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1 . 4.1 P - r e l h h x y  assesszen 
7,1.2 P r o j e c t  pepcr 
1.1.3 Fro jezt agree:-.ect ~ 5 d  
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I.. PIO/T 
1.1.6 RR and ~ . m p r o p o s d  
1.1.7 Prime c ~ n t r s c t  
7.1 .E Subcontract - F e z  Stete 
7.1.9 Subcontract - Te+s U3.i 
1.1.10 Subcontract - Virginia Teoh 

1.2.1 FA Five Year P l z n  
1 . 2.2 FA Handbook 
le2,3 OtkerF-4 

1 2.11 PGU ordinance 

1.3 Cther 

Zome office 

2.1.1 Czble t r a f i c  
2.1.2 Gorrespacience 
2.1.3 Telccns 
2.1.4 EIeetbg notes, etc. 

?em S t a t e  

Okheh.er i n t e m t i o n a l  age~ciss/~ro j e c t s  

Other 



PGIA Directcr 
Dean,  Facul* of A g r i c u l t u r e  
Crop Science 
Agricrrlturel BioZoc.- 
Agricultud C ~ Z - A S ~ ~ Y -  
Agriculbral Ecormr;ics/%niior.~ 
dninal Iiusbwdrj 
A g r i c u l t u r a l  En,bineering 
Faculty meeting notices and minutes 
PGIA aeeting not ices  ar.2 mirmtes 
Other comunicati~n.s, notices 
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3.2.1 Inkmff ice  correspondence 
3.2.2 h'otices, acnounce~ents, etc. 
3.2.3 Other  

U n i ~ e r s i t y  Grmts Conmdssian 

Other i n b L z m t i o n e l  agencies/pc j e c ~ s  

Other 

4 1  Project 

l . i o n t : ?  petty cesh re2o;-ts 
Field office e x p e 3 d i G s  by c a t e ~ ; ~ v  
Field office e q e n d i t - m  s m a r i e s  end bdence  sheets 

house cost return analyses 
Long termer houses c o s t  end return e&.~ses 
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'!dorang budgets a d  projections 
LOT c o s t s  er.d costing 

Best Available Copy 
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V i s i t i n g  staff -reports 

(should have f i l e  for each long  t e n e r ,  a d  
one f i l e  l abe l led  short temers--to c o n t d  - 
rcont'hLy, trip end other  bere red r e p o r t s )  

Best Available Copy 
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Other 
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13,6.6 Other 

7 EauseNc. 3 ( h w n a )  

7 Lease and related docunerts 

2 Inventory of M- 
I I s t i a l  fi3Np 

13.3.4 Operztion, Yknte-ce, bg&*s 

3 3 5  Staff  tmd e t a f i x  

13.3.6 OA&er 



14.3 Supplies 
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22,1 Field ofzice originzls 
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2,1 Allowable exgenclitzxces for Pro jec t  housinq 

The types =d extent of expenditures for Project 

housing authorized under. Con..Pnract MQ, A D / A S L P ~ - ~ - ~  397 

;r;re specified in the following excamts f rm pp. 18-20 

of the Schedule of that Contr;tct. 



- 
7 -  I .  

( 2 )  repz i rs  r a c x i r e d  :c = i  Lear:rSe o r  d r 2 i  ti, ts =--&i - v ~  & & A  =:- + 

-7 -?-l - -  - c . . A ~ c ~  S ? T , C Z . - I T Z ~  c3=-ic2e~..ts, ~r tc re?l+ce 2efec:ive p172b4 
. . 

f a p d  ; + -<  
- L ~ J  -- c -  l i g h t i n -  or c;kL2r e s s e z t i z l  

- r *  - L . - C L * - A  - c 3 3 -----,es o r  ecci?zen:, 



2 .2  Sm,pI.e Lease 

The f a u r  r e s i d e n c e s  which czmpsise ?roj e c t  RousE~g  k-?e  

been leased our f r o m  t h e i r  r e spec t ive  o b m e r s  f o r  a p e r i o d  sf 
-2 2 or 3 years. A sample copy of  t h e  Lease Agreement entered 

i q t c  betxeen t3e owner and ,AED is attached. 

B 



s1Jcce-sors i n  o f f  ice) on the otner  &part. 



he ;:ill ':.i.ad over t'ne sai2 yenises  to the Lessor or h i s  zfore;lritt= 

in cood ccndi t ion ,  

-X"3 t h e  Lessor doth here% coverants and under'd-zes xith the  

Lessee z i d  his zforexfitterc. 



the muse? p c r t i o n  of t h e  advancc r enka l  ps.-n:. 

~ y ~ i  the i c szcr  2 6 the  Lczlee co7:crJ=.rs a-72 :miierta2-:e the 



between 

?. A 3  i.i tc prov ide  e q u i p x i i t  L T  z !xvzL?e mixre a c c o r . 5 ~ ;  to n p e d ~  

4' &-id s+id ecal?-en; is to rzsz? ~ n e  ?~_oy=t_-  of A D  and to be rmoved 

A" - a+ i5e c~ne l~ : - ; l ox  of lezse .  A s  a;allaSle, f i e  f o l l o u 1 , ~ ~  t3qU.i-Tent 

rn:? 'w p~o-.~idc?d: hot  ~ t e r  Lpysers, rooz s i z e  zlr cm:itioners, 

1 f e e ,  1 rerrimzator, 1 automatic clothes washer, 1 c lo thes  mer, 

: n s  c: i l inaer  Q q e  cooker u a  necessary screenix  t3 a d e p t e l ?  8creerr 

- 
livinz arez. m addition, honsehold mishin_9i w i l l  b.2 pnvideli. 

A 
/ .- e A Y I  :iill be r e s y m z i b l a  for r . o r ~ d  c i e d n z  a d  upkee~ of i n t e r i o r  





2 . 3  AEDP S t a f f  Bungalow 

P r o j e c t  House 90. 1 at 6 2 / 5  Halioluwa Road, Kandy, 

is d e s i g n a t e d  as the S D P  Sra f f  Bungalow and is nainta ined 

to provide food and acco,imolation for short t e n  P r a j e c c  

Technicians (and famil ies) .  A copy of an I n f o m a t i o n  Brochure 

relating t o  the S i a f f  Bungalow is attached. 



dem:. for Educat~onal Der e i o l j : ~ ~ e n t .  ! n ~  
?cnns:.ivmra Sta te  L;nivrrsitt 

ds  A&Ll I nrrersits 
:inia Polvlechnac Inslltute and  Sfale i:nrre:sitr 

I NFQRNATI GR BROCHURE 

0 N- 

AEDP STAFF BUNGALOW 

The  o b j e c t i v e  of t h e  PZDP Staff Bungalox and i t s  
s taff  i s  t o  provide c l e u l ,  comfor table  acccmnodat ions 
and safe, n u t r i t i o u s  meals in p l e a s a n t  surroundings 
at  a r e a s o n a b l e  cost t o  short  term visitkg staff of 
the A g r i c u l t u r d  Education Developoent P r o j  ec'. Since 
t h e  Bungalow provides f u l l  services, short temers need 
b r k g  with then only clothes and o t h e r  personal zr t ic les .  
{~ersonnel  of  ot3er development projects m-d o r g n i z a t i o a s  
are inv l t ed  to utilize the Smgaloz on e space avei lable 
b a s i s .  j 

Best Available Copy 



*, , r ing  desks O c c u p v l t s  share co::z!on sittins and  d i n i n g  r o c z s ,  and t x o  r-ri 

are locatn,d ne3.i- k-in6ows i n  t h e  e5rrpay. Cop ie s  of d l  repcrrs pro- 
duced u n d e r  t h e  P r o j  ect  , a smaf 1 c o l l e c t  i o n  of ~ a p e r - b a c k s ,  l a r g e l y  do- 
nated by previous occupants, and a local d a i l y  news paper are ava i lab le  
f o r  t h e i r  r ead ing  pleasure .  Living quarters  b c i u d e  four  bedrooms as 
describe2 belov.  

All roons  equipped with dresser, warsrobe w i t h  f u l l  l e n g t 5  m i r r o r ,  bed 
tables and l a z p s ,  o s c i l l a t i n g  iar, a n d  a i r  c o n d i ~ i o n e r .  A l l  beds have 
foam m a t t r e s s  o v e r  a coir mattress. 

Roon 130- 1: la rge  room with twin beds, built-in book s 5 e l v e s ,  t w o  
o c c a s i o n a l  chairs; sha re s  bath roon w i t h  Rooc So. 2.  

born No.  2 : small room with s ing le  bed, b u i l c - i n  book s h e h e s ,  rattan 
e a s y  chair and f l o o r  1 a . p ;  s h a r e s  b a t h  with kainu So.  2 .  

Iioom No. 3: sinall room with single bed, r a t t a n  easy chair and f3.oo.p 
lamp. Has its o m  bath .  

Roon No. 4: large room with d ~ u b l e  bed, work t ab le  and c h a i r ,  and 
~ c c a s i o n a l  c h a i r .  Has i t s  o'cvm bath, 

Each bathroom is i n s t a l l e d  w i t h  a seven-gallon electr ic  hot water heater 
to provide hot w a t e r  t o  both lavatory and shower. 

E l e c t r i c i t y  i s  230 v o l t ,  50 cycle. Transfomers are available f o r  use 
~ i t h  shavers, r a d i o s ,  etc. 

Pillows, pillowcases, s h e e t s ,  blankets, t owe l s ,  wash cloths, hand soap 
and baZhsoon? tissue are provided. 

TI. Services available: 

Laundering (5eZ l i n e n s ,  towels ,  personal launEr;) I s  done a: nc exErr & e r g  
ro  :he occup&.;C provided  the r o ~ n  is s t c ' ~ p i e 2  a ~.%n-hm of m e  .rcsek. -4 
charge of Bs50 p e r  person is made f o r  7ersonaP l a c n d r y  f o r  c h s e  s t q : * g  
l e s s  thin a ~ e e k .  



- - 
s ran s3orE a t  i on  

* S h o r t  tern AEDP personnel are p r o v i d e d  t r a n s p o r z a t i o r ,  by jee? t o  
and from t h e  PGIA,  including return t o  t h e  E m g a l o w .  f o r  lunch. 
Two mornings a week, t h e  housekeepe r  g o e s  t o  Kandy t o  purchase 
g r o c e r i e s  and supplies. Wives s t a y i n g  a t  t h e  Bungalow a r e  w e l c o m e  
t o  accompany her on t h o s e  occasions. A bus t o  d o k n t o m  Xzuldy passes 
within a fev hundred yards of t h e  Bungalow, and taxis can be secured. 

In t h e  event  t h a t  a group wishes t o  hire a car fcr s igh t s ee ing ,  
assistance %ill be given i n  making s u i t a b i e  a r r a n g m e n t s .  P r o j e c t  
vehic les  are not a v a i l a b l e  f o r  t h a t  purpose.  

Schedule  of r a t e s  

Charges for rneals and lodging are shown in t h e  at tached schedules. 

The AEDP rate  far meals includes  only t h e  technician? When a c c n p a n i e d  
by wife o r  husband, t h e  spouye w i l l  a l s o  b e  charged at the Z D ?  ra te  
f o r  meals p l u s  a mall s u r c h a r g e  for c e r t a i n  rooms as k d i c a t e d  i n  the  
schedule .  

Charges f o r  non-AEDP o c c u p a n t s  are as shown in t h e  rate s c h e d u l e .  
Meal rates f o r  chi ldren unde r  1 2  will be reduced t o  3 t h e  pe r  mezl 
charge, no additional cha rge  for lodging will be made if they 
occtlpy t h e  same room as their parents. 

O c c u p a t s  are most welcome t o  i n v i t e  guests f o r  a n e d  p r o v i d e d  t h a t  
c ~ n e y  ' sc inforzl t h e  housekeepe~ on t h e  day before.  

In t h e  e v e n t  thac a s p e c i a l  request is  recetved f o r  refreshments 
(e.g., f o r  guests ac t ea ) ,  a modest charge w i l l  be made t o  c o v e r  
a c t u a l  c o s t s .  

