Budget Submission
 

Congressional Presentation
 

Operating Year Budget
 

3.	 Provides technical leadership and input to OMVS project develop

ment documents, such as PIOs and PPs. 

4.	 Prepares all OMVS project implementation docum€".~s. 

5.	 Maintains liaison with OMVS-involved agencies. 

6.	 Provides AID/OMVS project management support. 

PRINCIPAL STAFFING: 

Program Coordinalor 

Assistunt I'roqram Officer 

Hydraulic Enqineer 

Sociologist 

Secretury 

Translator 
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MANAGEMENT OFFICE
 

REPORTS	 TO: Office of the Director 

PRIMARY MISSION: 

To provide administrative management services to all USAID/Senegal 

program and support units. 

FUNCTIONS: 

1.	 Personnel-Related 

Recruits, screens, processes hiring, assignment, promotion, 

pay, evaluation and termination actions for all local hire 

contract staff 

Facilitates personnel action processing for FSNs through 

coordination with the Embassy 

Coordinates all nomination and replacement processing of 

u.s. direct hires 

Provides contracting and other administration of PSC staff 

2.	 Communications and Records 

Processes incoming and outgoing cables and mail, includin~ 

filing and reproduction 

Provides reproduction services 

Orders, stocks, and distributes consumable office supplies 

3.	 Directs operations of the motor pool 

4.	 Develops requirements for office and household facilities, capital 

equipment, and maintenunce, and coordinates procurement and 

administration of same with the Embassy 

5.	 Assists program operations through manage~ent-related comments 

in project reviews and contractor evaluations. 
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PRINCIPAL STAFFING: 

Management Officer 

Motor Pool Supervisor 

Corr~unications and Records Supervisor 

Senior Translator 

Administrative Assistant 

Secretary (2) 

C & R Clerk 

Messenger/Clerk (3) 

Dispatcher 

Driver (11) 

Day Guardian 

Night Guardian 

Mechanic (2) 

"Graisseur de Voiture" 

Tire Repairman and Car Washer 

Receptionist (2) 

Custodian (6) 
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PROGRAM OFFICE
 

REPORTS	 TO: Office of the Director 

PRIMARY	 MISSION: 

To formulate the overall Mission strategies, development policies, 

and programs that guide the development of specific projects, and to 

coordinate the preparation of all budget and project implementation documents. 

FUNCTIONS: 

1.	 Program-Related 

Formulates the development strategies, policy objectives and 

programs for tbe Mission, based upon analyses of political 

and economic conditions in Senegal 

Prepares the documents that present the Mission's program 

strategies and budgets, such as:
 

country Development Strategy Statement
 

Annual Budget Submission
 

Congressional Presentation
 

Operating Year Budget 

Coordinates the briefing of visitors and the preparation 

of briefing papers and special reports 

Maintains liaison with other principal donors with regard 

to their overall aid programs in Senegal 

Maintains contacts with the Senegalese ministries and agencies 

responsible for economic and social development planning 

and for coordination of foreign aid programs in Senegal 

2.	 Project-Related 

Coordinates the preparation of project implementing documents, 

such as C;rant Agreemen ts and PIOs, and managc~; their review 

and clearance process 

Manages the evaluations of AID projects in Senegal and clears 

evaluation reports 
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Manages various projects, as assigned by the Mission Director 

(not anticipated as a permanent function) 

3.	 Administrative 

Maintains a Documentation Center that serves as the. library 

of program and project technical documents 

Provides translation services to the Mission 

Provides a focal point of review for official documents 

for the signature of the Mission Director 

Provides expertise on participant training programs and 

processing support for P10/Ps. 

PRINCIPAL STAFFING: 

Program Officer 

Deputy Program Officer 

Assistant	 Program Officer 

Program Economist 

Secretary	 (3) 

Documentation Specialist 

Translator (2) 

Women in Development Officer 

Training Specialist 

Assistant	 to the D~cumentation Specialist 
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PROJECT DEVELOPMENT OFFICE 

REPORTS	 TO: Office of the Director 

PRIMARY	 MISSION: 

To manage the design or re-design of all USAID projects through 

supervision of the preparation and presentation of Project Identification 

Documents (PIDs) and Project Papers (FPs) and to assist in overall 

project planning; to provide general engineering and human resources 

expertise to appropriate projects in development and implementation; 

and to administer the bi-monthly project implementation review process. 

FUNCTIONS: 

1.	 Project Design and Re-design 

Coordinates schedule of desiq:1 activities 

Budgets design costs and administers PD&R design funds 

Obtains specialized design servir.es from REDSO/WA, AID/W, 

PSCs, IQCs, otc., as required 

Coordinates the participation of GOS or OMVS agencies in 

the design process 

Ensures the participation of beneficiaries or target groups 

in design 

Supervises work of outside design experts when appropriate 

Coordinates the preparation of Lhe PID and PP anu manages 

their revi.ew i.Hld cleari.lnce prucess. 

2.	 Technical SUJ1)orl 

Provides ycn(!ral engineerinCJ expertise for fJroCJram planning, 

project desiyn i.lnd pro:iect im[JlcmentuLion 

Provide:: human resuurce~j eXjJ/.:rtise to desilJIl teams for 

progri.1I1l planrlinq, project design und project implementation. 
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Manages various projects, as assigned by the Mission 

Director 

Coordinates close-out processing of projects with other 

Mission offices, GOS, and AID/W. 

PRINCIPAL STAFFING: 

Capital Project Development Officer 

P:C')]C~t D(::velopment Officer 

General Engineering Advisor 

Human Resource Officer 

Administrative Assistant 

Secretary 
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PROJECT SUPPORT UNIT 

REPORTS TO: Office of the Director 

PRIMARY MISSION: 

Responsible for assuring the effectivenes of commodity procure

ment, receipts arrivals, accounting and distribution, under the supply 

management programs of the Mission, utilizing organizational arrangements 

best suited to the Mission's and cooperating country's needs. 

FUNCTIONS: 

1.	 Assists in the detailed 'llanning of commodity requirements at the 

PP stage of project pl.. ; .i..ng 

2.	 Assists Project Managers in the selection of commodities, the 

preparation of technical specifications, and the identification 

of sources 

3.	 Maintains a central filiny system on all project commodity 

procurement activities 

4.	 Processes all commodity procurement documentation such as PIO/Cs, 

Purchase Orders, requisitions and requests for quotations; 

establishes control on a line item basis for each purchase action; 

and provides procurement status information to USAID divisions 

concerned until all commodities are received at project sites. 

OTHER PROJECT SUPPORT SERVICES: 

1.	 Responsible for e~:;tabli~ihiny, upduLiny i.lnd monitoring consignment 

procedures of i.lll /\ID- finc:mced commodities 

?	 Responsible for forwardiny the apprupriute documentation to the 

USAID division concerned so the process for obtai!1 ing customs and 

tax excmptioll:; from Lhe Ministry 0 f F'inunce can beCJin 
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3.	 Responsible for coordinating closely with Project Managers and 

their counterparts in tLikintj prompL i..lCtion to secure the release 

and delivery of project conunodities, and in obtaining "receiving reports' 

4.	 Responsible in assisting in determining that claims for damages 

and/or shortages are processed promptly 

5.	 When necessary, assists Project Managers in establishing their 

own in-use monitoring system of project conunodities 

6.	 Assists in the re-allocation of commodities that are either no 

longer needed for project completion or in excess to project 

7.	 Facilitates 'customs clearance and arranges for receiving and 

shipping of HHE/UAB and POVs [or USAID personal services 

contractors. 

PRINCIPAL STAFFING: 

Supply Management Officer 

Supply Management Officer 

Assistant Supply Management Officer 

Procurement Administrative Assistant 

Procurement Specialist 

Freight SPCCLllist 

Clerk Typist 
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FOOD FOR PEACE OFFICE 

REPORTS TO: Office of the Director 

MISSION: 

To coordinate, participate in and evaluate activities related 

to the P.L. 480 programs for Senegal and The Gambia. 

FUNCTIONS: 

1.	 Serves as the USAID liaison with U.S. and foreign government 

officials and representatives of U.S. voluntary agencies and 

intergovernmental organizations on the P.L. 480 programs 

2.	 Coordinates and participates in the planning, organizing and 

administration of programming functions in connection with programs 

authorized under P.L. 480, Titles I, II and III. 

3.	 Exercises program monitori.ng responsibilities over P.L. 480 

programs in Senegal and The Gambia 

4.	 Facilitates the movement of food from the Port of Dakar to 

neighboring Sahel ian countries 

5.	 Prepares reports on program plans, administration, and evaluations. 

6.	 Maintains liaison with other food donors in this region. 

PRINCIPAL STAFFING: 

Regional Food for Peace Officer 

Food for Peace Monitor (Temporary) 

Administrative Assistant
 

Secretary
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HEALTH OFFICE
 

REPORTS TO: Office of the Director 

MISSION: 

To help formulate and implement health and population projects in 

cooperation with the Government of Senegal. 

FUNCTIONS: 

1.	 Prepares and interprets data on the status of health, nutrition 

and population conditions in Senegal 

2.	 Serves as the USAID liaison with the GOS offices and other 

organizations responsible for health, nutrition and population 

activities 

3.	 Provides technical leadership and inputs to health-, nutrition-, 

and population-related project documents, such as prDs and PPs 

4.	 Manages health, nutrition and population projects and/or such 

components of multi-disciplinary projects 

5.	 Participates with the Program Office in the evaluation of projects 

6.	 Provides technical inputs to AID programming and budgeting 

documents coordinated by the Program Office, such as the CDSS, 

ABS and CPo 

PRINCIPAL STAFFING: 

Health Officer 

Public Health Advisor (2) 

Health Technical Coordinator 
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REGIONAL CROP PROTECTION OFFICE 

REPORTS TO: Office of ehe Director 

PRIMARY MISSION: 

To strengLhen or help establish the ability of plant protection 

units in seven countries to combat plant pests within national 

boundaries; to demunstrate, train and assist local iarmers in pest 

management; and to provide farmers information on pest management 

practices to reduce pre- al.d post-harvest food crop losses. 

FUNCTIONS: 

1.	 Serves as the liaison for u.s. participation in the Crop 

Protection Program with the (~vernments of Senegal, Mauritania, Mali, 

The Gambia, Guinea-Bissau, Cape Verde, Cameroon and Chad 

2.	 Maintains liaison with Sahelian regional agencies, such as the 

Club du Sahel, CILSS, Institute du Sahel, OCCLALAV and FAa 

3.	 Prepares the Regional CrOI) Protection portions of the CP document 

for each of the [,even jJarticipatinq countries 

4.	 Prepares all program implementation documents and provides project 

management support to program operations in each participating 

country 

5.	 Provides technical leadership and input to project development 

documents 

6.	 Provides technical and logistical support through the bilateral 

agreements implemented by the Country Project Officers 

7.	 Maintains two regional training centers and coordinates preparation 

of implementation documents for training in the u.s. and third 

countries. 

PRINCIPAL STA~FING: 

Heyional Project officer	 Assistant Regional Training 
OfficerDeputy Regionill Project Officer 
Country Project Officers (5)

Regional 'I'raininy Officer 
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AGRICULTURAL DEVELOPMENT OFFICE 

REPORTS TO: Office of the Director 

PRIMARY MISSION: 

To help formulate and implement agricultural development projects 

in cooperation with the Government of Senegal. 

FUNCTIONS: 

1.	 Prepares and interprets information on Senegal's agricultural 

capabilities and production 

2.	 Serves as the USAID liaison with GOS offices and other organizations 

responsible for a9ricultural production and rural development 

activities 

3.	 Provides technical leadership and inputs to agricultural and 

rural development project documents, such as pros and PPs 

4.	 Manages agricultural and rural development projects 

5.	 Participates with the Program Office in the evaluation of projects 

6.	 Prepares technical inputs to AID programming and budgeting 

documentrj coordinated by the Program Office, such as the CDSS, 

ASS and CPo 

PRINCIPAL STAFFING: 

Agricultural Development Officer 

Assistant Agricultural Development Officer 

Project Officer (r.asamancc) 

Project Officer (SAEU-Irrigation) 

Project Officer (Livestock) 

Project Officer (Extcllr;ion und Service Development) 

Project IJl"ficcr (Rurill Infrastructure) 

Agricultural Economist 
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Technician, Agriculture/Irrigation 

Technician, Agricultural Engineering 

Technician, Agronomy 

Technician 

Technician/Coordinator 

Technician, Range Management 

Technician, Maintenance 

secretary (3) 

Secretary/Receptionist 

Administrative Assistant (3) 

Translator 
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1. COUNTRY DEVELOPMENT STRATEGY STATEMENT (CDSS) 

POLICY 

The CDSS is the primary planning document which presents the rationale 

and foundation for the specific programs, projects and activities 

undertaken by USAID/Senegal. It is prepared annually by the /1;3sion 

and includes a summary .:lnalysis of the: 

Development situ.:ltion alld needs in Senegal 

U.S.	 AID activity in Senegal 

Priorities illld specific progrilm objectives of the USAID/ 
Senegal develo~nent assistilnce program. 

The CDSS is developed in consultation with the COS on the basis of 

the prior year's CDSS, any new developments in Senegal or the Mission, 

evaluatioll of current and completed projects, and the analysis by 

Mission staff and GOS officials of the situation in Senegal. 

PROCEDURES 

1.	 AID/W initiates the CDSS process with the is.';'..ance of Senegal

specific guidance based upon an assessment of the prior year's 

CDSS and upon new yenercl1 h;sucs and concerns wi thin the Agency. 

2.	 The Mission prCpdl.·CS the CDSS 111 October through December under 

the guidance and mallaCJement of the ProcJram Office. 

3.	 'rhe Program Offico ~;chedul(~:; cl :;eries of meeti.nCJf; ilmong senior 

Mission Stil f I to discuss and aqrec UPOII the USAIIJ ':; policy 

posi.tion. 'L'!w:;e meetings incJ.uLic the following: 

II-I 
J
I l\ 



Director and Deputy Director
 

Program Office
 

Project Development Office
 

Controller's Office
 

Project Support Unit
 

Office of Agricultural Development
 

Health Office
 

Food for Peace Office.
 

4.	 In accordance with the agreements reached ~ithin the Mission, 

the Program Office mallo.lges the preparation of the draft CDSS by: 

Establishing the schedule 

Making individual assignments of sections to appropriate 
Mission offices 

Writing the draft CDSS which may involve editing the 
inputs (rom other offices 

5.	 The draft CDSS is circulated by the Program Office to other 

Mission offices [or review and comment, and the Program Office 

may schedule additional meetings to discuss proposed modifications 

to the draft. 

6.	 This preliminary draft 1S [lrescnted to the interministerial 

working group convened under the auspices of the Joint Planning 

and Evaluulion Committee established by the joint assessment. 

rrhis committee, composed of the U.s. Ambassador, the GaS Ministry 

of Plan and other relevant Ministries, provides further analysis 

and perspective Oil the pos i lions taken by the Mission in the 

first druft of thc' C[)S~;. 

7.	 Comments dud rev i ~;ions suyqested by the members of the Joint 

Planning and EVil1UiJtioll Committee dre obLained in writing and/or 

in a serief~ of joinL meetinqs scheduled through the Program Office. 
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8.	 '1'ho Prugri.llll Ofr Lee .i IICOr"pUr"LlLl!!; Llll! (;oIlLr.ibut.ions or tho Joint 

Planning and Evaluiltion Committee into the CDSS , and circulates 

the revised draft to the Mission Director and other Mission 

offices for clearance in draft. 

9.	 Based upon the comments of the Mission Director and other Mission 

offices, the Program Office prepares the final CDSS. 

10.	 When the Mission Director approves the final CDSS, the Program 

Office presents il copy to the U.S. Ambassildor for his/her 

concurrence and forwards the CDSS to AID/W, usually in January. 

11.	 Washington conducts its CDSS revicw~, during February and March I 

and usually notifie!; the Mission of i.l[Jproval by April. Twenty

five copies of the CDSS ilre sent by AID/W to the Mission where 

the Program Office distributes at leilst one copy to Mission 

offices and arranges distribution to appropriate GOS ministries. 

\
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2. ~NUAL BUDGET SUBMISSION (ABS) 

POLICY 

The USAID/Senegal ABS initiates a new budget cycle and forms the basis 

of AID's budget submission to the Office of Management and Budget 

(OMB) and, later, AID's budget request to Congress (the Congressional 

Presentation). The ABS is composed of a series of tables and 

accompanying narrative on their content which specify: 

The Mission's long-runqe budget plun, by appropriation account, 
for Development Assistance, PL tWO and Operating Expense 
activities 

The status of the Mission's obligations, by appropriation 
account 

Mission projects for whi ch new fund ill(01 is requested and an 
analysis of the priority for funding these projects under 
several budgetary assumptions. 

PROCEDURES 

1.	 In Mayor June, AID/W issues guidance and table formats for 

preparation of the ADS. Upon receipt, the Program Office prepares 

Mission-specific guidance and establishes the internal schedule 

for preparation of the ABS. 

2.	 The first draft o[ the ABS i~; flrr~pared by Mission offices following 

the instructions and guidance of the Progrum Office. 

'fhe Controller prcpures the Operating Expen~;e (OE) budget 

The ManaCjemcn\. Office I)rcpilrc~; the personrH:J budrJet 

ProjecL Uf[iccr~; dlld Lhe technicLll offices !Jl':pare the 
project narratives and other sections as assigned. 
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3.	 The draft ABS is edited and typed by the Program Office using 

the tables and forms sUJJJllicd by l~ln/W. The Program Office 

circulates the draft ABS to other Mission offices and makes any 

changes to the draft. 

4.	 In consultation with the Mission Director, the Program Office, 

the Controller and the Management Officer reach agreement on 

budget requests in each major funding area. Any modifications 

to the draft ABS are made by the Program Office ~hich types the 

final ABS for Mission clearance. 

5.	 The final ABS is cleured by the CUlltroller before the Program 

Office submits it to the Mission Director for clearance. 

6.	 Following approval by the Director, the Program Office presents 

a copy to the U.S. Ambassador for his/her concurrence. The 

Program Office makes five copies of the ABS for retention by the 

USAID and forwards the original to AID/W. 

7.	 AID/W reproduces the ABS and sends at least 25 copies back to 

the Mission where the Program Office provides each office with 

at least one copy for reference. 

REFERENCES 

AID Handbook 2--Program Planning and Budgeting 
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3. CONGRESSIONAL PRESENTATION (CP)
 

POLICY 

The USAID's CP is the budget request for Senegal and forms the basis 

for AID's budget request to Congress for approval and appropriation 

of funds. The CP is based upon the ADS and presents budget and 

narrative information on USAID/Senegal projects for which funding is 

requested. 

PROCEDURES 

1.	 The preparation of the CP follows the same procedures established 

for r.he ABS (see 11.2). AID/W issues Agency-wide guidance on 

the fermat and content of field do~umentation requirements for the 

CP, and the Program Office provides the schedule and specific 

instruction for other Mission offices to use in preparation of 

the CPo 

2.	 The first draft of the CP is based upon agreements reached by the 

Mission Director and senior staff on the USAID's future budget 

requirements. 

The Controller's Office prepares updated expenditure records 

Project Managers and the technical offices collaborate with 
the P£ogram Office and the Controller in preparing future 
years' budgets 

Project Managers prepare the draft pro~ect summad.es in the 
formut provided by the Program Office. 

3.	 The draft CP is edited and typed by the Program Off'ice in the 
format established by AID/W. The Program Office circulates the 
draft among the other Mission offices and makes any changes to the 
draft. 
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4.	 The Controller and the Mission Dircc.:tor clear the CP, and the 

Program Officer makes ilny chan(Jcs upon which their clearance 

is conditioned in the final draft. 

5.	 When the Mission Director clears the final draft of the CP, the 

Program Office presents a copy to the u.s. Ambassador for his/ 

her concurrence. The Program Office makes five copies of the 

CP for retention in the Mission and forwards the original to 

AID/W. 

6.	 AID/W reproduces the CP u/ld sends ilt least 25 copies back to the 

Mission where the Pruqram Offic.:e provides each office with at 

least one copy for reference. 

REFERENCES 

AID Handbook 2--Program Planning and BUdgeting 
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4.	 PROJECT IDENTIFICATION DOCUMENT (PID) 

POLICY 

The PID is the first document in a series leading to the approval of 

a specific project. The project concept described in the PID serves 

as the bridge between the program rationale presented in the CDSS and 

project analysis and implementation. It reflects the decisions made 

by the Government of Senegal and AID regarding the application of develop

ment strategy and country IJrogram funding levels to particular situations. 

The PID provides a summary and preliminury project proposal and seeks 

approval to further develop the project. 

PROCEDURES 

1.	 Project needs and concepts are developed in a collaborative process 

involving the USAID, host country institutions and other donor 

organizations. The Mission Director discusses and agrees upon 

project concepts to be developed into PIDs in consultation with 

program technical offices, the Program Office and the Project 

Development Office (PDO). 

2.	 The annual schedule for preparation of PIDs is established at the 

annual design conference in coordination with REDSO/WA and AID/W. 

The PDO drafts the plan for the design of specific projects. The 

office director of the USAID technical office which has primary respon

sibility for the design of the PID reviews and approves the PDO's 

plan. 

3.	 The PDO is u!:,ponsible for planning PID preparatioll and providing 

support and coordination to the work of the design teams. 
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Working with the office direGtor of the lead technical office in 

the design, the POD: 

Finalizes the design schedule 

Secures design services from REDSO/WA, AID/W, PSCs, IQCs, 
etc., as needed, including !Jreparation and lJrocessing PIO/Ts 
for specialized design services 

Coordinalos the participation oi GOS agencies, OMVS and other 
involved donor programs 

Establishes the Mission r<~vj(~W committee. 

4.	 The office director of the lead technical office assigns staff 

to the design team and supervises their work. The design team 

prepares the PID in the format adopted by CILSS-Club du Sahel 

for all projects in the region (see "Project Id~ntification 

Document", January, 1980, SAHEL 0 (80) 33). The PID also 

includes any substantive AID requirements specified in Handbook 3, 

e.g., the lEE. 

5.	 The lead technical office usually types the first draft of the 

PID which is reviewed by POD. The POD edits the draft for substance, 

clarity, consistency, and conformance to AID requirements and 

prepares the PID facesheet and any annexes. The revised draft is 

reviewed by key members of the design team for substance and clarity. 

6.	 The draft PID is then submitted to the Mission review committee, 

which is established by POD and composed of the Mission Director, 

POD, the Program Office, the Control lor and representatives from 

other USAID technical LInd support offices based on the project 

and the technical or (JoliGY issues involved. The POD schedules 

the review m~~tings and handles reproduction and distribution of 

copies of the draft PID to committee members. 
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7.	 'l'he draft PID is revised by the PDQ working with the design team
 

to incorporate changes required by the Mission review committee
 

for approval. Arrangements are made between these offices for
 

translation of the PID into French.
 

8.	 The USAID-cleared draft PIO is presented to appropriate GOS
 

ministries or OMVS for their information and general concurrence.
 

The PDO works with the Program Office to establish and coordinate
 

the GOS review of th~ PID.
 

