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AID 
CCCD 

CDC 
co 

EX0 
EXP 
FHS 

FRLC 

LGA 
LOC 
LSU 
NCCCD 
NFHS 

NGO 
NXP 
PACD 
PAF Office 
PCU 
PIOIT 
RCO 
REDSOIWCA 

SHA 
SOP(s) 
SRA 
UPS 
USAID 
USIP 

ABBREVLATIONS AND ACRONYMS 
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Irnplementing Partner 

same as USIP - U S Irnplementing Partner 
Local Government Authority 

Letter of Credit 
Logistical Support Unit 

Nigeria Combatting Childhood Communicable Diseases Project 
Nigeria Family Health Services Project 

Successor to Family Health Services Project 
Non-Governmental Organization 

Non-Expendables 
Project Actual Completion Date 

Personnel/Administration/Finance Office 
Programme Coordination Unit 

Project Implementation OrderJTechnical 
Regional Contracting Officer (REDSOIWCA) 

Regional Economic Development Services Office 
We4t and Central Africa 

Sweet Hill Associates, Inc 
Standard Operating Procedure(s) 

Specific Request for Assistance 
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I Accomplishments of the Project 

A Background 

The Family Health Services Project (FHS) was established in 1988 as a program of 
the U S Government in cooperation with the Government of Nigeria to expand access to and 
increase use of family planning services in Nigeria As Africa's largest country, with a 
population of about 80 million, a population growth rate of 3 3 % , and a contraceptive 
prevalence rate of 4%, Nigeria presented then and remains now the greatest challenge to 
family planning in Africa 

The FHS project was designed to provide substantial, predictable project-based 
support to United States AID "Cooperating Agencies" that had already been working 
effectively in population and family planning activities in Nigeria in both the public and 
private sectors 

USAID contracted with four prune and 13 technical subcontractors In order to 
provide efficient operations support, AID issued a competit~ve procurement for a U S 
organization to provide central financial and administrative services for the technical 
contractors The role was filled by the African-American Institute (AAI), with Sweet Hill 
Associates, Inc (SHA) , as its subcontractor In 1993, the AID Administrative Affairs 
Office/Nigeria (AAO/Nigeria) strengthened the AAI contract to include most operational 
responsibilities, includmg subcontracting with Nigerian non-governmental and parastatal 
organizations This arrangement made possible centralized coordination of technical 
direction in the office of the AAO, while permitting decentralized field operations close to 
the NGOs and local authorities that bring services to, and work with, the public throughout 
Nigeria 

AAI brought to this task 35 years of experience in African capacity-building, and a 
commitment to contribute to the well-being of the Nigerian people AAI had extensive field 
operations experience in Africa in the 1960s and 1970s when it organized and operated 
several refugee schools in East Africa and a heavy equipment training center in Togo Given 
its commitment to developing African capacities, once these entities were underway for a 
period of tlme, they were turned over to African operation In 1987 the Institute decided to 
seek the FHS Contract on the basis that the project was an opportunity to develop and 
strengthen African capacity in support of population services 

B The Context and the Environment 

1 The Nigerian setting 

Since the oil boom of the 1970s, Nigeria's political and socioeconomic conditions 
have declined Unemployment, underemployment and inflation have all increased 
significantly Utility services have declined or not kept up with demand It has become 
commonplace for businesses to use generators to provide electricity, and to purchase water 
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for daily use, increasingly mobile telephone services are replacing services provided through 
the national telephone company Highways and driving condit~ons are unsafe, highway and 
road-side robberies are common Crlme has reportedly risen considerably, necessitating 
careful attention to security arrangements 

During the nine years of the contract (1988-1996), Nigeria has seen the effects of 
several governmental takeovers, mass strikes (especially in the south), and fuel and oil 
shortages According to a 1995 USAID document, "Despite the fact that it is the third 
largest supplier of oil to the U S market, a decade of economic decline has reduced it to the 
13th poorest country in the world "2 

Desp~te the serious logistical problems rt routinely faced in the local 
context, AAI's Logistical Support Unit and its predecessors provided 
competent, regular support services to the USAID family planning 
and health program for the period of the Contract 

2 Changes in the USAID Program and the AAI Contract 

March 1988 - December 1992 AAI's FHS Contract to provide services to the USAID 
health and family planning program in Nigeria spanned almost nine years, and was modified 
17 tunes Under the original contract, AAI provided support to the four Cooperating 
Agencies and their 13 subcontractors 

January 1993 - September 1994 In 1993, USAID moved to centralize programming and 
technical assistance in a "N~geria Family Health Services Project" (NFHS), staffed mainly by 
local personnel, but coordinated by an expatriate Administrator USAID decided to expand 
its work closer to the grass-roots level by involving non-governmental organizations and, for 
the child survival project, local government authorities (LGAs) NFHS could request 
technical assistance from the U S -based Cooperating Agencies either through mlssion buy- 
ins or using central USAID funding, but the main programmatic work would be organized by 
FHS itself A parallel operational unit was set up for work on the Nigeria Combatting 
Childhood Communicable Diseases (NCCCD) project 

The AAI unit, now called the Personnel, Administration and Finance (PAF) office, 
provided logistical support to NFHS and limited support to NCCCD This organizational 
pattern was reflected in Modification #10 to the AAI contract Under Modification #lo ,  
AAI's responsibilities for financial management increased considerably AAI entered into 
subcontracts with 35 Nigerian organizations, in addition to providing backstopping for four 
zonal offices, several Resource Intensification State offices, numerous Local Government 

USAID FY 1996 Development Fund for Africa and Development Assistance Fund Requests 
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Authorities involved in the NCCCD child survival project, and support to a number of 
NCCCD State-Based Epidemiologists This pattern of assistance lasted from early 1993 until 
September 1994 Modification #11, effective in September 1993, expanded AAI's role in 
support to NCCCD Funds for PAF support services were allocated to the NFHS and 
NCCCD Projects on a 64% - 36% division, respectively 

In April 1994, the U S Government "decertified" Nigeria as a recipient of U S 
assistance, based on the perception that Nigeria did not cooperate adequately in combatting 
drug trafficking T h ~ s  meant that only essential activities designated by the Mission in a 
decertification plan could continue, unless and until the Pres~dent or the USAID 
Admin~strator granted a waiver for family planning activities The decertification laws 
provide for continuation of humanitarian assistance under the child survival and AIDS 
programs AAI worked under a close-out contract modification (Modification #12), during 
which tune family planning coordination servxes in Resource Intensification States, located 
in state ministry offices, were closed During this per~od also NFHS reviewed from a 
technical standpoint the NGOs with which AAI had contracts, and determined wh~ch  should 
continue and which should close The NFHS and NCCCD programs had undergone a 
downsizing, or a slowing of activities, by the time a waiver was obtained in August 1994 

In mid-1994, a new USAID mission team -- AID Affairs Officer, Program Officer, 
and Controller arrived m Nigeria, and a new Regional Contracting Officer assumed 
responsibility for the project at REDSO/WCA/OP in Abidjan 

September 1994 - October 1995 The new USAID team instituted a review of the USAID 
program, including the AAI contract and, among other things, decided to alter the overall 
mplementation of the program to focus on work w ~ t h  Non-Governmental Organizat~ons 
The mlssion further decided to return to the operating method of having U S -based 
organizat~ons, now called U S Implementing Partners (USIPs or IPS), directly responsible 
for elements of the mission's program, including for subcontracting with Nigerian NGOs A 
Programme Coordmation UnitITask Force (PCUiTT) replaced both NFHS and NCCCD as 
programming un~ts The mission also decided to organize an integrated approach to fam~ly 
plannmglchild health and AIDS education and prevent~on Modification #14 to AAI's 
contract reflected these changes The Personnel, Administration and Finance Office was now 
designated the Logistical Support Unit, headed by a General Manager rather than by a 
D~rector 

The new Mission team and the RCO observed that approximately one-half of all AAI 
contract expenditures had appeared as a single line item for AAI's subcontractor, Sweet Hill 
Associates, Inc They determined to abolish the line item, thus requiring disaggregated 
reporting of costs under the remaining line items Modification #14 required AAI to operate 
a smgle financial office for its Nigeria-based costs no later than December 1, 1994, and also 
requ~red AAI to obtain consent from the RCO for any subcontracts proposed under the 
project The Modification called for an Organizational Plan, the production of Financial, 
Administration, Procurement and Personnel policy manuals, and a budget to cover the period 
December 1, 1994 - June 30, 1995 It also called on AAI to enter into Implementation 
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Support Agreements with the new Implementing Partners The Modification also reduced 
AAI's scope of work in personnel management 

Despite extensive negotiations between AAI and SHA, as well as with USAID, the 
parties were unable to agree upon a subcontract and subcontract budget to which the RCO 
would consent In June, USAID extended AAI's contract again (Modification #15), through 
October 28, 1995 The RCO did not accept AAI's proposed subcontract extension with SHA 
through that date AAI therefore terminated SHAYs subcontract as of August 31, 1995 In 
September 1995, SHA and AAI entered Into arbitration over the termination and other 
contractual issues The arbitration resulted in a compromise reached in December 1997 

USAID offered AAI a sole source "letter" contract for a new transition period, from 
September 29, 1995 to May 31, 1996 The Letter Contract (Contract # 624-0001-C-00- 
5052-00) clarified the services the LSU would provide to USIPs, as well as the modalities of 
providing the services AAIys original FHS contract and the Letter Contract overlapped 
through October 28, 1995 

November 1995 - October 1996 Between November 1995 and May 1996, the FHS contract 
was dormant, wlth the exception that AAI's finance office paid financial obligations incurred 
prior to October 28 In March 1996, a USAID assessment team composed of REDSOIWCA 
(the regional Director, Deputy Regronal Director, Deputy Regional Controller, Regional 
Health Officer and Regional Contracting Officer), and the Associate Assistant Administrator I 

for the Global Center for Populat~on, Health and Nutrition traveled to Nigeria to review the 
program of the mission The team proposed downsizing the USAIDfNigeria portfolio and 
staff and identified a l~mited number of activities to contlnue at a drastically reduced staffing 
level They recommended that only four USIPs should maintain a presence in Nigeria, with 
a fifth operating from its headquarters office in the US With this downsizmg, there would 
no longer be a need for a Logistical Support Unit, it was further dec~ded that the remaining 
USIPs would share logistical support functions of the remaining program activity 

As funds were left in the FHS Contract, AID decided to reactivate it at the end of - 
May 1996, to enable AAI to close out its LSU operation Modification #16 extended AAI's 
original contract, at no cost, through September 30, 1996, Modification #17 added one 
month, to permit two AAI Finance Office staff to travel to Nigeria to participate in the close- 
out of the LSU operation As part of the closeout process, AAI worked with USAID to 

I 
- 

ensure the distribution of the project inventory (See Annexes A 1 and A 2 for reports ) 
I 
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C Major Accomplishments 

The major accomplishments of AAI's support to the Mission's health and population 
program from 1988-1996 are summarized below by year Details appear in the periodic 
reports found in Annexes B 1 to B 9 

Main accomplishments hiring initial operations and logistics personnel, arranging for 
office space for the FHS project, administering housing for contractor personnel, providing 
office and housing security, establishing an accounting system, and developing a filing and 
documentation system AAI also explored and proposed alternative sites for zonal offices 

AAI hired Wilma Nwanze, an American living in Lagos, as Director of the 
Administration and Logistics Division of FHS The Division located, negotiated the lease 
for, furnished, equipped and managed facilities for FHS Cooperating Agency and related 
staff, totalling approximately 40 people AAI's Subcontractor, Sweet Hill Associates, Inc , 
hired Taiwo Kehinde, a retired government official, as its Business Director The offices of 
both AAI and its subcontractor were located at 2 Rumsey Road, Ikoyi, Lagos Major local 
procurements included air conditioners, photocopiers, typewriters, two computers, furniture 
and a minibus Major U S procurements included computers and two vehicles 

Main accomplishments carrying out offshore procurement of nine vehicles, 
computers, printers and fax machines, assisting the Mission with customs clearance services, 
arranging for a car park to be built at project offices, providing storage space for each 
Cooperating Agency, and giving support to six conferences Administration and Logistics 
division personnel increased from 24 to 36 

Main accomplishrnents Extending the lease on the Ikoyi Road premises, U S -based 
procurement of mobile radios, Uninterrupted Power Supply devices and vehicle spare parts, 
providing support to five conferences, all outside Lagos, serving 296 participants Under a 
separate contract with USAID, Sweet Hill Associates worked with a local contractor to 
customize the new project offices at 1601 Adeola Hopewell St , Victoria Island 

Main accompl~shrnents The division developed the first FHS Person~zel Polzcy 
Handbook U S procurement carried out by SHA included purchase of a new PABX system 
and tires for project vehicles Local procurement included photocopiers, typewriters, 
additional office furniture, carpeting and blinds for the new building, and furniture for the 
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zonal offices AAI appointed George Oligbo as Director upon the resignation of Ms 
Nwanze 

Main accomplishments USAID decided to initiate a Transition Phase of the FHS I 
project, to pave the way for an FHS I1 project AAI prepared for the transition by 
participating in an extensive series of meetings and the Annual Work Plan exercise and by 
drafting an operations manual covering all aspects of its operation AAI consultant Ronald 
E Springwater carried out a personnel policy review of the project His report appears as 
Annex C 1 AAI engaged a local consulting firm, George Odia and Associates, to advise 
further on personnel policies and development of a personnel manual, and to interview 
candidates for the position of personnel manager 

Main accomplishments included The Personnel, Administration and Finance Office 
prepared for a major expansion of activit~es AAI engaged Ronald F Geary, an 
independent CPA, to develop a subcontract format that would be used with Nigerian NGOs 
and governmental organizations His report appears as Annex C 2 By the end of December 
1993, AAI had entered into subcontracts with 35 Nigerian NGOs and governmental 
organizations (See Annex C 3 for a sample subcontract ) 

From late June through mid-September, political unrest resulted in evacuation of 
American officials for several months and precluded travel to Nigeria from the US The 
PAF, with a Nigerian Director and expatriate (Canadian) controller, continued to provide the 
financial and logistical services that enabled the program to proceed, this included issuing - 

salary checks for JHUYs Nigerian staff under an arrangement with JHU 
- 

Beginning in fall 1993, USAID added funds to the AAI project to support the Nigeria - 

Combatting Childhood Communicable Diseases project (NCCCD) The PAF placed 
NCCCD staff on the payroll and began to administer benefits The PAF provided support to 

- 

a meeting in Jos of northern NCCCD staff, at which the PAF Director and Financial 
Manager introduced services to the group, including finance mechanisms for project 
activities 

Procurement included one Chevrolet Suburban and one Jeep Cherokee The PAF also 1 
purchased generators for NCCCD-Ikeja office and for a vehicle maintenance workshop The 
PAF received and inventoried spare parts for 40 Jeep Cherokees procured by the CCCD 
project, and delivered spares to selected vehicles 1 
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From January - March 1994, the PAF Director and AAI Finance Manager worked 
closely with the AAOIN and the Embassy controller to interpret the 14th February 1994 
Central Bank of Nigeria Guidelines on centralization of all Foreign Exchange Receipts, and 
to assess their potential financial impact on project activit~es AAI provided support to PAF 
in developing and lrnplementing appropriate currency transfer procedures 

PAF main activities revolved around the implementation of support to FHS 
subprojects and other administrative activities already underway PAF's careful financial 
management and timely actions in response to the changing currency and banking regulations 
made it possible to finance FHS activities requested by the FHS Project and AAOIN FHS 
Manager well beyond the "FHS Subcontracts " 

Significant steps taken in personnel management included the introduction, project- 
wide, of new timesheets, completion of the annual staff appraisal process, refinement of 
position descriptions, and a redistribution of responsibilities within PAF PAF presented the 
draft Personnel Polzcy Handbook to AAO and subsequently incorporated recommended 
changes 

PAF managers focused on successfully integrating the new NCCCD work load 
without disrupting support to ongoing FHS activities PAF management met weekly with 
NCCCD staff and the interm CDC Project Coordinator to develop agreements on how to 
Implement the AID directive that PAF would assume responsibility for all administrative and 
financial support previously provided from within NCCCD and by the U S Embassy The 
PAF Finance Office organized a financial workshop for participants from NCCCD focus 
states (See Annex C 4 for report ) 

Project staff identified a security risk resulting from lack of an armored vehicle for 
project personnel to travel to the International airport This was also contrary to Embassy 
policy SHA investigated the costs of armoring a vehicle or purchasing one 

From September through November the PAF assisted USAID in preparmg for, and 
providing logistical support to, meetings of prospective U S Implementing Partners in family 
planning, child survival and AIDS education and prevention AAI also assisted with 
providing advertisements for Nigerian NGOs potentially interested in working with the 
USAID program 

Modification #14 to the AAI contract required AAI to produce an Organizational 
Plan, a contract subject to include (a) organizational structure and staffing, (b), role of any 
subcontractors ~ncluding submission of pertinent subcontracts for REDSOIWCA approval, (c) 
key personnel, (d) mechanism for installing and operating a single, unified finanaal 
management system, and (e) a financial report and illustrative budget for 1211194-6130195 
The Modification also required the LSU to develop and promulgate an Operations Manual 
covering accounting and financial management, procurement and inventory control, personnel 
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management, vehicle management, regional office operating policies and procedures, 
subcontracting policies and procedures, property management and maintenance, and 
procedures for activating Work Orders issued by USAID 

AAI worked with its subcontractor SHA to draft the required items, which were 
presented to the AAO between mid-December 1994 and January 6 ,  1995 

Main accomplishments At AAO request, AAI engaged a Technical Adviser to 
oversee personnel functions and the administrative functions provided by Sweet Hill 
Associates, Inc (SHA) From January through September AAI worked with SHA and with 
USAID to develop a subcontract with SHA under the terms of Modification #14 and later 
Modification #15, acceptable to SHA and to which the RCO would consent The subcontract 
was not agreed upon, however, and in September 1995 SHA and AAI entered into arbitration 
over contractual issues As a final report product, SHA submitted to AAI a copy of the 
report commissioned from Arthur Andersen on the project inventory (See Annex C 5 for 
report ) 

Early in the year, AAI obtained AAO approval of an Implementation Support 
Agreement (ISA) to be used for entering into agreements with U S Implementing Partners 
AAI entered into an ISA w ~ t h  CEDPA, whlch was modified late in the year to extend 
duration while USAID and AAI arrived at a 'definitlzed' contract and budget 

The AAI U S Project Manager designed and led an LSU Staff Development 
Program (See Annex C 6 for a copy of the report ) 

In mid-October 1995, AAI/NY staff met with the AAO and RCO to definitlze the 
letter contract that went mto effect on September 30 

AAI set up accounting mechanisms for financial reporting to USIPs required under 
the contract 

During September-October, the LSU provided logistical support to the USAID 
- 

Programme Coordmation Unit and USIPs responsible for conducting an Integrated Baseline 
Health Survey m several states This involved providing transportation, processing payments A 

to interviewers, and other logistical support - 

AAI established a project warehouse to accommodate all project and USAID goods 
AAI also worked with the mission to plan for use of the "Commissary building" adjacent to 
USAID headquarters to provide office space for USIPs 

1 
AAI recruited a new expatriate Ch~ef of Party and a new Controller for the LSU 

The Controller assumed duties in mid-December 
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Main accomplishments AAI's new LSU Chief of Party, Glenn Christopher Hicks, 
assumed his position in early January, shortly thereafter he submitted to the AAO Personal 
Financial Disclosure statements for all persons agreed upon 

From March, AAI began to work with USAID and U S Implementing Partners to 
complete activities and to close the Logistical Support Unit operation This included close- 
out of a number of operations originally begun under the FHS Contract The full range of 
important close-out activities is described below 

D Close-out Operation 

With the reinstatement and extension of the FHS contract in May 1996, the close-out 
operation of the LSU was funded under both the FHS Contract and the Letter Contract 
During the close-out, which took place from approximately May through October, 1996, AAI 
undertook the following major actions 

Completed a final project inventory at four sites in Lagos (warehouse, Global 
House, Annex, BASICS/Pathfinder site), and three field offices (Kaduna, 
Enugu, Ibadan) AAI also completed an inventory of vehicles assigned to 
various Nigerian Local Government Authorities The total project inventory, 
including those at the LGAs, included 74 vehicles 

In July, in response to local inflation, the U S Embassy augmented the foreign 
service national employee payscales by 50 % , retroactive to January 1, 1996 
This also had a major influence on termination benefits payable to LSU, PCU 
and USIP employees AAI worked with USAID and the USIPs to make 
available the necessary funds to provide for this major financial requirement 

Vacated the LSU Annex office building and renovated it to pre-lease status 

Removed all stored goods and closed the warehouse facility at Orile, Lagos 
at termination of the lease in mid-August, and returned the facility to the 
landlord 

In conjunction with USAID, distributed the extensive project inventory, 
including vehicles and computers and computer equipment to USIPs and Nigeri 
an NGOs 

Reconciled imprest accounts and closed bank accounts in Ibadan and Enugu, 
and with assistance from CEDPA, an account in Kaduna 

Worked closely with the IPS and with USAID to transfer responsibility for 
support services to the IP Joint Management Services Board, for motor pool, 
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building maintenance, airport expediting services, communications servlces 
including telephone and PABX, personnel and payroll services, etc 

Assisted USAID and the IPS with the development of final plans for renovating 
the Commissary Building, formerly apartments, for use as IP and USAID 
office space, including planning for partitioning, telecommunications, electrical 
wiring, generator, water supply, parking spaces, and security facilities 

Prepared letters of service and references for all employees 

Arranged for the training of employees in preparation of resumes and in 
interviewing and job search skills 

Calculated and paid termination benefits for all employees 

At the request of USAID, prepared position descriptions for new USIP 
logistical support positions 

Worked with IPS to prepare reconciliations and bills of collection 

Rev~ewed all outstanding advances 

I1 Methods of Work Used 

AAI's major approach in meeting contract needs was to decentralize financial and 
other support services from AAI headquarters to the field This major project design enabled 
FHS and its successors to receive tlrnely financial approvals and cash flow throughout the life 
of the project 

AAI established a financial operation that permitted the servicing of widely 
decentralized program operations This included instituting a system of Imprest accounts for 
zonal offices, Resource Intensification States, State-Based Epidemiologists and some 35 NGO 
and parastatal subcontractors AAI also worked with USAID to establish several financial 
mechanisms Implementation Orders, Work Orders, and lastly, Specific Requests for 
Assistance AAI established mechanisms to bill recipients of services (including USAID) for 
the~r  share of common services and for specific services not funded under the contract, but 
for which AAI was responsible as the logistical support contractor 

Over the life of the project AAI entered into various types of agreements with USIPs 
and other U S agencies to define the nature of their respective relationships and payment 
mechanisms for support required under the project These mcluded Implementation Support 
Agreements, memoranda of understanding, purchase orders (initiated by the USIPs), and 
letters of commitment 
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I 
8 AAI subcontracted certain administrative and procurement functions to Sweet Hill 

Associates, Inc , its subcontractor from the beginning of the project until August 31, 1995 

I11 Recommendations Regarding Unfinished Work 

1 At the tune of submission of this report, no work remains unfinished 
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Annex A I 

CLUSTER 1 
Reg # Description NGO Svonsor Signed 

Receipt? 

YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 

ZFGSOR 12 
FG30R 12 

12 FGN 1010 
LA 1648 TG 
12 FGN 1020 
FGN 43R 12 
12 FGN 1037 
12 FGN 1036 
12 FGN 1016 

FGOSR 12 
12 FGN 1018 
KD 8722 KS 

FHO7R 12 

Toyota Landcrulser (locat~on - Lagos) 
Toyota Llteace (locatlon - Lagos) 
Cherokee Jeep (locatlon Enugu) 
Volvo Saloon (locatlon Lagos) 
Cherokee Jeep (locatlon Enugu) 
Cherokee Jeep (locat~on - Ibadan) 
Cherokee Jeep (locatlon - Kaduna) 
Cherokee Jeep (locat~on - Kaduna) 
Cherokee Jeep (locatlon Enugu) 
Toyota Landcrulser (location Lagos) 
Cherokee Jeep (location Enugu) 
Toyota Landcrulser (locat~on - Kaduna) 
Toyota Landcrulser (locatlon Lagos) 

WIN 
Anglican Diocese 

WADD 
DDL 

Nkan Iban Uko 
CRAN 
NYAP 

TIVIIdoma 
MWAN 

Cath Hos Onitsha 
Survivors 

AWV Aba 
NKST 

CRS 
Akwa Ibom 
Akwa Ibom 

Enugu 
CR 
CR 
CR 

Benue 
Enugu 

Anambra 
Akwa Ibom 

Abia 
Benue 

CEDPA 
DG 
DG 
CDC 

AIDSCAP 
AIDSCAP 
AIDSCAP 

DG 
PI 

CDC 
DG 
DG 

AVSC 

CLUSTER 2 
Reg # Description NGO Svonsor Signed 

Recelpt? 
YES 
YES 
YES 

YES 
YES 
YES 
YES 
NO 

YES 
YES 

CEDPA 
DG 
DG 

CDC 
AIDSCAP 
AIDSCAP 
AIDSCAP 

DG 
PI 

CDC 

FG16R 12 
12 FGN 1025 
12 FGN 1187 

12 FGN 1041 
12 FGN 1040 
LA 9890 T F  
12 FGN 1027 
12 FGN 1028 
12 FGN 1039 
12 FGN 1026 

Toyota Landcruiser (locatlon Lagos) 
Cherokee Jeep (locatlon - Kaduna) 
Cherokee Jeep (locatlon Lagos) 

WIN 
Muslim Sisters 

ECWA 

JIGAWA League 
Al-NOUW 

NCWS 
NCWS 

FOMWAN 
FOMWAN 

JNI 

Katsina 
Kano 

Kano 
Jigawa 
Kano 

Plateau 
Nlger 

Kaduna 
Kano 

Katsina 

Cherokee Jeep (location Kaduna) 
Cherokee Jeep (locat~on Kaduna) 
Toyata Landcrulser (locatlon Lagos) 
Cherokee Jeep (locatlon - Kaduna) 
Cherokee Jeep (locatlon - Kaduna) 
Cherokee Jeep (location Kaduna) 
Cherokee Jeep (location Kaduna) 

CLUSTER 3 
Reg # Description NGO Sponsor Signed 

Rece~pt? 
NO 
YES 
YES 

24 LA 9892 TF Cherokee Jeep (locat~on Lagos) 
25 FG24R 12 Cherokee Jeep (locatlon Ibadan) 
26 12 FGN 1030 Cherokee Jeep (locatlon Ibadan) 

27 12 FGN 1013 Cherokee Jeep (location Ibadan) 
28 12 FGN 1032 Cherokee Jeep (locatlon Ibadan) 

BMC 
he-Abiye Hos 

SDA Hos 

Life Vanguard 
Cath Diocese 

Ogbomoso 
Ondo 

Osun 
Osun 

OYO 

CDC 
AVSC 
AVSC 

JHUIPCS 
CDC 

YES 
YES 
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CLUSTER 4 
Ren # 

29 FGlOR122 
30 LA 1649TG 
31 12FGN 1029 
32 FH09R 12 
33 12 FGN 1017 
34 12FGN758 
35 FG25R12 
36 FHllR 12 
37 12 FGN 1014 
38 12 FGN 1021 
39 LA 9889 TF8 
40 FGO8R 12 

Description 

Chev Suburban (locatlon Lagos) 

Cherokee Jeep (locat~on - Ibadan) 

Cherokee Jeep (locat~on - Ibadan) 

Chev Suburban (location Lagos) 

Cherokee Jeep (locat~on Enugu) 

Chev Suburban (locat~on Lagos) 

Chev Suburban (locatlon Lagos) 

Chev Suburban (location - Lagos) 

Cherokee Jeep (locatlon Lagos) 

Cherokee Jeep (locatlon Lagos) 

Toyota Landcruiser (iocatlon Lagos) 

Toyota Landcrulser (locat~on Lagos) 

NGO 

WIN 
GADA 

Youth Aid 

SDA Worn Mm 
BVM 

AMCPH 
AJCPH 
JCPH 
LICPH 
MCPH 
LCPH 

NAWOJ 

VEHICLES TRANSFERRED TO IMPLEMENTING PARTNERS 

Reg  # 

FG04R 12 

FG29R 12 

12 FGN 1011 

12 FGN 1019 

FG12R 12 

FG13R 12 

12 FGN 1034 

FG18R 12 

FG17R 12 

FG15R 12 

FG25R 12 

FG02R 12 

FG06R 12 

FG21R 12 
FG19R 12 
FG26R 12 
FG27R 12 
FG30R 12 
FG38R 12 
FG41R 12 
FG42R 12 
FG44R 12 
FG45R 12 

Description 

Toyata Llteace (locatlon - Lagos) 

Chev Suburban (locatlon - Lagos) 

Cherokee Jeep (locat~on - Lagos) 

Cherokee Jeep (locatlon Enugu) 

Toyota Landcruiser (locatlon - Enugu) 

Toyota Landcruiser (locatlon - Enugu) 

Cherokee Jeep (location Kano) 

Cherokee Jeep (location Kano) 

Toyota Landcrulser (locatlon - Kano) 

Toyota Landcmlser (location - Kano) 

Toyota Landcrulser (locatlon - Kano) 

Toyota Llteace (locatlon - Lagos) 

Toyota Landcrulser (locatron Lagos) 

Cherokee Jeep (locat~on - Lagos) 

Toyota Landcrulser (locatlon Lagos) 

Chev Suburban (locatron Lagos) 

Chev Suburban (location Lagos) 

Mitsub~shl Jeep (locat~on - Lagos) 

Cherokee Jeep (location Lagos) 
Chev Suburban (location Lagos) 

Chev Lumina (locatlon Lagos) 

Cherokee Jeep (locat~on - Lagos) 

Cherokee Jeep (locat~on - Lagos) 

Recipient 

AVSC Int 1 

Pathfinder 

Pathfinder 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CDC 

CDC 

CDC 
CDC 
CDC 
CDC 
CDC 
CDC 
CDC 
CDC 
CDC 
CDC 

State 

Lagos 

Lagos 

Lagos 

Lagos 
Lagos 
Lagos 
Lagos 

Lagos 

Lagos 

Lagos 

Lagos 

Lagos 

Sponsor  

CEDPA 
DG 
DG 

CDC 
AIDSCAP 
AIDSCAP 
AIDSCAP 

DG 
PI 

CDC 
DG 

DG 

S~gned 
Rece1pt7 

YES - 
YES 
YES 
YES - 

YES 
YES 

- 
YES 
YES 
YES 
YES 
YES 
YES 

Sponsor Slgned 
Rece1pt7 

YES 

YES 

YES 

YES 

YES - 
YES 

YES 

YES - 
YES 

YES I 
YES 

YES I 
YES 

I YES 
YES 
YES I 
YES 
YES 
YES 
YES 



Reg # Description 

FG46R 12 
FG49R 12 

LA 1650 TG 
12 FGN 1031 

FG14R 12 

12 FGN 1033 

FGOlR 12 
FG22E 12 
FG23R 12 

LA 1046 TG 
FG 28R 12 

Cherokee Jeep (locat~on - Lagos) 

Peugeot 505 (locat~on Lagos) 

Cherokee Jeep (locatlon Lagos) 

Cherokee Jeep (locat~on - Ibadan) 

Toyota Landcrulser (locatlon Ldgos) 

Cherokee Jeep (locatton Ibadan) 

Toyota Landcruiser (locat~on Lagos) 

Cherokee Jeep (locat~on Lagos) 

Cherokee Jeep (locatlon Lagos) 

Peugeot 505 S/W (location - Lagos) 

Chev Suburban (locatlon Lagos) 

CDC 
CDC 
CDC 

JHUIPCS 

JHUIPCS 

JHUIPCS 

PPFN 
PPFN 

PPFN 

PPFN 
PPFN 

Annex A 1 

Sponsor Slgned 
Rece~pt? 

YES 
YES 
YES 
YES 

YES 

YES 

YES 

YES 

YES 

YES 
YES 

Summary of Inventory 

Vehicles in Lagos 
Usable 18 
Not Running 23 

Vehicles in Ibadan 
Usable 3 
Not Running 6 

Vehicles in Enurru 
Usable 3 
Not Running 5 

Vehicles in Kaduna 
Usable 5 
Not Running 11 

Total Vehcles 74 
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THE AFRICAN-AMERICAN INSTITUTE 
LOGISTIC SUPPORT UNIT 
DISTRIBUTION OF PC's, PRINTERS AND OTHER MAJOR EQUIPMENT 

CLUSTER 1 
Description 

PC - 286 
Ohdata Printer 
Uninterruptable Power Supply 
PC - 286 
Uninterruptable Power Supply 
Air Conditioner (From Basics WIU) 
Uninterruptable Power Supply (bad) 
Air Conditioner (From Basics WIU) 
Air Conditioner 

PC - 286 

Air Conditioner 

Uninterruptable Power Supply 

25 KVA Generator 

5 KVA Generator 

PC - 286 

Epson Printer 

Unintermptable Power Supply 

Air Conditioner Wlndow Unit 

CLUSTER 3 
Description 

Air Conditioner Window Unlt 

PC - 286 

Epson Prlnter 

Uninterruptable Power Supply 

PC - 286 

Okidata Printer 

Ouantity 

1 
1 
1 
1 

1 
1 

1 
1 
1 

Quantity 

1 
1 
1 
1 
1 
1 
1 
1 
1 

Quantity 

1 
1 
1 
1 

Quantity 

1 

1 

NGO - 
WIN 
WIN 
WIN 

WADD 
WADD 
NOSAD 
NOS AD 

Anglic Dioc 
NKST 

NGO - 
Muslim Sisters 

M u s h  S~sters 

Muslim S~sters 

Al-Noury 

NCWS 

NCWS 

NCWS 

NCWS 

WEPA 

NGO - 
L ~ f e  Vanguard 

Pol10 Plus 

Pol10 Plus 

Pol10 Plus 

_NGO 

GADA 
GADA 

State 

CRS 
CRS 
CRS 

Akwa Ibom 
Akwa Ibom 

CRS 
CRS 

Anarnbra 
Benue 

Kano 

Kano 

Kano 

Kano 

Plateau 

Niger 

Niger 

Niger 

Kaduna 

State 

Osun 

Ed0 

Ed0 

Ed0 

State 

Lagos 

Lagos 

Sponsor 

CEDPA 
CEDPA 
CEDPA 

DG 
DG 

CEDPA 
CEDPA 

CDC 
AVSC 

Sponsor 

Pathfinder 

Pathfinder 

Pathfinder 

CDC 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

DG 

Signed 
Recelpt? 

YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 

Slgned 
Rece~pt? 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

Sponsor Slaned 
Receipt? 

JHUIPCS YES 

CDC YES 

CDC YES 

CDC YES 

Sponsor Signed 
Recetpt? 

CEDPA YES 

CEDPA YES 
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Ouantity NGO State Sponsor Slnned 
Receipt? 

PC - 286 1 GADA Lagos CEDPA YES - 

Unintermptable Power Supply 1 GADA Lagos CEDPA YES 

EQUIPMENT TRANSFERRED TO IMPLEMENTING PARTNERS 

Descrivtion 

Photocopier (bad) 

Uninterruptable Power Supply 

PC - 286 

Binding Machine (bad) 

Photocopler 

Fax Machine 

Uninterruptable Power Supply 

PC - 486 
PC - 386 

Epson Printer 

Laser Printer 

Unlnterruptable Power Supply 
Photocopier 
Fax Machme 

Refrigerator 

Air Conditioner Split Unit 

PC - 386 

Uninterruptable Power Supply 

PC - 386 

Laser Prlnter 

Unintermptable Power Supply 

PC - 286 

Unintermptable Power Supply 

Binding Machine (bad) 

Air Conditioner Split Unit 

PC - 486 

PC - 386 

PC - 286 

Laser Printer 

Epson Printer 

Unlnterruptable Power Supply 

Photocopler 

Fax Machine 
Air Conditioner Split Unit 

Quantity 

1 
1 
1 
1 

1 

1 

2 

1 
2 
1 
1 
2 
1 
1 

1 

3 

1 

1 

2 

1 

2 

1 
1 
1 
2 

1 
2 
1 
1 
1 
5 
1 
1 

6 

Recipient 

AVSC 

AVSC 

Pathfinder 

Pathfinder 

Pathfinder 

Pathfinder 

Pathfinder 

CEDPA 
CEDPA 

CEDPA 

CEDPA 

CEDPA 
CEDPA 
CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CDC 

CDC 

CDC 

CDC 

BASICS 

BASICS 

BASICS 

BASICS 

BASICS 

BASICS 

BASICS 

BASICS 
BASICS 

Lagos 
Lagos 

Lagos 

Lagos 

Lagos 
Lagos 
Lagos 

Lagos 

Lagos 

Enugu 

Enugu 

Kano 

Kano 

Kano 

Sponsor SIBned 
Rece~pt? 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 
YES 

YES 

YES 

YES 
YES 
YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 
YES 



PC - 486 

PC - 386 

PC - 286 

Laser Printer 

Epson Printer 

Unlnterruptable Power Supply 

Fax Machlne 

T V N C R  

Refrigerator 

Air Conditioner 

PC - 486 
PC - 386 

Laser Printer 

Epson Printer 

Unintermptable Power Supply 

Photocopier 

Binding Machine 

Air Conditioner 

Laser Printer 

Photocopier 

Quantity Recipient 

FHI 

FHI 

FHI 

FHI 

FHI 

FHI 
FHI 

FHI 

FHIIJSU 

FHIIJSU 

JHUIPCS 
JHUIPCS 

JHUIPCS 

JHUJPCS 

JHUIPCS 

JHUJPCS 

JHUIPCS 

JHUJPCS 

JHUJPCS 

JHUIPCS 

Lagos 
Lagos 

Lagos 

Lagos 

Lagos 

Lagos 

Lagos 

Lagos 

Ibadan 

Ibadan 

Annex A 2 

Sponsor Slgned 
Rece~pt? 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 
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EXECUTIVE SUMMARY - 

This report covers the period from April 1988 through September 1993, and provides 
information on activities undertaken by AAI in relatlon to the FHS Contract and 
Modifications #1 - 10 It provides annualized information on activities by the African- 
American Institute and its subcontractor Sweet Hill Associates, Inc (SHA) in the principal 
areas called for by the contract personnel, secretarial services, administration and logistics 
including procurement, contraceptive supphes, account~nglfinanc~al system, and project 
management 

A key concept underlying the contract was that a comprehensive logistic support 
services system for the entire USAID-Nigeria health care delivery program could provide 
cost-effective support to organizations and personnel responsible for technical implementation 
of the Nigeria country program USAID-Nigeria adopted this concept in its lrnplementation 
of the Family Health Services Project (FHS) in 1988, through the contract with AAI Under 
the contract, AAIISHA served US Cooperating Agency prme technical contractors and 
subcontractors that had prior experience in Niger~a and, despite extremely difficult operating 
conditions, the concept has worked It has evolved with the changing requirements of the 
USAID mission, expanding beyond Family Health Services to include the Combatting 
Childhood Communicable D~seases Project and AIDSCAP 

AAI -ogether with SHA, provided backstopping and operations support four prime 
contractors ~ r ~ r f  nme subcontractors that were responsible for the technical aspects of the 
project AAI's established as its field presence the Operations Division, provided start-up 
services for the FHS Project including hiring initial operations and logistics personnel, 
arrangmg for office space for the Project, administering housing for contractor personnel, 
establishmg an accounting system and developing a filing and documentation system AAI 
with SHA set up administrative systems including motorpool and transport and expediting 
services 

Over the next four years, through 1991, AAI continued to prov~de support to a 
complex and expanding program By 1991, Division staff increased to a total of 43 The 
division developed the first FHS Personnel Policy Handbook, setting out project-wide 
policies for the local project staff of various AID contractors By the end of 1991, AAI 
assisted in setting up and supportmg four Zonal FHS offices, in Enugu, Ibadan, Kaduna and 
Bauchi 

In 1992, AID decided to enter into a Transition Phase, to pave the way for a Family 
Health Services I1 project, it further decided to strengthen local decision-making capacity, 
enhance decentrallzation throughout the country, and expand services while reducing costs 
AAI's role expanded to include managing personnel and payroll for the project, continued 
support in general administration, and managing comprehensive finance services, including 
subcontracting and otherwise paying for decentralized project activities Funds were placed 
in AAI's budget in Modification #10 to assume this expanded role AAI refined its 
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I management systems, and through the Operations Division, now called the Personnel, 
Administration and Finance office (PAF), worked with AAO and the FHS project to develop 
a procedure for entering into subcontracts with Nigerian non-governmental and parastatal 

I organizations Between January and September 1993, PAF worked with more than 30 
prospective subcontractors to review proposals and negotiate budgets 
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INTRODUCTION AND BACKGROUND 

The FHS project was designed to provide substantial, predictable project-based support to 
United States organizations that had already been working effectively in population and 
family planning in Nigeria The technical organizations were long-established, AID 
"Cooperating Agencies" with well-respected population and family planning programs 
already working closely with Nigerian public and private sector organizations 

USAID contracted with four prime and 13 technical subcontractors In order to provide 
efficient operations support, AID let a competitive contract for a U S organization, the 
African-American Institute (AAI), with Sweet Hill Associates, Inc (SHA), covering central 
financial and administrative services for the technical contractors This unique arrangement 
has proven successful and over the life of the contract, and the AID Administrative Affairs 
OfficeINigeria (AAO/Nigeria) has strengthened the AAI contract to include most operational 
responsibilities, including subcontracting to Nigerian organizations This arrangement has 
made possible centralized coordination of technical direction in the office of the AAO, while 
permitting decentralized field operations close to the NGOs and local authorities that bring 
services to and work with end users throughout Nigeria See Annex 1 for FHS Project 
Structure 

AAI brought to this task 35 years of experience in African capacity-building, and a 
commitment to contribute to the well-being of the Nigerian people AAI had extensive field 
operations experience in Africa in the 1960's and 1970's when it organized and operated 
several refugee schools in East Africa and a heavy equipment training center in Togo Given 
its commitment to developing African capacities, once these entities were underway for a 
period of tune, they were turned over to African operation In 1987 the Institute took on 
FHS on the basis that the project was an opportunity to develop and support African capacity 
m support of population services 

While various reports have been prepared in the past, notably monthly reports presented 
directly to the AAO for a period of tune, this report is intended to synthesize five years' 
experience It documents the scope of work, progress, growth and the changing nature of 
the operations of personnel, administration and finance functions undertaken by AAI together 
with its subcontractor Sweet Hill Associates, Inc (SHA) to assist FHS and, later, other 
USAID-assisted projects in Nigeria 

Part A provides a historical summary of activities from 1988 - 1992, when the contract 
supported the Operations Division of the Family Health Services Project Part B focuses on 
the first half of the project's Transition Period (from FHS I to FHS 11), dating from 
January - September 1993 during which period the "Operations Division" was renamed 
"Personnel, Administration and Finance" (PAF), in keeping with new functions it assumed in 
1993 in support of the Combatting Childhood Communicable Diseases (CCCD) and other 
AID projects in Nigeria The project's estimated completion date was June 30, 1994 (& 
Annex 2 for a list of Contract Modifications ) 
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AAI has delegated control of project activities and finances increasingly to Nigerian 
staff, while providing the necessary backstopping in the home office and through a resident 
financial manager, in keeping with contractual requirements George Oligbo, a Nigerian 
with an MBA, has headed the project office in Lagos since 1991 

In early 1993, in a pivotal transition from the original FHS model where Cooperating 
Agencies themselves managed assistance to Nigerian entities directly, PAF began to provide 
a broad range of management support to FHS, additional support was given to the 
Combatting Childhood Communicable Diseases project USAID has called on AAI to 
provide an entire support structure for the majority of USAID projects in Nlgeria In 
addition to facilitating decentralization of activities to many states, AAI assumed 
responsibility for subcontracting with Nigerian NGOs, local government authorities and other 
organizations so that these could be overseen from Lagos, rather than the United States, as 
had been the case under the USAID contracts with U S -based Cooperating Agencies 