- 7 .  

w ~ t h  a f m  excep"hiens t h e  Bungalow uses food m d  scpp l ies  secured CD, 
-". - t h e  l o c a l  m r k e t .  l r  an occupant desires i ~ p o r t e d  J t a s  (e .g .  o a t m e z i ,  

cornflakes, Xorlicks,  peanut b u t t e r ,  c o o k i e s ) ,  ~ 5 o g  w i l l  b e  ~ r a v i d e d  at 
cost  t o  the es tent  avai lable .  



- - 

Effective 1 Ccto je r  1983 

4 .  AEDP P r o j e t r  Personnel 

Per m e a l  ra te :  

Weekly ra te :  

Breakfast 

Lun c h 

Dime r 

* ?!irtimum one week; f u l l  p a p e n t  r e q u i r e d  vhether xeals 
are a c t u a l l y  taken o r  n o t .  E l i g i b i l i t y  f o r  t h i s  r a t e  
begins on t h e  first f u l l  Sunday in residence; p rov ided  
housekeeper i s  informed no l a t e r  than ?Ionday of the 
week in quesf  ion. 

2 .  .Lodg ing  D a i l y  rats* R s  . 
Tjnaccompvlied AEDP staffer receiving half  per  d i m  - no charge 

AEDP staff c o u p l e  occupying born No. I - 15 *" 

AEDP s t a f f  c o u p l e  occupying Roon Wo. 4 - 30 

AEDP s t a f f  c o u p l e  occupying suite (Xooms 1 and 2 )  - 60 

* No discount for extended occupancy. 

*-j; . Share b a t h  with occupant OF Roon! No. 2 

NOTE: A l l  b i i l i n g s  are on a weekly basis, Sunday through Saturday. 
Occupants are requested to pay bills when rendered unless  
other a r r a n g a e n t s  have been made in advance. 

* 
Kon-Pro j e c t  ?ersmn el 

F Bed =Ad 
breakfast  l m  ch D i m  er Service 



2.4 Other Project Housing 

The three o the r  houses maintained at  P r o j e c t  expense 

for use of long term P r o j e c t  S t a f f  are: 

H O ~ J S ~  -- 

so. 2 

No. 3 

xo. 4 

Lo cat ion 

62/12 H a l l o l w a  Road, Kandp 

22 D=golla Road, Peradeniya 

4 5 4 1 2 7  Piachaud Gardens Randy 



2.5 Maintenance 

Maintenance o f  P r o j e c t  housisg i n  r e l a t i o n  t o  -- minor r e p a i r s  

(plumbing o r  e l e c t r i c a l  problems, Pnsf a l l a t  i o n  of a d d i t i o n a l  

e l e c t r i c  s e r v i c e  p o i n t s ,  e t c . )  a r e  a t t ended  t o  by ehe  F i e l d  O f f i c e  

a f t e r  due n o t i f i c a t i o n  has been given by t h e  occupant. The F i e l d  

r ' ,  'fice makes arrangements f o r  such repairs through Walkers & Sons 

o r  o t h e r  a p p r o p r i a t e  f i m s  o r  skilled labour .  The cost of such 

r e p a i r s  is borne wholly by clre f r o j  ect  provided t h e  j o b  i s  approved 

i n  advance by ihe Chief of P a r t y .  

I n  t h e  c a s e  of major jobs such as r e p a i r  of app l i ances ,  t h e  

work i s  en t ruseed  t o  f i n s  in Kandy o r  Colonbo (e.g. Walker & Sons 

Co . , Kandy o r  l h i t e d  Eleer r i c a l s  , Colombo) a f t e r  first c a l l i n g  lor 

an e s t i m a t e  of probable  c o s t  ( u s u a l l y  from a t  least t w o  f i r m s ) .  

The o-wner of the house i s  reques ted  t o  nake needed mzjor  repairs of 

t h e  p r o p e r t y ,  o r  a t  l e a s t  eo b e a r  the c o s t  o f  she materials. 



Best Available Copy 
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Date 
Received 

Location 
(House) 

Cost 
fb. ctr. 



3.2 O f f i c e  ~ u r n i t u r e / ~ p p l i a n c e s  

O f f i c e  Furni ture /Appi iances  a r e  inven to r i sed  as 

d e s c r i b e d  a t  3.1 above with the r e l e v a n t  Inventory Shee t s  

and Inven to ry  Cards corning under the Code AED 5. 

Same inventory  shee t  and card a s  used in 4 . 1  



,An inventory  OF csnsumables i s  maintained a t  i;ouse So. 1, 

,UDP S t a f f  Bungalow (sample a t t a c h e d ) ,  , and t h e   item,^ entered,  

cons i s t i ng  of liaen, crockery, c u t l e r y ,  p o t s  and p a s ,  e r c . ,  

are p e r i o d i c a l l y  checked. 

3 similar Inventory of constrmables at the AED Off Lce is 

t:ne process of being stars&. 





4.0 X d q i n i s t r a t i o n  of v i s i t i n g  ( e x p a t r i a t e )  s ta f f  

G.1 Pre-arrival preparation 

a. On r e c e i p t  of in forna t ion  from C .  of  P.  of e x p a t r i a t e s  
date of  v i s i t ,  and time of a r r i v z l ,  a f i l e  is opened 
( p e r s o n a l  f i l e  f o r  s h o r t  o r  long temer) - - specinen 
from annexed. 

5. Xake arrmgements wi th  Head o f  t h e  r e l e v a n t  department  
t c  which h e  i s  attached and  r e q u e s t  accormodation f o r  
s p e c i a l i s t  i n  an  o f f  ice, s u p p l y i n g  him v i t h  desk ,  chair 
and w a s t e  paper  basket. In the c a s e  of a long temer, 
a filing c a b i n e t  will be p r o v i d e d  by che Pro jec t .  

c. Prepare advance p e r  d i m  r e c e i p t  duly approved 3 y  C. of  7. 
and p a c k e t  money. 

d. .  Prepare welcome kit r e  infornat ion on S r i  Tlankz 

e. Packer basic requirenent of o f f i c e  s u p p l i e s  

f .  Check with Pan Am re  ETA and arrange for transport 

g .  On h i s  a r r i v z l ,  hand o v e r  a d v a c e ,  r-elcone kit and o f f i c e  s.-?plies.  

h. Complete d a t a  s h e e t ,  i nc lud i ?g  dare . - of arrival snl d a t e  cf 
d e p a r t u r e  for himse l f  and h l s  f m.11y. 

i. Give him an i n s i g h t  of the va r i aus  a f f l c e  f a c i l i t i e s  an2 
s u p p l i e s  available t o  h in .  

j. Catalogues t o  be  rnade avai lab le  for h i s  infor;naci=a. 



?&en yea neet w i t h  zq ar;iviw t e c h i c i z - ,  he should be a9griseC of  Xqn 
services a15 su- ,~l l ler .  that =e s ~ ~ i 1 a b l e  to iiia - *flingj photocogy-, ditto, 
eî  v- Y o u  shoulii show h- 07x su?;ly cabinets so that he nay see for b-%self  

Also, yo-;. ~hczlf i  show hir? t 5 e  vzious foms %is% A .  he nq- use - t r z v e l  
r-~est, reiz-sjs-zene~t, ets. - z.?q6 offer  to hclg hin ill1 the= out 2 5  aeede;. 

Please d = e  a List of the i t em to be incluie$ in your oriex-ation zs 
s-*gested dwrrC a d .  check it xi th  me at. pour ezrliest 2onve~ience. 



Best Available Copy 



- 
-ffice, desk, chair, slzpplies ~ e G y  



4-2.1 m v e l  a ~ t h o r i d i s n  

a Apprise hin of the procedure involvd for off ic ial  travel on* 

of Kady a i c h  should bs duly approved by C. of P. (technicia", ~ 
s h ~ d d  give at least $8 h o r n  notice except d e r  I 

exceptiondl case& 
L 

be Onam?letion of t r ip  he should give particulars of d e p e e  

and time of arrival to Bdm. Asst. If a night out is involved, 

a hofel lodgine receipt should be prduced. 



P e r s o ~ s  to trig: 



4.2.2 Trip reimbursement r eques t  

The A & - h i s t r a t i v e  Assistant will perfect this form, 

get  i t  endorsed by t h e  t r a v e l e r  and approved by t h e  Chief 

of Party before p z p e n t  is made, (specinen forn  enclosed) 





4.2.3 Per d i e m  rates and method of ca l cuh t ion  

a. k d y  arri out of &ndg district,  Rs. 524/- for a dgb t  at. 

In th is  connection the nedl alfowance s h o d d  not exceed half 

of the lodging allowance , (namely, Rs. 26210, )depen@ag on 

-2fie number of hours involved 

b. Colombo par diem is Rs. 12W=. ( sane terns 

applicable as above), The n e n o ~ a ~ d m  an this subject of 

f 4/8/80 is amexed, 



Best Available Copy 



&2,4 Beizhrsment fox authorized use of personal vehicle 

!This is agplicarble only if a ,Project vebiele is not available 
f o r  officitrl nse, However, this request should be sanctioned 

by the C.ol P. and the travel authorization form .should also 

be prfecteC, 





4 . 3  Kandy p e r  diem f o r  short terners housed in .GDP Bungalow. 

a. Rs. 262100. l r i o r  arrangements w i l l  be aada f o r  

aceommodat ion in f he AED? bungalow. (see 2.3) 





Rastdb~k rates as of July 1980 for 

tempo- housing zllotsance as authorize6 

contract Standard ?revisions 

*- T s q o r ~ y :  =Lousing Allo-.;xi;s is a u r h c r i z a d  f o r  c p  ro three rnor.:?.~ a f t e r  
i a r r ival  0- lost. h e  c o s t  is C ~ - s i ~ m e d  to carer housing c o s t s  ercl:sive OF 
t 

food. T I 2  z c r - a t  a m u ?  f o r  Szi Lanka would be: 

... . I* z~c:r;sc, ii the t e z p o r a 3 T  housing arrangeZen 
z; ,J 4 * + -- - 1 z -  - + f a c i l i r k i ,  21 -----,.. ,; L A , ,  fee of Sj/Zay/person, -- -- -. - .  

p u t h o r i z + <  ;=.Zzr jpcri.?- 31. t (;he c o s t  of ~ h f c 3  is 



Ectucerlzz -:.llor;ance/Sduc~tior. Travel (Tab le  '320) 

Educarior. .l.llc~ances a r e  7rovfded acco rd ing  to grade  l eve l s .  The regula- - 
t i o n s  goazr- izz  - r h e  Educacici! .<llovance and Educaiional Travel are l i s c e d  in 

.=. . Sect ions  27; -22 280 respeczi-. iely. Thc annual mucat icn  $Lloi;~nce f ci ?eraC- 
erriya, S r i  I x . k a ,  2 s  of 5/13/52  is as follows: 

,,,,=:Land Travel ir, the f a n  of one r o m d - i r L p  fro-, The sixCer;: zsy opc far "'-.-- 
rn post is 52:locl a n t  retu-. ir. s 12-noctli per iod .  r n i s  money is a p ~ l i c z b l e  to 

s ; T J Q = ~ : ~  i: grades  9-12 2 ~ :  cc l lege .  Furzher l i .mi tz r ions  are set in Secciocs 
280 and 231. At no tine czx  ~Zccztfon allowance and travel be taken in zbe st=: 
12 zcntk ?=rioe. 

b c e r p t  frum Additional S t a n d a r d  Msions 8 of 

Contract go, AID/Asu-c -~~Y~ : 



'2he B. & 9. post for S r i  h a k z  is Bong Kong. 

hasrally speaking, it may be taken in mid-tour of 

a 5wo-year t ou r  tmBrcoken by hme leave. 