9.	 Any finroll changes to the PID are made by the PDO working wi th the
 

design team. When the PID hilS been upproved by the Director
 

and endorsed by host country institutions, PDO handles reproduction
 

and submits copies to AID/W for review and approval.
 

10.	 When the Mission receives the hID/W approval message, the PDO 

will assure that the conditions cited will be incorporated in 

the PP. 

11.	 The PDO recommends that the Director notify host country institu

tions of PID approval and is responsible for reproduction and 

distribution of the approved PIO i.l:, follows: 

Mission Director
 

PDO
 

Program Of Lice
 

Technical office project files
 

C&R	 (2) 

AID/W ("I t least one copy and a reproducible copy for distri 
bution to AFR/DR and AFR/SWA) . 

REFERENCES 

AID Handbook 3--Project Identification 

II-lO II. 
..'_II 

\ 
V 



5. PROJECT PAPER (PP) 

POLICY 

The PP fully develops the project conccpt presented in the approved 

PID. It provides a detailed description of the proposed project 

activity, defines the role and responsibilities of AID and host 

country institutions, and describes the analysis and conclusions upon 

which the project is based. The purpose of the PP is to provide 

sufficient detail on project activitics and outcomes for AID and host 

government approval of the proposed project. 

PROCEDURES 

1.	 The PP is prepared in the Silme manner ilS the PID (see 11.4). 

The Project Developmcnt Office pl.uns PP preparation and administers 

the PP process while the technicill office(s) constituting the 

design teilm implement the mutually ilgreed upon plan and develop 

the draft PP. 

2.	 When PDO has completed the review of the draft PP and has obtained 

design teilm agreement on changes in the draft, the PDO arranges 

for typing and translation of the draft PP into French to permit 

host country agencics to participate in the PP review. The PDO 

also handles the arranycments for obtaining the letter of request 

from the GaS or OMVS which is rcquil'cd for project authorization. 

3.	 It is the policy of the Mission to scek thc ilctivc participation 

of host country instituions in the development a:lCl review of the 

PP. The Mililstrics of Plan ilnd Finillll:e are informed of Mission 

project desiyn activities and of the ~stablishment of the design 

team through the Proyram Office. III estublishiny the Mission 
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review committee, the PDO works with the lead technical office 

and the Program Office to identify the GaS Ministries whose 

participation should be souqht. Representatives of appropriate 

host country agencies are invited to participate on a joint 

USAID!GOS review committee, which is ideally Co-chLllred by the 

Mission Director and a designated GaS official. USAID representa

tives on the review committee include PDO, the Program Office, 

the Controller and other technic~l and support offices based on 

the technical and policy issues in the PP. 

4.	 Review cOl1unittee meelings are schecJuled by the PDO which handles 

the reproduction and d i.str ibution of copie~3 of the draft PP to 

committee members, includinq cos members. 

5.	 The PP is approved on behalf of AID by the Mission Director and 

USAID review committee members with PDO having responsibility 

for making any chanqes upon which approval is conditioned. 

If the PP does not require AID!W approval, this is the final 

clearance for AID PP approval and project authorization. 

6.	 If the PP docs require AID!W ar1lroval, the PDO handles reproduc

tion	 and distribution of copies 

7.	 When final clearance for. AID PI' 

PDO recommendf3 tll<.lL Lhe Mission 

ins ti tutions of Llpprova J and i~;; 

of till' approved PI' as foJ.lows: 

Mission Director 

PDO 

Program O[[ice 

Controller's Office 

Project Support Unit 

to AID!W. 

approval has been obtained, the 

Din~ctllr notify host country 

respon~;ible for distribution 
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Technical office project files 

C&R (2) 

AID/W (at least one copy and a reproducible copy for 
distribution to AFR/DR and AFR/SWA) 

REFERENCES 

AID Handbook 3--Project Analysis and Proposal 
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6. NON-PROJECT ASSISTANCE
 

POLICY
 

Mission programming for the 1980's is placing major emphasis on non

project assistance, both PL-480 Title III and agriculture sector 

grants. These are being implemented to achieve the following: 

Accelerate the transfer of u.s. resources to Senegal 
without bringing about major changes in the number of 
personnel needed to administer the AIO program 

Provide substantial support for carrying out Senegal's 
economic reform plan in concert with the IMF, World Bank, 
France and EECi and 

Generate local currencies which will increase flexibility 
in designing and implementing 1\10 technical assistance 
activities. 

PROCEDURES 

PL-480 Title III 

1.	 The Title III Program comprises several Title III projects, each 

extending over 3 to 5 years. A preliminary determination as to 

the level and timing of Title III assistance is made during 

preparation of the COSS. A more detailed description of the 

Title III Program and its relationship to total country develop

ment efforts is reflected in the 1\BS. The Title III Pt-ogram is 

conceived, proposed and implemented through the joint efforts of 

the host country and LJS1\IO. 

2.	 The preparation of several US1\IO PIO-type detailed Title III 

project proposals, toqcLhcr constitutinq a Title III Program 

proposal, and interagency a~)roval thereof in Washington, are 

prerequisite to an approved Title III Program. 
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Project needs and concepts for development projects are 
developed collaboratively, dB set forth in Chapter II, 
Section 4.1, above 

USAID and GaS technical of f i Ct!r!:; develop a PlD-type document 
as described in Chapter II, Section 4, above: 

Draft PID-type document cleared by GaS and reviewed 
by USl\ID in-house review conunittee 

Draft PID-type document translated and presented to 
GaS for clearance 

Submit PID-type document to AID/W/FFP for approval in 
principle 

Upon receipt of l\ID/W appt'ovul, the several Title III Project 
Papers are prepared as with development project PP's per 
Chapter II, Section 5, above. Preparation of the individual 
PPs must involve the active participation of host country 
counterparb; 

F'inal preparation and assembly of individual Project Papers 
constitutes "Purt II - The Food For Development Proposal" of 
the Program Paper 

Part	 I of the Proyroun Paper, "'1'he Rationale for a PL-480 
Title III Program in Seneyal," is the responsibility of the 
Program Office, drawing upon economists, FFP, USDA and other 
specialists from the Missiun and Washington. 

3.	 Following Washington approval of the Program Proposal, instructions 

are issued to the Mission to negotiate a Title III Agreement. 

While the proposal is a multi-year program, the Agreement covers 

only one year und is extended by amendment. 

The Food for Pedcc Office is rcsponsible for: 

Contacting and scheduling negotiatinq sessions with GaS 

Notifying l\ID/W ~len negotiations are completed and agreement 
signed 

Prepurill~J the opllrdLiona.l reporting cable 

l\ssistillg GaS with procuremcnt of conunodities in the U.• S. 
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4.	 Project implementation is carried uut by GOS personnel following 

established GOS contracting and procurement practices. Title III 

operates under the policy guidance of the Senegal Management 

Committee with the day-to-dily support of a general secretariat. 

USAID Title III Project Managers provide guidance and advice to 

their GOS counterparts, but since the 'ritle III projects are 

supported by GOS-owned local currencies, the degree of u.S. 

supervision and surveillance is less than in dollar-funded 

projects. 

5.	 Program implementation is the general responsibility of FFP, 

working closely with the Project Managers, the Program Office, 

and PDO. The principal program level responsibility within USAID 

concerns reporting which includes preIJaration of the: 

Shipment and 1\rrival Reports 

Quarterly Complio.nce Reports 

Quarterly Progress, Activity and financial Reports 

Quarterly Project Work Plan, Budget Review and Project 
Budget revisions
 

Semi-Annual Evaluation Reports
 

Annual Evaluation Reports
 

Amendments to the Title III Program.
 

The first two require l"FP liaison with the GOS; the remaining 

reports listed ilbove require In-Ilouse coordination by PDO, the 

Program Office and FFP, as well as wi th the GOS. 

1\griculture Sector Grants 

1.	 A preliminary dctcrminiltion of the desired level and timing of 

agriCUlture sector grunt dssistance i.s made in the course of CDSS 

prepuration. 1\ concrete proposal, therefore, in some detail, is 

submitted ,1', parL uf the 1\13S. 
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2.	 Upon receipt of AID/W ilpprovill via the AilS Review Cable, the 

Project Development Office initi~tes procedural discussions with 

the Program Economist, the Agricultural Development Office and 

the Project Support Unit. 

3.	 Since procedures in the case of non-project assistance are less 

formal than for project assistance, the scope and sequencing of 

subsequent steps is highly variable. 

4.	 Hilndbook 4, paye 1-2, stLites "Sector. assistance is designed, 

proyrammed and ilpproved uS project <.lssistal1ce in accordance with 

procedures described ll1 Ililndbuok 3." However, to the degree 

thilt the sector yrilllt is essentiillJy intended first to finance 

c.:ommodity imports for the sec.:tor and, second, to finance GOS 

recurrent operationul costs for selected ongoing activities in 

the sector, the type and depth of analyses required will most 

closely approximate those applicable to a commodity import 

proCJrarn. 

5.	 Therefore, the proc.:edures set forth in Sections 4 and 5 above 

will be followed to the degree appropriate to the actual nature 

of the sectoral program under con::;ideration. 
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7. GRANT AGREEMENTS AND AMENDMENTS
 

POLICY
 

The Grant Agreeml;lnt obligates the U. S. to fund and provide specified 

assistance for a project. The Grant Agreement contains: 

A written understanding of the commitments of USAID/Senegal, 
the GaS and other parties in project implementation 

Terms and conditions under which u.S. assistance is provj~ed 

A summary description of the project, its timeframe and 
expected outcomes. 

The Grant Agreement is the bridge between project design and implemen

tation and must be fully executed before implementation activities 

may begin. When necessary, the Grant Agreement may be subsequently 

amended to change the substance and terms of the original agreement 

and to provide additional funds. 

PROCEDURES 

1.	 The technical office with responsibility for the project begins 

preparation of the Grant Agreement upon AID approval and authoriza

tion of the PP. The office director assigns a Project Manager 

who initiates discussions with the involved GaS agencies to reach 

agreement on various progranuning clements. The PDO, the Program 

Office and other USAID offices may join in these discussions as 

required by the project's technical and logistical issues. 

2.	 When agreements have been reached with the GaS counterpart agency, 

the Project Manager prepares the draft Grant Agreement in the 

format established in Handbook 3 with technical assistance and 

advice from the Program Office. 
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3.	 The Project Manager forwards the draft Grant Agreement and a 

French translation of the draft to the Program Office which is 

responsible for assuring its conformance to the project description 

in the PP and to AID requirements. 

4.	 The Program Office is responsible for circulating the draft 

Grant Agreement for clearance by the office director of the 

responsible technical office, the Program Office, the Controller 

and the Director. The draft is also circulated among appropriate 

GOS agencies as a busis for further discussion of its terms and 

agreements. 

5.	 When the Grunt Agreement is clearnd in draft, the Program Office works 

with the Project Manager to muke any changes required for USAID 

clearance. The Program Office usually types the final copy of 

the Grant Agreement and arranges reproduction and distribution. 

6.	 Upon USAID approval of: the Grant Agreement with the Mission 

Director's signature, the Project Manager, with assistance as 

required from the Program Office, negotiates the Grant Agreement 

with the GOS implp.menting agency. 

7.	 When the USAID and GOS technica.l implementing offices reach agree

ment, the Program Office dis<.:usse~, the Grant Agreement with the 

Ministry of Plans and the Ministry of Finance. 

8.	 The Program Office thell formally submits the Grant Agreement 

to the Ministry of Finunce for signature. 
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9.	 The Program Office handles reproduction and distribution of the 

executed Grant Agreement as follows: 

Mission Director
 

Program Office
 

Technical office project files
 

Ministry of Plan
 

Ministry of Finance
 

Each GOS implementing agency/ministry
 

C&R(2) 

AID/W (at least one copy and one reproducible copy for 
AFR/DR and AFR/SWA) 

GRANT AMENDMENTS 

1.	 Grant Agreements are amended by the same procedure specified 

above for the original agreement. 

2.	 USAID/Senegal has established the following format for Grant 

Amendments: 

The	 amendment should usually be no longer than one page. 

The amendment should include: 

Description of purpose of the amendment 

Budget data for prior and present year funding, fiscal 
data	 and budget in annex. 

REFERENCES 

AID Handbook 3--Project Agreements and Project Modification 
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1. PROJECT IMPLEMENTATION LETTERS (PILs) 

POLICY 

The Project Implementation Letter (PIL) is the formal medium through 

which USAID/Senegal communicates with the GOS on matters related 

to project implementation. The PIL is an extension of the Grant 

Agreement and thus a legal document. PILs may not be used to amend 

the Grant Agreement but are used to convey guidance or specific 

information, includjng: 

Confirm mutual agreement on changes in Annex 1 

Notify that conditions precedent are met 

Notify of approval or denial of request for extension of 
terminal dates to meet conditions precedent to disbursement 

Clarify matters related to Special and General Comments 

Confirm agreements on methods of procurement agreed to 
signing of the Grant Agreement 

Clarify or amplify methods of disbursement 

Establish budget and authorize payment of direct costs to be 
paid	 by USAID,'Senegal from grant funds. 

PROCEDURES 

1.	 PILS are prepared on USAID/Senegal letterhead stationery and are 

numbered sequentially for each project, beginning with the 

number "1". 

2.	 Project Manager initiates the process of PIL preparation by 

discussing and agreeing upon its content with the GOS implementing 

agency. Depending upon the project and the matters under 

discussion, the Project Manager will request participation from 
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other Mimdoll ol'fil:e:;, :;IIL:II d:'; L1w ('llllLroJlot·'s Office, POD, 

Program Office, etc. 

3.	 Based upon the agreements reached, the Project Manager prepares 

the draft PIL. The Controller's Office may prepare the draft 

PIL on disbursement and other finilncial topics. 

4.	 The draft PIL is submitted to the Program Office which is respon

sible for assuring its conformance to the Grant Agreement and 

AID requirements. The Project Manaqer circulates the draft PIL 

to the Controller and other Mission offices depending upon the 

content of the PIL and expedites its clearance. 

5.	 The Project Manager ~rrilnqes the PIL's translation into French and 

submits the final French and English copies to the Program Office 

for review. 

6.	 The Mission Director approves the PIL by signature and submits 

it to the GOS implementing agency and, if necessary, to the 

Ministries of Plan and of Finance for their approval and signature. 

7.	 Upon signature by the GOS implementing agency, the Project 

Manager is responsible for reproduction and distribution of the 

PIL to the following: 

Mission Director 

Technical office project files 

Pro,:jram Office 

Controller's Ofrice 

Project Support Unit (when involving procurement) 
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C&R (2)
 

GOS (as required)
 

AID/W (at least one copy and a reproducible copy for AFR/DR
 

and AFR/SWA)
 

REFERENCES: AID Handbook 3 -- Project Modification 
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2.	 PROJECT IMPLEMENTATION ORDER/TECHNICAL SERVICES (PIO/T) 

POLICY 

The PIO/T (AID Form 1350-1) is the offic~al AID instrument which
 

formally initiates the contracting or grant procedure and which
 

prescribes the services required (scope of work), the estimated costs
 

and time period, logistical support arrangements, and other details
 

necessary to facilitate the negotiation and execution of a responsive
 

grant or contract. PIO/Ts are to be processed and the contract exe


cuted before the contractors are to arrive in-country.
 

The PIO/T earmarks project and other funds for technical 
services which are obligated with an approved grant or 
contract. 

The PIO/T may be processed and the resulting contract 
negotiated and executed by USAID/Senegal, REDSO/WA or 
AID/W. 

The Mission Director has authority for PIO/Ts up to 
a total contract value of $50,000 and up to $100,000 
for Personal Service Contracts. 

REDSO/WA has approval authority for PIO/Ts up··to a 
total contract value of $500,000 and may request ad 
noc authority to exceed this limit. 

If submitted to AID/W, the Office of Contract Management 
(SER/CM) processes and executes the PIO/T on behalf 
of USAID/Senegal. 

PROCEDURES 

Project-Funded PIO/T 

1.	 'rhe Project Manager prepares the draft PIO/T after reviewing the 
project's technical service re4uirements with the GOS implementing 
agency. The draft PIO/T should include the following information: 

Detailed scope of work specifying services to be provided 

Experience, academic background and expertise required 

Period of performance 
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Estimated Gosts or serviccs 

Logistical support to bc pruvided by gruntee/contractor, 
USAID/Senegal, and other jJarticipants 

Detailed definitions of product or indicators of progress 
to be used in monitoring and evaluating performance of 
services 

Required reports. 

2.	 The draft PIO/T is submitted to the Program Office which reviews 

its content and format. The PIO/T is sent back to the Project 

Manager who makes any chclnges. 

3.	 The Project Manager manages the AID Glearancc process by 

circulating the PlO/T to his/her office director, the Controller 

and the Program Office for signature. The Program Office reviews 

all chanrJes to the draft, and the Project Manager arranges for 

final typing and translation of at least the Statement of Work 

into French. 

4.	 The Program Office prejJares the Transmittal Letter and circulates 

the PIO/T to the appropriate GOS ugency for signature. 

5.	 When the signed PIO/T is returned, the Program Office presents 

it to the Mission DircGtor for signature. 

6.	 When a~l signatures have been obt~ined, the Project Manager 

arranges for reproductiun and distribution for the approved 

PlO/T: 

Mission-issued:
 

Project Manager (1)
 

Program OffiGC (1)
 

Controller (2)
 

Mission DireGtor (1)
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C&H (G)
 

AFR/DR (6)
 

GOS (as required)
 

AID/W-issued PIO/Ts have the same internal USAID and GOS 

distribution as above and one reproducible copy is submitted 

to AFR/DR/PSS for distribution in AID/W. 

PIO/Ts Funded from Other Sources 

1.	 The originating office initiates the process by discussing and 

agreeing upon the technical services reyuired with appropriate 

Mission offices. 

2.	 Based on the agreements reached, the originating office is 

responsibl~ for preparing the draft PIO/T on the standard AID 

form (content as specified in No. 2 above for project-funded 

PIO/Ts) . 

3.	 The originating office is responsible for distribution of the 

PIO/T to USAID offices for clearance: 

Originating office
 

Program Office
 

Controller's Office
 

4.	 'rhe originating office makes needed revisions to the PIO/T and 

submits the final copy to the Program Office for review and 

approvc:d • 

5.	 The Mission Director al~Jroves the PIO/T by signature. 

6.	 'l'he originating office is responsible for final distribution of 

the approved PIO/T: 
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Mission-issued
 

project Manager (1)
 

Program Office (1)
 

Controllers Otfice (2)
 

Mission Director (1)
 

C & R (6) 

AFR/DR (6) 

AFR/SWA (1) 

AID/W-issuecl PIO/Ts huve the S~lme internal USAID distribution 

as above, und one reproducible copy is submitted to AFR/DR/PSS 

for distribution in AID/W 

REFERENCES: 

AID Handbook J and 15 

Project Officer's Guidebook for Management of Direct AID 
Contracts, Grants und Cooperative Agreements (June 1980) 

Guidance Cables 80 State 204079 and 80 State 114006 
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3.	 PROJECT IMPLEl1ENTATION ORDER/COMMODITIES (PIO/C) 

POLICY 

The PIO/e (Form AID 1370-1) is used for the procurement of project com

modities when the Mission or AID/W undertakes to implement a project 

conunodity element, or to arranqe fat' its implementation, through a 

third party (host country throuqh an authorized agent). It may in

clude the procurement of r;onunocli ty-relatecl services or incidental 

services for the conunodities, as long as these services do not exceed 

either $50,000 or 25 percent of the conunodity price. 

PROCEDURES 

1.	 'l'he Project Manaqer wi th hif; counterpart developes project conunod

ity requirements usinq a PIO/e work!:;heet, Form USAID/S-PSU 008 (80) 

(Attachment 1). Assistunce in the development of specifications 

for the PIO/e worksheet may be obtained from the Project Support 

Unit. 

2.	 The Project Manager siyns the PIO/C worksheet and forwards it to 

the Program Office, keepinq a copy for his/her office's file. 

3.	 The Program Office reviews the Plo/e worksheet for consistency 

wi th programmed requi rem(~nts und project objectives. 

4.	 I f approved, the I'roqrillli Of rice forwards the original. to the 

Project Support. Unit for review. If disapproved, the Program 

Office returns it to the oriqinator with reasons for disapproval. 

5.	 The Project Support Unit receives the PIO/e worksheet ilnd assigns 

a Project Support unit number in ~;equcnce [or control purposes, 

registering the document ill i1 master ledger. 
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6.	 The Project Support Unit selects an agent (as outlined in HB-1S, 

Appendix D7) and converts the original worksheet into hecto-mat 

and prepares a face sheet with all necessary provisions. 

7.	 The Project Support Unit forwards the completed document to the 

Program Office for final review and necessary USAID and GOS 

clearances. 

8.	 The Program Office returns the signed PIOIC to the Project Support 

Unit for reproduction and distribution. 

9.	 The Project Support Uni' maintains control, administers, follows 

up as necessary, and issues procurement documents. It provides 

procurement status information to Project Managers until all 

commodities are received. 

10.	 After receipt of the "Receiving Report" and after all payments 

are completed, the Project Support Unit closes out. 

REFERENCE: AID Handbook 15, Appendix D7. 
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4.	 PROJECT IMPLEMENTATION ORDER/PARTICIPANT 
TRAINING (PIO/P) 

POLICY 

The Pla/r is the offidul AID form which formully initiates the process 

of providing trainineJ for participunts in USAID/Senegal and aMVS pro

jects by AID/W, by a third country or by a u.s. educational institution. 

The approved Pla/p serves uS the obligating document which commits pro

ject funds. 

PROCEDURES 

1.	 The Project Manager discusses project training requirements with 

the 'rraining Officer, the Human Resources officer and the Gas 

implementinq dqency ilS Lhe bi.l!;is for preparing program specifica

tions for the candidate. 

2.	 'I'he Proj ect Manager [;pec if ies the training program needed for the 

participant candidate: 

Kind of training and its relevance to the project 

Duration (acildemic or non-ilcildemic) 

Location (U.S. or third country) 

Degree objective 

position which the: participant is scheduled to fill upon 
completion of trai/linq. 

3.	 'l'he project MiJ/laqcr !iuIJrni t~; Lhe dl)(Jve !Jpecificiltions to the 

'l'raininq Of r lcer j n th(~ IJroqram Of f ice:. 

4.	 'l'he 'I'rainin'l Officer i:; I"c!;pon[;ible [or prepara.tion of the draft 

1'10/1' 011 Lhe stdnuilru AILJ forlll: 
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Checks reference materiuls [or coursc announcements to determine 

availability of training 

Calculates costs of training 

Prepares the PIO/P document. 

5.	 In preparinq the draft, the 'l'raining Officer is responsible for 

verifying the content of the Plo/r from the following sources: 

Project Manager for specificatiolls of the training program 

'rhe Humiln Hesources Officer for concurrence on the specifications 

Proyram Office for c(Jmplotelle~>~; and .:.IccurcJ.cy of the form 

Controller's Office for avuilil~ility of funds 

6.	 The Training Officer makes any revisions to the draft, prepares 

the final PIO/P, and distributes the PIO/P for clearance to: 

Project Manager
 

Program Of rice
 

GOS implementing agency
 

Controller
 

Mission Director.
 

