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JOINT SERVICES MANAGEMENT ACTION PLAN

I. Purpose and General Issues

A. Purpose: Thc rurpo~c of lhis Joint Scrvices Managcmcnt Action Plan, (hercinafter
called "JSMAP") is to outlinc the joint respon~ibilities of the U.S. based organizations
responsible to provide in-country logistics support tl:> the USAID-Nigeria program.

Thc programs and operation~ of the US Implementing Parlners shall be in accordance
with the program amI operational p(llicie~. strategies and guidance of lISAID Nigeria.

B. The Implementing Partners: The .ISMAP descrihes in summary terms the proposed
collaboration of rive organizations, funded under separate USAID sponsored contracts
and/or cooperative agreements. The organizations will be hereinafter called the
Implementing Partners (US IPs) and are as follows:

Family Health International - PI IIIAII>SCAP
Thc Centers for Diseasc Control and Prevention - CDC
The Ccntre for Development and Population Activities - CEDPA
The Johns Hopkins University, Population Communication Services - JIIU/PCS
Basic Support for Institutionalizing Child Survival - BASICS

C. Period of Performance: This .lSMAP is c1lective upon the last signature date of the
parties hercin and may be terminated hy mutual agreement by :I11Y one or all of the
parties herein at any lime. If there is no mutual agreement betwecn thc parties hcrein
to terminate before September 30. 1997, the JSMAP will automatically terminate on
that date unless a mlltual agreement is reached by all the parties to extend the .lSMAP
by wrillen amendment.

D. Commitment of Funds: This JSMAP in itself does not obligate or commit any funds
to any of the parties named herein to award a contract or funding in any form. The
J5MAP is merely to set forth and empltasize tlte coordinating activities of each and all
of the parties hercin, the work to he accomplished, thc timetables to observe.

E. Notices: USAID shall provide all US IPs with as much advance notice as possible
should therc bc a suhstantive change to olle of the US IPs scope of work which affects
this .lSMAP so others may plan accordingly.

F. Olher Implementing Partncrs: Prom time to time. USAID will authorize short term
technical assistance from olher US IPs outside of this .lSMAP. On a case hy casc
basis, USAID will request one of thc five US IPs tn assist the additional US IP with
arrangements for in-country logistics supporl providcd thaI sufficient notice is given
and funds or reimhurftelllclIl mrallgcllIcnts arc available 10 Ihe US IP.



II. Bacl(gl"OlInd Information

Mulliple factors contribute to thc wcll known fact that implementing activities within Nigeria.
is extremely difficult. To this end, USAID Nigeria had heretofore contracted with an outside
firm to provide logistical support to the Cooperating Agencies that had on-going activities
within Nigeria. Because of recent changes, this mechanism is no longer available and. the
remnining Implementing-Partners are responsible to take on the logistical support.

III. Agrccmcnt Bctwccn Partics

A. Joint Services Management Board Lagos (.ISMBL): The Resident Advisors (RA) of
each of the five (5) US IPs will constilute a joint scrviccs management board and meet
at least semi-monthly initially (minimum monlhly aner trnnsition is completed) to
review issues conccrning management of joint logistics serviccs. The agenda for thc
meetings will be provided to USAID at least 48 hours in advance where possible.
USAID will notify the JSMBL if they intcnd to allend thc meeting. Meeting minutes
shall be maintained and distributcd to the US IP's respective home officc
representatives and USAID.

B. Joint Scrvices Managemcnt Board Iloll1e Ofl'ices (jSMBlIO): A JSMB home office
group will be established, comprised of the personnel listed below. These individuals
will be responsible for obtaining appropriate authorization from their organizations.

AIDSCAP -
BASICS -
CDC
CEDPA -
JHU/PCS --

C. Disputes:

Finance Officer
Nigeria Operations Officcr
Project Officer
Deputy Director! Finance & Administration
Field Office Managcr

I. All issues concerning the US IPs programs covered under this JStvlAP shall bc
first taken undcr consideration hy the .Joint Services Management Board Lagos
(.JSMBL). Resolution of these issues shall be determined by the consensus of
Joint Services Management Board Lagos. At the discretion of the .JSMBL.
USAID may be requested to arbitrate unresolved issues. Any USAIIJ
proposed resolutions are non-binding on the JSMBI-JO.

