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PGIA Director

Dean, Faculty of Agriculture
Crop Secience

Agriculturel Biclogy
Agrievltural Chemistry
Agricultural Econouies/Exteniiorn
Animal Husbandry

Agricultural Engineering
Feculty meeting notices and mimutes
PGIA nmeeting notices ard mimutes
Other communicatizns, notices
Other

¢ o & o
e v o o »

*
L JI" S S S WY S S N S S §
.

L] * .
] L[] L]

WLWWWWWWWWiWwww\W
L]

N - O

[

3
-3 ek s )

3.2 USAID/Colombo

3.2.1 1Interoffice correspondence
3.2.2 Notices, arnouncemnents, ete,
3.2.3 Other

3.3 University Grants Commission
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3.5 Other
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Best Available Copy



6.0

(]

6.6
6.7
6.8
6.9
€.10
6.11
6.12

6.13
6.14

Planning & developrment - General
Qurriculum - general
Research - gencral
Qutreach -« genersl
Adrinistration/uansgenent
Experiment station development
Library development
Crop Science
Agricultural Chezmistry
Agricultural Biclogy
Agricul¥aral Economics/Extension
Animal Husbandry |
Agriculturel Engineering
Visiting staff reports

(should have file for each long termer, and

one file labelled short termers--to contzin
montnly, trip and other unmmbered reports)

ffiece Forms

7.1

7.2

1 197 Best Available Copy
172 1986
1.3 1981
1.4 1982
1.5 1983



€.0

joT-y
rers

~
~r

nnel Records

o

.1

8.2

8.3

Zxpatriste
£.1.1
£.1.2 List 1 L .
£.1.3 (List in alphabetical order)
8. 1'4—
¥
Katic
€.2.1 Administrative Assistant
8.2.2 Secretary
€.2.3 General Services Clerk
8.2.4 Drivers
8.2.5 Others

9.0 Project Finarpial Records

10.0

9.1

9.3
8.4
9.5

Cash box

o1

1
e1e2
¢

Petty cash

(No BXs)

(Cyril to £ill in categories)

/

9.2.1
9.%.2

AED House operatiocns

(Crril to fill in categories)

Eanking transactions and records

Other

Procuremernt/Transfer

0.1
1.2

10.3

Property iransfer master file
Procuremnent forms

Procurexzent in process

10.3.1 Veriecles

10.3.2 Eqgquipmesnt

1C.3.3 Library acguisitions
10.3.4 Ctler



11.0 Participant Training

11.1 Formx

11.1.1 In=country
11.1.2 Penn State
11.1.3 Texas A&l
11.1.4 Virginis Tech
11.1.5 Other

11.2 PIO/P Master file

11,3 Nominations in process

114361 Nominations received
11.3.2 Candidates

11.4 Participants in training

11.5 Former Participants

11.5' Cther

12,0 Proiect Reports

12.1 Field office criginals
12:1.1 Monthly progress reports
12.1.2 Quarterly reports
12.1.3 Annual reports/plans of implementaticn
12.1.4 EOT reports
12.1.5 Special reports

12.1.6 Other written mzterials
12.2 Eome office reporis
12.3 Extzz ccries

12.3.1 Yonthly progress reportis
12,2.2 Quaxterly repoxris
12,3.3  Annual reportis/plars of izplezentation

£0T reportis

D8 O

12.3.4
12.3.5 Specizl repcris
4 &

X

AN



13.0

oouse and furnishings

13.1
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Bouse No. 1 (AED House)

3¢1.17 Lease and related documents
13.1.2 Inventory of furnishings
13.1.3 Initial fixup

13.1.4 Operation, Maintenance, Repairs
13.1.5 Staff and staffing

13.1.6 Other

House No. 2 {Ray)

13.2.17 Lezse and related documerts
13.2.2 Inventory of furnishings

13.2.3 Imitial fixup
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13.2.5 Staff and staffing

13.2.6  Other
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13.3,1 Lease and related documents
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2.1 Allowable expenditures for Project housinz

The types and exitent of expenditures for Project
housing authorized under Contract No. AID/ASIA-C-1397
are specified in the following excerpts from Dp. 18--20

of the Schedule of that Contract.
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Iz !iau of providing transportation of basic househcld/for
the initizl 5,000 1bs. in the case of regular exmployees with dependents
and for the izitial 3,000 ibs in the case of regular exployees without
dependents, ghe Contracror is autherizad- to™provide basic furpishings
mnd appliznces for its Iaou.l:‘*’" {nor host.counrry mationzls) explovees
who will -be located ir Kandy, Sri Lankz uvrder this Conmtract. Such
furnishings and appliances may be purchased by the Comtracrtor fron
local and third countrv sources (provided such appliznmces of U.S. source
aTe no: readily available) in 2 quanzity satisfactory to meet the needs
of its reguizr emplovees for the living quarters tc be providec by the
Centractor as specified inm paragraph Nc.5 below.

t f furnicure and appli
the Contractor's emplovees within the term of this Centract, th

shall sell or otherwise di.sose or transfer ownership of the rniture

nd appliances pu'cnaceu hereunder iz accordance with the diTection of the
Qission Jirezter. ;“qe Ccﬂt’at_tor,w‘l meintain 2. detziied inventory of
iz11 purchases hereunder. and wiil maTk-all such purchases to indicate that
2 he‘::ha e*i\ en purchzsad bereunder. "A A-copy of “the” complets iaventory ‘*vr;ll

SRS . e e mctor 4
. be provided-to the. 1k11'=sz.c:rn Directer.” Every two years, the (contracter as

~ . -~ oy -
autnorized to recondition firmitiré, purchased hereunder to overcome generzl
deteriorarica from use or

A.m

mpact of the climate.

In lieu oI provicding the living quarters allowance for regular
long terz exzployees, or one ha.‘ of the per diem allowances fcr short
tarm emplovees aad ccomsultants, the Contractor is zutherized to arrange
for housing of such persocnel cn 2 long term lezse arrangewment in Kandy,
Sri Larkz. The coste reizburseable to the Ceatractor hereunder fer suckh
lopg tero lease errzogements may Include the costs for dzmirisl repeirs,
fél:erat‘_cns,i:provaﬁ. ts and mz2inremznce; the basic *e:{::.l and utilities.

.‘ns zlliowance for costs of inditiz? repair, zlterari ns improvemenats and
Mozinrenznce snzll not e:‘c&ﬂc’. €2.C00 per house without p*‘:.o* authorization
: by the Cemtrzcting Oificer. ne zctuzl cost of renral basic mzizterznce

i and utilities shzll be reimbursed he.:e..mda* vpto $4,00Q per veasr. - - - -
. - - T . . .n__——a——

—— —

<The z=concs ©f "the initiszl repedr rental gpgi_'-""t_j_lit es costs
037 Tte reviewads a2t least 2= nually tr the Contracting Tfficer and the
Y USLID Missien Directer zt the .Comtracter's request.:'The {cntracteor shell -
(jmai..:‘i: e derziled record of the costs asscol zted-with housing hersunders
v2 copv ¢f which will be provided at the .tizme oI recuested review. Items
which =may be included in the initizl reca’t allowance are:
- T ~
(2} repairs vegquired to eliminzte leakaze or draftsz, to fortify
ST regvlace structurzl cozmponents, or to replace defective plumbing,
wiring hezting, iighting or other essentizl facilities or ecuioment
! g, & = b { « 1aCLlil2es QT eculpienic,
(b) altsrations to provicde izproved access cr ventilation and
light, such 2s new or additionzl windows and doors, aad (c¢) improvements
such zs plumbing, heating, or lightimg fixtures and eguipment, screening
pest centrel, insulation where reguired by extreme climate, painting
where required fcr hygienic rezscns or iIn cemnection with authorized
repairs ¢r ziterations, and cother chenges to make the guarters reasonablv
habitable,

\ ™ 4 A--‘=l-l‘l‘ h‘“"



2.2 Sample Lease

The four residences which comprise Project Housing have
been leased out from their respective owners for a period of
2 or 3 vears. A sample copy of the Lease Agreement entered

into between the owner and AED is attached.
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Ul mode and entorsl inte this eichih day of November,

L . - . c e : b
the s2id , 7T heirz, exesutors, edministrators and acsions)

on i pne rara,

=

D

The Acade—y for Tiucarional Develornent Incorporated cf No. 1474,
Monty-Second Streei, T.Y. VWachinzgion D.C.20037 of the United States of
America represented in Sri lanv= by Dr. Howard Eugene Hay of the Post
Gredapate Institvte of Apricvlture, University of Ceylon, Peradeniye,

od anc referred to as the Lessee (which term &s herein-

1sed shall mean and include the said Dr. Howard Bugene Hoy and his

v
=4
rt
]
&1
b

syccessors in office) on the other pari.

ty

YITIii=S 3 T H
That in consideraiion of the rent hereinzafter mentioned and the

condiiions and covenants hereinafter contained, the Lessor doth hereby

let unto the Icssee the residential house and czrden described in the

To have and to hold the said house unto the Lessee and his
& ,f\ hd L] » e
aforewritien for ithe term ol twd &4) yezrs cormencing frcem the eighth

» of Y¥ovember One Thousand nine Hundred and Seventy Nine yielding

and nayine therealier durins the said term the montihly Tenial of

vy - 3 W 3 e A i -~ A R s Sarar i S an
1173 *he Lessee doth hereby for himsell and his aleorewritien
< 3 1.4 <% T - 3 h B P A e = -
crramants and underiacles with the ILessor ang his alorowriticni-



1. Tnat he will pay at the execution of These fresents
a sum of Runees beingz the rent
for the period of twelve months commencins from the eighth day of

Novomber, COne Thousand Nine nundres and Jeventy liine with rent there-

vy

aft2r 10 b2 paid yearl: in advance by the fifteenth dar of the month

on wiich the rent falls due.

2. 2111l he will par the Ilandy Prmicipal Council the water
and eleciricity dues that would fail due wnen thgs fall due and the

annu;l telerhone rental,

3. That he will keep the said house in a2 vroper state of
repair as per ilhe attached Articles of A-reement,

4. ‘That he will at the expiration of the said lease of
two rearc have the opition of renewins the lease under terms and
conditions nezotiated a2t thal iime. 3hould the lease not be renewed,
he will hand over the said premises to the Lessor or his aforewritien
in rood ccndition.

43D the Lessor doth hereby covenants and undertakes with the

iressee and his aforewritten.

1. That he will pay the zssessment rates on the said
rrenises 1o the relevani collecting authority along with other lMunicipal

Lg% <Y

vv— i i . s e e <o o 5
A2 it 15 mutwally arreed by the Lessor and the Lecsse that

A2rmirmate the catad JTercse - Rig ~MTive



(5)
In the even: this lease is terminated durins any reriod for which
advance rental has been paid, the Lescor shall refund 1o the lessce

i ; a1 g +
the wnused pertion of the advance reniai pavment.

f

- A 3 1- ;
BOTH the Iesscer ard the lessee covenanis and unaertake tne

irticles of Arreenent atiacned heretlo.

- v .. - 4 I
i WIGUTS1S whereof the said Iessor and wesSsee EBCi the:ir
nands to this and to two others of the sanme tenor and date and These

Tresents at ¥anr
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“ne Acadex for Zduc e, (ATD)
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1.  ATD is to provide equipment of a movable nature accoriing to needs
and said ecuipment is to remain the prorertr of ALD and to be removed

at the conclusion of the lezse. As available, the following eguipment

1 freezer, 1 refrigerator, 1 automatic clothes washer, 1 clothes drver

mas cvlinder %ype cooker ard necessary screening io adequately screen

J

livin~ area. In addition, household furnishings will be provided.

2. ATD will be resnonsible for normal cleaning and upkeer of interior
or remair should dammrme occur az a result of temant's nezligence.

lawns and gardens will be kept presentable., The
lessor shall unhold, maintazin, and keep the roof, external walls,

masonrr piers, foundation stenework and the main sitructure of the

nremises in good order and renair. The lessor shall be responsible
for sewace disroszl, proper drainace and effect all major repairs

- = &+ FR —~ - ~
emnicrees Furiher alterztions may e e upon rmutual asreenent of

< i =
ine lecsor and the resses,
T 1 3 ] ~ p—— ! —— - -~ -
e ™.a lessor shzll provide necessar changes of & non-movabie natuTe

¢ Med -~ 3 —_— -- E N e - - - e -~
d. whenever the said premises or any essential part theres{ shzlil be
DUt a2 s Time svtreoinis wWar civii disturboncs o cther
U‘\* e e - —— OC..... ‘e 4'“%‘—.6 St v A ¥ o N et WA i T - [ Sl
= - -~ 3 - ? 2
b 453 N -~ 3 - - ERRE B e - - s
casvpali, ihis lease shall in case of iotal desiruciicn or om taing
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of mariia) destruciion or darmarce, terminate

i

ati tue option cf ithne

Lessee upon giving notice in writins to the Lessor within 20 dars

-~ad

after such fire or casualtr and no reni shall accrue to the Lessor

after such tercination. Snould the lessee eglect to remain in prenises
renderel partiall: untenantable, a rroportionate rebate or reduction

of nrevailin:: renital nayments wiil oe a

Aoad

lowed,
The followinT furnishinrss will remzain in the house and will
be returned to ihe owner at the conclusion of the lease, in good

condition allowin~ for normal wear, Any damaze to said aTising

fron the neslirence of the tenmant is the respomsibtility of AZD,

L’ NMI;._?,Z_},ZZ;CA /7)



2.3 AEDP Staff Bungalow

Project House No. 1 at 62/5 Halloluwa Road, Kandy,
is designated as the AEDP Staff Bungalow and is maintained
to provide food and accommodation for short term Project
Technicians (and families). A copy of an Information Brochure

relating to the Staff Bungalow is attached.
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emy for Educational Develepment, Inc.
*ennsyivania State University

5 A&M University

nia Polviechnic Institute and State University

INFORMATICN BROCHURE
ON
AFDP STAFF BUNGALOW

The objective of the AEDP Staff Bungalow and its

I' staff is to provide clean, comfortable accommodations
and safe, nutritious meals in pleasant surroundings
at a reasonable cost to short term visiting staff of
the Agricultural Education Development Project. Since
the Bungalow provides full services, short termers need
bring with them only clothes and other personal zarticles.
{(Personnel of other development projects and organizations
are invited to utilize the Bungalow on a space avzilable
basis.)