7.	 The Training Officer rCJrroduces copies of the approved PIO/P for 

distri~ution: 

DS/I'!' (10)
 

l\F1{/SWl\ (2)
 

Controller (5)
 

Project Manager (6)
 

(;05 implementinq aqency (5)
 

C&H (2)
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8.	 The r..rainir.'J or fir.cr handles USJ\IO internal distribution, and 

the Project Manager makes distribution to the responsible GaS 

of tices. 

REFERENCES:	 AID Handbook 10, Participant Training Guidance Cable 80
 
State 138371
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5. PURCHASE OHDBRS
 

POLICY 

Purchase Orders, when executed by AID and the vendor of goods or 

services, are a form of contract. It is Mission policy to limit use 

of Purchase Orders to transactions where the goods and services can 

be explicitly and unambiguously defined. The form is designed to 

execute orlly one payment. If more than one payment is required, 

another document, such ~s ~ contract, or several Purchase Orders 

should be prepared. Par examllle, if the Mission is procuring personal 

services of an individual for threo months to prcpure u specified 

report and that individual is to be paid at the end of each month, 

either a contract or three purchase orders (one for each month) should 

be prepared. 

PROCEDURES 

Project-Funded Purchase Orders 

1.	 There must be an approved implementation document before a Purchase 

Order can be prepared and approved. 'rhe requirement implementation 

document could be il Project Implementation Letter (PIL), a PIO/e, 

a PIO/P, or a PJO/T und its resultunt contract. 

2.	 'l'he office requestintj tho (lOods or ~,ervices either obtains the 

price from a catalogue or receives an estlmate [rom the vendor. 

In the cases of IL~dl purchases made in Dakar the estimate is 
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made in the form of il proforma invoice. For large purchases it is 

the custom to obtain at least two proforma invoices from separate 

vendors in order to assure that the best price is obtained. Items 

under $25 may be procured without a written proforma. 

3.	 Once the price is determined from a catalogue or by a proforma 

invoice, the office requestiny the qoods or services prepares the 

Purchase Order which includes: 

Designation of the purchaser a.s USAID/Senegal, c/o American 
Embassy, Dakar 

Name of the vendor and the address where payment will be sent 

Brief description of the goods or services to be purchases and 
their cost 

~urcha.se Order number (PO No.), which is obtained from the 
Controllers Office 

Project fiscal da.ta: 

Appropriation number 

Allotment number 

Implementation document number 

Project number 

4.	 The Purchase Order is approved by the office director and 

submitted to the Controller's office which verifies ~hat funds 

a.re ava.ilable and sets aside these funds. 

5.	 The vendor copy is issued by the requesting office to the vendor 

to place the order. 

6.	 When the yoods or services ha.ve been delivered, a receiving report 

must be ;:;iqnec1 to verify that all conditions were met. 

If the rcquestinlJ ofrtce is holding the Purchase Order, the 
requestor siqns the appropriJte box verifying receipt. 
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Tf the Controller·':: (ll"licu i:: 11()ldill'l l.hu I'llrcha:·;u Order, 
the requestor 1'l."C(ldres i..I melllUr,lIIUUllI notIfying the Controller's 
Office of receipt. 

Original invoices are attached to the Purchase Order or receiving 

memorandum and submitted to the Controller's Office to request 

that payment is made. 

7.	 The Purchase Order is processed by the Controller's Office, which 

verifies that costs, approves payment and forwards instructions 

to RAMC in Paris, France, to issue il check in payment. 

OE-Funded Purchase Orders 

1.	 'J'he office requestlnq the <Joous or services prepares the requisi 

tion for approval by the Management Officer. The same procedures 

will be followed as described under project-funded Purchase Orders 

(III, 5, 1, above). 

REFERENCE: AID Handbook 23, Overseas Support, Chapter 14. 
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6. WAIVERS
 

POLICY 

On occasion it may be necessary for a Project Manager or contracti~g 

Officer to deviate from AID's regulations and standard contract pro

vision when preparing a PIa or a contract. To receive official 

approval to deviate from a regulation or a standard contract provision, 

a waiver form must be filled out and signed by the appropriate auth

ori ty. The requirement for waivers should be considered in the cou:r:se 

of project design and, wherever possible, included in the terms of the 

Project Paper. It is the Mission policy that waivers will be requested 

only when the lack of a waiver would adversely affect a project or signi

ficantly hinder the work of the Mission. 

PROCEDURES 

1. On occasion, waivers may be necessary for: 

Approval of non-competitive procurements 

Eligibility of commodities 

Source and nationality of suppliers and contractors 

Eligibility of suppliers' and contractors' certificates 

Marine insurance 

Conditions for authori.zing advance and progress payments 

Limitations on contractor salary levels 

Other provisions of the IUD procurement regulations. 

2. When the Project Support Unit and the Project Manager conclude: 

that a waiver is nece!jsary in connection with a PIOIC, the 

Project Manaqer will prepare the waiver in accordance with the justi 

fication sent to the Project Support Unit for clearance, and then sub

mit it to the Mission Director for approvill. 
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3.	 For ...,aivers related to PIO/frs, PFIO/Ps, and other forms of con

tracts, the waiver will be prepared by the requesting office in 

conjunction with the Management Officer. In most instances, these 

waivers will require the approval of the Mission Director. 

4.	 Detailed procedures for the prelmration and processing of waivers 

will be developed by the Project Support Unit. 

REFERENCES: AID Handbook 1, Supplement B and Handbooks 14 and 15 

III-l? 



7. PAYMENT VOUCHERS FORM (1034) 

POLICY 

A payment voucher is the official AID form for reimbursement of rendered 

goods or services. The payment voucher is utilized in two major types 

of financial transactions. 

A payment voucher is used to JlilY for goods or services which 
have been received, as opposed to il Purchase Order which is 
prepared in advilnce of the receipt of goods and services. 

A payment voucher is used to transfer local funds to the GaS 
in accordance with the specificatiort of a Project Implementa
tion Letter (PIL) and to account for the expenditure of those 
advanced funds. 

PROCEDURES 

Project-Funded Payment Vouchers 

1.	 There must be an approved implementiltion document authorizing the 

action taken and justifying the payment to be made under the pay

ment voucher. The required .implementation document includes a 

Project Implementation Letter (PII.) or a PIO/T and its resultant 

contract. 

2.	 The office request:i ng pc1yment for (Joods or services received pre

pares the pilyment voucher whi.ch includes: 

Desiqniltion of rllC.' purchilser tlS USAIO/Senegal, c/o American 
Embassy, Oilkar 

Name	 of the vendor and address to which payment will be made 

Brief description of the goods or services purchased and 
their cost. 
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'1'he payment voucher form or d cover lIIemcrandum should indicate 

the implementation document number and the project number for 

payment. 

3.	 '1'he original invoices arc attached to the payment voucher which is 

approved by the director of the requestins ~ffice and is 

submitted to the Controller's Office requesting that payment be 

made. 

4.	 r1'he payment voucher is proce~5sed by the Controller I s Office, which 

verifies the costs, approves l'uyment and forwards instructions to 

RAMC in Paris, Francu, to issue Ll check in payment. 

Local Currency Funds 

1.	 A Project Implementation Letter(s) (PIL) authorizes local currency 

funds for GOS and specifies the supporting documentation required 

to account for the expenditure of funds. 

2.	 The GOS issues a letter to the Project Manager requesting an advance 

of funds. 

3.	 The Project Manaqer prepure~; a payment voucher for the advance 

which is approved by the office director and submitted to the 

Controller's office requesting thut payment be made. 

4.	 '1'he Comptroller I s Office approves payment and forwards instructions 

to RAMC in Paris, !"rance, to issue a check in payment. 

5.	 When the funds have heen expended, the cos submits supporting 

documentation accoulltinq for the expenditures to the Project 

Manager who prepares u "no-pay" voucher. 'rhis voucher is approved 

III-lY 



by the office director and is submitted with the supporting docu

mentation to the Controller's Office, which adjusts the records 

to reflect the expenditure of the advance. 

REFERENCES: AID IIandbook 23 - Financial Management 
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8. OFFICIAL PROJECT FILES 

POLICY 

The Communications and Records (C&R) Unit is the official repository of 

USAIO/Senegal project files. The official files are maintained as the 

comprehensive source of all project-related documentation required by 

the Auditor General's office for allY project audit. In addition to the 

C&R official project files, Project Managers will maintain a working 

file on each project for use by the project team and as a reference source 

for the official project file. With C&R official files and Project Manager 

working files, other Mission staff should have no need to maintain separate 

records of project-related documents other than those required by support 

offices, i.e., Controller and PSU. The full range of C&R's recordkeeping 

responsibilities is described in the procedures for Central Files (see 

IV.1. ) 

PROCEDURES 

1.	 When a Grant Agreement is executed, the responisble Project Manager 

notifies C&R to ensure that an active project file and project 

file number are established in the C&R unit. 

2.	 The C&R supervisor will establish !)roccdures to ensure that a copy 

of all project-reliJted documents is maintained in the official 

project file. The kinds of documents to be included in the file 

are: 

The design documents - PIO and PP
 

Grant Agreement and ModificiJtions
 

Project Implementation Letters
 

Implementing and obligating documents, i.e.,
 

III-2l 



PlaiT 

PIO/C 

PIO/P
 

Waivers
 

Vouchers
 

Purchase Orders
 

Related cables and correspondence
 

Bi-monthly project reviews
 

Evaluation reports
 

Contractor reports.
 

3.	 The Project Manager will ussist C&R in maintaining comprehensive 

official files by insurinq thi:lt the distributiun list un all final 

copies of project-related documents clearly indicates at least two 

copies to C&R, one for the official project file and one for a 

subject file. 

4.	 Access to official project files is controlled by C&R following 

standard procedures to prevent the loss of project-related 

documents (see V, 5 (2)) . 

5.	 Duriny ]JToject close-out, the ~roject Manager reviews the working 

files and the official ]Jroject files and assists the C&R super

visor in cstahlishinq a complete record of the project. 

6.	 Official project ri le~; are rnaintai.nud for the active duration of 

the project, and ~;toraqe of inactive project files follows AID 

quicli:lnce. 

REFERENCI~S: AID Handbook 21, Part III, Communications 
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9. BI-MONTHLY PROJECT REVIEWS 

POLICY 

It is M;.ssion policy to review all ongoinq USAID/OMVS projects in a 

stanJardized process every 60 days. The purposes of the project 

reviews are to systematically apprise Mission management of the progress 

of project implementation and to schedule resources and determine actions 

to resolve implementation problems. "In each review cycle, several pro

jects are selected for joint review with COS representations. 

PROCEDURES 

1.	 The PDO prepares a memorandum specifying the review schedule which 

is coordinated with the Office of the Direr::tor. 

2.	 Project Managers are responsible [or preparing the Project Report 

in the standard format provided in the roo memorandum of 3/20/80 

and outlined below: 

I.	 Basic Data:
 

Project I\uthori ziltion Date:
 

Project l\<Jreement Date:
 

Dates Conditions Precedent Met:
 

Project I\ssistance Completion Date:
 

Cooperatin(J I\qcllcies:
 

Life of Projecl I"undillq:
 

ObligationH to Dille:
 

Disburscm(~nl to Dilte:
 

(brief olle or two line statement) 

III.	 Mujor 1·:vel~2-DlIrinq Heportinq Period: 

IV.	 !' rC?.~..!.E:~_2LJ.J..c_~.':.IX':;.: 

V.	 Hemedial I\ct:i()Il~;: 

VI.	 ~lj.!2~~;_t:.j~I!I:';_.~'_I.il!I.I~:.(L2.1_~_'5tI<eportinq Period: 

VII.	 !Jro.iE~;t 'I!:.t.<:.J.~}.!~L!~9.!~t:.: 
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3.	 Project Managers ilre re~jjJonsi.bJ.e for :~chccluliny the joint reviews 

of projects with GOS and coordinating the joint review schedule 

with 1'00 and the Office of the Director. 1'00 establishes the 

schedule for internal reviews and informs IJSAIO offices of the 

schedule for all reviews. 

4.	 project Managers submit ten copies of the Project Report to 1'00 by 

the date specified in the schedule memorandum. In joint reviews, 

the Project l-1anaqcr .Jlso ~~ubrni t~; il Jo'rench copy of the Project 

Heport to l'DO ilt leil:jl: two w(:rldnq d.Jys before the joint review to 

pennit di~;tribution 1:0 em; offic:(~:;. 

5.	 PDO L; res!Jon:;jLl(~ fur dj~;trjjJutill'l copies of the Project Report 

to USAID office:; 011)(1 (;()~) offices ilL J C:d~)t one workin(J day before 

the review. Di:;Lribut.ion i:3 made to: 

Office of the lJirector (2)
 

PDO
 

Program Office
 

Controller'~ Office
 

PSIJ
 

cos offices d:j uppropriate
 

6.	 'I'he review:,; tire t:llilirr'd by tile Director and are attended by the 

Project MancJ'ler dlld II i:~/ller oj rice director, 1'00, the Program 

Office, P~;tl illid I.IIL' COIiLroller':; nffice. PDO will identify 

n:vicw~~ wi til i:;:;llt·:; wdrr'l/ltinq dtt(:ndi1l1Ce by other 'J~-;l\rlJ office:; 

notify tllo:;<: ofri<:(.':; dnd :;tilrf thilt Lheir .lttCII(leJrlC(.! is reque:~ted. 

7.	 Jo'ol]owin'l Ul(~ revi!'w, tile Project 1-1'HliHjer is rr::q)()n:;ilJlr.' for pre

purinq the rined Proj(.'cL H(~l'orl. illcor)Jordtinq cornrn(!nl:; ilnd c1eci:-d_on!,-j 

frolll the rr:vie..., lTI':etit!'j ilWl rill/anit-:; ~;ix c()r)i(~:; of tlle final !'roi(~cL 

HCJlort to P[iO within five worJdll'j dilyS followimj th(: revie ...,. 



8.	 PDO is responsible for distributinrj copies of the final Project 

Report to USAID, GOS and AID/W offices. Distribution is made to: 

Mission Director(2) 

PDO 

Technical office project files 

Program Office 

Project Support Unit 

C&R	 (2) 

GOS	 (as required) 

AID/W (at least one copy and one reproducible copy for AFR/DR 
and AFR/SWA) 
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10. PROJECT EVALUATIONS 

POLICY 

Project evaluations are conducted I)rin~rily to determine the impact a 

project has made or is makinq and i t~; potential for replication. The 

purpose of evaluation is to judge if the project design is still. appro

priate and to assess the effectiveness of implementation activities in 

order to make needed chiUlges to enhance the performance of a project 

and its results. 

It is Mis~;ion policy to unJertake eVr.tl\1<Jtiomi in coordinLltion with the 

workinq q roup of the Jo i.nt !':Vd 1ULI t ion and I'Lmnlnq Cornmi t tee composed 

of the cos Ministry of Plan, representatives of other COS agencies 

and USAID staff. The result~ of these evaluations are presented to 

the Muna<Jement Commi ttee of the ,Joint EVed uation and Plunninq Cornrni ttee 

for use in their annual joint review of USA}!) projects. 

PROCEDURES 

1.	 Reqular evaluutions are ~,chedu1.ec1 by the Proqram Office at appro

priate staqes of irnplementation uS specified in the Evaluation 

Plan of the Project Paper (PI') or as determined by thc Project 

Offi.ce in con~iultation with the J'roqi'"drn Offi.ce. Special evalua

tions are ~iclwduled whell IlTle:<IJccl.ed prob1.ems Llrise as identified 

in the bi.-rnonthly I·'l()jf~r;t review pn)ces~.;. 

2.	 The Proqrarn Office dt'dft~; tlle eVilllldtion plan which l.~·; approved 

by the offic(~ di rector n.:spons i.b1e for the project. The Project 

Mana<jer is w:;udlly d(!:;j<jlldLed by the office director to lead 

the evaluation tearn. 
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3.	 'l'he Program (JUice !;Ilpport!l ellltl <.:oordin.:ltt~~; the work of the eval

uation team by: 

Developing the scope of work of the evaluation 

Obtaining speciaU zed technical evaluation services from 
REDSO/WA, AID/W, PSCs, ctc., as required 

Coordinating the participation of the working group of the 
Joint Evaluation and Planninq Committee 

Establishinej the evaluation rev iew committee 

Ensuring the participation of the proj0.ct beneficiaries in 
the evaluation. 

4.	 The Project Marlager and the evaluation team conduct the evaluation 

and prepare th(~ draft I'ro:jcct I·;valuation Summary (PES) following 

guideLnes prc!,entcd in AID lIandbook 3, Chupter 12, with assistance 

as needed from the Evaluation orfic;·J in the Program Office. 

5.	 The technical officI.,! types the draft PES and submits it to the 

Program Office which reviews and edits the draft for technical 

quality, clarity and conformance to AID evaluation requirements. 

The draft is returned to the Project Manager who is responsible 

for making any changcs directed by the Program Office. 

6.	 Evaluation revim...· committee mectif\('s ilre scheduled by the Program 

Office which handle!; the reproduction and (listribution of the draft 

evaluation report to all committee member.;, includinq GOS members. 

'rhe Project Desiqn orrice lind the.: responsible technical office will 

provide represpntation to the review committee. 

7.	 'rhe Procjralil or r ice makes any cllanqe!; to the evaluation report upon 

which lJSAID clearance is concJitirmed, arranqc.:s its transla~.ion into 

I,'l"(clnch and pre~;ent!; d copy to the cloint- Evaluation dnd Planning 

corruni t tee. 
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8.	 Jo'illi.d di~tri1Juti()ll or L1le ev•.d Iltl!.iOl1 n.!jJort c:ledred by the USAID 

with the concurrence of the Joint Evaluation and Planning Committee 

is handled by the Program Office: 

Mission Director 

Program office 

Technical office project, files 

C&R(2) 

Documentation Center 

GOS and OMVS agencies (as required) 

AID/W (at least three copie~ for AFR/DR, Ar~R/SWA, and PPC/E) 

9.	 The Proqram Office then prcJlarc~; .:tHy correspondence between the 

Mission Director dnd the GOS ilqenc:ic:; desc:ribing the results of 

the evaluation and any agreements au future actions to be under

taken which were identified by the evaluation process. 

REFERENCES: AID Handbook 3, AID Evaluation Handbook 
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11. PROJECT REDESIGN 

POLICY 

The purpose of project redesign i~; to modify substantially the original 

project design. A redesign is undertaken when the project evaluation 

indicates that major changes are necessary or when recommended by the 

Project Manager with the cOl,currence of the Project Development Office 

(PDO). A conclusion that a major change in project strategy is needed 

may arise from several circumstances: 

Clear evidence that the oriqinal design was faulty 

Changes in the conditions affecting the project and the original 
implementation plan 

Revisions in the assumptions underlying the project design. 

Minor project changes are handled by Project Implementation Letters 

(PILs) . 

PROCEDURES 

1.	 The issues to be addressed in the project redesign are developed 

in a collaborative process led by PDO and the Project Manager and 

involving other Mission offices witll responsibilities related to 

the project as wed 1 itS host country insti tutions participating in 

the project. 

2.	 Project redesign i~; conducted by the same procedures established 

for preparation of the original design in the Project Paper (PP) 

(see II. 5.). 
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12. PROJECT CLOSE-OUT 

POLICY 

The purposes of the project close-out process are to determine whether 

the project has met its goals and will continue after AID participation, 

has ended, and to conduct the administrative processing to officially 

close project records. Project close-out is conducted when: 

The Project Assisti:lrlce Completion Date (PACD), or the end of its
 
extension, has been reach0d.
 

USAID/Seneyal h~s fully executed its responsibilities established
 
in the Granl: l\qreemcnt.
 

A project evalui..ltioll concludes that it is no longer desirable to
 
continue pro:iect implementation.
 

PROCEDURES 

1.	 'rhe Project Manager analyzes the status of the project and recommends 

to the Project Development Office (PDO) that the project be closed. 

2.	 The PDO is responsible [or project close-out with assistance from 

the Proj ect Manager. PDO preIJil re~; the Proj ect Completion Report 

and the Grant Close-Out Heport. 'rhe Project Manager usually pre

pares any Contractor Evalui..ltion Reports. 'rhe Controller's Office 

is requested to review und submit il project financial status report 

to 1'00. 

3.	 Project close-out docwncnts are cleared by POD, the Project Manager, 

the Program office, and the Controllers office. PDO circulates the 

documents, follows-up on any delays in the reviewin(J offices and 

recommends project close-out to the Mission Director when all the 

documents have been cleared. 
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4.	 The PDO prepare!; Llny cur re!'1 ,ollllcn,:(! !JeLwecn tile Mission Director 

alld flO!.;t country jn~;t: i LIIUOII!; Ilct,tled to Llcilitatc project 

close-out. All ~;uch correspondence 1!; trunslated into French 

and reviewed by tilt! Procjri11n Offir:e prior to submission for the 

Mission Director's signature. 

5.	 The Progra/l' Office is responsible for notifying the Ministries of 

Plan and of Finance of project close-out. 

6.	 'rhe PDO huncHes find) d.if;tribution of project close-out reports: 

Mission Director 

PDO 

'f'echnicdl office project file!:: 

Controller's	 office 

AID/vI (one copy I. one reproducible copy to l\FR/DR and AFR/SWl\ 
and copies of the Contractor Evaluation Report to SER/CM). 

REFERENCES:	 AID Handbook 3, AID Evaluation lIundbor ,k, Project Officer's 
Guidebook for l-1iJllUqernent of Direct AID Contracts, Grants 
and Cooperative AtJreements (,June 19BO) 
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13. REVIEW AND CLEARANCES OF PROGRAM AND 
PROJECT DOCUMENTS 

POLICY 

For each major program and project document, the previous sections have 

described review and clearance responsibilities. In order to minimize 

the time required to complete the review and clearance process and to 

assure the satisfactory resolution of uny issues that arise, the proce

dures outlined below will be followed unless special circumstances inter

vene. 

PROCEDURES 

1.	 When the draft document is ready For final review, the responsible 

office will contact cuch of the individuals who must review the 

document and arrange a time, following their reviews, when all 

reviewers can meet to discuss their con~ents and resolve any 

issues that arise. 

2.	 The responsiblc office will then distributc a copy of the draft 

document to each reviewer, indicatinq the agreed upon date, time, 

and location for the meeting to eLi scuss the draft. 

3.	 It is the responsibility of each reviewer to be fully prepared to 

discuss the document .J.t the i\rrun<jed meeting. At the meeting, if 

there are issues that cunnoL be resolved, it is the responsibility 

of the oriqinatinq office to ruise the issues for the ~ission 

manayement considerntion. 

4.	 Followin<j the meet i.nq .1I1d the resolution of illl issues, the responsi

ble office wi.ll. prepare il final draft of the docwnent, incorporating 

the agreed upon c11ill1<Je~;, and circulate it to the parties for final 
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sign-off and upproval. 'rIle stand,lrd y0llow routinCj slip will be 

used	 for this purpose. Whc:!n all reviewers have initialed their 

clearance, the dOCllment will he delivered, with the concurrence 

routing Slip, to the Mission Director for execution. 