2. Any issues unresolved in Lagos shall be forwarded by the JSMBL in writing
to the JSMI31 10 and copied to USAID Nigeria. When an issue is presented
to the JSMBIIO. a formal scs:;ion shall be convened within five (5) working
days. If one reprcsentative is not available, a substitute may represent the
organization. The JSMUlIO mcmbers will dctcl'llline the disposition of the
issue and communicatc the decision to the .JSMBL.

D. Non-Expendable Equipment: Title to non-expendahlc equipment and vehicles already
in Nigeria will remain in the name of USAID. Each US IP will be responsihle for
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procuring and insuring its own non-expendahle equipment anti will title futlll'e
purchases according 10 its own prime agreement with lISAID. For CDC. as
determined by appropriate illtra govel'llmcntal regulations and agreements.
The US IPs agree that inasllluch as it can be coon.Jinated with each member's
organizational needs, they will usc COll1l110n and compatihle cOlllputer software.

E. Expendable Supplics and Equipment: Each US IP will take responsibility for
procuring their own expendable supplies ami equipment. The US IPs agree. when
feasible, on joint purchasing in order (0 ensure economies of scale and price
consistency for purchases.

F. Importation and Duty-force Services: USAID will assist with obtaining duty-free
importation privileges, wilen possible, and clearing of import items for the IPs.

G. Adjustments: In the event that an imbalance arises between the US IPs due to
unforeseen circumstances, the issue shall be addressed through the JSMBL.

II. Joint Logistics Function: The US IPs have discussed and agreed that there are
specific logistical tasks that can be itlentified for management sharing. The tasks have
been agreed to with consideration given to in-country presence and the contractual
obligations of each institution. Although the tasks are separated for the purpose of
funding and/or managemcnt, the US IPs recognize the success of this JStvIAP dcpcl1lls
in great part on a close and continuing collaboration with all concerncd. The task
areas are:

Lagos Building and Office Management
Rent
Lagos Support Services
Lagos Fleet Management
Lagos Information Resource Center
Zonal/Field Offices

The Joint Logistics Functions to he m,lIlaged uy each US IP are identified below. It is
understood that the US IP responsible shall administer ami assume the operating costs
for their assigned function. Payment of all costs associated with the US It> function
shall be handled through its own financial systems.

1. Lagos Building and Office Management - BASICS

BASICS is responsible for property management and maintenance of the Lagos
Builtling and all the offices. The office space shall be located in the Commissary
Building of the US Embassy on Victoria Island. These activities include:

a. directly provide all building and office janitorial services, security (through an
agreement with USAID and/or the US Embassy), water supply (cost to he
assumed by AIDSCAP), maintenancc and repair of air conditioning
equipment, elevator, generator for the building, painting and repairs (cx.-
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ceiling grids, leaks, etc.) to premises including all comlllon and outside areas:

b. ncgotiate tcrms ami conditions of office sublcasc with the US Emhassy
through USAID as rcquircd; and

c. review allll coordinate space necds for all US IPs, including indoor and
outdoor commons arcas.

I3ASICS will starr this runction with local starr cstimated to include: Administrative
Officcr, Building Maintcnance Officcl' ami Office Assistants (8). Sec Appendix A 1'01'

dctails. .

2. Rent - Ccntcrs for Disease Control and Prevention (CDC)

The US Embassy will ncgotiatc and hold the lease or the commissary building. CDC
will pay the rent for all thc US IPs and USAID. USAID will be responsihle for its
portion of proportion or 11001' space c~timated at 17 %. Paymcnt modalitics may be
agreed to by the partics in accordance with these principles.

3. Lagos Support Services - AIDSCAP

AIDSCAP will be rcsponsihle for the following support scrvices ror the Lagos office:

a. maintcnance or the PAI3X tclephone system and switchboard services 1'01' local
(Lagos) communications;

b. assistance with Iclephone rcpairs and computer equipment maintcnance;

c. racilitating coordination or joint scrvices through an Administrative
Coordinator who will scrve as a central point person 1'01' the US IP RAs, US
IP Administrative Officers and USAID-Nigeria;

d. paymcnt or bills/maintenancc of relationships with utility service providers
(water, electricity, phoncs) 1'01' the building; and

e. conrerence facilitation (confcrcnce space managcmcnt and support).