Best Available Copy

OCTORER 1980
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I. Acccommodations available Best Available Copy

IT.

*

Occupants share c(ommon sitting and dining rooms, and two writing desks
are located neay windows in the entryway. Copies of all reports pro-
duced under the Project, a small collection of paper-backs- largely do-
nated by previous occupants, and a local daily news paper are available
for their reading pleasure. Living quarters include four bedrooms as
described below.

All rooms equipped with dresser, wardrobe with full length mirror, bed
tables and lamps, oscillating fan and air conditioner. All beds have
foam mattress over a coir mattress.

Room No. 1: 1large room with twin beds, built-in book shelves, two
occasional chairs; shares bath room with Room No. 2.

Room No. 2: small room with single bed, built-in book shelves, rattan
easy chair and floor lamp; shares bath with Rcom No. 1.

Room No. 3: small room with single bed, rattan easy chair and floor
lamp. Has its own bath.

Room No. 4: 1large room with double bed, work table and chair, and
occasicnal chair. Has its own bath.

Each bathroom is installed with a seven—gallon electric hot water heater
to provide hot water to both lavatory and shower.

Electricity is 230 volt, 50 cyvcle. Transformers are available for use
with shavers, radios, etc.

Pillows, pillowcases, sheets, blankets, towels, wash cloths, hand soap
and bathroom tissue are provided.

Services available:

All meals are provided, with menus plzanned in zcco
requests insofar as possible, Boiled drinking wat
from boijled water are alway:c avzilable. Coffe

no extra charge.

Coca-Cola, cold beer, soda water and toni

Y

i
Liquor is not aveilable through the Bunga

-

charge of Re30 per person is made for personal
less than a week.

: e
to the occupait provided the room is occupied z minimum of one week. A4
oT

A1l rooms are made up and cleaned daily.

Joseph - Cook
Ienedict - Ho



. Transportation

: Short term AEDP personnel are provided transportation by jeep to

and from the PGIA, including return to the Bungalow for lunch.

Two mornings a week, the housekeeper goes to Kandy to purchase
groceries and supplies. Wives staying at the Bungalow are welcome
to accompany her on those occasions. A bus to downtown Kandy passes
within a few hundred yards of the Bungalow, and taxis can be secured.

In the event that z group wishes to hire a car for sightseeing,
assistance will be given in making suitable arrangements. Project
vehicles are not available for that purpose.

. Schedule of rates

Charges for meals and lodging are shown in the attached schedules.

The AEDP rate feor meals includes only the technician? When accompanied
by wife or husband, the spouse will also be charged at the AEDP rate
for meals plus a small surcharge for certain rooms as indicated in the
schedule.

Charges for non-AEDP occupants are as shown in the rate schedule.
Meal rates for children under 12 will be reduceéd to % the per meal
charge, and no additiomal charge for lodging will be made if they
occupy the same room as their parents.

Occupants are most welcome to invite guests for a meal provided that
’ they sc inform the housekeeper on the day before.

In the event that a special request is received for refreshments
(e.g., for guests at tea), a modest charge will be made to cover
actual costs.

With a few exceptions the Bungalow uses fcod znd supplies se
the local market. If an occupant desires imported item
commflakes, Horlicks, peanut butter, ccokies), theyv wil
cost to the extent available.

=4
o

* Normally, AEDP visiting staff will receive cne half of the authcrized
per diem rate for Kandy from which to pay these costs. The AZD?
staffer will not be billed for lodging.




A.

B.

Effective 1 October 1910

AEDP Project Personnel

1. Meals Rs.

Per meal rate: Breakfast 40

Lunch 60
Dinner 70

Weekly rate: 1,1@0*

* Minimum one week; full payment required whether meals
are actually taken or not. Eligibility for this rate
begins on the first full Sunday in residence; provided
housekeeper is informed no later than Monday of the
week in question.

2. ,lodging Dailv ratéd’

Unaccompanied AEDP staffer receiving half per diem

AEDP staff couple occupying Room No. 1 -

~ AEDP staff couple occupying Room No. 4 -

AEDP staff couple cccupying suite (Rooms 1 and 2) -

v
o]
]
i

* No discount for extended occupancy.

*% Share bath with occupant of Room No. 2

All billings are on a weekly basis, Sunday through

Es.

no charge

15 *=%

30

60

Saturd

Occupants are requested to pay bills when rendered unless

other arrangements have been made in advance.

~ . *
¥on-Project Perscnnel

Bed and
breakfast - Lunch Dinner
Single occupant, any rocm 185 30 33
Double occupancy, Room 1 #*% 300 60 65
Double occupancy, Room & ** 325 60 65
Double occugancy,
vite (Pcoms 1 and 2)*%% 375 60 53

* Available only when not reguired for AEDP staff.

** Share bath with occupant of Room 2.

*%% Ragte for twe people; an additicnal charge of
lunch and Rs 35 for dinner will be assessed Io
taken by each adcitional occupant.
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2.4 Other Project Housing

The three other houses maintained at Project expense

for use of long term Project Staff are:

House location

No.

(R

62/12 Halloluwa Road, Kandy

No. 3 22 Dangolla Road, Peradeniva

o

Ne. 454/27 Piachaud Gardens Kandy



2.5 Maintenance

Maintenance of Project housing in relation to mincor repairs
(plumbing or electrical problems, installation of additional
electric service points, etc.) are attended to by the Field Office
after due notification has been given by the occupant. The Field
(- fice makes arrangements for such repairs through Walkers & Sons
or other appropriate firms or skilled labour. The cost of such
repairs is borne wholly by the Project provided the job is approved

in advance by the Chief of Party.

In the case of major jobs such as repair of appliances, the
work is entrusted to firms in Kandy or Colombe (e.g. Walker & Sons
Co., Kandy or United Electricals, Colombe) after first calling for
an estimate of probable cost (usually from at least two firms).

The owner of the house is requested to make needed major repzirs of

the property, or at least to bear the cost of the materials.
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AED

Seriai Date Location Remarks Cost
No. Received (House) Cts.
i
i
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3.2 Office Fumiture/Appliances

Office Furniture/Appliances are inventorised as
described at 3.1 above with the relevant Inventory Sheets
and Inventory Cards coming under the Code AED 5.

Same inventory sheet and card as used in 3.1




3.3 Consumables

An inventorv of consumables is maintained at House No. 1,
AEDP Staff Bungalow (sample attached),, and the items entered,
consisting of linen, crockery, cutlery, pots and pans, etc.,

are periodically checked.

A similar Inventory of consumables at the AED Office is

in the process of being started.
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hwin 3edstreags

tic Bonrers
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Plastic Bowl Sets !7Reusn | ?

Plastic Boxes -

sravers Hooks

Hubber Spatulas
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Can Ovpeners

Meat fork
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Carvine knife
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4.0 Administration of visiting (expatriate) staff

4.1 Pre-arrival preparation

a.

On receipt of informaticn from C. of P. of expatriates
date of visit, and time of arrival, a file is vpened
specimen

(personal file for short or long termer) -
from annexed.

Make arrangements with Head of the relevant department
tc which he is attached and request accommodation
specialist in an office, supplying him with desk, chair
and waste paper basket. In the case of a long termer,

a filing cabinet will be provided by the Project.

fo

T

Prepare advance per diem receipt duly approved by C. of P.

and packet monevy.

Prepare welcome kit re informationm on Sri

Lanka

Packet basic requirement of office supplies

Check with Pan Am re ETA and arrange for t

ransport

On his arrival, hand over advance, welcocme kit and

Complete data sheet, including date of arrival

departure for himself and his famiivy.

P

Give him an insight of the various ocffice

supplies availgble to him.

Catalogues to be made available for his in:

o]
Fty



. 7T . CONSORTIUM FOR INTERNATIONAL

LA AGRICULTURAL EDUCATION
. 1 r: )
D DEVELOPMENT

Academy for Educational Development, inc.

The Pennsyivania State University

Texas A&M! University

Virginia Polviechnic Institute and State University

IR IORATIDUM

15 Hay 19€0
T0: Cyril Czxr

&R Pie Howari =, Ray /%

=3 Orientation of arriving technicnas

When you mest with an arriving technician, he should be apprised of the
services znd supplies that are available to hinm - typing, photocopying, ditito,
t2,° TYou should show him our supply cabinets so that he mz2y see for himsell
what is available.

%£1s0, you should show hin the various forms that he may use - travel
requesi, reisbursement, eic. - and offer to help him fill thez out as rneed d.

Please make a 1list o
suggested abow&€ and- check

the items to be included in your orieniation as
with me at your earliesi -~onvenience,

ol
it
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e

Lhame: Affilievicon:

Position: araticn of assisoert:

1 ATV AL
A ¢ VRIS T RS S

A

Date of arrival: Flight: Tizmes

Dependents erriving at different time ihan technicizn (lame, relation):

Date of arrival: Flignt: Time:

Housing arrangements {wherse, what, when made and by whon):

cemeisman i e ———

Arrival check 1ist (indicete date end v:wors:n resnnnedihio Y.

USATD informed of ETA

PGIA informed of ETA

—————0ffice, desk, chair, supplies reeadyv

FPer diem advence and receipt prepared

Welcome kit prepared

Arrangements for meeting upon arrival

Holel reservations in Colombo (if needed)

s




4.2 In-country travel

4.2,1 Travel authorization

a. Apprise him of the procedure involved for official travel out
of Kandy which should be duly approved by C. of P. (technician
should give at least 48 hours notice)\fxcept under
exceptional cases).

be On ompletion of trip he should give particulars of departure
and time of arrival to Adm. Agst. If a night out is involved,
a hotel lodging receipt should be produced.
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4.2.2 Trip reimbursement request

The Administrative Assistant will perfect this form,
get it endorsed by the traveler and approved by the Chief

of Party before payment is made. (specimen form enclosed)
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4.2,3 Per diem rates and method of calculation

a. Kandy and out of Kandy district, Rs. 524/- for a right out.
In this connection the meal allowance should not exceed half
of the lodging allowance, (namely, Rs. 262/-,)depenging on
the nmumber of hours involved

be Colombo per diem is Rs. 1232/-. (The same terms are
applicable as above). The memorardum cn this subject of
14/8/80 is annexed.
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4.2.4

Reimbursement for authorized use of perscnal vehicle
This is applicable only if a Project vehicle is not avzilable
for official use. BHowever, this request shcould be sanctioned

by the C.of P, and the travel authorization form should also
be perfected,



Y AGRICULTURAL EDUCATION
< T DEVELOPMENT

Academy 1or Educatinnal Development. inc.
The Penusivivania State University
Texu-s ARNM Universin

A

Virginla Polyvteennmie Institute and State Dmverao

ARt ATl TR bashesid

Cn Ol T

Ce Tiles
FURES nowari <, fHay
. deimbursement for authorizsed use of orivaiely cwned
vehicles on DTroj tuciness.

In accordance with Unclassified Adminisirative Circular No,80-G
from the American Igbacsy Colembo under date of Farch 13, 1980, milease
for anproved use of privately owned vehicle on project business will be
paid at the raie of 20.18% or rupee eguivalent at the official rete (in
our case the reimbursement will be made in Tupees).

15 Hardbook 22, milears for the approved use of
ters on project business will be paid at the raie
cf £0.11 or ripse equivalent at the official rate.