5.	 Internal document~; will :;how cleurdllcc directly on the original 

document. External dCJcurnenU; 'Nil I :;how c:lcarimces on the copy. 
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14. DISTRIBUTION 0[0' PROGRAM AND IMPLEMENTATION DOCUMENTS 

POLICY 

It is the policy of this Mission to limit distribution of final copies 

of program and implementation documents to those offices which have a 

clear need for them. Reference copies of all program and implementation 

documents are maintained in the C&R central and office project files for 

use by Mission staff. 

PROCEDURES 

L	 When a document hc1f: been cleared by all reviewing offices and executed 

by Lhe Mission lJj rector, tile respom:ible office will handle reproduc

tion of the required number of cO!Jics and then distribute copies to 

the appropria te 0 f rices. 

2.	 GeneruJ. guidelines for. the distribution of finul copies of program 

and implementation docwnents arc included in the procedures for 

each process presented in Chapters II and III of this operations 

Manual. 
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1. PERSONNEL MANAGEMENT
 

(1) u.S. Direct Hire Staff Administration 

POLICY 

'rhe policies Cjovernin l! the ildminif~tration of 1\10 U.S. direct hire staff, 

including the responsibili tie~; of supervi~;or~j, the Mission Director, 

and the r-1unaljement Officer, <Ire clearly ilrticulated in 1\10 Handbook 24, 

Chapter 3. There ilre, however, severill Mission-specific procedures. 

PROCEDURES 

/-'lilinr] <-l New /'()~;i tion 

1.	 If the Mission Director deterrnine~; thcJt an unfilled rJosition or a 

newly iluthorized po~~ition is to be filled and, that the position 

is within the mode ceiliny e~;tablisllCd by the Embas~;y, the appro

priate office director will be asked to prepare a job description 

and cJ mcmorilndum justifyiny the neer! for the posilion and to for

warlJ thh; information to the Milnilqelnl~nt Officer, who will prepare 

r:: S/'I\I<. 

2.	 /-'ollov/inq r<:view (HId aPIJrov<J1 of l:hj~; ducumentdtion by the 

MdllillJl~In(:nt Office'r' ,mel L1I1' Mi:;:;i.uII IJjr<~ct()r, the Director will 

noti fy I\/-'/</EM:'; Olliel l'r-1 in l\JIJ/W of th(~ n~quiremellt by trdn~jmittinCJ 

the f;!JI\/< with d wriU.(:11 jWil:ifiCi.ltirJII. 

3.	 Tnformdlioll on cilnrliddLr::; forwdrded by I\/-'~</EMS to the r-1i~;~jion will 

be reviewed by Lh(' LJilecl.or (HId tllU dpprrJpridte (Jffic(~ director, 

und il ~;electi(Jn wi 11 b(~ Indde. 
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4.	 'I'he r-1anagement Orricer is responsible for all arrival planning and 

arranyemcnt, including: 

Airport reccption
 

Housing
 

Temporary hotel drranqemenUi (i r necessary)
 

Office space
 

Furniture
 

Guard 3crvicn
 

Appointment of u Welcoming Committee
 

New staff check-ill procedure
 

Estublishment (Jf iJ. personnel r lIe.
 

'f'he Commun i ty 1.i d i ~;()!1 or ficer (CLO) at the Embassy works closely 

with the Millli1'lCrn(~!It Off icc!r ill the dbov(~ planning. 

5.	 'I'he office director i~; responsiblc for: 

Preparinq briefillq i.tnd orientation materials 

Introducinq the new :;tL1ff member to USAID staff and to appro
priate (;OS, J>vo, llnd othcr U.s. agency pcrsonnel. 

1.	 At leust :-;1:-: ITlo!ltk; before elll illdivlduul'f) tour is completed, he/she 

must rill out .wel :;lJbrniL t(j UH~ rJl.-llldljernenL Officer iJ. COAH, indica

tint] d preferred lIexl d:;:.;iL/llrnelll.. 'l'lw M.:.tIILlqerncnt Offi<.:er. will pro

ce~;f; the COAl< Lhrrlllljll thr' rJli:;:;io!l oIllfl frJrwLlrrJ it to AIIJ/W. This 

do<.:ulTll:nt dJert:; AIJJ/vJ t.o <lny requirement for u replelcement, and the 

re<.:ruit:mcnt. procl':;:; i:; initiilt(~d. 

2.	 FollowinrJ Lhe rr~vir!w dll<J approval 01 the replilcement requef:it by 

AID/W, the pro<.:edIJle:-; described under "Jo'illinq OJ New position" 

(abo'/e) ilre followed. 
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Leave Planniny and I\uthorization 

1.	 Each staff member should plan leave uS far in advance as pos

sible and seek his/her supervisor's written approval, in order to 

avoid last minllte dis<lppointment". 

2.	 An approved leave notification indicating type of leave and start 

and end dates should be sent to tile Controller and the Manage

ment Officer. 

Ilomc LCuve 

1.	 '1'0 request home leave, the stafr member should submit a request 

in writing to the M<lnaS:lment Officcr through his or her supervisor. 

2.	 When the request is <lpproved, the Management Officer submits a 

formal request for home leave approval to AID/W. 

3.	 Upon J:eceipt of a formal horne leave approval from AID/W, the re

questing staff member must submit a travel request form to the 

Management Officer (see IV, 4, (2)). 

4.	 '1'he travel request form will not be upproved until the requesting 

staff member h':H~ done Lllc followinq: 

Completinq PEHs Lll,l t lll<.ly come due during the leave period (if 
in a	 supervisory po~dtion) 

Requestill(j the completion or hi~;/her own PER if it is to become 
clue dm:inq tlte leave 

l\rra/l(Jinq for tile' coveraqc or 0111 of work responsibilities 

P,tTan'j inq for dcce:;~; or Cl. Mission sta fr member to his/her 
residence. 
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5.	 If there is any possibility that the re4uesting staff member's 

assignment may change while on horne leave and he/she would be 

unable to return to this post, the staff member should prepare 

contingency plans including: 

Loose packaqinq of personal be lonq i.ncJs 

Contingent arrangements for the sale or shipment of a personal 
vehicle. 

Payment of Expenses 

1.	 All reilsonuble conti.nuill<J m.:.lintendncc expense items ~,uch as house 

rents, utilities, repair work, ctc., are paid by the Mission. Ven

dors submit their invoice~, directly to the Embassy for approval, 

after which they .:.Ire sent to the Mifision Controller. 

2.	 Direct hire staff ilre responsible for their residential telephone 

expenses and arc expected to handle these bills themselves. 

3.	 'l'h<;: following items will be reimbursed to the direct hire upon 

submission of the approp:'iate form~~ (obtainabJ e from the Manage

ment Officer) to the Controller: 

'I'ravel expenses U;ee [V, '1, (2)) 

EdUl.:ational ill J(JWi.l/IC(!~: ("or duLlI<Jr.ized depcndents). 

1.	 Procedures and im;lr"ut:l iOllfi for ~)tiJ rf per[onnilllce evaluations are 

fully described in 1\11J lI<llIc1book 2S, and will be followed by this 

Mission. 
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1. PERSONNEL MANAGEMENT
 

(2) Foreign Service National Staff Administration 

POLICY 

It is the preference of this Mission that all Poreign Service National 

(FSN) positions be occupied by Senegalese citizens. Administrative 

responsibilities for PSNs are shared between the Mission and the 

Embassy. 

PROCEDURES 

1.	 Each year a ceiling for the number of FSN positions is established 

by AID/W. Within this ceiling, the Mission has substantial 

freedom to determine which jobs and which individuals will be 

classi fied as FSN~;. M; explained in All) lIandbook 31, Cln FSN 

has substantial ri(jht~; ami benefits beyond those of local hire 

staff employed on a contruct basis. 

2.	 When an FSN position is to be filled, the requesting office director 

prepares a job descrilltion (or uses an existing job description, if 

adequate) and sends it with a written justificCltion of the require

ment and the nClmes of arlY suyqested candidates to the ManClgement 

Officer. The Manaqul1Ien': Office wi 11. f"orward the job description 

to the Embasuy, where a (lreliminary grade determination will be 

made. 

3.	 'rhe Manaqement Officer coonJinat:e!; illlY necessary recruiting (which 

can often be a~i~dsLc~r1 by the l':mbils~-;y) and ini tiul screening of 

candidates. '1'he filial selection of the individual for the posi

tion is made jointly by Uw requefitinq office director, the 

Manqement Officer, and the Mi~:;s ion Director. 
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4.	 'rhe Management Of ricer j.s respom:i hI e for securing an employment 

application, completing other necess<lry paperwork, and forwarding 

the paperwork to the Personnel Officer at the Embassy. 

5.	 'rhe Embassy arranges for a security check und for u heulth 

examination and prepures all finul paperwork, which is then 

returned to the Munagement Officer for final signlture. The 

Embassy, upon employment of the FSN, establishes the official 

personnel file for the new hire and maintains it throughout 

his or her employment. 

6.	 'rhe requesting office director is responsible for assuring the 

proper introduction, orientation, and training of the new 

employee. This includes: 

Arrunging for 0fficc sl~ce with the Management Officer 

Making uppropriate introductions to lISAID staff 

Assembling uppropriate orientation material 

Planning any necessury formal training in conjunction with the 
Staff Development Specialist. 

Scheduling the new staff check-in process at the Embassy 
(sec	 IV, 1, (6)). 

7.	 Durinq the course of employment, the supervising office director 

is resJlonsible for routi ne personnel administrative functions, 

such LIS performance ewl1 uations unci recommendations on periodic 

step increases and meritorious dwards, described in AID Handbooks 

25 and 29, Chapter 5. 

c(
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1. PERSONNEL MANAGEMENT
 

(3) Institutionally Contracted Local Staff Administration 

POLICY 

Except for Foreign Service Nationals, local hire staff will be hired through 

an existing institutional contract administered by the Management Officer. 

PROCEDURES 

1.	 \'.l1en an institutionally contracted local hire staff person is 

required by an office, the ofrice director must r~quest such an 

employee, in writing, [rom the Management Officer. The written 

request should specify: 

Date needed and length of service required 

Description of duties and responsibilities 

Minimum qualifications for the position (e.g., language capabil 
ities, education, skills) 

Supervisory relationship 

Individualls) who should be involved in the selection process. 

2.	 The Managemen t Off icer is responsilll<.: for all necessary coordination 

and contractual arri.tnlJemen ts wi th the insti tutional contractor, and 

is also responsible for initial scrccninCJ of candidates. 

3.	 When qualified candidates are found by the Management Officer, 

interviews will be :;cheduled with the individual (s) designated by 

the requestinq office. 'Phe hire decision will be made jointly by 

the requesting office director and the Management Officer. 

4.	 'rhe employment tenure for th(~ in~jl-itut.i()nillly contrdcted staff 

member can be time- ] i mi t(!<! or open-ended. 
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5.	 The requesting office director is responsible for assuring that 

appropriate arrangements arc made, as follows: 

Arranging for office space with the Management Officer.
 

Making appropriate introduction~ to USAID staff.
 

Assembling appropriate orientation material.
 

Planning any necessary formal training in conjunction with the
 
Staff Develo~ncnt Specialist. 

6.	 Each office director or his/her de~ignee is responsi' Ie for main

taining accuro.te attellcl.mce record:.; For eClch of the institutionally 

contracted local hire ~Jti1ff employee! in his/her unit, and the reporting 

of the attendance to the f.lc1naqement or ficer. This will normally be 

c1cconlplishecl by muint.:.tininq, in a central office locaticn, a 

sign-in/siqn-uut 10<]. Blank lOllS lnilY be obtained from the Manage

ment Officer. 

7.	 Any concerns raised by employees re(larding the terms and conditions 

of employment, as well as qro.de und pay, Lhould be referred to the 

Management Officer for action. 

8.	 At the conclusioon of the employment period or at the end of every 

twelve months of employment (whichever comes first), the supervising 

office director submits it performance evaluation on the employee 

to the Manaqement Officer. '['Ile yelleroill p)~ocedures used for direct 

hire performance oval.llill: ions !,houJcl 1)0 followed where applicable. 

In the case of cl twelve-melDth J ,er formance ilppraisal, this document 

will provide the b<l~~is for discus:,don of any salary action. 
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1. PERSONNEL HANAGEHENT
 

(4) In-Residence PSC Staff Administration 

GENERAL POLICY 

Management Officer is primarily responsible for the hiring and 

inistration of contractor staff. w~ile contractor staff services 

,Ill be obtained through the use of Purchase Order, institutional 

contracts, and Personal Services Contracts (PSCs), the latter two 

mechanisms are preferred. ~1erever possible, multiple sources for 

the desired s,-,rvice should be found so that a competitive 

contracting process can be conducted. 

Purchase Orders 

POLICY 

~en there is a specific product to be produced, when the product can 

be explicitly defined, when the effort required to produce the product 

can be accurately estimat0d and when the total cost of the product will 

not exceed $10,000, a Purchase Order may be used to secure a contractor. 

PROCEDURES 

1:	 The requesting office directur notifies the Management Officer 

in writing concerninq the requirement specifying: 

Sti.ltement of work (includillLJ u definitive descript:i.on of the 
product) 

Estimuted number of hours of work required und suC]yested hourly 
rate of puy 

Length of time required ilnd desired ~tarting date 

Budyet for estimated reimbursable expenses to be incurred 

Recommended source (s) for th('.! service. 
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2.	 The Management Officer in conjunction with the requesting office 

director contacts the individual or firm and negotiates the terms 

of the Purchase Order. 

3.	 When negotiations are complete, the Management Officer prepares the 

Purchase Order and secures all necessary signatures and approvals. 

Contractor may not begin work until the Purchase Order has been 

fully executed. 

4.	 The requestinq office director is responsible for the supervision 

and technical direction of the Purchc1se Order wCirk. Contractor 

invoices are to be submi.tted to him/her for approval, then forwarded 

to the Manugement Officer for approval, and finally submitted to the 

Controller for puyment. 

5.	 When ull of the terms of the Purchilse Order have been satisfactorily 

completed, the requesting office director must prepare and submit to 

the Manugement Officer (1) a memorandum certifying that fact, and (2) 

a contractor pe~formance evaluation report. The Management Officer 

will then initiate the contract close-out process. 

Institutional <md l'er~,()J)tll Service Contracts for Staff 

PROCEDURES 

1.	 At least three months before the services of an individual are 

required, the requestinCj office director notifies the Management 

Officer in writing, specifying: 

Nature of the work to be lJerformed and the required qualifications 
of the individual 

Estimated number of weeks of work required and needed starting 
date 

Hecommended source (~-;) for tile :;ervic(~. 
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2. The Management Officer in conjunction with the requesting office 

director contacts the recommended source(s) to assess availability 

and interest, and ~o request a curriculum vita and an earnings 

history. 

3. Upon receipt of the requested information, the Management Officer 

will work with the requesting office director to prepare an offer 

letter that specifies: 

Nature of the work 

Starting date and durati0n 

Salary 

Entitlements (e.g., COLA. predeparture benefits) 

Supervisoryarranaements. 

4. A draft of this letter w:~ll be reviewed by the Contracting Committee 

(composed of the Depllty Dj.rector, Controller and Management Officer) 

reasonabler:<=:~"js anci t::onsi..so.;p.ncy with policy. When it has been 

approved, it is sent 0y the Management Officer to the proposed 

contractor. 

for 

5. The Management Officer negoti:ttes all terms and conditions of the 

proposed contract with the institution or the individual. When 

negotiations are c0mpleted, the MetnaC]ement Officer prepares the 

contract. If the total value of the contract is up to $100,000, 

the Management Officer is fully empowered to negotiate and ex~cute 

the contract. If the total value exceeds $100,000, the REDSO!WA 

Contracting Officer must approve the terms of the contract and sign 

it. 

6. When a contract is executed .....ith .:J U.S. hire PSC, it is the 

responsibility of the ManilrJement Officer to make certain that 

a security clearance is obtained before the individual arrives 

in Dakar. 
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7.	 The requesting office director is responsible for assuring that
 

all arrangements rnquired to prepare for the arrival of a con


tractor and to make the contractor productive are made. These
 

include:
 

Notifying the Management Officer of required office space, 
supplies and equipment 

Notifying the Project Support Unit of support assistance required 
(see policy on Support services IV, 1, (5» 

Assembling orientation material
 

Making introductions throughout the Mission
 

Arranging airport reception.
 

8.	 Contractor invoices and reimbursement vouchers are to be submitted 

to the requesting office director (or designee) for approval and 

then forwarded to the Management Officer for approval. 

9.	 When a contract covers more than a twelve-month period and provides 

a clause for the negotiation of salary and ent~tlements for the 

period after the first twelve months, the negotiation will be 

conducted by the Management Officer, based upon a performance 

report submitted by the appropriate office director. 

10.	 In unusual circumstances, the office director may believe it is 

necessary to extend the contract briefly beyond its original 

termination date. In this case, the office director must notify 

the Management Officer at least two months in advance of contract 

termination and describe in writing: 

The circumstances that necessitate the contract extension 

The desired extension I~riod. 

The Management Officer is responsible for negotiating and executing 

the extension, if approved. 

REFERENCE: AID lIandbook 14, l\ppendix fo'. 
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1. PERSONNEL ADMINISTRATION
 

(5) Allowances, Embassy Services and Mission Support Services 

GENERAL POLICY 

Benefits provided to various classes of direct hire and contractor 

staff are governed by Embassy and AID policy, and few are subject 

to negotiation. 

u.s. Direct Hire Staff 

POLICY 

u.s. Direct hire staff are provided the following benefits: 

Allowances
 

Post differential
 

Cost of living allowance (COLA)
 

Utilities
 

Furniture
 

Educational allowances
 

Guard service
 

Rest and recuperation (R & R) leave
 

Embassy Services
 

Cashier serviccs
 

Commissary privileges
 

lIealth ,'nit serviccs
 

Visa assistance
 

Pouch privilcges
 

Cafeteria pri vilcqcs
 

Language instruction
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Support Services
 

Locating and securing housing
 

Arranging housing repairs
 

customs clearance and transport of goods
 

Travel arrangements
 

Motor pool services for official business
 

securing needed furniture and appliances
 

Foreign Service National Staff 

POLICY 

Foreign Service National staff are provided the following benefits: 

Embassy Services
 

Health Unit services
 

Cafeteria privileges
 

Support Services
 

Motor pool services for official business
 

Offshore Institutional and Personal Services Contractors 

POLICY 

The terms and conditions of each contract are negotiated in light of 

the individual circumstance of the contractor and the work to be 

performed. However, the maximum benefits that can be provided are as 

follows: 

Allowances
 

Post differential
 

COLA
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Housing allowance 

Utilities allu~lnco 

Furniture allowance 

Educational allowance 

Guard service allowance 

R & R allowance (if the contruct period is for two years) 

Embassy Services 

Cashier services 

Health Unit S(lY."vLc:efl 

Pouch pr..iv.U(~'1t~~; (with lirnililLiow; on frequency uf use and 
weiqht) 

Cafeteria privi.leq(~:·; 

support service:; 

Customs cledrilnce of pcr.solldl qood~; (provided by Mission PSU) 

Motor pool scrvjce~ for officid.! hll~;i.ness 

~or contractors stntioned ouLsidc ()f Dakar, transportation assis
tance with personal goods, and the securing of housing, furniture, 
and appliances can be requested from the Project Support Unit. 

In-Residence PSC Staff 

POLICY 

When contracts are negotiated with contractors who are in-residence 

in Senegal, the specific circumstance of the individual are taken 

into consideration in determining the benefits each will receive. 

The usual set of benefits arc: 

Embassy Services 

Cashier services 

Health Unit services 

Support Services 

Travel arrangements 

Motor pool services for official business. 
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1. PERSONNEL ADMINISTRATION 

(6) Initial Processing of New Staff 

POLICY 

The Mission will make every possible effort, within the limits of AID 

policy, to assure that the first few days at post for new staff are 

positive experiences and that the staff' member and family are settled 

as rapidly as possible. 

PROCEDURES 

u.s. Direct Hires 

1. In addition to the preparations specified in Section IV, 1, (1), 

the Management Officer, in cooperation with the Embassy's 

Community Liaison Officer, will appoint a Welcoming Committee 

that will be responsible for: 

Meeting the incoming family at the airport 

Stocking the house with essential supplies such as milk, basic 
staples, and several days' supply of food 

Arranging social introductions and activities within the 
American community 

Giving the arriving employee the "Welcome to Dakar" blue book. 

2. On the morning of the first working day after arrival, the new 

employee and spouse will meet with the Management Officer, who 

will brief them on the in-processing procedure, introduce them 

to the Director and Deputy Director, and escort them to the 

Embassy for official in-processiny. 

3. At the Embassy, the new 

Kit" and undergo formal 

employee and spouse will receive 

in-processing which includes: 

a "Welcome 
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Security briefing
 

Orientation
 

Forms completion (for allowances, etc.)
 

Briefing on Embassy services
 

Introduction to the Ambassador and DCM.
 

4.	 During the first or second day, following the Embassy check-in, the 

new employee will meet with the Management Officer, who will explain 

proceclures for: 

Travel
 

Housing repairs
 

Insurance
 

Air Freight
 

The employee will also be introduced to the Controller, who will 

make final arrangements for time cards and salary payments. 

5.	 Responsibility for the orientation of the new employee will then 

be passed to the appropriate officer director, who will complete 

the staff introductions and work orientation process. 

Foreign Service Nationals 

1.	 The initial processinq [or ("SNs .is similar to that for U.S. direct 

hires, except that a Welcominq Committee is not required and the 

in-processing procedure at the Embassy is abbreviated. 

2.	 The need for an appropriate work orientation at the Mission is 

not, however, diminished. Both the Management Officer and the 

appropriate office director or designee should plan the work 

orientation carefully so that the new employee can become rapidly 

effective at his/her new position. 
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Institutional and Personal Service Contractors 

1.	 The initial processing of institutional and personal services con

tractors wiJ.l be handled entirely by USAIO/Senegal. 

2.	 The Management Officer is responsible for explaining fully the 

support policies of the Mission and for advising the contractor 

on how to handle the many chores required to become settled at 

this post. He also will explain the procedures for contract 

payments and reimbursements. 

3.	 The responsibilities of the Qssigned supervisor are identical to 

those for direct hire staff: 

Staff introductions 

Assuring that office space, equipment and supplies have been 
arranged 

Providing work orientation and office introductions. 

rIV-18 
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1. PERSONNEL ADMINISTRATION 

(7) Processing of Departing Staff 

POLICY 

In order to avoid the heavy burdens that are placed on Mission and 

Embassy staff when out-processing is not appropriately completed, 

the out-processing procedures for staff will be adhered to strictly. 

PROCEDURES 

u.s. Direct Hire Staff 

1.	 At least six months before the end of a tour, the staff member 

completes a COAR and submits it to the Management Officer, who 

will process it within the Mission and forward it to AID/W. This 

process may result in the reposting of the staff member to another 

Mission or to AID/W. 

2.	 Upon receipt of orders from AID/W, the employee submits a travel 

authorization request form to the Management Officer. At that 

time, the Management Officer gives the employee a master check

list for all of the steps that must be completed and clearances 

that must be obtained belore the staff member is cleared to leave 

the post. Examples include: 

Embassy
 

Cashier clearance
 

Security check-out
 

Shipping arrangements
 

Furniture inventory
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USAID
 

vurniture inventory
 

PER completion
 

Controller check-out
 

Arrangments for work coverage
 

Forwarding address with C&R (for personal mail)
 

3.	 When arrangements have been made to fully complete the Checklist, 

the travel request will be processed and travel arrangements 

will be finalized. Travel orders will only be issued to the 

employee after the checkli"t has been completed. 