AIDSCAP will starr this function with local stafr estimated to include: Support
Scrvices Supervisor, Administrative Coordinator, Computer Maintenance Officers (I
or 2), Receptionists (2) and a telecommunications technician. See Appendix 13 for
details.

4. Lagos Flcct Management - Ccntcrs for Disease Control and Prevention (CDC)

CDC will be responsihle for thc following lIeet managemcnt scrviccs:
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a. vehicle registration and insurance, routine fueling of vehicles. vehicle
maintenance and repair, operalion of mechanic shed, stocking of spare auto
parts; .

h. payrolling of the drivers and mechanics, killing of drivers and mechanics.
(uniforms, shoes, ctc.), assignment of vehicles/drivers for trips, maintenance
and analysis of vehicle log books, preparation of vehicle status and usage
reports;

c. expediting of local and international consultants, staff.and TDYers; and

d. operating..the neet in accordance with USAID rules and regulations.

CDC will staff this function with local staff estimated to include: Transport OlTicer,
Drivers (10), Motor Mechanics (2), and Expediters (2). See Appendix C for details.

5. Lagos Information Resource Center - JlIU/PCS

JHUlPCS will establish a decentralized joint information resource center to support
the informational and resource needs of all the US IPs including the resources of
USAID-Nigeria. Services will include:

a. resource center (publications. IEC materials, Internet, database systems. CDIE
access, management), publications preparation and distribution, allll research
assistance;

b. provision of internal communications support among the US IPs and USAID
(internal mailboxes, bulletin hoard maintenance, etc.);

c. public information documents l'or Nigeria, USAID/Washington. donors and
others; and

d. preparation of monthly reports similar to the current Program Coordination
Unit (PCU) reports.

JIIU/PCS will staff this filllction with local staff estimated to include a documentation
specialist. See Appcndix D for details.

6. Pield Offices - CEDPA (elus".:!" I, Enugu & Cluster 2, Kana), .II1U/PCS
(Cluster 3. Ibadan)

CEDPA and JIIU/PCS will bc responsible for the following tasks in association with
the designated field olTiccs:

a. Lease and maintenance of olTil.:e space. all related office services and
equipment maintenance, local procurement;
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b. Field office ncet mllnagement, expediling and other travcl logistics:

c. Payroll administration for support personncl.

CEDPA ami JHUlPCS will staff this function with local staff estimated to include:

Enugu: Field Office Manager (CEDPA Program Officer with joint scrvices
functions), Administrative Officcr. Sccrctary!Administrative Assistant, Office
Assistant, Drivers (2), Drivcr/Mechanic
Ibadan: Field Office Manager (JIIU), Secrel<1ry/Administrative Assistant. OlTice
Assistant, Driver, Driver/Mechanic
Kano: rield Office I'vIllnllger (CEDPA), Administrative Officer•.
Secretary/Administrative Assistllnt, OITice Assistant. Drivers (3), Driver/Mechanic

See Appendix E for detllils.

I. Joint Scrvices Stall: Joint Services Staff to support thc joint services functions will be
locatcd in a common lIrca. whercvcr appropriatc. To help ensure cquity in access to
joint services by all US IPs, a c1aus'c will he inserted in the employmcnt contract of
all joitll services stafr. indicating that they serve the common interests of all US IPs
and that they will he cvaluatcd ami disciplincu against thesc parameters. All US IPs
are cxpected to participate ill the ucvclopmcnt of joh descriptions and the select ion
process for all joint servil:es stafr.

J. Joint Procedures Manual: Each US II' will prcparc operating procedures rclated to
their dcsignated joint servil:es function to be compiled in a Joint Procedures Mllnual
which will 1Iiso include a joint pcrsonnel policies lind procedurcs section. Thesc will
be reviewed and approved by the JSMBL with concurrencc by USAID. Amendments
to thc approved operating procedures 'ihould also be revicwed and approved by the
JSM13L and concurred by USAID.

K. USAID-Nigeria specifically rescrves the following functions: personnel classification.
approvill of all ncw positions, revicw of all document for public dissemination, review
of pcrsonnel actions for compliancc with US government local compcnsation plan as
necessary.

L. To maintain resource allocation balance, USAID-Nigeria and the US IPs acknowlcdgc
USAID-Nigcria is providing substantivc support to the US IPs including sccurity
liaison with the US Embassy, assistancc in duty-frec cntry and c1earancc. systems
operations and visa guidance and direction, communications back-up as required.