It should De emphasizel that such reimbursement will be made onrly in
cases In wnhich the use of the privately owned vehicle is authorized in
. advance bty the Chief of Paxty,
cc: . Crr
Carvew
escan
Scwns

v o ~.“~
PRSI Y ¢

. Posigraduate nstit

radenival Porardeniva, SnoLanka :8295'?;‘.! :




4.3 Kandy per diem for short termers housed in AEDP Bungalow.

a. Rs. 262/00. Prior arrangements will te made for

accommodation in the AEDP bungalow. (see 2.3)



4.4 ALLCWANCES FQR LONG TERMERS

dodel EQUSING

Excerpt from p.l9, Schedule, Contract No. AID/ASIA
C-1397

eu of providing the living quarters allowance feor regular

Ino 1d
term employvees, or one half of the per diem allowances for short
— employees aad comsultants, the Corotractor is zuthorized to arrange
f such persocnel on a long term lease arTangexment in Xa=dy



4.4.2 TEMPORARY LODGING ALLOWANCE

' ATID Handbock rates as of July 1980 for

temporary housing allowance as authorized under
contract Standard Provisions

TemcorTe— Housing (Izble S20)
TempeorTzry fRousing allicwance is autwc::zed for up to three months after
+ arrival oz sost. The cost is designed to cover housing costs exclusive of
focd. The zcrual anount for Sri Lanka would be:
? Peradezive $15/day/person over age 11
' $7.50/¢zy/person age 11 and under
. . . : 3 1.3
In adéivion, if the temporary housing arrangements do not include Xitchen
facilities, an a2dditicnzl fliat fee of S)/cav/person, regardless of age, 1s
authorized vndar Section 231.z (the cost of which is ccoputed accerdinz to the
chart in Seccicn S11.2%. 0f coursa thera are additional restricticn as te wnzan
the temperzar~ housinz cezses to be autherized and they cen ba found in Seciicn



4.4,3 EDUCATICHAL ALLCWANCE

Educzzicz Allowance/Education Travel (Table $20)

-

Educaticn Allcwances are provided according to grade levels. The regula-
tlons g ":::;:g the Educaticn Allowance and Educational Travel are listed in
¥ The annual Education Allowance for Peracd-
/80 is as fcllows:

M i
b~}
o

K-12 $i,500 om-post
K-12 $8,850 off-post

The studex: =2y opt for Z

)
f
“r
...l.
Q
23

al Travel in the form of one round-crip Ireoxm

Y
- -

= -

post to schocl and return in a2 12-month period. This wmoney is apztlicable to
students iz grades 9-12 an’ ccll ege. Further limitztions are set in Sections
280 and 23%4. AL no time can sducation allowance and tr

vel be taken in the sz-=
12 zcnth ;.JE'iOd.

Excerpt from Additional Standard Provisions 8 of
Contract No. AID/ASIA-C-1397:

{f} Educational Allowence.

Educational aflowance is an allowance to assist
an emploves in meeting the extraordinary and neces
sary expenses, not otherwise compensated for,
incurred by reason of his service in 2 foreign area in
providing adeguate elemesntary and secondary educa-
tion for his chiidren.

The contractor will be reimbursed for payments
made to reguiar empioyess for educational allowancss
for ther depemdent children in amounts not 10

exceed those set forth in t.he Standardized Reguia-
uons (Government Civiiians, Foreizn Arzas), C,'l:..m
270, as from time to time amc*xc:d.
(__) Ecucziicnal Travel
Educzticnal travel is travel to and froem 2 hoei

m United States for secondary educaden (in leu
of an educational alowance) and for coiege
educadon.

The Conwactor will by reimbursed for ;
menis made to 'e"‘" r empiovees for educational
travel for their d.?znazn; chuidren provided such say-
mcuz does not excead that which would be payadis in

cordance with the Siandardized Regulations
(Gev::nmcm Civiiiane, Forsign Ares s} C'::cL:: Z83,

2s from tme to uUme amended. Educzuonal imsvel

o
sav-
-



4.4.4 BREST & RECUPERATION (R & R)

The R. & R. post for Sri lLanka is Hong Kong.
Generally speaking, it may be itaken in mid-tour of

a *wo-year tour unbroken by home leave.

< (X) Rest and Recuperation Travel

The Contractor shall be reimbursed for the cost
of travel performed by regular employess and
dependents for purposes of rest and recuperadon;
provided that, such reimbursement does nmot exceed
that authorized Mission employeses, ¢g., required
length of service at the post of assignment unbroken
oy home leave; and provided further, that no reim-
bursement will be made uniess approval is given by
the Contractor’s Chief of Farty.
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5.0 Financial transactions & Records
5.1 Receiving funds from U.S.

a. Telegraphic transfers when received are directly
credited to local rupees account No. 2466, and the
Bank advises us of such credit by an advice note.
(no commissions are charged)

b. Cheques received from U.S. have to be deposited to
our account after having perfected documentation
supplied by the bank. :

c. These credits are entered in the petty cash journal
under bank credits, and also in the summarv of
dollar, Rupee transactions.

d. Other cash received as recoveries and inccme from
AEDP House are entered in the cash journal under
credits (others)



5.2 Local banking procedures

a. Checks received from other sources are credited
to A/C 2466 on check deposit slips.
(specimen form attached).
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5.3 1local expenditures and receipts.

a.

Every expenditure should be covered by an official
receipt and should be photocopied. These expendit-
ures should be entered in the petty cash journal for
cash and check payments. In the case of cash box
transactions entries should be entered in the cash
box transactions giving page number and the date and
itemizea entry of the cash journal. (specimen of

petty cash journal annexed).



5.4 Financial Records



5.4.1 Cash advances (excluding AED Bungalow) paid out to

Expatriate and local staff after due approval by C. of F.



AT AGRICULTURAL EDUCATION
e ipe DEVELOPMENT
\«\\._‘_—)‘_.

Academy for Educational Development. Inc.

The Pennsvivania State University

Texas A&M University

Virginia Polytechnic Institute and State University

MEMCORARNDUM
FROM: Howard E. Ray
T0: Cyril Crx

. RE: Advance for

Please issue a cash/check adivance in the amount of

to « It is to be ready for delivery on

Receipt

This is to certify that on the date listed below I have

received an advance of o It is fully understiood

that this advance is to be accounted for by, either the sumission of

proper expense documentation or the return of cash,

Signature Date

CAXD Field Office ADMIN: 7G6-025

e . . : i T e
Field Office: Agricuitural Education Development Project. Postgraduate Institute of Agriculiure,
. . i . . : ; A -
The University of Peradeniva. Peradeniva. Sri Lanka Telephone: {08} 8203

Haome Office: 1474 Twenty-Second Street, NW., Washington, D.C. 20037
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5.4.3. Cash Box Reconciliation (submitted to C. of P. ¢on the

last day of month for his verification).

Best Available Copy



L—:_l T AGRICULTURAL EDUCATION
ey DEVELOPMENT
T

Academy for Educational Deveiopment, Inc.

The Pennsylvania State University

Texas A&M University

Virginia Peivtechnic Institute and State Univ ersnh

-

Cash on EFangd .

1C0°*s = ns.

s, 50's = Hs,

s, 10's = Rs,

RAs, 5's = Ps,

As. 2's = as,

fis, 1's = Rs,
— O30 cts = Rs,
25 T = =Hs,

Lo = Bs,

L05 " = ZIs,

. Lz ® = Rs,
.01 ct = Rs,

Total Rs.
Cash Box Jourmzl Totais

Prior Cash Balance

on Eand

Flus Deposits (.\iO 245 )

Flus

Less Heceipted Expernditures

Less8 Hupees Advanced

Pius Rs, Acdvanced Repaid
Total Casn
Apoproved

- - vy
ir,Zoward E.Ha2y

& TVETY

ATMTY :79-032

ion Development Proiect, Posigra

CaATD Field Office

Field Office: Agric Ia

ucat
The Unt cf Pa

radeniya. Peradeniva, Sri Lanka

3ox Jowrmal

aduate Institute of Agriculture,
Telephone: {08; 28203

Home Office: 141+ Twentv-Second Street, N.AW.. Washington., D.C. 20837
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4.6.

Request for reimbursement should be inciluded in the

Petty Cash report, and also requested in the Projected

cash expenditure statement submitted monthly for the
month ahead.



Office sizaff (2 mo3 ),
Jeep drivers (2 mos

Subsistence - expat. stafl

Local fravel

Proiect wehicles

*

COperziional cost (4 jeeps in ¥ay

" n (¢ jeeps in J;ne)

Maintenance / repair & modifications

Clezzrance of 8 Jeeps

Shipping & Clearsnce

Field Office Shirments

Housins

Utilities AXD houses

Fiels office supplies & cormminicetions

Contingssncies

Belznce as ca 1 May 1280
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For office use only (showing credits an

account HNo:

2466 at Hatton National Bank.
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5.4.9. A.E.D.P. Staff Bungalow accounting system.

a. Pettv cash report to be prepared by the house-
keeper on form No. 80-003, accounts checked and
verified by Admin-Assistant and forwarded to the
C. of P. for his approval and reimbursement if
requested.

(Imprest not to exceed Rs.2,500.00)



Neune Period: to

. ‘ DALL’
Date DBreakfaut| Lunch Dinnex ggﬁ? Laundry | lixtras ‘l‘Ot‘JIt;l: Remarky
Y T e s L T e B o s e B R R
BROUGH
FOHWARD
DU
Hon,

Taes,

Woel.,

Thurs.

I'rj .

TOTAL

Received the gum of Rupeey

Ra. . . Date:
(A.1.D Mousekeepor)




S AL AGRICULTURAL EDUCATION
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Ry e S Lo Best Available Copy

Virginia Polytechnic Institute and State University

AZDP STATF BULGALOW CASE RESCRT

umber: c{ - For period: Treo o

Opening belance on

Payment received froz Project op

Receipts

Expenses

Payment (s; to Project on

Closing bzlance

Reimbursement requested

Anticipzied balance 2,500 . GO
Approved Ty: Submitted Ty:

(Eousekeeper)

-

Date:

ceipt of Rs. in full/partisl payment of

the above request is hereby scimowlsdged,

ation Development Project, PGG
Peradentye, Peradeniva, Sri L

duate Institte of Agriculy
Telephone: {$8} 82 G.J
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Prepared by:

Approved by:
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EE LR h

AL

(Incoming)
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Perfod:

ST,

Source

Muals

Room

Laundry

Ext
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buvnements
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5.5 Cost catezories (code book)

The cost code for each expenditure is entered into
the peity cash jourmal in columm one, immediately
following the description of that expenditure. The
code number is obtained from the code book which
follows.

These code numbers are later used for posting expenditures
by cost category, and summarization of fieid office costs.
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5.6 Field Office Expenditures Posted and Summarized by

Monthly, quarterly and vear-tc-date summaries of

field ocffice expenditures are prepared from the journal

of expenses posted by category (see 5.6, pp for
sample of journal pages). Code numbers in the column

headings refer to the cost categories given in Section
g g g

5.5 above. Posting is done monthly.

Fxpenditure summaries are prepared monthly on
Forms 80-018 shown in 5.6, pp It will be noted
that a balance sheet for AEDP staff bungalow accounts
is also included. A set of the summarv sheets is to be

-

mailed to the Consortium Ceerdinatcors montt

4]

iy.

Category



e e v

Quarter for year
JULY LAUGUST SEPT.
LREDLTS
bollar tl92;1.91__;}_s:t_sixs_ﬁ_u.__,_-,“_______“_‘__199 061,09 165,950.004 pa o | I 326,011.00 _ H 709,22%.07
AED House b 6,873, 50 5,806.50| 5,635,50 18,315.50 . 58,241.50
ther N SV -1 L Tl B 414,00)  4,500.00 5,778.50 33,156.00
TOTAL 167,799, 0C 172,170.50 10,135.50 || 350,105.00 800,653, 17
satancr oo
Opening balance o 31,147.24 137,190.99/214,810.12 } __ 31,147.26_ | 378,184.15
Credies () 167,799, 0( 172,170.50] 10,135.50 || 350,105.00 _ 800,653.17
Expenditures (=) 61,755,294  94,551.37| 57,503.44 213,810.06 1,011,395.14
CLOSTNG BALANCE 137,190.94 214,810.121167,442,18 167,442,18 167,442.18
AED HOUSE OPERATIONS _ (7513=19)
Opening bfﬁl‘“lﬁﬁ “““““““““““““““““““““““““““““ 10,848,213 11,118.20] 11,912.40 10,848.13 L,564.58.
Income O N 6,873.50 806,50 5,635.50 18,315.50 58,241.50
Expenditures ;im&“mmma&nm_‘J__;m(:’,_f)()li.:&:i' _ , 012, 30f  6,507.44 18,123.17 48,765,602
CLOSTNHG BALANCE 11,118.20 11,912,401 11,040.46 11,040,486 11,040,456




dacional staff, field office e U [EVSTURSUUU U [SUNUEUUEUNY | IO USE | HOSU PRSP
LaQo Sulurles & wapes il 6,846.07 | 5,155.08 | _5,187.13 |l _. 12, 168.90 | __ 44,3460
2400 bmployce benefits S 1,002.75 | 1,002.75) _1,217.04 f ___ 3,223.14 )t 8,152 8¢
UBTOTAL 5 848, 82 6,157.83 | 6,385.39 18,392, 04 52 498 8¢
Travel \JiLlli.n_}jﬁ_&ﬁgl_gg _____________________________ NSRS RN NSO PRI SRS
4110 local bire, fleld office 4 . 13.50 | . 4.20f 400 0 . 2L.70 .o 28t
£120 AED ecxpat., fleld office 1,078.22 484.88|  -0- 1,563,100 ) 2,269. 8.
4130 AED, howe oftice e :91__.“_,-,;fﬁ;,»--,-":ff,-_ ________ BN | N S
A140-00 0 PsU, taMg, VOL 923.25 | -0~ | 743.00 ___L,e66.25 4 L,704.2:
4L170-90 Other -0- |- -0- .. i | LU | S
SUBTOTAL " 2,014.97 489.08[ 747,00 3,251.05 4,072, 3
Subsistoence within Syd Lanka L I IO | AU U
43l Local, ficld offtce | 382,50 __238,00)  333.00 1 953.50 N 1,751, 2
4320 ALD cxpat., ficld office ) ' 2,528.66— i Z")f&. 00| T 078. 00 8,470.00 18,127, 5¢
6430 abb, howe ortice b 29 %_91%j¥’<am*;ﬁk;gn_ﬂ _._.B,418.80 n 20,416 31
4340-60 pSU, Tamu, Vel |l l3Aa2.96 1,402.00f 9,301.00 §  24,822.90 4 126,000, 0!
A370-90 Other e om0 “0- N eom 0=
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uunmhuruuméngngng;b;glghlgggségbipvl““ e e e e s e ff e el
120 AED cxpat,, Fleld offiee - ) o om0 L L . i | IR I 1o, 075 Uf
GTAO=b0 RSO, RN, VPT [ R o WO N Rl 3,100.0
SUBTOTAL N :
, 19,7751
1000=4000 411 othur 7,053, 0