Institutional and Personal Services Contractors 

1.	 Four weeks prior to the expiration of the contract, the contractor's 

supervisor must notify the Management Officer that the contract is 

terminating and identify the precise date of termination. 

2.	 Prior to the termination date, the contractor's supervisor prepares 

and submits to the Management Officer a performance report on the 

contractor and determines the preferred disposition of property 

items (such as furniture and vehicles) that have been purchased 

with project funds for the contractor's use. Instructions for 

completing a contrilctor performance evaluation report are con

tained in Handbook 14, Appendix c. 

3.	 The Management Officer is responsible for giving the contractor a 

copy of the "contractor checkout list" and assuring that it is 

fully executed. Among other things, the checkout process involves: 

Returning ID cards
 

Arranging for final payments
 

Returning project and Mission property.
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4.	 UpOIl completioll or the checkout proceHS, the Management Officer 

will initiate the contract close-out process and will forward 

a copy of the r.ontractor performance evaluation report to AID/W. 

.t'
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1. PERSONNEL ADMINISTRATION 

(8) Incentive Awards 

POLICY 

In order to encourage and recognize outstanding staff performance, 

this Mission will attempt to utilize the full range of available 

incentive awards for direct hire staff. 

PROCEDURES 

1.	 Periodically during the fiscal year, the Management Officer issues 

requests to managers for nominees for the various incentive awards. 

Full information on these awards is available in Handbook 29 or 

from the Management Officer. 

2.	 In general, nominees for incentive awards are reviewed by a Mission 

Incentive Awards Committee (composed of the Deputy Directo~, the 

Controller, and the Management Officer). The Committee's recom

mendations are forwarded, for some awards, either to AID!W or to 

an interagency, in-country committee for final determination. 
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2. COMMUNICATIONS 

(1) Outgoing Telegrams, Pouches, and Mail 

POLICY 

Outgoing telegrams, pouches, and mail will be handled as expeditiously 

as possible. C&R is the control point for handling all outgoing tele

grams and mail. C&R procedures must be followed. In extraordinary 

cases, special handling will be provided. 

PROCEDURES 

Telegrams and Official Mail 

1.	 Drafters and their secretaries arc responsible for ensuring tele

grams are typed using the correct OCR format and blue form, with 

a IO-pitch OCR typewriter element. 

2.	 While the Director is ultimately responsible for each outgoing 

Mission communication, the followinq internal clearance procedures 

exist: 

The Deputy Director clears outgoing telegrams and mail 
in the following functional areas: 

Management Office 

Controller 

PSU 

The Program Officer clears programming and implementation
related telegrams and mail in the following areas: 

Program Officl3 

PDO 

Technical Offices. 
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The	 Deputy Director and Program Officer, at their discretion, defer 

final clearance responsibility to the Director. All Missi '"':. office 

directors will have cleared outgoinq communications before forwarding 

to either the Deputy or Program Officer. 

3.	 The Mission C&R Unit maintains an Action Log of all incoming tele

grams and mail to ensure that timely responses are given to these 

communications. C&R enters into the log those telegrams and mail 

which appear to require a response with the data received, subject, 

and action office: 

Each week a list of incoming items to which no response has 
been made is reviewed by the Management Office and circulated 
to each Mission unit. 

Action offices should notify the Management Office of the 
status of replies to correspondence on the list as soon as 
it is circulated. 

Drafters of correspondence which responds to prior incoming 

~:',Jrrespondence should ensure that C&R receives a final copy 

to close off the entry in the Action Log. 

4.	 Outgoing telegrams (and other correspondence) are picked up from 

out boxes in the "front office" of each unit by C&R in roundE. 

beginning at 0830, 0900, 1000, 1100, 1200, 1500, 1630, and 1730. 

5.	 Properly cleared, teleyrams may be hand-carried to the Embassy 

Communications Processing Unit (CPlJ). 

6.	 The Embassy CPU will return teleqrams to orginators if there is 

no clearance signature or if the addressee block or the typewriter 

pitch (10 pitch OCR) is incorrect. It is the responsibility of 

the drafting office to ensure that these reyuirements for 

transmission are met. The Embassy will return telegrams, rather 
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than transmit them, if these requirements are not met. In the 

case of "Immediate" or higher precedence, the Embassy C&R will 

phone the Mission to make expeditious changes to permit trans

mission. 

7.	 Telegrams (and other outgoing correspondence) are sent to the 

Embassy	 for transmission in fOl,r scheduled runs which leave the 

Mission C&R at 1000, 1130, 1530, and 1645. 

8.	 Depending on the volume and precedence of all telegrams which the 

Embassy CPU has to process, telegrams received at the Embassy 

by mid-afternoon will be transmiLted by the close of business 

the same daYi if not, the followinl1 business day. "Immediate" 

precedence telegrams are transmitted on the day of receipt at 

the Embassy. 

9.	 The Embassy cable room, operates from 0700 to 1630 PM on weekdays; 

on Saturdays, it operates from 0700 until all incoming traffic 

is cleared, which is typically in the late morning. 

10.	 Before sending telegrams to the Embassy, the Mission C&R makes 

one copy for the chronological file (the "chron"). No logging 

is done. 

11.	 Comeback copies (exact cOIJies of the trunsmission) are received 

most often the day after the Embassy's transmission of a telegram. 

They are distributed from the Mission's C&R in the regularly 

scheduled inter-office rounds. Distribution of comeback copies 

is as follows: 

Chron file
 

Director
 

Deputy Director
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Ora ftor 

Clearance point other than the Director or Deputy 

A weekly reading file is prepared by the C&R unit and is 
circulated throughout the USAID. 

The Embassy CPU also keeps a chron file whose contents are
 

accessible for one year.
 

AIR POUCH 

1.	 All official corrcspondencc, except. tldeqrilms, destined for other 

posts and AID/W is sent by air pouch. 

2.	 Pouches are filled and closed in~hc Embassy's pouch unit according 

to the schedule shown on the follclWinq pagc for the most conunon 

destinations. In order to get an item into a pouch, it should 

leave the Mission C&R no later than the 1000 hours scheduled 

messenger run to the Embassy. 

3.	 Recently experienced transit times from the Embassy pouch unit 

to selected receiving posts pouch units are shown on the schedule. 

These times are subject to substantial variation due to deviations 

from flight schedules lind thc handling of pouches in and out of 

airports. Pouch W3ers !ihoulcl also note thut distribution from 

receiving pouch units to addressees could add one or more days, 

due tu local distribution practices at the receiving post. 

4.	 The Embassy pouch unit may be contacted by phone to ascertain 

the status of particular pouches, although individual contents 

are not recorded or traccable. 'fhe poucr. unit can can firm the 

departure or particular pouches und, after signed receipts from 

receiving posts are ()btained, delivery to the pouch unit at the 

destination. 
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EXHIBIT IV-l 

P 0 U C H C LOS I N G S C H E D U L E 

AMERICAN EMBASSY DAKAR June 1, 1979 

POST CLASSIFIED UNCLASSIFIED TYPICAL TRANSIT 
COURIER POUCH AIR POUCH TIMES (DAYS) 

ABIDJAN 1500 THURSDAY 1200 THRUSDAY 4 - 5 

ACCRA 1500 THURSDAY 1200 WEDNESDAY (1) 

BAMAKO 1500 TUESDAY 1200 TUESDAY (1) 2 

BANJUL 1500 FRIDAY 1200 MONDAY 1 - 2 

BISSAU VARIABLE 1200 FRIDAY 

CONAKRY 1500 FRIDAY 1200 MONDAY (1) 

FREETOWN 1500 FRIDAY (2) 1200 THRUSDAY (1) 

MONROVIA 1500 FRIDAY 1200 THRUSDAY (1) 

NIAMEY 1500 TUESDAY 1200 TUESDAY (1) 

NOUAKCHOTT 1500 THRUSDAY 1200 TUESDAY (1) 1 

OUAGADOUGOU 1500 TUESDAY 1200 TUESDAY (1) 2 

PARIS 1500 THURSDAY (3) 1200 WEDNESDAY & FRIDAY 2- 3 

PRAIA VARIABLE 1200 WEDNESDAY 

WASHINGTON 1500 THRUSDAY 1200 MONDAY & THURSDAY 5 

(1)	 POUCHES WILL BE SENT DIRECT ONLY t~EN VOLUME WARRANTS. OTHERWISE, 
MATERIAL WILL BE SENT VIA WASHINGTON. 

(2)	 SERVICE IS FORTNIGHTLY. 

(3)	 MATERIAL SENT VIA WASHINGTON_ 

ALL POUCHES SCEDULED TO CLOSE ON A SENEGALESE OR AMERICAN HOLIDAY WILL BE 
CLOSED ON THE LAST WORKING DAY PRIOR TO THE HOLIDAY. 



5.	 Classified mdteriul is ::lent by B!J()~i.i11 courier according to the 

schedule shown in the second column of the Pouch Closing Schedule 

on the previous page. 

6.	 Classified material must be logged out of the Director's safe and 

wrapped according to regulations. Classified material of any type 

must be delivered to the Embassy by a security-cleared U.S. direct 

hire staff member. 

LOCAL MESSENGER AND MAIL 

1.	 Official mail to government offices and other destinations within 

30 kilometers of the Mission is normally delivered by drivers from 

the Mission motor pool. Appropriately cleared mail should be left 

at the 3rd floor reception desk and logged into the transmittal 

book at that location. Motor pool drivers pick up and deliver 

this mail twice daily, recording deliveries in the transmittal 

book with the recipient's signature. Delivery is typic3lly the 

same day or next day. Urgent deliveries can be handled through 

C&R by special arrangement. 

2.	 Outgoing mail which will enter the GOS postal system is processed 

and transferred to the Embassy by C&R in the same fashion as other 

mail. It is delivered to the Embassy mail room in the course of 

the four scheduled messenger runs. 'rhe Embassy affixes metered 

postage. Mail is delivered by the Embassy to the post office 

twice daily. In order to be included in the last delivery to the 

post office, items should normally be in the last morning messenger 

run from the Mission C&R to the Embassy. 

3.	 Mail service in Dakar and environs normally results in delivery 

(to the postal branch nearest the addressee) in one business day. 

Mail to destinations outside of Dakar typically takes from two 

to five business days to reach the !Jost office nearest the 

addressee. 
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2. COMMUNICATIONS 

(2) Incoming Telegrams and Mail 

POLICY 

Incoming telegrams and mail will be distributed as expeditiously as 

possible. C&R is the control point and channel through which all 

incoming business communications are received. C&R procedures must 

be followed. In extraordinary cases, special handling will be 

provided. 

PROCEDURES 

1.	 All incoming telegrams and mail arc received through the Embassy. 

C&R picks up telegrams, pouch mail and GOS mail [our times a 
day in the course of its scheduled messenger runs. 

Washington pouch mail is received at the Embassy twice a week 
on Monday and Friday mornings. It is usually received for 
sorting at the Mission C&R late the same day or the next 
morning. Therefore, it may be distributed as long as 36 
hours after arrival ilt the Dakar airport. 

Senegalese and international mail is received daily through 
the Embassy. 

2.	 '1'he Mission C&H sorts incomi nq teleqrams and correspondence by 

office. Distribut.ion vy int0r-office messenger is done in rounds 

bcqinninq at 0830, (1)00, 1000, 1100, 1200, 1500, lCJ30, and 1730. 

Business and personal mail. arc delivered to the "front office" 
a f each unit. 

Individuals may lJO tu C&R to pick up correspondence and mail, 
rather than wait for delivery in the inter-office mail. 
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Each front office is re::;ponsible for distribution to individual 
addressees within the unit. 

Project Managers are responsible for distribution of mail from 
their Dakar office to the field. Most often this mail is carried 
in person, or, the Senegalese mail system is used. 

3.	 Copies of incoming telegrams are distributed as follows: 

C&R 

C&R reading file 

Action office 

Director and Deputy 

Other offices, depending 

Copies of incominq mai 1 are 

C&H chron file 

Action office 

Program Office 

Director and Deputy. 

on content.
 

distributed as follows:
 

4.	 Incoming business mail is opened and logged in a book retained in 

C&R, which mOlY be consulted to locate the C&R chron file copy, 

if needed. The followiny information is logged in chronological 

order: 

Dllte received
 

l\ction office
 

Subject matter
 

Seri ill number (llssicjlled by C&I<).
 

5.	 C&R uses its best judgment to determine the appropriate action 

office for teleqrams <lnd mail which have no obvious indication 

of the intended recipient or action office. 

IV-2J 



When C&H GiUlI\Ot deH itJlli.lLe th0 ilt:tion office, the Management Office 
is consulted for assistance. 

Following distribution of telegrams and, if a question arises 
concerning the appropriate action office, the matter is resolved 
by the Office of the Director, not C&R. 

. \ 
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2.	 COMMUNICATIONS 

(3) Telephone Service 

POLICY 

Local, in-country and international telephone service, though limited 

and costly, is a necessity. Acr.ordingly, the Mission has to take 

steps to hold its phone usage to bare minimum. For international 

communications, telegrams must be used unless circumstances clearly 

warrant telephone communications. Long distance phone usage is 

strictly controlled. '1'he Mission's phones are for business use only, 

with the exception of personal emergencies. 

PROCEDURES 

General 

1.	 The Mission has two incoming and two outgoing lines, plus som~ 

direct lines for the use of designat~d officers with special 

requirements. 

2.	 Incoming calls (with the exception of the direct lines) are routed 

through the switchboard on the third floor. The receptionist 

rings the appropriate extension und announces the cull, which is 

then transferred. 

3.	 'rhe third floor receptionists are instructed to take messages 

when an office is unattended. Staff returning to an unattended 

office should call the receptionist for messages. 

4.	 Outgoing and incoming I~one service is available from 0830 to 1800. 

After hours, incoming calls can only be received at the switchboard. 
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5.	 To reach an internal extension, the three ctigits should be dialed. 

To	 reach Embassy extensions, dial U and then the Embassy extension. 

(This line is temporarily out of order.) 

6.	 USAID, USICA, Peace Corps and Embassy phone numbers are contained 

in a mimeographed list updated monthly by the Embassy. Any changes 

in Mission extensions should be given to the Management Office for 

forwarding to the l~bassy. 

7.	 All phone usage should be kept to u minimum due to the heavy volume 

to be handled on a limited number of lines, as well as intermittent 

interruptions in service. 

8.	 Report any needs for repairs to the Management Office. 

9.	 At no time is discussion of classified information over the phone 

permitted. 

Long Distance Calls 

1.	 Any calls outside of metropolitan Dakar are considered long distance 

and are strictly controlled. Par authorization to make such calls, 

the caller should fill out a Long Uistance Phone Request form, 

which is available from the Mun':llJcment Offi.ce. '1'he form requires 

infonnation on: 

Caller 

Hecipient's lIame, city, phone number 

Heason for the Gall ill a sentence or two (uninformative statements 
such as "project business" are unacceptable)
 

l~stirnated duration j n rninutes.
 

I
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2.	 The request form must be signed by the Management Officer before 

the call may be made. All long distance calls are placed by the 

Mission operators, who will only cia so when they have an executed 

copy of the request form on file. 

3.	 For communication with other posts and Washington, telegrams are 

recommended not only to save money, but also because comeback 

copies and the response telegrmn provide a written record of the 

communication. 

4.	 The Management Office (Ieriodically reviews long dist~nce telephone 

request forms and surveys ilctuill uSilye. When unauthorized long 

distance business--C1r perfjQ/lal <:dlJ~;--ilre identified, steps will 

be taken to correct these practices a/ld to bill individuals for 

person ill cillls. 

I
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2. COHMUNICNrIONS 

(4)	 Translation and Interpreter Services 

POLICY 

It is the policy of this Mission to trilnslate, where appropriate, all 

major project documents and official correspondence into French for 

presentation to the ilppropriate GOS Ministries. In addition, every 

effort is made to ensure that all outqoinq communic<1tions in French 

are proper yrarrunatically, in format, illld reflect the proper style and 

tone 0 [ French commurd ca ti on. 'I'he Mand qemcn t 0 f [ice is <1ssigned the 

responsibility for coonlinaUnq thi~; erfort. '1'he Man<1lJement Office's 

Senior '1'ralls]ator will coordillLlte the Ir'':1l1sL1Lion of major documents 

with the originatill(/ o[(ico ilnd will dssist Mission offices in securing 

tr<111s1ilLion ilnd interpreLer ~;ervice~j wilerl IIccessary. 

PROCEDURES 

Translations from English to French 

1.	 'rhe oriyinatlny 0 Uicc is responsible for the accurate translation 

of all of'l.cial IUD documents illld letters that must be translated 

into I·'rcnch. 

2.	 'rhl~ Mdna<jcmcnt Offj(:L' ~;l'rVC~j il~; Lh(~ cenLrill coorrlindtion office 

[or trans]cJtioll s(~rviccs dlld wi I.J il~;~;.i.st other Mission offices 

in obt.ilinincJ trilll~;lillioll scr.vjc;c~·; UI'OII request. 

3.	 If quesbons drill c()IlL'Crll~'J arc rillscrl ubout the translution, the 

document wiJ1IJc ~;ubrnitled to the Millle:tqemont Office where the 

fjcnior transJ.dlor will make the fillLl1 review of its quality and 

accuracy e:tlld mukc ..lllY chLln<Jc~; ill consul til Lioll wi LIl or iqinating 

office. 

\
\ 

-'~. 

V. 
/\ 
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4.	 Au. out<JojllCJ cornll1l1llicilLioll ill 1·'rc'lwll wllicll Y"<'ll\drO:-j Lllo siql1ature 

of tho Mi.::j[lioJ) DLr:ucl:or ur lllo I)t~PIIt:y Ili l"ocl'or wi! 1. be cleared by 

the senior translator, prior to lJeinq forwarded for signature. 

Translation from French to English 

1.	 The assistance of the senior translator in the Management Office 

may be requested for particularly important letters or portions 

of documents. 

2.	 In order to keep the senior translator's workload reasonable, however, 

requesting offices should first attempt their own translation and 

then submit both doc.:uments to the Management Office for assistance. 
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2. COMMUNICATIONS 

(5) Senior Staff Meetings 

POLICY 

In order to ensure the free flow of information throughout the Mission, 

senior staff meetings will be held each week to exchange information 

and to discuss important problems and issues. 

PROCEDURES 

1. A senior st~f.f meeting will be held each Tuesday at 1030 in the 

conference room. The meeting will be chaired by the Director or 

in his/her absence, the Acting Director. 

2. Regular attendees include: 

Director 

Deputy Director 

Program Officer 

Regional Controller 

Management Officer 

OMVS r>iret:tor 

Project Development Officer 

Vood for Peuce Officer 

Health Officer 

Crop Protection Officer 

Agricul tural Dev(~loJ>rnent Officer 

Project Support Officer 

If an attendee is lInavilil<.lblc for the meeting, he/she may designate 

an alternate to attend on his/her bohillf 
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3.	 At these meetings, any information of general interest is discussed 

(e.g., visitors, Mission activities, political developments, etc.) 

and each attendee is invited to describe recent events, plans, 

and problems in his/her office or projects. When appropriate, the 

Chair schedules meetings to discuss more fully any problems 

that	 are raised or may assign specific follow-up actions. 

4.	 In order for these meetings to serve as a good communications 

mechanism, each attendee must transmit to the staff in his or 

her office appropriate general or specific information that may 

be of interest to them. Within two hours of the meeting's close, 

the secretary of the Director will distribute a list of main 

points discussed, which will serve uS the minimum amount of 

information which an office director should convey to his/her staff. 

In most cases, this may be most appropriately accomplished by 

holding a brief office meeting in the ufternoon following the 

senior staff meeting. 
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3. EXTERNAL RELATIONS 

(1) GOS and Other External Agency Protocol 

POLICY 

The Mission must build and maintain close working relationships with 

the GOS, regional multilateral organizations and other u.s. government 

agencies. While judgment on protocol is usually a matter of common 

sense, the procedures below should be followed. The Director or acting 

Director should be consulted when there is any doubt concerning 

protocol in fac.:e-to-face or written communications. 

PROCEDURES 

1.	 The Director (or Acting Director) should sign all correspondence 

to GOS Ministers, the OMVS Commissioner, and the heads of other 

multilateral organizations with which the Mission interacts. 

An exception is when the topic is of a routine nature and is 
certain to pass through a Minister's office for handling at 
lower levels, e.g., grades for participant training. 

Mission office directors and project Managers may sign 
correspondence with t11(~ir counterparts at appropriate le-'81s 
of ministries and service agencies. 

2.	 'rhe Director or Act: inq IJi rector must be immediately informed of, 

and will lead i.lny pendin<JoJrittell or ori.ll responses to, official 

contacts with (;OS, other u.s. agencies, or multilateral agencies 

in the following su~jec.:t arei.ls: 

Initial commitment of funds or professional time to special 
projects or design of new progrums with these agencies 

Interpretation of AID policy at the political level. 
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3.	 Project Managers are encouraqed to develop close workinq relation

ships with their GOS counterparts. Invitations to ministerial-level 

meetings, and meetings with RDA heads or governors should be cleared 

with the Director for ilpprolJridte re~;ponse and selection of Mission 

officers to participate. 

4.	 Office directors and other staff with a technical need are encouraged 

to develop working rel.atiom;hips wi.th uppropriClte Embassy officers. 

5.	 Only u.s. direct hire stuff l1lcl1lhl.'r:; .Ire authorized to sign official 

AID documenb;, inc]udillCj Lhwa.' dilccl.ed to (;OS and multilateral 

aqencies. At the workillq level, l(~tl:er:; HiLlY be rWllt by PSCs if 

their office director or ot.her- (li I-ect II i.l:e supervisor has cleared 

the letter. 
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3. EXTERNAL RELATIONS
 

(2) Visitor Planning and Control 

POLICY 

The Mission must do everything possible to facilitate the work of its 

numerous visitors. To coordinate each visitor's schedule and support 

arrangements, a control officer will be appointed for every AID TDY, 

contractor (other than those based at the Mission), and other visitors. 

PROCEDURES 

1.	 All visits should be authorized by the Director before firm 

arrangements are made: 

The head of the unit inviting or arranging a visit for its own 
purposes should notify the Director of the name, organization, 
purpose, intended arrival date and duration of stay of the 
visitor. 

The Director's office will notify the Embassy, whose approval 
may also be nece3sary, but is in most cases pro forma. 

2.	 When Mission management approval hus been obtained, a control 

officer will be assiqned by the Director, or his designee: 

In most cases, the control officer will be a member of the unit 
initiating action to ~rrunge the visit.
 

In the case of frequent visitors, stunding control officer
 
assignments will be made.
 