Over the period of the contract, the project has developed procedures that guide 
purchasing, inventory control, assistance to international travelers ("expediting"), provision 
of transportation, and maintenance of project goods and facilities Work has involved 
"troubleshooting" -- assisting project personnel, international consultants, and others in 
solving problems they may experience or unexpected needs they may have Staff customarily 
respond to emergencies that arise The project has developed institutional and staff capacities 
by providing assistance in developing the zonal structures, training of staff of NGOs, and 
organmng eight formal training courses for AIDIFHSICCCD staff, for a total of 545 person- 
days of training In the period covered here, the project has supported 55 conferences with a 
total of 1,854 participants 

Throughout the project, AAOINigeria has called on project staff to facilitate the in- 
country activities of Cooperating Agencies, subcontractors and other organizations, as well as 
USAID-related missions to the country The project has provided local transport, advanced 
or exchanged funds, facilitated conferences, made international travel arrangements, and 
assisted with telephone and other communications services (See Annex 3 for a list of 
organizations served by the project ) 

From the beginning of the project through 1992, AAI-New York provided program 
backstopping under the direction of the AAI President and later the Vice President for 
Programs, and financial backstopping through the AAI Treasurer, Contracts Officer and 
accounting staff, all serving part-tme on the project Beginning in 1993 with Modification 
#lo,  the role of the Vice President for Programs (Chief of Party for the contract) increased 
as AAIYs role in the project expanded to include major local subcontracting responsibilities 
Modification #10 also enabled AAI to hire a full-time Project Manager for the first time, in 
response to the added responsibility From the onset of the project, SHA's headquarters 
personnel have been responsible for U S procurement as well as for sub-contractor 
accounting SHA headquarters staff have provided significant technical assistance in Nigeria 
throughout the span of the project (For a list of international travel undertaken by AAI and 
SHA staff, see Annex 4 ) 
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PART A: 
Historical Background - April 1988 - December 1992 

- 

This part of the report documents the development of PAF functions from 1988 to the 
start of the transition in early 1993 

I AAI AND FAMILY HEALTH SERVICES (FHS) 

Under FHS I, AAI entered into USAID Contract # 670-001-C-00-8008-00 and 
subsequent modifications to provide logistical support services to four prime US technical 
contractors and additional subcontractors m family planning in Nigeria These contractors 
assisted in overall policy and evaluation (Johns Hopkins University/Institute for International 
Programs), communications (Johns Hopkins/Population Communication Services), provision 
of family planning commodities and training to the public sector (Pathfinder Fund), and 
assistance to the private sector (Family Plannlng International Assistance) USAID set up a 
Project Administrator's office to faditate communication and coordination amongst 
contractors and others The main technical subcontractors included Africare, John Snow 
International, and Management Sclences for Health 

AAI Interest in participation stemmed from longstanding tles to Nigeria on the part of 
AAI's then President and former American Ambassador to Nigeria, Donald Easum, and 
Dennis Weeks, President of Sweet H ~ l l  Associates, Inc (SHA), a former Peace Corps 
volunteer in Nigeria who had served as a consultant with an American firm working with the 
FHS I project Principals running the project in Nigeria were Wilma Nwanze and George 
Oligbo, Director and Deputy Director, respectively, of the Operations Divisions of the 
Family Health Services Project, for AAI The third principal was Taiwo Kehinde, who 
served as SHA's Business Manager 

The remainder of this section documents the progress of this AAI support activity 
year by year From 1988-1991, Weeks was Project Coordinator from the U S side, 
working closely with the Nlgerian team on regular visits Following the death of longtime 
AAI Treasurer Michael Jennmgs, the appointment of Carl Schieren as AAI's Vice President 
for Programs (a new position), the resignation of Wilma Nwanze in 1991 and her 
replacement by George Oligbo, AAI and Sweet Hill worked to streamline and better define 
their operating relationships This became particularly important when, during the transition 
period beginning in December 1992, AAI agreed in principle to take on management of 
subcontracting with local Nigerian organizations, while Sweet Hill would continue to have 
responsibility for expanded administrative activities George Oligbo, as Director, would 
oversee all local activities of the expanded functions of the Personnel, Administration and 
Finance Office, serving FHS and other AID projects as well In the U S the AAI Vice 
President became part-tune Chief of Party, with a full-time U S -based Project Manager and 
a full-tme expatriate Financial Manager in Lagos 
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Since 1988 the Division director or herlhis delegate has been a key member of the 
FHS Project Management Unit From the beginning of the project, AAI provided secretarial 
support, drivers, travel expediters and, by subcontract through Sweet Hill, procurement of 
project support commodities (vehicles, office equipment, etc ) and building and vehicle 
maintenance SHAYs local operations were headed by a person who, through his ties with 
the domestic elite and twenty years' experience in government, could gain access to the 
heads of many large, local businesses and government agencies and facilitate project 
negotiations The Division has also engaged in liaison with relevant federal mmistries, e g , 
Federal Ministry of Health, Federal Office of Statistics, Min~stry of External Affairs, (in 
relation to shipments and visas), Ministry of Internal Affairs, and with project-related non- 
governmental organizations (NGOs) 

I1 HIGHLIGHTS OF MAJOR ACTIVITIES BY CALENDAR YEAR 

The following sections highlight the major accomplishments of the project by calendar 
year After year one, categories are mentioned only where notable new initiatives occurred 

A PROJECT YEAR ONE - 1988 

Main Year One activities included hiring initial operations and logistics personnel, 
arranging for office space for the FHS project, administering housing for contractor 
personnel, prov~ding office and housing security, establishing an accounting system, and 
developing a filmg and documentation system AAI also explored and proposed alternative 
sites for zonal offices 

Beginning in 1988, the Division issued administrative circulars covering various 
topics (See Annex 5 for a list of Administrative Circulars) 

1 Personnel 

AAI hired Wilma Nwanze, an American residing in Nigeria, to become Director of 
the Operations Division George Oligbo, a Nigerian w ~ t h  an M B A , jointed AAI as Deputy 
Director SHA hired Taiwo Kehinde, a Nigerian with 20 years' experience m Public 
Finance for the position of "Business Director" The FHS project contracted with a local 
consulting firm to prepare a salary structure for staff, in keeping with U S Embassy 
standards The Operations Division contracted with Ogunkelu Spec~al~st Hospital to conduct 
pre-employment medical exammations for staff It also assisted technical contractors to 
recrult professional staff through advert~sement and the arrangement of interviews The 
project had a staff of 24, including secretaries and other support personnel, during the first 
year of operation The Division also arranged training in computer skills for 20 
administrative and project staff 
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2 Secretarial services 

The Division participated with Cooperating Agencies in the selection and supervision 
of secretarial staff The Divislon arranged secretarial support for meetings, mlssions and 
evaluations, the Division's director carried out considerable on-the-job training for secretarial 
and clerlcal staff 

3 Administration and Logistics 

a Office administration 

The Operations Division located, negotiated the lease for, furnished, equipped and 
managed facilities for FHS Cooperating Agency and related staff, totaling approximately 40 
people The offices were located at 2 Rumsey Road, Ikoyi, Lagos (See Annex 6 )  The 
Division engaged Allan & Ogunkeye, legal practitioners, to provide ongoing legal advice and 
representation as needed 

Procurement 

Since the project's inception m 1988, the Division has met the challenge of working 
in the demanding Nlgerian environment to procure goods and services for the project In 
Lagos, where telecommunication services are poor and do not reach many local businesses, 
one cannot rely on the telephone to identify, locate and otherwise "do business" with 
potential vendors The only way successfully to identify or solicit many contractors of 
services or goods--even if they come recommended by satisfied customers--is physically to 
track them down in the marketplace The Division spent considerable time identifying 
potential vendors, assisting them in the mechanics of developing bids, reviewing their 
previous work by accompanying them to work-sites, interviewing their former employers for 
references, and continuing to communicate through an arduous person-to-person process 

The Division, through Sweet Hill Associates, procured off-shore or locally the 
necessary equipment and furniture to establish the FHS office A waiver for the purchase of 
up to 12 motor vehicles was signed by the AID Administrator in the Sub-project Paper in 
1987 Major local procurements included a n  conditioners, photocopiers, typewriters, two 
computers, furniture and a minibus Major U S procurements included computers and 2 
vehicles The project arranged for installation of software into the computers, and shipment 
to and clearance of procured items in Nigeria The Operations Division provided a third- 
party insurance policy for vehicles 

Since 1988 the Division has ensured adherence to U S regulations, including printing 
of logos or other identification as requlred on vehlcles and other goods The Divislon has 
also assisted with clearance through customs and with the reg~stration and licensing of 
vehicles 
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c Inventory and stores 

In keeping with the contract, the Division maintained an on-going inventory of all 
expendable and non-expendable equipment, furnishings and vehicles purchased In keeping 
with contractual requirements, the Division performed an annual Inventory 

d Vehicle and other maintenance systems 

The Division set up systems for maintaining vehicles and office and housing space 
The system included a log book for each vehicle showing mileage, notes on repairs needed 
and other information From 1988, and on an ongoing basis, the Division established a 
two-pronged system for rnaintenance For American-built vehicles, the Division developed a 
network of local mechanics experienced (through the embassy) in working on such vehicles 
For non-American vehicles (Toyotas), the project used local garages experienced in those 
brands, and mon~tored thelr work The Division set up files for each vehicle to record 
mileage, problems, maintenance and repair records, it also established criteria for priority for 
vehicle use, and regular equipment and spares to be carried with each vehicle 

e Space support (office and housing) 

The Division negotiated for office maintenance services, including the hiring of 
gardeners, and maintenance and security personnel for the Lagos facilities Beginning in 
April 1988 (through July 1992), the Division supported the residence of the Country 
Representative for Johns Hopkins University/Population Communications Services The 
Division worked with the U S Embassy to review the premises and oversaw small 
construction projects, including raismg the external wall, in keeping with Embassy 
regulations 

f Communications services 

The Division arranged for telephone service, including the installation of four 
telephone lines and a switchboard at the Rumsey Road office For the PABX to be installed, 
the Division arranged with NITEL to lay an additional cable (See Annex 7 for a list of 
telephone services by year ) The Division developed a system for mail pick-up and delivery 
to appropriate government, AAO/Lagos and project sites The Divis~on also made 
arrangements for express mail or courier services for the project units, and established a post 
office box for incoming mail 

The Division also establ~shed other services, including providing for messengers, and 
duplicatmg and bmding of documents for workshops 
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g Office services 

The Division developed a filing and documentation system for the project It also 
reproduced and distributed project materials as needed by contractors 

h Transportation / expediting (of personnel) 

The Divislon developed a radio-equipped motorpool w~ th  dispatcher and drivers, in 
order to prov~de comprehensive transportation support for program and administrative 
activities Beginning w ~ t h  the first year of the project, the project recruited and carefully 
selected drivers, trained them in project administrative procedures, and supervised their work 
on a daily basis Project drivers have provided many incidental services to project 
personnel, especially those new to Nigeria 

As FHS got underway, the Division developed a system to "expedite" (facilitate travel 
and related arrangements) for program and administrative staff This means meeting the 
person at the airport, ensuring their safe transport to a hotel, assistance with confirming or 
changing return reservations, transport to airport and assistance with any difficulties they 
may encounter Expediters assist with tracking lost baggage, obtaining visas for visiting 
consultants or staff needing to extend a visit or traveling to another country In addition, the 
Division routinely provides regular morning and afternoon transport from hotel to office and 
back for most international personnel 

Data are available for the number of International airport arrivals and departures 
The Division "expedited" 48 people during 1988 

i Conference services 

FHS called upon the Operations Division to provide support for a three-day 
conference involving 120 participants 

j Security 

The Division arranged for security services for the Rumsey Road Office through 
contracting with security firms approved by the U S Embassy The service included 24- 
hour security personnel and a supervisor who checked periodically during each shift 

k Zonal Support 

The project paper called for decentralizing certain management operations in order to 
facilitate project activities The Operations Division director joined other FHS staff to 
consider possible configurations for zonal offices They decided initially to open four zonal 
offices -- in Bauchi, Enugu, Kaduna and Ibadan 
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4 Contraceptive Supplies 

Beginning in 1988, the Division (a) assisted in clearing family planning commodities 
from the port, (b) monitored the movement of Public Sector family planning commodities 
from the Central Warehouse in Lagos (maintained by Sterling Pharmaceuticals) to zonal 
warehouses, (c) plannedlforecasted future supplies, (d) gave the Project Administrator an 
independent assessment of types of family planning commodities received at 
Government/zonal warehouses, and (e) destroyed explred family planning commodities 
(See Annex 8) Consultants from AIDIWashington and John Snow Incorporated trained 
Division staff in contraceptives logistics management 

5 Accounting System 

The Division set up an accounting system to administer funds under the contract and 
established a chart of accounts In addition to being responsible for expenditures in the 
Division's budget, the accounting system was able to invoice Cooperating Agencies for their 
travel or purchasing requirements AAI provided backstopping in accounting systems for 
Wilma Nwanze, Director of the Division 

AAI worked out the following fund transfer procedure in accordance with 
AIDIEmbassy policy AAI would issue a dollar check made payable to the U S Embassy 
After two-to-three weeks' processing tune, the Embassy would issue a check payable to the 
account established by AAI at a Nigerian merchant bank 

6 AAIISHA Headquarters Proiect Management 

Marma Bella, Contracts Officer at AAI, traveled to Nigeria for the purpose of setting 
up project accounting systems and working with new staff Dennis Weeks of SHA visited 
Nigeria twice to assure initial project set-up and to supervise activities 
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B. PROJECT YEAR TWO - 1989 

The 1989 external assessment of FHS's performance noted that the Operations 
Division rendered services to its designated CAs in a commendable way The Operations 
Division provided general support to FHS contractors at headquarters, through facilitation of 
transport, and in backstopping the development of zonal offices 

1 Personnel 

Division personnel increased from 24 to 36 

2 Administration and Logistics 

a Procurement 

SHA purchased nine additional vehicles as well as computers, printers, and fax 
machines in the U S for shipment to Nigeria Division arranged for insurance on vehicles 
and offices 

b Inventory and stores 

The Division provided storage space for each Cooperatmg Agency (CA), each CA in 
turn identified a procurement officer responsible for maintaining the respective stores 

c Space support (office and housing) 

The Division arranged for a car park to be built at project offices, and painted office 
premises 

d Communications services 

Additional telephones were installed 

e Office services 

The Division added "in-house" binding and related services for contractors and 
subcontractors 

f Transportation/expediting (of personnel) 

The Division assisted Mission staff w~ th  customs clearance services for vehicles and 
equipment arriving from the United States (See "Procurement," above ) 
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The Division provided expediting services including assisting with their international 
airport arrivals and departures for 125 program personnel -- an increase of 260% over the 
previous year's totals In conjunction with the Office of the FHS Project Administrator, the 
Division prepared and regularly distributed a welcome packet for v~s~tors,  which includes a 
"safe passage" letter from the USAID Mission Director and a letter confirming pre-arranged 
lodging The Division worked with hotels to gain their acceptance of a letter confirming pre- 
arranged lodging--as hotels used by project personnel were typically overbooked and often 
required pre-payment, which was difficult for some contractors to arrange 

g Conference servlces 

The division assisted three project contractors by giving support to six conferences 
four in Lagos and two up-country, for a total of 235 participants 

3 Accounting Svstem 

The division arranged for training for a project accountant 

4 AAI/SHA Proiect Management 

Headquarters personnel traveling to Lagos included Michael Jennings, Treasurer and 
John Mullahy, Chief Accountant, (AAI), and Dennis Weeks and David Easum (SHA) 
Vivian Lowery Derryck, as new President of AAI, traveled to Nigeria on non-project funds 
to become acquainted with project staff and activities 

5 Other 

A team of auditors from RIG, Dakar, visited FHS for a prellrninary audit of all FHS 
components No report is available 
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C PROJECT YEAR THREE - 1990 

1 Personnel 

The division continued to manage a support staff of 36 

2 Administration and Logistics 

The name of the Administration and Logistics component was officially changed to 
the Operations Division in June 1990 

a Office administration 

The Division extended the lease on the current FHS premises on Ikoyi, while USAID 
reached a decision to establ~sh new project headquarters that would accommodate USAID as 
well as FHS USAID negotiated the lease on new facilities to house both FHS and USAID 
staff 

b Procurement 

Notable U S -based purchases included mobile radios, Uninterrupted Power Supply 
devices and vehicle spare parts Local procurement included supplies and insurance for 
vehicles 

c Vehicle and other maintenance svstems 

Arrangements were made for vehicle and other maintenance services, including for - 
the generator, carpet cleaning and copier and computer maintenance Major electrical repairs 
were made to the building at 2 Rumsey Road, Ikoyi - 

d Space support (office and housmg) 

The Operations Division worked with a local contractor to build the new project 
offices at 1601 Adeola Hopewell Street, Victoria Island, SHA, under separate contracts with 
USAID and CDC, acted as "clerk-of-the-works" to get the job done 

e Commun~cations services 

The Division replaced the telex machine with a fax machine and line 

f Transportationlexpediting (of personnel) 

The Division put into use mobile radios to facilitate the expediting of consultants and 
staff 
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g Conference services 

The Division provided support to five conferences, serving 296 participants, four 
were held by Pathfinder Fund and one by the Federal Ministry of Health All were held 
outside Lagos 

3 Contraceptive Supplies 

Origmally the responsibility of the Operations Division, commodity monitoring and 
tracking became the responsibility of the Public Sector and Pr~vate Sector Divisions at the 
end of 1990 

4 Accounting; System 

The division developed a Zonal accounting procedure to service the zones It 
established lrnprest accounts for supplies, travel and transportation The Division regularly 
submitted debit notes to the respective CAs for AAIJSHA funded activities 

5 Zonal Offices 

George Oligbo conducted a tour of the zonal offices to assess their needs, as a result 
he recommended and received approval for the division to establish the headquarters position 
of Zonal Office Coordinator to backstop the offices The Division secured additional office 
space for Kaduna, Enugu and Bauchi zones in anticipation of a more fully functional zonal 
office 
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D PROJECT YEAR FOUR - 1991 

1 Personnel 

Effective October 1, George Oligbo replaced Wilma Nwanze as Director of the 
Operations Division Division staff increased by seven, to a total of 43 The division 
prepared and developed the first FHS Personnel Policy Handbook, setting out policies on 
recruitment, appointment and probation, conduct, establishment of a personal file, the salary 
benefit package, travel, performance appraisal and annual review, holiday and leave policy, 
health benefits, deathlfuneral benefits, disciplinary procedures, grievance procedures, job 
classif~cations, promotion policies and retirement policies 

2 Secretarial Services 

In addition to maintaining secretarial services at headquarters, the division employed 
three secretaries for the Enugu, Kaduna and Bauchi zones 

3 Administration and Logist~cs 

a Procurement 

U S procurement included purchase of a new PABX system and tires for project 
vehicles Local procurements included photocopiers, typewriters, additional office furniture, 
carpeting and blmds for the new building, and furniture for the zonal offices 

b Inventory and stores 

As responsibilities expanded, the Division employed a storekeeper to maintain 
inventory and control of project supplies 

c Vehicle and other maintenance systems 

The Division continued to maintain and service office equipment including computers, r 

copiers, the building generator, air conditioning units, the vehicle fleet, and provided all 
building rnamtenance 

d Space support (office and housing) 

The Division arranged for and supervised alterations and renovations to the new 
project building, including installation of generator and air conditioning units, drainage and 
plumbing systems, carpeting and blinds, and telephone lines SHA staff David Easum and 
Adam Weeks, working with local Divls~on staff supervised the move of all equipment, 
furniture and supplies to the new project headquarters at Global House, 1601 Adeola 
Hopewell Street, Victoria Island, in April 1991 
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The Division also established zonal offices in Ibadan, Kaduna, Bauchi and Enugu and 
provided equipment and phone services This entailed negotiating for office space from state 
ministries 

e Communications services 

The Division installed the new PABX system in Global House and arranged for the 
installation of additional telephone lines However, Victoria Island is oversubscribed, and 
the Operations Divis~on faced considerable difficulty in securing adequate telephone lines 
from NITEL 

f Office servlces 

The Divlsion arranged for a five-day training course for 20 FHS and AID staff in 
computer use, including Lotus 1-2-3 

g Transportation/expediting (of personnel) 

The Transportation Office ensured the exped~ting of 100 project personnel through the 
international airport and making all internal travel arrangements for some personnel during 
their stay Slmilar arrangements were made for the regular staff of FHS 

h Conference services 

FHS called on the Division to support four conferences, all held in Lagos, with a total 
of 103 participants 

1 Zonal support 

Zone A (Enugu) By December 1991 Zone A was fully operational An Operations 
Secretary was responsible for maintaining a petty cash (mprest) account for the day-to-day 
operations of the office The division allocated two vehicles and drivers to the zone 

Zone B (Ibadan) Recruitment for a secretary began, one of two drivers was 
recruited 

Zone C (Kaduna) The division negotiated office space with the State Commissioner 
for Health and renovated, furnished and installed air conditioning in the office The division 
assigned two vehicles and recruited a drlver 

Zone D (Bauch~) The divislon prepared the office space with all facilities except 
telecommunications and fax equipment It allocated two vehicles and recruited a driver 
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4 Contraceptive Supplies 

The Division head and Project Coordinator continued to serve on the FHS 
Commodity/Logistics Task Force (up to December 1992) 

5 Accountindfinancial system 

The Division continued its operation of the accountinglfinancial system, with 
expanding responsibility for the Zonal offices Michael Jennmgs, AAI Chief Financial 
Officer, who had overseen the Contract and its financial system, d~ed  in April 1991 AAI 
Senior Accountant John Mullahy assumed direct interim responsibility for project finance on 
behalf of AAI 

6 AAI/SHA Prolect Management 

Mr Weeks visited the project for a monitoring visit, followed by Carl Schieren, new 
AAI Chief of Party, who visited to meet project staff and to familiarize hlmself with project 
operations Vivlan Lowery Derryck, AAI President, paid a brief vis~t on non-project funds 

7 Financial Management Review 

USAID commissioned Price Waterhouse to conduct a Financial Management Review 
of FHS in May 1991 According to a Project Implementation Report, " the review 
covered the 33 months from inception until December 31, 1990 Recommendations were 
made Budgetary control and disbursement procedures were on the whole satisfactory for all 
contractors " 
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E PROJECT YEAR FIVE - 1992 

In 1992, AID decided to enter into a Transition Phase, to begin in early 1993 through 
June 30, 1994, to pave the way for a Family Health Services I1 project In a review of past 
FHS activities and contractors, the REDSOIWCA Contracting Officer, AAOINigeria and the 
Office of State Department Budget Unit (OSDBU) prepared a "Determination and Findings" 
report to lay the basis for the selection of AAI as prime contractor for the Transition This 
document noted, " according to the AID Affairs Office (AAO Nigeria and other FHS 
contractors), AAI has done an outstanding job of providing numerous areas of logistic 
support to the FHS project, even given the extremely difficult working environment of 
Lagos, where notions of reliability, tunelmess, quality and service are vastly different from 
those in the U S AAI has spent four years devising systems and methodologies to operate 
within this context, yet still provide a high level of quality logistic and administrative support 
to FHS contractors and to AID " 

Early in the year the Division prepared a draft administrative manual covering all 
aspects of the operation Support activities increased in 1992 with the addition of the fully- 
functioning zonal offices 

Durmg the year the Division participated in an extensive series of meetings, as well 
as in the Annual Work Plan exercise, in order to plan for the transition phase 

1 Personnel 

The payroll managed by the D~vision in 1992 was augmented to 53, more than double 
that in 1988 The division subcontracted with a local consulting firm, George Odia and 
Associates, to review and advlse on personnel policies The firm also interviewed candidates 
for the position of personnel manager 

In preparation for the transition, in November 1992, AAI also retained Ronald E 
Springwater, a management consultant and former AAI vice-president and treasurer, to 
conduct a personnel policy review of FHS His work covered the following 

Reviewing the AAIISHA scope of work for personnel policy renew given existing 
FHS pol~cies, practices, and documentation and likely future FHSIAID requ~rements, 
Identifying, in conjunction with in-country staff and members of the 
Personnel Task Force, key areas of concern in personnel issues, 
Preparing for the employment of a locally-available personnel consultant to carry out 
a complete policy review, 
Reviewing the status of the AAI Director of Operations, and 
Considering pending personnel actions requiring AAI attention 

Mr Springwater carried out a series of interviews with FHS staff following a set list of 
questions, wlth a view toward including their feedback in the policy process 
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Divis~on staff worked with FHS and AAO to put mto place a personnel structure to 
accommodate personnel previously paid by the various U S -based contractors A personnel 
task force, drawing members from PAF, FHS and AAO, prepared the second draft of an 
FHS personnel handbook outlining personnel policies, benefits and procedures 

2 Secretarial Services 

The division contracted with a local consulting firm for a two-day management 
training course for 18 project secretaries Both as a means of overcoming a shortage of 
secretarial assistance, and because of their own interest in expanding their abilities, twenty 
AIDICCCD and FHS staff members received five days' training m computer skills 
Typically, certificates of completion are given at the end of such courses 

3 Administration and Lonistics 

a Office Administration 

To accommodate the expanding staff and program, the Division rented office space in 
a villa within walking distance of Global House The Division moved into a new building at 
30 Adeola Hopewell Street (hereafter called the "Annex"), sharing office space with 
FHIIAIDSCAP The Division also retained a secretar~at at Global House (1601 Adeola 
Hopewell Street), which was responsible for handling telecommun~cations (fax, telex, courier 
and expedited mail delivery), and travel and transportation 

b Procurement 

The Division upgraded computers at the zonal offices from two to four megabytes 
A 

c Space support 

The Division arranged for additional renovat~ons to Global House, including 
partitioning of space Other forms of support included electrical repairs, plumbing, cleaning I 
of the septic system, installation of new telephone wiring, and waste disposal 

d Inventorv and stores 

The division conducted an annual inventory 

e Vehicle and other maintenance systems 

Vehicle maintenance Increased due to the aging of the vehicles The Division 
provided maintenance contracts for office equipment 
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f Communications services 

The Division arranged for installation of seven new telephone lines, including three 
direct lines Five were allocated to the Annex and one to CCCD at Global House An 
underground telecommunication cable links Global House and the Annex 

g Trans~ortation/expediting (of personnel) 

In 1992 USAID donated a 1989 vehicle to FHS, which then came under project 
management The division arranged with the Federal Road Safety Commission for a 3-day 
training course in safe driving for 40 CCCD drivers from Local Government Authorities and 
24 FHS drivers (Under a separate contract with USAID on behalf of CCCD, SHA procured 
and assisted with port clearance, licensing and painting project logos for 40 Cherokee Jeeps 
for assignment to the LGAs ) The division provided expediting services for 102 international 
travelers, the largest number since 1989 

h Conference services 

The division continued to respond to requests from Cooperating Agencies and their 
subcontractors, as well as to USAID In 1992, the conference coordinator, storekeeper and 
other PAF staff provided assistance to 25 meetings, workshops or conferences, involving a 
total of 717 participants 

i Security 

The division provided additional security service for family planning commodities at 
the Central Warehouse, Oshodi, Lagos 

j Zonal support 

4 Accounting; System/Preparation for the Transition 

In preparation for the transition, Warren Ruppel, AAI's Chief Financial Off~cer, 
visited the project to assess financial management needs as well as to work with 
AAO/Niger~a and FHS staff to establish a budget for the transition 

Early in the year George Ollgbo, upon assummg the role of Division Director, 
traveled to the U S for an orlentation w~th  AAI and SHA headquarters staffs He also 
participated in meetings to finalize the FHS Operation D~vision Workplan and budget for the 
transition period, and to meet with several FHS contractors' headquarters, as well as with 
USAID/Washington 
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5 AAIISHA Project Management 

Warren Ruppel, AAI Ch~ef Financial Officer, and Ronald E Springwater, AAI 
consultant on contracting matters, vis~ted to prepare for the transition period President 
Vivian Lowery Derryck also visited, but on non-project funds Dennis Weeks (SHA) paid 
two monitoring visits to Nigeria 
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PART B: 
Implementing the Transition - Januarp - September 1993 

PROJECT YEAR SIX 

This part of the report addresses the major changes that have taken place during the 
first nme months of the transition period between FHS I, which ended m December 1992, 
and FHS 11, which is now being planned The transtion per~od results from AAOINigeria's 
impetus to strengthen local decision-making capacity, enhance decentralization throughout the 
country, and expand services while saving costs (See Annex 9 for a chart depicting PAF 
relationships with other organizations ) 

During the Transition Period, AAI's role in administrat~ve support expanded to 
mclude 

managing the Personnel and payroll function for the entire project (with a few mmor 
exceptions), 
continuing support in general Administration and services to the 
project and to USAID, and llrnited support to CCCD, and 
managing comprehensive Finance services for the project, including sub- 
contracting and otherwise paying for decentrallzed project activities 

Early in the transition the name of the Operations Divis~on changed to the Personnel, 
Administration and Finance (PAF) Unit to reflect a more autonomous relationship with FHS 
AAI took several steps to strengthen PAF financial management and to accommodate the 
increased responsibility in payroll management and volume of financial transactions This 
included engaging a consultant to develop subcontracting and other financial management 
procedures, and recruiting a Financial Manager 

A period of polltical and economic instability from July through September reduced 
the number of mternational travelers, techmcal assistance and some project activities The 
State Department ruling that required AAO-funded U S nat~onals to leave the country did 
not affect AAI's expatriate financial manager, a Canad~an citlzen The redesigned project 
ensured that the N~ger~an  FHS staff and PAF staff were able to maintain and develop project 
activities according to then- work plans PAF was therefore in a good position to accomplish 
its mission of supporting local init~atives 

The text below describes project elements that were set out in contract modifications 
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I11 CONTRACTS 

For the transition, the AAO enabled AAI's new role through two contract 
modifications Mod # 9, effective 2 February 1993, extended AAI's contract through 
March 3 1, 1993 Mod #lo, effective March 3 1, 1993, extended the contract completion 
date to June 30, 1994 It also increased the total estmated cost of the contract from 
$5,049,016 to $1 1,346,405, increased the total amount obligated from $5,049,016 to 
$6,799,016, and updated several contract sections Mod #10 obligated $250,000 for 
procurement for CCCD, the first direct PAF support to this project 

IV PERSONNEL DIVISION 

With Mod #lo, AAI became responsible for managing payroll and personnel 
functions for Niger~an profess~onal staff formerly engaged by Pathfinder Internat~onal and 
FPIA The modification added staff to provide preventive maintenance for vehicles, and 
additional accountmg staff It also author~zed PAF to provide personnel functions for CCCD 
project staff Because contract negotiations between REDSO/WCA and AAI continued into 
1993, AAO established an alternative mechanism for paying CCCD staff, thus PAF did not 
incorporate them during the period January 1 - September 30, 1993 

At the end of September, the PAF payroll including FHS professional personnel as 
well as PAF staff totaled 118 professional and support staff 

The project has contmued to prov~de secretarial services, which are now organized 
through the personnel d~vision The Division arranged tra~ning for one receptionist 

V ADMINISTRATION AND GENERAL SERVICES 

This period saw a considerable Increase in administrative and support services to 
AAOtNigeria-related projects Significant activities included the following 

A PROCUREMENT 

Major procurement included vehicles (for FHS, CCCD and USAID), office furniture, 
and computers for CCCD (See Annex 10) 

In September Ernmanuel Aganbi, PAF Procurement Manager, and Kunle Oki, AAO 
Customs Specialist, attended the two-week Federal Acquisition Regular (FAR) Procurement 
Course in Washington, D C , to help them to ensure PAF adherence to FAR regulations 
PAF hired a Deputy Procurement Manager to assist w~ th  the greatly expanded volume of 
procurement under Mod #10 
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B INVENTORY 

The PAF Storekeeper, working closely w ~ t h  the Procurement Manager and Deputy 
Manager, maintains inventory of suppl~es and equipment In 1993, the project arranged for 
four days' training for the storekeeper In order to implement a fully-computer~zed mventory 
control system, AAIISHA investigated software available for this purpose and selected a 
Paradox-based system 

C VEHICLE AND OTHER MAINTENANCE SYSTEMS 

PAF is responsible for developing vehicle maintenance systems and for managing the 
vehicle fleet (See Annex 11 for a list of veh~cles, their age and kilometers driven ) 
Mod #10 called for establishing preventwe vehicle maintenance, two operational preventive 
mamtenance centers in Lagos and Kaduna, spare parts inventory management, and 
monitoring vehicle breakdowns 

Since its beginning, PAF has acquired twenty-one vehicles for use by FHS throughout 
Niger~a Of that number, three have been taken out of service through wear and tear, 
accident, and theft Collectively, the vehlcles had been driven approximately 3,429,061 km 
(2,143,163 mi ) through the end of September 1993 

Full details of vehicle acqu~sition, allocat~on, and use are provided in Annex 11 

In March 1993, Sweet Hill Assoc~ates' staff member David Easum worked with PAF 
staff to ident~fy posslble sites and personnel for establishing two veh~cle maintenance 
workshops for the FHS and CCCD vehicle fleet They tentatively selected sites in Kaduna 
and Lagos, arranged for preliminary construction plans for the Kaduna site, and interviewed 
candidates for mamtenance positions The PAF Mamntenance Officer and senior driver 
traveled to Kaduna m August to review plans but the AAO recommended a delay in 
establishing the Kaduna slte for polltical reasons 

SHA selected and procured Fleetmax computer software for vehicle fleet 
management 

Other - The Div~sion arranged for maintenance of the two bulldings in Lagos as well 
as five zonal offices 

D SPACE MANAGEMENT 

During the year, PAF facilitated acquisition of housing for the Financial Manager and 
performed necessary maintenance services PAF staff also provided routine management for 
FHS headquarters, Annex, and zonal facilities 
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E COMMUNICATIONS SERVICES 

PAF continued to manage telephone, fax, mail, international and domestic courier 
service, and arranged for leases on three digitalized telephone lines PAF staff devoted 
considerable tune to arranging for repair of local telephone services with NITEL (& 
Annex 7, Table B for listing of telephone lines ) 

Since the beginning of the project, PAF has encountered the systemic problems 
associated with telephone services in a large African city The infrastructure is insufficient 
to permit installation with the number of lines desired, ~t 1s also difficult to keep services 
operative -- espec~ally during the wet season with its extensive flooding Considerable time 
and effort of division staff have been devoted to securing the best services possible In 1993 
project staff began to investigate alternatives to regular telephone service, including satell~te 
dishes and e-mail No decisions could be taken however during this perlod 

PAF's Transportation Officer, assisted by three "expediters", and a head driver 
manages the project's vehicle fleet and expediting of people and goods As the transition 
period got underway, PAF staff have increasingly been called on to provide transportation 
and expeditmg services to Nigerian personnel traveling domestically, in addition to services 
provided to internat~onal personnel Domestic travel, especially involving local personnel, is 
considered of lower risk than international travel The project keeps records on "expediting" 
for international travelers, but not for staff who travel within the country by air 

Because of an increase in inc~dents of attempted or actual robbery of international 
personnel, especially during a period of political unrest, PAF staff worked closely with 
AAO/Nigeria and the U S Embassy to strengthen safety precautions for consultants and 
other staff traveling to the mternational airport Annex 12 shows the number of international 
travelers benefitmg from PAF's "expediting" services 

G CONFERENCE SERVICES 

In the first nine months of 1993, 13 of 14 conferences convened outside Lagos, 
entailing additional challenges (notably, difficulty with telephone service), and necessitating 
additional travel tune and attention to logistics Previously, FHS had called on the PAF 
mainly to support Lagos-based meetings (See Annex 13 for listing ) To ensure adequate 
backstopping, and to enable PAF to facilitate overlaps of meetings, PAF added an assistant 
conference coordinator The conference coordmator or assistant procures conference 
facilities, fac~litates travel arrangements when needed, provides audio-visual equipment and 
expendable supplies, and arranges for duplicating as needed The conference coordinator or 
assistant is also responsible for financial transactions such as paying per diems and all other 
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related expenses, and accounting for these transactions under the direction of the Finance 
Division 

VI FINANCE 

In February 1993, AAI engaged Pio Dacosta, a Brazilian-Canadian with more than 20 
years' experience as a financial and administrative manager in developmg countries, as 
consultant to PAF for the purpose of establishing a financial management system capable of 
providing financial support consistent with US Government policies to FHS, NGOs and 
decentralized FHS operations including zonal offices Mr Dacosta joined AAI's staff and 
assumed the full-tune position of Financial Manager for the project in June 1993 

During the transition period, the Finance Division has developed, tested and instituted 
financial management procedures for subcontractors, zonal offices, resource intensification 
states, and local government authorities The Finance Division submitted these for review to 
AAOINigeria and AAI The Finance Division is also responsible for subcontracting 
activities, described in the section below PAF has met the challenge of disbursing funds in 
a tunely fashion through a varlety of mechanrsms to more than 25 field sites (zonal offices, 
resource intensification states and NGOs and other subcontractors) throughout the country 

The AAI Office in New York reviews and analyzes financial reports prepared in the 
field, combines these w ~ t h  reports from Sweet Hill Associates and the AAIINY headquarters, 
and prepares and submits combined quarterly financial reports SF269, as required by the 
contract 

In September 1993 AAIINY selected new accounting software (Fundware), which 
would also be adapted for use in Nigeria Placing the entire financial system on the same 
software will yield advantages in preparing timely pipeline analyses, this will in turn enable 
unproved financial decision-making by AAO/PAF/AAI/SHA 

VII SUBCONTRACTS 

In early 1993, AAI engaged Ronald F Geary , an independent CPA, as a Contracting 
Specialist to prepare for the assumption of subcontracting functions by AAI, effective 1 
March 1993 Mr Geary 1) completed a detailed review of current subcontracting 
documents for FPIA, JHUIPCS, and Pathfinder International, 2) discussed the subcontracting 
process with staff of subcontracting agencies and garnered suggestions for improvement, 3) 
interviewed FHS accounting staff to gauge the personnel resources available to AAI, 4) 
recommended an AAI contracting staff of seven, 5) suggested two tralning workshops for 
AAI and subcontractor personnel to be coordinated with FHS and John Snow International 
and covering the new FHS structure, the new role of the Cooperating Agencies, AAI 
requirements, subcontract accounting, and financial reporting, 6) developed a new 
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subcontract format, and 7) reviewed and finalized 20 subcontract proposals In addition, Mr 
Geary developed a financial monitoring and assessment checklist to be used for both pre- 
award and monitoring purposes He recommended that the checklist be field tested and used 
for financial assessments of subcontractors as soon as possible PAFIAAI developed 
Standard Provisions that would be annexed as part of each subcontract PAF routinely 
assesses whether organizations meet the crlteria for sub-recipients, or whether they are 
"vendors " 

PAF collaborated with FHS and the AAO to develop a procedure for initiating 
subproject technical proposals, verifymg financial capacity, establishing a budget, negotiating 
the budget with the project, and finally, issuing an Implementation Order to be signed by the 
FHS Project Administrator, the AAOIN, and the PAF Financial Manager Finance staff 
also fac~litated the closing out of earlier subcontracts wlth prior FHS Cooperating Agenc~es, 
and reviewed their accounting systems to ensure there would be no commingling of funds 

During the first nine months of the project, PAF worked with FHS divisions and w ~ t h  
more than 30 prospective subcontractors to review proposals and negotiate budgets 
Subcontracts are co-signed by the AAO, the FHS Project Administrator, and the AAI Vice 
President for Programs (Project Ch~ef of Party) From March through September 30, 1993, 
AAI entered into 23 subcontracts, for a total Na~ra  budget of 18,921,685s In this period, 
PAF closed out two Subcontracts (#9 and #lo), entering into follow-on projects through 
subcontracts with both agencles (See Annex 14) 

vIn SUPPORT TO ZONAL OFFICES AND RESOURCE INTENSIFICATION 
STATES 

PAF assisted FHS by providing administrative and financial support to newly-named 
Resource Intensification States (RE) This included helpmg establish space, furnishings and 
equipment for Anambra, Abia, Plateau, Osun and Niger States Support to zonal offices has 
included participation by PAF in high-level visits with FHS and AAO representatives, to 
learn about zonal activities, to respond to questions, and to respond to any needs or 
difficulties they may have PAF staff have also taken the opportunity to review accounts and 
financial management procedures, and to advise or train staff as needed 

IX COMMUNICATIONS WITH FHS AND AAO/NIGERIA 

Several structures in place provide opportunities for communications amongst project 
entities The weekly FHS Heads of D~visions meetings include all FHS division heads, AAO 
representatives, and the Director of PAF Other staff may attend as the need arlses, typically 
PAF staff including the Deputy Director and the heads of the administrative and finance 
divisions attend The PAF Director also serves on the Project Management Unit (PMU) of 
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FHS The PMU includes the Project Administrator, Deputy Project Administrator, Director 
of the Technical Division, and Director of the PAF Office 

X PROJECT MANAGEMENT 

With the increase m responsibility during the transition, AAI augmented ~ t s  
managerial and financ~al support to the Nigerian operation and added the post of Financial 
Manager to the Nigeria office, as noted above To provide adequate programmatic 
backstopping during the transition, the contract authorized additional responsibility and time 
for the AAI Chief of Party m New York (Carl Schieren, Vice President for Programs), and 
the recruitment of a new, full-time Project Manager Jeanne Betsock Stillman, a public 
health administrator with 20 years' international experience, began as Project Manager in 
September 

Early in 1993, Mr Schieren visited Nigeria on three occasions to finalize negotiations 
with USAID on the transition period and to work with PAF staff on new financial and 
management responsibilities Cost savings to the contract were made possible by combining 
these vis~ts with trips to other African countries The AAI Chief of Party (1) engaged and 
backstopped a consultant to provide technical assistance to the PAF in developing the 
standard contract guidelines for sub-contractors, as noted above, (2) reviewed each 
subcontract including the budget and memorandum of negotiations prepared locally in 
Nigeria, and (3) signed each subcontract on behalf of AAI 

As noted above, SHA staff member David Easum visited Nigeria in March to 
investigate sites and develop systems for preventive maintenance of vehicles In June-July, 
Dennis Weeks provided general supervision to SHA activities in administration and logistics, 
including the refinement of procurement and inventory systems He also met with CCCD 
staff to plan procurement of equipment for CCCD His trip was curtailed by a national 
emergency where the Mission determined that U S project personnel should leave the 
country 
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PART C 
CONCLUSIONS AND RECOMMENDATIONS 

I CONCLUSIONS 

Drawing upon six years' experience m providing administrative and logistical support 
to FHS, from January to September 1993, PAF facilitated a smooth transfer of administrative 
support including sub-contracting wlth Niger~an NGOs from several U S -based contractors 
and subcontractors to a largely Nlgerian team By mid-way through the transition per~od 
from FHS I to the anticipated FHS 11, PAF had successfully expanded its recruitment, 
payroll and benefits services to FHS staff formerly employed by the various Cooperating 
Agenc~es, had extended all administrative and logistics services (as well as procurement, for 
whlch Cooperating Agencles had previously been responsible), and had developed financial 
procedures to enter into sub-contracts with NGOs and certain other entities, and to administer 
advances for imprest funds to finance a variety of other activities PAF staff collaborated 
with FHS to review and to communicate with former Cooperating Staff procedures different 
from those they had followed under other contractors PAF had also begun to prov~de 
formal training to accounts and other staff members of sub-contractors and other fund 
recipients 

Modification #11, slgned in September 1993, authorized AAI to extend full PAF 
support servlces to the NCCCD project 

I1 RECOMMENDATIONS 

A REVIEW AND REFINEMENT OF FINANCIAL MANAGEMENT 
PROCEDURES 

PAF, with approval from the AAI Chief Financial Officer, should adopt a final 
verslon of financial management procedures developed in draft form by the Financial 
Manager, and obtain any necessary USAID review These should cover PAF internal 
procedures, work with subcontracts, work foreseen wlth NCCCD entities, and an audit plan 

B SUPPORT TO NCCCD 

PAF should, as an early priorlty under Modification #11, clarify w ~ t h  USAID and 
NCCCD the budget for support services to NCCCD These would include working with 
NCCCD to 

1 Institute a workmg relationship and pattern of communications 
wlth NCCCD staff and CDC advisers, 
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2 Work out a detailed line item budget for all services, 

3 Determine what financial procedures should be set up to enable 
NCCCD to work with LGAs, to support State-based 
Epidemiologists and the Kaduna regional office 