NV VEY A ALV W A b © e

Household uffg_jzgt: R AR I . I | T | I
4820 AED expat., ficld offfce | I ER S N NN | I 0 ez
4840~-60 PSU, TAMU, VPT } ()= - () -0~ N - Q_—— ______________ - .E): _______

SUBTOTAL -0~ -0 -0~ ~0- -0~

i
Field oifise operations o e el e e
5110 Communications 3,794.75 2,490.88 3,017.30 _ ) 9 3(_)%. ‘{{ ______ ’_7_.;3_{4_’_‘:*;
5120 Office guppl ies 5,263.80 657.50 4,300,006 10,221, 30 702 3;
5130 Local scervicey 24.40 187.00 _%.’21..2‘.%...(.).9 ________ '."__Q.{.\.?._"_O_ ________ 3,846,791
aLal “:_'.35;_3.L:?L!:!:&f.ka:_ifer_ki.{els( e | 13,437.22 4 0o ). P | IO 13,437.22 0 139,303, 4.
5142-4Y Project vehicle cxpens 207.00 1,641.36 2,139.29 3,987.65 66,965, 2t
_______________________________________________________________ Loocat2zesz i I
5150 P(;IA/} ‘A vehicles 200.00 i =)= i -O: _____________ % Q.Q__Q.Q_., 49.____,._..2..0,.(?,1)..5
5160 Lncouning shipwents 4 43.504 -0~ f  =0- M A3.50 ) 5,221, 2
5170 utpoing ¢ shipments ] “m.___:(F 1. _,_3_830.29 ______ :(_): ___________ iﬁ)‘_l_i_(l_{_fiﬂ ______ 1 _(),’..EL}_).._E
SUBTOTAL 9 970,67 | 9,407.00 | L1,0648.59 WL 026,00 292 44,1t
tocal program support e e e e e e e e e ] e e e e
5200 Common facilitices 165.00 755.00 920.00 3,772 050
""-"“"“"‘“"‘n'-aaﬂ"“"'"‘m‘_‘:"‘.—n-“‘“‘“‘“‘W'—“--ﬂlﬂl-w mmmmmmmmmmmmmmmmm ’—ﬂn--__——-y——-.g.w l. o oo cums mEw tois e ews Sl Ml A KRS S T s ns s AN GOE AN T W ST S TmS W - WS Wan RS WEE W6 e es R S am mEE e RS
5300 Lepartments 1 -9_- 1 -0~ -0- ~ ~()=- 1,106, 0!
SUBTOTAL 165.00 755.00 ~0- J‘ 920. 00 hos18.5
o I

Tempurary .Lc,u.l ping ._‘llgyﬂlﬁ‘;, e e e e e _

7110 Al D -} -0~ ()= =()-- ()

7120-40 I’SQWL‘,‘ULYEE __________________________ L U SRR Y PR R | O Z0= . it

SUBTOTAL -0- -0- ~0- _0- 0=

I p
00 Ail other , 7 :
-0~ (- ) -0~ 0=
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Quarter

JULY AUCUST SEPT. [ tor e
| -
House furnishings/applionces 4 e e
/210 Parchases 2ne.00) o =0 =0 e 2,716,001t 41,6021
7220 shipping/delivery L - ~0- =0 20 ot e | DU 1,089 4,
/230 Installation b 0= 020 e 20 e 24, 3842
7240 Maintenance/vepaic 4 0= z0- b =Qm 2= aemLL QG LA
7290 ocher 2O 0 =0 e = (VN | SR Q=
SUBTOTAL 2,716.00 ~0- ~-0- 2.716. 00 78,4072
House Ho. | wg:}{gl ___________________________________________________________________________________________
7310 Taicial flxup e 20 =0 202 e Yl (e
/a1 Maincenance/vepaiv | 36,001  132.95) __ 0= W ____.__ 108,950 343,
/511 RO e e L L IS, O om0 e =0 e =0~
/512 Ueilivies ol 499.28f  _160.00) 1,248.10 4 .1 907,38 | ___ 3L L
TS S0 ALY other e £ Q68L5] 0,229,555 2890 3 lh,uﬁh~&ij _____ 40,0028
SUBTOTAL 6,603.43]  5,012.30]  6,507.44 18,1273.17 50,260, 4]
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/320 Iivial fiwap O O 20 e Y | SO L
7450 Matntenance/vepate Lo 94600 =0nfz0m 94, 60l 2L
1ol Rent O ____“:Q:m_m‘-___,:Q:___u‘a_____:Q: _____________ S0
752% Veddieles L 76,35 239,000 2,459,780 2 2,874, 93 . FRAL
2o0A=20 ALl other e el U DU ool U RSO esd ¢ OO | I =0=t
SUNTOTAL , ‘ i |
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1O00 All other i
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Month

»

AUGUST

SEPT.

jotal Ior
Quarter

| Lumuiarive
l tor year

JULY
House No. 3 (bowns) NEUTN Y | RS e e
7330 Initial fixup =0-_ 1 -0- == o O 3,171,795
7430 MalnLunancc/rmEair N 56,25  -0- 1 506,25 .,-”,,ﬁﬁyybigl,,-*~m--g:3§9;39
7531 Rent _ | -0~ =0~ =0~ 0= | L
7532 Utilities ‘810.26 79,00 -0~ || Qﬁ?.zﬁl_w___“_“gjffiblj
753339  All other \ -{()-- I I T, %29;&2-. ______ _jgijﬁi_"_______jﬁfbyj
SUBTOTAL 866,51 79.00 797.10 1,742, 61 8,123.01
liouse No. 4 (Deepan) | R |
7340 Initial §ixup -0 I i N | . -0~ l____18,778.2?
7440 Maintenance/ repalr 159.50 -0~ 320,00 479.50 3,106,959
7541 Rent =)= ~() -0~ ] -0- 21,000, 00
mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmm wr o i g v o s e v e o e g s s e o P e o ot e o e W e e G en o off e s e o o e v e e e s st o f ] ) e . 4 e e e 2
75472 Ucilitics 709,14 | 79.00 81, 00 869.14 1,872.7¢6
7543-69 ALl other -0 ~0- ~0- ~0- 361,75
c’\ [ Al . . .
SUBTUTAL 868, 64 79,00 401.00 L, 348, 64 45,119, 64
hqui;nuunt/li&n%xrz purchages 4 4
8110 General facllities -0- -0- -0~ =0 167,847, 00
£120 Librnrz w ()= -0~ -0~ ~(- _ -0~
6130 Vehicles o | -0 ~0- -0- -0~ -0-
8140 Depurtments _______ . | -0- =0z 20- =0-
8190 Other . N -0~ ()= () -0- -
SUBTOTAL . ! , ] o
-0 ~0- ~0- * -0~ 167,547, 00
5000 All other
e .- =0~ () ={)= -0~ ~{)
G000 All other




- Quavter " oy year

JULY AUGUST SEPT. _

Equipment/Uibravy waintenance/vepair (VO | Y
4210 Ceneral facilittes . S N S S AR | NS O e 1,113,
8220 Librvavy e o R D =0 U | IO, =0~ 20
#2330 Vehicles | -0- | S Y L A | SN R | N | B
8240 Deparcments 4 =0~ | -0~ o | | -0~ W =0
8290 other o b 20 0= 0= e UeR O | DR
SUBTOTAL om oo 0. o 119,
subcontractor expense | IS PR VU | SUUURO |
9100-9200__PsU =0 ...30,809.4040 0= - 36,869.40 | 40,202,
9300-9400  TAMU -0~ 22,940.96] «  -0- 22,940,960 29,391 .t
_____________________________________________________ RIS NSl Ul | SR S S A AL AL | NS A LA
9500-9600_ VP _ e 0= | -0- | 17,8454l 1784508 17,865,
SUBTOTAL -0 59,810,36 | 17,845.14 97,655, 50 87,499,

GRAND  TOTAL | |
: ‘ 61,755.25 94,551,497  57,503.44)  213,810.06 || 1,011,395,




6.1 The Administrative Assistant is responsible for

keeping the following technician records up to date.
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Mazes 2ffiliation:

WORE AND LIZAVE RECORD

During the period cf his assigmment in Sri Ilanka,

worked a minimm of 40 hours per week except for the holidays and leave indicated be

Holidays: < Date Holiday
Anmual leave: Dates Davs

Sick leave: tes 2ays



PROJIOT TRCTIIOTAYN RIOSH
é.m ;tl‘\.\}uua. -l ;..;J.C_;.a-.,x P...J\l\;‘.D

Name: Affiliation:
iI. REDMBURSEITS /ALLOWANCES REC'D., FROM FIELD OFFICE

Payments to which entitled:
Full per Aiem in Kandy

Half per diem in Eandy

———— ———

Temporary lodging allowance
No.adults and children 11 or over:

. No.children wnder 11:

Local travel expenses

Other (specify) -

(See details of payments made in forms attached)

® - Best Available Copy
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Dependonts accomponying techrnician {name, rzlatioz)

Dependents

trevelling saparatiely (name, relaiic::, itinerarzy):

Depariure check liat {indicate date and nerson resvoncible):
All return reservations confirmed
Eome office informad of txzvel plans
411 rupee claims, and/or advances cleared
A1l grevp orders accounts cleared
né~gf-tour report received by Chief of Farty
411 supplies, eguipment, etc., turmed in and checked by A
Arrangerments for travel {o airpors
Ixit interview with I.an and Dirscior
Ixit interview with Chief of Party
ixitv interview with TSLID Project Manazer
Trheckad ané Arproved: I Zave exanined the above arnd find i ts Tbe =
accurzie recoxd of =y assigment iz S=i lanks
{Chiel of Pariy} {Daze) (Ci.natire) ate)




-_— e et

— - * . . -
; . P . - f -
-— LA pe— Y L. L e N -
e —~—- -
Yo (—-‘)‘)_\4\ PR Sy ) > 9 e Weas o *
14 - - - - - - -
H 1 . S e - — - .
\i- = L0ID LCT ). - LT LAl . -
4 = - . IS R - . . - - = ) .
Lomraaanm 1 ame-m e P T 2 s S R T . P I e e T U - AP, P -
i cwed LU YT e - = PR C————roem et - A e W e—— i e e
Tl A Timmerm e P - T T CE TR T - vy~ T - M T -
[V I NN S Moo 0F v vt o v v wr— T - it T N — ] M, T e e e oo
T ~ T -~ T ean . T T .
- o - - ey y-— . |
ia Co . o o O L% 2 el ai o .
.
,('.x.~.=“‘,.‘.
POASSPIC-NNEPRN I
L
P N by
1 L >y N %
\-_J-“w-_._.} \.a-_.u,j
—
e
- -
.
*_“r.n.\c:-,_.: _“9,,;_,,:“—‘_-. Dy~ -
e T e T Waa ok —— L) - . -
e -~ S ~ ~ { = = mea TR A A arm TS = 3 Y.
: - £ — S mZ ey - ~12 —- - -~ IS AnLS A
wdl SN~ A el Lo—-= JEN [OEE G IORRERS AL O8 k_.‘—L-~<.-_C:—.U-s—--«‘}-
=~ .- - - ~ RS - - .- . ~ -
D nea D omT e S N - amamy = " o -~ - = - ~ SO
-y — o P vl N e L SR = N e P -~ — e 7 e e —
.
- - -
Py e N mm T .
e T e e D e O —————— B
&
SR
£ o - ~ - o
F PR o T - e
W - - o/




Vond
4
ﬁ
L]
LX)

Affiliation:

rirst daie of employment:

Lezve entitlement: dzy5 ver y beginning
. Ty o cum }‘tav -~ - .
2te Days Accumulated Days Tates Days Remarks
of Total asi} Used Remaining




LAffiliation
First date of employment:
leave entitlement : da:c par besinning
i T
Davs accumuiated - .
75 Dates Dayrs
.  as . Used p3 ining
Prior j4dd'l |Toial as > nemining

of Date




lame: Affiliation:.