3.	 The control officer is responsible for: 

Ensuring the visit is publicized on the Weekly Visitor List 
(see below) issued by the Management Office 

Establishing firm or estimated dates of arrival and departure 
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J\ssistintj with arranCJell\ellt~~ ror )odqinq and airport transportation, 
if necessary, in coordination wi til the t1anagement Office 

Keeping the visitor's schedule, makinq mutually convenient 
appointments willi Mi~-;:;i()n f;tilff or other parties, as requested 

J\rranginq with the Manaqelllent: Office for desk sjJace, typing 
support, or other office services required 

Introducing the visitor to staff, as requested or as a courtesy 

Making other appropriate business or social introductions out
side the Mission. 

Helping the visitor follow-up his/her work following departure. 

4. When the visitor's arrival date is known, the control officer is 

responsible for r0porting this to the Management Office for inclusion 

on the Weekly Visitors List. 

'1'he list is pUblished Monday and is distributed to all Mission 
offices. 

'1'he list conti:dll:i the n,une, orqdnization, control officer, 
arrival date (and depilrture date, if known), and lodging 
location. 

Information provided to the Management Office by noon Friday 
will be on Monday's list. 

The list will contain all visitors expected to arrive over the 
next month and all who are still in-country as of the date of 
publication. 

IV-41
 



3. EXTERNAL RELATIONS 

(3) REDSO/WA and AlDIN Services 

POLICY 

The Mission is supported, at its own discretion, by functional units at 

the Regional Economic Development Support Organization for West Africa 

(REDSO/WA) in Abidjan and by AID/W. 'rhe Mission attempts to be as 

self-sufficient as possible, llt-o.willfJ on regi(Jnill or Washinqton services 

only when it is most efficient to do s(). When required, the Mission must 

plan and organize its work with HEDSO and AID/W to facilitate support 

in the most efficient and effective manner. 

PROCEDURES 

REDSO/WA 

1.	 REDSO services (described in section 3 of Chapter I of this Manual) 

are	 requested through a single point of contact within the Mission 

(described in paragraph 2, below). These points of rJntact are re

sponsible for the substantive ilpproval of the requirement for 

assistance and for providinq the control officer to facilitate the 

visit. (Control officer duties arc described in IV, 3, (2)). 'rhis 

means that all requests for REDSO service in a particular functional 

area are coordinated by the assigned office, whether or not the as~igned 

office .1.S the ultimate user of REDSO services. When the assigned 

office is not the principc11 user of Hlmso services, it may mutually 

agree for the principal user to provide the control officer. 

2.	 Based on common functional intere~;;t!" the followinq Mission units 

will serve as the single point of contact to coordinate REDSO/WA 

services: 

! 
! 

IV-42
 



PD~ for REDSO I'rojec:t ()(~vuloJlmellL Orfice, inc:lucliny Human 
Resource Development und Enq.i.necrinq Offices 

Management Office for REDSO Legal Office and Regional Contract 
Office 

PSU for REDSO Supply Munagement Office 

Controller for REDSO Controller Office 

Program Office for REDSO Regional Institutional Program Management, 
and Entente Fund Program and Program Analysis Development Staff 

Food for Peace Office for REDSO Regional FFP Coordinator. 

3.	 A block request for REDSO project development services of all types 

is made at the annual design conference cited in II, 4, 2 of this 

manual. 

4.	 Requests for REDSO services are given to the assigned Mission 

offices, which contacts the appropriate REDSO office. In most 

cases, the need for REDSO services should be identified far 

enough in advance to permit the use of routine telegrams or air 

pouch to make the c1rrangements. 

5.	 To make the most efficient use of REDSO resources when a REDSO 

visit to the Mission is planned, users should forward to Abidjan 

in advance of the visit background information on the matter at 

issue. 

6.	 In many cases, REDSO services typicc1lly involve c1 visit by REDSO 

staff to the Mission. 'rrips Llre often parts of itineraries 

involving HEDSO visits to other IUD posts. When necessary, 

Mission staff can visit HEDSO, with c1ppropriate authorization 

to travel. In these cases, the appropric1te Mission coordinating 

office should still be the point of initic1l clearance to arrange 

the visit. 
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1.	 AID/W services cover the complete range of services available, 

including those at REDSO. When possible, REDSO services are 

preferred due to savings i.n TDY trovel il/H] professional time 

costs and because regional interest in common problems and 

proposed solutions is best served by such an institution. 

2.	 Services available on a discretionary basis are listed in 

AID/Washington Directory of Services, 1980 which was pUblished 

by SER/MO. The Management Office hils reference copies. 

3.	 Use of discretionary AID/W services, whether in Washington, Dakar, 

or by pouch or teleqram, requires the approval of the Director. 

4.	 The following Mission units which review the substantive need for 

selected AID/W services, are responsible for obtaining the Director's 

approval, and provide the control officer for AID/W TOYs, unless 

otherwise arranged: 

AID/OMVS
 

Management Office - PM, SER/MO/CM/MP and AFR/EMS
 

Controller - FM
 

Program Office or PDO - AFR/DR
 

PSU - SER/COM
 

Director - AA/AFR
 

ADO - APR/ARD, OSn/ACR, DSB/HO.
 

..~ 
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4. TRAVEL AND TI~NSPORTATION 

(1) Motor Pool 

POLICY 

The Mission's motor pool provides service for local, business-related 

travel and DE-funded field trips. (Project-funded field travel is 

the responsibility of Project Managers, who use project-owned 

vehicles or other meilns). The service includes both a vehicle 

and a driver, who is responsible for all vehicle-related concerns. 

PROCEDURES 

1.	 'fhe Mi'ssion motor pool, which reports to the Management Office, 

provides local and DE-funded field transportation. 

It operates from a garage rear the Nina Hotel during business 
hours and on Saturdays. 

'fen vehicles, either acep Wagoneers or Ford F'airlanes, are 
available. 

2.	 In-town service is on a First-come, first-served basis. For 

service other thiln to the Embassy, there are three ways to make 

arranqements: 

Siqn a dispdtch ~;heet located ilt the :3rd floor rc~cepti()n 

desk the day bofon.: service is required with name, date 
and time, and or.iqindtion and destination points. I\t 1700, 
this sheet is taken to the motor pool dispatcher to schedule 
the following day'~ runs. 

I r sume-duy ~Jcrv icr~ 1:3 needed, :; i'.]n It simililr sheet located 
at the '~rd floor n:cepUon de:;k. 'Phi:; sheet h; frJnlilrded 
to the dif;pul:c!ler :;everdJ time:; rlurinq the day. This siqn
up sheet typicdlly results in ilvuilability of service from 
one-hal f to two hOLlr:~ it fter si'ln-up. 
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For inunediate service, Mission :jtilfr may locate Mission 
vehicles (green plates with 008-11') with drivers in front 
of the BIAO and SIOH buildings on Ponty. If not previously 
scheduled by the dispatcher, they arc available for short 
runs within the city. 

If no vehic~es are availil~le, taxi cabs or personal vehicles 
should be used, in accordance with standard procedures for 
reimbursement. 

3.	 A shuttle leaves for the Embassy every hour beginning at 0845 a.m. 

and returns from the Embassy each hour beginning at 0905 a.m. The 

exception to this schedule is the lunch period from 1230 to 1430. 

Every effort should be made to schedule trips to and from the 

Embassy during the shuttle schedule so that additional vehicles 

will not be required. Request should not be made for the driver 

to deviate from this schedule. 

SIIU'l"l'LE SClIEDULE 

FROM USAID TO EMBASSY FROM EMBASSY TO USAID 

0845 hours 0905 hours
 

0945
 1005
 

1045
 1105
 

1145
 1205
 

1445
 1505
 

1545
 1605
 

1645
 1705 

The shuttle leaves the lJSAID from in front of the BIAO building 

and the Embassy from Clutside the entrance. 
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4. Requests for service outside of normal business hours should be 

made as follows: 

Siqn up on the next day I s request sheet at the 3rd floor 
receptionist, e.:g., for early LliYjJort runs or after-hours 
business travel. 

Contact the dispatcher directly. 

5. The DE-funded field travel, a 'l'ransfJortation Request Form, avail

able from the Management Office or the garage, must be filled out: 

'rhis form, which must be siqned by the t-1anagement Officer before 
transmittal to tlw c1jSJic1tchc~r, call~.; for complete details on the 
trip, e.q., name, destin<.ltioll <lnd itinerary, ddtCfJ, preferred 
driver, etc. 

'l'his form f3hould be :mbmitted the Manaqement Office as soon as 
the intended itinerary is known. 

6. For field trips, the arrangements OIl the road are as follows: 

The driver will have a fully fueled vehicle with extra jerry 
cans of fuel, if necessary. 

'rhe driver will <.Ilso have all gas coupons necessary, given 
the estimated mileaqe. 

'rhe driver \/ill helve been (liven BU'I. of his per diem for food 
Lind lodginl,]; pa~if;enqers mWJt milko their OWIl arr<'lI1qements with 
the Controlle:r'!; Of ficc: for ddvdllce:.;, j [ desired. 

'1'l"Ie vehicle cdrric:; d too] lJ()X [or :imall repain;; it 1S recom
mended tllLl t pd!-;:;enqer:; budqut- ror dnd carry tJ()()(J (:FII for each 
day of till: tr if' to cCJv(:r illly mc:cha/li cdl ass i:-il;lllce n'fjuirecl 
in the field; j I uI;cd, t1w~J(: funrl:; wi 1 J be rr:im!Jur:;(:d to the 
pilSfJenqer by the Controller':-; Office. 

'1'ho driver il; r<:~ip{Jn:;j!Jlc for y.n()w'intj th(~ UJULl', J)(~rf()nninq 

routine 1I1aiTlLclldliCC (lY find_in'j !.OCd 1 d:;:;i:;Lance, dualinq 
with police or other. lucal dlJthoriU_(:::;, if n<::cu:~~;dry, 

arraTlginfJ [or 'Jl1drdidfl~3, i_Ind IlUlpin<J unload ilnd load 
lUCjCJilqe clI1e1 equipment. 

In the evc/lt of iln impend i lltj mech.J.f1ic.:al problem or medical 
emerqency, driver:; are in:;tnlcted to return to DakLlr with 
the jJilsf;ellljCr and veh i ell: if pw;:;ible. 
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7.	 The motor pool attempts to stock field gear, such as sleeping 
bags, tents, canteens, and bli1nJ~ets. 'l'his gear should be 
requested on the 'rransportation HeCfU(~~;t f'·orm. 

'rhe	 gear, if available, will be: J oi.lded from the CJilrage by the 
driver. 

The	 passenger must sign for the equipment and is accountable 
for	 it. 

The	 equipment must be signed in at the conclusion of the trip. 

Because of very limited availability of gear, passengers should 
seek to confirm whether requested items are available well in 
advance of the trip. 

8.	 The following restrictions apply to the use of the motor pool: 

Vehicles arc used only for official business. 

Only Missi.on employees and their accompanied business-related 
visitors or quests may use the service. 

Only motor pool drivers muy check out and drive the vehicles. 

Motor pool vehicles are only used for DE-funded field travel; 
project-funded field travel is made in project-owned vehicles, 
which are neither owned nor operated by the motor pool. 

The	 motor pool garage, and its equipment and supplies are used 
only to support official business-related local travel and 
DE-funded field travel; however, its staff may offer advisory 
assistance to pr0j n ct teams and individual employees, time 
permitting. 
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4. TRAVEL
 

(2) Travel Authorization and Arrangements 

POLICY 

Travel in-country, in the regio~ and overseas is an essential element 

of the Mission's operations. A set of government-wide standardized 

policies and procedures g0verns authorization of travel and its 

reimbursement. The Mission Management Officer and Controller are 

responsible for strictly enforcing these regulations. They apply 

equally to direct hire and contractor staff whose contracts call 

for government-paid travel while based in Dakar. 

PROCEDlJqES 

Authurization to Travel 

1.	 The traveler initiates the process by completing a USAID/Senegal 

Officidl Travel Request form. The form requires complete informa

tion on the intended trip, including: 

Type of travel (in-country, U.S., TOY, etc.)
 

Departure and return dates
 

Route and days at each stop
 

mlether a travel allowance and excess baggage are required.
 

2.	 The request form is ilvailable in the Management Office, Controller's 

Office or the front office of other Mission units. After the 

traveler completes the form, the processing is as follows: 

'rhe	 traveler's sllJlervir;or reviews imd siyns the forms. 

'1'he Milnagement Officer reviews and sieJns the form, checking 
for such items ilS the following: 
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Supervisor's signature 

Eligibility for R&R or home leave. 

'fhe Management orfice trllnsmi I:s the request form to the 
Controller, who then adds i1 control number and makes a 
preliminary determination of ilvuilability of funds in the 
appropriate OE or project account. 

Then, the Management Office transmits the Official Travel 
Request to the Embassy Travel Section in the Personnel 
Office. 

3. The Travel Section prepares an AID Request and Authorization of 

Official Travel, or '''fA'', form. 

'fhis form is returned to the Controller, who enters the 
appropriation and allotment information. 

Finally, the Manaqement Officer reviews the TA and signs the 
form, which constitutes an obligation document. 

4. Travel bookings with airlines are made in two ways: 

In most cases, the traveler, by not indicating otherwise on 
the original USAID/Senegal Official Travel Request form, 
requesLs the Embassy Travel Section to make the bookings 
and hotel reservations. 

When the Embassy Travel Section makes bookings, it obtains 
tickets and hotel confirmations and delivers them to the 
Mission Management Office, which then distributes them to 
travelers. 

If the traveler prefers to make his or her own bookings, 
this should be indicated on the n.!quest form. As a result, 
a Government Travel Request (C'I'R) will be issued with the 
TA. 

A G'rT{ presented to most ilirllrH!s is .:.lccepted as a form of payment. 

5. When repeated authorized in-country travel is necessary, travelers 

can apply for an annual "blanket" 'fA through the Management Office. 

With a blanket TA, a Travel Request Form must still be approved 

for each trip. 
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6.	 'I'ravelers should allow rive workinlj days from the time the Official 

Travel Request form is sub~~tted to the Management Office to the 

time tickets are desired. However, in many cases, service is 

completed in less thiln f:i ve day!,. 

Travel l\r1vunces 

1.	 Advances up to 80'~ of the travel (~r':; estimuted out-of-pocket 

expenses, such <.IS hotel cost!;, JUdY be reque~;ted. Most travelers 

prefer ildvances becilw;c j t Li.lkc~; ilL letlst one month to receive 

reimbursement after' d lJdvel voucllcr i.s ~;u1Jmitted. 

2.	 '1'0 obtain an advance, inclicutel:h(~ r'l~ques Led o.mount on the Travel 

l\dvunce Hequest form, whi.ch L: dVdilolble in the ManaeJement and 

Controller's Office, ':IS well oJ!; in Lhe front office of most 

Mis!;ion un i ts. 

3.	 The form should be completed at least five days before the 

need for the rl.dvance. 'rhe [arm is reviewed and signed first by 

the M~nagement Officer, then by the Controller, who checks, among 

other items, for CO!:;ts within permissablp per dianl limits. 'l'he 

traveler then takes the executed form to the Embassy cashier, 

who pays out the advance. 

Travel Hcimbursemcnt 

1.	 Travelers should retuin uirlino ticket stubs, hotel bills and 

other receipts. 

2.	 'rhe traveler com!,lete~j i.I travel voucher form obtainable from the 

Management Office, the controller, or the front office of each 

unit, and signs and submits it to the Management Office. 
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3.	 Following the Controller's review and sign-off, the voucher is 

submitted to Paris, which cuts the check and returns it to the 

Embassy. 

4.	 Travelers should allow at least one month for reimbursement. 

Under present arrangements they must contact the Embassy cashier 

to confirm t:hat the check has arrived and make their own arrange

ments to pick it up. 

5.	 Travelers can make standing arrangements, through the Controller's 

Office, to make direct deposits of travel reimbursement checks 

from Paris to their U.s. or foreign bank accounts. 

Local Travel 

1.	 When motor pool vehicles are unavailable for local travel, the use 

of taxi cabs is authorized. 

2.	 Travelers must use their own funds. 

3.	 Reimbursement is obtained using the same voucher as for long 

distance tr~vel. Reimbursement is obtained in cash from the 

Embassy cashier, following Management Office and Controller 

approval, if the amount is less than $100. If in excess of this 

amount, payment will be made by check from Paris. 

! 
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5. OTHER PROCEDURES 

(1) Central Files 

POLICY 

Central files for program, project and Mission-wide documents are 

maintained in the C&R. These fil~s serve two purposes. First, they 

are	 intended to be a complete set of documents necessary to fulfill 

certain formal AID record-keepinq requirements. Second, the central 

files are available as a "source of last resort" when working copies 

of documents in other parts of the Mission are unavailable or mis

placed. To fulfill both purposes, C&H will maintain controlled 

access to the files. 

PROCEDURES 

1.	 C&R's central files comprise several sets of organized materials 

Program-level files 

Individual project files 

Subj ect files 

Chron files for telcqrams and PIOs 

A description of fi l.e cupt.cnt is contained in the chart following 

this page. C&R should be consulted for details on the structure 

of individual files. 

2.	 In order to keep the files complete, C&R should be copied on all 

official cor.respondence. C&H obtuins copies of incoming and 

outgoinq teleqrams for its files ill the course of its processing 

of thc!;e communica lions. 
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3.	 'l'he C&H celllrill files i.l.re uVi.d.laiJl.e ror usc during normal business 

hours, or, after hours, if special arrangements have been made: 

Files may be reviewed at the cilbinets, or borrowed for up to 
two weeks 

Sign-out cards must be completed and left at the location of 
withdrawn files 

C&R	 will call back files requested by subsequent borrowers and 
files inadvertently kept longer than two weeks. 

4.	 To preserve the integrity of the files for official recordkeeping 

purposes and as u reference for ull staff to use, the following 

procedures are mundatory: 

C&R	 staff will return files to the cabinets to ensure the 
maintenance of the file structure and the entry of control 
information on the siqn-out Curds 

No file copies of material ure to be removed from their folders 
except for photocopying, after which they should be returned 
immediately to the folders 

No files should be carried or sent out of Mission offices, 
except for overnight use 

Any loss of individual papers or folders should be reported 
to C&R immediately 

In the event of loss of material, full, expeditious cooperation 
should be given to C&R in its effort to recontruct files 

C&R	 staff will make all retrievals of files in storage. 
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5. OTHER PROCEDURES
 

(2) Use of the Documentation Center 

POLICY 

The	 Documentation Center in the Program Office will maintain a cross

referenced library of program, project, and general literature on Senegal 

and the African continent for use by the Mission staff. Upon request, 

the Center will perforPI general literature searches and will attempt 

to acquire specific documents. 

PROCEDURES 

Acquisition of Material 

1.	 One copy of each major Mission document should be distributed by 

the originating office to the Documentation Center, examples 

include: 

PIDs
 

PPs
 

Special studies
 

Evaluation reports
 

CDSS
 

Grant Agreements
 

2.	 Staff members who acquire literatur.e that may be of interest to 

others are expected to deposit tllat literature with the Documenta

tion Center when their. immediate Ileed for that literature has been 

met. 

IV-55
 



3.	 Professional materiuls distri.buted to the Mission by AID/W, the 

Government of Senegal and other Sahelian countries and agencies 

will be retained in the Center for usc by all staff. 

4.	 The Center will maintain exchange uyrcements with other AID Missions 

and regional organizations to enhance its ability to acquire docu

ments needed by the Misslon's staff. 

5.	 Professional journals acquired through Mission subscriptions will 

be controlled by the Center. 

Use of the Center 

1.	 To request a general literature search or the acquisition of a 

specific document that is not on file in the Documentation Center, 

a request form should be obtained from the Center and fully 

completed. 

2.	 The Center maintains cross-referenced index files and a sign in/out 

system of controls for the materials it maintains. Mission staff may 

consult the index files at any time or may request the assistance 

of the Librarian. Staff may not take any material out of the Center 

without completing the sign-out process. 

3.	 Periodically, the Center circulutes a list of all recent acquisitions 

so that the staff C.::ln keep informed of Center holdin<ls. 

IV-56	 Ii'. 

\~	 \ 



5. OTHER PROCEDURES 

(3) Reproduction 

POLICY 

The USAID will provide for reproduction of essential program, project 

and management documents to facilitate operations. Reproduction 

requests should be kept to the bare minimum due to equipment, storage 

and cost limitations. C&R's procedures for reproduction must be 

followed. 

PROCEDURES 

1.	 Reproduction machines are located in the Mission C&R, Controller's 

Office, and the OMVS Coordination Office. 

Machines operate during normal business hours, unless priority 
requests for service necessitate overtime or week end use. 

All reproduction, other than that in Offices with their own 
copying machines, should be done on the C&R machine. 

2.	 To obtain copies, u C&R Reproduction Request form is com~:eted.
 

These forms are available in the frunt office of each unit or
 

at C&R. The form requires the following information:
 

Name and unit of requestor 

Number of pilCJes submitted LInd !lumber of copies desired 

Precedence: 

Routine
 

Priority
 

Immediate
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3.	 Work to be photocopied may be brought to C&R or sent through the 

inter-ofFice mail with ,I compl (~t:ed requent form. 

4.	 If more than 20 copies of typed materials are needed, the work 

will be done using a mimeogralili machine. Stencils may be obtained 

from the C&R supply room. The use of carbon-set forms is strengly 

encouraged for material of few pages which requires few copies. 

5.	 Service is given on a first-come, first-served basis 

Routine is the precedence which should apply to most requests; 
routine requests arc handled the same day or next business day 

Priority requests receive handling before routine work 

Immediate requests will be handled while the requestor waits. 

'fhis order of precedence, :iCl r -udminis tered, is essential to make 

the most of limited reproduction cilpacity. C&R staff will use 

their own judgment or will query requestors if t~e indicated 

precedence of an incoming job could dislocate work in process. 

6.	 C&R staff are the only individuals permitted to operate the repro

duction machines. 

7.	 Completed jobs of routine precedence may be picked up at C&R or, 

if not, received throuqh the inter-office mail. Immediate and 

priority jobs will be hand-delivered to the requestor if arrange

ments are made in advance. 

8.	 C&R will keep il record of all completed jobs, with names of 

requesting units, numbe r 0 f copies mucIe, '.llHJ the date work 

was completed. 
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9.	 C&R will provide services to AID TDYs, PSCs and other contractors, 

provided their control officer or officE has given approval. 

10.	 No reproduction of other than USAID business-related material is 

permitted. 

/'\\)JIV-59 



5. OTHER PROCEDURES
 

(4) Office Space" Supplies and Equipment 

POLICY 

Within bUdgetary, physical and logistical limits, the USAID will make 

every effort to accommodate the office needs of units and individuals 

based in Dakar. The Management Office is responsible for these 

arrangements. With respect to supplies and equipment acquisition 

and disposal, the Mission will work cooporatively with the Embassy. 

It is essential to make the most o( orfice space, supplies and equip

ment und to safeguard this yovernment leased or owned property. 

PROCEDURES 

Office Space 

1.	 The Management Office makes all space assignments to units within 

the BlAO building, based on the following considerations: 

Amount of available and obtainable space in the inventory
 
within budgeted limits
 

Inter-office work flow
 

N\.llnher of staff based in Dakar
 

Composi tion () r ~; til r r, by qrade and type
 

Special needs, :mch as exceptional storage or equipment require

ments.
 