' (k) Re& Pnd h - o n  T m L  
The Con-r be reL.nbune8 for the mn 

of tnvd pcriorxrd by r&ar mpioycs and 
dc.;xn&nu for pqc~ses of mt and rrcupcralion; 
provided that, suc5 rrimbunemcnt Qa not extt td 
zfiac authoxiz=d hfission anployets, eg., required 
l eq t% of senice at the p t  nf a t s lpent  unbmktn 
by home I-; and prmidtrf funher, har no atim- 
b u m e m  will be made d e s s  approval is @vela by 
the Cantactor's Chief of Farry . 



When t h i s  record is conplete, a copy is sent to f h e  respecti-,re -- m i v e r s i t y ,  and Che XED Washington office. 

Best Available Copy 





'1 s a a s l i a z ,  ez? i i ser . t  etc., t-dr?.ed ir. eri2 &eck& by BLylL. Ass- - - 

Best Available Copy 



5.0 F i n a n c i a l  t r a n s a c t i o n s  L Records 

Rece iv ing  funds  f r o n  U. S .  

T e l e g r a p h i c  t r a n s f e r s  when received a r e  d i r e e c l y  
c r e d i t e d  t o  local rupees  account  No. 2466,  and t h e  
Bank a d v i s e s  u s  of such  c r e d i t  by an a d v i c e  n o t e .  
(no c o m i s s i o n s  a r e  charged)  

Cheques r e c e i v e d  f rom U . S .  have t o  be d e p o s i t e d  to 
o u r  account  after having p e r f e c t e d  bocrraentat ion 
s u p p l i e d  by t h e  bank. 

These c r e d i t s  are e n t e r e d  i n  t h e  p e t t y  cash  journal 
under  bank c r e d i t s ,  and a l so  in t h e  summary of  
d o l l a r ,  Rupee t r a n s a c t  i o n s .  

Ocher c a s h  r e c e i v e d  as r e c o v e r i e s  and inccne fron 
XEDP Eouse a r e  e n t e r e d  i n  t h e  cash j o u r n a l  under  
c r e d i t s  ( o t h e r s )  



5.2 Local banking procedures 

a. Checks received from other  sources are credired 
to A/C 2466 on check d e p o s i t  slips. 
(specimen form a t t a ched ) .  



. . . . " - - , . - -  - .  I:--, z -.c I- . - - I -. -l"-;-L .: : --~:-. .... 
::, : EC; =: r: :..>i ; ~ ~ i - -  ,- . L E S S  ,~'?'EZ,: ?;'.:Ti-> 

_,, c z  - -  .I- ,v..~-=--:.:;: SF; :..S.\:L 5': fi." ;o'F:c~% 

Best Available Copy 



5 . 3  Local e x p e n d i t u r e s  2nd r e c e i p t s .  

a. Every expenditure should be  covered by an official 

r e c e i p t  and should be photocopied. These expendit- 

ures should  be entered in t h e  p e t t y  cash j o u r n a l  f a r  

cash and check p a p e n t s .  I n  t h e  case  of cash box 

transactions entries should be entered i n  the cash 

box t r a n s a c t i o n s  giving page number and the date and 

i t emizea  entry of t h e  cash journal. (specimen of 

petty cash j o u r n a h n e s e d )  . 



5 .4  F i n a r c i a l  Records  



5 . 4 . 1  Cash advances (excluding AED Sunsalow) pa ld  o u t  t o  

Expatr ia te  mC local s t a f f  a f te r  due a ~ 2 r o v a l  by C. of F. 



-. -L' , I-. - 
: * -..-A- - -E.- - 

Academy lor Educational Deve!oprnen?. Inc 
The Pennsylvania State Univers~ty 
Texas .4&M L'niversity 
l'irginia Poiytechnic lnst~tute and Slate t'nlversrt? 

mORbm33iR3 

Cyril 8rr 

Advance f o r  

to . It is to be re&y for delivery on 

This is to certiZy that an tke date liisted below I have 

received as advance of . It is fl13.I~ tmderstod 

that W s  aiivance is to be aecormted f- by, either the sa'sission of 

pro-per expnse documentation or the retunz of cash. 

Date 



B
est A

vailab
le C

o
p

y 





5.4.3. Cash Box Reconcil iat ion (submit ted  to 6 .  of  P. cc t h e  

l a s t  day of month f o r  h i s  v e r i f i c a t i o n ) .  

Best Available Copy 



Academy for Educat~onai Deveiopment. Ins. 
The Pennsylvania State Fnrversrcy 
Texas A&ht Liniversity 
Virginia Poiytechnlc ins:itute dnd State Cniversfly 











5.4.6.  Request f o r  r e i ibu r semen t  should b e  inc luded i n  rhe 

P e t t y  Cash re?ort, and  also r eques ted  i n  the Projected 

cash expendiswe s t a t emen t  submit ted  nonthly for the 

mon:3 ahead. 



Subsistence - expat .  s+&f 







5 . 4 . 8 .  For office use only (showing c r e d i t s  m. 

account No: 2466 at Hatton Nat ional  Bank. 





Best Available 



..- 
NO. - 



5 . 4 . 9 .  X.E.3.F.  Staff Bungalow a c c o m t k g  system. 

2. P e t t y  c a s h  r e p o r t  t o  b e  p r e p a r e d  by t h e  house- 

keeper  on f o r n  No. 80-003, accounts  checked and 

v e r i f i z d  by A d ~ i n - A s s i s t a n t  and forwarded t o  t h e  

C. of P. for his approva l  and reizibursement i f  

r e q u e s t e d .  

( Impres t  not  t o  exceed Rs.2,500.00) 





Academy for Educat~onai Development. Inc. 
The Pennsyivania State Universi:y 
Texas A & M  Unrvers~ty 
V ~ r g m i a  Polytechnic lnst~tute and State I:ntverssth 

Best Available Copy 

Receipts 

menses  

Pe,ment (s) to P r a j e c t  on 











5*5 Cost catemries (cde book) 

B e  cost code f o ~  each expeditur. .  is entered i n t o  
the petty cash jonraal in ~ 0 1 ~ x 1  one, imnrediatel,v 
following the description of that expenditure, The 
code nunber is obtained f rm the code book which 
f o l l o w s  , 

These code nuncbers axe later used f o r  posting expx%?itures 
by cost category, and azmazization of f i e l d  office ccsts. 



Best Available Copy 





~~LT~T~J?=I - OGZP 
JJq-s ~fz/t.7fx - mzc err 

.' '-+,1/ A!, --- *roq '71~ " OLZP 
I:T? - egz9 

1x7 szxx - 0527 
-21~~~ L-Gaj - C+Z~ 

---.-~3 3acr; k~ - gzP *~Lfl 

.:;gjjo ~'~GTJ *?~'',-a 'm- - z~f 
:,.;r:;s u - ;,yayj ';3~q ~ZO? - 013: 



160 - hcming shipments 
(s\ippYzg & clearance) 

5161 - Tiela office 
5162 - k o j e c t  cczmodities 
5169 - OLAer 

5170 - Outgoins shipments 

5171 - Ekoject off ice 
5379 - 0 t h ~  

c 4.m- , ,  - 2 ~ 3  of f  iss c o s t r  -- -- 

Best Available ~ d p y  



Best Availablie Copy 



Best Available Copy 
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Best Availabld Copy 
E 



5.6 F i e l d  O f f i c e  Expend i tu re s  Posted and Summarized by Category 

Monthly, quarterly and year-t o-dare summaries o f  

field o f f i c e  e x p e n d i t u r e s  are p r e p a r e d  from t h e  j ou rna l  

cf expenses  p o s t e d  by category (see 5 , % ,  T? for 

sample of  j o u r n a l  pages). Code n m b e r s  in the c o l m n  

headings re fe r  t o  t h e  cost  c a t e g o r i e s  given in S e c t i o n  

5.5 abwe. Posting is done nonthly. 

Zxpenditure summaries are p repa red  moc th ly  on 

F o m s  80-C18 ahown in 5 . 6 ,  pp It w i l l  be noted  

s;hat a balance s h e e t  f o r  AEDP s t a f f  Suqgalcw a c c o u n t s  

is a l s o  L ~ c l u d e d .  A ser of r h e  suimzary sheets is t o  be 

nailed t o  t h e  C ~ n s c s ~ ~ ~  Ceardinatcrs monthly. 
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6.1 The Administrative Assistant is responsibfe f o r  

keeping  t h e  f o l l o w i n g  technician records up t o  date. 



Best Available Copy 



worked a miniwnn of 40 hours per week except for the holidays and leaye Micat& be 

HoXdays : - Date Eolida.? 



Pajments to which entitled: 

per dfe3 in 

Tenporary lodging allowance 

No-adults and children 11 or over: 

No. children rmder 1 I : 

Other (specify) 

(see details of papents made in forns attached) 

Best Available Copy 





Best Available Copy 



Add ' 1 





1 1k.m: A f f  iliiztim:, 

Fer i  0.3 







6.2. Personnel,  short  termer 

R e s p o n s i b i l i t y  of the Administrative A s s i s t a r i t  is to 

keep the fo l lowing Technicans Records up zo date. 



I, 

Dak of a r r iva l  : F l i  &it ; m, , iine : 
\ Depmdents accornpnying tecPiriiciaz (ram,  mht l92  1 : 

Ge?en&nts arriving 3% different  tThe *Am %e ~'Pi~i-ciar .  ( k z e ,  re lat ios . . )  : 

Dab of arrival: Fl igh t : ,  '97irr.e : 



t i o l i ~ ~ v v s  : 
Date -- 



Full per dieri in Fancy 

F& per diem in b&i 

Temporary lodging alllou.mce 

IP. ~ & d t s  & children 71 or over :  

No, c h i l d ~ r  wider 4 1 

Local travel eqenses 

O t h r  (specify) 

S m a r y  of p w e n t s  mceived frm Field Office: 
33, 

Per dim/teqoraly lodging a l lowance 

Travel reinhrsements 

Other direct sumost A . 







kte of 
3a+k or' Trsvel Travel/ 

'a~;?nent Transpor t  

Rs. 1%.  -._-.,---.. -.- ..._. --.-I_ 

- 
Da4%e Bat-are of support  I--- --T Per iod  covere6 



6.0 Other Records 

6 .3  Pro j e c t  Vehic les .  

Schedule P r o j e c t  Veh ic les  a n c  d r i v e r s ,  t o  meet approved 

t r a n s p o r t  r e q u e s t  b o t h  by e x p a ~ r i a t e ;  and l o c a l  s t a f f ,  i n c l u d i n g  

t h e  AED housekeepr.  

P repare  a n d  submit weekly duty  r o s t e r  and submit sane t o  

C. of P. through Administration A s s i s t a n t .  

Arrvlge  f o r  r e g u l a r  maintenance and s u p e r v i s e  same i f  and 

vhen t ime p e r n i t s .  O i l  changes should a l s o  be  carried o u t  as p e r  

maintenance manual. 

Xake spot  checks on t h e  t r i p  s h e s t s  of  v e h i c l e .  

Check on mete r  r e a d i n g s ,  2nd n i l e s  d r i v e n  on Litres p u r c b s e d .  

Carry out  road checks as and when p o s s i b l e ,  and v e r i f y  ~ h e c h e r  

t h e  v e h l c l e  i s  no t  ou t  of r o u t e .  

Arrange f o r  r e p a i r s  on r e p o r t s  given b y  o t h e r  pool d r i v e r ,  

?.laintab a a c c u r a t e  m d  complete up t o  d a t e  record  of vehicle. 









6.0 Other r2cords  

6.4  Reader file. (To be kept ip, Cabi.neT Yo. 13, 

Drawer 2 under I t e m  17.0) 

a. Pile TO 5e opened for f i l i n g  copies of all outgoi- ig  

le t ters ,  m e m o s  etc., i nc ludmg  t r i p  r e p o r t s  and le t ters  from 

specialists t o  t h e i r  u n i v e r s i t i e s  (Of f i c P a l )  . 

b. Letters t o  b e  f i l e d  In  c h s o n o h g l c a l  order .  

c. A s e p a r a t e  f i l e  t o  be n a i n t a h e d  f o r  each nonth. 

d. Tab for r5e year r e f e r r e d  t o  w i l l  bear the So. 1 7 . 1  - i ? 7 9 ,  

1 7 . 2  - 1980 etc .  