] Per dier in Xandy Terp.lodsins/housing
Nc, of
persons Pericd Hntle Lnount Period Rate | i-ount

- >~ -
Rs, Hs, Hs. H3.

2y
)
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Date of travel
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6.2. Personnel, short termer

Responsibility of the Administrative Assistant is to

keep the following Technicans Records up to date.




P Pl SRS -
heme: Affili=tion:

Fosition: Duration of assignment:

Ia |'3;;E': LN

Date of arrival: Flight: Time:

Dependents accompanying techniciarn (name, relation):

Dependents arriving at different time than tecnnician {Larme, relation):

7§

Date of arrival: Flight: Time:

¥

Housing arrangementus (where, what, when made and by whom):

Arrival check list (dindicete dete and rperson res~rreihio):

USAID informed of ETA

PGIA informed of ETA

Office, desk, chair, supplies ready

Per diem advance and receipt prepared

Welcome kit prepared

Arrangements for meeting upon arrivel

-

Hotel reservations in Colombo (if needed)

-

~——¥Welcome kit and advance dslivered

To Personnel Cffice for visa exemption application{dats)

- &

|




Lde

WORAR AND LEAVE RICOAD

Daring the periocd

worked a minimaun of

below:

Holidavs:

Anrual leave:
pates

of his assigment in Sri lanka,

4C hours per week except for the holidays and leave

Days

indicatcd



lLame:

IR oh A LS N

N T R Aom M Ty T egs T T ALTT
BUBSHE ZLTS/ALLOWACES RECIVED radt FIzlh Or-10%

Full per diem in Rand
R ——— »

e H2l1f per diem in Kandy

Temporary lodging allowance

Fo, adults & children 11 or over:

i * i ‘ - Jl.‘e i
He, children under 11

Local travel expenses

Other (specify)

p—— —

Summary of paymenits received from Field Office:

Per diem/temporary lodging allowance

Travel reimbursements

Other direct support

TOTAL

(See details of paymenis made in forms atiached)
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THRAVEL RET ZUASHHMERNTS
PAID THROUGH FIZLD OFrFIize
Dot‘; £ Tr 1/
- o £ . m aVe‘- . .
- Travel Lodging eal AT
Payment Transport ging Feals TOT
2s. Hs. Rs. Qs
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OTHER DIRECT SUPPORT
T

PAID THROUGH FIFLD QFFICE

Date

Navture of support

Feriod covered

Amnount
Bs,.
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6.0 Other Records

6.3 Project Vehicles.

Schedule Project Vehicles anc drivers, to meet approved
transport request both by expairiates and local staff, including

the AED housekeepr.

Prepare and submit weekly duty roster and submit same to

C. of P. through Administration Assistant.

Arrange for regular maintenance and supervise same if and
when time permits. O0il changes should alsc be carried out as per

maintenance manual.
Make spot checks on the trip sheets of vehicle.
Check on meter readings, and miles driven on litres purchased.

Carry out road checks as and when possible, and verify whether

the vehicle is not out of route.
Arrange for repairs on reports given bv other pool driver.

Maintain an accurate and complete up to date record of vehicle.



‘chicle Jdo: Driver: ' Dates

Mme Hileage Destination A gaan 6L Time Idlenge fotal
tat Out In In Miles
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6.0 Other records

6.4 Reader file. (To be kept in Cabinet No. 13,

Drawer 2 under Item 17.0)

a. File to be opened for filing copies o

rh

all outgoing

s

letters, memos etc., including trip reperts and letters from

specialists to their universities (Official).

k)

b. Letters tc be filed in chronological order.

c. A separate file to be maintained for each month.

1

d. Tab for the vear referred to will bear th

a
17.2 - 1980 etc.

41}



6.5 QOffice forms (Cabinet 13, Drawer 1)

6.5.1 Form Masters 1979
1980

a. Clean copies of all forms to be used by the Office will
be prepared and numbers given to each form, e.g. 79-001, 2 etc.
These forms will be filed in order in one file for easy reference.
b. Clean copies of all forms to be ised for 1980 will alsc

be prepared and numbered accordingly, e.g. 50-001, 002, etc.
6.5.2

Stocks of each form to be used will be made out and kept

or use under each heading. (Specimen table for 1979-80 enclcsed)

ty
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1 candidates must be nominated initially by their

Department Heads to the Dean of the Faculty of Agriculture. The
Dean forwards those nominations which he endorses to the PGIA
Director who in turn makes the formal nominatien (in writing) to

the CAED Chief of Party.

Although the Chief of Party and visiting stafi may visit in-
formally with prospective candidates about their career plans and
programs at the CAED universities, they can make no commitments re-
garding candidate selection or placement until the formal nomin-

ation is received.

Nominations become final only when:

b

2) The candidate has presented acceptable TOEFL anc GRE scores;

b) The candidate has been admitted for graduate study by the
university to which assigned;

¢} The candidate has been granted study leave by the TUniversity
of Peradeniyva,



7.2

Responsibilities of Field Office

a. Current catalogs, stocks of admission forms and other
relevant materials are maintained for each of the CAED

Universities.

b. Specific activities are defined reasonably well by the

Participant check list (Form 80-012).

c. The Chief of Party counsels the candidates, assists those
in completing forms, answers questions concerning the U.S.
and the CAED universities,mand, in general, helps tc expedite

the processing of the candidates.

d. At the time of the first interview, each candidate is given

a checklist of things that he/she has to do (Form 80-014 .

e. Each candidare completes a draft P10/P (Form AID 1380).
From thst information, the Chief of Party prepares a P10/P
for each group of participants proceeding to one university
(see sample). The PIO/Ps are numbered consecutively through-

out a given vear. The system is as follows:

383-004¢ - 1 - O 0001,
L ccnsecutive numbering within the
Llast number of current vear
prepared in the field
Project Ne
Distribution of P10/Ps is as follows: USAID/SL - & copies (with

2

* 4 3 VS T oy ) R
reguest that one be given te Training Cfficer); Carvev - 2 copies

N
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1. Nemination {m:st be ncminated by Desariment Head).

P Cotain forms f.r: application for adzmissicn to Graduate Study, PIO/P, and
vhvsical examinat from AND Project Chief of Paxrty.

J. Complete PIC/P and application Torzs d

attach supperiing infermztion as requd
s
i

3 P
(includingz three IEVECTS of recomnendation), and return to Chief of Partzy.

4. Submit copies of TCEFL and GRZ scores ic Chiefl of Party, and arrange to have
reporis ent to the anpropriatz universityr.

4a. Also, arrange to have an Offical Transcrlpt sent to Chief of Party.

De Cotain physical examinaticn from University Zealth Centres and submit report

to Chief of Party on {orm provided,

.d.

O. Obtain passport

»>

e T £ T 5 Ealih o -~ e T A S .
. Upon reoceint from Chief of Party of exscuted form IAP-054 RERASES
ccmplete the poriion indicated.
o 14 Sy PR 'm Iy e 3 e s +5
R Ohtain visa from Censulaxr Section, U.S.zmbassy, Colonbo. Visa applicatior
b N J? =2
forme nay be oviained from Chief of Farty.,). To obiain viza, you musi
14 aemiav W . . o T ' + T “ 3 PR N &
submit your passpori, Form IAP-OLL or IAP-£d,completeld application fomm,
PO W S, -~ R I S b 5 :
two passpori-zize nhotographs (15 = 1 inches), and two signeld copies of
Zuppleomental Sizctement by Zxchange Viziilore,
2. Submit copy of notice of study lecave aporoval to Chief of Paxrty. .
- A, i e ho TSI SIS . : A~ : f— o !
1C. Arrange with Chief of Party %o oblain U.3.cdollar travel advance (U.3.5200).
1. Receive airline ticket from Chief of Zarty.
- T e 5 hmt - T3 wsrm =) o~ o M v iy 3- 3
i2. Zave 2 geood irip, and best wishes for success in your posigraduzte studles,

Best Available Copy




2. PROJECT ACTIVITY BUMBER & TiToC - i )
rmre iy tavra ] iitasri i e Toeeegi e iy d Ty
>ROJECT IMPLEMENTATION ORDER/ ATTICULAUTAL SARICL LI CN Sr el LNt 2 -
PARTICIPANTS {P10/P)
4. APPHOPRIATION L. ALLDTMENT
pAaGE Y ofF o0 YE=-117371027. 2 GLl=Timnl e = e T
BRGJECT A -
 COMPLETION DATE |7- DESIRED START DATL {8, TLAMINAL START DATE §. NUMBLR OF PARTICIFANTS
~ - ~ - N
.28, 1986 Far.29, 197¢ >
. 11, LOCATION & DURATION OF TRAINING
inN b ,
= ORIGINAL 0 57, i THIRD NN~ P
[ AMENDMENT NO., __ US_—_‘______P/M’ 2 D COUNTRYV Y, V) B CoutiTRY _12 |, V]
AUTHORIZED TYPE OF (A} [§=3] (<) {O:
AGENT EXPENSE PREVIOUS TOTAL INCREAST DECREASE NEW TC-AL
A
ALD
B.Fixed, incl m mer Fm et
T 9* R 05,2,:, ULyl
CoiTrnnly? int'l travel
FAISSION
Recurring 182,775 182,777
‘ C.
AID/W o.
E.
THIRD COUNTRY -
3. COOPERATING
COUNTRY FINANCING
A. TRUST ACLQUNT NUMBER w. AUTHORIZED O. CURREMNCY E. AMOUN,
; AGENT uNIT
4, U.S. TRUST
ACCOUNT B. ALLOTMENT SYMBCL
15, SPECIAL PROVISIONS .
. REF: PIL NUMBER GRANT __ X LOAN
. NAME(S) OF PARTICIPANTS ¥r, E.V.iponso Wickramasuriya - }¥r. A, Sriskanthzs
lrs D.C.2zndzarz (nee de Silva) Mr, V.A.D.Sumznasince
¥, S.L.Rznemulzerachchi !
. SUPPLEMENTARY INFORMATION
Treininz to be provided under negotizied coniract Ho,AID/ASIA-C-1357 -
For information cnly; non-cbligating -
6A. MISSION CLEARANCE DATEL 1€S., MISSION CLEARAMNCE DEATE
17. HCST COUNTRY/BORROWER/G RANTEE 18, AGENCY FCR INTERNATIONAL CEVELOPMENT
SIGNATURE
See atizched copyr indicating ezproval of
TITLE sev—aissviiid ] TiTeE
F]
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STREET ([31z2-38) ”
. il - /4-\1.. 3 . -~ . .. . P < . T e
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[ Tes7 Given O vesT waiveo ) FURTHER TRAINING NCCESSARY O nespesas:
-l 7
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(12-13) SCIENCE O mo O ©TGER {D.COUNTRY CODE {M15-17)
MASTER
21 yTs D gf ARTS 0 ovm O none

. LIST BELOW IN CHRONOLOGICAL ORDER, ALL SCHOOLS ATTENDED. INCLUDE PRIMARY, MIDDLE OR SECONDARY BOHODLe
UNIVERSITIES, VOCATIONAL OR TRADE SCHOOLS, (Use conrinuation gheet (f necessary}
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% Please ses ammexure {

13. EMPLOYMENT
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7.3 Assistance Provided by USAID

Upon receipt from the Chief of Party of the PIO/P and
relevant information from the University involved, the USAID
Training Officer prepares a Form IAP-66A for each participant.
(The participant must present tha* form to the U.S, Consulate

at the time he/she applies for a U,S. visa.)

The training officer also assists informally in various
ways to expedite the processing of the participants and spouses

who mav join them later,




Cosre No. Ud 1l A3 | CERTIFICATE OF ELIGIBILITY FOR EXCHANCE VISITOR (J - 1) STATUS

o

PART 1 — IT iS HEREBY CERTIFIED THAT:
VMais | e OURSOGE OF TR FTEL 110
ARA, DEEPTHI CEANDRIKA X frrnt
15 OF EXCHANCE VISITOR: {FIRST NAMF CAIDDIE N AASs, * X ! Begino new progrom
3
_‘{J‘L’S_I‘j’ in PANA?URA ' SRI { LANKA 26 ) Errend om on gaing progrom
Ad ’ Ty B { ountry
rent resident of SRI LANKA R CE j. whose sositon :n 3{ | Transier 15 o different progrom
{Couniry; oA nder
: — 4i ) Repioce alost form
ASSISTANT LECTURER, UNIVERSITY OF PERADE- 2131
‘NIYA “Paiioder | S5{ 1 Permit visior s rmmediate omily
- r ]
c/o PENNSYLVANIA STATE UNIVERSITY fo enter U3. separorely

| be sponsorcd by the AGENCY FOR INTERNATIONAL DEVELOPMENT, U.S. INTERNATIONAL DEVELOPMENT COOPERATION
to parudpate in the EXCHANGE VISITOR PROGRAM NO. G-2-0263 which s scll valid and is officially described as foliows:

‘of the Agency for International Development, U.S. International Development Cooperation Agency to bring participants to the United States
7. academic study, observation or consultgtion in keeping with the objectives of human resource development as contained in the Foregn

Ac? of 1961 as amended.