'1'he entire inventory is periodically reviewed to assess allocations 

to units and the need for any adjustments. 
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2.	 Heads o[ units, within their l.O!..11. ::1'.11:0. illJ.oCilt-joll, hilve the 

authority to make assiyrunentB .ill i.lccordallce with their unit's 

needs and preferences. They may request adjustments in their 

office space allocations at any time, but should keep in mind 

that there ~re substantial externally imposed limits on space 

available. 

3.	 Should there be a need for additional office space for a limited 

period (such as 3 to 6 months), unit heads may request the Manage

ment Office to consider short-term rentals. The fulfillment of 

such requests requires a well sUPJlorted justification and availa

ble OE (or project) funds. 

4.	 Control officer~; ilre responsible for .:lrranging desk assignments 

for visitors either within their own unit or ncarby units. 

5.	 The Management Orfice handles any requests for routine or 

emerqency milintenal1ce or repairs. These requests are processed 

by the Management Office for transmittal to the Embassy GSO if 

they require the Gr>rvices of local tradesman or artisans. Routine 

janitorial services ilrc handled by Mission employees who report 

to the Manaqement Officer. 

1.	 'fhe Milnaqernent Office, throuqh tile Mission C&R, controls the 

Llcquisition, a!>~·;i'lllrnellt, rCI'<lir, Tndintcnancc, and disposal of 

office equipment. ~Ilcl furniture. 

2.	 III alrnCJst cver.y C<1!;r..', furrliture LInd equipmellt is obtained from 

the Embassy. Mission staff should not contact the GSO directly 

concerninq office furniture or equipment, except when requested 

to do so. 
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3.	 The Management Office assigns furniture and equipment based on the 

following considerations: 

Availability of items within stock and budgetary limits 

Number of staff based in Dakar 

Composition of staff, by grade and type 

Special needs, such as exceptional storage or computational 
requirements. 

4.	 Furniture and equipment is assigned to units, not individuals. 

unit heads may make individual re-assignments of furniture and 

equipment based on the unit's needs and preferences. 

5.	 Requests for repairs, replacements, and maintenance are made in 

writing by office heads to the Management Office. Like acquisi 

tions, these services ore provided by the Embassy GSO to the 

Mission through the Management Office. 

Office Supplies 

1.	 'fhe Mission C&R muintains u :3upply of commonly used consumable and 

small desk-top items, such as (luds, pencils and staplers. These 

items arc stored in a sUIVly room to which only C&R staff are 

permitted access. 

2.	 '1'0 request supplies, a lJSl\ID Request for Supplies form is com

pleted. l\vailable from C&R or in the front office of each unit, 

the form requires the following information: 

Name of requestur und unit
 

Date
 

Description and quantity of requested items.
 

The form also is used to record the quantity of supplies actually 

issued from stock. 
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3.	 If the requested supplies are not in stock, C&R will order 

them from the Embassy GSa. This process normally requires 

about one week to compIe t(~. 

4.	 If the GSa is out of stock, or docs not customarily stock, the 

requested item, an order is placed by GSa with the General 

Services Administration or other source through State Department 

administrative channels. Fulfillment of such orders can take 

from several weeks to a few months. 

5.	 In exceptional circumstances, the Management Office, may authorize 

the local pu~chase of special or out-ai-stock items. In this 

case, C&R will handle the purchase. 

6.	 The front office of each unit should take steps to manage their 

supply needs. 

sufficient stock of commonly used items should be kept in the 
unit to preclude orders from C&R more than once a week. 

Special items should be requested far in advance of need, given 
the	 likelihood of lonq lead times to acquire some of them 
through G50. 

7.	 Office supplies arc provided solely for official use. 
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,..	 OTHER PROCEDURESoJ. 

(5)	 Security and Emergency Procedures 

POLICY 

All Mission staff must be fully informed about, and practice, security 

and emergency procedures in line with AID-wide, USAID!Senegal, and 

Embassy Dakar poli~ies. Implementation of these policies on a 

continuing basis is the responsibility of the Management Office. 

Violations of procedures will be brought to the attention of the 

Director, who will take appropriate cor.rective, and, if necessary, 

disciplinary action. 

PROCEDURES 

Emergency Assistance 

1.	 For. a police emergency in Mission offices: 

Call the gendarmerie by dialing 17, giving the address and floor 

location in French. 

Example: lei l'USl\ID/scn~CJCll. NOLis <lyons besoin de votre aide. 

Un incident vient de se !lroduire dans nos bureaLlx:-------------. 

Nos locaux se tr.ouvont au 40 etaC/e de l'Immeuble BIAO, Place de 

l'lndependance. Veuillez demander ------------------d~s votre 
. ,

arn.vee. Mercl. 

2.	 For a fire emerqency in Mission Offices: (Page IV-66) Call the 

fire service by diilJ.inlj IH, qivinq the uddress and floor loca

tion in Fr.ench. 
• I / ' ,Example: Ic.l 1 USl\I [) Seneqal. r~ feu vien~ de se d~clencher dans 

no~; bureaux qui se trouvcnl au 3e 8tilqe de l' Immeuble BIAO, Place 

de l' IndGpendencC'. Now.; avons besoin de votrc aide. 
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Fire	 extinguishers are located il!; foJ.] oWS: 

(1)	 At the mllin entrance of the fourth floor 

(2)	 At the stairway directly across from the Regional Con
troller's Office 

(3)	 At the main entrance to the third floor 

(4)	 At the doorway to the main C & R unit 

(5)	 At the main entrance to the second floor 

(6)	 At the stairway on the second floor 

(7) At the main entrance to the OMVS Office. 

Fire extinguishers are inHpected and tested three times a year 

to ensure that they are operable. 

3.	 For i.I mcdicul ernerqcncy ill MiHsion Offices: 

Call the Clinique lIubert by diuUIlCJ 21.(l8. 48 for ambulance 

service, giving the address and floor location in French: 

Example: lei l'USAID/Sene~Al. Nous avons besoin d'une ambulance 
, 

en urgence. Nos bureaux se trouvent au 2e otage de l'Immeuble 

BIAO, Place de l'Indepcndence. 

4.	 When in doubt about how to handle any other type of emergency, 

immediately consult the Management Officer, or the Director or 

acting director for instructions. 

5.	 Potential ernerqeflcies cJffllctinq the foreign community in Senegal 

would be handled Ly the Embassy, which would convey instructions 

through the Director or dctin<J director. 

G.	 Heport any emerqellcies at home to the Management Office, or, the 

Director or acting director. 
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Physical Security 

1. The entrances to all llSAID offit.:cs are controlled by combination 

locks. Only u.s. employees arc provided the combination. All 

entrances to USAID offices are open from 0800 until 1800, except 

during the lunch hour between 1230 and 1430, when all offices are 

locked. A U.S. employee is designated for each USAID office 

entrance and is responsible for ensuring proper security pro

cedures. The Management Officer has overall security responsi

bility for the USAID Building. 

2. Those employees who arc required t.o work after hours are responsi

ble for ensurinq that the exited entrance is locked upon their 

departure. 

3. After hours, members of the I';mbassy Marine guard force make 

a security inspection of Mission offices. Violations, such as 

unlocked doors, are reported to the Management Office, the 

Director, as well as the Regional Security Office at the Embassy. 

Based on the type of violations found, greater restriction of 

access to offices may be necessary. In the case of serious or 

repeated violationJ, disciplinary action will be taken. 

4. Visitor control: 

'1'0 ensure proper ReClld ty, access to the USAID Building is con

trolled by the receptionist located at each entrance to a USAID 

office. Upon the arr.ival of a visitor, determination is made 

as to who he/she wishes to Hea, the office is contacted and 

requested to SE!IH] i1 n~presentutive to the receptionist desk, 

and the vi!'",i tor is personally escorted to this location. At 

the completion or the business tr.ansaction, the visitor is 

escorted back to the receptionist desk. 
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All official members of the u.s. Mi~sion have free access to the 

USAID Building. This is determined by recognition or the showing 

of a proper identification to the receptionist. 

Personnel 

1.	 All U.S. direct hire staff will have been approved for SECRET 

clearance before arrival in Dakar. 

2.	 "Offshore" contractors will be processed for secl:t"ity clearances 

if their work requires access to classified information. 

3.	 1\11 FSN staff will have been cleilred wit.h Senegalese authorities 

by the Embassy RSO before coming on board. 

4.	 The same procedure as 3 above is followed for the security 

clearances of non-direct-hire FSN employees. 

Document Security 

1.	 As a yeneral rule, all materials classified for Limited Official 

Use (LOU), confidential, or hiCJher ilre accessible only to appro

priately cleared stuff dnd only 0/1 d /Ieed-to-know basis. 

2.	 Maleriill lJeillq bon"owed is COlltro.lled by a sign-out sheet main

tained by the Mi S~; ion /)1 rector's secretary. When classified 

material is returned, proper notation is made on this sign-out 

sheet. 

A log is maintained by the Mission Director's secretary of all 

classified material that is retained in the Mission Director's 

office. When clil!>si fied muterial I!; returned to the Embassy 

communicc1tion center propel~ notdtioll is made in this log. 
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'l'he Dircc.:tor':J s(~<.:n!Ldry will (:OIlLclCL ilpprojJriillcly c.:leared U.S. 

personnel and request that they come to the Director's office 

to read classified communications that relate to their area of 

responsibility or require action by their office. 

3.	 Classified material other than LOU cannot be stored in the 

Mission 

If on loan for the day from the Embassy, such material must 
be constantly safeguarded by appropriately cleared U.S. direct 
hire staff 

It is recommended that [111 miltcrinls classified above LOU 
documents be used il t the r::mb<1Hsy to ensure their security. 

4.	 Classified telegrams (outqoing or incoming) are to be carried 

to or from the Embassy only by appropriately cleared U.S. direct 

hire staff: 

When the Embassy C&R has incoming classified traffic, it'notifies 
the Mission C&R by note in normal messenger runs if the message 
is of routine precedence. If priority or immediate traffic is 
received, the Embassy notifies the office of the Director by 
phone. 

U.S. direct hire sluff deliverinq olltgoing classified telegrams 
should deliver them lo lhe Embassy Communications processing 
Unit. 

5.	 In the event of d buildinq-widc emergcllC:y, such as ,) fire, the 

Milna lement Officer will Lclke ilppropriate :;leps to saf~guard any 

clilssificd materi;d slored or temporarily in the Missi("I. 
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5. OTHER PROCEDURES
 

(6)	 Overflow Typi~ 

POLICY 

The Management Office is responsible for coordinating the secretarial 

resources of the Mission and supplementing those resources when 

necessary in order to handle unusually large typing loads in any of 

the Mission's offices. 

PROCEDURES 

1.	 When an unusually heavy typing load is anticipated in an office 

and it becomes evidenL that ~he office's secretarial staff will 

be unable to handl.e the work within the available timeframe, 

the ManayemenL Officer should be notified immediately and advised 

of: 

Amount of overflow typing
 

Date material will be ready for typing
 

Date by which typed material is needed
 

Language of typed materia]
 

2.	 The Management Office will check the anticipated work load 

throughout the Mission and determine whether the overflow typing 

call be accommodated internally or whether temporary secretaries 

must be used. 

3.	 I f the .," ck Ciln b~ accommodated internally, the Management 

Office will act as the coordinator by: 
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Receiving the ovur flow typiny r r:urn the requesting office 

Scheduling the time of available Recretaries 

Monitoring the work 

Returning the completed typing 

4.	 If the work cannot be accommodated within the Mission, the 

Management Office will make every attempt to arrange for 

temporary secretarial help and secure needed typewriters and 

working space. It will be the requesting office's responsibility, 

however, to manage the temporary help. 
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5. OTHER PROCEDURES
 

(7)	 Arranging Temporary Secretarial and Clerical Coverage 

POLICY 

The Management Office will assist all offices in the Mission with 

secretarial and clerical coverage for planned absences and will 

attempt to provide assistance for unplanned absences. 

PROCEDURES 

1.	 When a planned secretari~l or clerical absence becomes known to 

an office director and if" he/she determines that additional temporary 

assistance is required, the office director should notify the 

Management Officer in writing as soon as possible, identifying: 

Number and qualifications of staff required
 

Starting and ending date
 

2.	 The Management Office will determine whether a temporary transfer 

can be made from another office or whether a temporary employee 

must be found. In the latter case, the Management Office will 

make all necessary arrangements. 

3.	 Should an unexJlected .ilLlless or absence occur and coverage for 

that individual be required, the Management Officer should be 

notified immediately, and every effort will be made by the 

Management Office to assist with the problem. 
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v. FINANCIAL MANAGEMENT 

This chapter, prepared by the Regional Controller's Office, pro

vides basic practical information on financial management policies, 

processes and procedures. This char*er is organized as follows: 

Basic fiscal process, from budget appropriations to 
implementation actions 

Controller's role in project design and budget process 

Detailed policies and procedure!'! for financial implementation 
actions 

Cash management and project advances 

Host government and local currency bank accounts 

Project Manager's administrative approval of project vouchers 

Controller's role in project evaluations and close-outs 
(Reserved) 

Administration of the Controller's Office. 

Assignment of responsibilities 

Selvice hours 

Processing times 

Detailed voucher processing procedures (Reserved) 

Cash payments and Embassy Cashier (Reserved) 
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1. BASIC FISCAL PROCESS 

(1) Appropriations 

AID, like all Federal agencies, receives funds through Congressional 

appropriations. Appropriations provide funds for specific purposes or 

for specific geographic areas. In Senegal, all new AID funding is from 

the Sahel Development Program Appropriation, 72-11XIOI2. Appropriations 

do not provide AID with cash, but establish accounts in the U.S. Treasury. 

There are some aspects of the Federal fiscal cycle that affect 

the activity of all Mission officers. The appropriations passed by 

Congress are Federal law and represent the absolute maximum that a 

Federal agency can spend. There arc strict penalties for violations, 

that is, making expenditures in excess of appropriations. 

The U.S. Treasury writes all AID checks and keeps cumulative 

record of all AID payments. The 'freasury also receives a copy of 

the appropriation legislation and thus can readily determine if an 

agency exceeds its appropriated funds. 

(2) fiscal Year and OblicjUtions 

All U.S. Government agencies operate under bUdgets covering a 

fiscal year. The present fiscal year runs from October 1st to 

September 30th. 

Agenr.ies budget in terms of obligations. An obligation is an 

agreement between the U.S. Government and an other party. AID projects 

are obligated by Project or Crant Agreements signed by AID and the 

Host Government. The actual expenditures of funds usually takes 

J~ace several years ~rLcr the obliqation. Thus, AID's buJget is 

really a request for authority to enter into agreements with Host 

Governments up to the amount of the aJ~)roved budget. Funds not 

obliqatec1 by the end of the fiscal YCur are withdrawn by AID/W. 

Tn the case of such Llctivlties as PM&R (Project Management and 

Heseurch), which arc not L:overed by Host Government agreements, funds 
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are obligated by individual implementation actions such as contracts, 

purchase orders, leases, etc. 

AID funds for projects are normally obligated piecemeal or 

incrementally. Thus, while a project may have a total cost of $10 

million U.S. dollars, only $2 million may be obligated in the first 

year of the project. The amount obligated the first year should 

be enough to cover all contracts, commodity procurements, and Host 

Government expenditures that will be required prior to the second 

project obligation. 

(3) Allotments 

The AID allotment system is designed to assure that AID does not 

spend more funds than are appropriated. Allotments are issued to 

each Mission by AID/W. The allotment is the maximum amount of Federal 

funds that the Mission can spend. The Mission Controller reports 

on the status of each allotment to AID/W each month. Thus AID/W 

can readily determine if Missions exceed their allotments. 

There are two key principles in the mission allotment system. 

First, no obligations can be incurred prior to receipt of 

an allotment. The advice of allotment is a government form which 

is approved by the Bureau and AID/W Controller's Office. Usually, 

AID/W will send a telegram once the advice of allotment is approved 

by all appropriate officials, and issued. Missions can then incur 

obligations based on the teleqram. However, the telegram must 

say tha t the 911ot~ent ~~~een issued. 'l'elegrams that say the 

allotment is jn process <Ire !lot ~;urric:ient. 'l'he Mission must be 

positively informed that the allotment hilS been issued. 

Second, the amount of funds expended for projects and programs 

cannot exceed the umount or L1w allotment. 'rhe Mission Controller 

is responsible for seeinq that obliyations are not incurred prior 

to the receipt of allotments und that Mission payments do not exceed 

the allotments. Other Mi~sion personnel are responsible for clearing 

with the Controller a.ll qri.ll1t aqrecmcnts, PIOs and other documents 
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which conunitt funds. Officials who do not clear funding documents 

with the Controller will be held per!lOnil1.ly liable and subject to 

the financial and other penalties ::ped ricd in Section 1311 of the 

Appropriations Act. 

On at least on occasion, the Mission conunitted government funds 

and executed a grant agreement, prior to receipt of the allotment. 

The Mission received an official reprimand from AID/W. All grant 

agreements should be cleared by the Controller to prevent another 

such incident. 

1\11 implementing documents, such as PIOs and implementation 

letters, must be cleared with the Controller for fund availability. 

PIOs have a fund availability clearance block on the facesheet. 

There have been numerous occasi.ons in which host government contracts 

were issued and al1JrOved without Controller clearance. All host 

government contracts should be cleared by the Mission Controller 

prior to r-lission aPIJnJVil1. 

(4) Overview of Implementation l\ctions 

Project Grant: l\qreements obligate project funds. The Controller 

records the obliyation and establishes an account for the project 

qrc1nt. It is AID !JoUcy thClt ill] bilateral projects are joint 

project:; wi th the host LJovernment. 'I'hc.-refore, prior to the disburse

ment of ,.tny project funds it is necessdry that the Controller's Office 

receive iln iml'l.r~rnentiJtion i1ction :;iI1ned by the host CJovernment. 

Fur qrdnt:" I AIIJ lIunn,lll y util ize:; the funds by requesting the 

loca] 'I'red:;ury n~l)n::;(·IIt..d iv(: to i:';~;l1(~ check::: p.:lyablc to the individual 

or rinn Ulill: provid(:d 'IIH):; or ::t~rvice:·j under dn aplJrnved AID program 

or pnJ·i(~ct. ~:;ornctirnl.!:;, All) u:·;e:; il II.S. bank or local development 

banI-: to rndkl~ pityrn(!Ill.:·; to :;llCh individudls or firms. AID then 

reimbur:;I!:; the !J,mk p(~riodjcdl1y for ,]1] payments made on its 

beha] f. 

'l'he !ol]owin l ] ilrc the mu:;t frequently used forms of implementation 

act ion:,;: 
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Project Implementiltion Oreler for 'I'echnical Services (PIo/T) 

Pro"jeet Imp] cmentilt ion oreier !"or Commod i tics (PIo/C) 

Project Implementation Ordc!1." for PurticilJants (PIO/p) 

Implementiltion Letters 

It is recorrunended that once i1 Grunt l\greement is signed, the 

technicill office arrunge a meeting with the Controller's Office to 

discuss the implementation actions to be issued. If implementation 

',o,ill require considerable miseellaneou~; di rect local procurement, 

it is recommended thaL uTI implementation letter with il budget for 

the procurement be prepilred ilnd approved by the host government. 
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2. CONTROLLER'S ROLE IN PROJECT DESIGN AND BUDGET PROCESS 

(1) Project Design 

There is no fixed Mission policy on the Controller's participation 

in project design. Project design of ricers, economists or other me..nbers 

of the design team often possess most or all of the necessary financial 

skills to complete the financial section of the Project Identification 

Document or Project Paper. However, it is recommended that the design 

team consult with the Controller's Of rice regarding the completion 

of financial sections of I'rlJ:~ and PI's. 'J'he following are the types 

of desiqn tasks that require financial or accounting skills: 

Budget Preparation -- Controller personnel can apply their 
knowledge of various cost factors as a result of their 
participation in the payment process. 

Cost-Benefit Analysis -- Cost-benefit analysis is best 
performed when economists and accountants are involved 
to determine costs and amortize cost over the life of 
the project. 

Profi tdbil_~ <1nd C<1sh Flow Statements for Project 
ParticipClnts -- A professional accountant should be 
employed to perform profitability and cash flow pro
jection::; on projects that have commercial implications, 
such 35 small f<1rmer projects. 

Institutional Analysis of !lost Country Institutions -
'rho project ell::; i 'In:; typical] y define roles for host country 
in:;tjtlltion:~, :;uch <1:; mini:;tries, regional development 
agenc j e:; ,1I1d cooperil t. i ve:; . I\n ana 1ys is should be made 
of the:c;e in:;!: i I:lJtions' fin':1I1c.iil] .:mel other mani1gement 
capLlI..Jili.tio::. If Lhe institutions are found to be lacking 
in these C'II',lbi J it i (~:" then t.he dcsiqn should include 
outside d:;:; i ';LlflC(' in order to :~trenCJthen the capability 
of these (Jrq,l/Iiza t ions or to compenS<1 te for shortcommings. 
I'inanciid ('I' ,lCcollntin'l personnel ure best equipped to 
evaluLlte iHI in~;t:itution's finunc:icJl milncJqement capabilities. 

(2) ~L:si()n HlIdqet "r~).c~~~~; 

I\q(~T1cy poli cy reqll ire:; I-hdt the Mh~~;ion Controller review all 

financial bllrlqct tilblv::. '1'11(' C> nl:rol]er is required to submit 

separate budqet tab Ie:; direct 1y to thp I\IO/W Controller [or the 
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purpose of financial tri.lckincj. 'I'herw t:dbles should be consistent 

with the Mission's ~BS. Therefore, it is essential that all project 

budget tables on historical and projected obligations which are 

included in the ~BS be cleared with the Mission Controller. 
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3.	 DETAILED POLICIES AND PROCEDURES FOR FINANCIAL 
IMPLEMENTATION ACTIONS 

Grant agreements obligate funds for AID projects. Budgets in the 

grant agreements arc illustrative and do not normally indicate who is 

doing f he implementation. 'I'here fore, it is USAID/Senegal policy that 

prior to the disbursement of any funds, an implementation action must 

be prepared and signed by both AID and the host government. 

The following are t.he most frequently used implementation actions: 

l.	 PIO/Ts 

2.	 PIO/cs 

3.	 PIO/Ps 

4.	 Implementation Letters 

Chapter III of this manual describes Mission procedures for pre

para tion 0 f the above documents. AID IJandbooks provide more detailed 

explanations on the completion of PIOs. 

lJSAID/Senegal uses two types or financial implementation letters. 

One is for disbursements which will be rade by the host government 

throuqh local bank uCCOlllltS. '1'he second j~:; for miscellaneous direct 

procurement by 1\10. Section ~j or tld:; chclpter describes the general 

requ i relm~ll ts 0 f ho:; t cOlin t ry ballk accoun ls. Exhibit V-I presents an 

examl,lc or illl EIHJlisll 'Jer:~ioll of all implementation letter for a host 

qovenllnelll: bank account. 'I'he French vcrs ion is available in the 

ContJ:lllh!I:'s offi.ce. I'ro;ccL Milnaqcrs ilre encouraqed to work with 

the Cl)nLrolLcl"~; ofrjcl' d:; :;0011 ilS the (Jrant agreement is signed on 

project:; Lhal: lItiU.ze hn:;l country bank accounts. 