Each party hereto agrces to carry out thc principles, ideologies, and their individual
responsibilitics that have becn set forth in this .JSMAP, insofar as is feasible.

Any notice givcn by anyone of the parties shall bc sufficient only if in writing and delivered
to the parties as follows:
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J. O. Ayodele, Resident Advisor and Carolyn Kruger. Nigeria Operations Officer. BASICS
Eka-Esu Williams. Resident Advisor allli Larry Origlio. Finanl:c Officer, AIIJSCAP
Akpaka Kalll, Residcnt Advisor and Thomas Schmid, Project anker, CDC
Enid Spielman, Resident Advisor and Janc Brown, Deputy Director, Finance and
Administration, CEDPA
£lola Kusellliju, Residcnt Advisor and Robert Forsythe, [<ield Office Manager, JIIUlPCS,
In witness whereof, the parlies hcreto have caused this JSMAP 10 be executed by. their
respective representqtives duly authorized on the date indicated below.

Basic Support for Institutionalizing Child

Survival - BASICS

Family lIeallh International - FI II/A IDSCAP

Centre for Development and POJ1ulat ion

Cenlcrs For Disease Conlrol I1n<1 I'rcvcnlioll- CDC ;;;:t.~~ ,) 0 i1-Jf>
;~

----cff:;:.~=·_.-. bl ~5h1,
Activities (CEDPA)

Johns Hopkins University/Populal ion
Communication Services - .JlIU/PCS
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APPENDIX A

Building Mm13gclIlcnt

BASIC~S will be responsible for management of the huilding and office space jointly occupied hy fhe
USAID-Nigeria programs and its US IPs in Lagos, Nigeria and for the building, elevator. outside and
COl11mllll areas occupied hy USAID amI the US IPs. The office space shall be located in the
Commissary Building of the US Embassy on Victoria Island.

1. Maintenancc Services. BASICS will directly provide:

a. Janitorial services: cleaning of all the ornce suites. inside amI outside C0l111110n areas.

b. Security: arrange for Emhassy external guards through the USAID who will represent
the US Embassy.

c. Air conditioning: maintain and repair, supplies (air filters, etc) for the US IPs

d. Elevator: maintain and perform rcpairs including parts.

e. Generator: maintain and pcrform maintenance, repairs. provide supplies (diesel. oil.
fi hers, parts, etc).

f. Interior Offices: Repairs, painting, major cleaning services for floors. etc. for the US
IPs

g. Water: arrange for tanker driver .1IIt! regular tank filling in the Commissary building
in conjunction with the US II' who will be responsible for paymcnt of the water bill.

2. ProIJcrty managcmcnt in Lagos. BASICS will be responsible for:

a. Negotiations of !.~nl1s and conditions of the office sublease for the five (5) US IPs to
the US Embassy for the Commissary Building space in Lagos, Nigeria. CoorLiination
of this lease shall be through USAID.

b. CoorLiination with CDC and USAID to pay for the suhlease JSMAP amounts due to
the US Embassy. Utilities will be paid hy AIDSCAP.

c. Payment for any major repairs, major parts or replacement of equipment for the
gencrator or e1cvator will be detennined by the JSMBL.

3. Space Planning. BASICS will review and coordinate inside ami outside spacc needs for all
US IPs including space for vehicles. It is the intent that each US II' shall occupy an office
suite and one suite shall be used for common ,lrca for a total of six (6) suites to be suhleascd
from the US Embassy in the Commissary Building in Lagos, Nigeria. USAID is to occupy
the top floor.
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4. Staffing. BASICS intends to staff this function as follows:

a. Administrative Officcr (I) will manage the property, supcrvisc the maintenance officer
and olTicc assistants, liaise for maintenance serviccs, act as primary contact for
property maintcnance aIIII repairs for thc olTiccs in the Commissary Building.

b. Maintcnance Officer (I) will coordinalc amI arrangc for preventive maintcnancc,
oversec maintcnance contractors and rcpair contractors, makc minor emcrgency
rcpairs, inspect cliuipment on a routine basis.

c. Officc Assistants (8) will c1can floors, surfaces, cmpty trash and c1can windows of all
officc suites; clean stairs, halls and otller inside and outside common arcas; run
errands.
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APPENDIX n

Lagos Support Scrvices

AIDSCAP will be responsible for overseeing the following functions lind staff:

J. Rcsponsihilitics of Maintcnancc of PAUX Tclcphonc S)'sfcll1 and Switchboanl Sen'ices

The Switchboard Operator will be responsible ror operating amI ensuring maintenance of the
building's PABX telephone systelll. lie/she will also be responsible for routing in-willing
calls, placing local calls (within Lagos) lIml taking messages when necessary.

lie/she shall be supervised hy lind will report to lhe Support Services Supervisor.