4 Ascertain a procurement schedule, a schedule for assuming 
responsibility for CCCD existing equipment, and 

5 Develop a schedule for transferring the NCCCD payroll to PAF 

6 Communicate PAF administrative and financial procedures to 
NCCCD 

C WRITTEN DOCUMENTATION AND REPORTS TO USAID 

PAF should prepare a cumulative report to USAID documenting project activities 
through the mid-term of the transition period The new AAI project manager could be 
responsible for this report 

D PAF WORK PLAN 

In view of its expanded role under the Trans~tion Period, PAF should prepare a work 
plan to cover the full range of its managerial activities (PAF's work plan has in previous 
years been written in the form of a budget in response to priorities of FHS initiatives) 

E RELATIONSHIP BETWEEN AAI AND SHA 

In light of the chnaging nature of the USAIDIAAI contract, it will be lrnportant for 
AAI to clarify and redefine its subcontract with SHA, reflecting the changes m volume and 
types of activities brought by the Trans~t~on Period AAI and SHA have begun to discuss 
subcontract changes In May-June, AAI engaged the services of Stanley Nevin, former 
USAID Contacting Officer, to review the subcontract and recommend changes 



Cumulatrve Report Aprl E 1988 - September 1993 

ANNEX l1 

FHS Project Structure 

Project Adrmn~stration 

Table 1 
Famly Health Serv~ces (FHS) Project 

Divsion Prime and Subcontractors, Counterparts 

Operations Division 

--- - 

Farmly Health International* 
ISTI 

African Amer~can Institute* 
Sweet Hill Associates 

Counterparts2 D~vision 

Dept of Population Activ~ties 
Primary Health Care (FMOH) 

Contractors 

IEC Div~sion JHUIPopulat~on Comrnunicat~on 
Serv~ces* 
PATH, CEDPA 
Saffitz and Alpert Assoc~ates 

Dept of Population Act~vities 
Health Education Bureau 

Policy/Evaluation Division 

Public Sector Division 

Private Sector Division 

JHUIInst for International Programs* 
AFRICARE 

Pathfinder* 
Management Sc~ences for Health 
AFRICARE 
International Health ProgramsISanta Cruz 

FPIA* 
Margaret Sanger Center 
John Snow, Inc , MSH, PSI 

Dept of Population Activit~es 
Federal Office of Statist~cs 
National Population Comrmssion 
National Counc~l for Population 
Activities 

Primary Health Care (FMOH) 

Dept of Population Activ~ties 

' G~llespie John J , John B Tomaro and Charles D Ward Instztutzonal and Management Assessment of 
AAO/Nrgena Portfol~o Management Structure Washington, D C Mitchell Group, Inc , October 1992, p 4 

Only the public sector counterparts are noted, although the IEC, Pol~cy/Evaluation and Private Sector 
Divis~ons have s~gnificant ongolng activities with a number of pr~vate sector organizations (Original Authors' 
footnote) 
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AAI Contract No 620-0001-C-00-8008-00 
Beglnnlng Date 01 February 1988 
Explratlon Date 31 March 1993 

Extension Date 30 June 1994 

Contract and Modifications 
Dates and Funds Obligated 

Agreement1 
Modlficatlon , Agreement 

No 1 

N O  2 

No 3 

No 4 

No 5 

No 6 

No 7 

No 8 

No 9 

No 10 

No 11 

Date Effectwe Funds Obllgated 

15 September 1993 

1 February 1988 

15 November 1989 

25 January 1989 

13 April 1989 

30 March 1990 

29 June 1990 

3 1 July 1990 

1 November 199 1 

30 September 1992 

2 February 1993 

31 March 1993 

Total Obhgated 

$ 670,000 

1,200,000 

-0- 

-0- 

230,630 

-0- 

208,245 

1,591,755 

1,141,386 

-0- 

1,750,000 
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ANNEX 3 

Orgamzatrons Assisted by the Project* 

Africare 
AVSC 
CEDPA 
Deborah Bloom Associates 
Farmly Health International 
Family Health InternationalIAIDSCAP 
Family Planning International 

Assistance (FPIA) 
Futures Group 
Harvard Institute for International 

Development 
International Health Programs, 

University of Santa Cruz 
ISTI - International Science and 

Technology Institute 
John Snow, Inc - Enterprise Project 
John Snow, Inc - Farmly Planning Logistics 

Management Project 
John Snow, Inc - Mothercare 

Johns Hopkins University - Institute for 
International Programs 

Johns Hopkins University - JHPIEGO 
Johns Hopkins University - Population 

Communications Services 
Management Sciences for Health 
Margaret Sanger Center 
Pathfinder International 
Population Council 
Population Services International 
Program for Appropriate Technology in 

Health (PATH) 
River Blindness Foundation 
University of North Carolina 
VITA Project - Micro-Nutrient Survey 
Westinghouse Institute for Research and 
Development [IRD] - Demographic and 
Health Survey 
Other USAID Contractors and USAID 

official mssions (REDSOIWCA, etc ) 

* Assistance varied from full-scale logistical support to the FHS Project prime technical contractors 
and subcontractors, and to FHIIISTI for the Project Adrmnistrator's office, to incidental assistance 
provided to other US organizations referred by USAID to AAI In addition, AAI's subcontractor, 
Sweet Hill Associates, Inc , provided assistance to certain organizations under separate contracts 
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ANNEX 4 

International Travel 

A Travel to Nigeria by AAI and SHA Staff and Consultants 

1988 
Dennis Weeks (SHA) 
Marina Bella (AAI) 
Dennis Weeks (SHA) 

1989 
Dennis Weeks (SHA) 
Michael Jennings (AAI) 
Dennis Weeks (SHA) 
David Easum (SHA) 
Dennis Weeks (SHA) 
Vivian Lowery Derryck (AAI)3 
John Mullahy (AAI) 

1990 
Dennis Weeks 
Adam Weeks 
David Easum 
Viv~an Lowery Derryck (AAI)3 

1991 
Dennis Weeks (SHA) 
Carl Schieren (AAI) 
V~vian Lowery Derryck (AAI)3 

1992 
Dennis Weeks (SHA) 
Dennis Weeks (SHA) 
Vivian Lon sry Derryck (AAI)3 
Warren Ruppel (AAI) 
Ronald E Springwater (AAI) 

Arrived 
3/06/88 
4/22/88 
911 1/88 

Arrived 
111 1/89 
1/24/89 
2/27/89 
3/12/89 
5110189 
10/04/89 
101 10190 

Arrived 
4/25/90 
6/16/90 
6/16/90 
1 1/26/90 

Arrived 
9/08/91 
10/07/9 1 
12/14/91 

Arrived 
2/28/92 
1 1/04/92 
1016192 
11/15/92 
11/12/92 

Departed 
4/22/88 
5/06/88 
9130188 

Departed 
1/26/89 
1/31/89 
3/09/89 
5/01/89 
5/19/89 
10/08/89 
10/20/89 

Departed 
5/16/90 
8/03/90 

1 1/28/90 

Departed 
91 l2/9 1 
10/19/91 

Departed 
311 1/92 
1 1 /O7/92 
10/08/92 
1 1/23/92 
1 1/23/92 

Each of Ms Lowery Derryck's trips has been funded by non-project sources 

Until July 20, 1991 
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1993 (through 9/30) 
Ron Geary (AAI) 
Pio Dacosta (AAI) 
David Easum (SHA) 
Carl Schieren (AAI) 
Carl Schieren (AAI) 
Carl Schieren (AAI) 
Dennis Weeks (SHA) 

Arrived Departed 
2/3/93 3/3/93 

21 1 1 /935 
3/3/93 3/17/93 
1 123193 2/05/93 
2/24/93 3/06/93 
4/27/93 4/28/93 
6/23/93 7/05/93 

B Travel to the Umted States by Nigerian Project Staff 
1989 Arrived Departed 
W~lma Nwanze (AAI) 7/07/89 7120189 
1990 
Wilma Nwanze (AAI) 5/28/90 6/18/90 
1991 
Wilma Nwanze (AAI) 212719 1 5/08/91 
1992 
George Oligbo (AAI) 1 126192 2/14/92 
1993 
Ernmanuel Aganbi (SHA) 9 /93 @ 2 weeks 

Pio Dacosta travelled to Nigerla as a consultant to PAF in February, he became a fulltime AAI staff 
member on June 1 1993 
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ANNEX 5 

Adrmn~strat~ve C~rculars 

Descr~pt~on 

Management Team List 
Entry of Premises 
Congressional Staff Visit 
Transportation 
Photocopying 
Request for Expediters 
Availability of Beverages 
Staff List 
Electricity Control for Safety 
TelephoneITelex 
Work After Hours 
Fax Machine 
Hotel Rate Increase 
Re Addendum to Transport 
Lagos State Development Levy 
Per Dlem for Drivers 
Meeting 
Use of Vehicles 
Smoking Control Decree 
Switching off Electrical Gadgets 
Security Search 
Unauthorized Passengers 
Closure of Doors 
Use of Airconditioners 
Electric Gadgets and W~ndows 

Date 

August 8, 1988 
August 8, 1988 
August 18, 1988 
August 19, 1988 
August 19, 1988 

Sep 22 1988 
Nov 2 1988 
Nov 4 1988 
Nov 7 1988 
Jan 3 1989 

Jan 13 1989 
Mar 29 1989 
Apr 17 1989 
Apr 19 1989 
Apr 24 1989 
Mar 29 1990 
Apr 2 1990 
Apr 21 1990 
July 26 1990 
Jan 1, 1991 
Jan 10 1991 
Jan 10 1991 
June 12 1991 
June 12 1991 
June 13 1991 
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ANNEX 6 

Rental Information 

11 2 Rumsey Road, Ikoyi I I 

Office 

FHS Office 

Annual Rent 

?% 280,000 00 

JHU (IEC) Country Rep 
Residence 
4 Gerard Rd, Ikoyi 

Withholding Tax 

N 42,000 00 

FHS Annexe Office 
30 Adeola Hopewell St 
Victoria Island 

Period 

N 125,000 00 

Totals 

N 18,750 00 

N 400,000 00 N 350,000 00 

FJ: 805,000 00 N 410,750 00 
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Project Telephone Servlces 

TABLE A 

1988 - 1990 
at 

2 Rurnsey Road, Ikoyl 

I E r a t i o n s  Division procured and oversaw the maintenance of 
the following lines 

PABX system (603740-9) 
(up to 60 extensions) 

Direct lines 

Project Admlrustrator 
- 

CCCD 

10 lmes 

1 

2 

Telex (22033 NIGFHS NG) 

Total Lines 1 19 

1 

Cooperating Agencles 5 
I 
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TABLE B 

Global House, 
Plot 1601, Adeola Hopewell Street 

and 
Plot 30, AdeoIa Hopewell Street 

Victoria Island 

MonthIYear installed 1 DivisionIAgency 1 Line # ( Type of Lme 
I I I 

7 7 7 7  I AID 1 613825 1 PABX 

7 7 7 7  I AID 1 614698 I DL 

I I I 

7  7  7 7  

March 1991 

June 1991 

June 1991 

AID 

I I I 

November 199 1 I NCCCD 1 619439 1 DL 

AID 

NCCCD 

PAF 

June 1991 

July 1991 

October 199 1 

October 199 1 

614412 

March 1992 1 PAF 1 610754 1 PABX 

DL 

2614621 * 
6 14327 

2618539 * 

IEC 

PAF 

PAF 

November 199 1 

March 1992 

March 1992 

April 1992 I PAF 1 614716 ( DL & FAX 

PABX 

PABX 

DL6 

DL PAF 2615592 * 
6 15467 

2619952 * 
2612815 * 

PAF 

NCCCD 

PAF 

DL 

DL 

FAX 

April 1992 

April 1992 

I I 

I TOTAL LINES 19 

619938 

610785 

610773 

I I I 

* Denotes dzgztalzzed lzne Digitalized lines were paid for in 1993 

PABX 

PABX 

DL 

PAF 

PAF 

November 1992 

Direct line 

PAF 1 616184 I PABX 

610774 

614514 

DL & FAX 

PABX 
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Recipient 
Sector 

Private 

Public 

TOTAL 

Private 

Public 

TOTAL 

Private 

Public 

TOTAL 

Quantity sh~pped by method 

Condoms 
('000s of 

units) 

Copper-T 
3 8 0 ~  

('000s of 
units) 

Oral Pills 
('000s of 
cycles) 

VFTs 
('000s of 
tablets) 
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ANNEX 9 

PAF Unit 
Relationships with AAOtNigeria 

And AAO-Funded Projects 
During the Transition Perlod 

1 AAO / NIGERIA 

PERSONNEL,  
ADMINISTRATION & 

FINANCE UNIT 
( P f W  
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ANNEX 10 

Procurement Summary 1988 - 1993 
(Office Furniture) 

Description 

Executive Desks 

Officers Desks 

Secretary Desks 

Computer Tables 

Conference Tables 

Table Extensions 

Executive Chairs 

Officers Chairs 

Secretary Chairs 

Visitor Chairs 

Conference Chairs 

Filing Cabinets 

Cupboards 

Bulletin Boards 

1988 

7 

28 

7 

6 

8 

6 

6 

22 

7 

34 

3 0 

25 

2 

6 

1989 

0 

0 

0 

0 

2 

2 

0 

0 

3 

0 

0 

0 

0 

8 

1990 

0 

2 

0 

0 

0 

0 

0 

5 

0 

6 

0 

0 

0 

0 

1991 

0 

12 

6 

0 

0 

0 

0 

12 

3 

11 

4 

6 

8 

0 

1992 

1 

10 

5 

0 

0 

0 

0 

12 

4 

19 

0 

13 

6 

6 

1993 

0 

2 

0 

0 

0 

0 

0 

6 

0 

0 

27 

0 

0 

0 
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Vehicle No , 
Acquired Make, 

Toyota 
Land Cruiser 

1988 12 FGN 681 
Toyota 
Llte ACE 

1988 12 FGN 726 
Toyota 
Lite ACE 

1989 12 FGN 732 
Toyota 
Lite ACE 

12 FGN 752 
Toyota 
Land Cruiser s 

1989 12 FGN 753 
Toyota 
Land Cruiser 

1989 12 FGN 754 
Toyota 
Land Cruiser 

1989 12 FGN 755 
Toyota 
Land Cruiser 

12 FGN 756 
Chevrolet 

ANNEX 11 

FHS Project Vehlcles 
Allocation and llometer Readmgs 

as of ca September 30, 1993 

Model Yea 
Kdometer 

Allocation 

HQ until 9193 

Oyo FHS 140,031 
ZONE B 

Lagos FHS 
HQ 

154,154 

Lagos FHS 
HQ 

Lagos FHS 303,172 

223,478 

Lagos FHS 
HQ 

Lagos FHS 226,568 

181,982 

Remarks 

Lagos FHS 
HQ 

- 

Bauchl FHS 
ZONE D 
10193 

124,487 

Sent to Oyo 
6193 to 
replace 
12 FGN 898 

Oyo FHS 
ZONE B 
since 10193 

Broken down 
216193 

Kaduna FHS 
ZONE C 
since 10193 
- - 

Enugu FHS 
ZONE A 
since 10193 
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Approx rnrn driven since Sept 30, 1992 when gwen by USAID through Sept 30, 1003 

44 

"Totaled" 
5/8/91 

Stolen 
6/2/93 

Gwen to 
FHS by 
US AID 

145,846 

60,542 

187,619 

121,841 

117,504 

163,995 

226,575 

184,325 

180,521 

108,995 

183,943 

28,9607 

1989 

1989 

1989 

1991 

1991 

1991 

1991 

1991 

1991 

1991 

1991 

1992 

1988 

1988 

1988 

1990 

1990 

1990 

1990 

1990 

1990 

1990 

1990 

1989 

12 FGN 757 
Chevrolet 
Suburban 

12 FGN 758 
Chevrolet 
Suburban 

12 FGN 759 
Chevrolet 
Suburban 

12 FGN 863 
Toyota 
Land Crulser 

12 FGN 864 
Toyota 
Land Cruiser 

12 FGN 865 
Toyota 
Land Crulser 

12 FGN 866 
Toyota 
Land Crulser 

12 FGN 867 
Toyota 
Land Crulser 

12 FGN 897 
Toyota 
Land Crulser 

12 FGN 898 
Toyota 
Land Crulser 

12 FGN 899 
Toyota 
Land Crulser 

140 CD 105 

Lagos FHS 
HQ 

Lagos FHS 
HQ 

Lagos FHS 
HQ 

Enugu FHS 
ZONE A 

Enugu FHS 
ZONE A 

Ibadan FHS 
ZONE B 

Kaduna FHS 
ZONE C 

Bauchi FHS 
ZONE D 

Kaduna FHS 
ZONE D 

Ibadan FHS 
ZONE B 

Bauchl FHS 
ZONE D 

Lagos FHS 
HQ 
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ANNEX 12 

NUMBER OF PROJECT PERSONNEL EXPEDITED 
Feb 1, 1988 - Sept 30, 1993 

1 
-4 
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ANNEX 13 

Support to Conferences 
1988 - September 30, 1993 

11 CONFERENCES - 1988 11 
11 PERIOD I COMPONENT VENUE I STATE I # 11 

Aug 28-30 JSI Enterprise Program 

CONFERENCES - 1989 

Sheraton Hotel 

TOTAL 

Lagos 

Mar 3 days 

120 

120 

Pathfinder Committee 

FPIA Committee 
- 

Apr 1 week 

July 1 week 

July 1 week 

JSI 

Pathfinder 

Oct 2 weeks 

FHS Conference Room I Lagos 1 35 

FHS Conference Room 

Ikoyi Hotel 

Pathfinder 

Federal Palace Hotel I Lagos 1 36 

Metro Hotel Uyo 

Lagos 

Lagos 

Akwa I Iborn 1 45 

19 

22 

Medotel Owerri 

CONFERENCES - 1990 

TOTAL 235 

Aprll 8-28 

June 2 wk 

JunIJuly 1 wk 

Oct 7-28 

Dec 1 week 

Pathfinder 

Pathfinder 

Pathfinder 

Pathfinder 

FMOH 

Gate Way Hotel 

Kwara Hotel 

Bagaudah Hotel 

Modotel Hotel 

Kwara Hotel 

TOTAL 

Ogun 

Kwara 

Kano 

Owerri 

55 

63 

50 

78 

Kwara 50 

296 
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- - - - -  - 

CONFERENCES - 1991 

Lagos 1 25 Oct 2-4 

Oct 21 

Nov 7-8 

Dec 2-10 

FHS Conference Room Pollcy 

Pol1cy 

Pollcy 

Prime Contractors 

Lagos 

103 

FHS Conference Room 

FHS Conference Room 

FHS Conference Room 

TOTAL 

CONFERENCES - 1992 

Feb 24-25 

PERIOD 

Jan 21-24 

Feb 4-5 

Feb 12-14 

Feb 19 

Feb 24-25 

Feb 24-25 

COMPONENT 

AID 

Policy Evaluation 

IEC 

IEC 

IEC 

CCCD 

Mothercare 

US Embassy 

Pathfinder 

AID 

Mar 9-20 

Mar 24 

VENUE 

FHS Conference Room 

FHS Conference Room 

FHS Conference Room 

Sheraton Hotel 

Sheraton Hotel 
- - - - - - - - - 

Library 

FHS Conference Room 

FHS Conference Room 

FHS Conference Room 

FHS Conference Room Mar 24 

STATE 

Lagos 

Lagos 

Lagos 

Lagos 

Lagos 
- - - - 

Lagos 

Lagos 

Lagos 

Lagos 

Lagos 

Mar 25-26 MSH 

Research & Evaluation 
- 

Mar 27 

FHS Conference Room 

Ikoy~ Hotel 

June 1 

June 4 

Lagos 

Lagos 

AID 

Operatlons Research 

Operatlons Research 

- - - - -  

FHS Conference Room Lagos 

Ikoyi Hotel 

Ikoyl Hotel 

Lagos 

July 30 

Aug 21 

Aug 24 

Lagos 

JSI 
- -- 

FHS Conference Room Lagos 

AVSC Ikoyi Hotel Lagos 

Aug 25 CCCD Lagos FHS Conference Room 
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11 Aug 26-28 Prime Quarterly Meeting FHS Conference Room I Lagos 1 XI 

FMOH Dep't Pop Affairs 

11 Sept 10 

DPA Conference Room 

FHS Conference Room 

Sept 11 

Sept 21-25 

Lagos 

Lagos 

Ikoyi Hotel 

DPA Conference Room 

FMOH Conference Room 

TOTAL 

JSI 

35 

35 

Nov 9-13 k 
Lagos 

Lagos 

Lagos 

Lagos TSI 

35 

40 

43 

27 

717 

CONFER CNCES - 1993 

PERIOD I COMPONENT VENUE STATE 

Feb I AID Nikelake Hotel Enugu 

Mar 2-5 I AID Gate Way Hotel Ogun 

Mar 12-14 1 Pathfinder Sango Plaza Hotel Ogun 

Mar 17-20 LECKY Recomrnendatlon Gate Way Hotel Ogun 

Sllver Pot Hotel Sulej a 

Nlger Palace Hotel 

Yaba 

May 2-7 Niger AID 

May 5-6 I FHS Techn~cal Lagos 

May 10- 1 1 1 FHS Techn~cal NTL Kaduna Kaduna 

May 10-12 1 FHS Techn~cal Bauchi Bauchl 

UI Guest House 
-- - 

May 16-17 

June 1-28 Enugu 

FHS Techn~cal 

FHS Techn~cal Enugu 

June 7-28 I FHS Techn~cal Bauchi 

July 24-27 1 FMOH Airport Hotel 

Eko Mer~d~en 

TOTAL 

Lagos Aug 4-6 

Federal Ministry of Health and Social Services 

48 

STS\FMH&SS8\PA's office 
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SUMMARY TABLE 
SUPPORT TO CONFERENCES 

II 

* to September 30 1993 

YEAR 

1992 

1993 * 

TOTALS 

# CONFERENCES 

25 

14 

55 

# PARTICIPANTS 

717 

383 

1.854 
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Sub-Proj ect 
Number 

ANNEX 14 

AAI FHS Subcontracts 
Through September 30, 1993 

Name of Sub-project Naira I Budget 

Private Nurses Association I Ogun State Branch 1,171,450 

National Association of Nigeria Nurses & Midwives 1,002,500 
Edo State Branch 

National Association of Nigeria Nurses & Midwives 1,132,000 
Lagos State Branch 

National Association of Nigeria Nurses & Midwives 322,550 
Anarnbra State 1 Enugu Branch 

National Association of Nigeria Nurses & Midwives 
Oyo State Branch 

National Association of Nigeria Nurses & Midwives 946,000 
Imo State Branch 

National Association of Nigeria Nurses & Midwives 1 030 880 
Rivers State Branch 

National Association of Nigeria Nurses & Midwives 888,100 
Ondo State Branch 

FHS-009 I National Council of Women Societies Plateau State Branch I 72,433 

FHS-OO9A ( Nat~onal Council of Women Soc~eties - Plateau State Branch I 2,219 687 

Country Women Association of Nigeria (Cowan) - Ondo State 
Branch 

FHS-010 

FHS-011 I Port Harcourt Nurslng Home Farmly Planning Project - Rivers State I 570,324 

Country Women Association of Nigeria (Cowan) - Ondo State 68,648 
Branch 

FHS-012 I Pope Paul Specialist Hospital I Aba Abia State I 318,624 

I 

FHS-015 I Sefa Specialist Hospital (SSH) - Famly Planning Program 591,106 

Benue Women Association I Benue State 48 1,400 

Nongo U Kristu U Ken Sudan Hen Tiv (NKST) 482,600 

FHS-016 

FHS-017 

FHS-018 

FHS-019 

Borno Medical Clin~c 522,905 

Ekklesiyar Yan Uwa a Nigeria (EYN) Rural Health F m l y  Planning 369 677 
Program I Plateau State Branch 

Ekui Baptist Hospital Farmly Planning Project - Delta State 410,964 

Excel Clinic Farmly Planning Project - Lagos State 501,750 
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I I 

FHS-020 I National Association of Nigeria Nurses & Midw~ves I 1,074,000 

Sub-Project 
Number 

I Total Subcontracts 

Name of Sub-project 

FHS-021 

Na~ra 
Budget 

- 
Plateau State Branch 

National Council of Women s Societies - Abia State Branch 1,651,300 
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EXECUTIVE SUMMARY 

0 A newlv centralized "Personnel, Administration and Finance (PAF) Office" supported a 
transition to AAO's increasingly decentralized health prolects in Nigeria 

Fall 1993 saw movement on many fronts towards the transition of the FHS and 
CCCD projects to a lean, consol~dated, Nigerian-based and Nigerian-empowered assistance 
program Incorporating the new thinking begun in early 1993, "Personnel, Administration 
and Finance (PAF) Office" now responds to serving AAO program support needs while 
providing an efficient, independent management system for AAO, PVOs, Local Government 
Authorities and other organizations throughout Nigeria 

0 Contract Modification #11 signed to support FHS, NCCCD and PAF Office t h roua  
PACD of June 30, 1994 

Modification #11 obligated $4,537,389 to the AAI contract Of this, $1,695,000 was 
earmarked for the NCCCD Project, the successor to CCCD The balance was to support 
FHS activities, the work of the PAF Office, and backstopping by AAI and SHA, through the 
PACD of June 30, 1994 

0 AAI personnel traveled to Nigeria to negotiate budgets with AAO, develop supuort to 
NCCCD, and review new fiscal management procedures, SHA facilitated Work Plan, vehicle 
maintenance facilities and new management information systems 

Political circumstances permitted AAI/SHA travel to Nigeria for the first time since 
June, enabling timely attention to the twin issues of PAF consolidation and project 
decentralization The AAI V P for Programs, Acting Chief Financial Officer, and Project 
Manager, along with the PAF Director and Financial Manager, met with representatives of 
AAO/Nigeria and NCCCD to negotiate an overall project budget, review an illustrative 
budget, and develop relationships with NCCCD staff and CDC technical advisers The CFO 
met with the Financial Manager and PAF accounting staff to develop and approve fiscal 
procedures for support to local government authorities (LGAs) and other entities, and an 
audit plan for assuring financial management in accordance with AID procedures for sub- 
projects The President of SHA and AAI Project Manager worked with the PAF Director 
and staff to formulate a Work Plan to help guide expansion and decentralization A SHA 
consultant oversaw the development of vehicle maintenance facilities for NCCCD and 
followed up on the Work Plan 
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0 PAF Director and AAI PAF Financial Manager visited New York to begin adapting 
AAIYs new accounting system for use in Lagos 

In December, the PAF Director and Financial Manager travelled to New York to gain 
experience with new accounting software introduced at AAI Lagos utilization of the same 
system used at AAI headquarters will facilitate rapid financial reporting to AAO and 
maximum delegation of authority to Lagos, a key objective of the transition period Both 
also met with AAIISHA to review and update AAI's subcontract with SHA 

0 Activity highlights managing staff appraisal, bringing NCCCD into the range of PAF, 
install in^ procurement and inventory management software, initiating sub-contracts with 16 
Nigerian organizations and establishing financial management procedures for local 
government authorities and other entities 

As part of the effort to decentralize program activities and empower local 
organizations, several PAF officers joined high level FHSIAID teams in field visits to the 
four FHS Zonal offices They also visited Resource Intensification States, NGOs and some 
local government authorities (LGAs) The PAF Personnel Division set up and managed a 
Staff Appraisal Process for all FHS and PAF personnel, NCCCD staff were added to the 
PAF payroll The Administration Division carried out procurement, inventory, space 
management, transportation, expediting, and communications activities which are 
summarized in the report Notably, SHA trained staff in new computer software for vehicle 
maintenance and parts inventory and began procurement and took over existing inventory for 
NCCCD materiel AAI initiated subcontracts with 16 Nigerian organizations The PAF 
Finance Division worked with each, as well as with numerous other entities, reviewed their 
accounting procedures, set up bank accounts, and trained their staff in acceptable project 
financial procedures within AID guidelines 

0 Priorities for Januarv-March 1994 

working with NCCCD to establish procurement specifications and budget, 
refining audit plan and initiating subcontract audits and financial review, 
reviewing and refining the PAF management information system, 
preparing updated Standard Operating Procedures for PAF, 
implementing new accounting software at PAF, and 
signing a new subcontract between AAI and SHA 
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I INTRODUCTION 

Fall 1993 saw movement on many fronts towards the transition of the Fam~ly Health 
Services (FHS) and Combattmg Childhood Communicable D~seases (CCCD) projects to a 
lean, consolidated, Nigerian-based and Nigerian-empowered assistance program 
Incorporating the spirit begun in January 1993, it is now poss~ble to refer, as we now do, to 
a "Personnel I Administration1 Finance (PAF) Office" This supersedes the "Operations 
D~vision," and later "PAF Unit" of FHS The newly centralized PAF Office now serves 
USAID and USAID projects beyond FHS 

This quarter began as a period of political unrest d~minished, thus permittmg travel by 
AAI and SHA headquarters staff to the field to work with PAF staff and others on the issues 
of PAF consolidation and project decentralization During the July-September period, when 
it was not possible for U S -based personnel to travel to Nigeria, project support activities 

were not interrupted and funds flowed regularly -- test~fying to the abil~ty and commitment of 
the entire PAF team and of the strength of financial and administrative systems in place 

The report for this quarter highlights new developments, notably, extending PAF 
support to the NCCCD project 

I1 CONTRACT 

October-December, 1993, brought a new dimension to AAI's support to 
AAOINigeria-funded projects Mod~fication # l  1 , REDS0 obligated $4,537,389 to the AAI 
contract Of this amount, $1,695,000 was earmarked for support to NCCCD , the successor 
to the CCCD project The balance was to support FHS actlv~ties, the work of the PAF 
Office, and backstopping by AAI and SHA The PACD remained June 30, 1994 

Because Modification #11 had been received by AAI without accompanying budget 
details, it was s~gned with the understanding that a revised budget would be negot~ated with 
AAO/N~geria as soon as poss~ble Budget negotiat~ons have since been taking place in Lagos 
with the AAOlNiger~a and with NCCCD management to bring NCCCD within the scope of 
PAF servlces Modification #11 envisaged extendmg to NCCCD the same range of 
personnel, administration and finance servlces the PAF provides for FHS, includmg 
procurement, workshop, conference and program activities as well as support to local and 
state governments 
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I11 INCLUDING NCCCD IN THE PAF SYSTEM 

Early in the quarter, PAF Office and AAI visiting personnel initiated a series of 
meetings with NCCCD staff, CDC consultants and staff', and AAO/N~geria staff (1) to lay 
the groundwork for bringing NCCCD staff onto the PAF payroll, (2) to learn how CCCD 
services had prev~ously been orgamzed and how project finances would be "closed out", and 
(3) to set into motion a process for revlew, collaboration and possible merger of certaln 
funct~ons and services The overlap of visits by AAI and CDC personnel made possible joint 
review of support actions needed at the field level The AAI team and PAF Director and 
Finance Manager studied the "~llustrative budget" on which the NCCCD Modification #11 
figure was based, and worked with NCCCD toward developing a more detailed budget 
AAO and NCCCD staff informed the PAF that a meeting scheduled for January should result 
in a detailed procurement 11st and budget In order to facilitate cornmun~cations, beginning 
in October, the PAF director and other representatives as needed began to attend the weekly 
NCCCD staff meeting 

A Personnel Divlsion 

The following key personnel actions took place in the quarter (a) PAF placed 
NCCCD staff on the PAF payroll and began to administer the~r  personnel benefits Initially 
NCCCD staff are being pa~d  on a bl-weekly basis, as customary with their former system 
The PAFIFHS personnel policies handbook was made ava~lable to NCCCD management for 
revlew (b) Former CCCD accounting staff began working under the direction of the PAF 
Fmanc~al Manager, and (c) A revlew was begun of functions and duties of former CCCD 
administrative staff and their fit w ~ t h  exlstlng PAF staff w ~ t h  similar roles and dut~es 

Although some administrative backstopping of CCCD had taken place in earher 
quarters, PAF assumed responsib~lity for overall administration as Modification #11 came 
into effect PAF worked with NCCCD staff to document existing inventories and also 
goods ordered by CCCD but del~vered after October 1 SHA provided a consultant, Andrew 
Marshall, to guide the development of vehicle maintenance facilities and to install and train 
staff in new computer software 

1 Procurement 

Procurement for NCCCD included (a) tools and equipment for use in the vehicle 
maintenance fac~lities bemg established for the NCCCD Jeep Cherokee fleet, (b) typewrlters 

Includ~ng Stan Foster, Barbara J Maciak, Jean Roy, Leo F Weakland Jason We~sfeld 

Andrew Marshall s report 1s submtted separately to AAOlN~gena 

2 
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and kerosene stoves purchased for LGAs and other field entities, and (c) generators 
purchased for NCCCD-Ikeja and for a vehicle maintenance workshop One Chevrolet 
Suburban and one Jeep Cherokee purchased by CCCD arrived in Lagos, and with assistance 
from PAF personnel were cleared through customs & ANNEX A for list of major 
NCCCD and FHS procurement 

2 Inventory 

As the PAF became responsible for formerly CCCD inventory, it (a) undertook 
physical inspection of NCCCD vehicles and equipment was initiated prior to ~nclusion in the 
PAF inventory system, (b) received and inventoried spare parts for 40 Jeep Cherokees 
initially ordered by the CCCD project, and delivered certain spares to selected vehicles / 
drivers, (c) increased storage space by procuring a 40 foot container PAF also continued to 
refine and improve the computerized inventory control system 

3 Vehicle and other maintenance systems 

PAF devoted major attention to developing maintenance facilities and systems for the 
NCCCD fleet It received formal approval from state officials for building a vehicle 
maintenance facility in Kaduna, and solicited and received contractors' bids for construction 
Under the guidance of the SHA consultant, PAF identified appropriate mechanics and 
provided mobile vehicle repair and maintenance services to vehicles used in the NCCCD 
project, at conference 1 worksite venues outside Lagos The PAF delivered spare parts 
kits as noted above and developed plans for slmilar activities near Lagos 

4 Space support 

In addition to NCCCD space at its location in Global House, PAF (a) 
provided maintenance for the NCCCD advisor's residence, (b) partitioned the NCCCD 
Ibadan Office and (c) provided security service at the Ikeja office of NCCCD 

5 Conference services 

PAF staff negotiated and contracted for a conference held in Jos wlth NCCCD 
managers, northern State-Based Epidemiologists and others (see discussion of meeting below, 
under Finance Division) During the Jos meeting a governmental coup occurred ANNEX B 
is a letter from USAID staff to the director of PAF commending a PAF staff member for his 
exemplary work during this tense period 

C Finance DIVISIOH 

The PAF demonstrated its abil~ty to act quickly and responsively to project needs by 
facilitating the early transfer of funds to the operational account of the NCCCD Kaduna 
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Office NCCCD management received written procedures for financial management of 
offices and s~b-projects including the LGAs, as well as for staff travel advances 

From November 16-19, and with PAF logistical support, NCCCD Northern region 
staff -- Kaduna-based staff and State-based epidemiologists (SBEs) -- as well as NCCCD 
Lagos staff, met m Jos to set up the newly-funded NCCCD project The PAF Director, AAI 
Financial Manager and Sweet Hill Associates consultant attended, along with AAO 
representatives and CDC consultants and staff PAF mtroduced its services to the group, in 
particular discussing financing mechanisms for decentralized project activities Thls meeting 
gave the opportunity for NCCCD staff to learn PAF operating procedures and for the PAF to 
work with NCCCD to set up flexible means of delivering funds to field sites and activities 

IV SUPPORT TO FHS 

The PAF Office continued to glve broad-based support to the FHS Project As the 
quarter began, FHS management expressed concern about the reduction of the FHS budget 
by approxmately $1 milllon, reflected in Modification #11 to the AAI contract According 
to PAFIFHS meetings held with AAO staff, this had come about through expectation that 
gains m the Nalraldollar exchange rates, savings caused by delays in some hnings, and 
economies in some other categories, would offset the US dollars needed to sustain FHS 
services It was not clear to AAI whether the FHS subcontract budget line item ln 
Modification #11 category was only for subcontracts, or was to include other FHS services 
as well Deliberation on the budget continued throughout the quarter, with the PAFIAAI 
providing pipeline analyses and a "burn rate" to estimate likely project funds would carry 
PAFIFHS actlvlties through or beyond June 1994 - 

A A 

The PAF Dlrector and other PAF staff as needed participated in weekly FHS Heads 
of Dlvlsions meetings and occasional Project Management meetings so as to facilitate - 

communications and joint planning - 

In response to requests from local staff and the FHS Project Administrator, AAI 
worked with Johns Hopkins University (Population Communications Services) to establish a 
mechanism to add Nlgerian staff paid from the PCS budget to the PAF payroll Beginning in 
January, PAF will debit JHU locally and wlll issue payroll checks I 

H~ghl~ghts for the quarter are described below 

A Personnel Div~slon 

The Personnel Division collaborated with FHS and AAO leadership to set a staff 
appraisal process, whlch was successfully implemented in November-December The 
Personnel Divislon trained supervisors and otherwise managed the process 
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1 Procurement 

Major procurements included (a) Computer systems ordered for Nigeria Country 
Women's Soc~ety sub-projects, and six desktop and six laptop computers to be used in FUS, 
zonal and headquarters offices (b) Four Chevrolet Suburbans and four Cherokee Jeeps 
which arrived in Lagos, where PAF personnel assisted in then- clearance through customs 
Also, tires were purchased for project veh~cles and toner and other suppl~es for project 
copiers [& ANNEX A 1 

2 Vehicle and other maintenance systems 

The Administrative division arranged for maintenance of computers, printers, air 
conditioners, copiers and other equipment as needed at Global House, annex and zonal 
offices 

3 Space support 

Through site visits and meetings with zonal staff in Lagos, the PAF reviewed space 
needs and requests from zones and from RIS sites 

4 Communications 

Telephone systems were installed at the zonal offices 

5 Transportation 1 expediting (of personnel) 

The PAF Transport Office provided transportation and expeditmg services to and 
from Lagos airports, and to and from airports that service cities in which zonal offices are 
sited [See report under General Project Sup~ort ,  below ] In addition, PAF continued to 
transport office equipment, furnishings and supplies to zonal offices and to conference, 
seminar and workshop venues 

6 Conference services 

PAF negotiated and contracted for conferences, workshops and seminars, arranged for 
per diem and transportation reimbursements, planned for and provided on-site support for 
above, and accounted for and reconciled all related financial transactions 
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As part of its support to FHS headquarters and zonal offices, PAF developed a system 
of establishing imprest accounts to enable the project to fund entities such as local 
governments, which cannot function as subcontractors PAF also developed mechan~sms to 
finance programs with Resource Intensification States (RIS) and with non-profit and 
parastatal organizations AAI's Acting Chief Financial Officer met with the PAF Financial 
Manager, PAF Director and others to revlew the financial mechanisms so as to l m t  AAI 
and USAID's fiscal exposure whde keepmg funds flowing to project activities During his 
visit agreements were reached on the broad structure of an audit plan Meetings were held 
with the AAOINigeria and with the AAO Acting Comptroller to review financial processes 

1 Subcontracts and other local financing systems 

PAF continued to conduct financial management reviews of potential subcontractees, 
Zonal offices and Local Government Authorities (LGAs) Staff jolned high-level team visits 
to Zonal Offices in Kaduna, Enugu and Ibadan, to review local accountmg and banking 
procedures and help resolve problems During this quarter, AAI entered into subcontracts 
with the 16 local organizations listed in ANNEX C In December, PAF sent an amendment 
to each subcontractee for signature setting a dollar ceilmg on each subcontract, whlch had 
previously only carried Naira budgets This limited the dollar liability of AAI m the case of 
re-valuation of the Naira (which subsequently occurred) and enabled more precise pipeline 
financial projectlolls to AAO 

2 Technical assistance and tramng 

PAF continued to provide technical assistance and training to the people respons~ble 
for establishing and maintaining bank accounts, accounting and bookkeeping systems for sub- 
projects, in zonal offices, and RTS states Finance Division staff participated and led training - 
in financial procedures for managers of 11 CEDPA-assisted projects held at Ijebu-Ode, Igun 
State from October 1 1- 15 I 
V GENERAL PROJECT SUPPORT 

In addit~on to support provided to specific projects, PAF undertook the following 
general support and services to serve FHS and NCCCD, and as needed, USAID As 
elements of the support system have evolved throughout the transit~on period, the PAF gave 
high priority during the quarter to reviewing procedures, designing and testing forms, and 
preparing standard operatmg procedures for each area of work Attention was also paid to 
developing a Management Information System through computerization of systems and work 
plan development, as noted below 
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A Inventory 

PAF staff, with assistance from the SHA Consultant, worked on improving the 
computerized inventory control system to meet the needs of both FHS and NCCCD 

B Vehicle and other mamtenance systems 

PAF staff with assistance from the SHA consultant (1) clarified procedures for both 
vehicles and other maintenance systems, and (2) evaluated, purchased and installed the 
Fleetmax computer system in both Nigeria and the U S (At Sweet Hill Associates) The 
Fleetmax system will keep track of maintenance on all vehicles, parts inventories and provide 
for routine maintenance schedules The system also will allow the mamtenance department 
to determine levels at which parts need replenishment, and provide important information on 
all PAF drivers Two members of the SHA-US staff were tramed on the program, one of 
whom subsequently trained selected personnel to use the system in Lagos 

Staff arranged for the routine mamtenance of computers, printers, air conditioners, 
copiers and other equipment as needed to Global House, the Annex, and zonal offices 

C Space wpport 

PAF (1) arranged for office renovations at Global House (for the USAID Quality 
Assurance officer) and at the Annex, (2) constructed a security wall at the Annex (PAF 
Office), and (3) provided maintenance service for the Financial Manager's res~dence 

D Communications 

Wh~le  continu~ng to provide for the maintenance of the PABX system and arranging 
for digital telephone lines from NITEL, PAF began research into alternative approaches to 
communications especially w ~ t h  the US, including telephone service, fax and e-mail T h ~ s  
should result in identification of new services in the coming months 

E Transportation / Expediting 

Working with the U S Embassy where indicated, the PAF continued to provide 
transportation and expediting services to and from the Lagos airports In response to the 
waylaymg and threatening of a U S project consultant who was unfortunately not met at the 
international airport, a review was undertaken with AAO/Nigeria, the U S Embassy and the 
PAF, all of which have some responsibility for sharing information about mcoming project 
personnel and consultants The incident highlighted the present safety problem for 
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international arriving and departing passengers It occurred as new rules went into place that 
the Embassy should meet and transport international project travelers in armored vehicles, 
until such time as the AAOIPAF had armored vehicles for this purpose PAF also initiated a 
ieview of personal security procedures and expediting procedures with AAOINigeria and 
U S Embassy 

VI PAF PROJECT MANAGEMENT 

AAI's Vice President for Programs and AAI Chief of Party, and the Chief Financial 
Officer visited Nigeria for five days of discussions with PAF Office staff and with 
AAO/Nigeria staff, FHS and NCCCD staff and advisers AAI's new Project Manager, 
(hired in September) visited Nigeria from October 10 - November 4 The trip gave an 
opportunity for her to become famil~ar with the scope of the operation, to participate in 
initial discussions with NCCCD and CDC personnel, and to renew acquaintance with the 
FHS project [a ANNEX D for a listing of travel ] 

The visit of AAI headquarters staff resulted in the following decisions 
(1) A new deta~led budget would be prepared for submission to AAOINigeria and to 
REDS0 based on revised figures obtained from NCCCD and revised data from FHS, (2) 
The PAF Director and Financial Manager would travel to New York to adapt for the PAF a 
new accounting system which would enhance AAI's and the PAF's responsiveness to project 
needs, and (3) A subcontract format would not be used for NCCCD sub-projects with LGAs 
Instead, a system of imprest accounts would be initiated [It was agreed that outstanding 
balances from prior CCCD work would be recovered (by CDC) and new bank accounts 
would be opened by each entity for NCCCD activities ] This new procedure would result m 
qulck responsiveness to needs in the field (4) A quarterly report would be prepared for 
October-December 1993 and a cumulative report would be prepared from mception 

A PAF Office Work Plan 

Prior to the transition period, PAF Work Plans were budgets reflecting the Work Plan 
of FHS With new responsibilities ~t became apparent that the PAF needed its own Work 
Plan to reflect new and expanded respons~bilities in personnel, administration and finance 

The President of SHA and the AAI Project Manager worked with the PAF Director 
and staff to develop the PAF Work Plan Staff were trained in the use of "On Target" 
software, the SHA consultant followed up during his visit A first draft has been prepared 
for review and integration with the Standard Operating Procedures 
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B Development of a new Subcontract with Sweet Hlll Associates 

The nature of the relationship between AAI and Sweet Hill has changed considerably 
since the inception of the project, and both parties feel it important now to redefine it 
Meetings were held in New York on December 1-2, attended by SHA and AAI 
representatives (including the PAF Director and the Financial Manager) to review 
subcontract issues and possible language, as well as to discuss numerous other PAF 
operational issues 

C Financial Management System 

During their visit to New York, the PAF Director and Financial Manager met with 
AAI Finance Division staff for orientation to the new accounting software being initiated at 
AAI The importance of this software is that by putting Lagos on the same system AAI uses 
in New York, AAI will be able to undertake financial analysis and reporting for AAO much 
more rapidly than in the past, be more responsive when funds are required, and delegate 
more direct authority to Lagos operations A second focus of the visit was to refine the 
pipeline analysis procedure reflecting PAF Office, AAI and SHA expenses 

VII PRIORITIES FOR JANUARY-MARCH 1994 

Priorities for the next quarter include (I) working with NCCCD to estabhsh 
procurement specificat~ons and budget, (2) refining the audit plan and initiating sub-contract 
audits and financial reviews, (3) reviewing and refining the PAF management information 
system, including the recently-adopted software for procurement and inventory, and the PAF 
Work Plan, (4) preparing updated Standard Operating Procedures for PAF, and reconciling 
elements that belong more appropriately in the PAF Work Plan or the Operating Procedures, 
(5) implementing the new accounting software, and (6) signing a new subcontract between 
AAI and SHA 
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- ANNEX F L  

Date* November 22, 1993 

From: FELIX AWANTANG, 

To: George Ollgbo, Director, PAF/AAI 

Sublect- commendation of Mr Mlchael Meshe for hls 
outstanding efforts in ensurlng the success of the 
NCCCD Senlor Staff Meetlng in Jos, November 17-19, 
1993. 