6 .5  O f f i c e  forms (Cabinet 13, D r a w e r  1) 

a. Clean copies  of all io rns  t o  be used by t h e  Office w i l l  

be prepared  and numbers given to each f o m ,  e.g. 79-001, 2 e tc .  

These f o r n s  w i l l  be f i l e d  in order in one f i l e  f o r  easy re' rereace. 

b Clean c o p i e s  of all forms to be r sed  f o r  1980 w i l l  also  

be prepared a x i t  nun--~ered a c c o r d i n g l y ,  e . g .  GO-001, 002 ,  erc .  

Stocks  of  each f o r 2  to b e  used w i l l  5e  made out  and kept 

f o r  use under  each heading .  (Specimen t a b l e  f o r  1979-80 enclossd) 



. 9  . . .21:13y'- L'L-C'L" -- 
T - . 
f C,-'  ,-> L-7. c i r i !  :.: - G' . ., - -- Best Available Copy -L;.Jq;:C 21" f . 0 ~  J w L L - \  - - . - - r  <I ~ ~ l t h ~ r i ~ ~ t l ~ ~  



A E I  candidates must be nominated initially by t ' f z e i ~  

Departme~lt Xeads to the Dean of the Faculty of X g r i c u l t w e .  The 

Dem forwards t h o s e  noin7hations which he endorses t o  t h e  FGIA 

Director who in turn makes the formal nomination (in ttrritingb to 

the CAED Chief of Party .  

.Although t h e  Chief sf Party and v i s i t i n g  stafr '  may v i s i t  i??- 

fomallv with p r o s p e c t i v e  candidates  about their career p l a n s  and 

~ r 3 g r a . n ~  a t  the C-AED ui i ivers i%ies ,  they can make no c o m i t a e n t s  re- 

garding candidate selecrion o r  placement until the folsal naank.- 

at ion  is recefved. 

1 Nominations jecone final only when :  

a) The candidate has presented a c c e p t a b l e  Tf4"cFL an2 ZRE scares;  

b) The candidate :has been admitted for graduate  s t s d y  by t he  
u n i v e r s i t y  t o  which assigned; 

s) The cadidate has been g + a r e d  stud:: leal-e by the Znive r s l t y  
of Peradeniy  a. 



7 , 2  Respons ib i l i t i e s  of Field Off i c e  

Current ca ta logs ,  s t acks  of admission f o m s  and other 

re levant  materials a r e  maintained for each of t h e  CAEB 

Un ive r s i t i e s .  

Specific a c t i v i t i e s  are defined reasonably well by the 

P a r t i c i p a n t  check list  or& 80-012). 

The Chief of Pzrty counsels the candidates ,  zssists those  

in completing fonns, answers ques t ions  concerning t h e  U.S. 

and. the CAED u n i v e r s i t i e s ,  and, in general, he lp s  t o  expedite 

t h e  process ing of the candidates.  

A t  t h 2  time of the f i r s t  intemiew, each cu ld ida te  is given 

a checkl is t  ai things  hat he/she has t o  do (Fom 80-014 - . 

Each candidare completes a d r a f t  ~ l O / f  (Ebm AID 1380). 

From t h a t  in forna t ion ,  t h e  Chief of P a r t y  prepares a  21011" 

Tor each group of p a r t f c i p a n t s  proceeding t o  one u n ~ v e r s i t y  

(see sample), The BIO/Ps are numbered cmsecutive8y t3rough- 

oct a given year.  The system is as follows: 
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c 3:xv-- :? 
fiL%sto_t? 

Al D/w 

TH1 RO COUNTRY 

4, U.S, TRUST 
ACCOUNT 

15. SPECIA:. PROV1410NS 

17. HGST COL:NTFVIBORQOv~EEfi /G RA?;TEE 

SIGNATURE . - . . 
See a$zzezez ex.- 2in2iczt;n~ a;2=.,--.7,1 cf 

T $ T L E  A&-.--*- '-'-.- [ T ~ T L E  1 



P A R T I C I P A N T S  
T R A I N I N G  REOUES'T FORI,? 

. ? - 
CZ-se :;ir:: 55 t+!:e~. b.- ' i a s ~  pzr'isi-3zntz L . A L  z t 212 I ?r,.s:-l7;zx 1 - - 

S k t e  universi%--- :Aic':? vF11 zlsc >rovi& co.&?se>ir,;, c ZZ>E~,- :  ILQT. 
A- - -  - - P .--, - o- c~ssertztion resezr:!?. :rit cl cce=tzricr,  r-spzrc:-j ::: 1 A fie -:-. c r ,  3e cc:.i-~ct?? 9 

ix s--i -hd-:a. 
- - > .  . T'e trzzn;z; p ~ o ~ z x  f oz these particin2nts ?;ill cer . t r ibutc c : r e c t l : -  ;O - w e  .? c, - - developnent of t h o  Zacul tg of r l L g i ~ u l t X e  z: i Past:zadi;zte i a s t i  tv- te  of .;--:cult-. 

. . 2% tii iinivexit--? c Z  3 e z a 5 e ~ ; z  in t c c c r h y c e  wi t : ?  ;ne ~ ~ 2 1 s  0x5 0 j j e ~ t i j ~ -  of 
i . 7 - . . ~ n e  A r ~ i c u l t i i i  ~ d u c z  c o n  G e ~ e l o p ~ ; e n t  *a jeei,. C'+i - a  - -A - 6z~szrtztion rescz-zh 
;:ill be d i r e c t e i  t o i : a 5  r o b l e l s  of r e l s z n c e  i n  C r i  la?& a d ,  q o n  c o z ~ ~ l ~ : i o n  

- - - .  A. 05 r , ti:. p ~ ~ t i c i p s ~ t s  i i l l l  ret i l l .  ,o alr-zt:: es t zb l i s i ed  ?a'acxz; . . , . . ,. - .  
< ? ; ze $52 t_=ir_iiT?~ =2ce j ~ r ? ~  ;cs::ior.r in : :ale t n y  r z m  Irneo:atsly &qC 2irect.l:- cz,,- 

Best Available Copy 

- 
C A D E M I C  T R A I N I N G  ONLY: DEGREE OBJECTIVE -y-- 

MAJOR F E ~ O  OF STUDY see 2.5~72 



L i : . .  i 1 ;;? j ',-v-;," ' '4- / 7 -:-j..kj'"'; 

., uw.., ou w) CAPITALIZL OH v b ~ ~ r i ~ ~ t i i  L L D ~ L  b y l l h A K t  t k : ~  4 t ;  . , . . . , .  , - ., .I ...-. ..a. ,... . .., . , , ; . I J , . . .. . ,. . - ' i .  -': .-:I. 1 , i  - - - - - . - - - - - - . - - - . - - - 
4-  H O h r i f M A I l  (NU AD[>C1LL> CIT Y O A  T O W N  ( I 4 3 4 E J  

S T R t f 7  ( [  11-36) 

10. LANGUAGE PROFIC IENCY 

. ENGLISH LANGUAGE PAOFjC lENCY 5 7 A T U S  fChrrk approprbrc box) 

D TEST WAIVED D F U R T H E R  TRAINING NECESSARY 

SPEAKING 
L A N G U A G E S  

PROFlC:E.NtY 

IN OTHER 
LANGUAGES 

1. FURTHER TRAINING NECESSARY El HOME COUMRY D RECElVlNQ COUNTRY 

31.  1F v O U  HAVE LIVED. STUDiED, O R  TRAVELLED ABROAD, COMPLETETHE FOLlOWtMG 

- TCTAL . HIGHEST D E G  RE€ O S T A 1 ~ E D ~ f C ) s c c k  one} (M14) 
YEARS fi BACH O F  ARTS MASTER O F  

COMPLETED 

. L~ST %ELOW fN CHRONOLOGICALORDER,  ALL SCHOOL5 ATTENDED. l N C L U a E  PRIMARY, MIDDLE OF? SECONDARY ZXX3Cp 
U S I V E R S I T I S ,  VOCATIONAL OR TRADE SCHOOLS, (Use rrnrhuarbr.  &ccr bf neccssur)] 

NAME OF UhiGUAGE O F  
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Assistance Provided by CSAIE 

Upon receipt from t h e  Chief o f  Party of the PIQIP and 

relevant information from the Lhiversi ty  involved, the  GSAID 

Training Officer prepares a Fonn IM-66A for each participant. 

(The p a r t i c i p a n t  mus t  present t ha t  form t o  the U.S, Consulate 

at t h e  t h e  he/she a p p l i e s  fctr a U.S .  v i sa , )  

The t r a i n i n g  o f f i c e r  a l s o  assists informally i n  var ious  

ways t o  expedite t h e  ~rocessi,,: of the p a r t i c i p u l t s  and spouses 

who may j o i n  them later, 



1 Cm,c X d J 4 [ ) I ; / Y  1 CERTIFICATE OF E L t G I B l t l T Y  FOi i  E X C H A S S E  YtSlTOR (J - 1 )  ----- STATUS 
1 PART 1 - IT BS H E 2 E B Y  CEZTiF!ED THAT: 1 

2 .  m PANADUTW S R I  L m U  
ri ( l r  I , f M Y ,  i r  our1 .7  

/ ? i  
I 

NIYA 5 i 1 Permis vrstrar s .mmec!lo!e iarn!ly 

c/o PE&WSYLVANIA STATE UNIVERSITY tc enter U 5 sepcro*ely 

I be r p o w r c d  by L!C AGENCY FOR IhTEIW.4TIONAL DEtZ'WP%LE?;T, U.S. & T Z K S . i i I U N A L  DE%ZLOP.S!EST COOPERATIOX 
to parciapate in thc EXCTrUNGE bTSXTOR PROGiUM NO. C-2-0263 which is s d  d d  and :s o f t i c d v  dacribcd as folioy: 

@ f t h c  Agency for I ~ t ~ l i o n i d  Dcvclopmcnt, U.2 In&7nutroMf Dmefopmrnt  Coopcratio- Agency t o  bnng pw:ici.pants :o :hc i;'nr:rd Slafc; 
g. ncademit study.  obsrrvatwn or connrltotion in kr+ng b r h  ihc objcc:ivcs of hurrsn resource denelopmcn: ar con:&rd In the fore+ 
Act of1961 as a m r r d c d  

1, i s  for farsr~ly travel or replaces a Iost form, the expiratton dare on the ~xchange vrs8rar's 1-04 !I.-- 

, Speciaiist. 

engaged In i s  

perm3 mered by this form, IK i s  estrn 3 r d  That the foilowrng frnanctal U.S. $1 wtil be provrded to :his exchange vlsltar by 

Program Sponsor in item 2 above s 
uowrt frcm oroanrzations orher than the scwnsar will be ~ r o v r d e d  bv one o'r more of the lollowina: 

5 .  Go%rnnxnt Aoency(ies1: (Agency Code). 5 ,b2 (bcencv C d e ) .  .$ 

:rna:ional Omanizationfr): (Inr.  Org Code!, s :c2. !In?. Oq. Code1.S 

! Exchange Visitor's Government 

) bmational Cornmrrs~on of the vlsttor 's Counlry 

other orgenizattons pcov:drng support 

( I f  necessary, use above spaces 
for <undrng by multiple U.S. 
Agenoes or Inti. Organizar~ons) 

7 .  R.M. SingZeton,Chief, P r o j e c t  Eevelopnent & 
(~..'.jnr of OJy.cs! ?rpznng Form) fd-ir:el Support 

E?;DCRSE'rlEST OF fC?;Si:LAR OE !VVlGRATiOl .c  
S F F i C E R  R E G A R Z i l h G  SEC:iCjN 2 ' 1 2 ; ~ )  S F  T H E  I M A .  

m n t  of Comuiar ~ 7 r  !mmqracion Otftcer regarb*PG k 21 ?!el 
~ q a r r o n  and Natarairza?~on A c i  I S  nccersarv b c 3 b S e  

?it A I D  PARTICIPANTS A R E  S39JECT Tr3 
'dE TWO YEAR RESIDE?+CE RECU~F%E%<E.'-IT 



8.0 Procurement of  e q u i p n e n ~  , books 

8.1 General d e s c r i p t i o n  of  procurement process  

Respons ib i l i t y  f o r  i d e n t i f y i n g  equipment and l i b r a r y  

reques t  items rests p r ima r i l y  with t h e  departments/boards of 

s tudy,  w i t h  t h e  a s s i s t a n c e  of v i s i t i n g  staff  and c o u n t e q a r t  

departments i n  the W D  u n i v e r s i t i e s .  The PGIA/ ~ a c u l t  y l i b r a r i a n  

plays an a c t i v e  r o l e  i n  i d e n t i f y i n g  and process ing l i b r a r y  ac- 

q u i s i t i o n  r e q u e s t s ,  while P e m  S t a t e  s e n e s  as the l e a d  CAED 

u n i v e r s i t y  in t h i s  r egard .  