2. Tclcllhone Rcpairs

All telephone operating problems will be repOrled to rhe Telecommunication Technician who
will be responsible for all telephone repairs. lie/she will identify the fault, source spare pllrts
when necessary and carry out routine repairs 10 the system. I-Ie/she will determine the nced
for outl-iide techniclli assistance and/or consullalion and contact the approprillte individual or
organization for assistance. US Emhassy assislam;e Illay be required and will be facilitated by
USAID.

The Telecommunication Tecllllician I-ihall be supervised by and will report to the Support
Services Supervisor.

3. Computcr Maintenance

The Computer Maintenance Officer and Computer Specialist will be responsihle for
installation and maintenance of all softwares on all computers for all US IPs in thc Lagos
Office. They will also perform syslem. and h.lrdwarc maintenance and repair where possible
otherwise making recommendatiolls to thc LIS IPs amI USA ID 011 the best options in
rectifying the problems. This will include recommcnding to US IPs a suitahle company to
supply parts and carry out repairs. They will assist in data tabulation, analysis, production
of reports and desktop puhlishing. USAID reserves the right to approve computer rcllltctl
work for the network system.

The Computer Maintenance Officer shall be slJpervised by and report to the Support Services
Supervisor.

4. PaJmel1t of nills

AIDSCAP will be rcsponsible for the paymenl of all US IP utility bills - water. electricity and
PABX Telephone Bills. All bills shall he veiled for accuracy, verified and paid by due date
to ensure uninterrupted service to all US IPs.

The Support Services SlIl~crvisor shall be responsible for ensuring utility, water, electricity
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ami PADX bills arc paid for and will liaise with the AIDSCAP Resident Advisor ami Country
Orrice Fillance Orriccr in this runction, Thc Support Scrvil:cs Supcrvisor shall als(1 maintain
good rapport with thc utility scrvil:c provillcrs to cnsurc gooll scrvices.

5. Rcception

There will hc two receptionists starrillg thc reception arca. Doth will bc rcsponsihle for
receiving visitors llt the reception downstairs. One will be responsible for announcing visitors
to thc building staff and the othcr will llssist ill routing the visitors to the appropriatc orricers
anll/or cscort visitors wlll~n nccessary. Sccuril)' personncl sh;lll continue thcir sccurity
runct ions.

Thc receptionists shllil report to and hc supcrvised by thc Support Scrviccs Supcrvisor.

6, Use of Confcrcncc Room

The coordination/racilit;lting use of the conference room will be the rcsponsibility of
AIDSCAP. A log book will be maintaincd to record the use of the conference roOIl1.
AIDSCAP will provillc facilities ami non-expcnllable materials for the confercnce room, One
receptionist will be assigned to he in-charge of logbook. and to serve as back-up to the
Duilliing Maintcnance group to take care of the conrerencc room.

7, Paymcnt of Salarics and Wages for Support Serviccs

Thc Support Scrvices Snpervisor shall bc responsiblc for ensuring that all s;llarics and wages
of Support Serviccs Pcrsonncl arc fully paill on timc. IIc/slte shall liaise with the AIDSCAP
RA Financc Orriccr'in the computation and paymcnt of thcsc.

The Support Services Supcrvisor shall be superviscd by and will report to the AIDSCAP
Resident Advisor. :

8, 1I' Coonlina(ion

The Administrative Coordinator will bc rcsponsiblc for notc and record kecping of all the
.JSMJ3L meetings. Responsibilities will includc finalization of meeting minutes anll active
follow-up 011 issucs raiscd. This person will also Iiaisc rcgularly with thc JSM llL. the RA ·s.
the Administrativc Orriccrs and USAID to assure logistil: re1luirel11ents arc identified, logged
in, assigncd and satisfactory to the requcstor.