Dear George You may recall that some of your staff and NCCCD 
Prolect staff departed Lagos for Jos on November 16 when the 
politlcal atmosphere was very tense due to the strrke called by 
the Nlgerian Labor Congress Whlle we were In Jos attending the 
three day NCCCD conference, the Military took over power from the 
Interlm Natlonal Government, causlng great uncertainty and near 
panic In the country Durlng thls entlre perlod, the NCCCD 
Prolect staff conducted a very successful meetlng In preparation 
for the lmplementatlon of the NCCCD Prolect. a 

Most partlclpants at the conference are unanimous In attrlbutlng 
the success of the conference, among other factors, to the superb 
loglstlc efforts provrded by Mr Mlchael Meshe of your staff Mr 
Meshe worked beyond the call of duty under unsettling conditions 
caused by the politlcal tension to ensure that all the loglstlcs 
needs of conference were flawlessly met These needs ranged from 
hotel and plane reservations and ground transportation to 
photocopyrng and conference room arrangements etc 
Any partlclpant who may have overslept was sure to get Mlkefs 
frlendly wake up call wlth a reassuring update on the polltlcal 
sltuatlon In the country Mr Meshe's patlent and frlendly 
disposltlon was very soothlng to some partlcipants who were very 
vlslbly upset by the politlcal sltuatlon The conference 
partlcipants completed all Items on the agenda and returned 
safely to thelr homes 
Drs Stella Golngs, Sandy Ollkutu and I would llke to commend Mr 
Meshe for hls exemplary performance of hls dutles Wlth this 
kind of staff performance, we are confident that the NCCCD 
Prolect wlll be a success, thanks to the efforts of employees 
llke Mr Meshe We recommend that a copy of this letter be 
placed I n  Mr Meshe's personnel flle 

cc Mr Joshua Samsom Personnel Offlcer, PAF 
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SUB-PROJECT 
NUMBER 

ANNEX C 

NEW AAI SUBCONTRACTS 
October - December 1993 

NAME OF SUB-PROJECT NAIRA BUDGET 

FHS-024 I NCWS-Niger State 1 1,490,120 

FHS-022 

FHS-023 

FHS-025 ( NCWS-Enugu State 1 1,774,762 

FHS-026 I NCWS-Anarnbra State 1 1,636,550 

Nigeria Council of Women's Societies (NCWS)-Kano State 

NCWS-Kaduna State 

FHS-027 I UNIBEN- (Universfy of Benin) - Edo State 1 3,105,800 

1,379,516 

1,490,120 

FHS-034 I N~geria Railway Corp Ra~lway Health Services ( 1,389,156 

- 

FHS-028 

FHS-029 

FHS-030 

FHS-03 1 

FHS-032 

FHS-033 

- - - 

Jos Univ Teachmg Hospital-Plateau State 

Association for Reproductive and Famly Health (ARFH) 

Un~versity C Hospital -0yo State 

Univ of Benin Teaching Hosp - Edo State 

NCWS - Oshun 

Federal Office of Statist~cs - Lagos 

FHS-035 

3,001,500 

1,220,604 

2,985,290 

3,150,855 

1,915,712 

2,223,640 

FHS-009A I NCWS - Plateau State 
I I 

Nurs~ng and Midwifery Counc~l of Nigeria 

2,219,336 

FHS-O1OA I Countrywomen's Assoc~ation of Nigeria - Ondo State 

2,302,960 

I I 

2,010,687 

TOTAL APPROVED NAIRA 
BUDGETS 

33,296,608 
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ANNEX D 

INTERNATIONAL TRAVEL 

A TRAVEL TO NIGERLA BY AAI AND SHA STAFF AND CONSULTANTS 

African-American Institute 

Carl Schieren, V P for Programs and project Chief of Party -- 
October 12 - October 17 

Jeanne Betsock Stillman, Project Manager -- October 11 - November 4 
George Woodring, Chief Financial Officer (Acting) 

October 11 - October 17 

Sweet Hill Associates 

Dennis Weeks, President -- November 3 - November 16 
Andrew Marshall, Consultant -- November 4 - December 7 

B Travel to the U S by PAF Office Staff 

George Oligbo, Director -- November 28 - December 4 
Pio Dacosta, AAI PAF Project Financial Manager -- November 28 - December 4 
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AAO (AAOINIGERIA) 
AID 
CCCD 
CDC 
FHS 
I10 
LGA 
NCCCD 
PAF Office 
RIS 
SBEs 
SHA 
US AID 

African-American Institute 
AID Affairs OfficeINigeria 

Agency for International Development 
Combatting Childhood Communicable Diseases Project 

Centers for Disease Control and Prevention 
Family Health Services Project 

Implementation Order 
Local Government Authority 

Nigeria Combatting Childhood Communicable Diseases Project 
Personnel/Administration/Finance Office 

Resource Intensification State(s) 
State-based Epidemiologists (NCCCD) -- 

Sweet Hill Associates 
U S Agency for International Development 



PAF Quarterly Report January March 1994 

EXECUTIW SUMMARY 

During the quarter January - March 1994, the PAF Director and AAI Finance Manager 
worked closely with the AAOIN and the Embassy controller to understand and interpret the 14th 
February 1994 Central Bank of Nigeria Guidelines on centralization of all Foreign Exchange 
Receipts, and to assess their potential financial impact on project activities AAI provided 
support to PAF in developing and implementing appropriate banking procedures 

PAF main activities revolved around the mplementation of support to FHS subprojects 
and other administrative activities already underway PAF's careful financial management and 
tmely actions in response to the changing currency and banking regulations made it possible for 
to finance FHS activities requested by the FHS Project and AAOIN FHS Manager well beyond 
the "FHS Subcontracts " 

Significant steps taken in personnel management included the introduct~on, project-wide, 
of new tlrnesheets, completion of the annual staff appraisal process, refinement of position 
descriptions, and a redistribution of responsibilities within PAF PAF presented the draft 
Personnel Pollcy Handbook to AAO and incorporated recommended changes 

PAF managers focused on successfully integrating the new NCCCD work load without 
disruptmg support to ongoing FHS activities PAF management met weekly with NCCCD staff 
and the interm CDC Project Coordinator to develop agreements on how to implement the AID 
directive that PAF would assume responsibility for all administrative and financial support 
previously provided from within NCCCD and by the U S Embassy PAF leadership also met 
with the NCCCD State-Based Epidemiologists to clarify PAF policies and procedures in financial 
administrative areas, and provided training to their staff The NCCCD project had indicated in 
the previous quarter that it would have a detailed budget for NCCCD activities including 
procurement by early in this quarter, but this was not available by the end of the January-March 
period 

Under the aegis of Sweet Hill Associates, PAF reorganized the administrative division 
and added the position of Deputy Administrative Manager to meet the increased workload 
resulting from project expansion The SHA President travelled to Nigeria to oversee the 
reorganization SHA also engaged an accountant to segregate responsibilit~es in financial 
management 

During the quarter, implementation problems Included a lack of an armored vehicle for 
project personnel to travel to the International airport, whlch poses a safety rlsk and IS contrary 
to Embassy policy SHA investigated the costs of armoring a vehicle or purchasing one 
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A GENERAL MANAGEMENT 

As part of the Nigeria 1994 Annual Budget communique in early January, the Head of 
State announced a number of new banking regulations as well as the policy that in future the 
Naira would be pegged to the U S dollar at 22N/l$US The PAF Director and AAI Finance 
Manager worked with the AAOIN and the Embassy controller to understand and interpret the 
14th February 1994 Central Bank of Niger~a Gu~del~nes on central~zat~on of all Forelgn 
Exchange Receipts, and to assess their financial impact on project actlvitles PAF leadership 
and AAI management investigated alternative exchange methods such as Debt for Development 
and agreed after consultation with AID and the U S embassy upon a finance mechanism that 
continued to provide a favorable exchange rate for the project 

PAF's careful financial management and timely actions in response to the changing 
currency and banking regulations made it possible for PAF to finance FHS activities requested 
by the FHS Project and AAOIN FHS Manager well beyond the "FHS Subcontracts " As a 
result, FHS was able to conduct workshops, training activities and initiate activities in Resource 
Intensification States desp~te the reduction of $ 949,217 from Modificat~on #10 to Modification 
#11 for FHS activities 

The second quarter of FY 1994-1995 saw PAF activities revolve around the 
implementation of subprojects and administrative activities already underway Under 
Modification #11, PAF's administrative role expanded to include personnel, administrative and 
financial functions for NCCCD and PAF managers focused on successfully balancing the new 
NCCCD work load without disrupting ongolng FHS activities PAF management met weekly 
with NCCCD staff and the Interim CDC Project Coordinator to develop agreements on how to 
Implement the AID directive that PAF would assume responsibility for all administrative and 
financial support previously prov~ded from within NCCCD and by the U S Embassy 

Thus the second quarter served as a trans~tion period in which NCCCD activities 
increasingly received management support from PAF NCCCD activities required PAF attention 
in several specific areas vehicle management, assumption of responsibility for the existing 
NCCCD inventory of goods and vehicles, finance mechanisms for State-Based Epidemiologists 
and LGAs, assistance or advice on close-out procedures, etc For example, the PAF office 
assumed financial responsibilities for all NCCCD short-term consultants and their project 
workshops, paying fees, and providing administrative and secretarial services 

Following a robbery of two AID-affiliated consultants at a local hotel, PAF managers 
participated with AID and the Embassy Security Officer m a review of safety issues, resultmg 
in new guidelines for short-term consultants 

The following paragraphs provide a descriptive summary of activities under each category 
of project activity 
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B PERSONNEL DIVISION 

During this quarter, the PAF office revised the Personnel Pol~cy Handbook The 
handbook was reviewed by the Personnel Policy Handbook Committee, by the AAI U S Project 
Manager and by the AAO before being sent to print The AAO recommended the following 
principle changes, which were then incorporated 1) Acting Allowance included, ii) the six 
month probationary period changed to one year, iii) leave without pay shortened from three 
months to 20 working days 

The followmg persons served on the Personnel Policy Review Committee 
AID Felix Awantang (HPN), Susan Ross (Project Officer FHS), Sandy Ojikutu (Project Officer 
NCCCD), and Bunmi Dosumu (Senior Program Analyst), John McWilliam (Project 
Administrator), NCCCD Helen Nwabuoku (Assistant to the Project Coordinator) and PAF 
Joshua Samson (Deputy Director and Acting Personnel Manager) 

The project personnel status, as of March 31, 1994 appears in Table 1 below 

Table 1 
Personnel Status, by Project, as of March 31, 1994 

PROJECT 

11 NCCCD 1 41 1 1 1 42 11 
FHS 

Staff 

I I 

- 80 

II 

In January, the PAF Acting Personnel Manager initiated a standard job 
class~fication list Once prepared, this list is expected to facilitate intra- and inter- project 
personnel coordination It will also be useful for reference purposes and help in clearly 
defining roles and responsibilit~es between various personnel The list will be reserved for 
llmited use by AID, FHS, NCCCD and PAF senior management 

Temp 

6 

PAF 

TOTALS I 174 

On February 1, 1994, PAF completed the staff appraisal process for the year 
ending December 1, 1993 A total of 116 people were appraised, of whom seven received 
merit increases while 107 staff persons received a one-step increase The process conferred 
a special commendation on the work of the PAF Director, George Oligbo, who received an 
extra merit step increase 

Total 

I ! 55 11 5 3 

9 

2 

183 
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The AID mission requested a job reclassification based on the appraisal results 
Three posts Documentalist, Office Assistant, and head of the Monitoring and Evaluation 
division were upgraded AAO did not approve the recommendations for the two project 
assistants The table below documents the positions that were re-classified in view of the 
increase m level of responsibility 

Table 2 
FHS/PAF Posltlon Re-Classlfcatlons 

POSITION 

Office 
Ass~stant 

Documentalist 
/Library Asst 

Secretary1 
Project Asst 

Secretary1 
Adm Officer 

RECOMMENDATION 
OLD GRADE 

-- - 

Has to be advertised 
internally 

FHS 
RECOMMENDATION 

With Dr Barbara Maciak's assistance, the PAF office endeavored to recrult a 
State Based Epldemologpt (SBE) for the KebbiISokoto area This included sending 
advertisements, reviewing applications, interviewing, and making the final selection in 
coordination with NCCCD staff However, the recruitment process was eventually 
suspended as a result of the AID freeze on hiring any personnel 

After discussions among PAF managers and AAO/N, FHS and NCCCD officers, 
PAF Implemented a new tlme sheet system which became effective as of January 1, 1994 
The same new time sheet format is being used by all projects, including NCCCD 
According to PAF personnel policy, completed tunesheets from the zonal offices are 
scheduled to arrive at the PAF office by the first week of every month 

Between January and February, PAF sent out reminderslmemoranda to inform staff of 
their responsibility to fill out the tune sheets appropr~ately and send them to the PAF office 
in t m e  The acting PAF personnel manager continues to meet with supervisors on a regular 
basis to ensure that they are thoroughly versed with the new system, and to make sure that 
tune sheets are submitted to the Lagos office in a tmely manner & Annex I for a copy of 
the tunesheets currently used) 
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At the request of AAOIN and Johns Hopkins University IPCS, PAF arranged to 
enable JHUIPCS staff to join the PAF payroll and benefits administration system in 
January 1994 The step was taken in order to make JHUIPCS personnel feel a more 
cohesive part of the FHS program staff Inclusion in the PAF system also made it possible 
for JHUIPCS to benefit from the favorable exchange rates negotiated by PAF A total of 18 
staff members joined the PAF payroll, including four members in the zonal offices and 
others in Resource Intensification States 

C ADMINISTRATIVE DIVISION 

Procurement 

Overall procurement activities concentrated on the shipment and clearing of 
previously ordered equipment, i e computer systems and software ordered for NCCCD and 
RIS offices of the FHS project (See Annex I1 for a list of procurement for the months of 
January, February and March, 1994) 

- New vehicles were purchased and distributed to the zones1RIS states It was 
suggested at the HOD meeting that FHSIPAF drivers be properly trained on the operation of 
the new vehicles They should also be able to handle minor mechanical problems 

- New tires and bulk spare parts for the new vehicles were also purchased by PAF 
through Sweet Hill Associates 

- Durmg this quarter the PAF office also received, through Sweet H ~ l l  Associates, a 
total of ten computers These included six laptops and four desktop computers 

Vehicle Management 

As part of PAF's expanded role, and in order to improve repairlservicing on 
NCCCD project vehicles, NCCCD senior driver, Mr Ajibola, began coordmating all 
NCCCD requests for vehicle repairslservicing with FHS maintenance officer, Mr Paul 
Adigwu However, it should be noted that while NCCCD and PAFIFHS drivers are now 
guided by a common transportation policy under the supervision of the PAF office, the two 
groups have not been completely merged into a single motor pool NCCCD drivers 
continued to work exclusively for the NCCCD project 

As a result of a visit to Kaduna by the PAF Administrative Manager, PAF developed 
maintenance procedures for NCCCD Project vehicles in the North In order to keep track of 
the spare parts used for vehicle maintenance, PAF staff designed a form for use by the 
Kaduna zonal office (NCCCD) to record the stock of parts used and replenished accordmgly 
NCCCD requested PAF to provide procedures for writing-off NCCCD vehicles that are 
beyond repair, PAF prepared draft guidelines for this 
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Annex I11 provides a listing of FHS vehicles based in Lagos and their kilometer 
readings PAF is working toward obtaining timely data for vehicles based outside Lagos 

Communications 

- PAF arranged for the installation of telephones and fax machines in Zones A, B and 
C Later in this quarter, fax facil~ties were installed in the Bauchi (Zone D) office The 
delay was largely due to the possible relocation of the Zone D office 

- With a view to reducing costs of international communications, AAI's U S Project 
Manager contmued to investigate communications options including e-mail, call-back U S - 
based telephone services, etc The information available has yielded several leads for further 
research on how to get the field office linked to e-mail 

From January 1994, PAF assumed responsibil~ty for expediting USAID and NCCCD 
personnel using AID armored vehicles This has meant new activities for PAF staff, such as 
compilation of data on the NCCCD visitors and staff expedited Between January and March 
1994, PAF staff expedited 75 visitors and staff members--32 persons from the domestic 
airport and 43 from the international airport @ Annex VII for a list of people expedited 
during this quarter) 

The lack of a project armored vehicle made it difficult for the PAF office to cope 
with the increasing responsibilities for expedition of visitors and staff, and to keep up with 
the U S Mission Airport Transportation Policy Possible solut~ons being explored included 
arrangements to use the Embassy vehicles, the AID vehicle, to armor an existing project 
vehicle or to purchase one 

After attacks on two consultants at a local hotel on Victoria Island, PAF staff met 
with Embassy and AID officials to review safety policies and to make recommendations on 
preferred lodgmg for project visitors 

General Maintenance 

General maintenance activities took place as per schedule during this quarter Among 
others, these mcluded 

- Under a contract with a local firm, PAF arranged for all 85 air conditioners in the 
Lagos office to be serviced during this quarter, in accordance with the regular maintenance 
schedule 
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- Carpet cleaning at the Global House and the Annex took place in the months of 
January and in March of this quarter 

- PAF office arranged for the wiring of a generator in the M & E Unit of National 
Primary Health Care Development Agency at the cost of PJ480,OOO 

- In order to improve service, and to provide for a feedback mechanism, PAF 
implemented a request card system in March 1994 Copies have been sent to all 
departmental secretaries for use by any staff member requiring maintenance service Per 
current report, the request card system appears to be working very well as more people are 
becoming famil~ar with them and using them more often 

- Other general maintenance activities that took place as scheduled were 
(1) Office space cleaning 
(11) Horticultural services 
(111) Minor carpentry repairs 

- In March the PAF office proposed to AAOJN, in a draft paper entitled 
"Decentralizing PAF Operations", a mechanism for extendrng services to both FHS and 
NCCCD throughout Nigeria PAF underook this ~nitiative with the intention of lrnprovrng 
and standardizing support services outside Lagos 

Conferences 

As in other quarters, during January to March 1994, the PAF office negotiated and 
contracted various conferences, workshops and seminars Related activities include 
arrangmg for per diem, transportation, reunbursements and on-site support Some of the 
highlights in this category, for this quarter, are the following 

- As part of the~r  new role, PAF assumed financial and administrative responsibilities 
for all NCCCD short term consultants and any workshops that may be included in their 
scopes of work For example, PAF now provides, or contracts, for the administrative and 
clerical servrces required during all Project workshops 

- PAF made all arrangements for two NCCCD conferences held in this quarter--one 
in Lagos and the other in Ibadan Details appear in Table 3, below 
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Table 3 
Conferences Held Between January 1 - March 31 

11 DATE I PROGRAM I VENUE I # PARTICIPANTS 11 
I 
D FINANCE DIVISION 

March 27 - 3 1 

As noted earlier, under the mission's new directive, financial responsibilities for 
the PAF office increased considerably during this quarter due to the expansion in PAF's 
financial and administrative role The following descriptive summary of activities highlights 
PAF's new role in the financial area 

March12 -19  
I 

- From January PAF assumed financial responsibility for payment of all NCCCD 
telephone bills At the beginning of the quarter, PAF cleared a significant backlog of 
NCCCD bills that had not been paid since July 1993 

NCCCD 

Under the overall direction of the AAI Project Financial Manager, Mr Pio 
Dacosta, PAF organized a Project Financial Management Workshop during the second 

- 

NCCCD conference in Ibadan The workshop was held from March 28-31 Twenty-one 
participants attended the workshop Most were drawn from the NCCCD focus states and 
LGAs in the southern part of Nigeria The workshop employed the case study method, 
which allowed participants to experience hands-on training with financial accounting 

I 
principles Overall, the workshop was received very well by the participants, most of whom 
asserted that the approach adopted by this workshops was the best they had seen (See Annex 
V for a brief report on the Financial Management Workshop) 

I 

NCCCD 

In response to the need to segregate responsibilities in financial management by 
AAI's subcontractor Sweet Hill Associates, Mr Kehinde Aborisade assumed responsibilities 

I 
for all SHA accountmg functions In a move to strengthen and unify project activities, the 
AAI Financial Manager assumed responsibility for technical oversight of the SHA 
accountant 

I 

Kakanfo Inn, Ibadan 

E MANAGEMENT SUPPORT - NEW YORK AAUSHA 

African-American Institute 

Airport Hotel, Ikeja, Lagos 

28 

Keeping abreast of changes in Nigerian banking and currency regulations, AAI 
maintained the timely flow of funds needed to support the growing Nigeria operations, 
through FRLC draw-downs and currency transfers AAI's Chief Financial Officer and 
Finance Divsion worked closely with project staff to provide the necessary tlrnely 

12 
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backstopping to maintain liquidity in AAI accounts in Nigeria PAF responded to critical 
needs of FHS and NCCCD at short notice, and AAI provided support to other organizations, 
for example, providing local currency to Johns Hopkins University for their operations, for 
which JHU reimbursed AAI in the U S in dollars 

In relation to the anticipated policy change m dollar/Naira exchange rates, AAI 
initiated an amendment with its subprojects to establish a firm dollar value on each 
subcontract The AAI Chief of Party, delegated signature authority for this amendment to 
the PAF Director, making it possible to enact the amendments locally in a timely way 

The AAI U S Project Manager reviewed and edited the draft Personnel Policy 
Handbook prepared by PAF, and recommended inclusion of several new policies and 
procedures, prior to its final submission by PAF to AAOJN at the end of the quarter 

The AAI U S Project Manager worked with PAF staff to propose a mechanism for 
extending PAF services to the Zones, to accommodate AAOIN's mandate that PAF provide 
cost-effective support for both FHS and NCCCD, which worked throughout the country 
under parallel separate structures 

The Project Manager developed draft templates for preparing project quarterly 
reports, and working with PAF, AAI and SHA, prepared and submitted to AAO/N a 
quarterly report for October-December 1993 The AAI U S Project Manager also 
researched files and worked with PAF staff, SHA and AAI staff to prepare a cumulative 
history of the first five years fo the project This resulted in a first draft submitted internally 
for review, corrections and amplifications 

Sweet Hill Associates 

The SHA President, Dennis Weeks, travelled to Nigeria in February for 10 days 
Mr Weeks's visit focussed on several pending procedural and project-related issues including 
discussing lease agreements for Global House and the PAF Annex with AAO/N, finalizing 
SHA's input to the cumulative report, following up on establishing a maintenance workshop 
in Kaduna for NCCCD project vehicles, continuing the preparation of Standard Operating 
Procedures for the AdministrativelGeneral Services section, and obtaining an overall review 
of NCCCDIFHS contract activit~es and implications for the Administrative Division 

SHA presented to AAIINew York a copy of Andrew Marshall's draft report on his 
November trip to Nigeria covering development of veh~cle maintenance facilities in Kaduna 
and Lagos and the installation of a computerized vehicle management system in Lagos 
AAIJNY reviewed the report and requested clarifications of certain issues 

SHA installed a modem-based file management system driven by Close-up 
software, which would allow nearly instantaneous transfers of files between offices in the 
U S and Nigeria After future staff training, SHA plans using file transfer primarily in 
three areas inventory control, vehicle fleet management and project reporting 



Annex 1 

PAF FHS NCCCD EMPLOYEE MONITORING RECORDS 

MONTHLY TIME SHEET 
NAME MONTH 

POSITION FHS -1 NCCCD n 

1 REGULAR ] 

TOTAL REGULAR HRS TOTAL OVERTIME HRS 

TOTAL MONTHLY HOURS Employee s Signature 

Superv~sor's Signature Personnel Approval 

Key 
M-F Mond~y-Frrd~y  
S-SD S t turdy  & Sunday 
PH Publrc Hold y 

Accounts Dept Act~on 
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Annex I1 

LOCAL PROCUREMENT FROM JANUARY 1 TO MARCH 31,1994 

Computer Dust Cover 
Laser Jet Printer Dust Cover 
Printed Matter 
Printed Matter 
Bookshelves (NCCCD) 
Bookshelves Library 
Car RadioICassette 
Car RadioICassette 
Tires & Tubes 7 50/16 
Printed Matter 
Printed Matter 
Yaba Medical Center (Electrification) NCCCD 
Ago (Diesel) 
Tires 205116 
A4 Copy Paper 
Tires & Tubes 7 50116 

T~res  7 50116 
Printed Matter 
Toner 880T (NCCCD) 
A4 Copy Paper 
A4 Transparency 
Conference Table & Chairs 
Executive Diary 
Tvres 215175115 
 ire Extinguisher 
Ago (Diesel) 
Executive Chair Base 
Jumper Cable (Heavy Duty) 
Alurmnum Ladder 
A4 Copy Paper 
Fuel Pump (Benz) 
Fuel Pump (Benz) 
Orbit Fan 
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March 

3/07/94 
3/09/94 
3/14/94 
3/15/94 
3/25/94 
3/28/94 

Tires & Tubes 
Drivers' Uniforms 
Printed Matter 
Tyre & Tube 175114 
Storage Shelves 
Drum & Developer (RX 1050) 
Computer Table NCCCD 
Management Desk NCCCD 
Motor Battery 60AH NCCCD 
Drivers' Uniforms NCCCD 

5 
6 
5 00 
12 
10 

2 
3 
4 
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Annex I11 

FHS VEHICLES BASED IN LAGOS & KILOMETER READINGS 
- 

11 12 FGN 681 FG 02 R12 I 155000 KM 155325 KM 11 
I I 

OLD NUMBERS 

11 12 FGN 726 FG 03 R12 164988 KM 170242 KM 11 
11 12 FGN 732 FG 04 R12 159778 KM 169105KM 11 

I I I 

NEW NUMBERS 

11 12 FGN 756 FG 09 R12 124310 KM 124652 KM 11 

KM READING 
BEGINNING OF 

QUARTER 

11 12 FGN 1267 FG 25 R12 ON TOUR ON TOUR 11 
I I I 

KM READING 
END OF 

QUARTER 

12 FGN 757 

12 FGN 759 

11 12 FGN 1268 FG 26 R12 0196 KM 2313 KM 11 
11 12FGN1270 FG 28 R12 ON REPAIR ON REPAIR 11 

FG 10 R12 

FG 11 R12 

1167202 KM 

186328 KM 

12 FGN 1271 

140 CD 05 

173288 KM 

186328 KM 

FG 29 R12 

140 CD 105 

0052 KM 

101934 KM 

5855 KM 

107505 KM 
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Annex IV (a) 

LIST OF PEOPLE EXPEDITED DURING JANUARY - MARCH 1994 

DOMESTIC AIRPORT 

SIN0 

11 I Wunch, Jim I USAID I 11/01/94 1 Abuja 
I I N 

II 
11 3 1 Mordi. Goodluck 1 PAF 1 14/01/94 1 Enugu 11 

PERSON 

( Igbokidi, Josephine 
I I I I I1 IEC 

Adigwu, Paul 

11 l4 Payne, Lola MC 2410 1 194 

DESTINATION PROGRAM 
COMPONENT 

0310 1/94 I Jos 

Olulayo, Sola 

Ikeji, Ngozi 

Obaz~e, Irene 

Kirmeyer, Sharon 

Okochi, Emmanuel 

Crane, Betty 

Kehinde, Taiwo 

Marshall, Peg 

Conroy , Colleen 

DATE 
EXPEDITED 

I I 

PAF 14/01 194 

PAF 

PROG 

PROG 

PA 

TECH 

IEC 

PAF 

MC 

MC 

15 

16 

17 

18 

19 

20 

21 

2010 1/94 

2210 1/94 

2410 1/94 

2710 1 194 

04/02/94 

10/02/94 

1 0/02/94 

25/02/94 

24/02/94 

11 22 

Kaduna 

Kaduna 

Phido, Data 

Davis, Jennifer 

George Abiba 

McWilliarn, John 

Azie, Uche 

Kehinde, Aborisande 

Phido, Data 

Mordi, Goodluck 

11 23 

Kaduna I1 

1 Adigwu, Paul 

Benin 

Kano 

MC 

MC 

IEC 

PA 

PROG 

PAF 

MC 

I I I 
PAF 

Jos II 

18/02/94 

18/02/94 

08/03/94 

25/03/94 

25/03/94 

25/03/94 

14102194 

24102194 

I I 
PAF 

Jos 11 

07103194 

Jos 

Abuj a 

Abula 

Calabar 

Enugu 

Enugu 

Kano 

Port Harcourt 

Enugu 

Kaduna 

24 

25 

26 

27 

Kehinde, Taiwo 

McWilliam, John 

Wunch, Jim 

Ekema, Uche 

PAF 

PAF 

USAID 

PROG 

07/03/94 

09/03/94 

1 1/03/94 

1 1/03/94 

Kaduna 

Kaduna 

Maiduguri 

Kaduna - 
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Kaduna 

Abuj a 

Enugu 

Enugu 

Enugu 

MC 

PAF 

PROG 

PROG 

M & E  

Phido, Data 

Aganbi, Ernmanuel 

Azle, Uche 

Ekenna, Uche 

. Kanu, Susan 

- 
14/03/94 

15/03/94 

18/03/94 

22/03/94 

22/03/94 

28 

29 

30 

3 1 

32 



PAF Quarterly Report January - March 1994 

Annex N (b) 

LIST OF PEOPLE EXPEDITED DURING JANUARY - MARCH 1994 

INTERNATIONAL AIRPORT 

I; 
I-: 

1 ; B Gonz:ez 1 iIH 

P Clanc 

C Heaton 

Smo 

M Hall 

C Olson 

H Holmberg 

MSH 

PERSON 

PROG 

MSH 

I I 

I1 

1 B Stephens I PA 
I I 

PROGRAM 
COMPONENT 

M Mulhern 

S Kirmeyer 

PA 

PA 

I1 l6 ( M Marshall I MC 
I I 

I I 

12 

13 

0 Okunnu 

M Newsome 

I 
I J Masters I PAF 
I I 

PROG 

MC 

19 

20 

11 22 I A Steel I MC 

17 

18 

r 

N Stark 

B Burns 

C Church 

J Rimou 

MC 

MSH 

23 

24 

25 

26 

1 28 ( B Burns I MSH 

IEC 

PA 

11 27 

G Dixon 

T Johnson 

D Weeks 

S Krenn 

L Lacey 

PA 

PA 

PAF 

IEC 

PA 

01/16 1 01/20 I Sheraton 
I I 

ACCOMO- 
DATION 

EKO 

DATE OF 
ARRIVAL 

0 1/09 

0 1 102 

0 1 106 

I I 

01/11 1 01/25 ( Sheraton 
I I 

DATE OF 
DEPARTURE 

021 1 1 

01/15 

0 1/25 

01/17 1 02/08 1 AmGH 

EKO 

Sheraton 

01/14 

01/17 

--- 

02/08 

01/17 

01/17 

--- 

AmGH 

01/16 

0 1/28 

02/11 

01/30 

01/30 

AmGH 

EKO 

I I 
0 1/23 

02/06 

01/22 

02/07 1 02/27 I EKO 

EKO 

02/28 

02/28 

0 1/22 

01/18 1 02101 1 EKO 

EKO 

EKO 

02/09 

021 1 1 

EKO 

EKO 

I I 
021 18 EKO 

01/17 

01/30 

01/30 

01/31 

01/31 

02/07 

--- 

02/05 

01/30 

0 1/25 

--- 
Sheraton 

Fed Palace 

02/28 

021 15 

021 15 

02/16 

0211 1 

021 1 1 

0211 1 

Fed Palace 

Sheraton 

Fed Palace 

Fed Palace 
--- 

--- 

--- 
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29 I B Crane I IEC 1 02/23 I 02/18 I Fed Palace 
I I I I I 

30 I M Infante I PPFN 1 02/13 --- I Sheraton 
I I I I 1 

3 1 I D  ole I PA 1 02/13 1 02/17 I Departed 

32 

33 I J McWilliam 1 PA 
I I I I I 

J Daves 

1 02/17 I Residence 

34 

3 8 I M Mulhern I PA 1 03/15 1 03/29 I AmGH 
I I I I I 

35 

36 

3 7 

IEC 

E Holvino 

4 1 I J F~edler I PROG 1 03/24 1 04/27 1 AmGH 

S Klein 

K Klragu 

B Gonzalez 

39 

40 

02/06 

TECH 

PROG 

IEC 

PPFN 

L Heaton 

N Herndon 

42 

02/26 

021 19 

Fed Palace 

03/06 

03/05 

03/13 

PA 

PA 

Note EKO = Eko Merld~en Hotel Sheraton = Sheraton Hotel AmGH = Arnerlcan Guest House Fed Palace = Federal Palace 

C Olson 

03/10 Am GH 

03/25 

03/25 

0313 1 

03/15 

03/17 

PROG 

Am GH 

Am GH 

Sheraton 

03/29 

03/23 

03/26 

AmGH 

---- 

04/24 AmGH 
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Annex V 

REPORT ON THE PROJECT FINANCIAL MANAGEMENT WORKSHOP 

March 28 - 30, 1994 
Kakanfo Inn, Ibadan 
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FINANCIAL MANkGEMENT WORKSHOP 
March 28 - March 30,1994 
PROGRAM OF EVENTS 

I 

-- I DATF~-;~IME - I EVENT -- 
MARCH 20 

I t 1930am I 
I 

Background lnf'orm'il~on 

1 00 p m  Lunch , 

2 UO prn Introducl~on of S y ~ l c n ~  corit~nucs 
3 001m Rcvrcw of tlic tl iv s work 
4 00 pm Close 

8 00 a tn RCVILW or I ' I C V I ~ I I \  d iy work 
8 30 a m  BankJPctfy C;14i Book 

I 110 00 arn I Coffcc Brcnk 
10 30 am Rcconcrl~ation/l~und Rcquccl/ 
11 00 an1 In t rodu~f~on or Casc Study 

b 
Lunch 
Cl5c Sludv 

4 00 pin Clow 

- --- 
FACILITATORS 

Gcorgc Olrgbo 
P ,~r l~~rn , ln l s  

PIO Dacosla 
1'10 D I L O \ I  I 

Hcnry 

Hcnry 
P~o/tIcnry/Gabr~cl/Clcn~cnl 

Clcmcnt 

Hcnrv  

MARCH 30 
8 00 am Rcv~cw c'lrc str~tly Gqbrrcl 
8 30 am RCVICW wcak ar c,is HcnryJPlo 
9 00 am Entcrtam qucsflons ALL 
lJ 30,1m Coflcc Brc ik 
12 00 am Evalualron Ncnty/Plo 
1 0Opm Lunch 
2 001m END OF WOIIKSl 101' 
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NIGERIA CCCD PROJECT 
THE AFRICAN-AMERICAN INSTITUTE(AA1) 

ACCOUNTING PROCEDURES FOR RECIPIENTS OF FUNDS FROM AAI 

INTRODUCTION 

The purpose of th~s accountmg system and procedures IS to help Reclplents 
accountants to mamtam proper bookkeepmg records and generate monthly f~nanc~al 
reports accordlng to generally accepted accountlng prlnc~ples Th~s s~mpl~f~ed manual 
should be used as a reference document by all Recip~ents and NCCCD Kaduna offlce 
accountants, to ensure a standard~zed accountlng practice 

A General 

The accountants of fund rec~plents must ensure adherence to the following 

1 Fmanc~al records must clearly ~nd~cate the use to wh~ch the funds are 
disbursed 

2 All transactions (rece~pts and expendrtures) must be supported by orlgmal 
documents ~nclud~ng, Invoices, payment rece~pts, bank receipts, bank 
statements, etc These documents are to be safely stored and returned w~th 
your returns 

3 lnvo~ces and vouchers support~ng the use of funds should be stamped or 
marked "P A I D" wlth the date of payment and cheque and voucher 
number 

4 Ser~ally (manua1ly)numbered rece~pts and payment vouchers are used Ail 
numbers should be accounted for 

5 Monthly bank reconc~l~at~ons for expenses and income are to be completed 
on a t~mely basls If poss~ble, they should be prepared or at least revlewed 
by a knowledgeable person who does not have access to cash, slgn 
cheques, or record cash transactions 

6 Flnancral records should be rev~ewed monthly by the program d~rector, 
NCCCD State Based Ep~demlolog~st or some other senlor person other than 
the persons who malntam the records 

7 All procurement are to be accomplished by AAI standard procedure and 
must be supported by at least three b~ds 



PAF Quarterly Report January - March 1994 

8 A separate interest-earnmg bank account must be maintamed for all 
NCCCDIAAI funds 

B Control of Cash 

Cash IS one of the most Important project assets, therefore, speclal attention and 
care must be taken when managing project cash The followmg controls should be 
followed to ensure that project cash IS adequately safeguarded 

1 All payments whenever feasible should be made by cheque When this is 
not possible small project expenses should be paid out of petty 
cash(max/mum of NlO,aK)00) If larger purchases or payments are 
necessary and require cash (as opposed to a cheque given to a vendor or 
individual) specific short-term Imprest should be given to a responsible staff 
person This individual w~ll be required to make payment (generally no 
more than two work days) and submit the rece~pts and remaining cash (if 
any) for review and re-deposit 

2 All small purchases (as defined by the project's management and the 
amounts of whch should be based on the usual and customary practice of 
similar organ~zations ) should be made from the petty cash imprest 

3 When cash advances are necessary to carry out project activities, and if 
staffing permits, the person who functions as the cashier should not have 
record-keeping (accounting) responsrbilities other than recording and 
tracking advances made 

4 All NCCCD/AAI project funds will be maintained in a separate interest 
bearing account (if current accounts pay Interest) in the name of the project 
and institution Funds from other sources will not be held in this account 

C Control of Expenses 

All payments made with project funds should be approved by the Project Director 
The State Based Ep~dern~ologist should be aware of all project activities and must 
administratively approve all expenses incurred 

1 Whenever possible the person who approves the payment should not be 
the same person who delivers the payment 

2 Authority for the approval of purchase of goods and services must be 
clearly defined The accountant must ensure that approval is obtained prior 
to ordering goods and services and that all procurement are in accordance 
wtth the project budget 
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D Control of Budgets 

All requests for payment should be rewewed by the project accountant as per 
budget prior to approval Payments, if possible should be recorded so as to allow 
comparison of budget and actual Th~s can be accomplished by mainta~n~ng the Bank and 
Petty Cash Register up to date at all t~me 

E Internal Control 

Internal control is the plan of organizational procedures and records designed to 
safeguard assets and the reliability of fmancial records As In all things, Internal control 
cannot be absolute NCCCD/AAI IS aware that recipients both at a prlmary or at 
secondary locations may not have adequate numbers of staff to assign responsib~l~ty so 
as to totally segregate the tasks In processing transact~ons Nevertheless, every effort 
should be made to asslgn respons~b~l~ties In such a manner that no one ind~vidual, 
including the project manager and Recip~ents staff, control all aspects of a transaction 

Whether the Rec~pients' has an exstmg accountmg system or uses the procedures 
and forms provided by NCCCD/AAI or combination of the two, the account~ng system 
must meet the minimum accountmg and reporting requirements of NCCCD/AAI The 
following accounting system and procedures w~ll sat~sfy those requirements as follows 

1 ensure that the Rec~p~ent approved workplan budget IS not overspent, 

2 provide the necessary information to ldentify advances rece~ved and 
expenditures mcurred by budget line items, 

3 generate timely fmancial reports which Identify and deta~led fmanclal 
transactions, 

4 ensure that accounting entr~es are supported by appropriate 
documentation and can be readily traced to the original entry and vice 
versa 

F ACCOUNTING SCHEDULES AND REPORTS 

The accountmg schedules and reports used In th~s system are shown on the 
following annexes 

ANNEX 1 - BANK AND PErrY CASH REGISTER 
ANNEX 2 - PAYMENT VOUCHER 
ANNEX 3 - BANK RECONCILIATION 
ANNEX 4 - MONTHLY FINANCIAL REPORT 
ANNEX 5 - FUND REQUEST FORM 
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1 BANK AND PETTY CASH REGISTER 

This schedule allows for the follow-up of every transaction of funds rece~ved and 
depos~ted in the bank account opened for the Recip~ents projects, therefore, 
advance and reimbursements of funds received from AAI are entered in this 
register, as well as all expenditures and advances pard by cheque or cash 

Explanation 

Bank Account 

Under the column "Date", enter the date the transactron IS berng 
posted 

Under the column "Cheque Number", enter the cheque number In 
questron for that transaction 

Under the Column "Name of Payee", rndrcate the name of the 
beneficiary or the person/organ~zat~on belng paid 

Under the column "Description ", briefly explain the nature of the 
transactron 

Under the column "Rece~pts " enter all transfer of funds received from 
NCCCD/AAI 

Under the column "Payment" enter all payments made by cheque 

Under the column "Balance" enter the result of the following 
"Begrnnrng Balance plus Receipts minus D~sbursement" 

Petty Cash 

The Petty Cash Portron is filled out in the same way as the Bank Account 
Portion 

Allocation of Expenditures 

The opening amounts for the approved budgets in the drfferent categor~es 
are taken from the Approved Workplan budget of the Recrprents duly 
approved The amounts to be rnd~cated w~ll vary wrth d~fferent Recrprent 
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2 PAYMENT VOUCHER 

Th~s form serves to document all transactions whlch are pald by cheque or cash 
An explanation of thls form 1s as follows 

"PAY TO THE ORDER OF" enter the name of the beneflclary of the 
cheque 

"DESCRIPTION OF THE EXPENDITURE" enter a descrlptlon of the 
Items or the nature of the expenditure ~ncurred 

Under the column "BUDGET LINE ITEM" enter the descrlptlon of the 
budget line affected 

Under the column "AMOUNT NAIRA" enter the corresponding 
amount of that speclflc transactlon 

After "Cheque NUMBER" ~f pald by cheque, enter the number of the 
cheque used to pay for that particular transactlon If paid by cash 
enter "CASH" 

"AFTER PREPARED BY" the accountant enters h ~ s  name under the 
line and s~gns above the h e  wlth date bes~de ~t 

The project manager approves ~t and Inserts the date of approval 

Under the column "DATE" enter the date of the transactlon 

Under the column "VOUCHER NUMBER" enter the number of the 
payment voucher 
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4 BANK RECONCILIATION 

The objectwe of the Bank Reconciliation report is to ver~fy the accuracy of the 
balance of the bank account agamst the Bank Reg~ster balance Th~s report must 
be presented by uslng the same format as shown in Annex 3 