On 1\1D di recl procllremelll and contracts PIOs are normally the 

implementil1(J documents. 'I'lle 1'10 (acefj)wllt provides blocks for both 

J\ID and Government of Sl!/H!q<.ll ilpproval. I"requently, J\ID makes a variety 
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EXIIIBI'l' V-l 
Sample Financial Implenwntation Letter 
Por DisDllrsemen t 'l'hrollqll (fos t Coun try 

Bank Account 

USAID/Senegal 
c/o American Embassy 
P.O. Box 49 
Dakar, Senegal 

Date: 

Mr. 

SUbject:	 Implementation Letter No. 
Project 

Dear
 

The purpose of this letter is to set forth procedures for receiving
 
advances and reporting disbursements for AID project funds being
 
disbursed	 by
 

It will be necessary to open ~ separate bank account. Only AID
 
funds should be placed in this account. AID funds should not be
 
comingled with GOS or other donor funds. should
 
desiqnate an accountant and a check signer. These should be two
 
separate individuals. An ~ccountinq system for disbursing funds,
 
fil inrJ invoices and record inc.:! payments should be established. If
 
yOIl need a::s i:::i tance on til is rna t tor please let me know.
 

AID f:hould be noU f ied in wri t.iny of the bank and account number as
 
soon as a bank accolln t hiE; been opened. AID should also be notified
 
of the name and POf; ilion (J[ t he check f-;igner and accountant.
 

A copy of the burlqct for AID funds to be disbursed by
 
is attached. Plea:,e indicate your approval of the budget and pro

cedures in thi:; letter by siqninq and returning the original of
 
this letter. A copy of t1w letter is enclosed for your files.
 

An initial advance will bc! !;cnt to yOIl after you have fulfilled
 
the conditions of this letler. My slaff will be working with you
 



--------
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to determine the amount of the advance. The maximum advance we are 
permitted to make in accordance with u.s. regulations is to cover your 
expenditures for a period of 90 days. 

Records shall be maintained in accordance with sound accounting pro
cedures adequate to show the receipt and disbursements of funds and 
the receipt of goods and services acquired. At a minimum, a check 
register should be maintained that shows the issuance of checks in 
numerical and chronological order, the names of the payee, a basic 
description and a distribution to one or more of the budget cate
gories shown in the budget. 

Based on these records, and no less than quarterly (ending March, 
June, September and December), we request that you report disburse
ments made, according to the following format: 

(a)	 Financial Report as shown in attachment A which provides
 
budget, current disbursement and cumulative disbursement
 
plus a certification by you and your chief financial officer,
 

(b)	 Bank Reconciliation as shown in attachment B which reconciles
 
the difference between your records and the bank's records,
 

(c)	 SF-l034, a voucher form used by the u.S. Government to
 
facilitate payment. 'rhis is to be completed as shown in
 
attachment.
 

(d)	 A copy of the bank statement 

Subsequent reimbursements to this account will be made based on 
the submission of the above three documents. 

Sincerely, 

Mr. David Shear 
USAID/Senegal 

Approved:
(NAME & TI'rLE) 

Date: 
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BUDGET 
PROJECT 

BUDGET CATEGORY 

Persol)ne1 

Equipment 

Construction 

Operating Costs 

TOTAL 

CF'A 

2,000,000 

3,000,000 

2,000,000 

1,000,000 

8,000,000 

DOLLARS 

10,000 

15,000 

10,000 

5,000 

40,000 

\
"\ 
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FINANCIAL STATUS REPORT 

PROJECT AID 685-

FRON TO _ 

BUDGET CATEGORY DISBURSEMENTS 
BUDGET CATEGORIES DOLLARS FRS CFA FOR THIS PERIOD 

PROJECTED TO'I":\L 

ATTACHNENT A
 

CUMUl.ATIVE 
DISBURSEHENTS 

t:j 

-~ 
H 
ttl 
H 
8 

< 
I 

...... 
A 

We hereby certify that the amount claimed was disbursed in accordance with the terms of th~grant 

agreement within the prescribed items duly authorized, that the amounts advanced were not used for 
other purposes, that the supporting documents of all the payments are at the disposal of the USAID 
for further verification when necessary_ 

.,....,. . 

...-_
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EXlI I I.H'I' V-I (5) 

ATTACHMENT B 

PHOJI!:C'l' AID NO. hflli-OlJ28 

SUMMARY OF ACCOUNTS DATE 

I. ADVANCES RECEIVED 

DATE 

DATE 

DATE 

TOTAL 

II. DISBURSEMENTS 

PRIOR DISBURSEMENTS 

DISBURSEMENTS FOR THIS 
PERIOD 

TOTAL DISBURSEMENTS 

BAlANCE ACCORDING 
'1'0 BOOKS 

III. RECONCILIATION 

BALANCE ACCORDINC; '1'0 
BANK 

PLUS DEPOSI'rs '1'0 
'['HANS I'!' 

LESS OlJ'I'STANDINC; 
CHECKS ADJUS'rED BI\NK 

BANK BALANCE PER BOOK 

_ 
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of small local procurements for which it is not very practical to 

issue separate PIO!Cs for each procuremcn t. 

In these cases Project Manager.s are encouraged to work with the 

Controller's Office in drafting an implementation letter which auth

orizes direct AID procurement. Examples of items of this nature are: 

Gasoline
 
Photographs
 
Invitational travel
 
Meetings
 
Vehicle repairs
 
Miscellaneous supplies
 

Project Managers are encouraged to consider the need for small 

local procurement for each project. Even if such procurement is not 

definite, it is advisable to draft an i.mplementation letter which 

authorizes AID to do a small amount of direct prqcurement. A letter 

which earmarks a small amount of funds for unforeseen procurement at 

the outset of the project will avoid implementation delays during 

the project. Exhibit V-2 is an English version of an implementation 

letter that authorizes direct procurement by AID. The French version 

is available in the Controller's Office. 
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Jo:XlJ I" B 1'1' V- '). 
Sample Implementation 

Letter for Direct Procurement 
By AID 

USAID/Senegal 
c/o American Embassy 
P.O. Box 49 
Dakar, Senegal 

Subject: Implementation Letter No. 
Project 

Dear Mr. 

The purpose of this implemcntutinn letter is to authorize AID to pro
cure dhectly for the joint lJSAID/Govcrnment of Senegal Project NO. 

items in ilcc.:onlance with the attached budget. The total 
amount of such procurement will not exceed $ 
without your apIlroval. Please indicate your approval of this procure
ment by signing and returninq the original of this letter. A copy of 
the letter is enclosed for your files. 

David Shear 
Director 
USAID/Senegal 

Approved: 

(NAME lit 'l'I'rLE) 



EXHIBIT V-2(2) 

BUDGET FOR DIRECT USAID TRANSACTIONS 

1) Materials for wells construction 

2) Materials 

3) Salaries for well-diggers 

4) Plastic Materials 

5) Office Equipment 

6) Gasoline for months 

7) Jerrycans 

CFA DOLLARS 

274,913 1,500 

99,.900 500 

84,500 400 

1,121,250 5,600 

2,500,000 12,500 

4,008,442 20,000 

1,000,000 5,000 

Miscellaneous Materials (installations, telephones, vehicles 
assurance 1,000,000 5,000 

TOTAL ••••• $10,089,000 $50,500 



4. CASH MANAGEMENT AND PROJECT ADVANCES 

AID Policy guidelines and the procedures described below are 

applicble to u.s. Dollars and foreign currencies available to or 

held by or for the credit of AID to finance programs, operations 

and activities, regardless of how implemented, except where 

precluded by law or waived by the Administrator, the Deputy 

Administrator of the AID Controller. 

(1) Billings and Collections 

Bills for collection must be issued to individuals and organiza

tions at the earliest possible date by which amounts due AID can 

be identified, approved and properly charged. Past due receivables 

will be given priority attention in accordance with HB 19, Chapter 7. 

(2) Deposits 

Offices responsible for deposting receipts shall assure that all 

receipts are cieposited promptly and not be delayed pending processing 

of related documents. 

(3) Disbursements 

Covernment obl.iqations must be paid in a timely manner and to 

the extent possibie to take advantage of cash discounts by suppliers. 

u.s. 'l'rc!asury requlatinns state that "it is the responsibility 

of Agencies to monitor the cush munugement practices of their recipient 

organizations to in~3ure that federuJ. cash is not maintained by them 

in excess of immediate disbursing needs." 

AID policy favors payment to AID financed recipients on the 

basis of goods delivered or services performed, or, to cover costs 

already incurred by the recepient. 7\n exception to this policy is 

made [or non-profit orqanizations and Host Country governmental 
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institutions, which are normally funded on an advance-of-funds basis. 

In such case, the USAID will establish systems and procedures to 

assure that balances are maintained commensurate with immediate 

disbursement needs. Excess balances will be promptly returned to the 

Treasury. 

Advances are generally defined as payments made before delivery 

of goods and services. Progress payments made upon the completion of 

work are not advances unless made in anticipation of future costs 

to be incurred by the rccipi cnt .. 

"Immediate Disbursement Needs" milY be assumed to be cash require

ments for as much as thirty (3U) dayf; from the date the recipient 

receives the advance until it is expended. When successive advances 

are made, it may be nece~.J~;i.Iry to provide an initial advance of some

whilt more thun 30 days to permit timely processing and disbursement 

of successive monthly payments. 'l'he period of the advance may extend 

for as long as 90 days in unusual instances when the USAID has 

estublh;hed that project implementation will be interrupted or impeded 

by i.lpplying more restrictive quidelines. Judgment will be applied 

by the IJSl\ID Cant roller, the Contracting Of ficer (USAID Management 

Officer) und others in determining the immediate disbursement needs of 

speci fic recipients. 

fJlle to tile turnaround time <lnd tile time required to process 

voucher:; throuqh both the SenelJalcse iHHI U.S. yovernments, it has 

been ttw policy 0 f liSA I fJ/:;UIW<jill to cOrJ!-;ider requests for 90-day 

adVilnC(~:; byH()~;t COV(!rnlllellL Lnst.ilution~;. If the request for 

advance e;.:ceed~; :;;J{){),()(){), 1:lw IJSI\ID Controller normully divides the 

ilc1vLlIIC(' Lnto two or 1I1(JlC payments, with the second advance made 30 

or 4S dilY~; Lifter the Ii u;L. The purpose of dividing the advance, 

is to reduce the' intere:;t costs of the lJ.S. qovernment. Under this 

proc:cclun!, the second ur L1Jircl advance is qiven automatically without 

Clny dccuuntinq of the rir~;t ildvuncc. 
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1\11 advuIlcc requestfj should be reviewed cilrcfully by USAID/Senegal 

Project Managers to assure that they reflect realistic cash needs of the 

host country institution. On a few occasions, the gO-day advance was 

not spent for more than one year. This causes the u.s. Treasury to 

incur unnecessary interest costs and reflects poorly on USAID/Senegal's 

management. If large advances are given and the project is delayed 

for any reason, the host government organization should be asked to 

return the advance. It is the Project Officer's responsibility to 

see that the host government organization reports to AID on the status 

of advances. Expenditure reports should be sent to AID at least 

every three months. If the reports are not received, the Project 

Manager should contact the organization and request the report. The 

CJntroller will not give host government organizations further 

advancEs if they do not complete reports on the expenditure and the 

status of previous advances. 

Advance payments to profit-making organizations should be 

authorized only if no other means of adequate financing is available 

to the contractor (HB 1, Ch. 15, Supplement B). Advances \mder direct 

AID contracts to profit-making organizations must be authorized by AA/SER. 

I\ID policy has been somewhat less restrictive with respect to 

host country (B/G) contr'lcts. Advance or progress payments maj' be 

aqreed upon undcr host country contracts whC!n such payments are 

necessary for delivery or performilnce (See j'B 1, Chapter 15, Supp. B). 

In order to qualj [y for advances, orqi'.nizations must submit 

plans for the use and timing of ilovances. Recipient organizations 

lll~e required to report rcqul<1rly on the use of advances and must 

demonstrate throuqh ,;llch reports that balances cf advances are main

til; ned in amounts commensurate with ilTunediate disbursinq needs, that 

cxce;~~; balitrlces <lrc promptly returned to I\ID, and that interest 

cLlrncd 011 <1dVallCes of l\IO funds has been remitted to AID. (Note: The 

~:;i1I11e C,I ;;11 mullLlCJomen t pol ic ies appl icable to dollar disbursements are 

also dppli.cilble to forciqn c.:urrency disbursements). 
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5. HOST GOVERNMENT AND LOCAL CURRENCY BANK ACCOUNTS 

One method used by USAID!Seneqal to finance local currency costs 

• 

·11 is to request the host ~overnment to administer. the funds, pay bills, 

ma~ntain accountability and make financial reports. AID makes periodic 

advances to the host government institution for this purpose. This 

method is especially applicable when there are many small local 

currency expenditures made at the project site. Expenditures in 

fhis category include local salaries, qilHoline and utility bills. 

When this method of rc:lmbur!Jemcnt i.!-i used, AID insists that the 

has t government open il se(lurllt:c bank .:.Ic:count for the AID proj ect. 

AID funds cannot be co-m.i.nqlecl w.i til l:hc! funds any host government 

agency or those of any other dOllar. 'I'he following are the major 

steps to be followed by the host qovernment where local accounts are 

used: 

Jointly approve wi th A rIJ ;J budqet fOT funds to be disbursed 
thrnugh the account. 

Desiqnate a check si~ner for the account. (At least one of 
the check signers must be a host government ofricial. An 
AID direct hire or contract cmJlloyee cannot be the only 
signer on any check.) 

Designate un i1CCountLlnt to perfono all accountability 
functions. 

Open i1 bnnk ;1CCClllllt. 

1·:stabl-Lsll iH:counl.inCj ledlJ(~r:; ilnd d syHtem to account for 
AID fund.: .:IfIU fi.le ::upporLinq i.nvoices. 

Tnfono AlD when :;I:el':; I l:llrollqll 5 have been t.-.kcn. 

When consillcr.i.nq ellc use cll' Ilost lovernment bank accounts, the 

follow inq points !':Ilmd d be consi dered by "In Project Marlilgers. 

F'i rs t, the a pp copri.l teness and w-;e 0 f the accoun t should be 

discus~~ed with the ConLro.ller's Orfic(~ oJ!: noon ,lS it is determined 

thnt n bank uc:count i:: ;1 de:;i r"b'l.e 01'1 ion. '('here dTC certain types 

of LOCil] currency /luyrnent:; tll;II' dra bel I'c~r Ulud \ di,recl:1y by AID. 

'I'he 'olltro]ler recoIIl/llend:; th;II' "I I !.Irel' contrdct I'i.lyments be made 

l1i rect] y to the c()nI. r".. cLIJI-, rdtlJer tll;11l 1"lJrou'Ill it Host Government 
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bank account. Also, there are some Senegalese procedures which make 

it difficult for the GOS to make certain types of payments. 

Second, experience hUH shown thut at times the Government of 

Senegal takes considerable time in opening the accounts. It also 

may be difficult to determine which ministry or organization will 

control the account and who will sign the checks. Therefore, it is 

important to approach the GOS as soon as possible. It is recommended 

that Project Managers consult with the Controller before contacting 

the government. 

Third, it is important that the GOS designate an accountant. 

There have been a number of projects where this was not done. The 

chief of service or other senior official wrote checks without 

recording them. The result was that no one knew how much money 

was in the bank, and the organization cou: ~ not account for the 

expenditure of AID funds. This resulted in project delays. 

Fourth, it is the Project Manager's responsiblity to review 

advance requests to ensure th~t they reflect reasonble cash needs 

of the organization. Experience has shown that a recipient 

organization may occasionally reque~t an amount in excess of needs. 

Fifth, it is the Prnject Manager's responsibility to see that 

the host government submits expenditure reports to AID no less 

frequently than every three months. 

Lastly, funds to be disbursed through local bank accounts are 

earmarked by financial implementation letters which are prepared by 

AID and approved by t!lr:o host government. Normally, the Project 

Manager prepares the letter after consulting with the Controller. 
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6. PROJECT MANAGER'S ADMINISTRATIVE APPROVAL OF VOUCHERS 

An essential feature of the AID system of contract management 

is the requirement for administrative approval by the Project Manager 

of vouchers and supporting documentation submitted for payment. This 

adrrlinistrative approval, in the form of a prescribed certification, 

supplements the normal u.s. government requirement for the financial 

certification of all payment vouchers by an authorized certifying 

officer. 

The Project Manager is the AID official who is best and most 

currently informed concerning the proyress, problems, and accomplish., 
ments of the contractors. Consequently, he/she is the logical choice

• 
to acknowledge that the services and/or commodities covered by vouchers 

have, in fact, been satisfactority delivered. Therefore, any 

request for payment requires approval by the Project Manager to 

assure that AID's interests are adequately protected. In addition, 

the requirement for such approval becomes a useful means for the 

Project Manager to obtain remedial action in any case where significant 

deficiences in performance become known. 

'fhe purpose of the Project Manager's approval of vouchers is to 

assure that goods ~nd services have been received. The Project Manager 

is not responsible for ~ny of the following in approving project payments: 

Mathematical accuracy of the voucher including extensions 
and additions of vouchers and supporting schedules~ 

Rates used on vOllcher. 

Assuring that any required receipts are attached to the voucher. 

Reviewing allY records of the payee to determine that aIuounts 
claimed aq l"f!e with the records of the contractor or grantee. 
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7. CONTROLLER'S ROLE IN PROJECT EVALUATION AND CLOSE-OUTS 
(Reserved) 
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8.	 ADMINISTRATION OF THE CONTROLLER'S OFFICE 

(1)	 Assignment of Responsibilities 

In order to provide a clear picture of responsibilities of the 

duties within the Controller's Office and develop greater specializa

tion, responsibilities for financial servicing of projects are assigned 

to individuals. The list on the following page designates the 

responsibility for servicing all projects and programs among Ed 

Ringoot, Wayne nutler and Ray King. The Controller personnel 

assi~ned re:;pansibili ty for servicinq projects will also have 

responsibility for handliny the administrative matters of the 

individuals working on the project. 'I'hus, personnel in The Gambia 

will take their project, ~s well as such personnel-related financial 

matters as pay and travel, to Ed Rinqaut. Employees in OMVS should 

go to Wayne Butler far all their financial assistance. USAID/Senegal 

Livestock direct hires and contrartors should see Ray King for 

financial assistance on projects as well as any financial administra

tive matters. 

(2)	 Service Ho~rs
 

The work schedule for the Controllerls Office:
 

1,0:15 - 12:30
 
fP":N 1"0" I"UL(, SE"VICES (Walk-in and phone inquiries) 

14:30 - 17:00 

B: 00	 - 10:1 'J ~I.(JSI:;IJ 'ro I\LL NON-CON'fROLLER PERSONNEL (Walk-in 
17: 00 - if!: 00 tnd I)hune inquIries) 

Saturdays 
and Holidays 

In closinq hours to /Ion-CrJntraller personnel, the intent is to permit 

processin,:! of priority payments, reports, and other such priority items. 

'fhis meets the needs of I\ID/W, and the various AID Missions which the 

Office also serves, in an efficient o.nd orderly manner. 
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(3)	 Controller f'rocessing Times Required for Payment Documents 

Several factors affect the time it takes to execute payments. 

The basic process involves the followin~J steps: 

Invoice or bill received und approved by receiving office
 
and sent to Controller's Office
 

Bill reviewed by voucher cxaminat~on unit. Fiscal data
 
put on bill and fund availability confirmed.
 

Bill sent to scheduler who types a schedule with all per

tinent data for check issuance.
 

Schedule approved by an AID certifying officer.
 

Schedule separated and original transmitted to the Regional
 
Finance Center (RFC) in P~ris, France.
 

Schedule received by Rl"C, check issued and mailed to
 
addressee. Embassy cashier makes distribution of the
 
check.
 

The "turn-around" time from the dilte the Controller completes 

his review, certifies and mail!l ehe schedule, to the date the 

check is received at the Embdf;~;y in Dakar, is 10 to 12 days. This 

period is mostly mailing time, as the RFC in Paris normally executes 

the check the same day the schedule is received. When the Controller 

and Mission processing times are added to the turn-around time at the 

RFC, the total time required to execute a check payment is about three 

weeks. There arc a number of other filctors which affect the voucher 

pilymen t procesfi. Some 0 [ the!,e f uc tor~; are: local and American 

holidays, weekend!;, quarterly, and annuiJ1 closing of the Controller I s 

fiscal record!;. 

'rhe foJ.lowi /1(J <.lre c:on!;idered normal processing times for various 

types of payments: 
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EXHIBIT V-3
 
Controller Personnel Responsible
 

for Financial Servicing
 

Project Or Program 

All Gambia Projects and Programs 

All Guinea Bissau Projects and Programs 

All Cape Verde Projects and Programs 

Senegal OE Budget Preparation 
Office of Mission Director and Management Office 

0205 Casamance Development 

0210 Rural Health Service 

0217 Family Health Services 

PM&R (all PDO) Personnel
 

Self Help
 

AMDP
 

SMDP
 

PL 480 and Projects Financed from
 
Title III Generated Local Currency 

All OMVS Projects 

0916 and 0928 All Regional Crop Protection 

0201 Cereals Production I 

0202 Range and Livestock Bakel 

0208 Irrigated Perimeters 

0209 Grain Storage 

0218 SAED Training 

0219 F:wlwood Production 

0224 SOOESP Livestock 

0226 Patte O'Oie 

0235 Cereals Prlduction II 

H,':,f{ ilnd All' Projects (All Program Office
 
Personnel) and nPGS
 

937.7 Renewable Energy 

Ed Ringoot 

Ed Ringoot 

Ed Ringoot 

Wayne Butler 

Wayne Butler 

Wayne Butler 

Wayne Butler 

Wayne Butler 

Wayne Butler 

Wayne Butler 

Wayne Butler 

Wayne Butler 

Wayne Butler 

Wayne Butler 

Raymond King 

Raymond King 

Raymond King 

Raymond King 

Raymond King 

Raymond King 

Raymond King 

Raymond King 

Raymond King 

Raymond King 

Raymond King 

, 

\ 
r\ 



Payment Type Estimated Processing Time
 

Contractor and other salary payments,
 
Large advances and payments to Host
 

Government institutions 3 weeks
 
Implementing AID financed projects
 
Participant Advances
 

Vendor invoices and purchase orders 4 weeks
 

Travel vouchers 6 weeks
 

These times represent the time elapsed from the date the
 

voucher is received in the Controller's Office until the payee
 

receives the check. Payees and recipients of AID payments are
 

encouraged not to inquire ubout the status of payments unless
 

the above time has elapsGd. It should also be noted that travelers
 

are encouraged to take travel advances so they are not adversely
 

affected by the processing of travel vouchers.
 

(4)	 Controller Times for Processing of PIOs, Grants, Contract, Travel 
Orders, and Implementation Letters 

Two days should be allowed for Controller clearance on all the 

above documents, 'I'he documents should be brought to the in box on 

the desk of the Controller's secretary, or sent through the USAID
 

inter-office mail.
 

(5)	 Detailed Voucher Processing Procedures 

(Reserved) 

(G)	 Ca~jh Payments dnL! Emba~j!;Y Cashier 

(Reserved) 
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