383-0049-1-00003
IBIXEBAAXXXBBEE s o,

Contractor

F 188695

overs the period from .§__. _];, ._?_0_.10 . 7 . 34 5 & Sl , {one year maximum.)
{Mo.j (Day} (Yr.} (Mo.} (Day} (Yr.)

v is for family trave! or replaces a lost form, the axpiration date on the 2xchange visitor’s {94 1s

Passport No.

— -

ry of thisvisitoris 1 { ) Student, 2 { )} Trainee, 3 { } Teacher, 4 { |} Protessor, 5 g Research Scholar or Speciaiist,
mtigﬁldaimr, 7 { ) Professionat Trainee, snd the soecific educational fielkd or non-study activity to be engaged in is

v, .werballydescribedasfollows:  Agricultural Education
'Subj/Field Code)

period covered by this form, it is estirn. ated that the following financial support {in U.S. $) wiil be proviged 1o this exchange visitor by -

Program Sponsor in item 2 above I

uoport from organizations other than the spunsor will be provided by one or more of the ‘ollowing:

5. Government Agencyfies): ______~ {(Agency Code)  $ b2 {Agency Code}, $
rrnational Oraanization{sh: (int. Org. Cocel, S €2 {int. Org. Code)$
: Exchange Visitor's Government hY (1f r}ecessary, use above spaces
- . . . for funding by multiple U.S.
! . on of th s . f -
binational Commussicn of the visitor’s Country Agencies or Inti. Organizations)
other omanizations providing support s .
sonal funds Y
7. R.M. Singleton,Chief, Project Development
(Name of Officizi Prepaning Form) (Tatie) Support
U.S.2ID/Colombo
(Ad:i:(.n} e
e/ 4 - /. B - ’/ P
E; /L~/Z’-.l;:;7{fay—~ TSN
(Signature of Rerponsitie Officer or Alicrnaie R0} foate}
ENDCRSEMENT OF CONSULAR OR IMMIGCRATION FART I} —STATEMENT CF HES?ON__S!ELE OFFICER FOR RELEASING
CFFiCER REGARDING SECTION 212ie) OF THE I N AL SPONSOR IFCR TRANSFER GF PROGRAM)
. ) Cate . Transfer ot this exchang® vis:ior irom
wment of Comuiar or Immugration Othicer regarging Sec. 213(e)
voration and Natarahizat:on Act is necessary because . program INO. spensored By
NT gE Sun ! miohiy & :
,"U' AID PAHTIClPi'N TS ARE SUBJECT TO 10 tne pregram spec:bea in vem {7 os necesiary or hughiy ceswrabie and
HE TWO YEAR RESIDENCE RECUIREMENT s confcrmity with the coieciives of tne Mota! Educat:onat and
Cuttaral Exchange Act of 1851,
Keypunch tnformaton Coi 138=1




8.0 Procurement of equipment, books

8.1 General description of procurement process

Responsibility for identifying equipment and library
request items rests primarily with the departments/boards of
study, with the assistance of visiting staff and counterpart
departments in the CAED universities. The PGIA/Faculty librarian
plays an active role in identifying and processing library ac-
quisition requests, while Penn State serves as the lead CAED

university in this regard.

Request lists are prepared by the field office utilizing
specifications, prices, etc., received from the departments,.
and forwarded to Garvey in Washington. If additional information
is desired, or if further checking is needed vis a vis some items,
Garvey is so informed.

After necessary verification and other followup, Garvey passes
equipment requests to Franklin Export Traders, our purchasing agent,
and book requests to ""The Book House'" for actual procurement.

Journal subscriptions are handled directly by the Academy.



8.2 Responsibilities of Field Office

a. Requested items are typed onto standard forms for equipment
{Form 80-013), books (Form 80-016) or periodicals (Form 80-017) as

appropriate.

b. Each request is submitted to the Chief of Party through the
Dean and PGIA Director, both of whom endorse it. Form 80-015 is for

this purpose.

c. The approved requests lists are forwarded to Garvey for
processiﬁg and procurement, with copies going also to the Director,
Dean, Department Head, Librarian (in the case of library acquisitioms)

and the USAID/SL Project Officer.

d. Procedures for obtaining USAID concurrence with requests are

still being developed.

e. Lists of equipment items prepared by the purchasing agent
from those submitted by the field office are returned to the field
office together with current price quotations. Those lists are in-
spected by the relevant departments for accuracy, ete., and are then

returned to Garvey with authcerization to proceed with purchase of the

lists as corrected.
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Agricultural Education Development Project
Postgraduate Institute of Agriculture
University of Peradeniya

Meomorandun

Date 3
To : Dr, Howard E, Ray, CAED Chief of Party

Frem @ . Head, Department of

Through : Dr, Y.D.A. Seranayake, Dean,Faculty of Agrisulture

Dr. T. Jogaratnam, Director, Postgraduate Institute
- of Agriculture

The following list presents the items of equipment of
pricrity need of the Department of
I request that these items be procured for the Department by the
Consortium for International Agricultural Education Development
unasr Contract AID/ASIA - C - 1397. The criteria ocutlined in the
Project Implementation Plan have been followed in developing this
list of equipment, which is estimsted to cost approximately
$. of a total of $. allocated to this
Department under the Project.

Appraved

Dr, Y.D.A. Senanayake, Dean, Faculty of igriculture.

Dr. T. Jogaratnam, Director, Postgrzduate Instituite of
Agriculture.



8.3 Transfer of title to PGIA

All items are transferred to the PGIA immediately after
checking upon arrival in the country. Forms 80-008, 80-009,
and 80-010 are utilized for this purpose.

After initial presentation and acceptance, all items are
verified through physical inspection by the PGIA Assistant
Registrar and the field office administrative assistant, who
verify that the transfer list is correct. These\transfers are

numbered serially throughout each yvear preceeded by a year prefix.

A permanent file of executed and verified transfers is
maintained by the Chief of Party. Copies of each transfer are

distributed as indicated on Form 80-0Q09,.



s YOS EN A ELEYE DAY N LRGN ALIUNAL
ACRICULTURAL EDUCATION
DEVELOPMENT

Academy for Educational Development. Inc.

The Pennsylvania State University

Texas A&M University

Virginia Polytechnic Institute and State University

IT3I0RAMDUN

(Date)
T0: Prof, T, Jogara.tnam, Direcior PGIi
FROI: Howard #, Ray, CALD Chief of Party
= Touipment, bocks, other materizls provided to the PGIA throuzh

the Agriculitural Education Development (AZD) Project.

Lttached is a Transfer of Title No. listing
items purchased under the Agricultural Education Development Project vhich
have just been received in Sri Lanka from

-~

On behalf of the AED Project, I wish to present the materizls listed on
the referenced transfer to the Postgraduate Institute of Agriculture in accord-~
ance with the agreement governing the Project Please indicate your acceptance
of these items by returning one signed copy of the attached ic ny office for

The price or value of each item is either shown on the transfer form or
will be provided to you at a later date.

cc:  Dean, Feculty of az“lcul“m:e
USATD ProgeCu Manag
Consortium Coordinator

™ e nhar i e
Form AT BO-008

Field Gffice: Agriculturai Education Development Project, Postg:«duate Institute of Agriculture
The Inivercitv of Peradeniva Peradeniva S Yanks Teienhone- V‘ TR
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9.0 Receiving and Shipping
9.1 Incoming Project Shipments

In regard to Incoming Project (Surface) shipments, e.g.
General Electric Appliances for Project Housing, on receipt ¢f Bill
of Lading, all particulars including name of vessel, number of pack-
ages and their weights, E.T.A. etc., are conveyed to the Clearing
Agent, Messrs E. B. Creasy and Co., whe will undertake customs clear-

ance, handling and transport arrangements to Kandy.

In the case of un-accompanied air parcels, a copv of the air-
way bill is obtained from the Air Line upon authorization of Chief of
Partv, and with the necessary customs forms obtained from and correctlv
completed at the Customs long Room, Colombo, with the help of an

authorized Wharf Clerk, the parcel could be collected from the Al

+

Parcel Office at Katunayzke Air Port after paving customs charges, if

any.



9.2 Incoming Personal Shipments, including House Hold Effects



9.3 tgoing Air Shipments, Project

Outgoing Air Shipments (Project) suitably packed, secured
and addressed, are taken first to the Pan Am Office in Colombo,
where the necessary documents are prepared, and then on to the
Air Freight Customs Office, accompanied by a Pan Am representative,
After customs examination and Sealing of the packages, they are

next taken and handed over to Air Lanka Freight Office.
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9.4 Outgoing Surface Shipments, Project

All arrangements regarding outgoing surface shipments are
handled, upon request by Chief of Party, by the clearing agents
Messrs E. B. Creasy and Company., who forward copies of shipping
documents along with their bill of charges. The bill of lading
and particulars of the shipment are forwarded to the Consignee

as soon as they are available.



9.5 COutgoing Household Effects at end of Tour.

Quotations are received from Freight Handlers and Packing and
Shipping firms, including E. B. Creasy and Co., after their repre-
sentatives, along with an officer from the Department of Antiquities,
have physically inspected the goods to be shipped, including local

handicrafts of brass or other antiques.

A schedule of the rates quoted is prepared and the firm selected
is awarded the contract, after obtaining the approval of the Academy
and the University concerned. All arrangements regarding packing,
transport, customs clearance, insurance and delivery in the U.S. are
handled by the firm. The Technician has to appear in person, along

with the Agent, for Customs clearance of the entire shipment.

Charges are to be billed to Coordinator International Programs,

Pennsylvania State University
College of Agriculture

240 Agric. Administration Bldg.
Tniversity Park, Pa. 16802

Virginia Polytechnic Institute and State University
College of Agriculture and Life Sciences
Blacksburg, Virginia 24061

Texas A. & M. University
International Programs
College Station, Texas 77843



)0 Commmications

10.1 Intermational mailing, outgoing

a. 411 outgoing mail (originals) to be sent by aimmail. Cost of

poestage to be obtained from Adm. Asst. and a Petty Cash slip
e entered for the cost incurred and returned to him. (Specimen

Petty Cash slip enclosed),

b. Hemos to the Consortium Coordinator will bear a serial numbexr
(¥o. 80-1, 2, ete.). Three additional copies of the memo must be
taken, one for postiing to the C.C. by pouch (it nec.essary), one to
the Chief of Party and another for the Reader file. Additionzl
copies may be sent to other parties on instruction from the C.of T,

c. All Jetters to the C.C. will be accempanied by a memo of posting
which will briefly describe the item being sent., (Specimen of
memo of posting enclosed). Original memo will be attached to

‘ the original letter, the duplicate to the copy going by pouch
and the triplicate attached to the letter 1o be filed in the
Header file.

d. All commumications te the Consortium Coordinzator will be sent to:
Acadeny for Educatioral Develomment, 1414 Twenty-Seccnd Street, H.W.
washington D.C.20037, U.S.A,



ONSCRTIUM FOR INTERNATIONAL
AGRICULTURAL EDUCATION
DEVELOPMENT

Academy for Educational Developmen:. Inc.

The Pennsylvania State University

Texas A&M University

Virginia Polytechnic Institute and State University

Agriculivral Education Deveinpment Proiec:
Postgraduate Institute of Agricalture

The University of PeradentZ

Peradeniva. Sri Lanka

ar
%)
Y
£,

; iemy for Educational Development, Inc
1414 Twentv-Second Street. NJW
Washington. D.C. 20037
Telephone: (202 362-1900  Telex: ACADED WSH 34680
Cable: ATCADED WASHINGTON B.C.

N

DATE:

TO:

SUBJECT:

MESSAGE:

DATE:

FROM:

REPLY:




10.

~

Ze

Pouch mail, outgoing

e

O

Mail sent by pouch will usuzlly be taken to Colombo by samene
authorized by the C. of P ox the C.of P. himself, for handing to
the U.S.Zmbassy, Coloambo.

The envelope of posting will have U.S.postage stamps affixed ip
accordance with the weight of the package., Postaze stamps for
this purpose to be obiained from the Adm, Essi.



10.3

Telegrams/telex

o~

che

b.

C.

d.

Outgoing telegrams will bear a serial number P80-1, 2, etc. and
will be typed on the standard fuim for foreigm telegrams issued
by the postal authorities. (Specimen telegram form enclosed),
Four copies of the telegram are taken, cne to the C.C. by pouch,
one to the C. of P., one to the Adm. Asst. and ore for the Reader
file.

A receipt for the cost of the telegram will be issued by the P.0.
and this amount will be entered on a Petty Cash slip and handed o
the Adm. Asst.