Explanatlon 

a> "BALANCE AS PER BANK STATEMENT" Enter the balance as of the end 
of the month and as per your bank statement 

b) "LESS UN-PRESENTED CHEQUES AND INTERESTS" enter the total of all 
UN-PRESENTED CHEQUES After you verif~ed that those cheques do not appear 
on the bank statement, prepare a l~sting of those cheques and total them and enter 
the total for all those cheques as UN-PRESENTED CHEQUES Subtract them from 

- 

the balance on the bank statement Also the Bank mterests and other cred~ts on - 

the Bank Statement that has not been entered in the Project cashlbank ledger 
should be totalled and subtracted from the new balance 

- 

c) ADD " DEPOSITS IN TRANSIT AND BANK CHARGES " - 
ldent~fy all deposits not entered In the Bank statement Bank charges on the Bank 
statement not ~n the Project books Total all these and add to the new balance ~n - 
"b" 

d) " BALANCE AS PER THE PROJECT CASK BOOKS" is determmed as follows 
a - b + c above Thls balance should be the same as the balance on the BANK 

I 
REGISTER at the end of the month I 

The bank reconc~l~at~on must be verlfled by the project manager for accuracy 

I 
5 MONTHLY FINANCIAL REPORT 

The objectwe of th~s report IS to prov~de monthly summary of advances recewed 
and expend~tures incurred, thus allowmg to determme the cash ava~lable I 
Explanatlon of thls form 

"ONE MONTH PERIOD ENDING" enter the end of the period been reported 1 
"LOCATION" enter the locatlon of organ~zat~on e g Ibadan, Oyo state 

I 
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"Rec~p~ents" Indicate the correct agency 

"Column (a)" enter the amount of budget as contamed In the workplan budget to 
date 

"Column (b)" enter the total amounts that have been prev~ously d~sbursed and 
reported 

"Column (c)" Enter current Expenditure 

"Column (d)" Equal to (Column (a) - Column (b) - Column (c)) 

"Prepared By " Should be the accountant or whoever performs that funct~on 
He/She must slgn In the space prowded with the appropr~ate date 

"Approved By Approval should be done by most senlor person In charge of 
NCCCD actwltles In the Reclp~ents 

RECONCILIATION 
A reconciliation statement should be prepared as indlcated on the form as follows 

"BEGINNING BALANCE" enter the balance shown for the beglnnmg of the 
month 

"ADVANCE RECEIVED THlS MONTH" enter the amount of advance 
recelved from AAI during the month 

"EXPENDITURE THlS MONTH" enter the expenses for the month 

"BALANCE" Balance IS equal to Beginning balance plus(+) advance 
received minus(-) expenditure this month 

"CASH" the port~on of balance In cash 

"BANK the port~on of balance In the bank 

5 FUND REQUEST FORM 
The fund advanced IS a revolving one Once the advance is retired, a fresh one 
may be applled for The Fund request form IS used prlmar~ly for spellrig out the 
amount request w~th regard to spec~fic budget line item 
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To complete th~s form, take the following steps 
-- 

"The per~od Beg~nn~ng" type the month In whlch you are makmg the 
request to start your actlvltles 

"Location" Prmt your location, e g Ibadan, Nsukka, procurement, Ife etc 

"Reclplents" Type your type of organlzatlon 

I 
Under "(a) cash requirements for next three month" fill In your total budget 
for the next three months 

Under "(b) Activlty cash balance on hand" fill In your bank and cash 
- 

balances, I e cash on hand and cash at bank 
- 

Net cash advance request IS the difference between cash request and cash 
on hand 

I 

On the budget llne Items, fill In the estimated expenses per month - 
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FINANCIAL MANAGEMENT WORKSHOP 
IBADAN (MARCH 28 - MARCH 30 1994) 

CASE STUDY 

Your organization recelved an advance of N679,OOO from NCCCD/AAI on the 2"d 
of October, 1993 The amount recewed represents the proposed 3 months budget 
subrn~tted by you and approved by the NCCCD project as contained below 

C E U  
H I S  
E P I  
C D D  
MALARIA 
H/EDUCATION 
M & E  
LOGISTICS 

TOTAL 679,000 00 

Th~s amount was pald In Bank draft (No 09876) In favour of your Organization by 
NCCCD/AAI It was pa~d into your bank account opened separately for the project on 
Oct 5, 1993 

Your cheque book is serially numbered from 1601 Pyment .-- - ,  voucher serialty 
numbered _ _ from 0001 Payment vouchers are prepared for ail expenses 

On the loth of Oct 1993, N20,OW 00 was withdrawn In cash and kept m the cash 
box in the office On the same day, a C E U actwlty took place and N12,500 00 cash was 
expended 

On the 1 2 ~  of October, 1993, Cold Chain equipment was purchased under E P I 
budget for N15,000 00 and was pald for by cheque to CLEMENT & CO On the same 
day, N2,500 00 cash was paid to the technlc~an that ~nstalled the equipments 

On the 15'h October, 1993, another N50,000 was withdrawn from 
the bank and kept In the cash box 

On the 1 8 ~  of October, 1993, Malaria unit veh~cle was repaired The mechanic was 
paid cash N650 00 Spare part of N1,256 00 was ,,urchased to fix the vehrcle from Obl 
& sons Cash was pa~d 
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On the 20'~ of October, 1993, Malarla module was prmted and the vendor paid with 
a cheque for N25,000 00 It was agreed that this amount should be charged to Health 
Education budget 

On the 24th of October 1993, Nutrition workshop took place under CDD budget 
and it cost the project N20,000 00 The amount was taken from the cash box 

On the 28%f October, the H I S un~t organ~zed a workshop to collect data on all 
aspect of ch~ld surwval The workshop costs N25,000 00 Of th~s amount, N10,000 00 
for stationery was pa~d by cheque to JAMES Ltd The remaining N15,000 00 was paid 
cash 

After thls workshop, October account was closed 

On the 2nd of NOV, th H I S unit prints disease surveillance form and pays 
N5,000 00 cash 

On the 1 lth of Nov , 1993, the accountant withdrew another N150,000 00 from the 
bank and put ~t In the petty cash box On the same day the E P I national campargn 
kicked off, the E P 1 manager collected N20,000 00 cash advance to finance the program 
Thrs money was used to pay transportation allowance for part~cipants at the E P I 
campalgn Equally, the CDD spent N20,000 00 In cash on Acute Resp~ratory lnfect~on 
workshop 

On the lzth of NOV, another N35,M)O 00 cash was pald to Radio station to 
broadcast jingles on the E P I campaign 

On the same day, N47,000 00 cash was paid to BCG food services for the group 
lunch of all participants at the E P I campaign 

The CDD program paid N18,000 cash to NGO hotels for the use of the~r hotel for 
the workshop Th~s form part of lodglng for part~cipants and the rema~nder, hall hire 

On the 1 4 ~ ,  H I S unit bought diskettes and computer papers worth N16,789 00 
Cheque payment was made to GAO computers LTD for the purchases 

On the same day, E P 1 vehicle was repaired for N17,000 00 Cheque was given 
to the mechanic 

On the 16" of Nov 1993, the C E U bought equipment valued at N39,000 00 from 
XYZ Ltd The payment was r ade by cheque 
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The VHW meeting took place on the 2oih of Nov 1993 Participants were paid 
cash per diem and transport allowance of N200/person 20 people attended the meeting 

CDD managers meet~ng of all the LGA took place on the 22nd of Nov , N7,850 00 
cash was expended at th~s meeting 

On the 24Ih, the accountant wlthdrew another N50,000 00 from the bank On the 
same day, Nutrition workshop took place In the LGA and total cash expenses amounted 
to N23,000 00 

On the 26'11, the accountant w~thdrew another N50,000 00 from the bank to the 
petty cash Same day, M & E offlclals undertook a tour of all the LGA and SMOH 
activ~tres to ascertain the effectiveness of the actions for two months The tour cost the 
project N56,000 00 They were pa~d cash 

1 Post all the above transact~on mto your banklpetty cash book for the month of 
October and November 

2 Prepare a bank reconc~l~at~on statement for the two month w~th the following 
Informatron 

a The bank balances for the month of October is N584,OOO 00 and November 
is N231,430 00 respectively 

b The check pa~d to the prlnter In October has not been presented as the end 
of the month 

c Bank charges in Nov amount to N4,781 00 

3 Prepare monthly report for the two months 

4 Make request for add~t~onal fundmg for your organlzatlon for the Dec 1993 to Feb 
1994 



PAF Quarterly Report January - March 1994 

EVALUATION QUESTIONNAIRE 

1 Have You attended a workshop of this nature before 7 

YES [7 No 17 

2 Did you Learn any new thing rn the workshop 7 
YES n NO n 

3 Do you think the workshop wrll enhance your productrvity 7 
YES n NO n 

4 Is the tlme allocated for the training enough 7 
YES 0 No 0 

5 How will you rate the facrlltators 
Fair 0 Good Excellent 0 

6 Do they comrnunlcate well enough 7 
YES No 0 

7 W~l l  you recommend thrs workshop to take place again 7 
YES No 0 

8 Do you have suggestrons for improvement 7 
YES 0 NO 0 If yes, state below 

9 What is your general assesrnent of the workshop 
POOR 0 FAIR 0 GOOD n 

VERY GOOD 0 EXCELLENT 0 

DATE 
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Date March 31, 1994 

From Pio Dacosta 
Henry Akinsullre 
Clement Aklnsullre 
Gabriel Olanlran 

George Ollgbo 

Dr Felix Awantang 
Dr Sandy 01 ikutu 
Jean Roy (Ag NCCCD Pro~ect Coordinator) 

Sublect REPORT ON THE PROJECT FINANCIAL MANAGEMENT WORKSHOP 
MARCH 28 - MARCH 30, 1994 

The workshop started on Monday, 28th March, 1994 as scheduled 
The Welcome address was delivered by Joshua Samson, Deputy 
Director, PAF He used the opportunity to inform the particlpants 
of the need for reasonable accounting records Also, he lmplore 
the partlclpants to pay particular attention to the lectures and 
make use of what wlll be learned to improve their productivity 

Twenty-one(21) partlclpants attended the workshop They are 
drawn from the NCCCD focus states and Lgas in the southern part of 
Nlgeria 

After the ~ntroductions, Pio Dacosta gave the participants 
background information to the workshop and introduce them to 
Prolect Financial Management 

Henry Akinsullre later introduced the Financlal system to the 
particlpants. Wlth the manual that has been prepared, he took them 
step by step through the Financial system The whole mornlng 
session was used to discuss the accounting package with question 
been taken from particlpants in between Later in the day, Clement 
Aklnlembola reviewed the days activltles with the partlclpants. 
The revlew was a lively revislt to all the polnts that have earller 
been ralsed Questlons were freely asked and answered wlth 
occasional support from Plo and Henry 

Since the approach to thls workshop was IIACTION TRAINING 
METHODII, the particlpants were divided into four groups at the end 
of the first day The case study was glven to particlpants so they 
could have a pre-knowledge before ~t 1s answered in the workshop 

On the second day, each group tried the case study Because 
~t IS detailed, it took the whole day for them to answer all the 
questlon that arose from the case study 

The third day, the answers were reviewed and the solutlon was 
pro) ected to them through the overhead pro] ector One interesting 
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thing is that the group work is superb, and knowledge gained by the 
participants very high After, the answers to the case study was 

r- 
completed, other questions were entertained and answered The 
workshop ended on schedule with closing remark from Pio Dacosta and 
farewell speeches from other facilitator Dr Hezekiah Adesina the 
NCCCD Ibadan state based Epidemiologist, also make some closlng 
remarks 

The callbre of partlclpants at the workshop was very hlgh and 
they dlsplay very hlgh intellectual ablllty They offered useful 
suggestions that wlll be incorporated Into our next traming 
program 

At the end of the exercise, evaluation questionnaires were 
distributed All of them were completed and analyzed 

Our analysis shows that 62% of the participants has not 
attended a workshop of this nature before as against the 38% that 
have 95% of them learnt something new against 5% that have not 
100% thinks the workshop will enhance their productivity 71% 
agrees that the tlme allocated was adequate while 29% disagree 
86% rated the facilitator excellent whlle 14% rated them Good All 
the participants agreed that the facilitator communicated well 
enough 81% of the participants agreed that the workshop should 
take place again whlle 14% disagrees and 5% abstained 90% 
suggested improvements whlle 10% dld not And finally, 57% rated 
the workshop as excellent whlle 33% rated lt as Very Good, 5% as 
Good and 5% as falr In all, the overall general assessment of the 
participants was that lt was excellently organized and executed 
In fact, most of the participants who clalmed to have attended 
several workshops confirmed that the approach we adopted has been 
the best they have ever seen 

encl 

Program of Events 
Questionnaire 
Case Study 
Manual 
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A A1 
AAO (AAOINIGERIA) 

ABBREVIATIONS AND ACRONYMS 

African-American Institute 
AID Affairs OfficeIN~geria 

AID 
CCCD 

CDC 
co 

EX0 
EXP 
FHS 

FRLC 

I10 
IP 

LGA 
LOC 
LSU 
NCCCD 
NFHS 

NGO 
NXP 
PACD 
PAF Office 
PCU 
PIOIT 
RCO 
REDSOIWCA 
SH A 
SOP(s) 
SRA 
UPS 
US AID 
USIP 

Agency for International ~ e v e l o ~ h e n t  
Combatting Childhood Communicable Diseases Project 

see also NCCCD - successor project 
Centers for Disease Control and Prevent~on 

Contractmg Officer (REDSOIAbldjan) 
see RCO 

Executive Officer (of USAID or Embassy) 
Expendable supplies 

Family Health Services Project 
see also NFHS - successor project 

Federal Reserve Letter of Credit 
same as LOC 

Implementation Order 
Implementing Partner 

same as USIP - U S Implementing Partner 
Local Government Authority 

Letter of Credit 
Logistical Support Unit 

Nigeria Combatting Childhood Communicable Diseases Project 
Nigeria Fam~ly Health Services Project 

Successor to Farn~ly Health Serv~ces Project 
Non-Governmental Organization 

Non-Expendables 
Project Actual Complet~on Date 

Personnel/Admin~stration/Fmance Office 
Programme Coord~nation Unit 

Project Implementation OrderITechnical 
Regional Contracting Officer (REDSOIWCA) 

Regional Economic Development Services Office, West and Central Africa 
Sweet H~ l l  Associates, Inc 

Standard Operating Procedure(s) 
Specific Request for Assistance 

Universal Power Supply 
U S Agency for International Development 

U S Implementing Partner' 

' Included such organizations as AIDSCAP BASICS, CEDPA, CDC, Futures Group, John Snow, Inc 
(Mothercare SEATS, In~tlatwes Projects), Johns Hopkms University (Population Communications Program Quality 
Assurance) Pathfinder International, Wellstart 
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EXECUTJVE SUMMARY 

This report summarizes activities undertaken by the African-American Institute and by 
the Personnel, Administration and Finance Office (PAF) under Contract No 620-0001-C-00- 
8008-00 during the quarters April 1-June 30 and July 1-September 30, 1994 Annex VII 
summarizes home office activities undertaken by Sweet Hill Associates, Inc , AAI's 
subcontractor 

AAI's contract providing for operation of the PAF Office initially was scheduled to 
end June 30, 1994, in March AID announced its intent to request applications for a follow-on 
contract However, in early Aprll a State Department ruling concerning Nigeria's role in 
international drug trafficking caused the "decertification" of Nigeria as a recipient of U S 
foreign assistance funds In order to provide support services to the program during the 
mandated closeout period while seeking a waiver, USAID extended the contract with AAI 
December 1, 1994 Upon obtaining a walver for the child survival, AIDS and family 
planning programs on condition that the programs work only with the N~gerian private 
sector, AID then added program funds to the contract, and, with a modification effective 
September 30, extended the completion date to June 30, 1995 

AAI and its subcontractor Sweet Hill Associates worked with USAID, Family Health 
Services Project and the Nigeria Combatting Childhood Communicable Diseases Project staff 
to develop a plan for the orderly close-out of all project activities, including subcontracts and 
other support to NGOs, local government authorities, quasi-governmental, university, and 
government at all levels In June-July PAF staff planned and carried out an inventory of all 
goods at headquarters and at field sites around the country 

Throughout the period April-September, the PAF prov~de all regular support services 
to USAID and the projects financ~al services ~nclud~ng subcontracts management, facilities 
and motor pool management, expediting of personnel at airports, and personnel and payroll 
services In April, the PAF printed and distributed a new Personnel Policy Handbook to 
include NCCCD personnel In May, the AAI PAF Controller published the first draft of the 
Financial Management Procedures Manual During the political crisis and petrol workers' 
strike in June - August, PAF staff, with assistance from AAIINY, managed to provide fuel to 
keep the USAID and PAF office buildings open and to help personnel get transportation to 
the office 

In August-September, PAF staff worked with the new AID Affairs Officer to gear up 
for a transition per~od in which U S Implementing Partners would assume responsibility for 
technical aspects of project work in Nigeria This included renovation of office facilities and 
assistance in planrung major meetings with U S and Niger~an NGOs At the end of 
September, the PAF was poised to take on its new role as the Logistic Support Unit (LSU), 
with a new scope of work defined under contract Modification 14 
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INTRODUCTION 

The period April 1 - September 30, 1994 began with the decertification of Nigeria as 
a recipient of U S foreign assistance funds, following a State Department ruling concerning 
Nigeria's role in international drug trafficking The President granted a waiver for the child 
survival, AIDS and family planning programs on cond~tion that USAID work only with the 
Nigerian private sector Accordingly USAID was required to review its overall Nigeria 
program and eliminate all contacts and programs with Nigerian federal and local government 
agencies, including universities The resulting program is based on bringing assistance to the 
Nigerian people through collaboration with Nigerian NGOs and U S Implementing Partners 
including Cooperating Agencies and PVOs 

As a result of the decertification, waiver and program re-conceptualization, USAID 
amended AAI's contract for the personnel, administration and finance function three times 
during this six month period Modification 12 (effective June 25) extended the contract to 
December 1, and provided an additional $600,000 for close-out costs Modification 13 
(effective September 12) extended the contract to June 30, 1995, added $89,192 and 
realigned budget line items Modification 14 (effective September 30) redefined the 
functions and scope of the PAF, renaming it the Logistic Support Unit (LSU), and adding 
$3,500,000 Modification 14 eliminated the separate budgetary line item for AAI's 
subcontractor Sweet Hill Associates, Inc , effective November 30 It also required that the 
AAI Finance Manager assume responsibility for all field expenses as LSU Controller, and 
required AAI to obtain Contracting Officer concurrence for any subcontracts over $25,000 

Throughout the six-month period, AAI home office staff worked closely with PAF 
staff and with Sweet Hill Associates on issues related to decertification, the close-out period, 
and various budgetary, pipeline and other details required by REDS0 or USAID in relation 
to the Modifications noted earlier 

An additional challenge to PAF support activities for the USAID program resulted 
from political uncertainties in the country, a nme-week strike by petroleum workers resulted 
in shortages of petrol and diesel fuels PAF staff, with assistance from AAIINew York, 
managed to obtain sufficient fuel to bring key personnel to the office, to enable staff to 
undertake essential travel, and to keep the office buildings open and generators running 

Close-Out Period 

The announcement of decertification led to a period of uncertainty in which the 
Personnel, Administration and Finance Office collaborated with USAID and the FHS and 
NCCCD projects to develop and begin implementing a close-out plan PAF responsibilities 
under the AID mandate to close out the program included preparation of contract 
termination letters and calculation of benefits for FHS, NCCCD and PAF employees, 
according to a scheduled developed with AAO, planning for phasing out of zonal offices and 
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subprojects, continued monitoring of subprojects, and extension of contracts, a project-wide 
inventory up-country and in Lagos, to establish a list of project holdings for submission to 
USAID upon close-out, and planning for closing down all project operations on a phased 
basis 

The Re-defined Program Strategv 

In mid-July, when the waiver of decertification took effect, AAI and PAF staff began 
to work closely with Stephen J Spielman, the new AID Affairs Officer who succeeded 
Eugene Chiavaroli, to provide support under a newly reconfigured country program strategy 
AAI's Finance Manager and PAF finance division staff, in joint visits with FHS project staff, 
continued to mon~tor closely the financ~al status of the 35 subprojects with Nigerian NGOs, 
and to recommend continuation or curtailment of these based on their viability and their 

- 

ability to manage funding, as well as their eligibility under the new strategy - 

At the request of AID, the PAF refurbished parts of the Global House building, 
installing new carpeting throughout Global House and the Annex The PAF also helped AID 
to prepare for a major meeting of Nigerian NGOs and U S Implementing Partners 
(originally scheduled for October, but later rescheduled) This included placing an 
advertisement in local newspapers to invite Nigerian NGOs to indicate their potential 
interests, sending out invitations to potentlal organizations, and investigating possible venues 
for the meetmg including arrangements for hotels and local transportation By September 
30, PAF was poised to assume the redefined functions as the Logistic Support Unit 
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- - -- - - 

QUARTERLY REPORT FOR APRIL - JUNE 1994 

A PAF GENERAL MANAGEMENT 

Throughout the quarter, the PAF Director and staff worked closely with USAID and 
with the FHS and NCCCD projects to develop criteria for project close-out At the same 
tune, USAID prepared to refine the PAF system in the event a waiver should be granted 
Therefore, the outgoing AAO arranged for a review of PAF activities by REDSOIWCA staff 
members Andrew W Plitt, Regional Financial Analyst and Robert Boncy, Regional Project 
Development Officer Key PAF, USAID, NCCCD and FHS staff, as well as the AAI 
Project Manager attended a meeting on May 18 to discuss the outcome with the REDS0 
team The review notes and follow-up recommendations by Mr Plitt, appear as Annex I 
The meeting focused on reporting relationships, information-sharing, cornrnunications and 
limitations of accounting systems in reference to the PAF and PAF support to the NCCCD 
and FHS projects It was noted since the transition period began, PAF has reported directly 
to the AAO rather than to either the FHS or NCCCD projects Project managers however 
felt the need for much more extensive reporting of project operational data than were called 
for in the AAI contract This meeting and other discussions were intended to resolve some 
of these issues 

The PAF and IFHS project issued directives to programlzonal offices to stop all 
activities including project monitoring, and to all subprojects to continue ongoing activities 
but not to embark on new ones AID authorized the PAF to renew a lease on the Annex 
building (30 Adeola Hopewell Street), by charging this to FHSINCCCD budgets on a 64/36 
ratio 

Meanwhile, as these general management concerns were being presented, work 
continued in each of the three functional areas of personnel, administration and finance 

B PERSONNEL DIVISION 

Personnel Pol~cy Handbook After incorporating modifications and corrections from the 
Embassy personnel office, and receiving final AAO approval, in April-May the PAF printed 
and d~stributed copies of the March 1994 Personnel Policy Handbook for all staff 

New salary schedule During May and June, the Embassy reviewed the basic salary for 
the Foreign Service National staff Based on this review, a new FSN salary schedule 
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approved by the Embassy went into effect beginning in June 1994 PAF personnel and 
finance staff made the necessary adjustments to payroll records 

Recruitment PAF staff assisted NCCCD and NFHS with recruitment of a State-Based 
Epidemiologist candidate for KebbiISokoto and for a secretarial position in Osun State 
Following recruitment efforts of the previous quarter, NCCCD staff selected Dr Susan Saba 
for the KebbiISokoto SBE position However, since the AAO's policy on no new hires 
continued to remain in effect because of decertification, PAF informed Ms Saba of her 
selection but that she could not be engaged because of a USAID policy to defer new 
employment PAF also during the quarter assisted in the recruitment of a secretary for the 
RIS office in Osun State 

D~st~nction between core PAF staff and Project staff Discussions held at FHS Heads 
of Division meetings and NCCCD staff meetings during the period reconfirmed that a clear 
distinction was to be made between core PAF staff and Project staff At the USAID Projects 
Senior Staff Meeting held on June loth, the AAO stressed that while PAF was responsible 
for hiring all staff, the management of project staff, including selection and dismissal, was 
the responsibility of NFHS and NCCCD Discussions continued as to whether Project 
support and administrative staff, such as drivers, were to be managed by the individual 
projects or by PAF, as NCCCD had been accustomed to having its own support staff 
Although Modification 11 had made PAF responsible for all administrative activities 
including motor pool for NFHS and NCCCD, USAID, at the request of NCCCD, continued 
to permit NCCCD management of NCCCD project vehicles and drivers 

Staff insurance During this quarter, the PAF Deputy Director, Mr Joshua I Samson, 
processed staff group insurance benefits and reviewed the numbers of staff members who 
would remain on the insurance scheme beyond July 1994 Staff pension contributions to the 
insurance company were also processed 

Impact of decertification on personnel Despite the decertification process, fulltime, 
regular personnel remained stable from April 1 to June 30, with a payroll of 153 including 
43 NCCCD, 36 FHS and 74 PAF employees 

However, because of the decertification, PAF became involved in processing personnel 
changes to take effect July 1 some FHS staff positions were affected as part of the project 
closeout period mandated by the decertification By June 1994, the contracts for all 
temporary FHS staff members (four persons) had been terminated In addition, contracts for 
seven professional FHS staff was also terminated as of July and five FHS staff resigned to 
take on jobs with other organizations PAF paid terminal benefits, including severance, 
pension, and gratuity, to the professional staff members accord~ngly 
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C ADMINISTRATIVE DIVISION 

1 Procurement 

Options for a new Implementation Order system Several options for implementing a 
new I 0 tracking system were considered at the USAID Projects Senior Staff Meeting held 
on June 10, 1994 These included a computerized system based on the anticipated USAID 
LAN system At the June 10th meeting the decision was taken that, effective immediately, 
PAF would prepare a weekly I 0 status report to be submitted at the weekly PAFINCCCD 
project meetings 

Procurement by Sweet Hill Assoc~ates Equipment and supplies procured in this quarter 
included office supplies, computer related equipment, and motor parts Annex I1 provides a 
listing of local procurement undertaken by Sweet Hill Associates The Administrative 
Division also procured uniforms for the NCCCD drivers and stationery for the AID office 

Field inventory As part of the close-out process, PAF staff members drew up a 
schedule for a full project field inventory 

2 Veh~cle Management 

Preventwe maintenance system The PAF Maintenance Officer, Paul Adigwu, reported 
that the preventive maintenance system put in place for the NCCCD vehicles - particularly in 
the northern zone - to be working effectively Arrangements made for engaging the services 
of a mechanical consultant In Kaduna were also working well 

Motor spare parts and broken vehicles Motor spare parts were being handed over to 
the mechanics In Kaduna as per arrangements made by the NCCCD regional office in 
Kaduna The PAF Administrative Manager and SHA Business Director were developing a 
policy for the d~sposal of broken down vehicles During this quarter, no vehicles were 
removed from inventory See Table 1 for a list of vehicle maintenance activlty 
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Table 1 
Vehicle Maintenance Act~v~ty 

April 1 - June 30, 1994 

Date Mamtenance Activlty Description 

Apr~l 13, 1994 General servicing and repair of propeller shaft - vehicle # LA 
7302 TD 

Apr~l 15, 1994 

Apr~l 20, 1994 

April 26, 1994 

May 5 ,  1994 

May 6, 1994 

May 1 1, 1994 

May 26, 1994 I Repair of head lamps - vehicle # 12 FGN 726 
I 

General servicing and repair of trafficators - veh~cle # 12 FGN 
1267 

General servicing and repair of aircond~tioner - vehicle # 
12FGN 1013 

General servicing and repalr of aircond~tioner - vehicle # 12 
FGN 1035 

Repair of a~rcond~tioners - veh~cle # 
12 FGN 726 and 140 CD 89 respectively 

General servlclng and repair of clutch system - veh~cle # 12 
FGN 732 

General servicing - vehicle # 12 FGN 101 1 

May 13, 1994 General servlclng and replacement of wiper blades - vehicle # 12 
FGN 726 

3 Communications 

May 28, 1994 

Maintenance of Internal and External Telecornmun~cat~ons System Routme 
maintenance activities included supervlslon and lnspectlon of the PABX system, lia~son with 
NITEL on direct lines, and collection, reconciliation and payment follow-up of monthly 
telephone bills The Maintenance Officer and Procurement Officer oversee the routine 
mamtenance, wh~le  the PAF Conference Coordinator IS responsible for dealings with NITEL 

Installat~on of water and steering pump 
- vehicle # 12 FGN 756 

Based on the mformation provided by the PAF Malntenance Officer 
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Table 2 
Implementation Problems and Recommended Solutions in Communications 

11 Problem Description I Recommended Solution 

1 Improve routine upkeep of the PABX I system 
Employ a telecommunications techniclan to 
look after the PABX system 

2 Improve relations with NITEL 

3 Regular breach of contract by current 
contractor for PABX pulse 
telecommunications 

I' I 

Based on the information provlded by PAF Conference Cc 

Addit~onal efforts to improve relations with 
NITEL and to encourage technicians to 
come in for routine checkups on all lines 

Engage services of another contractor 

4 Expediting 

Since the PAF assumed responsib~lity for expediting USAID and NCCCD visitors and 
personnel in addition to those of FHS and PAF, PAF expediting activity increased 
significantly both in this and in the previous quarter Between April 1 and June 30, 1994, 
PAF personnel expedited a total of 47 people from the domestic and international airports 
PAF expediters are also responsible for flight confirmations and changes, as well as for mail 
sorting See Annexes 111 and IV for lists of people expedited durlng this quarter 

5 General Maintenance 

Routme Mamtenance Activity As reported by the PAF Maintenance Officer, the 
routine maintenance services provided in this quarter included the following 
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Table 3 
Routme General Maintenance Servlces Performed Durlng Aprll 1 - June 30, 1994 

11 DATE I TYPE OF ROUTINE SERVICE PERFORMED 11 
April 1994 

11 April 1994 I Bi-monthly servicing of all an--conditioners 11 

Servicing of Generator (Global House) 

II April 1994 I BI-monthly cleanlng of carpets 

Annex V provides a more detailed listing of the various maintenance activities undertaken 
between April - June 1994 

I 

The maintenance unit received an average of five requests per week covering various 
services Routine maintenance services such as air-conditioning, carpet cleaning, fumigation, 
etc are handled by the following companies 

Air-Conditioning A 0 EjeteWMultiway 
Generating Set Ugbomor Enterprises 
Carpet Cleaning Weston/Sharpclean 
Fumigation Mean Klinic Lunited 

At the beginning of the quarter, the only service contracts in effect were with Electrohall and 
Rank Xerox, both for the maintenance of the photocopiers 

Request CardIFeedback System The Maintenance Officer reported that the request card 
system put in place earlier in the year as a feedback mechanism was only partially effective 
The system could be unproved if the requesting staff make a point to complete and return the 
feedback forms promptly In addition, it would be useful if the forms were printed in 
triplicate, i e a copy each for the Maintenance Officer, the Administration Manager, and the 
requesting unit 

6 Conferences 

Between April and June 1994, PAF made arrangements for four conferences 
The NCCCD Senior Management Meeting held in early April was organized to help senior 
staff get acquainted with the current issues facing the project, whereas the following three 
NCCCD conferences focused on the New Module on Child Survival (CEU/SMOH In the 
table refers to Contznulng Educatzon Unzts / State Mznzstnes of Health ) 
Details on the conferences appear in Table 4 
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Table 4 
Conference Coordination 

Aprd 1 - June 30, 1994 

I Project 

NCCCD 

NCCCD 

NCCCD 

NCCCD 

Conference Tltle 

Senior Management 
Meeting 

CEUISMOH 
Activity I 

CEUISMOH 
Activity I1 

CEUISMOH 

Conference Date 

April 10 - 14 

May 9 - 14 

May 20 - 28 

June 5 - 11 

Location 

Kakanfo Inn 
Ibadan 

D F'INANCE DIVISION 

# Participants 

20 

A~rport Hotel 
Ikeja 

Airport Hotel 
Ikeja 

Airport Hotel 
Ikeja 

Budget projections for Aprd 1-December 1, 1994 The PAF Fmance Manager and U S 
Project Manager prepared budget project~ons for the close-out period as well as a summary 
of d~sbursements made between February and April 1994 for PAF accounts, and provided 
them to USAID on May 17 

11 

18 

35 

Flnance Management Procedures Manual, use of Monthly Welghted Average The 
PAF contracted with a local consulting firm, Achike Emejulu and Associates, to assist in 
preparing a finance management procedures manual The PAF Finance Manager submitted 
the draft for comment to the new USAID Controller upon her arrival, as well as to AAIINY 
The PAF also contracted with Emejulu and Associates to analyze and prepare schedules of 
Monthly Weighted Averages of currency exchange to be used in PAF accounting to 
AAIINY 

Slgnatorles for the NCCCDIKaduna Account By the first week of May 1994, PAF 
made the necessary arrangements to change signatories on the NCCCDIKaduna office 
account It was agreed at a USAID Projects Senior Staff meeting that Dr Olu Babaniye 
would act as signatory to the account for two months pending the assumption of office by 
Dr James Zmgeser as Techn~cal Officer for NCCCDIKaduna 

PAF to Provlde Project Staff wlth Relevant Fmanclal Information At the USAID 
Projects Senior Staff Meetmg held on June 10, 1994, FHS project staff expressed the need 
for periodic financial information from PAF to asslst in project management Project staff 
pointed out that the budget categories in the current quarterly financial reports prepared by 
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PAF (AAI) for USAID were set up to satisfy contractual and audit needs and not project 
implementation needs Most project staff did not know the actual amount paid for 
commodities and services authorized on an Implementation Order 

Although the AAO, Eugene Chiavaroli, pointed out that the project staff should 
generate the requisite information themselves since it appeared to be a project function, it 
was finally decided that PAF staff would provide project staff with information on actual 
costs incurred on all authorized Implementation Orders, since this would enable project staff 
to monitor project expenditures 

PAF and Project Staff Permtted to Disallow Sub-project Expenditures At the 
AID/PAF/FHS/NCCCD meeting on June 10, it was also decided that PAF and project staff 
could disallow sub-project expenditures Each disallowance is to be properly documented 
Project staff should send a copy of the disallowance to the PAF office It was agreed that 
both PAF and the project staff could independently communicate with the concerned party to 
explain why the costs were disallowed 

Br~efing of USAID Controller After Herminia Pangan, the new USAID Controller, 
arrived in June, the AAI PAF Finance Manager met with her to orient her to the financial 
management system in place 

Delay in PAF Finance Team's Vlslt to StatesiLGAs Scarce fuel and diesel supplies 
resulting from the ongoing NURENG strike forced a postponement of the PAF finance team 
visits to the StatesiLGAs to close out old CCCD bank accounts 

Evaluation/Close-out of Subprojects In combined visits to subprojects, PAF and FHS 
staff visited FHS subprojects to inform them which activities should be suspended, which 
could be carried out up to June 1994, and to establish a budget up to June 1994 Annex V 
prov~des a sample of the form used and an illustrative subproject report 

Financial Reporting For NCCCD PAF assumed financial responsibilities for NCCCD 
beginning in November 1993, from then, PAF worked with NCCCD and USAID 
management to establish mechanisms On June 24th the PAF Finance Manager held 
discussions with the NCCCD Project Manager, Dr Sandy Oleksy-Ojikutu and the NCCCD 
Project Senlor Administrative Officer, Helen Nwabuoku, regarding financial reporting 
requirements of the NCCCD management team Figure 1 provides a list of the agreed-upon 
procedures 
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Flgure 1 

New PAF Flnanclal Reporting and Payment Procedures for NCCCD 

-- - 

A New Financial Reporting Procedures 

PAF would provide four fiscal report items on a monthly basis to the Project 
Manager, Oleksy-Ojikutu and the Project Coordinator, Ms Barbara Maciak The 
four fiscal items are 

Prolect Expend~ture Review (PER) This will contain a list of 33 line items Each 
authorized Implementation Order originating within NCCCD will be coded by the 
project to represent the appropriate line item where the costs should be allocated 

Expanded I 0 Report This indicates the I 0 allocation amounts and the amount 
charged to the project at the time the I 0 is retired 

Sweet Hill Procurement Summary This item will reflect the procurement 
activities undertaken by Sweet Hill Associates on behalf of the NCCCD project 
All procurement payments will be initiated by an appropriately issued I 0 and a 
Procurement Request Form 

Summary Financial Report This monthly report, earlier issued by PAF, will now 
include a contribution from the project personnel The report contains the 
"actual/real" balance of project funds within PAF and NCCCD 

B New Procedures for payment of project related procurement 

1 All or any payments for project related procurement must be initiated by an 
I 0 that has been appropriately issued by the project 

2 A Procurement Request Form will initiate the process of locating vendors and 
collecting bids 

3 PAF will select the vendor based on a rev~ew process 

4 The project initiates the I 0 after PAF provides the project with information 
regarding the vendor selected and the procurement costs 

ource Minutes of the NCCCD staff meeting of June 24 1994 
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E CONTRACT ADMINISTRATION AND AAUNEW YORK ACTIVITIES 

During this quarter, AAI home office staff worked closely with PAF staff and USAID 
to comply with requirements of the decertification process AAI also provided guidance to 
Sweet Hill Associates, AAI subcontractor, on decertification and close-out issues 

The U S Project Manager visited Nigeria for two weeks in May to work with PAF 
staff on development of a close-out plan and espec~ally with the PAF Fmance Manager to 
develop pipeline estimates and a close-out budget for the per~od May 1 - November 30 
During her visit, the PAF director and she met with USAID staff and FHS and NCCCD staff 
to discuss criteria for closing out zones and the AAI-held subcontracts At the same time, 
because USAID staff thought it likely that a waiver might be given for the humanitarian 
program, meetings during her trip focussed on PAF management issues, including the review 
conducted by REDS0 staff The Project Manager had the opportunity to review the 
subcontractor's inventory and fleet management systems It was observed that the new 
computerized system for fleet management was not yet functional because the maintenance 
officer did not have ready access to a computer or the required trainmg on the software, AAI 
home office staff later discussed this matter with the subcontractor 

The PAF Finance Manager and U S Project Manager worked together and with 
AAI/NY Finance Division staff to improve financial reporting to USAID and to further 
develop internal reporting systems between PAF and AAI/NY The Finance Manager 
oriented NY Fmance staff to the Quattro Pro accounting system used in Nigeria, and worked 
with AAI/NY to convert currency exchange from a First In - First Out system to a Monthly 
Weighted Average system The PAF Finance Manager and U S Project Manager also 
visited the home office of Sweet Hill Associates to review financial management practices 
and to discuss use of the Monthly Weighted Average currency exchange accounting method 

F SUBCONTRACTOR HOME OFFICE ACTIVITIES 

See Annex VII for the report of Sweet Hill Associates home office activities for the 
period April 1 - September 30, 1994 Activ~ties of SHA field staff are reported within the 
body of the reports for the two quarters 
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ACTIVITY REPORT FOR THE QUARTER JULY - SEPTEMBER 1994 

A GENERAL MANAGEMENT ISSUES 

The quarter July - September 1994 began a new period of transition and adjustment for 
the PAF and its role in the USAID program The waiver to continue the USAID program was 
made offic~al in July 1994 

After a two-week overlap w~ th  Eugene Chlavaroli, Stephen J Spielman assumed 
responsibility as AID Affairs Officer for Nigeria, thus completing a mission team comprising a 
new Program Officer, Slurley Erves, who arrived in May, the new Controller, who arrived in 
June, and a new Executive Officer, Yves Kore Over the period July - September, the PAF 
D~rector and other PAF staff worked with the new USAID team to facil~tate changes to project 
operations Under Work Orders from USAID, AAI continued to provide financial support to 
subcontracts with NGOs Admimstratively, the PAF imtially reported to the new Executive 
Officer, through the AAOIN assumed direct oversight of PAF on a temporary basis that 
remains in effect 

By the end of t h s  quarter, the USAID program was almost fully restructured to 
eliminate operatlons w ~ t h  State Ministries of Health, Resource Intensification States, Local 
Government Authorities, and quasi-governmental institutions The PAF assisted upon request 
with the administrative and financial phase-out of these activities 

Modification 12 had provided only sufficient funds for close-out of the project, when 
the walver became official and USAID determined to continue certain subproject operations, 
there was a temporary shortage of funds to meet outstandmg reimbursements to sub-projects 
The PAF Finance Division worked with USAID to revlew funds available m subproject bank 
accounts USAID subsequently shfted the AAI project budget h e  items and added $89,192 
through Modification 13 to enable the PAF to continue to support subproject operations 

B PERSONNEL 

Death of a PAF' staff member - Mr Goodluck Mordi, PAF Transport Officer, died 
unexpectedly on September 7, 1994 PAF staff and all hls other colleagues grieved the loss of 
a longt~me staff member The PAF subsequently assisted h ~ s  family in obtaimng the death 
benefits due 

Personnel Status For July, August & September See Table 1 
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Table 1 
Personnel Status On AAI Payroll 

July 1994 - September 1994 

Resignation Ms Cheryl Ifode, transportation assistant, resigned from her position with 
PAF shortly after she was transferred from NCCCD, to work with the Embassy 

July 

August 

September 

Recru~tment PAF staff assisted USAID in recruiting a Project Manager (AIDSCAP) for 
the AID Project Management Team and NCCCD in recruiting a State-Based Epidemiologist 
for the SokotoIKebbi Zone 

Contract renewals Upon instruction from NFHS and USAID, the PAF renewed 
employment contracts for NFHS and PAF staff in September, grantmg a two month 
extension until November 30 to all staff members 

C ADMINISTRATIVE DIVISION 

PAF 

1 Procurement 

A A1 

26 

26 

26 

Closeout inventory The PAF Storekeeper, assisted by a member of the Finance Division 
staff, conducted a full inventory of USAID equipment and project material in PAFINCCCD 
zonal offices, FOCUS, SMOH and local government areas between June 26 and June 29 
The mventory was undertaken to (a) review the status of project related equipment and 
other mater~als in all FHSINCCCD project sites, and (b) complete the annual inventory 
check and condition assessment of project equipment See Annex VIII for a detailed closeout - 

inventory report, which PAF prov~ded to USAID 

NCCCD 

47 

42 

40 

SHA 

46 

46 

45 

FHS 

Ass~stance to AID At the request of USAID, PAF staff worked with USAID to mspect 
Africare Equipment supplied to PPFN at the Oshodi Warehouse and presented a written 
report to AID I 

A A1 

20 

20 

20 

Monthly Stores Check Between August 9 - 13, the Storekeeper made a physical check of 
all store items to assess their condition and check the stock balance at the end of the month 
By August 17th, a summary inventory reconciliation report was completed 

SHA 

6 

6 

7 
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Procurement by Sweet Hlll Associates On July 1, September 1 and September 7, the 
PAF received shipments from SHA of project materials for FHS, PAF, AIDSCAP and PSI 
These were duly inspected and dispatched to the concerned projects Annex IX provides a 
list of local procurement activities undertaken by Sweet Hdl Associates between July and 
September 

Computerlzed Inventory Monltormg System To increase efficiency, a computerized 
inventory monitoring system was developed by PAF officers Adeola Delalu and Lukmon 
Kalejalye The system was developed usmg d-Base software 

The following table highlights the problems currently faced by the project in the area 
of storage and inventory control Based on this quarter's experiences, a solution is also 
recommended 

Table 2 
Storage and Inventory 

Implementation Problems and Recommended SoIutlons 

Problem Description 

1 Inadequate Inventory Records At 
NCCCD Project S~tes 

Durlng the closeout inventory exerclse 
carried out in July 1994, it was observed 
that no adequate Inventory records existed 
at NCCCD project sites 

(1 2 Inadequate Storage Facilit~es 

Current storage facilities at the PAF office 
in Lagos are inadequate for the volume of 

Based on information provided by the PAF Storekeeper 

Recommended Solution 

The recording system developed and 
handed over to all SBEs and focal states 
should be rigorously implemented and 
monltored more closely 

- - 

Larger storage space should be acqulred 

2 Veh~cle Management 

FHS Vehlcles Llst The PAF compiled a list of FHS and NCCCD project veh~cles during 
this quarter, circulating it at the HOD meeting held on August 8, 1994 and later at the 
NCCCDIPAF weekly management meeting held on September 23, 1994 A status review of 
the vehicle llsts revealed that only eight FHS project vehicles were currently functional 
Most of the Cherokee Jeeps had been vandalized at the wharf and an order placed for spare 
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parts It was suggested that, in future, if such vehicles are to be purchased they should be 
shipped in containers In addition, it was decided that a letter should be sent to the Ministry 
of Health, Niger state, stating that FHS will retrieve the project vehicles there 