The Administrative Coorllinator will report to thc AIDSCAP Resident Advisor.

9. Staffing

AIDSCAP will staff these functiolls with thc following staff: Telcconullunicalion Technician.
Computer Maintcnancc Orn~e,l;~, ~2). ~Upp~)rt ,~ervices Supervisor. Rcccptionists (2) and an
Administrativc Coordinator. All starf/exce/pt the Administrativc Coordinator will he
supervised hy the Support Serviccs Supervisor. The AIIJSCAP Rcsidcllt Advisor will
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supervise the Administrative Coordinator and Support Services Supervisor.

APPENDIX C

CDC vdll assume responsibility for the Lagos .vehicle fleet. Specifically, they will carry out the
following functions:

"

1. Managcmcnt of thc Lagos vchicle flcet

The Transport Officer would be responsible for the overall management of the motor pool including
oversight over all the drivers and mechanics. The transport officer would be supervised by the
Resident Advisor of CDC.

2. Vehiclc registration and insurancc

All vehicles in the Lagos fleet will be registered allll the insurance (third party) premium paid
annually by CDC.

3. Vchiclc maintcnance and repair

Ten vehicles arc to be in active usc and five in reserve (or more if USAID can provide and store
them). Each of the ten vehicles in active usc is to bc permancntly manned by a specific drivcr. It is
the responsibility of each driver to report to the transport officer. any fault noticed in lhe assigned
vehicle. Also thc driver would be responsihle for notifying (he transport olTicer when (he particular
vchicle is due for routine servicing (after cvery 5,()()() Km). Once the transport officcr is notified of a
fault or a need for routine servicing in any vehiclc, he would authorize the in-house mechanic to
inspect the said vehicle and carry out any of the following:

a. Request for the required material/auto part and carry out required routine servicing.

b. Request for,the required/material auto part and carry out required repairs.

c. Recommend that the vehicle he sellt to a professional auto workshop for appropriate
repairs in cases where the identified fault is heyond the competence of the mcchanic.

In the event of © above, the transport oflieer would report (he need for such repairs to thc Resident
Advisor of CDC.

4. Routine fucling of ,'chiclcs

Every operating vehicle would be routinely refueled ollee the fuel gauge points at the quarter mark.
It is the responsibility of the driver of the particular vehicle to report to the transport officer when the
vehicle is due for refueling. The transport officer would then check the said vehicle to:

a. Confirm the fuel gauge;
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b. Rccord the spcedomcter rcading; and
c. Calculate thc amount of mOIlL.)' rcquired to rcfill thc vehicle tank.

The transport ofriccr would then fill out a fucl voucher which thc driver would submit to thc CDC
Finance Orriccr. The lattcr would rile up the fuel vouchcr nnd advnnce the rcquired a,ilount of
money to thc driver. The drivcr would hc expectcd tn cnter thc spcedometer reading in the Log book
at Ihe point of purchase of fuel nnd retire the amount advanced with receipt to Ihe CDC Pinance
Officer.

Once a particular vehicle is assigned 10 a specific organization for a trip outside Lagos Statc, it would
be Ihe responsibility of the organization emharking 011 Ihe trip to fucl the vchicle.

5. Rcquisition amI assignmcnt of vehiclc

Any program person requiring n vchicle for its organization for orricial program purpose would fill
the vellicle requisition form nnd havc it signcd by appropriate representative. This form would bc
forwarded to the transport officcr with good lead time (24 hours notice is minimal, if possihle). The
transport officer would then assign a vehicle/driver for the trip.

6. Maintenance of log booluprcparatioll of vehiclc usagc rcports

The driver of each vehicle would mnil1lain a detailed log hook at the end of the journcy. On a
regular basis, thc Iransport officcr would analyze thc log books and prcpnre vehicle usage and slatus
reports.

7. Operation of mcchanic shed

A mechanic shed where the vehicles would be routincly maintained would be set up and run by the
mcchanics. The required equipmcnt for the shed are 'llrcady on ground.

8. Stoelting of sparc auto parts

The trHnsport officer would be responsihle for determining and informing the Rcsident Advisor of
CDC (if the specifications and quantity of spare aulo parts to stock. The Rcsidcnt Advisor of CDC
would then work with the home officc to procure the parts offshore or locally if appropriale. It is
advisable to keep in stock a. one year supply. .