RequesC l i s t s  are prepared by the field of f ice  ut if i z ing  

s p e c i f i c a t i o n s ,  p r i c e s ,  etc. , received from t h e  departmenrs,  

and forwarded t o  Garvey in Washington. I f  a d d i t i o n a l  informat ion 

i s  desired, o r  i f  f u r t h e r  checkin3 is needed v i s  a vis sone i r e s ,  

Garvey i s  so  i n f o m e d .  

AfCer necessa ry  v e r i f i c a t i o n  uld  ocher  f ~ l l o h u p ,  Garvey passes 

equipment requests t o  Frulklia Export Traders, o u r  p u r c h a s b g  agent, 

and book r e q u e s t s  t o  "The Book House" f o r  a c t u a l  procurement. 

Journal subscript i ons  are handled directly by the Academy. 



8.2 R e s p o n s i b i l i t i e s  of F i e ld  Of f i c e  

a. Requested i t e m s  are typed on to  s t andard  forms f o r  equipment 

(Form 8O-Ol3), books (Form 80-016) o r  p e r i o d i c a l s  (Fom 80-017) as 

appropr ia te .  

b. Each r eques t  i s  submitted t o  t h e  Chief of Pa r ry  through t he  

Dean and PGIA D i r e c t o r ,  both of  whom endorse it .  Form 80-015 is f o r  

t h i s  purpose. 

c. The approved r e q u e s t s  lists a r e  forwarded t o  Gamey f o r  

process ing and procurement,  with copies  gohg a l s o  t o  t h e  D i r e c t o r ,  

Dean, Department Head, L ib r a r i an  (in the case of 1Yi ra ry  a c q u i s i t i o n s )  

and the  USAID/ SL Prcl j e c t  Of f i c e r .  

d. Procedures  f o r  ob t a in ing  USAID concurrence w i t h  r e q u e s t s  are 

st ill being deve ioped .  

e .  L i s t s  of equipment i tems prepared by t h e  purchas ing agent 

from t h o s e  submit ted  by t h e  f i e l d  o f f i c e  a r e  r e t u rned  t o  t h e  f i e l d  

o f f i c e  t o g e t h e r  wi th  c u r r e n t  p r i c e  quotar ions .  Those lists a r e  in- 

spected by t h e  r e l e v a n t  departments  f o r  accuracy,  e t c . ,  and are then 

re turned t o  Gamey w i t h  a u t h o r i z a t i o n  r o  proceed w i t h  purchase  o f  t h e  

lists as co r r ec t ed .  
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A g r i a c l t x n L  %caticr. Deve loper i t  T r o j e c t  
? ~ s t g r a d z s t e  Ins t i tu te  92 b g r i c ~ t u r e  

University of PeAmdeniya 

M e m o r a n d u m  



8.3 Transfer of t i t l e  to PGIA 

All i t a s  are transferred +o t h e  PGIA immediately after 

checking upon arrival in the country. Foms 80-008, 80-009, 

and 80-010 are u t i l i z e d  for this purpose. 

After initial presentation and acceptance, all i t a s  are 

ver if ied through phys ica l  inspect ion  by the P GIA Assistant 

Reg i s t r a r  and t h e  f i e l d  o f f  i c e  administrative assistant, who 

verify that the t r a n s f e r  L i s t  i s  correct. These transfers are 

nwbered serially throughout each year preceeded by a year pref ix .  

A permanent f i l e  of executed and verified ~ r a n s f e r s  is 

maintained by- t he  Chief of Party, Copies of each transfer are 

d i s t r i b u t e d  as ind ica ted  on Form 80-009. 



Academy for Educational Development. Ins. 
The Pennsylvania State University 
Texas A&M University 
Virginia Polytechnic Institute and State University 

Attached i s  a Transfer of Title 30, --- listrns 
i t e m  purchased =der the  A g r i c x d C i l  Ziucation Develo-pent a o j e c t  i h i c f i  
hare just been received in Sri L z z a  fron 

. 

- On behalf of the S D  =oroject, L wish to presezt t he  zatezitls listed on 
the ref ere~cecl t f er to the ?ostbm6uate Izsti tate of Asiculdxre ia accord- 
=ce w i K i  t i e  agreegent governing the -%eject. Please indicate yom acceptance 
of t iese itezs by-re-g one simed cop;- of the zt4ached t o  32.7 office for 
om fFles. 

Toe ?rice or val-e of ezch i tm is eitS.er sho;jn 02 the t m s f e r  fom or 
will be prsvided to you a t  a l a t e r  date.  



T, -ne r 
itsr?s listeO below have been p.=ci.rse3 ioz t : le  A;;ricu!tu_~i -ucztion 

3evelnp3ent P r o j e c t  an a~tharized undez Unite5 Izzte; .&~nc:; f o r  inter?,?',io.lzl 
4 -n -  , 4- L - 3  - Developnent IJeptiate:! Contrzct 50 .BID;:?.SI\-C- I :.; i , L& A c a d q ~  Zfo rjciisz- - - tional Devclopnent Inc.  n -n accor&.nce wi th  BCl i t ior ,+l  Geserzl Frovision -1auo~ 

5 oT tha t  C o n t r r c t ,  t he  belo-.!-Wed itens c e  here5:r ?resent& -lo t h e  7oo-i- 
5 ~ z l u a t e  I n s t i t u t e  of A$cult+;-e of ~ n e  k i v e r z i t y  of Pe-%deniyz for use L1 
acco r r iwce  1.5tn the -?reject ?la. 
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9.0 Receiv ing  and Shipping  

9 . 1  Incoming P r o j  e c t  Shipments 

In  r e g a r d  t o  Incoming P r o j e c t  (Surface) sh ipments ,  e. g .  

General E l e c t r i c  Appl iances  f o r  P r o j e c t  Housing, or! r e c e i p t  c f  Bill 

of Ladizg,  a l l  p a r t i c u l a r s  i n c l u d i n g  name o f  v e s s e l ,  number or" pack- 

ages and their w e i g h t s ,  E . T . A .  e t ~ .  , are conveyed t o  t h e  C l e a r i n g  

X g e r , ~ ,  3essrs E. E. Creasy and Co. , who will under i ake  customs c l e a r -  

ance,  h a n d l i n g  =d t r a n s p o r t  arrangements to Kandy. 

In t h e  c a s e  of  un-accompanied a i r  p a r c e l s ,  a copy o f  che  air- 

w a y  bill is obtained f r o n  the A i r  Line upon a u c h o r l z a t i o n  of Chief of  

P a r t y ,  =d wizh t h e  n e c e s s a r y  customs forms o b t a i n e s  fron and correcti;: 

c o ~ p i e t ~ l  at +,he C u s t o z ~  Lang Xaom, Colombo, w i z h  the h e l p  o f  

a u t 5 o r i z e d  ?Jharf C l e r k ,  t h e  p a r c e l  could be c o l l e c t e d  f r ~ m  t h e  A i r  

Parcel O f f i c e  zt Katmayake A i r  P o r t  a f t e r  paying c u s t o a s  c h a r g e s ,  i f  

asp. 



9 . 2  Incoming Personal Shipments, including Bouse Mold Effects 



9.3 Ourgoing Air Shipments , Pro j  e c t  

Outgoing A i r  Shipments (Pro j  e c t )  s u i t a b l y  packed, secured 

and addressed,  a r e  taken f i r s t  t o  t h e  Pan Am O f f i c e  i n  Coloabo, 

where t h e  necessary documents are p repa red ,  and t h e n  on Eo t h e  

A i r  F re igh t  Customs O f f i c e ,  accompanied by a Pan An r r p r e s e n t a t i v e .  

Af ter  customs examination and Seal ing  of the packages, they a r e  

next t aken  a d  handed o v e r  t o  A i r  Lanka Fre igh t  Of f ice .  



Best Available Copy 





9 .4  Outgoing Surface Shipments,  Project 

A l l  arrangements regarding outgoir-g s u r f a c e  shipments  are 

handled ,  upon r e q u e s t  by Chief of P a r t y ,  by t h e  c l ea r ing  agents  

Xessrs E. B. greasy and Company., who forward c o p i e s  of  s h i p p i n g  

documents along with t h e i r  b i l l  o f  charges. The bill of lading 

and particulars of the shipment are forwarded to t he  Consignee 

as soon as t h e y  a r e  available. 



9.5 Outgoing Household E f fec t s  a t  end of Tour. 

Q u o t a t i o n s  a r e  received from Freight H a d l e r s  and packing  and 

Sh ipp ing  firm, i n c l u d i n g  E. B. Creasy  and GI., a f t e r  t h e i r  r ep re -  

s e n t a t  i v e s ,  a l o n g  w i t h  an o f f i c e r  from t h e  Department of A n t i q u i t i e s ,  

have p h y s i c a l l y  i n s p e c t e d  t h e  goods t o  b e  s h i p p e d ,  i n c l u d i n g  l o c a l  

h a n d i c r a f t s  of  b r a s s  o r  other a n t i q u e s .  

X s c h e h l e  of t h e  rares quoted i s  p repa red  and the f im s e l e c ~ e d  

is awarded t h e  c o n t r a c t ,  after o b t a i n i n g  t h e  a p p r o v a l  o f  t h e  Acadmy 

and t h e  E n i v e r s i t y  concerned.  M l  ar rangements  r e g a r d i n g  packing, 

t r a n s p o r t ,  customs c l e a r a n c e ,  i n s u r a n c e  and delivery in the U . S .  are 

handled by the firm. The T e c h n i c i a n  h z s  t o  appea r  i n  person, a long  

with t h e  Agent ,  for Customs c l e a r a n c e  of the entire s h i p m e n t ,  

Charges are t o  be b i l l e d  t o  Coordinator Interr ia t  ior,af  ? rog ras ,  

P e s n s y l v a n i a  S t a t e  University 
C o l l e g e  of  A g r i c u l t u r e  
240  A g r i c .  A b i n i s r r a t i o n  Bldg. 
I k i v e r s i t y  Park, Pa.  16802 

Virginia P o l y t e c h i c  Institute and S:aze University 
College of  Agriculture and L i f e  S c i s n c e s  
Blacksburg ,  Virginia 2A061 

Texas A .  & X.. C n i v e r s i i y  
Internat  l o n a l  ?rogrms 
C o l l e g e  Stat ion, Texas 73843  



kll outgoing mail (or ig inals)  to be sent bj aim 

postage to be obtened from Ab. A s s t .  ad a Petty C a s h  slip 

entered for the cost in- and rekmed to (~~eci&n 

Petty Cash slip enclosed). 

Plemos to the Consortium Coordinator bear a serial nlmber 

(230. 80-1, 2, etc.). TmeeaMitional copies of t h e m e s ; o m t b a  

taken, one f o r  posting t o  the C.C. by pouch (it necessary), one to 

the Chief of M y  and =other fox the Reader fL31e. d i t f o d  

copies may be sent to o t b r  pzJlrties on instxuction f-mm %he C,af P, 

A l l  letters to the C.C. w i l l  be accoqariied by a zemo of ,30sta 

which w i l l  briefly describe the i t e m  being sent. (~?eci%n of 

memo 3f posting enclosed). Oe*rgi idL meno w i l l  be atkcheb to 

the o r i g h z d  letter, the dupEcate to copy @ing by pouch 

a d  the triplicate attached to the l e t t e r  Co be filed in the 

Sealer file. 