Non-functronal NCCCD Vehlcles The Administrative Manager, Esther Daudu, on 
behalf of SHA Business Manager, Taiwo Kehinde, submitted a written report on broken 
down NCCCD vehicles on September 19, 1994 

Vehicle Maintenance Between July - September 1994 Table 3 on the following page 
gives a detailed maintenance report by date and maintenance descr~ption 

3 Expediting 

The number of people expedited dropped during the quarter July 1 - September 30, 
reflecting the redesign of the USAID program as well as the fuel crisis PAF staff expedited 
eleven people from the domestic airport and 26 people from the international airport 
Annexes X and XI for a detailed list of people expedited during this quarter 
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Table 3 
Vehicle Malntenance Activity 
July 1 - September 30, 1994 

Date 

July 19, 1994 

July 19, 1994 

July 22, 1994 

August 08, 1994 

August 1 1, 1994 

August 18, 1994 

August 18, 1994 

August 18, 1994 

Maintenance Activity Description 

General servicing and engine repair- vehicle # 140 CD 195 

General servicing - vehicle # 140 CD 89 

Changed wheel and axle bearings- vehicle # 12 FGN 1253 

General servicing and engine repair- vehicle # 140 CD 105 

Purchased clutch cable - vehicle # 12 FGN 732 

General repairs - vehicle # 12 FGN 757 

General servicing and repair - vehicle # 140 CD 89 

General servicing and fuel tank wash- vehlcle # 140 CD 80 

11 August 22, 1994 I Towing charges - vehicle # LA 7302 TD 
I August 18, 1994 

August 23, 1994 

August 25, 1994 

August 26, 1994 

Servicing and repair - vehicle # 12 FGN 103 

General service, body work, repair-vehicle # 12 FGN 754 

Towing charges - vehicle # 12 FGN 681 

Purchased steering rack - vehicle # 12 FGN 681 

I 
September, 1994 

September, 1994 

September, 1994 

General servicing - vehicle # 12 FGN 1028 

General service and brake repair - vehicle # 12 FGN 1025 

September, 1994 

September, 1994 

September, 1994 

11 September, 1994 

- - - -  

General service and brake repalr - vehicle # 12 FGN 1035 

General service, brake repair, fuel installation - vehicle # 
12 FGN 1263 

General service, fuel system repalr- vehicle # 12 FGN 1039 

Repair of transrmsslon - veh~cle # 12 FGN 756 

I September, 1994 I Change of power steering pump - vehicle # 12 FGN 101 1 
I 

Repan gear and brake systems - vehicle # LA 7302 TD 

I Service and reDair of steering rack - vehicle # 12 FGN 755 September, 1994 

September, 1994 I Fabrication of power steering hose- vehicle # 12 FGN 101 1 
Based on the information prowded by the PAF Malntenance Officer Paul Ad~gwu 
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4 General Maintenance 

Service Contracts As in the previous quarter, the maintenance contract with Rank Xerox 
and Electrohall for photocopiers continued to be the only service contract in effect 

Routme Malntenance Serv~ces 
- 

Table 4 
Routine General Malntenance Services Performed 

July 1 - September 31, 1994 

DATE 

- 

lr August 25, 1994 1 Bi-monthly servicing of all air-conditioners 

TYPE O F  ROUTINE SERVICE PERFORMED 

July 12, 1994 

August 25, 1994 

Routine service and clearing of fuel system 

Carpet cleaning (annex office) 

At the request of the new AAO, PAF undertook a program of significant upgrading in Global 
House, in addition to overseeing routine repairs and maintenance Annex XI1 provides a 
more detailed list of maintenance activities undertaken between July 1 and September 30, 
1994 

July 12, 1994 

5 Conferences 

Pest control 

Under the supervision of PAF Conference Coordinator, Yinka Agbaje, the PAF assisted with 
planning of three conferences Details are provided in Table 5 In addition, the PAF 
provided assistance to USAID in malung arrangements for a major meeting w ~ t h  international 
participants originally scheduled for October By the end of the quarter, USAID decided to 
postpone the conference and instead to hold two smaller ones 

Based on the mformation provided by PAF Malntenance Officer 
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Table 5 
Conference Coordination 

July 1 - September 30, 1994 
-- - 

Project 

NCCCD 

# Participants 

USAID 

STOPAIDS 

D FINANCE DIVISION 

Conference Title 

SBE Meeting 

On September 16, 1994, the Central Bank of Nigeria published revised guidelines for 

Based on the information provided by the PAF Conference Coordinator 

Cairo ICPD 1994 
Delegates 

Update Sessions 

domiciliary accounts A copy appears as Annex XI11 

Conference 
Dates 

Aug 23 - Sept 9 
1994 

CloseoutIEvaluat~on of Subprojects At the request of the FHS Project Admmistrator, 
the PAF Finance Manager collaborated in developing financial management indrcators to be 
included in the evaluation of subprojects, prellrnrnary to field review of these projects 

Location 

Global House1 
Eko Meridien 

September 1994 
1994 

Sept 20 - 23 
1994 

PAF Quarterly Financial Report, Plpeline Analysis and Reconcihation of Funds 
transferred from NY to Lagos The PAF Finance Manager, Pio Dacosta, submitted the 
quarterly report to USAID on Tuesday, July 19, 1994 He collaborated with the US Project 
Manager to prepare a pipeline analysis and a reconciliation of funds transferred from 
AAIINY to Lagos and drawn down from the FRLC for the period April 1993 - June 1994 

Logistics Ltd 

Global House 

Report By PAF Finance Manager on Trip to New York Mr Dacosta reported to 
USAID, FHS and NCCCD on his trip to AAI headquarters in New York, which focused on 
reconciling AAIINY and AAIlLagos accounting methods During the trip, the AAI Finance 
Division agreed to adopt the "monthly weighted average" system of accounting for currency 
exchange that was proposed by the PAF Controller, it was further agreed that PAF finance 
reports to USAID would be prepared in Lagos The PAF Finance Manager also 
demonstrated the Quattro Pro software used in Lagos for project accounting He and the 
U S Project Manager briefed AAI's new Chief Finance Officer on project operations 

PAF to Handle SBE Expenditure Reports Beginning this quarter, the weekly SBE 
expenditure reports, which had been maintamed by NCCCD staff, will be maintained by 
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PAF staff PAF will submit these reports to NCCCDIAID at each weekly PAFINCCCD 
meeting 

Closeout of CCCD Accounts In a cooperative effort between CCCD and PAF staff, 
most of the old CCCD bank accounts for the StatesILGAs were closed by the end of 
September 1994 A few remained active due to technical reasons Receipts and drafts for 
the accounts closed were collected by PAF Flnance Officer Henry Akinsulire and Finance 
Assistant Clement Akinlembola 

Outstanding Travel Vouchers After a series of efforts made by the PAF finance 
division, a number of outstanding travel advances against the CCCDICDC project were 
collected At the July 11, 1994 NCCCD meeting, the CDC Senior Administrative Officer 
advised the PAF to deduct the remaining outstanding amounts from the July 1994 salary of 
the staff concerned 

E CONTRACT ADMINISTRATION AND AAI/NEW YORK ACTIVITIES 

AAI New York staff developed the agenda for a visit by the AAI PAF Finance 
Manager, which took place from June 27 to July 15th The purpose of the visit was to work 
with the U S Project Manager and AAI/New York Finance staff in refining the existlng 
financial reporting system and to ensure that PAF field and home office systems are attuned 
with each other 

The U S Project Manager and the Finance Manager analyzed USAIDINigena needs 
for financial reporting, and proposed a system for providing timely reports and pipeline 
analyses Its timing gave an opportunity for the Finance Manager to meet with AAI's new 
Chief Financial Officer, Alfred J Viscido, who joined AAI in June 1994 AAIINY staff and 
the PAF Finance Manager worked to reconcile the FRLC draw-down for the project in - 

relation to transfers to Nigeria 

During this quarter, AAI home office staff reviewed and signed Modifications 13 and 
14 to the contract AAI staff also prepared a pipeline estimate and budget for the period 
October 1, 1994 to June 30, 1995, coordinating the development of these with Sweet Hill 
Associates and with the PAF Finance Manager 

In order to help PAF provide servlces to the USAID project during the fuel crisis 
noted above, the AAI Vice President for Programs contacted Mr William Edmun, Managing 
Director of Chevron Nigeria, in llght of Chevron's long support of the Inst~tute's work 
Africa-wide Chevron provided access to a local distributor, which enabled PAF to get fuel 
deliveries through the strike This enabled PAF to keep project vehicles operating and to 
provide fuel rations fuel ratlons to project staff for transportation between home and work, so 
that PAF and USAID could keep functioning 
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As political and social unrest appeared possible in Nigeria during the fuel crisis and 
related strikes, the U S Project Manager developed guidelines for a security plan for PAF 
staff to expand upon 

F SUBCONTRACTOR HOME OFFICE ACTIVITIES See Annex VII for the report 
of Sweet Hill Associates, Inc home office activities for the period April 1 - September 30, 
1994 Activities of SHA field staff are reported w~thin the body of the reports for the two 
quarters 
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ANNEX I 
REVIEW OF PAF ACTIVITIES BY REDSOIWCA STAFF 

m m .  
' btm~ Andrew W. Plltt, R c g i o d  Rna~c~d ~ d y d  

4) WS and NCCM) project managers!adlninisz~\otf are lo dwdg a l h n g  of' prof& 
operational data that they would hke D rectlvr! from rhc PAF CHI a monlldylquarterly 
~ R S I S  (as speclfkd). Oi~ratlonaS d a ~  nughl Inclt~dc hfonnation ruch w sblrrtlcr on 
~ I I C I C  ulllizatl~n and rep;itrs, rnvenIoty ~f prqcct c o m n d ~ t ~ c d c q u l p ~ t  RI  regond 
(SBE or NS) o f i w ,  Thc PAI; admlnwativc d f r w t  wjll aUtrupl lu dtvdbp R 
sys[cm for rcporUng the dcslrcd data to pm~ect mmjitmenr w h h h  the rcqucrlr?rl Lirr)c 
Wunc, subjwt to kchn\m1 and manpwer cautrainls Limlwt~ons cwr rhc cullwlm ar~I 
r e p n h g  ofthe rcqucsId dam MI1 be di~curscd and rcsolvad w~lh  USAln atd projed 

- mawcrs. 
22 
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PAF Services Meeting 
AID Af fa~rs OffrceINigerta 

May 18, 1994 

For Discuss~on 

- PAF is separate enterprise which must have its own internal reporting 
structure 

- PAF must be service-oriented, raison d'etre IS to  provide highest posstble 
qualtty of service to NCCCD and FHS, therefore, PAF must be ultimately 
responsible to AAO and project personnel 

- AAO and PAF need to clarify the formal reporting relat~onship (who at PAF 
reports to who at AAOI and establish informal, cordial lateral relationsh~ps 

- When there are matters of disagreement In the lateral relationsh~ps (e g 
project admin~strator and PAF Director of Adm~nistration), differences should 
be resolved through the formal relationship 

- PAF and project personnel should be more open in the information shared 
between one another 

- Sub-project and field office work plans and budgets should be furnished t o  
PAF management to  improve their understanding of the projects they are 
servicing 

- Project administrators and managers should be furnished with financtal and 
operational information so they remain mformed of utilizat~on status of the 
project resources they are managing 

- Project administrators and managers need to  formally establish the type of 
information (both financ~al and operational) they require on a routine bas~s 
so that the PAF can take appropriate measures to provide it (this may need 
to  be negotiated through the AAO and restricted by technical l~mitations) 

- Non-routine requests to the PAF for f~nancial/operational mformation should 
be made formally (memorandum through HPN officer] ~f they require labor- 
intensive activity, however, most minor requests should be dealt on an 
informal basis 

24 
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Cornrnunrcatlon 

Lrne of communlcatlons must remaln open, frequent meetings between 
project and PAF personnel 

Project personnel should document areas of d~ssat~sfactron wrth PAF 
services and formally comrnunlcate these problems to PAF 

PAF should be receptive to documented cases of poor servrce and should 
formally respond, advrslng AAO and project managers of how  PAF wrll 
address the c~ ted  lnadequac~es 

AAO and project personnel must permlt a reasonable amount of trme for 
PAF to resolve rnadequac~es 

PAF and project personnel should always commun~cate why an answer IS 
"no" rather than leav~ng ~t unexplained 

Other 

Account~ng System L ~ m ~ t a t ~ o n s  
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ANNEX I1 
REPORT BY SHA ON PROCUREMENT ACTIVITY 

PREPARED BY KEHINDE ABORISHADC 
DATE 0 7-NOV-94 
SWEET H I L L  ASSOCIATES INC 
30 ADCOLA NOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

Master Transaction Table 

Dare 

START DEL 
26- A pr-94 
26- A pr-94 
29 Apr-94 

05 Apr 94 
05-Apr 94 
06-Apr 94 
12 Apr 94 
14 Apr-94 
I4 Apr 94 
14 Apr 94 
14 Apr-94 
14 Apr 94 
I4  Apr 94 
14 Apr-94 

Vouclrer NCCCG 

A I D S G  

NCCCD 
FHS 
FHS 

FHS 
T H S  
FHS 
FHS 
USAID 
USAID 
USAID 
USA ID 
USAID 
USAID 
NCCCD 

Retrre 
Advance 

Cl~cqrie 
Number 

62704 
62112 
6271 7 

75697 
75696 
47708 
47723 
47729 
47770 
47711 
47728 
47726 
47727 
47779 

Name o f  Payee 
or Payor r f Recerpt 

Sagrtainis Lid 
The nterchant Products 
Obalowu Alabi 

A C Oka for 
Artrroluwap water supply 
Petty Caslr Expences 
AnriOkiwapo wafer sriply 
Sey Anrnlasaun 
Rank Xerox Nlg Dd 
Ciecrro hall 
Ruth Edward Ent 
Ade OIohr 
AINA Andrew Cnt 
T I A  Taylorm Services 

Ma~nfenance o f  computers 
Repair of computers 
Marnt o f  vehrcles 

Supply of wall fan 
Water supply 
Water supply 
Supply of wafer 
Supply of slafror~enes 
Supply of  stalronenes 
Supply of  datrorlenes 
Supply of  statronenes 
Supply of  ~o~lefories 
Supply of starionenes 
Supply of dnvers uni form 

Detarl 
Code 

Amount 
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PREPARED BY KCHINDE ABORISHADE 
DATE 03 Nov 94 
SWEET HILL ASSOCIATES INC 
?O ADEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

W R  APRIL 1994 
Masfer Transaction Table 

Dale 

;TART BCL 
14 Apt 94 
14 Apt 94 
14 Apr 94 
I4 Apr 94 
15 Apr 94 
18 Apr 94 
19 Apt 94 
19-Apr 94 
19 Apr 94 
21 Apr 94 
22 Apr 94 
22- Apt 94 
26 Apr 94 
26 Apt 94 
26 Apt 94 
29 Apr 94 
29 Apr 94 

NCCCD 
rrrs 
USAID 
THS 
rm 
r m  
rirs 
FHS 
NCCCD 
NCPCA 
THS 
NCPEA 
FHS 
NCPEA 
FHS 
THS 
NCWS 

Name of Payee 
or Payor t f  Recelpt 

- - -  

SCOA Nlg Ud 
Serr fara Nrg Lld 
Moderri Drrsrness Od 
Iinmrs N J ~  Ud 
Pefty Caslr Expences 
Anu 0 1 i r  (e Sons Ltd 
Segrc n Ogtcnkonlatya 
Clecfro Hall 
Emntan Oluktrttle En( 
Resorrcery U d  
SENA Enterprises 
Cstlter Dartdu(NCPCA) 
Ade Cnf 
Chase Resource Nlg Lld 
Srtcces technology 
Modern BUSINCS Mach 
Electro Hall 

Supply of firrnrtures 
Sr~pply of  sl~elves 
SJJ pply of  sor~srrmables 
supply of  baffreies 
Supply o f  warer 
srcpply of  wafer 
Purchase of dtesel oil 
Purclrase of  coper(Annex) 
Supply o f  frmtrtures 
Srrpply of  corn pal fer sef 
Supply of diesel or1 
supply of  Fax machine 
Water supply 
Supply of  Lmser Jet Maclt 
Supply of  parntrng exhtbtfron 
Supply o f  felepltone set 
Supply o f  copter macltine 

Detarl I Amount 
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PREPARED BY KEHINDE ABORISHADE 

BANK JOURNAL FOR T H E  MONTH O r  MAP 1994 
ACOUNT # 015761401 7 
DATE 03  Nov 94 
SWEET H I L L  ASSOCIATES INC 
70 ADEOLA IfOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA  

Master Transaclrorr Table 

Date 

12 May 94 
13 May 94 
I6 May94  
16-May94 
26-May94 
31-May94 
31-May 94 
71-May-94 
71-May94 
71- May-94 
71- May94  
71 May94  
?]-May- 94 
71-May94 
?I- May-94 

NCCCL 
FIfS 
PSI 

AIDSC.' 

I'IIS 
r 11s 
FHS 
FHS 
FHS 
FHS 
r HS 
FHS 
FHS 
FIIS 
THS 
FHS 
FIfS 
FHS 
FHS 

Descn PI ton 

77957 
7795 7 
77954 
77955 
77971 

Prtttt of personnel Itandbook 
Local lransprtatron 
Car lure semces 
Car ltrre semces 
Local fransporlafion 
Bank cltarges 
Bank cltarges 
Bank cltarges 
Bank charges 
Bank cltarges 
Bunk cltarges 
Bank cltarges 
Bank cliarges 
Bank cltarges 
Bank cltarges 

Sonl Agbeyegbe Ent 
Petty Caslt Expenres 
V A Aslttbttogwu 
Bngltt Ade & Sons Ltd 
Petty CasIr 
N I B  
NIB  
NIB  
NIB  
NIB  
NIB  
NIB 
N I B  
N I B  
N I B  

De~arl 
Code 

Amount 
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PREPARED BY KCHINDE ABORISHADE 

BANK JOURNAL TOR T H C  MONTH Or M A P  1994 
ACOUNT # 015?614017 
DATE 0 7 Nov 94 
SWEET H I L L  ASSOCIATES INC 
70 ADEOLA HOPCWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

Masfer Transacfron Table 

Dafe 

10 May94 
11 May 94 
12 May 94 
12 May94 
I 7 May 94 
11 May 94 
11 May94 
16 May 94 
16 May94 
17 May94 
17 May 94 
19 May94 
19 May94 
19 May94 
19 May 94 

Voucher 
Number 

PV09 
PVIO 
PV12 
AD 
PV17 
PV 16 
PV77 
PV42 
PV48 
PVdl 
PV60 
PV70 
PV77 
PV71 
PV69 

NCCCD 
FIIS 
PSI 

AIDSCA 

FHS 
FHS 
AIDSCA 
FHS 
FHS 
FHS 
FHS 
FHS 
THS 
FHS 
FHS 
NCCCD 
NCPEA 
FHS 
NCCCD 

Cl~eqrte 
Number 

Narrle o f  Payee 
or Payor i f  Receipt 

A Ade 
Arshaf Abubakar 
Electro Hall 
Entmanuel Aganbr 
Petty Cash Expences 
Ernrnartrtel Aganmbr 
Munfala Amusat 
Mordern business 
Ade R Sons 
Ymka  Agbaje 
Denma Corr~munrcatrons 
Sortnas (e Co 
PERABEAM 
Ade Wafers 
Kola Ajrbola Ntg Ent 

Supply of  wafer 
Purcltase of  f yres 
Supply o f  Copter (AIDSCAI 
Purclzase o f  trans f ornter 
Wafer supply 
supply o f  consumables 
Purchase of  dresel 
supply o f  prmter cable 
supply o f  wafer 
Telephone cable 
supply of  satelrte cable 
Pnntrng of  Healdr books 
Supply o f  furnrtures 
Supply o f water 
Supply o f  shoes 

Detail 
Code 
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PREPARED BY KCHINDE ABORISHADE 

RANK JOURNAL TOR THC MONTH OF MAY 1994 
ACOUNT # 015761401? 
DATE 07 Now94 
SWEET HILL ASSOCIATES INC 
30 ADCOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

Master Transactior~ Table 

Date 

26 May94 
27- May94 

05 May 94 
05-May94 
05- May94 

04 May 94 
10-May 94 
12 May-94 
I ?  Map94 
17- May-94 
17- May-94 

Vorcclrer 
Number 

k-. 

PV85 
PV92 

PV04 
PVO 7 
PV05 

AD1268 
AD1271 
PVl6 
PV17 
PV59 
PV64 

NCCCD 
T H S  
PSI 

AIDSCA 

FHS 
FHS 

r m  
THS 
FHS 

FHS 
FHS 
FHS 
fHS  
FHS 
NCCCD 

Name of Payee 
or Payor ~f Recerpt 

Petty Casir 
Ade Water 

Clrns Ogendegbe 
Clzns Ogendegbe 
Cirrrs Ogendegbe 

Krinle Oki 
Kunle Oki 
Servlnist Ltd 
Petty Cash Expences 
DNL 
Umarco Nrg PLC 

Desc n @ion 

Supply of water 
Supply o f  wafer 

Mrd term Cvahcat~on 
Mrd term Evaluation 
Mid term Evaluation 

crrstont\cleanrig chyarges 
Clearrng charges custom 
Security semces 
Others(c1eanng charges) 
Comer servzces 
Cttstomlclearrng charges 

Detarl 
Code 

Amount 
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PREPARED BY KEHINDE 
DATE 04 Nov 94 
SWEET H I L L  ASSOCIATES INC 
10 ADEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

TOR J U N h  I994 
Masrer Transactton Table 

Date 

28 Jun-94 
29 Jun-94 
29 Jun-94 
29 Jun 94 
29 Jun-94 

01 Jun 94 
01 Jun-94 
01 Jut1 94 
03 Jun 94 
06 Jun-94 
07 Jun 94 
07-Jun 94 
07- Jun-94 
09-Jun-94 

Cltequ 
Numb 

Vouclter 
Number 

4 5  

PV3422 
PV 7 328 
PV3330 
PV7341 
PV3334 

PV1011 
PV 7015 
PV ZOO8 
PV3021 
PV 3024 
PV3025 
PV7023 
PV7026 
PV3032 

or Payor rf Recerpt 
NCC 
FHS 
PSI 

AID! 

NCC 
NCC 
NCC 
NCC 
USA1 

NCC 
FHS 
FHS 
FHS 
FHS 
FHS 
FHS 
FHS 
NCC 

Lawsrrn Mecharrrc mom Reparr o f ve/ucle(Enugu) 
M I Adeolo Repaw o f  velttcle 
M I Adeojo Reparr o f  velrrcle 
Tunde Onabanwo Reparr o f veltrcle 
A0 Eleteh & Sons Reparr o f AC 

Post Mordern Artrst 
Zonedic Nrg Ltd 
Ade Water supply 
Ade & Sons 
Ade & Sons 
Segun Ogunkornaya 
Jrmms Nrg Ltd 
Segun Ogunkornaya 
S Are Ola jrde 

supply o f  vest to dnvers 
Supply o f  fax paper 
Supply o f  water 
Supply o f  water 
Supply o f  Water 
Purcltase o f  diesel oil 
Supply o f  batteries 
Purchase o f  dresel or1 
Supply o f  sltoes to dnvers 

Budget 1 Amount 
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PREPARED BY KEHINDE 
DATE 04-NOV-94 
SWEET HILL  ASSOCIATES INC 
70 ADEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

FOR JUNE I994 
Master Transactron Table 

1 Dare 1 Vouclier 

10 Jun 94 
10-Jun 94 
10-Jun 94 
I 7Jun  94 
I 7 Jun-94 
14 Jun-94 
16-Jun 94 
16 Jun 94 
17 Jun 94 
20 Jun 94 
22 Jun 94 
22-Jun 94 
29 Jun 94 
29 Jun 94 
29 Jun-94 
70 Jun 94 
70-Jun 94 

- 
NCC 
FHS 
PSI 

AID! - 

FUS 
THS  
THS 
FHS 
r H s  
I- HS 
FIIS 
FIIS 
FHS 
FHS 
fHS  
FHS 
FHS 
FHS 
FIIS 
NCC 
FHS 

- 
Cllequ 
Numb 

- 
77989 
77987 
77992 
77994 
77996 
77997 
77998 
77999 
78000 
78001 
78002 
78007 
78004 
78005 
78006 
78007 
78008 

Name of Payee 
or Payor r f Recetpt 

Ade (G Sons 
Paul Adqwu 
Ade & Sons 
Ade & Sons 
Petty Cash Account 
Paul Adr gwu 
Ade Water 
Ade Water 
Folawrjo Kasuniu 
Ade R Sons 
Boldor Busmess bureau 
Ade Rr Sons 
A A D E  R Sons 
A. ADE R Sons 
S A Bada 
Okay Auto Part NIG h 
Oluropo Danre 

Supply of Water(globa1) 
Purchase of dresel 
Supply of water 
Supply of water 
Water supply 
Generaror fuel Pump 
Supply of water 
Supply of water 
Supply o f  torlefones 
Supply of water 
Supply o f  water 
Supply of water 
Supply of water 
Supply of water 
Supply of water 
Prwchase of fuel Pump 
Supply of water 

Descrr ptron Amount Budget 
Code 



Quarterly Report Apnl I - September 31, 1994 

PREPARED BY KEHINDE 
' DATE 04-Nov 94 

SWEET HILL ASSOCIATES INC 
70 ALIEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

FOR JUNE 1994 
Master Transactron Table I 

Date 

30 Jun 94 
70 Jrrn 94 
70 Jun 94 
70 Jun 94 

07 Jun 94 
07 Jun 94 
09 Jun 94 
10 Jun 94 
21 Jun 94 
21 Jun 94 
28-Juti 94 
28 Jun 94 
28 Jutr 94 
29 Jun 94 

Vouclrer 
Number 

2 2  

PV7747 
PV? 747 
PVf745 
PV??44 

PV?019 
PV7020 
PV7077 
PV 7075 
PV7718 
PV7716 
RVl282 
PV7726 
PV7324 
PV??72 

Name of Payee 
or Payor r f Recerpl 

NCC 
FHS 
PSI 

AIDS 

NCC 
FIfS 
NCC 
NCC 

f H S  
FNS 
FHS 
USAI 
FHS 
FHS 
NCC 
NCC 
NCC 
NCC 

Descn ptron Cltequc 
Nurnbc 

78009 
78010 
78011 
78012 

77968 
77969 
77944 
77984 
77985 
77986 
77987 
77988 
77989 
77990 

Okay Auto Part NIG It 
Albert Joseph 
Okay Auto Part NIG It 
Okay Auto Part NIG It 

Budget 
Code 

Purclraseof fuel Pump 
Dlesel or1 
Purchase of fuel Pump 
Purchase o f  fuel Pump 

Servfrusl Dd 
Servtrust LJd 
Biodun Adewutinri 
NITCL 
I M N L  
Dipole Teclinrcal Servic 
Ktrnle O h  
Servtncst Ltd 
Shalom Global Sewrces 
Tarwo kehrnde 

Amount 1 
Secunry semces 
Security sewices 
Repair of telephone 
Telepltone brll 
Courier semce 
Repair of telephone 
Clearrng of gooods 
June Securrty semces 
Clearing o f  Conngnment 
Unpackagrng cost 
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ANNEX I11 

DOMESTIC VISITORS EXPEDITED DURING THIS QUARTER 
Aprll - June 1994 

S/No 

1 

2 

3 

4 

Person 

Dr Akmyemi 

Organization 
Represented 

PA 

U Ukenna 

Lola Payne 

J Igbok~dl 

Departure Date 

06/07/94 

Destlnatlon 

Port Harcourt 

PROGRAM 

MC 

IEC 

06/07/94 

051 13/94 

06/24/94 

Port Harcourt 

Jos 

Enugu 
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ANNEX IV 

INTERNATIONAL VISITORS EXPEDITED DURING THIS QUARTER 
Aprll - June 1994 

S/No 

1 

2 

3 

4 

5 

- -  - -- - 

9 1 Dr A Wouter I AID 1 05/22/94 1 05/28/94 11 

Person 

D e m s  Weeks 

Cathleen Church 

6 

7 

8 

Jeanne Stillman 

T Akerele 

Peter Clancy 

Organlzatlon 
Represented 

PAF 

IEC 

Stephen Fast 

Yemi Dada 

Andrew Pl~tt  

10 

11 

12 

PAF 

AIDSCAP 

PSI 

13 

14 

15 

Arrlval Date 

04/15/94 

05/06/94 

AID 

AID 

AID 

Martm Egboh 

Macween Egboh 

Michael Egboh 

16 

17 

18 

Departure Date 

05/01/94 

0511 1/94 

05/09/94 

05/17/94 

041 16/94 

Gary Forbes 

James Zingeser 

Robert Bons~ 

19 

20 

2 1 

22 

05/20/94 

05/07/94 

05/28/94 

05/23/94 

05/22/94 

051 16/94 

AID 

AID 

AID 

Esther Ferguson 

Edward Eddy 

Ms Polly E 

05/27/94 

- 

05/24/94 

AID 

NCCCD 

AID 

Dr C T  W 

Donald M 

Barbara Maciak 

Terry Robinson 

04/07/94 

0410 1/94 

04/07/94 

AID 

AID 

AID 

05/01 194 

05/07/94 

0510 1/94 

04120/94 

04/24/94 

051 10194 

AID 

AID 

NCCCD 

NCCCD 

05/06/94 

05/06/94 

051 19/94 

04/23/94 

04/23/94 

04/23/94 

- 

- 

- 

04/23/94 

04/23/94 

- 

- 

- 

- 

04/22/94 

04/22/94 - 
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S/No 

23 

Arrlval Date Person 

Cliff Olson 

Departure Date 

24 

25 

26 

27 

28 

29 

Organlzatlon 
Represented 

AID 

30 

32 1 Robert H I AID I - 1 04/07/94 

Angness Clancy 

Ad1 Dada 

Nancy Nolan 

Ted Clarke 

Ken Doucet 

Kenneth H 

3 1 

PSI 

AID 

AID 

AID 

AID 

AID 

Phil Harvey 

AID 

I I I I 
Wilma Lynn 

3 3 

34 

AID 

38 / Hermma & Dan 
Pangan 

AID 

Jean Roy 

Steve C 

3 6 

3 7 

AID 

04/06/94 04/09/94 

- 

NCCCD 

AID 

Pio Dacosta 

Rodney Johnson 

04/07/94 

PAF 

AID 

39 

40 

41 

42 

43 

- 

- 

05/06/94 

04/07/94 

Bola Kuserniju 

Robert B 

El~sabeth Lule 

Jason W 

Lola Payne 

IEC 

AID 

FHS 

NCCCD 

MC 

- 

051 10194 

06/21/94 

- 

07/09/94 

06/29/94 

- 

- 

061 17/94 

- 
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ANNEX V 

SUMMARY REPORT SHEET ON GENERAL MAINTENANCE ACTIVITY 

April - June 1994 

Activity Area 
& Date 

Generator 

April 24, 1994 
June 13, 1994 

Carpet Cleaning 

April 1994 

Carpentry 

April 3, 1994 
April 4, 1994 
May 25, 1994 
May 13, 1994 
June 6 ,  1994 
June 17. 1994 

Air Condit~onmg 

April 4, 1994 
April 21, 1994 
April 30, 1994 
May 10, 1994 
May 24, 1994 
May 26, 1994 
June 4, 1994 

Routine Servicing 
Repaired fuel system, Selenoid valve and magnetic contactor 

Carpet cleaning at Global House 

Repaired broken chairs, mended upholstery 
Replaced metal door handles on Global House entrance door 
Constructed new divider for plywood book shelf 
Replaced door closer at Global House main entrance 
Changed desk lock for K Aborisade 
Repaired metal door to reception area 

Changed A C compressor in Accounts Department 
Changed A C compressor in receptionist's office 
Routme A C mamtenance for the month ending April 
Changed compressor, general servicing, Installed circuit breakers 
Repaired airconditioners in G Chiviaroll's office 
Changed A C compressor in George Oligbo's office 
Reparred A C in drivers' office, routme servicing 

Cleaned water tanks at Annex build~ng 
Repaired water closet in Drivers' office toilet 
Cleaned overhead and ground water tanks 

Plumbing 

April 22, 1994 
April 24, 1994 
May 5, 1994 
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II Electrical 

Activity Area 
& Date 

Activity Description 

II April 30, 1994 
June 30, 1994 

General maintenance, replaced bulbs, tubes and other fittings 
General maintenance, replaced bulbs, tubes and other fittings 
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ANNEX VI 

SUBPROJECT CLOSEOUTJEVALUATION FORM 
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AN-NEX VII 

REPORT BY SWEET HILL ASSOCIATES ON HOME OFFICE ACTIVITIES 
APRIL 1 - SEPTEMBER 30, 1994 

In addition to information on PAF administrative and procurement activities in the 
field, for which reports appear above, Dennis Weeks, Pres~dent of SHA, provided the 
followmg report on subcontractor home office activities for the per~od April 1 - September 
30, 1994 

Procurement 

U S -based procurement activities centered on 

1 Shipment of computers, printers and uninterrupted power sources (UPS) that 
were procured during the first quarter for use in the various Resource Intensification State 
(RIS) offices, 

2 Procurement and shipment of a variety of software packages and supplles for 
the NCCCD project, 

3 Procurement and shipment of spare parts for project vehicles (Chevrolet 
Suburbans), power cables for computers and additional UPS 

On-gomg receipt, confirmation, and re-packing of goods, coupled with appropriate 
solicitation of bids for goods and shipping, and tracking of shipments were also handled by 
SHA NY staff 

Veh~cle Management 

On-gong activity related to project vehicles included oversight of further development 
of appropriate reporting mechanisms that focus on usage of vehicles outslde Lagos The 
consistent difficulty of obtainlng tlmely reports from outside Lagos is based on several 
structural factors that include dramatic under-staffing of the project maintenance function in 
Lagos, where there IS a smgle individual responsible for the rnaintenance of all space, 
generators, office equipment and vehicles In addition, while the Maintenance Officer is a 
qualified engineer with general knowledge of computers, and specific knowledge of the fleet 
management software used to track vehicle usage, there is inadequate staffing to allow for 
chasing field office drivers for thelr monthly vehicle activity reports 

Continuing review of the reports generated to reflect project vehicle usage led to the 
installation and full lrnplementation of an electronic file transfer system that facilitates the 
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rapid transfer of both data and text files between Nigeria and the SHA HQ office Once raw 
data files are received they are, when appropriate and practical, transformed into formats that 
facilitate management review and decision-making in the field 

There were continuing issues associated with the 'transfer' into the LSU function of 
the NCCCD drivers and responsibility for the NCCCD vehicles Resistance from both 
drivers and management has constrained the smooth transfer of such responsibility 
Consequently, while the LSU transportation function is 'formally' responsible for 
maintenance and management of both NCCCD vehicles and drivers, in actuality the LSU IS 

called upon to provide crisis-driven emergency services throughout the country, without an 
ability to structure scheduled maintenance activitles The staffing structure of the 
transportation function, coupled with the limited staffing of the maintenance function, assures 
inadequate response times to such crises, with the result being criticism of the performance 
of the LSU team to NCCCD vehicle issues SHA HQ tlme has been directed to this lssue on 
many occasions 

The on-again, off-again concept of establishing two vehicle maintenance facilities, one 
in the North and the other in the Lagos area, continued to consume energies and resources 
The newly-established procedures for maintaining vehicles in the north, through 
arrangements in Kaduna, will continue to be monitored At some point in the future, 
depending on the availability of funds and the long-term plans of the AIDINigeria AAO, the 
maintenance facilities will be reconsidered SHA HQ tune is periodically assigned to this 
issue 

Routme development and subm~ssion of financial reports, requiring substantial 
interface wlth the Nigeria staff and LSU Controller, received substantial attention In 
addition, account reconc~liations, invoice payments, requests for operating funds, budget 
tracking, budget development for continual subm~ssion in response to AAIIAID requests and 
contract modification budgets, all were required activitles undertaken at the SHA HQ office 

Tr~ps  to Nigeria were undertaken by CEO D Weeks, one In April and the other in 
August Issues addressed during those TDY's included general management and oversight of 
various systems, including inventory and procurement, the latter of which was the subject of 
several meetlngs with the Procurement Officer and senlor SHA field Managers General 
personnel needs were reviewed, with the intent to modify the current reporting structure in 
order to decrease LSU response time to client requests 
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ANNEX VIII 

CLOSEOUT INVENTORY REPORT 



4 Aprd 1 - September 30 1994 
- 

United States Agency for Internatwnal Ueueloprnent 

PERSONNEL, A DMINISTRA TION AND FINANCE 

I Plot 1601, Acleola Hopewell Street, V~ctor~a Island 
, P 0 Box 53373 Falomo, Ikoyi, Cagos 

PABX 610754, 2614514, 616184, 619938 FAX 2612815 
I 

I 

I 
I t $  I I 

' 4 k  ( ' , I '  1 
I 

Date* July 30th 19941 ' 1'- , 
1')  I 1 

I 

To 
I 

Dl rector (PAF) 
I I ' 1 1 r  1 

From Lukmari Kalejaye 

Clement ~k~nlembola  

Duration, June 26th thru July 29t11, 1994 
1 1  

BACKGROUND 
I 111 h e  w~th US AID regulat~on, a close out inventory of all equ~prnents/~terns IS 

rcqu~red to enable proper documentation ar~d deterlnme the quanhty and 
~onrllt~ons of equlpments belng transferred or inherited by the new project 

Hence the clvse out inventory for CCCD ought to have been done between 
September and October 1993 

The current exerc~se is to establ~sh a proper inventory control and knowledge of 
the co~~dt t~on of the equly~nents and draw a recorml~atlon report 

Tor FHS ~t IS  in  Irne with the translt~onal program that w1l1 end In June I994 

OBJECTIVE: . - 
r) :,,', t \ r < " l  . 

To revlew rhe status of all non expendable in all USAID projects slte 

To i n i t ~ n t r  ihentory control system to meet USAID requirement 
I 

To ~nstltute annual mventory count and assessment of project non expendable ~lenls 

To draw up a reconclllatlon report of project assels 
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,PLACES VISITED, 
! 

1 Enugrr/A~~a~l~bl n/Ab~a Slates 
I 

/ 

I - FHS Zonal Office - . I - 
I 

NCCCD SBE's Office 
I - Bednet Studies Etiugu 
I - Enugu Slate SMOH 
I - OJI R ~ v e r  School of Health 
I - Oyl LGA, Nteje 
I 
I 
I 

- Nsukka LGA 
I 
I 

- UNTH Enugu 
I - Anarnbra SMOH Awka 
1 - RIS Office Awka 

- Abla State RIS Office Ulnualira ! 