Telegrams sent to the ATD will bear the following telegraphic
address:  ACADE, Washington IDC 89660, USA,
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“10.4 Incomings communications

a. All incoming letters will be date stamped and referred to Ch. of
Paxty, for necessary action.

b. In the case of incoming telephone messages, all details of the
message will be entered on the pink fomm (for entering messages)
and kept on the C. of P's desk,
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To
Date Time
WHILE YOU WERE OUT
M
of
Phone
Area Code Number Extension
TELEFHONED PLEASE CALL
CALLED TO SEE YOU WILL CALL AGAIN
WANTS TO SEE YOU URGENT
RETURNED YOUR CALL
Message
QOperater
EFFICIENCYS LINZ NO. 2725 AN AMIPAD PRODUCT 60 SHEETS




. AGRICULTURAL EDUCATION

Academy for Educational Development, Inc.
The Pennsylvania State Urniversity

Texas A&M University 1
T A e e s vy €S T AVAilable Copy

Received or this date from ithe Acaders of Zducationzl Develorment

which constitutes payment in full of salary/wases earned during the
period 12 to 1< for wori as

follows:
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Field Ofiic Acricultural Education Development Project, Postgraduate Instituie of Agricurure.
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11.1 JOB DESCRIPTIONS - SELF EXPLANATORY




for

AED PRCOJECT SECRETARY !

Supervisor: CAED Chief of Party : S T

Responsibilities: In general terms, the Project Secretary is responsible for
typing, maintaining acceptable quality, reproduction, dis-
tribution and filirng of all correspondence, reports, and
other written materials (excluding financial and accounting
reports) produced through the Preject. In addition, the
Secretary is responsible for supervision of the work cf
temporary typists should such be requiredé, and for dis-
bursement and accounting of Project petty cash funds in the
absence of the Administrative Assistant.

. Duties: The Secretary's duties shall include, but not be limited to, the
following:

1. Type all Project letters, reports, memcs, forms and other papers in a
consistent and presentable format;

2. Maintain high standards of quality in typing and reprcduction, including
making corrections that are virtually invisible to the reader;

3. Copy and distribute all Project reports, letters and other documents as
per distribution lists and filing requirements; including copies for the
reader and Chief of Party files;

4. Maintain a complete and up to date reader file, and present it to the
Chief of Party on Monday of each week for his review;

l’ 5. Mzintain current logs of all types of materials numbered in sequence:
cables to Academy; written communications to Academy; memoranda to

ADO/USAID (Antholt/Wilscon); administrative forms; report series;
others that may be initiated in the future;

6. Maintazin Project files as related to the categories of work described
above;

/. Supervise temporary typists when such are required;
8. Disburse and maintain accurate records of petty cash expenditures when
the Administrative Officer is absent, following estzblished procedures

for same;

8. Report to the Chief of Party caily upon arriv-l
activities.
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Supervisoer:

Hesponsibilities: In general terms, the Administrativ

for

PSR LT DR EFaNE R AVl O (RGN E Lok m7q‘n Y (et e a e
AT PEOIECT ADMINIS 2 E OASESISTN

AU il s o

b ehiet of party  3ESHE Avallab!g Copy

P

gsistant is responsible,
CffiCt tudgets, rupee

; personnel; office manape-
> informed and up to dete
requirements cof the Preject

disbursements, and financial reco
ment; and keeping the Chief

at all times on all activi
administrative office.

e

under the Chief of Pa rty, for: field
s
'}

Juties: Working under the direct supervision of the Chief of Party, the Admin-
istrative Assistant's duties will inciude:

1. Budgets, disbursements, financial records

*

*

*

&

*

*

*

Make payments for local rupee expenditures as authorized by Chief
of Party, such payments to be made only on the basis of necessary
documentation;

Maintain up to date, accurate, complete, and neat financial records
in accordance with system apnroved by Chief of Part

&)
e

~
¥
-

Prepare monthly petty cash reports;

Prepare cash flow projections monthly for month ahead, and other
projections as required;

Prepare monthly, quarterly and annual summaries of field office
expenditures, in accordnnce wltn approved format and procedures;

¥onitor AED House accounts

Monitor all Project vehicle records and accounts.

Personnel

Anticipate need and arrange for temporary help as
Crhief of Party, and make necessary arrangement
supplies, furniture, and eguipment;

Open file on visiting staff when nomination is approved
pre-arrival stez:c (follow checklist) to prepare
£f are completed on time;

ce procecures and services,
e, etc.



* Maintain up to date personrel receordés on @2 onational and cmpat-
riate staff in Sri Lanka under the Preoject.
3. Office mounapemnunt
* Assure thet 31l activities of the Project administrative offdice arve
carried out in strict adherence to esteblished policies and pro-
ced : 'al 1s cobtained prier

lures, and that specific Chief of Yart
<

w ;py:ox
tc any action for which such approvel i ire

[WR
6]

* Supervise, under the Chi
nn

ef o
of &1l nationzl pers 1 enm

v

~

{f Partv, the cav tc c&y activitic

ploy by the Project;

* Organize office activities to facilitate timely and proper completion
of work to be done;

* Report to the Chief of Party daily upon arrival at office to plan

day's activities;

* Arrange a weekly meeting of national staff with Chief of Party to

coordinate work and zetivities.

* Brief Chief of Partv dailv on status of activities underway,
oject requirements, and zlert him tc matters that may

* Arrange weekly detailed briefing for Chief o
activities planmned for the coming week, znt
repoerts of activities and accomplishments o

ey
\'S

Partv, to include
cipated needs, and
the past week.

Fh ’,J.

5. TFunction as General Services Clerk in the absence of that Clerk.

6. Perfcrm other functions as directed by the Chief cf Party.

Best Available Copy
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Supervisors: CAED Chief of Party BeSt AV
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Responsibilities: In general terms, the Generzl Service: Clerr/Assistant Secretars
is responsible, under the Chief of Partr, fcr Preiect housing
and furnishings, receiving ané shippinz, local procurement, and
office egquipment, suppliec and filec. 1In adéirvricn, he/she sorve
as assistant secretary and, ip the abeence of the Administratliv
Ascistant, as personnel oificer.

Duties: he cuties of the General Services Clerk/fssistant Secretary shall dinclude

but rot be limited to:

1. Project housing and furnishincs

£
v

Prepare and maintain a detailed and current
furnishings in acccrdance with the establis

*# Assign appropriate numbers to each and every item listed in inventory
and place that number permanentl

o+

ake personal maintenance checks of each Project house monthly to

ide ntify maintenance and repa1r< needed, if an

* Arrange for necessary repairs to be made tc Proje
furnisnings upon request of the occcupant and aut
hief of Party;

t houses and/c
rizarcicn of the

‘,J

* Re-inventory each Project house annually (preferazbly in Decezber).

2. Receiving and shipping

* Arrange with appropriate agent, upon authorizaeticn frem the Chiet
of Party, for handling each incoming shipment for the Prcject or
Project perscnnel;

* Arrange for transport of 211 Project shipments to Xandy;

* Yaintain zn up to date file on &1l incoming shipments, including
shipping documents, ETA, actual date of arrival in Colcxzbo,
clea:ance, handling and transporting arrangements, ané cother rele-

n
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Acsure that all labels, paching, and contents of cutycoing shiprentes
- T aml e - and tho :

comply witn regulations of Sri Lanka, the carricr, and the U.S.;

Send shipping documents for cut ¢ e b a
ately, and inform by cable giving relevant datz (tc be sent under
the signature of the Chief{ of Yar

Maintain a log of 2ll inceming and outzoing shipments, including

(for incoming) date shipped, carrier, airway bill or bill of lading
number, date arrived in Colombo, date received in Peradeniva, name

of clearlnb agent, clearing and transport charges, and gencral
description of contents. For cutgoing shipments, incilude date
shipped, carrier, zairway bill or bill of lading number, general
description of contents, and confirmation that recipient has reccived

it.

ot

procurement
Procure or arrange for procurement of all locally purchased goods,
supplies, and services as authorized by the Chief ¢f Partw.

4, Project office maintenance

* Mazintain detailed and up to date inventory of a1l Project~procursd
office furniture and equipment;

* Assign appropriate numbers to each and every item listed in the in-
ventory, and mark same permanantly on each iten:

AN

* Re-inventory annually, preferably in December:

* Arrange for proper maintenance and repair of 211 office eguipment
and fazcilities;

* HMaintzin well-organized, clearly marked supply cabinets;

- % Istimate needs for supplies znd zdvise Chief of Partyv with sufficient

anticipation tc permit their timely procurement and delivery:

* Operate Xerox photoccpier as regquired.

5. Proiect files znd records

% Maintzin all inventory records up te date.

* Maintain all Project files not specificelly zssigned te another staff
mezber; be ccmpletely familiar with all Project files;

*# Maintain up to date AID zndé cother handhooks.
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Supervisocer: CAED Chief of Party BeSt AVallable Copy

Responsibilities: In general terms, the Senior Driver/ Car Pool Manzger is

Duties:

Joud
[

Josd
W]

-
(RN

Joost
(43
.

14,

esponsible for scheduling use of Project vehicles in
response to approved reqguests, maintenance and repair
Project vehicles, maintenance of records on each vehic
and driving as required. Although under the general
supervision of the Chief of Party, day teo day supervision
is provided by the Administrative Assistant.

r
i

b O

<,

The duties of the Senior Driver/Car Pcol Manager shall include, but
not be limited to:

Schedulz Project vehicles and drivers to most adequately meet approved
transportation requests;

Prepare weekly duty rosters for drivers, including self (to be submitred
to Administrative Assistant and Chief of Party by noon cn ez:h Monday);

Prepare daily and weekly check lists of cleaning andé maintenaznce to be
performed on each vehicle by drivers, and assure that these jobs are
done;

Prepare regular maintenance schedule for each Project vehicle, arrange
for and supervise maintenance according to that schedule;

Mzintain complete, accurate, up tc date, and neat vehicle
mzintenance records in accordance with the approved systen

&

cadcheck each vehicle personally at least weekly, anc note 2ll delects

Regularly ask drivers and expatriate stafif to report defects detecied in
v Project vehicles;

Arrange for needed repairs as autho d by the Chief of Party;
Assure that Project veh1c‘es are qr iven safe and courtecusiy at zl1

Alert the Administretive Assistant cof anticipated needs fcr sugpplies,
repairs, insuraunce premium payments due, etc.;

Be respensible zs driver for operation and maintenznce ¢f wehicle cus-
tomarily used by Chief of Party;



Supervisor: CLED Chief of Party (throush car peol menarser and
administrative assiciant).

Responsibilitiec: The responcibilitiez and duiiez of a Project driver
include, but are not limited to:

EERGY
.

Serve as driver of Project venicles, 2zt all times sirictir
obscerving traffic laws, Sau37 safety procedur 2nd couries

res,
toward passengers, pedesirianc and oither vehicles:

Report to the specified location at or bafcre ithe specified
hour, properly zttired and ready tc depari without delay;

Be constanily aware of the mechznical condition of tae Project
-+~

venicles ~ pronptly inform the car pool manager of necessar
repairs ané of any other matters pertaining ito operzaiion of

veniclec;

m At oI ’D‘,\,\‘ o ) 3 ~r -~ + T - -~ ~7
jizintein Project vehicles in good order at all times - clear
washing, pelis shing, ti~ tening, eic., as reguired ané as spec
in the daily/weelly chcck 1istss

;*O:D 1y and accurately cozpleie and submit a2ll reporis re
in connection with iravel, maintenance, expenses;

Carry out specific missionz, sometimes without assistance;

- * —~
:

oy the Chief of

b
)
et

Best Available Copy
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8. Ylan need for and murchasce all food and sunul
wests, stafl, and housc cpezrations.

-+ e

9. Frepare and supervise serving of meals con cock's darv

10. Clean rooms, ani perfor: ciher "housebor duitics’ ac reguired on
his day off.
c © m’e"" .I"'I Y‘d"‘" IR Oy« + maren s ot ./qn o nf\»wfs‘r T o
= SLolauncr, Liiner Loveis (ald ne EMCu, norTal iy

14, laintein sirict accounting of all receipic and expenditures in
accordance with the estatliched accowt* 17 sysiem for the Zunimiow.

15. Tizintain inventories as reguired by Project.
i6. Cther duties as may be assigned by the Chief of Parir.
17. Wash - clean - soak in MILTON - ALL fresh vegetables that will
be eaten RAW (uncooked) (cabbage-limes etc) PEEL all tomatoes,
Cther: cucumbers before serving. -

The normal work week for the housekeeper sha_.- ve B: OU an to 5:00 pom

frer iondzay through Saturday, with Sunday off, excepi that she will work a
late as necessary on cook's day off (or in his aosence} t prepare, serve

clean up after dinner, and arrive as early as regquired to Drepare and serv
brealkfast. In addition, she will .be expected to be present zt other time
reguired for the discharge of her duties and responsibilities as descrit
above., Two weeks (12 working days) of vacation and up to six days of sic:
leave may be granted annually Application for anmual leave must be mede and
zpproved by the Chiefl of M"v at least three days in advance, Applicaiicn

for sick leave should be made to Chief of Party irmadiately upon return to cuty
Up to one half of the annuzl leave must be taken each wvear, The remzinder

- .

ve
rTET O

;'.‘ Moo L
?,
£

be {talken or, if the housslieer o elects, payment m2ds in lieu of tne
vaczation, Sicik leave cannot be accwaulaied, and no payuent will be A;»‘
for sicik leave mot itzken, If absence from duty due to illness exceeids the
annual iimit, additionzl days iaien will be charzed zmainsi znnusl lea.re

Best Available Copy




11.2

Sample Letters of Appointment



Re: Contract AID/ASIA-C-13%7
Dear Mr.