All c o d c a t i o n s  to the Consortim Coordinator w i l l  be sezt to: 

A c & e q  for Educationd2. D e v e l o p a t ,  1414 Ts7exntpEeccad S k e e t ,  H,V, 

'r;asEa&oa D,G,XlQ3'7, U,S,A. 



Academy for Educational Developmen!. Inc 
The Pennsylvan~a State U n i v e r s q  
Texas A&hi University 
Virginia Polytechnic 1nst:tute and State Cniverstty 

.+cadernv fer Educai:onaE 3 e s e : o ~ q r n t .  !nc 

DATE: 

TO: 

MESSAGE: 





Outgoing tele-s w i l l  bear a serial ntpolbes P80-1, 2, etc. and 

w i l l  be typed on the standrr.* Z ~ i a  f o r  fore ign  telegrams issued 

by the p o s t d  authorities. ( ~ p e c b e n  tele- lorn enclosed). 

?our copies or9 the tele a=,, tole +.* C.7. by*-, 

one ta t?le C. of P., one to the A h .  &st. an2 m e  for the  Be&er 

f i le .  

A receipt for the cost of the telegcan w i l l  be issued by the 2.0. - 
and t h i s  amount w i l l  be entered on a Pet* Csah sup and banded to 

the Ab, Asst. 

Telegrams sent to the AXD dl3 berr the following te lepaphic  

-ss: ACADE, Washingkon .E 89660, USA. 



TELEGRAPHS 

i 

O h  
a-qz;' 

i G U ~ S U  tee CC+A ' G ~ ~ T L  5 5  8$3 
aa@uq Foreign Telegram Z' -. C~*W*J )  o D P ~ L ]  

~ $ 7  Jb~Code  J 

I;ur Inalmdronx LW bark I 

cde63 1\,'zm. 5&~9 C'E ~ 5 ~ 3  cfz<L'," .l?=-)!ZA '?a ;I-: -. .. ;L / ~ i .  E! j,2! /m. 
Cgnh-6  i t c . i a s ~  i ; z s l a . ~ ~  ~ 4 ~ ;  5 '  Il'orua i 

11- :Oiiice af -n. Routrt and Service 1 i c r ~ ~ f . ~ ~ -  1 
Insrructmns I 

!31$+LL ., 
~ G g ~ s ~ ' S r n t a t  J 

- E , Y ~ ~ . ~  " 8 & ~  ~ d ! e .  " L ) T ? ~ T ~ ;  
eZa(;o .;%h d &&a ctl+ : I 
"mn.?sam", " r o $ 3 ~ $ ? s ~ ~  a7.s SLLS 

!'- 
I i , 3 3 j u u : / S n r n e :  

UL@-F - a " w+u 9jgg?l..;;wikr 1 @3*m i f iar~ s $ y ~ ~ p s r s z  : 
Special innrurtiorn by Sendcr s b o ~ ~ t j  G u ~ g a l m n u z . r  -: 
" Route ", " W!_r Paid " k c .  -- r--..-<-* ' - - -  ,,-.- I L-=-P*;AddresC f 



a. BU. hc- letters will be date sLarnped and referred Z;a dh. of 

Pa*, for neeessay action. 
b, In the case of incoming telephone messages, all de*&ls of ehe 

message WL.U IX entered on a e  p m  fom (for entering nesm.ges3 

and kept on the C. of P t s  desk, 



R E C E I V E D  



M 

of 

Phone 

I 

Messase 

Operator 



Academv ior Ed~catlonal Development. Inc 
The Pennsylvania State U~lvers i t?:  
Texas AlLM Umverslty 
Virginla Polytechnic 1nstl:ute and State Unlversitv Best Available COPY 

follows : 



Pcsiif or,: - -  - - - - - -  . - 



11.1 J O B  DESCRIPT1Oh.S - SELF EXPU':ATORY 



R e s p o n s i b i l i t i e s :  In  g e n e r a l  terns, t h e  P r o j e c t  S e c r e t a r y  is r e s p o n s i b l e  for 
typing, main ta in ing  a c c e p t a b l e  q u a l i t y ,  r ep roduc t  i o n ,  d i s -  
t r i b u t  i o n  and f i l i c g  of a l l  correspondence,  r e p o r t s ,  and  
o r h e r  w r i t t e n  m a t e r i a l s  (excluding f i n a n c i a l  and account  ing  
r e p o r t s )  produced th rough  t h e  P r o j  e c t  . I n  a d d i t i o n ,  t h e  
S e c r e t a r y  is  r e s p o n s i b l e  f o r  s u p e r v i s i o n  o f  t h e  w o r k  cf 
teqmrary t y p i s t s  shou ld  such b e  r e q u i r e d ,  and f o r  dis- 
bursement and account ing  of P r o j e c t  p e t t y  c a s h  funds  i n  the 
a b s e n c e  of t h e  A d m i n i s t r a t i v e  A s s i s t a n t .  

0 Duties: The S e c r e t a r y ' s  d u i i e s  s h a l l  i n c l u d e ,  but  n o t  be limited t o ,  the 
fo l lowing  : 

1. Type a l l  P r o j e c t  l e t te rs ,  r e p o r t s ,  m e m o s ,  f o r n s  and o t h e r  p a p e r s  in a 
c o n s i s t e n t  and p r e s e n t a b l e  fomat  ; 

2. ?!i;?tah high s t a n d a r d s  of  q u a l i t y  in t y p i n g  and r e p r c d u c t i o n ,  including 
making c o r r e c t i o n s  t h a t  a r e  v i r t u a l l y  i n v i s i b l e  t o  t h e  reader; 

3. Copy and d i s t r i b u t e  all P r o j e c t  r e p o r t s ,  let ters and o t h e r  documents z s  
p e r  d i s t r i b u t i o n  l i s ts  and filing r e q u i r ~ i n e n t s  ; i n c l u d i n g  c o p i e s  for Z h e  

r e a d e r  and Chief  o f  Party files; 

4 .  P k i n t a i n  a c o a p l e t e  and up t o  d a t e  r e a d e r  f i l e ,  and present it t o  :he 
Chief of Party on Xonday of  each week f o r  h i s  review; 

5 .  Xzin ta in  current l o g s  of a l l  t y p e s  of materials numbers2 in sequence: 
cab les  t o  Acadeny; c r i t t en  c o m u n i c a t i o n s  t o  Acadmy; nmoranda t o  
ADOIUSAID (Anthol t jWilson)  ; a d m i n i s t r a t i v e  f o n s ;  r e p o r t  s e r x e s ;  
o t h e r s  that nay be i n i t i a t e d  i n  t h e  f u t u r e ;  

6 .  Xz5.nczir., P r o j e c t  files as r e l a t e d  to t h e  c a t e g o r i e s  o f  work d e s c r i b e d  
above; 

~ 7 .  S u p e r v i s e  t m p o r a r y  t y p i s t s  when such a r e  r equ i r ed ;  

8. 9 i sSurse  ~ a i n t a i n  a c c n r a t e  records of  petty czsh e s p e s d b t c r e s  xhez 
t h e  A & i n i s t r a t i v e  O f f i c e r  is a b s e n t ,  fo l lowing  established procedures  
f o r  s a e ;  

9. Report  t o  t h e  Chief of  ?arty d a i l y  up02 arrPv--l 2: c f f i c e  te $;? da>-'s 
a c t i v i t i e s  . 



. . L  

Zespcns ' i5 i l i t  i e s :  I n  g e n e r a l  t e n s ,  t h e  A2ainistrzr i v e  As-sis:ant is r e s p c n z i b l c .  
ucde r  the Chief o f  P a r t y ,  f o r :  f i 2 l d  c i f  i c ~  k . ~ d g c t s ,  rc?cc 
disbursements, a n d  f i n s n c i a l  records;  p e r s o c n e l ;  o f f i c e  n a n a l r -  
ment; a n d  keeping t h e  C ? i i e f  of P a r r y  i z f o n e ?  a n 2  up to d a t e  
at all times on a l l  a c t i v i i i r s  and re.jilircl?lents of the P r c j  ec: 
admlnisrrative o f f i c e .  

h t i e s :  Korking u n d e r  the d i r e c r  s u p e n - i s i o n  cf t h e  C5ief o f  P a r t y ,  the A h i n -  
i s t r a t i v e  kssisfant ' s  d u t i e s  w i l l  I n c l u d e :  

1. Budgets, d i s b u r s e n e n t s ,  financial records 

* %'sire p t y n e n t s  for local rupee expenditures as authorized by Chisf 
of  Party, such payments to be made o n l y  on t h e  ba s i s  of necessary  
documentat  ion;  

* Y a i n t a i n  up to ciate, accura te ,  complete, azld n a t  f i n a n c i a l  records 
in accordance w i t h  system approved by Chief of P ~ r i y ;  

* Prepare  monthly p e t t y  cash r q o r t s ;  

* Prepare cash f l o w  p r o j e c t i s n s  monthly f o r  month ahead, and o t h e r  
p r o j e c t  ions  as r equ i r ed ;  

* Prepare monthly, quarterly and annual surrnaries of f i e l d  off ice 
e s p e n d i t u r e s ,  i n  a c c o r d x c e  with approved f c ~ . a t  and procedures;  * 

* Noni tor  P E D  House accounts; 

I * % n i t o r  a l l  ProjecE v e h i c l e  records an2 accocncs. 

) 2 .  Personnel  

* .h t lc ipete  need and arrange for t e c p o r a r y  he17 as anchc r i ze5  5p 
Chief of ? a n y ,  a d  ~ a k e  necessary r r rangez lencs  for L-orking space, 
s - p p l f  e s ,  f u r n i t u r e ,  =d e q z i p ~ e 2 r  ; 

" Cpen f 2 l e  on vis i : ing  staff vhen n o s i n a t i r n  is approve5 by S G I A  
DirecZor ; 



* Organize  o f f  i c e  ac t  i v i i i e s  t o  i4c;i i t a i e  r i a t l y  a n d  p r o p e r  cozplet i c n  
of work to b e  done;  

* Repor t  to the  Chief of Part:,. d z i l y  upcr. a r r i s a l  2; c f f i c e  to pls:; 
d a y ' s  a c t z v i t i e s ;  

* Arrange  a rieekly m e e t i n g  of n z c i o n - l  staff w i t h  Chie f  of P a s t y  Lo 
c o o r d i n a t e  v o r k  and a c t i v i t i e s .  

4 .  R e p o r t i n g  to Chief of Party 

* S r i e f  C h i e f  of P a r t v  d a i l y  on s z a t u s  of  activities undercay, prcb-  
leas, and P r o j e c t  r e q u i r m e n t s ,  a d  a l e r t  hi- to m a t t e r s  c h a t  mzy 
rtqcire his at  tent ion  ; 

A r r 2 ~ ~ e  weekly  d e t a i l e z  b r i e f i n g  f o r  Chief of P z r t v ,  to i n c l u d e  
a c t i v i t i e s  ?lmne< f o r  che coning week, m t l c i p a ~ e d  n e d s ,  2nd 
r 2 p o r i s  of  a c t i v i z i e s  and accomplis?czents of t h e  past week. 

6 .  F e r f c r z  ocher  f c n c t i o n s  as d i r e c t e d  b:"- t h e  Chief  a5 P a r t y .  