(la 1 2 Ihduna. 
I 
I 
I - FHS Zonal Office 

I 
- NCCCD Regronal office 
- SMOH Kaduna 

I 

I - PHC Agency Zone C Kaduna 
- Ali~nadu Bello Teaclling Hospital Zaria 

3 Abuja IIcnllh Ce~llel Abuja 
I 
I 

! 4 Niger St ate 
I 

- SMOH Mrnna 
I 

1 - SHTICEU Minna 
- RIS Office Minna 

I - Lapal LGA 

4? ; - Gurara LGA 
- SuIeja LGA 

I 
Sokoto IKebbi States 

- SMOH Sokoto 
- Utlirnan Dan Fodio Teaching Hosp~tal 
- SHT Gwadabawa 
- Kaura Nanioda LGA 
- Kebbi SMOH 
- SHT Jega 
- Zuru LGA 
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i - SMOH Jos 

I 
- SHT/CEU Zawan 

I 
- Jos Teachmg Hosprtal 
- 

I 
B/Ladl LGA 

- 
I 

Pankslllrl LGA 
I - RIS Office Jos 

I 

i - 
I 

FHS Zonal Office 
- PHC Agency Zone D 

I 
PERSONS CONTACTED 

Chris Onyejekwue - 
Ogu Vivm - 
Dr L U M Onoh - 
Idlke Patr~ck - 
S E Ugwuany~ - 
Dr E 0 Ndukwe - 
Mr V I Ezike - 
Dr MtkeOgbalu - 
Mercy N Okoli - 
Mrs D T Menyuah - 
Raymond 0 Nwosu - 
Nwosu G ~ f t  - 
P~k~ul i  d Kajallc - 
A~sliat Abubaka - 
Dr 0 A Babaniy~ - 
Nulni Sllelli~ - 
Mrs R Ahiogbey - 
Ikwubiela Adem - 
Dr M 0 lbrallim - 
Mrs Mary Baba - 

b 

Zakarl Wnmbal - 
M D Yurli~sn - 
Mollamrnetl Ibralilm - 
Mohlned M I~nain - 
D~ckson 0 I3yacIa - 
Salihu Abdulalli - 
Musa Ijakoro - 
Molmmed Gawu - 

FHS Enugu Zonal Program Manager 
NCCCD Admin Secretary 
Director Publlc Health SMOH Enugu 
PHC Coordinator SMOH Enugu 
CEU Coordinator 0ji River 
PHC Coordinator Nsukka LGA 
Project Leader Bednet Stud~es 
Director Public Health SMOH ANAMBRA 
RIS Coordinator AWKA 
0 y 1  LGA 
UNTH Enugu Snr Med Officer 
Secretary RIS Office Umuahia, Abla 
Project Officer SMOH Kaduna 
FHS Kaduna Zonal Program Manager 
SBE NCCCD Reglonal Office Kaduna 
PHC Agency, Kaduna 
Unit Head ABUTH Zarla 
Director FCT Health Abuja 
Deputy Dlrector FCT Health Abuja 
Director General SMOH MinnaIRIS 
SBE NCCCD Office Minna 
Deputy Dlreclor SMOH PHC M m a  
Pr~nclpal SHT Minna 
CEU Coordinator Minna 
HIS, Minna 
HOD/PHC Lapa Lga 
PHC Director SuIeja Lga 
PHC Director Gurara Lga 
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Dr Sutlcl~q - Dlrector Mecl~cal Serwces SMOH Sokoto 
Bcllu Doganrlnjr - PHC Coord~nator SMOH Sokoto 
G SSll111kif1 - CEU Coarcl~nalor Gwaclabawa sokoto 
Bawa A ~ ~ J J I  SallllI. 
Alh Moll,d Kaura 
Alliu Alimed 
h w a l  S Gusua 
Dr Lnwnl Bako 
Dr M 0 Ango 
Abdulalu Yelwa 
Mul~a~iinled Musa 
Musa Dangana 
Dr Lawal 
Bayo Parakoyi 
P S Dakuni 
Mary Shemu 
Peter Goklr 
Rev Moses Th~lza 
Bamidele Samson 
Isa Mailafia 
Monlca Gorl~p 
Mollnni~necl Ade 

Senlor Medical Officer 
Cliair~nan k/Namoda Lga 
Sup Counc~llor for Health K/Nanioda 
DPHC K/Nanioda 
DG Kebbr Smoh 
Project Manager, Kebbi Health 
Dir PHC Kebbi 
Dlr PHC Zuru Lga 
FHS Zonal Manager,Bauchi 
PHC Agency Bauch~ 
NCCCD SBE Jos 
RIS Coord~nator,Jos 
Director PHC,SMOH Jos 
CEU Coordinator Zawan 
PHC Coordinator CHAN, 30s 
HIS CHAN 
JUTH, JOS 
PHC Coordlnator BlLadl Lga 
PHC Coordinator Pankshin Lga 

ACTIVITIES ACCOMPLISI-IED* 

- A11 equip~i~ents/ite~~is supphed directly or purchased with USAID funds, were 
requested for and yhys~cally ~nspected They were recorded inlo our inventory 
forms 

I 

- The ~nclex , ser~al and property numbers were recorded where applicable 
I 

- All entries were mutually agreed upon as USAID properties After entermg all 
the ile~iis, the officer 111 charge of suc11 Deyart~l~entfM~nlstry slgned to certlfy that 

( all I~sted ~ t e ~ n s  were correct and accurate while both Luk~i~an & Clement signed 
as ~nve~ltory/fiscal officers on behalf of USAID 

I 

- Use of prevlous list of equlpnents sent to the varlous locat~on 

- Check project fileslLedger to determme items purchased which IS above $500 and 
demand lo see tllem I 
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I 

I - 
, I 

Move around to ask for the source of certarn ite~nsfequlpment seen at project 
I ~ ~ I c s / o ~ ~ ~ c c s  
! 
i - Use tllc list of t l~s l r~but~o~i  of  teni is w i t  to states to check for such items 
I 

I I .  There was delay 111 asse~iibl~ng the already d~str~buted lteins sent Lo the bas~c 
I Ileal LII cell tcrslcl I nlcs 
I 
I 
I 

2 The fuel scarc~ty and general strike of local government eniployees also gave us 
some p~oble~lis We have lo liivve from house to house to call on officers in 

0 

, cllnrgc of yrogralns 
I 

3 There was problem of not handing over of supplred equlplnents to the Kebbl 
SMOH by the former Director of Medical Services untll  we got there, personally 
~ntervened and vlsit 111s house to take iaventory and call the l~i lnls t r~ to-come and 

'td , reliiove them 
I 

1 4  All the ttcnis meant for Sokoto SMOH collected froln Kaduna NCCCD office by 
A111 S d e  Maru, then D~rector PHC were all sold off witliout the States 
knowledge (case pend~ng w~th  State Security) 

5 Frequent clianges of officer in  the health sector in the North without proper 
I~a~ldtlig over of project aclivltles/file jeoyardlze coord~nat~on 

I 

6 Non ava~lab~lity of ~nventory records in most of the places vwted delayed 
co~np~lat~ou 

OBSERVATIONS* 

I 
Most of the equlpments all over the sites does not have ident~ty, such as mdex or 
property nunibers nor USAID/PROJECT Logo 

Y6 
0 We were unable lo take inventory of some computer system taken away by the 

% 
ulalntenance company due to I nadequate docu~nentatron 

I 

I 

M o ~ t  or the places vls~tcd sliows d~ssat~sfact~on about the  quallty of servlces 
f 
I rendercd by t h e  ~nalntenance co~npany 
I 
1 There was an instance of slgning of duplicate contract for ~narntenance by the 

co~itmclor wllh NCCCD project arid FCT Ministry of Health Abuja for servrclng 
I the salile system (Copes attached) 
I 
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I 

1 The project veliicles lack proper ~nalntenance and service spare parts 
i 

Sonle of tl~c project equrgtnellts, most especially the veh~cles, were not used 
drrectly fur yrojcct acllvllles Whle some hke co~nyu(ers in certaln instltutlon 

I were under ut~lized 
! 
I 

RECOMMENDATIONS; 

I I 

: j , Q I I I ~ I ~ ~ I I I S  tlonalions sllol~lrl always be ~ilnde directly to the beneficlanes ralher 

I tl~arl askmg them to come to collect 
I 
' 2 Co~n~nun~cal~on with M~n~strlesILGA should always be rooted through the 
I Co~iln~~ss~onerICl~a~rman who wlll 111-t~irn delegale duties rather than dealing with 

an i~irl~v~dual 
I I 

- 
I 

i 3 Durmg handing over of sc~cll donations, press coverage should be encouraged for 
I 

(0 
public~ty and awareness 

1 
4 BI-annual check or ~nventory of USAID property(s) ~n the StatesILGA or NGO's 

should be encoilraged 
I 

5 The regular mmntenance of the project veli~cles In the Northern zone should be 
rleccntral~zetl 111 order to reduce the time and cost of each maintenance serwce 

6 Spare parts should be made ava~lable to the State offices rather than the central 
poll in Kacluna to facilitate repair exercise 

7 There 1s neccl for revlew of the computer ~namtenance contract to allow i t  been 
I ~ndependent from the NCCCD HIS Component 
I 

I 

8 Audltors or Financ~al analyst should be allowed to venfy that items s a~d  to be 
purchased with project fund were aclually bought before rece~pts are accepfed - 

visa-vls Workshop and other project activit~es wh~le  Inonilorlng and evaluat~on 
should ~nclude eq~r~yl~lent ut~l~zat~on report, to deterinme the service level of each - 

L equlpnlent at a regular lnterval 
1 L 
I 

' 9 There IS need to check the lrst of inventory recorded against Distr~bution list to 
I determ~ne sllort falls . 1 

! Pio Dacosta - F~nance Manager 
' Tatwo Kehlnde - BDlAdmin 
/ Esther Daudo - DBDlAd~nin 
! , I Barbara Mactak- Prq Coordmalor 
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CLOSE OUT INVENTORY OF USAlD PROJECT 
EXECUTIVE SUMMARY 

PROJECT FAMILY HEALTH SERVICE (ZONAL & RIS OFFICE) 

COUNTED BY 49 
CERTIFIED BY 
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CLOSE OUT INVENTORY OF USAlD PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION PLATEAU STATE 

[ITEM 1 SEE I SMOH l LGA I CHAN I REMARK I 

VEHICLE-CHEROKEE JEEP 
COMPUTER(PC) 
PRINTER 
UPS 
STEEL CABINET 4 DRAWER 
OFFICE FRIDGE 
TYPEWRITER 
MOTORCYCLE 

- - 

GENERATOR 
BICYCLE 
OFFICE CHAIR 

VISITOR CHAIR 3 
OVERHEAD PROJECTOR 1 - 

MICROSCOPE 2 2 
WElGNlNG SCALE 2 

1 

STERILISER 6 2 2 
BOREHOLE WATER PUMP 2 

1 
1 
1 
1 
2 

1 

1 

3 
CONFERENCE CHAIR 
CONFERENCE TABLE 
EXECUTIVE TABLE 
BOOK SHELVE 

1 
2 
2 
2 
1 
1 
4 

_ _ _ _ _ I - _ _  

2 
1 
2 
1 

5 
1 
1 
1 

2 

5 

5 
17 

24 

6 1 

1 
1 
1 

- -  

I 

I 
1 

A- 
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CLOSE OUT INVENTORY OF USAlD PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION KADUNA STATE 

r 
ITEM 

VEHICLE-CHEROKEE JEEP 
COMPUTER(PC) CPU 
PRINTER 

1 - 1  

REG OFFICE 
2 
8 
9 

UPS 9 3 
STEEL CABINET 4 DRAWER 12 
OFFICE FRIDGE 1 

-- 

1 
TYPEWRITER 
AIRCONDITIONER 
GENERATOR 
CELLING FAN 
SOFA VISITOR CHAIR 

SMOH 

3 
3 

I I 

1 
8 
1 
10 
2 

1 

OFFICE CHAIR 
CONFERENCE CHAIR 
CONFERENCE TABLE 
EXECUTIVE CHAIR 
EXECUTIVE TABLE 
PROJECTOR 
COMPUTER BAITERY CASE 
BERNOULI BOX 44 
SLIDE PROJECTOR 
VISITOR CHAIR 
WATER HEATER 
MONITOR 
LAPTOP COMPUTER 
FAX MACHINE 
PHOTOCQPIER 
TRANSFORMER 
STABlLlSER 
OFFICE TABLE 
SECERTARY TABLE 
COMPUTER TABLE 
BULLETIN BOARD 
BOOK SHELVE 
FLIPCHART BOARD 
PROJECTOR SCREEN 
VECHICLE -LANDCRUISER 
VACUUM CLEANER 
FLOPPY DISC EXT DRIVE 

REMARK 

11 
16 
4 
4 
3 
1 
3 
1 
1 
9 
2 
13 
3 
1 
4 
3 
1 
4 
5 
2 
6 
8 
2 
1 
3 
1 

4 - 
3 1 
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CLOSE OUT INVENTORY OF USAlD PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION KEBBl 

ITEM ISMOH\ LGA I REMARK I 

TYPEWRITER MANUAL 1 6 1 2 1  

VEHICLE-CHEROKEE JEEP 
COMPUTER(PC) 
PRINTER 
UPS 
STEEL CABINET 4 DRAWER 
OFFICE FRIDGE 

AIRCONDITIONER 1 1 1 1 1  1 

MOTORCYCLE 1 1 1 9 1  I 

1  
1  
1 
1  
6 
2 

GENERATOR 1 2 1  I 1 r 

CELLING FAN 1 5 1  I 1 

1 

1 

BICYCLE I 1 21 1 

I 

I 

SOFA VISITOR CHAIR 
OFFICE CHAIR 
EXECUTIVE CHAIR 
EXECUTIVE TABLE 
FLIP CHART BOARD 
WORK DESK 
MICROSCOPE 
STABlLlSER 
CALCULATORS 

I 

VIDEO PLAYER 1 1 1  - 

STERlLlSER 1 4 2 0  
COLOR TELEVISION 1 1 1  

VISITOR CHAIR 1 10 
OFFICE TABLE 1 5  

1  
10 
2  
2  
1  
7 
4 
5 
10 

- 

1  

OVERHEAD PROJECTOR 
BOOK SHELVE 
DUPLICATING MACHINE 
PA SYSTEM 

1 

1 

2 
2 

1  
2 
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CLOSE OUT INVENTORY OF USAID PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION SOKOTO STATE 

ITEM 
VEHICLE-CHEROKEE JEEP 
COMPUTER(PC) 
PRINTER 
UPS 
STEEL CABINET 4 DRAWER 
COMPUTER TABLE 
OFFICE FRIDGE 
TYPEWRITER MANUAL 
AIRCONDITIONER 

SMOH 
1 
2 
1 
2 
3 
1 
3 
1 
1 

13 

1 

 GENERATOR 
CELLING FAN 
BICYCLE 
SOFA VISITOR CHAIR 
OFFICE CHAIR 
CONFERENCE TABLE 
EXECUTIVE CHAIR 

L 

EXECUTIVE TABLE 
GAS REFRIGERATOR 
QUEEN BED 
CHEES DRAWER 

I 
5 

2 
3 0 
1 
1 

GAS COOKER 
KITCHINE TABLE 
OFFICE TABLE 
DINING CHAIR 

LGA 
1 

2 

1 
1 

1 

1 
I 

REMARK 

6 

1 
1 
4 
7 

1 

1 
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CLOSE OUT INVENTORY OF USAlD PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION NIGER STATE 

ITEM 
VEHICLE-CHEROKEE JEEP 
COMPUTER(PC) 
PRINTER 
UPS 
STEEL CABINET 4 DRAWER 
COMPUTER TABLE 
TYPEWRITER MANUAL 
AIRCONDITIONER 
MOTORCYCLE 
GENERATOR 
BICYCLE 
SOFA VISITOR CHAIR 
OFFICE CHAIR 
EXECUTIVE CHAIR 
EXECUTIVE TABLE 
REFRIGERATOR 
MOVING VHS CAMERA 
EXTENSION TABLE 
VIDEO PLAYER 
MICROSCOPE 
STABILISER 
PHOTOCOPIER 
FAX MACHINE 
COLOUR TELEVISION 
SLIDE PROJECTOR 
SECERTAQY TABLE 
VACUMM CLEARNER 
STERlLlSER 
BOOKSHELVE 
OVERHEAD PROJECTOR 
OFFICE TABLE 
CALCULATOR 

SBE 
1 
1 
2 
1 
2 
1 
1 
2 

1 
1 
3 
1 
1 

1 
1 
1 

4 
1 
1 
1 
1 

1 
1 

SMOH 
2 
1 
1 
1 
1 

7 
1 
3 
1 
1 

8 

1 

1 
1 
6 
5 

1 

6 
10 
1 
1 
3 

LGA 
3 

2 

5 

26 

47 

6 

3 
6 

60 
3 

3 
30 

REMARK 
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CLOSE OUT INVENTORY OF USAlD PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION ENUGU STATE 

ITEM 
VEHICLE - CHEROKEE JEEP 
COMPUTER (PC) 
PRINTER 
UPS 
STEEL CABINET 4 DRAWER 
COMPUTER TABLE 
TYPEWRITER MANUAL 
AIRCONDITIONER 
MOTORCYCLE 
GENERATOR 
BICYCLE 
OFFICE CHAIR 
CONFERENCE CHAIR 

SBE 
1 
1 
1 
1 
1 

1 
4 
1 
1 
2 
1 
8 

BEDNET 
1 
2 
2 
2 
3 
2 

1 

SMOH 
2 
3 
3 
3 
8 

4 
1 
2 
1 

8 

LGA 
1 

3 

2 

8 

16 
6 

REMARK 
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CLOSE OUT INVENTORY OF USAlD PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION ANAMBRA STATE 

COMPUTER(PC) 
PRINTER 
UPS 
STEEL CABINET 4 DRAWER 
TYPEWRITER MANUAL 
MOTORCYCLE 
GENERATOR 
CELLING FAN 
BICYCLE 
SOFA VISITOR CHAIR 
OFFICE CHAIR 
OFFICE TABLE 
EXECUTIVE CHAIR 
EXECUTIVE TABLE 
VISITOR CHAIR 
SECRETARY TABLE 
CYCLOSTAR MACHINE 
MICROSCOPE 
TELEVISION 
VIDEO RECORDER(VHS) 
PA SYSTEM 
BOOK SHELVE 
STABILISERS 
CALCULATOR 
ORT TABLES 
CUPBOARD 
STERlLlSER 
OVERHEAD PROJECTOR 
SLIDE PROJECTOR 

ITEM 
VEHICLE-CHEROKEE JEEP 

1 
1 
1 
4 
4 
2 
1 

1 
7 
4 
2 
2 
6 
1 
1 
4 

3 
3 
4 
10 

1 
1 

SMOH 
1 

LGA I REMARK 
1 I 

2 
2 
9 

2 
16 

1 

3 

1 
1 
1 
1 
3 
26 
12 
8 
20 

- - -  
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CLOSE OUT INVENTORY OF USAID PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION KADUNA STATE 

ITEM 
VEHICLE-CHEROKEE JEEP 
COMPUTER(PC) CPU 
PRINTER 
UPS 
STEEL CABINET 4 DRAWER 
OFFICE FRIDGE 
TYPEWRITER 
AIRCONDITIONER 
GENERATOR 
CELLING FAN 

L 

OFFICE CHAIR 
CONFERENCE CHAIR 
CONFERENCE TABLE 
EXECUTIVE CHAIR 
EXECUTIVE TABLE 
PROJECTOR 
COMPUTER BATTERY CASE 
BERNOULI BOX 44 
SLIDE PROJECTOR 

REG OFFICE 
2 
8 
9 
9 
12 
1 
1 
8 
1 

10 

11 
16 
4 
4 
3 
1 
3 
1 
1 

I 

WATER HEATER 
MONITOR 
LAPTOP COMPUTER 
FAX MACHINE 
PYOTOCOPIER 
TRANSFORMER 
STABILISER 
OFFICE TABLE 
SECERTARY TABLE 
COMPUTER TABLE 
BULLETIN BOARD 
BOOK SHELVE 
FLIPCHART BOARD 
PROJECTOR SCREEN 
VECHICLE -LANDCRUISER 
VACUUM CLEANER 
FLOPPY DISC EXT DRIVE 

SMOH 

3 
3 
3 

I 

2 
13 
3 
1 
4 
3 
1 
4 
5 
2 
6 
8 
2 
1 
3 
1 

4 cT 

REMARK 

3 / 
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CLOSE OUT INVENTORY OF USAlD PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION PLATEAU STATE 

ITEM 
VEHICLE-CHEROKEE JEEP 
COMPUTER(PC) 
PRINTER 
UPS 
STEEL CABINET 4 DRAWER 

TYPEWRITER 
MOTORCYCLE 
GENERATOR 
BICYCLE 
OFFICE CHAIR 
CONFERENCE CHAIR 
CONFERENCE TABLE 
EXECUTIVE TABLE 

IFAX MACHINE 1 1  1 I I I 

LGA 
2 

5 

DUPLICATING MACHINE 
VISITOR CHAIR 
OVERHEAD PROJECTOR 
MICROSCOPE 
WEIGNING SCALE 
PHOTOCOPIER 

SBE 
1 
1 
1 
1 
2 

1 

1 

3 
5 
1 
1 

SMOH 
1 
2 
2 
2 
1 

CHAN 

1 
1 
1 

3 
1 

1 

REMARK I 

1 

4 
2 
1 
2 
1 

- - 

STERlLlSER 
BOREHOLE WATER PUMP 

1 

2 
2 

1 
1 

2 
12 
1 
1 
2 
2 

VIDEO PLAYER VHS 1 1  

5 
17 

24 

1 

2 

1 

I 
- 

- 

3 
16 

TELEVISION COLOR 
OFFICE TABLE 
STABlLlSEq 
CALCULATOR 
FLIPCHART STAND 
RADIO CASSETTE 
WOOD CUPBOARD 
STANDING FAN 

6 

- 

1 

1 
2 
1 
3 

22 
2 
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CLOSE OUT INVENTORY OF USAID PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION BAUCHI STATE 

ITEM 
COMPUTER(PC) 
PRINTER 
UPS 
TRANSFORMER 

QTY 
1 
1 
1 
1 

UNIT REMARK 



Quarterlv Report Apnl I - September 30 1994 

CLOSE OUT INVENTORY OF USAID PROJECT 
EXECUTIVE SUMMARY 

PROJECT NCCCD LOCATION FCT HEALTH DEPT ABUJA 

ITEM 
COMPUTER(PC) 
PRINTER 
UPS 
TRANSFORMER 
STABlLlSER 

QTY 
1 
1 
1 
1 
1 

UNIT REMARK 



Quarterly Report Apnl 1 - September 31, 1994 

AMVEX IX 
REPORT ON PROCUREMENT ACTIVITY 

PREPARED BY KEHINDE ABORISHADE 
DATE 0 3 Nov-94 
SWCET HILL ASSOCIATS  INC 
70 ADCOLA HOPEWCLL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

COX fULY 1994 
Master Transacttorz Table 

Date 

START BCL 
29 J11194 
29 Ju194 
29 I d  94 
29 Jul94 

06 I d  94 
06 Jul 94 
07 Jul94 
08 lu l94  
08 I d  94 
12 Jul94 
12 Jul94 
18 Jul94 
19 Ju194 
19 Jul94 

Vorccher 
Number 

NCCCD 
FHS 
PSI 

ArDSCi 

TIIS 
NCCCD 
FIIS 
NCCCD 

FHS 
FHS 
FHS 
FHS 
rrs 
rrrs 
FIfS 
r m  
THS 
FHS 

Petty Cash AlC 
R T Brrscoe 
Qlialrtex Auto Conrp 
Modern &ss l l d  

Idade cL Sons 
Jrnts Battery 
Petty Cash AIC 
Josepl~ Unioetelt 
Joreplt Untoeteh 
Albert Josepl~ 
I fatogbemr Electrical 
Oluropo Faderrn 
Paul Adigwu 
Ade R. Sons 

R e p r  o f  fax  Macltme 
Re purr o f  vel~lcle 
Rejmrr o f  velucle 
R e p r  o f  fax  Mach 

Supply o f  water 
supply of baltery 
Supply o f  Water 
Advance for Toner 
supply of  toner 
Supply o f  diesel od 
Ciechcal supply 
Supply o f  water 
Purchase o f  Water 
Purchase o f  Water 

Detarl 
Code 

M 
M 
M 
M 

P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
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PREPARED BY KEHINDE AEORISHADC 
DATE 03 Nov 94 
SWEET H I L L  ASSOCIATES INC 
70 ADEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

T O R  JULY 1994 
Master Transacfion Table 

START BEL 
20 Jril 94 
21 Jrrl 94 
22 Jrcl-94 
26-Jril 94 
26-Jut-94 
26- Jd-94 
28- JU 1-94 
28 Jril 94 
29 Jril 94 

Voricl~er 
Number 

'4 

3445 
7446 
7448 
7260 
3257 
7256 
7275 
1276 
1278 

1251 
327 3 

A1 288 

NCCCL 
I-IIS 
PSI 

AIDSC, 

FHS 
r m  
NCCCD 
FHS 
THS 
NCPEA 
rm  
FIIS 
FIIS 

USAID 
NCCCD 

FHS 

I 0  
Nrimber 

Narrze o f  Payee 
or Payor r f Recer pt 

Oyetade (e Sons 
Modish Cotnnircnications 
K A Tiamiyu 
Mordern Bussines Ild 
Agro Tyre Lfd 
Agro Tyre Ild 
Pard Adrgwrr 
Rank Xerox 
Petty Caslt AIC 

NITCL 
Servfnlsf U d  

Paul Adgwu 

Descri ptton 

Supply o f  water 
Telepltotre box 
Drivers urti form 
Srr pply of  toner 
Supply o f  lyres 
Supply o f  tyres 
Purcliase of  spare part 
Supply o f  toner 
Srr pply o f  war er 

Telepl~one bill 
Sentrify services 

Travl advance 

Detail I Amorid 
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PREPARED BY KENINDE A 
DATE 04 Nov 94 
SWEET HILL ASSOCIATES INC 
70 ADEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

FOR AUG 1994 
USAID SUMMARY 

Date I Vouclter I N C C C ~  Clteque 1 Name of Payee 
Number FHS Number or Payor ~f Recerpt I I PSI I I 

01-Aug-94 
02 Aug 94 
02-Aug 94 
02-Aug 94 
02 Aug 94 
04 Aug 94 
04-Aug 94 
09-Aug 94 
Il-Arig 94 
12-Aug 94 
IS Aug 94 
IEAug 94 
I5 Aug 94 
I6 Aug 94 

FHS PV7104 
PV7296 
PV?297 
PV1295 
PV7292 
PV3297 
PV?299 
PVtlO9 
A1295 
A1 298 
PV?I24 
PV7125 
PV7126 
PVZI?I 

Oyefnde d Sorts 
Electrolzall 
Agro tyres l i d  
Electro/~all 
Agro ryres Ild 
Recoucery Lrd 
Cash (e Carry 
Oyetade & Sons 
Esther Daudu 
Paul Adlgwu 
Vma Inf 
Folake Kasunmu 
Folake Kasunnm 
Oyetade & Sons 

88700 
FHS 
FHS 
NCPCA 
FHS 
THS 
CEDPA 
FHS 
USAID 
FHS 
NCPEA 
FHS 
FHS 
FHS 

Supply of water 
Supply of AC(U I Geo Depf) 
Supply o f  f yres 
Supply of AC 
Supply of tyres 
Supply of adaptor 
Supply of Tea set 
Supply of water 
Purchase of Fax Mach. 
Electrical supphes 
Con f erencelhbrary tables 
Supply of todetor~es 
Supply of todefones 
Supply of water 

88701 
88102 
12868 
12869 
12870 
12869 
I2870 
12870 
12871 
I2872 
I2877 
I2874 
12875 

Budget 
Code 

Amount 

292, ? 70 00 

?,do0 00 
68,095 00 
41,100 00 
68,095 00 
41,100 00 

6,988 00 
4,207 20 
4,800 00 

?O,OOO 00 
5,950 00 

54,105 00 
6,550 00 
4,680 00 
6,000 00 
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PREPARED BY KEHINDE A 
DATE 04-NOW 94 
SWEET HILL ASSOCIATES INC 
70 ADEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

FOR AUG I994 
USAID SUMMARY 

Date 1 Voucher 

START BE 
16-Arcg 94 
16-Aug-94 
17- Aug-94 
I 7- Aug 94 
18-A11g-94 
22 Arig 94 
22 Arig 94 
27-Aug 94 
23 Arig 94 
2 Z-Aug 94 
2 4 - h g  94 
24 Aug 94 
29- Aug-94 
29- Aug-94 
29-Ang 94 
29 Aug 94 

1 70-Aug 94 

Number 

C-. 

PV3129 
PV3128 
PV71 77 
PV7172 
PV7148 
PV3152 
PV 3154 
A1 702 
PV71.59 
A1 700 
PV TI 71 
PV3165 
PV718S 
A1 707 
PV 7199 
PV'II84 
PV7192 

NCCCL 
F HS 
PSI 

AlDSC 

NCCCL; 
USAID 
FHS 
USAID 
r m  
FHS 
FIIS 
THS 
FHS 
FHS 
FHS 
USAID 
FHS 
FHS 
FHS 
FHS 
FHS 

Cheque 
Number 

12876 
12877 
12878 
12879 
I2878 
I2879 
21001 
21002 
21003 
21004 
21005 
21 006 
21007 
21 008 
21009 
21010 
21011 

Name of Payee 
or Payor r f Recer pt 

- 

EIectro Hall 
ElecfroNall 
Clecfro Hall 
Tlte Merchant Product 
Petty Cash AIC 
Polycarp Holdrngs Od 
Oyetade (e Sons 
Emnranuel Aganmbr 
M O J S O ~  Ntg Lld 
Esflrer Daudu 
Paul Adrgwu 
Esther Daudu 
Albert Joseph 
Kelanr Wahab 
Oyetade (G Sons 
Jrms Nrg O d  
Mrcl~ael Meshe 

Descn ptron 

Supply of coprer accesones 
Purchase of Coprer maclrme 
Sripply of loner (G paper 
Supply of  toner catndges 
Wafer supply 
Supply of dtesel or1 
Supply o f water 
Purchase of fo~leforres 
General 0 f ftce supply 
Publrc Address System 
Supply of D~esel 011 

Prn Boardfor AID 
Purchase of Fuel Cans 
Purchase of Dtesel 
Supply of wafer 
Supply of batfreres 
Purchase of dresel od 

Budget I Amount 
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PREPARED BY KEHINDE A 
DATE 04 Nov 94 
SWEET HILL ASSOCIATES INC 
30 ADEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

FOR AUG 1994 
USAID SUMMARY 

Number 7- 

01-Arig 94 
02 Arig 94 
26 Aug 94 
29 Aug 94 
29-Aug 94 
29-Aug 94 

Name of Payee 
or Payor t f Recerpf 

NCCCD 
FHS 
PSI 

NDSC 

FHS 
FHS 
FHS 
USAID 
USAID 

T H S  
NCCCD 
NCCCD 
NCCCD 
NCCCD 
NCCCD 

Mtcltael Meshe 
Peffy Caslr 
Pef I y Cash 
Cash N Carry 
Cash N Carry 

Cheque 
Numbel 

21012 
21011 
21010 
21011 
21012 

12832 
21012 
21017 
21014 
21015 
21016 

Conrex Teleconl Ud 
Ntgerra Marrfrme 
EIder Dempster Lld 
Fellxfrade Nig Od 
Servfrust U d  
Aerosambol Nrg Lrd 

Descn pfmn 

Ptcrchase of dresel 011 

Supply of wafer 
0 fftce supply 
Supply sltarp calculafors 
Supply slrarp calculafors 

Supply of lelephotte parts 
CrtstotnlClearrng cosf 
Storage of Conlamer 
Dtsfrrbufron commodt~ues 
Secunly semces 
Drsmbufron-commodtt~tes 

Budget Amount 
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PREPARED BY KEHINDE ABORISH 
DATE 31-Oct-94 
SWEET HILL ASSOCIATES INC 
30 ADEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

SEPT 1994 
Master Transacfron Table 

Vouclrer 
Number 

&-. 

PV340f 
PV 3402 
PV??71 
PV 3409 
PV 7401 
PV 7 742 
PV??76 
PV3778 
PV7377 
PV3337 
A 721 
PV7418 
PV 3418 

PV 7252 
A1 309 

- 
NCCC 
FIIS 
PSI 

AIDS( 

r HS 
FHS 
FIIS 
FHS 
FHS 
FHS 
FHS 
FNS 
FHS 
FHS 
FHS 
FHS 
FHS 

FHS 
FHS 

ERR Ray Rudolf Teclilucal 
ERR Obalowu Alabr Nlg Lld 
ERR Qualrtex Auto Semces 
ERR Albert Joseplr 
ERR Mrrritador Mecli works 
ERR Multiway Eng Co 
ERR A 0 Ejefeh R Sons 
ERR I f  afogbenu Elecfrical 
ERR G M Nrg Dd 
ERR I fatogbenu Efecfrtcal 
ERR Albert Joseph 
ERR Pet f y  Cash AlC 
ERR Peny Caslz AIC 

21098 Oyetade R Sons 
21085 1 Mrchael Meshe 

Descn plion I Detarl 

Reparr o f generdor 
Reparr of vehrcle 
Repaw of  vehrcle 
Re purr of  vehlcle 
Repalr o f veltrcle 
Re pair of Ac 
Repatr of  AC 
Elect ncal repaws 
Reparr of vehlcle 
Electrical repairs 
Fuel (e Toll Expences 
Repair o f vehrcle 
Fuel & Toll Expevces 

Supply of  water 
Purchase of  dresel or1 



PREPARED BY KEHINDE ABORISH 
DATE 31 Oct 94 
SWEET HILL ASSOCIATES INC 
70 ADEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

FOR SEPT 1994 
Master Trarrsactron Table 1 

Date 

YTART BE 
01 Sep94 
02 Sep94 
08 Sep94 
12 Sep94 
12 Sep94 
17 Sep94 
14-Sep94 
I d  Sep94 
I6 Sep94 
19 Sep94 
20 Sep94 
20 Sep94 
21 Sep94 
22 Sep94 
22 Sep94 
26 Sep94 
10 Sep94 

Vouclter 
Number 

I m I m m ~ m I n I m n I I  
Quarterly Report Aprzl 1 - September 31, 1994 

NCCC 
FHS 
PSI 

AIDS( 

FHS 
FHS 
FHS 
FHS 
FIfS 
FHS 
FHS 
FNS 
rrgs 
FHS 
THS 
FHS 
FHS 
FHS 
FHS 
FHS 
FHS 

Nanre of  Payee Descri piton 
or Payor i f  Recerpt 

I 0 ' s  
NO 

Cheque 
Number 

21 086 
21087 
21 088 
21 089 
21 090 
21 091 
21 092 
21091 
21 094 
21 095 
21 096 
21 097 
21 098 
21099 
21100 
21101 
21102 

- 
Detad 
Code 

- 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 

E Agann~bi Fax rolls 
JOA CABIN Semres Supply of  ~etrol  
B e ~ t ~ o  Ntg Lrd Supply of Water 
Ben~o L.!d b pply of water 
Clectro Hall Coprer mair~tertar~ce corrlracl 
Tess Jane Lld Supply of diesel 011 

Ifatogbemi Electrical slipply of electrrcal materials 
Oltt f en11 Oredola Supply of metal tank 
Oyefade & Sons Supply of water 

Amount 

4,000 00 
105,000 00 

7,600 00 
4,800 00 

77,748 00 
288,750 00 

770 00 
6,000 00 
3,600 00 
2,500 00 
4,500 00 
4,800 00 

17,120 00 
7,600 00 
2,400 00 
4,800 00 
2,400 00 

Paul Adigwu 
ksltat Abubakar 
Oyetade & Sons 
Agro Tyres Industries 
Oyetade Rr Sons 
Oyetade (e Sons - 
Oyetade (G Sons 
Petty Cadi AIC 

Door bell (G Tras f ormer 
Purchase of battery 
Supply of water 
S ~ p p l y  of tyres 
Supply of  water 
Supply of water 
Supply of water 
Supply of  water 



PREPARED BY KEHINDE ABORISH 
DATE 71 Oct-94 
SWEET HILL ASSOCIATES INC 
70 m E O L A  HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

COR SEPT 1994 
Master Transactton Table 

Date 

;TART BE 

19-Sep94 
19 Sep94 

08 Sep94 
08-Sep94 
22 Sep94 
70 Sep94 
70 Sep94 

20 Sep-94 
21-Sep94 
26 Sep94 
26 Sep-94 

Voitcl~er 
Nunrber 

-1 

'V7705 
v7704 

V1267 
'V 7265 
'V7416 
'V7415 
'V3414 

'V3710 
'V7717 
V?740 
7v73?9 

- 
NCCC 
FHS 
PSI 

AIDS( 

NCCC 
NCCC 

USAl 
USAI 
USAI 
USA1 
USAI 

FHS 
FHS 
FHS 
FHS 

Clteque 
Vumbe, 

21107 
21 104 

21105 
21 I06 
21107 
21 108 
21109 

ERR 
ERR 
ERR 
ERR 

Name of Payee 
or Payor i f  Receipt 

Cask N'Carry 
Peru Beanr 

CCAS Contmerce Servtces 
Electro I-laN 
Electro- Hall 
Hermirrra Pengan 
Hermtnta Pertgan 

Klean Khnrc Lid 
Jokri Best 
Tale Enterprises 
Tale Enterprises 

Calculator (e water frlter 
Supply of furrrttures 

kipply of Aquamat 
Copier fonner 
Supply of Copter mdcirme 
Lnn Systems Tools 
Supply of Stab~lrzer 

Pest Control sevlces 
Waste dtsposal 
Carpentary work 
Carpentary work 

Detail 
Code 

P 
P 

P 
P 
P 
P 
P 

5 
5 
5 
5 

Amount 
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ANNEX X 

DOMESTIC VISITORS EXPEDITED DURING THIS QUARTER 
July - September 1994 

S/No 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

Organization 
Represented 

MC 

PS 

CEDPA 

FHS 

PSI 

AID 

AID 

MC 

CEDPA 

CEDPA 

CEDPA 

Person 

Lola Payne 

A Ak~nyeml 

E Spielman 

U Ekenna 

B Ekweremadu 

S Sp~elman 

H Shltta Bey 

Lola Payne 

E Sp~elman 

E Sp~elman 

E Spielman 

Departure Date 

7/2/94 

7/3/94 

8/26/94 

8/26/94 

8/26/94 

9/9/94 

9/9/94 

91 12/94 

9/9/94 

9/27/94 

9/29/94 

Destmat~on 

JOS 

PH 

ENUGU 

ENUGU 

ENUGU 

ABUJA 

ABUJA 

JOS 

JOS 

KANO 

ENUGU 
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ANNEX XI 

INTERNATIONAL VISITORS EXPEDITED DURING THIS QUARTER 
July - September 1994 

- 

S/No 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

2 1 

Person 

Mojidi Khadijat 

John Lyndgren 

Peter Clancy 

Susan Ross 

B Criorgis 

Pio Dacosta 

B Kusemiju 

Yemi Dada 

Susan Ross 

Mlke Egboh 

Rodney Johnson 

A Spiff 

H Ibrahun 

Inyom 

V Tabansi 

Z Kabir 

Susan Ross 

D Weeks 

J Adewuyi 

A Fajob1 

M Ojikutu 

Departure Date 

7/28/94 

71 14/94 

8/8/94 

- 

- 

- 

- 

7/29/94 

81 12/94 

- 

81 18/94 

91 13/94 

91 13/94 

91 13/94 

91 13/94 

91 13/94 

91 16/94 

9/7/94 

- 

- 

10/3/94 

Organizat~on 
Represented 

CEDPA 

AID 

PSI 

AID 

NCCCD 

LSU 

IEC 

AID 

AID 

PATHFINDER 

NCCCD 

FHS 

FHS 

FHS 

FHS 

FHS 

AID 

PAF 

FHS 

FHS 

AID 

Arrival Date 

7/8/94 

7/8/94 

7/15/94 

7/29/94 

7/29/94 

7/8/94 

71 13/94 
7/21/94 

7/22/94 

81 12/94 

81 12/94 

81 15/94 

9/2/94 

9/2/94 

9/2/94 

9/2/94 

9/2/94 

9/9/94 

91 1/94 

9/2/94 

9/2/94 

9/7/94 
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SIN0 

22 

23 

24 

25 

26 

Person 

T Kehinde 

Jennifer 

Ray Beach 

Jack Sexton 

Susan Saba 

Organization 
Represented 

PAF 

AID 

NCCCD 

NCCCD 

NCCCD 

Arrival Date 

9/28/94 

9/9/94 

91 13/94 

9120194 

9/29/94 

Departure Date 

1015194 

- 

1014194 

101 14/94 

1013194 
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ANNEX XI1 

SUMMARY REPORT SHEET ON GENERAL MAINTENANCE ACTIVITY 
July - September 1994 

Actlvlty Area 1 & Date 

Generator 
(Annex) 

Generator 
(Global House) 

July 12, 1994 
July 21, 1994 
Aug 5, 1994 
Aug 15, 1994 

July 22, 1994 
Aug 28, 1994 
Aug 25, 1994 

July 8, 1994 
July 18, 1994 
July 26, 1994 
Aug 3, 1994 
Aug 23, 1994 
Aug 30, 1994 
Sept 26, 1994 

Repair mechan~cal system and rewind defective parts 

Routine servicing and clear~ng of fuel system 
Replacement of fuel pipe connector 
Draming of radiator and servicing valves 
Repa~r of radiator leaks and flushing 

Carpet cleanmg in AID office (Felix Awantang) 
Replacement of new carpets for NCCCD office 
Carpet cleanmg at the Annex office 

Changed three door locks in Global House 
Replaced castor wheels for executive chair base 
Repaired four executive chairs, one wooden chair and one 
conference chair 
Changed door lock and hinges at Global House and the Annex 
Office 
Repalr NCCCD door key 
Replaced ceilmg tiles at Annex Office 
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Activlty Area 
& Date 

Electrical 

July 12, 1994 
July 13, 1994 
July 28, 1994 
Aug 12, 1994 
Aug 23, 1994 
Aug 25, 1994 
Sept 8, 1994 
Sept 13, 1994 
Sept 21, 1994 

Air Conditioning 

July 18, 1994 
July 27, 1994 
Aug 2, 1994 
Aug 3, 1994 
Aug 17, 1994 
Aug 25, 1994 
Aug 25, 1994 
Aug 25, 1994 
Sept 13, 1994 

Plumbing 

July 8, 1994 
July 12, 1994 
July 13, 1994 

July 26, 1994 
Aug 16, 1994 
Sept 27, 1994 

Pest Control 

July 26, 1994 
Sept 19, 1994 

General maintenance, replaced bulbs, tubes and other fittings 
Repaired photocell panel, security light in Global House 
Changed burnt cut-out in Annex office 
Replaced burnt security bulbs in Global House 
Installed door bell in AID office 
Electrical repairs, changed sockets 
Cleaning of electrical casings and diffusers 
Installed of flourescent fittings at the Annex office 
Prov~ded extra security light points at the Annex office 

Repaired A/C in AID office 
Replaced compressor for A/C in the Annex office 
Reapired A/C in PABX room 
Diversion of A/C drain-water pipe for A/C in Global House 
Replaced compressor for A/C in Driver's office 
Repaired AIC in Project Administrator's office 
Replaced A/C compressor in Project Administrator's office 
Routine servicing of 43 AIC units 
Replaced compressor for A/C in reception area 

Repalced ball valve in WC tank - NCCCD toilet 
Repaired basin in AID toilet 
Repaired hand basin in Tech Dept toilet, changed bottle trap & 
waste pipe 
Repaired leaks in tank and water pipes 
Changed WC bottle trap in AID office toilet 
Changed 4 water closet seats in AID office toilets 

Fumigated USAID premises Global House and Annex buildings 
Fumigated USAID premlses Global House and Annex buildings 
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Activ~ty Area 
& Date 

Construction/ 
Renovation 

July 6, 1994 
July 9, 1994 
July 8, 1994 
Aug 16, 1994 
Aug 23, 1994 
Sept 16, 1994 
Sept 20, 1994 

Sept 27, 1994 

Activlty Description 

Installed aluminum/glass partitioning in AID office 
Painted entire AID office space 
Laid rubber carpet on Global House staircase 
Painted entire NCCCD office space 
Constructed reinforced concrete pillar in Annex office 
Painted entire office space formerly occupied by Tech Dept 
Fixed aluminum partitioning for the new Library space on the 
ground floor 
Installed aluminum glass partitioning for Task Team office space 
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I 

A N E X  

GENTIiAL BANK OF NIGERIA 

OUR REF- T E D / A D / ~ ~ / ~ ~  16TH SEPTEMBER, 1994 

n 

r 
TO ALL DESIGNATED BANKS, OIL COMPANIES, OTHER 

CORPORATE BODIES AND THE PUBLIC 

RE REVISED GUIDELINES ON DOMICILIARY ACCOUNTS 

Thls 1s to Inform all deslgnated banks, and the general publlc 

of the following modii1catlon.s to the provlslons of our crrcular 

T E D / A D / ~ ~ / ~ ~  dated February 14, 1994 
' 8  

1) Government Departments, Parastatals, Corporat~ons, all other 

Government Agencles (National, State or Local) and crude 011 

producing companies shall contlnue to brlng In forelgn exchange to 

the country and lodge the funds In Forexgn Currency Domlclllary 

Accounts malntalned only w ~ l h  the Central Bank of N~gerla 

2) Requests for the use of such funds surrendered to CBN by 

ParastataLs and other bodles as In (1) above shall be made on a 

duly completed Form 'MI or Form 'A' or Form 'FCA 4,, direct to the 
, 
Director, Forelgn Operations Department, Central Bank of Nlgerla 

Where, however, the lrnporter of foreign exchange r e q u l r e s  lmmedlate 

conversion lnco N a l r a  equivalent such funds shall be purchased by 
5 

the CBN at the Bank's buylng rate 

3) All corporate bodle6 (~ncludrng 0x1 marketing companies) 

dlplomatlc mlssrons, consulates, etc and lndlvlduals shall brlng 
? 

In thexr foreign exchange through deslgnated banks for lodgement 

/ !%" 7 5 
, 
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regard, all author~sed dealers 

shall contlnue to serve as deslgnated banks as long as they comply 

wlth all relevant r u l e s  arid regulations 

4 )  The deslgnated banks shall be free to maintaln two types of 

Domlc~llary Accounts, namely Ordlnary Domlclllary Accounts and Non- 

011 Exports Domlcllzary Accounts 

5) Ordlnary Domlclllary Account Holders shall continue to have 

free and unmpeded access to those funds for ellglble transactions 

9 
6) Where a Domlclllary Account holder converts part of hls funds 

rn forelgn currency lnto nalra such an account holder 1s deemed to 

have sold forelgn currency to the deslgnated bank Such forelgn 

currency shall be purchased by the des~gnated bank at the 

prevalllng CBN buymg rate and surrendered to the CBN at the Bank's 

buylng rate plus 1% as servlce charge 
i 

7) Specla1 Accounts In respect of World Bank asslsted projects 

and/or other projects flnariced by Internat~onal Organlzatlons as 

well as non-resident accounts shall contlnue to be rnalntarned 
0 

by des~gnated banks In addltlon to Domlc~llary Accounts, 

D~plomatlc M~sslons, Consulates, etc shall also be free to open 

and operate External Accounts ln designated banks However, 

requests for conversion lntcr nalra of any amount from all these 

accounts shall be handled by designated banks at the prevalllng CBN 

buylng rate Such forelgn currency purchased by banks shall be 

surrendered to the CBN at the Bank's buylng rate plus 1% as servlce 

charge to the designated bank 1 



- 3 - 
8) All payments for exports shall be promptly repatrlated to 

Nigerla through the deslgnated banks for lodgement lnto Non-0x1 

Export Dorniclllary Accounts ma~ntalned In the (designated) banks 

Funds deposited In Non-011 Export Dornlclllary Accounts shall be 

utlllsed for ellgible transactlons .and sublect to prescrlbed 
J 

documentation requirements I- 

9) Where a Nigerlan resldent or a non-resldent is In possession 

of any forelgn exchange, whlch he does not Intend to lodge In any 
' I  

Domlclllary Account, he may approach any deslgnated bank to 

exchange, ~t for Nalra at the CBN prevall~ng buymg rate Such 

funds purchased shall be surrendered to the CBN at the Bank's 

buylng rate plus 1% as servlce charge - 

10) For the avoidance of doubt, all conversions of forelgn 

exchange from Dornlclliary Accounts, Speclal Accounts, Non-resldent 

Accounts or External Accounts lnto N a ~ r a  shall be done with 

deslgnated banks whlch, shall In turn surrender the forelgn 

exchange to the Central Bank as lndlcated above Consequently such 

transactlons shall not be executed,outslde the deslgnated banks 

11) Any resldent or non-resldent person can lmport forelgn 

currency lnto the country or take out same provlded amounts In 

excess of US$5,000 00 (five thousand dollars) or ~ t s  equivalent are 

declared both at the por t  of entry and the port of departure ln a 

manner prescrlbed from tlme to tlme by the Central Bank of Nlger~a 

12) Monthly returns in respect of the operatlon of Domlclllary 

Accounts and utlllzatlon of funds on Speclal, *External and Non- 
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-counts shall be rendered by designated banks to the 

-or, Trade and Exchange Department, Central Bank of Nigeria as 

per exlstlng formats 
! 