9. Payrolling of thc dril'crs amlmcchanics

All the Lagos fleet support staff, as all olher US IP staff, would be classified according to the
applicable US Embassy Lagos Local Compensation plan and personncl policies placcd on the payrol1
of CDC.

10. Killing of dl"il'cl's and mcchanics
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Each driver in the Lagos neet would be provided with a pair of trouser, shirt and shoe annually.
Each mechanic would be provided 2 overalls annually.

II. Expcditing of staff, consultants and TDYcrs.

The transport officer working in close liaison with the expediters, is responsible for ens~ring· that
vehicles are made available for expediting services to all US II> and Nigeria Program staff,
consultants and TOYers. It however remaills the responsibility of the respective unit to work with the
expediters to ensure smooth expediting services for their respective staff consultants ami TDYers.

12. Staff of thc Lagos ncet will includc UIC l'ollowillg:

Transport Officer 1)

Drivers (10)

Motor Mechanics (2)

Expediters (2)
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Managcmcnt of Lagos Information Rcsourcc Ccnter

JHU/PCS will cstablish and manage a central rcsource center for use by thc US IPs. USAID-Nigcria
and others. The Ccnter will include existing collcctions (the .JHUlPCS Media Materials Collection:
PAU library, etc.) and additional acquisitions will be madc as appropriate. The Resource Cc,nter~'will
also serve as the clearinghouse for reports and publications gencrated through USAID-Nigcri.a
supponed activities. Access to the internet and databases (POPLIN, CDIE, etc.) will bc available
through the Center. Guidelines for accessing and borrowing materials will be developed to cnsurc·thc
sl1100th functioni ng and maintenance of the Center. All documcnts, rcports or communications
originating from the Lagos Information Centcr for public dissemination are to be approvcd by
USAID-Nigeria. All media contacts are to be approved by USAID-Nigeria.

The Ccnter will be staffed by a Documcnts/Rccords Officcr who will also serve as a Liaison to thc
Mission in generating and disseminating publications, reports and documents. lie/she will be
supervised by the Resident Advisor.
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APPENDIX E

Managcmcnt of Field Offices

CEDPA will be responsible for the overallmanagcmcnt of the Enugu and Kano Field Offices amI
JHUlPCS will be responsible for the Ibadan Pield Office and provide the field officc managers
accordingly. The Field Office Manager in each of the three offices will function as the US II"s
program officer in addition to serving a joint services management role. In managing the field
offices, JHUlPCS and CEDPA will assume the following responsibilities:

I. Lease of office space (identification of ncw space as necessary);

2. Maintenance of office amI officc property: cleclridty, plumhing, routinc repairs. outside
maintenance. trash removal;

3. Office services: electricity amI gcncrator, water. communications - NITEL liaison. telcphonc
lines, fax, courier and postagc serviccs;

4. Office equipment maintenance and invcntory: computers, photocopiers, fax. etc.;

5. Local procurement (supplics amI services) related to the functioning of tlte field offices;

6. Field Office fleet management:
Petrol, oil and lubrication
Routine maintenance and repair
Spare parts procuremcnt and inventory
Vehicle registration and insurance
Driver/mcchanic uniforms mid supplies
Liaise and schedule program related vehicle use
Maintain logbook and vehicle usage information

7. Airport expediter and hotel logistic arrangements for travelcrs;

8. Contract security services';

9. Program logistics assistance for field trips in the cluster where an organizatioll;]1 unit does not
have program staff resident in tile ficld office;

10. Payroll administration for field office joint services staff;

11. Oversight and imprestlpetty cash funds;
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12. The joint services staff for the three field offices will include the following in addition to the
Field Office Manager:

Enugu: Administrative Officer, Secretary/Administrative Assistant, Office Assistant, Drivers
(2), Driver/Mechanic

Ibadan: Secretary/Administrative Assistant, Office Assistant, Driver, Driver/~echani,,,o ,

Kano: Administrative Officer, Secretary/Administrative Assistant, Office Assistant" Dr"vers
, 0 0'

(3), Driver/Mechanic .:. ,

13. It is expected that certain US IPs shall have field program office staff as follows. iii addition
to the Field Program Managers listed above: o'

.\

I
I
I

l

I

:1
!

EllugU:

Ibadal1:

Kano:

CDC; JHU

CEDPA

CDC; JHU; AIDSCAP
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