Best Available Copy 



S u p e r v i s o r :  

. . -  D u t i e s :  T h e  c u z i e s  of rhc- General  Ser7.ricrs C i e r k / i ; s i i s t z n f  S k c r e t a r y  shall znc-cck. 
b u t  r o c  be  l h i t e d  to: 

1. P r o j e c t  housing and f ~ m i s f i i ~ z s  

- :- Prepare and main ta in  a  deraileC 2-2 ~ n r r e n t  i n v e n t o r y  of 211 Project  
f u n - i s h i n g s  in accordance w i t h  t h e  esta5lisheZ s;:szer; 

* Assign appropr i a t e  n m b e r s  t o  e s i h  2nd ever; i c e =  l i s c e d  in inventor;; 
and p l ace  t h a t  n m b e r  pemaneccly on the i t e z ;  

* %ke p e r s o n ~ l  maintenance checks of each Pro j ec t  hause ;r.zntPIly ro 
i d e n t i f y  m a i ~ t e n a n c e  a26 r epa i r s  n e e d e ? ,  i: t r . : : ;  

Arrznge for necessary repairs to be made tc P r a j e c t  h o u s e s  and!= 
f u r n i s h i n g s  upon r e q u e s z  of the occu;ianr a n d  z~Z imr i z2 ' e iw .  CI: t-2 

Chief  of P a r t y ;  
I 



?. 
ntcc: . r ; i ry . d Best fi.i. , Available . . iiiiz. . .. . .  . . - . '- . Copy . , -  . .  , - . . . - . .  '...- - .  -,*:I ' . . . , a h i p c : : ~ : ;  f i l i e  , i5 c - , p r .  < .  , .%I . , ,.->a, -i ; 

. . 
C1- ; T- a * - 3 *  

. . * Sent: s h i p p i n g  i c c o c n t r  f o r  cuz~':i;:, . - i .Ls  LC- ~ P C I ; , ~ C ~ :  k : e ~ l -  
. . "rely, and i c f c rz  hy c a b k  F - - - - - - .  a - . A ..& r e :  -c17:az t d a * -  -c i t 2  b~ s i n t  wter 

t h e  s i g n n t x r e  0 5  t h e  C h i e i  cT 13zrr:;) ; 

* - * Xaincain 2 10; oi a l l  inccr-i-g J:?? ocrg3:i.g i - c l u c ~ ~ g  
( f o r  incor ' ing)  l z t e  s h i p p e d ,  c-rrier, airk-ay b i l l  o r  bill of  lad:-- 

c 

nazhery  d z t e  arrivtc' in Coio-:jc, i-:e rece ive< i n  P e r a z c - i y a ,  nale 
o f  c l e a r i n g  agent ,  c l e a r i n g  an2  t r a n s p r :  c l a r y r s ,  2nd  g e n e r a l  

- d e s c r i p t i e ?  of  c m t e n t s .  For o u t g c i ~ g  s k i p z r n t s ,  i n c ~ u a r  d a t e  
- .  s h i p p e d ,  c a r r i e r ,  y b i l l  or i of  l a a r g  n u z s e r ,  ~ s a e r a l  

d e s c r i p i i o n  of c o n t e n t s ,  and ~ o n i i ~ a r i o n  ~ 5 ; :  reci?ienc has r i -c; i i7cd 
it. 

3. Local pro cureqent  

Procure o r  a r r z n g e  f o r  procurezext  of all l o c a l l y  purchased goods, 
s u p p l i e s ,  2nd s e ~ ~ i c e s  as a u t h o r i z e d  by t h e  Chief of ar:::. 

* %inta in  d e t a i l e d  znd up to date i n v e r . t o q  of 2:: pro jpc ; -n rocur re  
o f f i c e  f i ? n i t u r e  znd equipxezi ; 

" A s s i g r .  a p p r s p r i a r e  nu~bers t o  ezch and ever)- it= l isred 5- +-be 22- 
ventory ,  and mark szne p e m a n z ~ t l y  on each it=; 

\ 

* Arrange for prcper  nainzeaance 2nd repair of 211 ofc'-; A A%-.L ecxi-.-=-- +- -.I a- 

and f s c i h i i i e s ;  

c lear ly  marked sczpl:< 

- 9  * Z s t k a r e  neees f o r  s c p p l i e s  Z T . ~  acvise C h i e i  of P z r t p  x-5th s-;fficie:.r 
s n t i c i p a t i o n  tr pz-i t  t h e i r  t 2-21~ ? r o c u r E e z t  ~ 2 2  deli--- . ~q-; 



i Report to :he C h i e f  of P;r:y dail;? upon o r r i v a l  ;;- - , r r =  . , -ce L C  pLcn da:.-'s 
ac t  i v i t i e ~ .  

Best Available Copy 



I P O I  

S u p c n i s c r  : CAED Chief of P z r t y  Best Available Copy 
R e s p o n s i b i l i t i e s :  I n  g e n e r a l  t e rn s ,  t h e  Sex io r  Dr ive r /  Car Pool ? ~ J E ~ E I  is 

r e s p o n s i b l e  f o r  s c h e d u l i n g  u s e  of P r o j e c t  v e h i c l e s  in 
response to approved requests, c a i n t  e n a c e  and re?air  ~i 
Project vehicles, m a i n t e n a c e  of r e c o r d s  on e n c h  vehicle, 
a n d  d r i v i n g  as required. t i l t h o u & h  under the general 
supe rv i s ion  of t h e  Chief  of P a r t y ,  day  to day s u p e r v i s i o n  
Is p r o v i d e d  by the A d ~ i n i s t r a t i v e  Ass i s t an t .  

D u t i e s :  The  d u z i e s  o f   he S e n i o r  D r i v e r / ~ a r  P o o l  :-hnager sha1i i r .c lur ;e ,  5u: 
not be limited to: - 1. S c h e d u k  Froject v e h i c l e s  and drivers t o  most a d e q u a t e l y  nee: approve2 

t r z n s p o r t a t  i o n  re~uests; 

9 
L .  Prepare weekly d u t y  rosters for dr ive rs ,  including self (to be subnitred 

to i ida in is t ra t ive  Assisrant and Chief of P a r t y  by  noon on ez::? Xozd-y);  

3 .  P r e p a r e  d a i l y  =d weekly check liscs of cleaning and ~ a i n t e r . ~ ? c e  to be 
performed on each veh ic le  by drivers, and assure t h a t  these jobs - r e  

done; 

4 .  Prepare r c g u i z r  m z i n t e n n c e  schedule for each Project ve i i c l e ,  Z r r z T p e  
f o r  s a d  supervise maintenance according to t h a t  schedule; 

5 .  ?!zincsin coaple te ,  accc ra te ,  up t o  d a i e ,  and neaE v e k i i i e  o ? e r ~ r i o n  a d  
rr.rintexance records i n  accordance with the approved s y s t e . ;  

7 .  Pegula r lv  ask Zrivers and expatriate staff to r l-port  Oefects Ge:+cre3 ir 
any F r o j  ect v e h i c l e s  ; 

9 .  Ass.;re t 5 z t  P r o j e c z  vehicles are driven s a f e l y  cecrte-=sly zt 211 
t k e s ,  r e g z r d l e s s  of v k  z a y  be in t h e  vehicle;  

10. -42-e~: ihc AL:histrztive Assistmc of ant ic i sz te9  neazs icr c.;:>l'_es, - 
r q a i r s ,  k s u r a n c e  p r m i u n  p a p m ~ i i t s  due, e tc .  ; 



for 

Supenri so r  : C Z D  Chief of Pzr24- ( t k m ~  31 car pe.1 ~ ~ - 3 e r  z ~ 5  
1 aSn%nistrztive a s a i  z t ~ ~ _ ? t  j .  

Aesponsibili tie= : ;;;c 
- res~enzi",~iti~; r - 5  da t i e s  of 5. :+ziect d r i v e r  

d 

incluce, b ~ t  z e  no: i i ~ L t e d  to: 

1. 
S e n e  an *ivcr of Project  vehicler;, at a l l  t ines c t r i c t l y  
oScer;i.n& trtfiic laws, noi~y9 szfety p r o c e d ~ s e s ,  r-.8 s o ~ t e q :  
t o w z ~ I  passenger:, p e d e s t r i a z  Z Q ~  .t?-er vek-cles;  

- 3e cons t a ' l y  a * z e  of the aecbmical conditior,  of the ~ o j e c t  
veEcies  - grozpt lp  i n f o m  i'-e can pool ~ 2 . ~ g e r  of necessL.z 
re2z.i-s an2 of ~ T V -  o%ez = t t e r z  pertzirLng to o e z z t i o r .  of  t he  
vehicles; 

iwdntCr. Project ve>Aciec in g3& o e e -  at 211 :iaez - clezrLr.1, 
, n~lich,";Fng, ti&eni?-?;, etc., a5 r e p i r e 6  r i z  a:: r p c i f i e 3  
in the dz i i j . /wee lA~  check 1is-l;- 

f 

5 Ero=pt ly  z.nd accurately cozplete rr.2 si-~At d 1  re3c-ts reqGrrC 
in csnnectior. w i t h  travel, -&temce,, enenses ;  

Best Available Copy 



- .  . . -- 
L L T  13 i:' h3ne t t ~ t  ~ t = i c i  10 t k ~ ~ e  -jCj <,=-cri?ti9-r; ...'-ll - Zfr3 t o  i ;2- rcyo< &ficic2c;- or 5 - 7 7  %--.--- L - - - - 1 : . c > ;  -\, - "--<,c'C-.: o*zer2 c-10-: Z?2 -.:1i.- - - - .  - is,sii_ -----IZldpr:iL?i12-; i- %ye i u ~ - - a  hia2-- a .: -7 - - - 

L " L C .  ~ l ~ f i  T-c.-::cp - ! I - ) ?  :-- -: - 
L "LL.2-. 

To- ey;?--- of -tdi DE.If am2_1cj, - 
T? - . p-,-.-- 7 - c - -  . .  % --L-. ; J= f o r  :.*t-~: h ~ 1 - ;  in i3ese Zcc c-.scripticr.5 2y3 zcr - 

- - O L -  CC?'.fi; 0-L - . . 1-.-. - =---- --. ~ ~ o z C  SETW-~CO sr h o ~ ~ e ~ : ~ e p ~ r  sI_lce x-35 -A--.-G191.,. 
zr.P-.=:, - I c.. -- Co?llGezt - - 

t 
5 - 3 %  . : c3zil;lXe tc z Z - . - ~  it-. , . 

. .  . - e2erzz LC?:- ;T- - ?.p--..-,. 
F - & ---- c z t  resulic - . -  - -i - stake; cf a.p?i*- z.< ~ ~ ~ ~ 2 2 ~  --q.?, F C "  -* - ., w . -4c-d 
et rezsaczble cost, 

Best Available Copy 



i i c  -nonsiblL! t- as : - 
a n -  

Best Available Copy 
. - i n e  hc-sniree?er, ir. ,yenera; tex:z, i : L L 1  bp z-:-c:;s: blp :or e f i i c ipy ! j ,  

ope=ticn oi t h e  E 3 F  3a3L0:: in accor,&-ie wj t z i i c i e s  ar.6 noxzc 
. # . .  . - i'z-ablishe.' by ithe Ci-Zef cf Fz-ty; for ~ ~ ~ ~ m ; n ~ ~ - -  ki-h ~ t ~ ~ ~ ~ r . ; ~  g~ - 

.-7 - c m i t s l i o n .  c lewll iners ,  neals  and s e n i c e ;  for ; of ~LL~. ;x~o : :  
I . . .  s b n : I ;  end For strict a ~ c c - ~ t i n y  of a l l  re-cigtc z?2 e~:v~~.ditarsz 22scc:r;e - 

, ,..l .- th i t c  opc=ti on, 

- 
L 7- Duties: under the ~ e n e ~ l  s q e r v i s i o n  of &e Chief oi ?-,rty, the r.~use::eey.;~ 

w i l l  : 



- 
C t h n r  d ~ t i ~ ~  ~ 2 2 -  bn 2 3 ~ i p e 5 ,  5;- u tile Chief p2rt:;. 
Wash - clean - soak in MILTON - ALL fresh vegetables that w i l l  
be  eaten R A W  (uncooked) (cabbage-limes etc) PEEL all tomatoes, 
cucumbers before serving. 

Best Available Copy 



Sample Letters of  Appointment 



Best Available Copy 

He : Contract  A I D / A s I A - C - I ~ ~ ~  

Dear K r .  . 