This is to confirm your appointment as

for the Academy for Educational Development stationed in Kandy effective

1 January 1980. Your duties will include, but not be limited to, those outlined
in the zttached. Kemuneration including all allowances and fund contributions
will be Rs - per month, plus other benefits zs cutlined below. Salary
increases will be cetermined cn a merit basis, and increased cost of living
will be given in zccordance with Government policy.

Your employment is con51cerec tevporarv since the Projec:t is only & limited-term
X nka or USAID

Work week for Academy personnel shall be not less th
rally coincide with the work week and holidays of
number of holidays allowed by the Project shall be

~ . . -

H —

Your emplovment zas - ~ can be terminzted
2t any time by either party giving the crther one month's notice in writing.

£ Provident Fund in your name
ta S

n the form of & Sazvings Zccount with the Neticnal
Savings Eenk will be es 1

i
hed with monthly deposits zs ol

a} vyour contributrion is seven percent of your zcnthly czlary, this
zmount deducted monthly from your salarwy;

beay
"

]

&

b) the centribution made by the Project is 14 percent of
menthly salary;

1 of 21 percent of your monthly sslar

ent rund Savings Acccount.

You are entitled to 21 days vacaticn leave per vear
annual leave zt the rate of 1.75 dzys per month of
éate cn which your appeintment is confimed. Oaly



taken). Vacation leasve not exceeding 14 weorking daws may be carri
can elect tc receive pavment for 14 working days or less of unused v
leave in any one year. Vacation leave should be taken to ensure ad
and recuperation. All vacation leave must be approved in advance by
o

of Party. Nommally, no more than seven days will be approved during

a
period, and none until you have been emploved by the Project for at le
months.

You are entitled to seven days sick leave per year which can be carried over from
year to year with unlimited accumulation. No pay will be given for unused sick
leave.

The Project will provide transportation for carrying out vour cfficial duties.
In addition you will receive allowances for meals and lodging wher on official
avel out of your home station.

1f you are employed by the Project at its termination and have at that time been
employed for a continuous period of more than one year, a termination allowance

will be paid in the form of one month's salary for each year of such continuous
employment with the Project.

This letter is sent to you in duplicate. Please indicate your acceptance by
signing in the space provided below returning one copy for the Froject records.

Sincerely,

‘oward E. Ray - I hereby accept this appointment
Chief of Party on the above terms.
AED Representative

(sigmature)

¥}

-
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Re: Contract lio. AID/ASIA-C-1

Dear lir.

This will confirm your appointment as Jeep driver for the iAcadery for Za
Development stationed in Kandy effeciive 17th July 1980. Your duties wi
include, but not be limited to, those outlined in the attached. Reﬂana‘a
including all allowances and fund contributions will be Rs. per men
plus other benelfits as ocutlined below. Salary increases wi

on a merit basis, and increased cost of living will be in accordance u‘vh
Government poligy.

cur oﬂPIijeFu i3 considered temporary since the Project
progran, subject to termination by either the Government o
upon notice as per the subject contract.

s only a limited-term

Sri lLan¥ka or USAID

Your pormal work week will be 7:30 am 1o 5:30 pm I : wit
holidays wnich generally coxrrespend to the holidays of the Government of Sri
laniza. The maximum number of holidays allowed by the v st 8 ¢
per year. If required to work more than the allotted hours in any week or on
Saturday, overtime will be paid at the rate of Rs. 3/50 per overtime hour worked.
If required to work on a Sunday or holiday, pay for that day will be 1.5 times
the normal overtime raie or Rs. 5/25.

Your employment as. Jeep driver can be terminzted at any time by either part:
giving the other one month's notice in writing.

]

=3
Savir _gs nank n--l be ns»aoﬂlshed with monuhlv deposits as ;oliows:

a) your contributicn is seven percent of your monthly salarr, this
ed monthly frea your szlaxrys

b) the contritution made by the Pro
=
Y

7ou zre entitled te 27 days vacation leave pe: vear (that is, you will accu=uala
annual leave ai the rate of 1.75 days per month of service, beginning 2s of the
dzt2 on which your appointment is confirmed, Cnly accumalated lecve zay be

ﬂ



tavern). Vacatiion leave noi excecding 14 workins days may be caTrrield over or

—

you can elect to receive poyment for 14 working days or less of unused vecailcn
lezve in any one year. Vacaticon leazve srould be iaken o ensure adequate

rest andéd recuperatiion. £11 vacztion leave must be approved in advance by the
Chief of Party. Formally, no more than seven days will be approved during any

sinsle period, and rone until you have been employed by the Projeci for at
least six months.

You are entitled to seven days sick leave per year which can be carried over
from year to year with unlimited accumulziion, ilo pay will be given for
wrusel sick leave.

The Project will provide transnortation for coxrying out your of
duties, Allowances for meals and lodging when on official itrave
kome station will be provided.

If ezployed at the termination of the Project and for more than cne year, &
ternination allowance will be paid in the form of one month's szlary for each
year of employment with the Project.

This letter is sent o you in quplicate, Plezse indicate your accepian-e
r signing in the space provided and returning one copy for the Project recvords.

==,  Best Available Copy

I hereby accept this appoiniment
Chief of raruy cn the above terms.
£ZD Eepresentative




12.0 Reporting requirements (Project Reports) (Fz.om C—onmgm—)

IVv. Preliminary Implementation Plan

The preliminary implementation plan for the program is
attached hereto. The Contractor, jointly wigh the University
will prepare a detailed implementation and firincial plan by
January 31, 1980. The plan will be submitted to USAID for re-
view and approval. An annual update on a calendar year basis
will be done and submitted to the USAID Project Manager not

later than January 31 each vear.

v. Reports To Be Prepared By The Contractor

1. Quarterly reports to USAID in the format which the

Project Manager shall prescribe. The first quarterly repert

"J

is due September 30, 1979. These reports shall be jointly

prepared by the Chief of Party and the PGIA Project Director.

2. Annual review andupdate of the project implementation
andé financial plans to be submitted to USAID each calendar vear
not later than January 31 each vear with the first plan due not
later than January 31, 1981,

3. TFinal project report will be submitted to USAID on month
prior to the estimated completion date of the contract.

Multiple copies shall be submitted to the Govermment of Sri

Lanka and the USAID Project Manager, with one copy te AID/W.



12.1

Progress Reports.

Be

b.

Beports are prepared monthly by the Chief of Party, typed,
reviewed, pholocopied and distributed by the Secretary.
The cover sheet will be as per specimen enclosed ahowing
the contents. (This applies to Quarterly Reporis as well).

About 30-35 copies are made, assembled and distributed as under:

i.

Director, Posigzraduate Institute of Agriculture,
Peradeniya (3 copies with covers)
specimens encl,)

Dean, Faculty of Agriculture, Peradeniya (1 copy)

Chief, RRD, USAID/SL, U.S.Embassy, Colombo (1 with cover 2 without)
Chief of Party 1 without cover

Consortium Coordinator 1 with cover

Campus Coordinator, Texas A&M 1.
n n Penn State 1
" n VPI & SU 1
Heads, Depariment of Crop Science, Fac. of Agric. Peradeniya

n Agric.Chemistry - do =
" Agric, Biology - do -
" Agric. Econ./Ext. - do -
" Animal Fusbandry - do -
" Agric.Bngineering - do =-

(1 copy of report to each without covers

1 copy to each of the specialists on boaxd
1 copy to the AEDP Housekeeper
3 copies to be filed in field office binder

The C. of P. may instruct distribution of copies to otkher
agencies cornected with the AED Project.

The report will bear a mumber 80-1, 80-2, etc. on ithe cover

page and this could be obtaine’ from the memc pad meintained

by the Secretary for the purposs.

The cover to be used for Monthly Reports will be rustard coloux,
The original report will be filed under the Teb. 12,1.1 - Monthly
Progress Reports. (Cabinet 13, drawer 3).

Best Available Copy
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Quarterly Reports

e

b.

d.

e,

f.

Reports will be prepared by the Ch. of Party but signed

jointly by the Director, FGIA and himself, and photocopied

for distribution.

Cover cheet will be similar to thal used for Yonikly

Reports giving the contenis etc.

Distribution will be the same as thal for Yionthly Reports.

The covers to be used will be blue in coionr.

The numbering of the report will be Q80-1, 80=2, eic.

¥umbering to be found in the pad maintained by Secreiary.

The original report will be filed under the Tab. 12,1.2 =
Quarteriy report (Cabinet 1, drawer 3).



CONSORTIUM FOR INTERNATIONAL
AGRICULTURAL EDUCATION
DEVELOPMENT

Academy for Educational Development, Inc.

The Pennsvlvania State University

Texas A&M University

Virginia Polytechnic Institute and State University

Field Office: Agricaltural Education Development Project. Postgraduate Institute of Agriculture.
The Universitv of Peradeniya, Peradeniya. Sri Lanka Telephone: {08} 8203
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AGRICULTURAL EDUCATION
DEVELOPMENT

Academy for Educational Development. Inc.

The Pernsylvania State University

Texas A&M University

Virginia Polvtechnic Institute and State University

fericultural Biuvcation Developmeni Project
- QUARTZRLY REPQIT Q80-2
Lpril - Jwne 1980
~ - g P -
Lo TENLS rere
I. EHighlight
IZ. TPacilities Flamning and Development
Iii. Txeining

Techniczl Assistance
Iitzzry Development

WM AMAMAH N b el ot

VIi. —yperiment Farm Developmeut
Vi, Commodity Procurement
TIII. Insiitutionzl and Project Planmning
IX. Other Project Activities Iiv rep
¥.  Admiristrztion/Fanzzenent A
Xi. ZReports and Reporiing 4
*IX, Terscnnel Axrivals and Despzriures 5
MIIE. Yori: Plzmmeld for liext Guaxrter 5
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12.3

Anmial report

=Y

b.

Ce.

d.

€,

Prepared by the Ch. of Party but signed jointly by the
Director, PGIA and himself, and photocopied for
distribution.

Distribution will be the same as for monthly and quarterly
reportis; the C.of P. may decide to send copies to
other agencies as well,

Covers may be of Red, Green, Yellow, Grey, excluding
mustard and blue.

1 copy with cover to be sant to the President, Academy
for Educational Deveiopment, 680 Fifth Aveme,
New York, N.Y.10019, USA

The original report (with Plan of Implementation) will be
filed in file bearing Tab 12.1.3 = Ammual report and Plan
of Implemtation (Cabinet 13, drawer 3).




12.4 End of tour report

a. The specialist usually sends in a rough draft of his EOT
which is typed in draft form and given back for reviewing. There-
after, the clean office copy is prepared for further review and

corrections, if any.

b. The typed report is then photocopied and about 30-35 copies

are prepared, collated and stapled for distribution.
P p

c. The number EOT80-1, 2, etc. will be allotted to each report
and this information can be cbtained by reference to the memo pad

kept for the purpose.

d. Reports will be distributed in the same manmer as for

Monthly, Quarterly and Annual reports.

e. The original EOT will be filed under TAB 12.1.4 - EQT
reports and the EOT number will be stated against the name of the

specialist and filed in Cabinet 13 - drawer 3.

f. &4 copy of the format to be used by the specialist in

-

preparing his EOT report is annexed.

Best Available Copy



1Htlle Fare

{zee

€Xz

Preface or Foreword (optioml)
u
Teble of Contents Best Available Copy
I. Ferrative sem.ary of zoci SrmTnt, present citeziicn, and
Tecommendatione
II. (wverall zssessaznt of situation
ITI. Curricwlum and teachins
IV, Xesearc:
V. Cutreach

- . ~ - . - hY

vil. Zperiment siziions (field faciliiies)
ITI. ,General faciliiies planning and dewelopzent
IX. Organizetion and adoinis{ration

..
Arpendices

Other obsertations znd recomoendations

peze  (examiple)

kil of Your Report
on
aricultural Economics - ¥arietins




12.5

S

b,

Ce.

d.

€,

Special report

The same routine will be followed as for monthly, quarterly
e anmial and EOT reports.

The number of such reports will bear SR80-1, 2, etc.

Special reports will be distributed to thosex to whom
the C. of P, wants such reparts to be sent.

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

Cover will have any colour other than mustard or blue,



12.6 Extra copies

Extra copies of all monthly, quarterly, annual/plans of
implementa’ “on, EOT reports, Special reports and other written
materials are filed in the following categories in Cabinets 13

and 14 (drawer No. 4)

12.3.1 Monthly progress reports

12.3.2 Quarterly reports

12.3.3 Annual reports/plans of implementation
12.3.4 EOT reports

12.3.5 Special reports

12.3.6 Other written materials

It it is not possible to file 21l copies, due to the cabinet

drawers becoming too bulky, some of the extras mayv be filed in the

wooden cupboards.