-. l n i s  is t o  c o n f i x  y o u r  a p p i n t m e n t  a s  
f o r  t h e  Acadmy for E d u c a t i o n a ?  Development sca t  i o n e d  ir. Eazdy e f i e c z i v e  
1 J a n u a r y  1980. Your d u t i e s  x l l i  inc iude ,  but n o t  be I l ~ ~ i r e d  t o ,  t h o s e  o u t l i n e ?  
in t h e  ~ r t a c h e d .  I ienunera t  i o n  i n c l u d i n g  a l l  a l l o w a n c e s  a n d  f u n d  contzibill t  Lons 
;<ill b e  R s  p2r ncnch,  p l u z  o t h e r  b e n e f i t s  as curlinel beiov:. S a l z r y  
i n c r e a s e s  v l i i  bc c e t c m i n e d  cn 3 merit b a s i s ,  and  I n c r e z s t d  cos t  oi 1 i v i r . g  
w l i l  bt give;! i n  accordance w i r h  hvernrnenf: p o l i c y .  

Yocr ernplo;,-o!enr is considered t e m p o r a r y  s i n c e  t h e  P m j e c z  is o n l y  a lizlied-ti;, 
' , C  r T - prcgraz ,  scb jec t  to t e r n i n a t i o n  by e i ther  the Governnen: of Sri Lank& cr L ~ - - - L L  e pcn nor i ce  as p e r  t h e  subject  c o n t r a c t .  

. - 
a )  y o u r  ccntri 'sut-ioo is seven percent  of ycur zo:.:nly r+l;r::, c5.s 

zz9ur.t d e d u c t e d  cozthly f r ~ m  y o u r  sahr?; 



t a k e n ) .  Yacar ion l e s v e  nor  exceed in ,  1 4  w c r k i r , ~  da::s 22:: be c z r r i e d  o.;tl.~ c3r yc.. 
can e l e c t  tc r e c e i v e  payment f o r  1 4  w o r k i n g  d a y s  o r  l ess  cf u n u s e d  v a c c t  i o n  
leave i n  any o n e  y e a r .  !-acation l eave  s h o u l d  be taken t o  e n s u r c  a d c q c a ~ e  ~ e s t  
and r ecupe raZ ion ,  iLl v a c a t i o n  leave must b e  approved in advance b:; t h e  C h l e f  
of Party. Normal ly ,  no  more than seven d a y s  w i l l  b e  zpproved  d u r l n g  any s i n g l e  
p e r i o d ,  and none u n t i l  you have been employed by the Project for a t  least s i x  
months.  

You a r e  e n t i t l e d  t o  seven  d a y s  s i c k  l e a v e  p e r  y e a r  wh ich  can be c a r r i e d  over froz 
y e a r  t o  year with u n l k i t e d  a c c m u l a t i o n .  KO pay will be giver, f o r  unused  sick 
l e a v e .  

The P r o j e c t  will ~ r o v i d e  t r a n s p o r t a t i o r ,  f o r  c a r r y i n g  our  your  c f i i c i a l  duties. - 
I n  a d d i t i o n  you xi11 r e c e i v e  al lowances f o r  meals and  lodg ing  whec on o f f i c i a l  

e a v d  our  of your home s t a t i o n .  

I f  you are enp loyed  by  t h e  P r o j e c t  at  i t s  t e r n i n a t i o n  an2  have a t  that t h e  been 
employed f o r  a c o n t i n u o u s  p e r i o d  of more  t h a n  one y z a r ,  a t e r n i n a t  ion a l l o v a n c e  
will be p a i d  in t h e  f o m  of one  a o n t h ' s  s a l a r y  for e a c h  year of such continuous 
employment ~ i t h  t h e  P r o j  ect . 

T h i s  l ec te r  i s  sen i  t o  you i n  d u p l i c a t e .  Please igdicate  your accep tu l ce  by 
s i g n i n g  i n  t h e  space provided below returning o n e  copy for the Project records. 

Sincere ly ,  . 

a w a r d  E. Ray 
C h i e f  of P a r t y  
XED R e p r e s e n t a t i v e  

I h e r e b y  a c c e p t  this appoin tnen t  
on t h e  above t e r n s .  



This ;rill co-nfim your appoinb-ent as Jeep &iver  Tor t h e  dcacisq for Zdxcatioml 
Development stationed in Kkdy effective 17th July 1960. h u r  duties w i l l  
include, but not be li.z!i ted t o ,  those  outlined in +he attached. 3ezamza t ion  
i n c l u n g  all allowu~ces a d  f w d  con';ri'outions b % l l  be 2s 3ez ncndh, - 
p l x s  other benezits as outlined below. Sal-- increases will 'ce C e t e x i n d  
on a a e r i t  basis, and increased cost of l i ~ n g  ;lill be in a e c o s ~ c e  xi-lh 
Govement polioy , 

a) your c o r i t r i h t i c n  is saven jercent of  your  zonihly 5.227, t.-is 
a~our;-L Ce&~c teS  cont'nly frozs youz szlzq-; 
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12 .0  Report ing requirements  (?ro j e c t  Reports)  (FLON 
NtElrT) 

I V .  Pre l iminary  Implement a t  ion Plan 

The p re l iminary  implementation p lan  for t h e  program is 

a t t a ched  he r e to .  The Cont rac to r ,  j o i n t l y  wi th  t h e  Vnivers i ty  

w i l l  p repare  a d e t a i l e d  irnplementa~ion and fir;ncial plan by 

januzry 31, 1980. The p l a n  w i l l  b e  submitted t o  USAID for re- 

view and approval .  An annual update on a ca lendar  year basis 

w i l l  b e  done and submitted t o  .:he USAID Project Hanager no t  

l a t e r  thar, Jv lua rg  31 each year .  

V. Reports  To B e  Prepared By The Contrac tor  

I. Qzar t e r l y  r e p o r t s  t o  USAID i n  t h e  format which  he 

T r o  j ecc ?!=ager s h a l i  p r e s c r i b e .  The f i r  st q u a r t e r l y  rsFert 

is due Septenber 30, 1979. These r e p o r t s  s h a l i  be j o h c i y  

p r e p a r e d  by the Chief of Pa r t y  and t h e  PGIA Project Direczar .  

2 .  Annual review andupdate of  t h e  p r o j  e c t  irr,plexer?tas ion 
. - z ~ c  i i l n a c i a l  p l ans  t o  be submitted t 3  USAID each cz iendar  yezr  

noC l a t e r  than J v l u a r y  31 each year  with the f i r s t  p l =  due n o t  

l a c e r  than Jzsuary 31, 1951. 

-. - 7 

3 .  . m a 1  p r o j e c t  r e p o r t  w i l l  be submitted t o  USXI? on zonth 

p r i o r  t o  t h e  estimated completion d a t e  of t h e  contract. 



h g r e s s  Reports. 

a. Beports are  p r e ~ e d  nootbly lq the Chief of Party, PypeO, 

=viewed, @.btocopied and distributed % the %ere 

b. The cover sheet w i l l  be per specimen enclosed shoving 

the contents. (!&is applies to Quaxterly Reparts as well). 

Abant  30-35 copies ars made, assanbled and d i s t r i h t a d  ar9 under: 

i. 

ii. 

iii 
p z  

J . 
'Po 

v i e  

vii . 
viii . 
ix. 

S;. 

xi, 
xii. 

d, 

ee 

f. 

g* 

Consortium G c r o r d b a t o r  1 with cover 

7 copy to esch of the specidlists on bm 
f copy to the D P  Hcnmsekeepa 
3 c ~ p i e s  to be f i l e d  in f i e l d  office b W e x  

Yhe C ,  of P, m y  instruct distribution of copies to other  
agencies connected wikh the Pzoject, 
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CONSORTIUM FOR Il\.TTERh"ATIONAL 

AGRICUETLTRAL EDUCATION 

DIE\%LOPrnNT 

Academy for Educational Development, Lnc. 
The Pennsylvania State University 
Texas P A M  University 
Virginia Polytechnic Institute and State University 

Field Office: Agkicdturd Education Development Project, Postgraduate Institute oi Agriculture. 
The University of Peradeniya, Peradentga, Sri LanEra Telephone: 108) 8703 

. . - - . - - - - . - - . -  > .  - - --.-- 



Academy for Educattona? Development. lnc. 
T h e  Fe~nsylvania  State University 
Texa!: A6h$ University 
Virginia  Foiytechn~c lnstitutc and State l!niversity 



Prepased by the  Ch, of BwQ but signed jointly by tie 
Director,  E M  sad h a e l f ,  and photocopied for 
&.stribation. 

Distribution w i l l  be the same as for monthly and quarterly 
reports; the Cool  P. may decide to send copiee t o  
other agencie~ as well. 

7 copy w i t h  cover t o  be sent ta the President, bcadeiny 
for Educatiod Developxi&, 680 Fifth Averme. 
Bew York, 8.f . f O B l 9 ,  USB 



12.4  End of t o u r  r e p o r t  

a.  The s p e c i a l i s t  usually sends  i n  a rough drafi of h i s  EOT 

which is  t y p e d  i n  d r a f t  f o m  a d  given back for r ev i ewing .  There- 

after, rhe  clean o f f i c e  copy is prepared f o r  f u r t h e r  review and 

corrections, if any. 

b. The eyped report is then photoco?ied and 30-35 cop ies  

a r e  p r z p a r e d ,  c o l l a t e d  and s t a p l e d  f o r  d i s t r i b u t i o n .  

c. The number EQT80-1, 2 ,  e t c .  w i l l  be allotted t o  each r e p o r t  

and  t h i s  information can be obtained by r e f e r e n c e  t o  the m e m o  pad 

kept f o r  t h e  purpose.  

d. Reports will b e  d i s t r i b u t e d  i n  the same nanzer a s  f a r  

Monthly, Q u a r t e r l y  m d  h n u a l  r epo r t s .  

e. The o r i g i n a l  EOT will b e  f i l e d  under TAB 12 .1 .4  - EOT 

r e p o r t s  a n d  t h e  EOT n m b e r  will b e  s t a t e d  against t h e  name of t h e  

specialist and  filed 5.n Cabinet  13  - drawer 3. 

f .  L copy of t h e  f o m a t  t o  be used by t h e  spec ia i i s r  i n  

pseparirtg k.is EOT repcrf is annexed. 
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Special r e p o r t  

The sane mutine w i l l .  be followed as for monthly, qzazter3.y 
ILH annual m d  EOT reports. 

The number of such r q o r t s  w i l l  bear 9180.1, 2, e tc .  

Special reports w i l l  be ttistribdted t o  thoset to vhom 
the  C. of Pa wants such r e p o r t s  to be sent. 

The original report to be filed under Tab. 12.1.5 - Special 
Beport (Cabinet 13, drawer 3). 

Cwer w i l l  have W colour other than mustard or b l - a .  



12 .6  E x t r a  cop ies  

Ext:ra c o p i e s  of  all monthly,  q u a r t e r l y ,  a n n u a l / p l m s  of  

h p l e m e n t a *  ;.on, EOT r e p o r t s ,  S p e c i a l  r e p o r t s  and o t h e r  w r i t t e n  

n a t e r i a l s  a r e  f i l e d  i n  t h e  fo l lowing c a t e g o r i e s  i n  Cabinets  13  

and 14  (drawer No. 4 )  

1 2 . 3 . 1  Monthly p r o g r e s s  r e p o r t s  

1 2 . 3 - 2  Q u a r t e r l y  r e p o r t s  

12 .3 .3  Annual r e p o r t  s /p lans  of implement a t  ion 

12.3.4 EOT r e p o r t s  

12 .3 .5  Special r e p o r t s  

1 2 . 3 . 0  Other  written materials 

It i t  i s  n o t  p o s s i b l e  t o  f i l e  a l l  c o p i e s ,  due  t o  t h e  c a b i n e t  

d r a z e r s  becoming t o o  bu lky ,  some of t he  extras may be f i l e d  i n  the 

wooden cupboards.  