AG DIRECTOR 
TRADE AND EXCHANGE DEPARTMENT 
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AAI 
AAO (AAOINIGERIA) 

ABBREVIATIONS AND ACRONYMS 

African-American Institute 
AID Affairs OfficeINigeria 

AID 
CCCD 

CDC 
co 

EX0 
EXP 
FHS 

FRLC 

I10 
IP 

LGA 
LOC 
LSU 
NCCCD 
NFHS 

NGO 
NXP 
PACD 
PAF Office 
PCU 
PIOIT 
RCO 
REDSOIWCA 
SHA 
SOP(s) 
SRA 
UPS 
US AID 
USIP 

Agency for International Development 
Combatting Childhood Communicable Diseases Project 

see also NCCCD - successor project 
Centers for Disease Control and Prevention 

Contracting Officer (REDSOIAbidjan) 
see RCO 

Executive Officer (of USAID or Embassy) 
Expendable supplies 

Family Health Services Project 
see also NFHS - successor project 

Federal Reserve Letter of Credit 
same as LOC 

Implementation Order 
Implementing Partner 

same as USIP - U S Implementing Partner 
Local Government Authority 

Letter of Credit 
Logistical Support Unit 

N~geria Combatting Childhood Communicable Diseases Project 
Nigeria Family Health Services Project 

Successor to Fam~ly Health Services Project 
Non-Governmental Organization 

Non-Expendables 
Project Actual Completion Date 

Personnel/Administration/Fmance Office 
Programme Coordination Unit 

Project Implementation OrderITechnical 
Regional Contracting Officer (REDSOIWCA) 

Regional Economic Development Services Office, West and Central Africa 
Sweet Hill Associates, Inc 

Standard Operating Procedure(s) 
Specific Request for Assistance 

Universal Power Supply 
U S Agency for International Development 

U S Implementing Partner' 

' Included are such organizations as AIDSCAP, BASICS, CEDPA, CDC, Futures Group, John Snow 
Inc (Mothercare, SEATS, Initiatives Projects), Johns Hopkins University (Population Cornmunicat~ons 
Program, Quality Assurance), Pathfinder International, Wellstart 
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A OVERVIEW 

The quarter October-December 1994 saw the first results of the newly revised 
USAID/Nigeria assistance program The new strategy called for combining the former FHS 
and NCCCD project offices into a single Task Team (which would later be phased into a 
Programme Coordination Unit) Under this reorganization, technical services would be 
performed by U S Implementing Partners (including cooperating agencies and programs 
funded under Global USAID funds), in partnership with Nigerian NGOs, rather than by FHS 
and NCCCD direct-hire staff Under the reorganization, AAI would no longer have direct 
responsibility for subcontracts with Nigerian NGOs, instead, this would be delegated to 
USIPs This resulted in a streamlined staffing pattern by the end of the quarter, which is 
discussed below under "Personnel" 

Pursuant to Modification 14 to the AAI Contract, signed September 30, the 
Personnel, Administration and Finance Office began in this quarter to function as the 
Logistic Support Unit (LSU) serving the USAID program in child survival, fam~ly planning 
and HIVIAIDS prevention and control Under the new USAID strategy, the LSU supports 
the Task Team as well as U S Implementing Partners (USIPs), which were to be identified 
and selected by the mission Conceptually, the LSU is a service organization designed to 
provide centralized, high-quality services to enable a number of USIPs operating in N~geria 
to perform their programmatic and techn~cal role in the USAID program 

The quarter October-December 1994 involved intense activity by AAI, Sweet Hill 
Associates, Inc (SHA) and LSU staff to meet the requirements set out by Mod~fication 14 
The Modification required the LSU to "develop and promulgate not later than December 1, 
1994, an Operations Manual that establishes written and detailed procedures" covering the 
full range of LSU activities It also required AAI to present to USAID/Nigeria by December -- 

1, 1994 a draft plan with respect to the organization and mechanisms proposed to execute 
LSU responsibilities in Nigeria The Modification goes on to state - 

"This plan shall describe 

(a) the organizational structure, staffing pattern, and methodology proposed for the provision 
of the logistic support services required, I 

(b) the role of any subcontractors proposed, including submission of pertinent subcontracts 
for REDSO/WCA/OP approval, I 

(c) key personnel, who will be subject to adherence to personal financial disclosure and 
bondmg requirements, 

(d) a mechanism for installing and operating a single, unified financial management system 
located in Lagos for control and management of all funds committed to the LSU, and I 
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(e) a financial report providing estimated expenditures by line item as of November 30, 
1994, and a proposed illustrative budget for contract implementation from December 
1, 1994 through June 30, 1995 " 

For USAID programmatic reasons, AAI staff could not obtain permission to visit 
Nigeria durlng the first five weeks of the quarter AAI therefore requested and received 
authorization from REDS0 to extend the deadline for delivery of the Organizational Plan, the 
Subcontract with Sweet Hill Associates, and other materials, to January 6, 1995 AAI 
forwarded a revised draft version of the Organizational Plan and other documents to 
USAIDINigeria in late December 

B GENERAL MANAGEMENT 

The LSU General Manager (formerly called "PAF Director"), George Oligbo, worked 
closely with USAID to recast the LSU to provide the services required under Modification 
14 He participated in numerous meetings with USAID, FHS and NCCCD staff concerning 
the reorganlzation of the USAID program In particular these focused on the need for the 
LSU to be prepared to provide services to up to 20 USIPs, and to disaggregate accounting 
and financial reporting on these services USAID also encouraged the LSU to orient toward 
a "customer service" approach to the USIPs During the quarter of October - December, the 
LSU provided extensive assistance to USAID in support to two major meetings with USIPs 
and Nigerian NGOs, one m October focusing on child survival, and one in late November 
focusing on family planning and AIDS prevention and control 

The LSU General Manager served as focal point for discussions and decisions related 
to the reorganlzation of the LSU program, as well as on all services being provided during 
the quarter He spent considerable time in communications with USIP representatives to the 
meetings, as well as in directlng LSU staff to provide expediting and conference services 

The LSU management worked closely with USAID to revlew financ~al and 
management mplications of closing out subprojects, merging FHS and NCCCD field offices, 
relocating offices, and other implementatlon decisions 

C PERSONNEL 

With the consolidation of fleld activities under AAI's flnance operation, personnel formerly 
pald by SHA were placed directly on the AAI payroll 

Personnel changes made m response to requests from USAID The LSU enacted a 
number of personnel changes in response to requests from USAID This entailed issuing 
new contracts valid to June 30, 1995 for personnel whose contracts had been scheduled to 
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terminate on November 30, 1994, under the provisions of Project Close-out resulting from 
decertification 

Transfer of Personnel from Famly Health Serv~ces Effective October 1, 1994, 13 
professional staff members and six secretaries transferred from FHS to the Program 
Coordmation Unit (PCU) They were given new employment contracts by the LSU Nine 
other FHS staff members transferred to various projects or organizations including CEDPA, 
Pathfinder, and UNFPA In addition, seven office assistants were transferred from FHS to 
other units Table 1 summarizes the staff transfers listed above 

Table 1 
Transfer of Personnel From FHS 

Effectwe October 1, 1994 

I 6 I secretaries 

Previous Unit 

FHS I 1 I Office Assistant 

Number of Staff 

2 

1 

I 1 I Office Assistant 

Staff Pos~tion 

Office Assistant 

Office Assistant 

New Un~t  T I  

1 

1 

1 

4 

4 

Production Rrn 

CEDPA 

Office Assistant 

Office Assistant 

Staff 

Staff 

Staff 

PATHFINDER 11 
Information provided by LSU Deputy General Manager 

UNFPA 11 
Extension of Contracts All FHS drivers had their contracts extended, with final terms 

of their contract dependent on the development and needs of field office operations Fifteen 
drivers from the zonal offices and seven drivers from the Lagos office were affected 

Termmat~on of Contracts - FHS Contracts for six program officers and five secretaries 
were terminated between October - December 1994 They were paid their terminal benefits 
appropriately 
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Reslgnatlons Dr Peter Olisa (SBE) and Mrs Elizabeth Iyarna (NCCCD, Kaduna) 
resigned, effective November 1994, while Mr Ajibola Ajiboye retired during this period - 
also with effect November 1994 

Recruitment During October to December 1994, LSU staff assisted various other 
program units in several areas of recruitment Following is a brief description of the 
recruitment related services provided by LSU The information has been segregated by 
individual units assisted 

CEDPA In October 1994, LSU assisted CEDPA in recruiting a Senior Programme 
Officer (Grade Level FSN 11, Step 8) and an Administrative Assistant (Grade Level FSN 8, 
Step 4) 

AIDSCAP LSU assisted AIDSCAP in advertising for the position of Resident 
Adviser LSU staff collected all applications for the position and forwarded them to 
AIDSCAP for short-listing, arranged the interview venue, facilitated reimbursement of 
expenses incurred by the candidates interviewed 

WELLSTART LSU also assisted Wellstart in recruiting a Resident Adviser This 
entailed assistance in advertising for the position, collecting applications and forwarding them 
to Wellstart, inviting short-listed candidates for interviews, participating in the interview 
process, and facilitating relrnbursement of expenses incurred by the candidates interviewed 

D ADMINISTRATIVE DIVISION 

1 Procurement 

*Procurement Local procurement during t h ~ s  quarter included general supplies, fuel, 
computer and office supplies Procurement also included purchasing carpeting for Global 
House, the Task Team office, and the offices of AID, CEDPA and PCUITT Coordinator 
Most of the procurement activity related to office refurbishing took place towards the 
beginning of this quarter Annex I gives a detailed list of all procurement activities 
undertaken from October to December 1994 

2 Communications 

Highlights The highlights for the period October - December 1994, in this area of 
activ~ty include maintenance of PABX and extension lines, reconcil~ation and payment of 
monthly phone bills, and repair of a major fault in the direct exchange line to NITEL and 
follow-up activities The LSU Communications Officer, Yinka Agbaje (who also serves as 
Conference Coordinator), recommended an expansion in the PABX system in order to 
improve current communications facilities 



Quarterly Report October I - December 31 1994 

3 Vehicle Maintenance 

Project Vehlcle Status As of November 1994 A total of 40 FHS, one National Micro- 
Nutrient Survey Project, three AIDSCAP, six PSI and 49 NCCCD currently operating 
vehicles were identified by the LSU Maintenance Officer, Paul Adigwu Table 2 below 
gives a summary report for project vehicles by division and geographical location It also 
highlights the number of vehicles currently in operation See Annex I1 for a more detailed 
report on veh~cle number, vehicle make and current condition 

Almost all the inoperative project vehicles were either identified as currently broken 
down or under repair after an accident See Annex I11 for a list of vehicles currently not in 
use Of the total non-operating vehicles, only one (Chevrolet, 12 FGN 758) has been 
written-off The vehicle has not been in use since its acc~dent in 1991 No vehicles were 
removed from inventory this quarter 

Table 2 
USAID Project Vehicle Status 

November 1994 

PROJECT 

NSMP 

AIDSCAP 

PSI 

LOCATION 

- 

Lagos 
Enugu (Zone A) 
RIS - Anambra 
RIS - Abia 
Ibadan (Zone B) 
RIS - Osun 
Kaduna (Zone C) 
RIS - Minna 
Bauchi (Zone D) 

Ibadan 

Ibadan 

Ibadan 

TOTAL # OF 
VEHICLES 

# OPERATING 
VEHICLES 
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NCCCD Lagos 
Anambra 
Enugu 
Osun 
0 ~ 0  
Kaunda 
Niger 
Kebbi 
Plateau 
Sokoto 

Preventive Maintenance System The vehicle preventive mamtenance system established 
in Kaduna continued to be effectlve through this quarter Under the system, vehlcles needing 
repair are brought to the mechanic in Kaduna accompanied by a work order issued by the 
NCCCD Kaduna office For detalls on vehicle repair see Table 3 below 

GRAND TOTAL 
Based on the mformation provided by LSU Mamtenance Officer 

90 74 
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Table 3 
Vehlcle Mamtenance Actlvlty 

October - December, 1994 

Date I Mamtenance Actlvlty Descrlptlon 11 

October 18, 1994 I Repair of fuel systems - vehicle # 12 FGN 863 11 
October 18, 1994 I Brake repair - vehicle FG 03 R 

I I 

November 18, 1994 

November 2, 1994 

Service & repair of brake system - vehicle # 
12FGN 103 9 

Engine repair - vehicle # 140 CD 103 

December 7, 1994 I General servicinn - vehicle # FG 03 R 12 11 

December 1, 1994 

December 5, 1994 

December 13, 1994 

Change brake pads - vehicle # FG 24 R 12 

Repair of rear axle & propeller shaft -vehicle # 140 
FG03R 12 

General servicing & engine repair - vehicle # 12 FGN 1 1035 

December 2 1, 1994 1 Repair of AC - vehicle # FG 04 R 12 
Based on information provided by the LSU Maintenance Officer 

December 14, 1994 

December 14, 1994 

December 21, 1994 

December 21, 1994 

December 21, 1994 

December 21, 1994 

General service & brake repair - vehicle # 12 FGN 928 

General servicing - vehicle # 12 FGN 755 

Replacement of AC fan - veh~cle # FG 10 R 12 

Replacement of AC compressor - vehicle # FG 08 R 12 

Replacement of AC compressor - vehicle # 12 FGN 
101 1 

Repair of AC - vehicle # FG 02 R 12 
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4 Expediting 

Between October and December 1995, LSU expediters and drivers provided services to a 
total of 80 people at the international airport and 21 people at the domestic airport Tables 4 
and 5 identify the number of personnel expedited from various projects Also see Annex IV 
and V for details regarding the names of each person expedited and the corresponding dates - 

Table 4 
Personnel Expedited At Domestic Airport 

October - December 1994 

PROJECT # PERSONlWL EXPEDITED 

CEDPA 
Mothercare 
JHUIPCS 
IPS 
LSU 
PCUITT 

- - 

Total Number Expedlted At Domestic Airport 21 

Table 5 
Personnel Expedted At International Airport 

October - December 1994 

PROJECT # PERSONNEL EXPEDITED 

AID 
JHUIPCS 
NCCCD 
AIDSCAP 
CEDPA 
PATHFINDER 
REACH 
Mothercare 
LSU 
QJA 

Total Number Expedlted At International Airport 80 

In a letter to the LSU, Ms Enid Spielman, CEDPA Resident Adviser, commending LSU 
expediters and the work of LSU staff in facilitating travel arrangements for CEDPA staff to a 
conference in Dakar 
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In order to lrnprove services, LSU expediters suggested that information on visitors should 
be provided in greater detail and that a 'walkie-talkie' should be used to provide improved 
security for visitors as well as for FHS staff 

5 General Maintenance 

Service Contracts The maintenance contracts for photocopiers with Rank Xerox and 
Electrohall continued to be the only service contracts maintained by the LSU through this 
quarter 

- 

Routme Mamtenance Services In October, the Maintenance Unit arranged for 
generator servicing and fuel cleaning and also for air conditioner servicing for Global House 
and the Annex Routine maintenance services for LSU were handled by 

Air Conditioning A 0 Ejeteh/Multiway 
Partitioning of Offices Austin Boboe 
Furniture Repair Tate Enterprises 

Annex VI provides a more detailed list of maintenance activities undertaken between 
October 1 - December 31, 1994 It is useful for illustrating the quantity and range of 
maintenance activities for which the LSU is responsible 

6 Conferences 

The LSU provided conference coordination services for four meetings during this quarter, 
includmg a major meeting sponsored by USAID and the PCUlTT See Table 6 below 

Table 6 - 

Conference Assistance 
October - December 1994 

Project Conference Title 

NCCCD 

CEDPA 

CEDPA 

Conference Dates 

NFHS I IP Meeting 

# Participants 

SBE Management 
Meeting 

Population Advocacy 
Conference 

Review of Dakar '94 

Based on information provided by LSU Conference Cooordlnator I Nov 29 - Dec 03 

Oct 25 - 0ct  28, 1995 

Nov 11 & Nov 16, 1995 

November 18, 1995 

100 

18 

11 

7 
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E FINANCE DIVISION 

In accordance with Modification 14, AAI's PAF Finance Manager assumed the 
position of Controller for all field-based LSU finance activities, including those previously 
undertaken by Sweet Hill Associates This change has allowed LSU to centralize financial 
control and resource utilization for all project components Under his leadership, the LSU 
accomplished the following main activities 

Centralized Single Finance Unit estabhshed Establishment of the centralized finance 
operation has enabled the LSU to prov~de on a monthly basis detailed financial information 
on all field cost centers, including USIPs 

Closed fwe RIS offices Under requlrements of decertification, prohibiting USAID from 
any support of any government entity, the FHS program ceased support of state-based 
programs With concurrence of the AAO, the LSU closed-out Resource Intensification States 
accounts, retrieved vehicles, moved computers to the Zonal offices, and donated 
airconditioners and furnishings to NGOs within the RIS states The RIS coordinators 
identified viable NGOs affiliated with the program 

Closed books for all sub-projects The LSU closed the books for the 35 subproject 
accounts However, the subprojects retained the revolving bank accounts paid by proceeds 
from commodities The operating accounts were closed and checks were issued to AAI 
AAI worked with Pathfinder International and CEDPA to turn over the subprojects to them 
AAI also dec~ded to engage an accounting firm to conduct an audit in the next quarter 

Rev~ewed and finalized the revlslon of the Financial Procedures Manual The LSU 
engaged Achlke Emejulu and Associates, a management consulting firm, to assist with the 
revision of the Financial Procedures Manual The firm had previously assisted in drafting 
the lnitial version of the manual in May 1994 

Closed books for all zones Under the directive of USAID and in cooperation with the 
PCUJTT, the LSU closed zonal accounts in the transition from FHS Zonal offices to USAID 
Field Offices The LSU assisted the new USAID Field Managers to open new bank 
accounts and continues to provide imprest accounts to the USAID Field Offices 

F AAIINEW YORK 

During this quarter, the main priority for AAI headquarters staff was to guide and 
ensure the preparation of the deliverables required under Modification 14 These included a 
draft Organizational Plan, Organizational Chart, proposed staffing and position descriptions 
for AAI and SHA headquarters and LSU, a seven-month budget (for December 1994-June 
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1995), assurance that key personnel would be bonded, a draft subcontract with any 
subcontract AAI would propose (which would include AAI's present subcontractor, SHA), 
and development of manuals for the personnel, administrative, procurement and finance 
functions AAI headquarters staff (the VP for Programs and the U S Project Manager) each 
visited Nigeria during the quarter to collaborate with LSU staff on preparation of these 
documents AAI New York staff met with SHA headquarters staff on several occasions 
concerning subcontract issues as well as the other deliverables In December AAI New York 
staff reviewed the draft Administrative Policies and Procedures Manual prepared by SHA 

The U S Project Manager worked with LSU staff for ten days in November to 
review existing policies and procedures in personnel, administration and finance, with a view 
to updating them to meet new needs, and to develop an organizational structure and staffing 
pattern to reflect Modification 14 requirements 

The AAI V ~ c e  President for Programs and the SHA President visited Nigeria for 
approxmately two weeks in December They continued to refine the manuals, and also 
collaborated on the Organizational Plan and on a draft subcontract modification and budget 

The AAI Vice President met with the AAOIN to discuss the new organization of the 
LSU and other expectations required by Modification 14 The AAI Vice President also 
prepared a draft Implementation Support Agreement for use with USIPs and worked with 
LSU staff to draft an LSU Services Questionnaire to be used in addition to the existing 
Visitors Evaluation Form The LSU services questionnaire was des~gned for the purpose of 
allowing LSU to obtain regular feedback from Implementing Partners on the services it 
renders The AAI VP also initiated development of a Services Matrix for each principal area 
of work for which the LSU is responsible personnel, administration, procurement and 
finance, to be incorporated in the draft Manuals 

AAI New York staff and LSU staff reviewed a draft Administration Policies and 
Procedures Manual prepared by Sweet Hill Associates 

G SUBCONTRACTOR SWEET HILL ASSOCIATES, Inc (SHA) 

Activities undertaken by SHA in Nigeria are incorporated in the above reports SHA 
did not provide a report on home office-based activities during this period However, as 
noted above, SHA cooperated with AAI in development of several of the "deliverables" 
required by Modification 14 and prepared the draft Administration Manual including policies 
and procedures for procurement The SHA President travelled to Nigeria for approxmately 
two weeks in December to work on the SHA-related portion of the deliverables 



Quarterly Report October 1 - December 31, 1994 

\ PROCUREMENT ACTIVITY BETWEEN OCTOBER - DECEMBER 1994 
PREPARED BY KEHINDE A UNDERTAKEN BY Sweet Hill Associates 
D A T E  27-Feb-95 
SWEET HILL ASSOClATES INC 
30 ADEOLA HOPEWELL STREET 
VICTORIA ISLAND 
LAGOS NIGERIA 

FOROCT 1994 
Master Transacrron Table 

- 
NCCC 
FHS 
PSI 

AIDS( - 
FHS 
USA1 
FHS 
NCCC 
NCCC 
NCCC 
FHS 
FHS 
NCCC 
USAI 
NCCC 
FHS 
USAI 
FHS 
FHS 
NCCC 

Puri lrase o f  f rr d 
supply 0 f UPS 
Supply o f  conr puler tools 
Retlovarron Kaduna o f  flu? 
Partlrron o f  of  jrce 
Supply o jtorlerones 
Par~rftorr o f  o f frie,PAS 
Supply o f  lorle~orres 
$rrpply o f  stamp stoods 
Rt.rnb on Calculafor 
Supply o f  battery 
Arrclrase o f  culrlerres 
Sti pply o f  f urnt~trre 
Purchase o f  cu(1eries 
Supply o f  Harro jiles 
Purchase o f  o f  f r r  e rable 

ERR 
ERR 
ERR 
ERR 
ERR 
ERR 
ERR 
ERR 
ERR 
ERR 
ERR 
ERR 
ERR 
ERR 

56001 
ERR 

- 
Detad 
Code 

- 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 
P 

Albert Joseph 
TIM Merclrant Product Co 
Tire nrercl~arrt Produrt 
Naelrsa E11g Senaes 
Clwks Tonyk Ntg h d  
Folake Kasumu 
krsfrn Boboe 
Folake Kasrrrnu 
S o u a s &  Co 
Esther Dartdu 
Jrnss Nlg U d  
Mdrael Meshe 
Tlrotrtas Cabrnet maker 
Goodnews Goka 
Enrelec venfiires 
Estt~er Dartdu 
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Master Transectron Table 

oaf0 

START EEL 

04-0cl94 

064kf 04 

12-W 94 

12-0cl94 

12-Oct 94 

13-OCf 94 

139cf 04 

13-0cf 94 

13-0121 94 

1 4 a 1  94 

l4-0c194 

14-Oct 94 

17-0cl 94 

17-0c194 

18-0cf 94 

18 Oci 94 

19-0cI 94 

19 Oci 94 

1 OQct 94 

2O-Oct 94 

219c i  94 

- 
voucher 

Number - 

AD089 

PV2300 

W2392 

PV2394 

W2393 

AD709 

PV2399 

AD710 

A0708 

PV2654 

PV2653 

PV265 1 

PV2661 

AD714 

PV266S 

PV2666 

PV2669 

PV2668 

PV630 

PV2675 

PV2601 

- 
NCCCD 

FHS - 

LSU 

LSU 

AID 

AN) 

L S U  
LSU 

LSU 

AID 

LSU 

AID 

AID 

3864 

AID 

LSU 

LSU 

3664 

U D  

3664 

NCCCD 

3664 

AID 

- 
Cheque 

Number - 

37246 

37255 

37259 

37284 

37260 

37271 

37274 

37272 

37270 

37280 

37279 

37276 

37288 

37285 

37203 

37294 

60801 

37300 

37209 

60810 

60830 - 

. 

Name of Payee 

or Payor rf Receipl 

ATIAMlYU 

a GOKA 

AUSTINE BOBOE 

DESILVER CARPETS 

RAPID0 VENTURES LTD 

AJOSEPH 

NEPA 

A 0  EJETEH 6 SONS 

P ADIGWU 

WSTINE B080E L SONS 

PROSITE LTD 

OYETADE & SONS LTD 

DESILVER CARPETS 

S EPETE 

BENTRACO 6 ASSOCIATES 

OYETAOE L SONS 

DESILVER CARPETS 

SON1 AGBEYEGBE 

FlDEX d CO 

OTETADE 6 SONS LTD 

PROSITE LTD 

PURCHASE OF BATTERY 

PURCHASE OF STATIONARIES 

CONSTRUTlON OF OFFICE 

CARPETING OF AID PA,CEDPA 

OFFICE FLIPCHART 

PURCHASE OF HYDRAULIC JACh 

ELECTRIC BILL 

PROCURMENT OF A/C SPUT UNI 

PROCURMENT OF OENERATOR 1 

PARTlnONlNO OF OFFICE 

PARUTIONING OF PAS OFFICE 

WATER SUPPLIED 

CARPETING OF GLOBAL HOUSE 

PURCHESE OF HORTICULTURAL 

PURCHASE OF TONERS 

WATER SUPPLIED 

CARPETINQ OF TASK TEAM OFF 

USAID FOLDER FILES 

FUEL PUMP 

WATER SUPPLIED 

PARTITIONING OF PA S OFFICE 
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Cheque 
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60855 
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60858 

Voucher 
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WArER SUPPLIED 

ALUMINUM PARTITIONING 

TELECOM PROCURMENT 

ELECTRIC BILL FOR PI0 

WATER SUPPLIED 

NCCCD 

FHS 

3664 

AID 

LSU 

LSU 

3664 

10 
Numbe 
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U 

Cheque 
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Nerne of Payee 

or Payor rf R ~ c e ~ p t  

OYETAE d SONS LTD 

E DAUDU 
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ELECTRO HALL 
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r. 

Prevmuo Balance 

WATER SUPPUED 
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CARPET1 NG 
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PY2827 

PY2829 

p v 2 m  

PY2828 

PY2850 

PY711 

A0767 

P m  

PV2873 

PV2866 

PV2861 

PV2862 

Pv2077 

PV2W 

P m  

PY2819 

NCCCD 

FHS 
- 

LSU 

LSU 

LSU 

CEDPA 

LSU 

LSU 

LSU 

NCCCD 

LSU 

NCCCD 

LSU 

LSU 

LSU 

FHS 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

K) 
Number 

- - -- -- 

choqw Nam of Payee 
Number or Payor if Roce~pt 

74057 C CMlEJlNA 

74046 ECECTRO HALL ., 
I 

74048 AJOSEPH 

74047 RESOURCERY 

74080 MORDERN BUSINESS 

7- RANK XEROS=X 

74075 OYETADE & SONS LTD 

74081 SOUNAS S COMPANY 

74093 OYETADE d SONS LTD 

74092 GABUMO PUBLISHING 

ssso2 ~AGANBI  

86630 TUNDE BELL0 NIG ENT 

86631 SANDEZ NIG ENJ 

86624 OY ETADE dr SONS LTD 
86620 RUTH EMNARDS ENT 
86622 CROSSCONTINENALNIG 

86635 OYETADE L SONS LTD 

86lSO OLUWASEY) ANIMASHAU 

8663 CHUKS TONYK ASSOCITE 

86637 CHRISN EBOSON 

16 

CURTAINS FOR WASH -- ROC 

COMPUTER DRUM 8 GEAR 

ENGINE OILBREAK FLUID 

COMPUTER FOR CEDPA 

TONER CARTRIDGE 

ONE DRUM FOR P/COPIER 

SUPPLY OF WATER 

PRINTING OF FLIP CHART f 

SUPPLY OF WATER 

PRINTING OF A C S 

PFiOCURMENT OF BA-ITRIE 

TONNER 

FAX ROLL 

SUPPLY OF WATER 

SUPPLY OF TOILETRIES 

SUPPLY OF STATIONEWES 

SUPPLY OF WATER 

SUPUY 'STATIONEFUES 

PAINTING 

PAINTING 
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- Mast~r Transacton Table 

Number FHS 

PV2885 LSU 

AD102 NCCCD 

Name of Payee 10 

Nurnbw 

PROCURE BILL BOARD 

Cheque 

86651 

7- 

Number 

NEMMY NDU#WLJ 

EDAUDU c* 

or Payor rl bcetpt  

I 
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T H E  IVIUCAN-AMERICAN INSTKWE 

NIGERIA FHS AND NCCCD PROJECTS 

BANK JOURNAL 

FOR fHE MONTH OF DECEMBER, 1994 

Master Transaction Table 

Number 

13-44 PV2968 

1 5 0 ~ 9 1  PV2881 

16-0.~ 04 PV2080 

06o.C-M A0762 t UD 

:EDPA 

ZEDPA 

WS 

FHS 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

LSU 

14-Dec 94 

01 t>ac 04 

22 Dac 04 

1sDec 94 

01- 04 

27 Dec04 

20Dec 04 

27 Dec 04 

22 Dec 04 

27 Dec 04 

20Dec04 

27-00~ 04 

09 DIE 04 

12-Dec 04 

07 Dec 04 

09 Dsc 04 

20 Dec 04 

13 Dec 04 

13 Dec 04 

13-00~ 94 

13 Dec 04 

06 Dec 94 

Cheque 
Number - 

80248 

99290 

00200 

99205 

99240 

86663 

12322 

90300 

86668 

12315 

12304 

12314 

12313 

12339 

12301 

12324 

99228 

98236 

09212 

99223 

90281 

90273 

00272 

99262 

00265 

86690 

AD807 

fV2893 

PV3008 

PV2078 

PV2894 

PV3026 

PV2993 

AD81 8 

PV3013 

PV3025 

A0915 

PV3027 

PV2946 

PV2953 

PV2034 

PV2945 

AD814 

PV2964 

PV2962 

PV2973 

PV2963 

PV2025 

- -- 

N a m  of Payee 

or Payor If Recelpt 

SANDEZ NIG LTD 

SANDEZ NIG LTD 

1 UMOETTEH 

J OGUNTOYE 

A 0 EJETEH & SON 

YOYO 8 COMPANY 

W Y  TINMY VENTURES LTD 

GOODNEWS GOKA 

OYETADE & SONS LTD 

OYETADE 8 SONS 

P ADIGWU 

OYETADE & SONS 

OYETADE & SONS LTD 

P ADIGWU 

DUENDOFF W A (NIG) LTD 

TRANS SHELTA 

GERANTZ NIG LTD 

ELECTRO HALL 

OYETADE & SONS 

M MESHE 

JIMSS NIG LTD 

OYETADE & SONS LTD 

OYETADE & SONS LTD 

THE MERCHANT PRODUCT COMP, 

E AGANBl 

AYlNG OF CARPETS 

SUPPLY OF A4 COPY PAPAER 

SUPPLY OF A4 COPY PAPAER 

WOCURMENT OF SHARP TONER 

PROCUREMENT OF DIESEL 

AIRCONDITIONER PURCHASE 

PURCHASE OF COMPUTER TABL 

SUPPPLY OF SOFTWARE ANTI VI 

WATER SUPPLY 

WATER SUPPLIED 

WATER SUPPLIED 

PROCUREMENT OF DIESEL 

WATER SUPPLIED 

WATER SUPPLIED 

PROCUREMENT OF DIESEL 

INSTALATION OF TWO AIR CONDl 

ALUMlNUlUM PARTITIONING 

PAINTING OF ANNEX WALL 

SUPPLY OF CONSUMMABLES 

WATER SUPPLY 

CONSUMABLE 

BAROCLEM BATTERY PURCHASE 

WATER SUPPLIED 

WATER SUPPLIED 

SUPPLY OF TRANSFORMER 

PURCHASE OF BAlTERY 

Detall 

Code 

P 
P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 
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. THE AFRICAN-AMERICAN INSTITUTE 

NIGERIA FHS AND NCCCD PROJECTS 

BANK JOURNAL 

FOR THE MONTH OF DECEMBER, 1994 

Voucher NCCCD 

Number FHS 

PV2895 LSU 

AD788 LSU 

PV2982 LSU 

PV2976 LSU 

PV2923 LSU 

PV742 NCCCD t 
10 

Number 

54 1 

Chequo 

Number 

86671 

86691 

99289 

90200 

86700 

99294 - 

Name o l  Payee 1 Description 
or Payor If Recelpt 

OYATADE & SONS 

A JOSEPH 

TRANS SHELTA 

SANDU NIG ENT 

OYETADE & SONS 

RANK XEROX 

WATER SUPPLY 

I ADVANCE FOR HEADLAMP 

PARTITIONING OF OFFICE 

SUPPLY OF STATlONERlES 

WATER SUPPLY 

CONSUMABLE PROCURED 

DelaN 1 Disbubursement 
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ANNEX I1 

STATUS REPORT FOR PROJECT VEHICLES 
November 18, 1994 

SIN 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 

Reg No (Old) - 
12 FGN 681 
12 FGN 726 
12 FGN 732 
12 FGN 753 
12 FGN 755 
12 FGN 756 
12 FGN 757 
12 FGN 758 
12 FGN 759 
12 FGN 1267 
12 FGN 1268 
12 FGN 1269 
12 FGN 1270 
12 FGN 127 1 
140 CD 105 

Reg No (New) 
FG 08 R12 
FG 03 R12 
FG 04 R12 
FG 06 R12 
FG 06 R12 
FG 09 R12 
FG 10 R12 

Make of Vehicle 
Toyota Lite Ace 

-DO- 
-DO- 

Land Cruiser 
-DO- 

Chevy Suburban 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 

Vehicle Condition 
Operating 
Operating 
Operating 

Broken-Down 
Operating 

-DO- 
-DO 

~ n t e - O f f  
Under Repair 

Operatmg 
Operating 

-DO- 
Acc~dented - To be Repalred 

Under Repalr 
Operating 

FHS (ZONE A) ENUGU 

FHS (RIS - ANAMBRA) 
1 112FGN 1265 1 FG23R12 I Cherokee Jeep Operating 

FNS (RIS - ABIA) 
1 112FGN 1264 1 FG22R12 I Cherokee Jeep I -DO- 1 

FHS (ZONE B) IBADAN 
FG 05 R12 
FG 14 R12 
FG 18 R12 

Toy Landcruiser 
-DO- 

FG 12 R12 
FG 13 R12 

1 
2 

Stolen 
Broken-Down 

Operating 
-DO- 

12 FGN 863 
12FGN864 

FHS (RIS - OSUN) 
1 1 12 FGN 1266 1 FG 24 R12 1 Cherokee Jeep I Operating 1 
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FHS (RIS - MINNA) 
1 1 112FGN1263 ( F G 2 1 R 1 2  ( Cherokee Jeep Operating 

FHS (ZONE C) KADUNA 

1 1 12 FGN 1274 1 FG 30 R12 I Palero Jeep I Broken Down ! 

Veh~cle Cond~tion 
Operating 

-DO- 
-DO- 

FHS (ZONE D) BAUCHI 

Make of Veh~cle 
Toy Land Cruiser 

-DO- 
-DO- 

Reg No (New) 
FG 07 R12 
FG 15 R12 
FG 17 R12 

SIN 
1 
2 
3 

12 FGN 680 
12 FGN 867 
12 FGN 899 

P S I  

Reg No (Old) 
12FGN754 
12 FGN 866 
12 FGN 897 

NMSP - IBADAN 

Toy Land Cruiser 
-DO- 
-DO- 

FG 01 R12 
FG 16 R12 
FG 19 R12 

AIDSCAP 

Operating 
-DO- 
-DO- 

12 FGN 1252 
12 FGN 1253 
12FGN1254 
12 FGN 1255 
12 FGN 1256 
12 FGN 1272 

Checy Van 
-DO- 
-DO- 
-DO- 

Chevy Saloon 
-DO- 

FG 32 R12 
FG 33 R12 
FG34R12 
FG 35 R12 
FG 36 R12 
FG 37 R12 

1 
2 
3 

Operating 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 

FG 38 R12 
FG 39 R12 
FG31R12 

12 FGN 1238 
12 FGN 1239 
12FGN1241 

Cherokee Jeep 
-DO- 
-DO- 

Operating 
-DO- 
-DO- 
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NCCCD PROJECT VEHICLES 

SIN 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 

Reg No 
140 CC 80 
140 CC 79 
140 CC 78 
140 CD 103 
140 CD 89 
140 CD 97 
140 CD 98 
12 FGN 1011 
12 FGN 1022 
12 FGN 1023 
12 FGN 1024 
12 FGN 1005 
12 FGN 1006 
12 FGN 1007 
12 FGN 1008 
140 CD 105 

Allocation of Vehicle 
NCCCD Lagos Office 

-DO- 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 
SBE 

SMOH 
OJO LGA 

CEU 
FMOH 
-DO- 
-DO- 
-DO- 

NCCCD - Lagos 

Make of Vehicle 
Cherokee Jeep 

-DO- 
-DO- 

Toy Land Cruiser 
Peugeot 505SR 

Toy Land Cruiser 
Volvo 740 GL 
Cherokee Jeep 

-DO- 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 

Peugeot 505SR 

Vehicle Condltlon 
Operating 

-DO- 
-DO- 

Under Repair 
Operating 

-DO- 
-DO 

Under ~ e ~ a i r  
Operating 

-DO- 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 

Under Repair 

NCCCD - ANAMBRA 

NCCCD - ENUGU 

Cherokee Jeep 
-DO- 

SMOH 
OYI LGA 

1 
2 

12 FGN 1009 
12 FGN 1010 
12 FGN 1018 
12 FGN 1019 
12 FGN 1020 
12 FGN 626 

Cherokee Jeep 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 

n 1 1 12 FGN 1031 1 SMOH ) Cherokee Jeep Operatmg 1 

Operating 
Broken Down 

12 FGN 1016 
12 FGN 1017 

PIBRS 
SBE 

SMOH 
NSUKKA LGA 

OJI RIVER CEU 
PIBRS 

Operatmg 
-DO- 
-DO- 
-DO- 
-DO- 

Operatmg 

NCCCD - OSUN 
1 
2 
3 
4 

1 2 1 12 FGN 1033 1 SCH OF HYGIENE I -DO- 

NCCCD - OYO 

-DO- 

12 FGN 1013 
12 FGN 1029 
12 FGN 1030 
12FGN1032 

SBE 
SMOH 

IFE CENTRAL LGA 
-DO- 

Cherokee Jeep 
-DO- 
-DO- 
-DO- 

Operating 
-DO- 
-DO- 
-DO- 
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NCCCD - KADUNA 

- - - 

NCCCD - KEBBI 

Veh~cle Cond~tlon 
Operating 

-DO- 
-DO- 
-DO- 
Stolen 

Operating 

Allocation of Vehlcle 
KADUNA OFFICE 

-DO- 
-DO- 
-DO- 
-DO- 
-DO- 

NCCCD - NIGER 

n 1 1 12 FGN 1021 1 ZURU LGA I Cherokee Jeep I Accldented 1 

Make of Vehlcle 
Cherokee Jeep 

-DO- 
-DO- 
-DO- 
-DO- 

Toy Landcruiser 

Cherokee Jeep 
-DO- 
-DO- 
-DO- 

SBE 
SMOH 

SULEJA LGA 
MINNA ECU 

1 
2 
3 
4 

NCCCD - PLATEAU 

NCCCD - SOKOTO 

Operating 
-DO- 

Broken Down 
Operating 

12 FGN 1012 
12 FGN 1025 
12 FGN 1026 
12FGN1028 

Cherokee Jeep 
-DO- 
-DO- 
-DO- 
-DO- 
-DO- 

1 
2 
3 
4 
5 
6 

Operating 
-DO- 
-DO- 
-DO- 

Accidented 
Operating 

12FGN1027 
12 FGN 1035 
12 FGN 1036 
12 FGN 1037 
12FGN1038 
12 FGN 1041 

1 
2 

LAPAI LGA 
SMOH 

BARKIN-LAD1 LGA 
PANKSHIN LGA 
ZANWAN LGA 

SBE 

Operating 
-DO- 

12 FGN 1039 
12 FGN 1040 

SMOH 
KAURA NAMODA LGA 

Cherokee Jeep 
-DO- 
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ANNEX I11 

PROJECT VEHICLES NOT IN USE 
December 31, 1994 

Chevrolet 12FGN758 I 
VEHICLE 

Accident NFHS Annex 

PROBLEM 

Land FG O6 Cruiser R12 1 Engine 

CURRENT 
LOCATION 

NFHS HQ 

NOT IN USE 
SINCE 

- 

FG 30 R12 
Pajero Jeep 

Gear NFHS HQ Oct 03, 1994 

Chevrolet FG11R12 I Sept 24, 1994 Engine 

Chevrolet FG 28 R12 I 
Quahtex 

Feb 1994 Accident 

Chevrolet FG 26 R12 I 
G M  

Dec 15, 1994 Gear 

Chevrolet FG29R12 I 
Qualitex 

Gear Qualitex I 14' 1994 

REMARKS 

12 FG 928 

Wr~te  Off 

- - 

Quotations 
Submitted 

Shaft 

Awaiting spare parts 
from D Weeks/local 

suppliers 

NFHS HQ 

No response yet 

Dec 14, 1994 

from Qualitex 

Awalting spare parts 

Under repair at 
Qual~tex 

Under repair at 
Qual~tex 

Under Repair 
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ANNEX IV 

INTERNATIONAL VISITORS EXPEDITED DURING THE QUARTER 

October - December 1994 

SIN0 

1 

2 

Name 

3 

4 

6 I N Woodruff I AID 1 10115 1 10124 

Departure 
Date 

Orgamzation 
Represented 

E Burgett 

C Beverley 

5 

7 I R Hallday I AID 1 10115 1 10124 

Arrwal Date 

G Elhs 

M Richardson 

AID 

AID 

I 

J Roy 

JHUIPCS 

AID 

8 

9 

10 

11 

12 

13 

1016 

1016 

NCCCD 

14 

15 

16 

17 

19 I V W a r d  I AID I 10118 I 1114 

10120 

10120 

1018 

1019 

B Kristen 

H Newsome 

D Lapin 

S Ross 

C Conroy 

D Cochren 

18 

10121 

10124 

101 14 

R Macauley 

M Ze~tlin 

J A Sclafan~ 

K Collahan 

10128 

JHUIPCS 

AID 

AID 

AID 

MC 

AID 

J Walsh 

20 

2 1 

AID 

AID 

AID 

AID 

22 

10116 

10116 

10116 

10116 

10117 

10117 

AID 

B Johnson 

K Finan 

1114 

10127 

10126 

10126 

10126 

10/27 

101 17 

10117 

10118 

10118 

J Taber 

1115 

10124 

10129 

10124 

10118 

AID 

AID 

10122 

AID 

10124 

10124 

10126 

10126 

10124 10126 
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- - - 

S/No 

23 

11 29 1 J B Stillman I LSU I 1118 1 11/18 

Name 

S Sabo 
- -- 

24 

25 

26 

27 

28 

AID 

AID 

- 

U S Inyang 

S Spielman 

11 32 1 0 Delano I CEDPA 1 11/11 1 11/15 

Organlzatlon 
Represented 

NCCCD 

F Awantang 

S Erves 

S Goings 

30 

3 1 

1112 

1116 

Arrwal Date 

9 

7 

11/10 

AID 

AID 

AID 

I Hoffman 

N Fields 

3 3 

34 

Departure 
Date 

1013 1 

3 5 

36 

1116 

1116 

9 

AIDSCAP 

AID 

T Idowu 

E Spielman 

3 7 

38 

3 9 

40 

4 1 

42 

43 

44 

45 

46 

47 

48 

11/10 

11/10 

1114 

0 Odeleye 

S 0 Okolo 

11/10 

11/12 

CEDPA 

CEDPA 

V Tabansi 

E Williams 

B Kolade 

A Sarnbo 

A Namiji 

G Fayeye 

K Mojidi 

H C Groot 

M Richardson 

L Lacey 

M Mullern 

S Aradeon 

7 

11/14 

CEDPA 

CEDPA 

11/11 

11/11 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

AID 

AID 

AID 

AID 

AID 

11/15 

11/18 

11/11 

11/11 

- - 

11/18 

11/18 

11/11 

11/11 

11/11 

11/11 

11/11 

1111 1 

1 1/27 

11/28 

11/28 

11/28 

11/28 

1 1/28 

11/18 

11/18 

11/18 

11/18 

11/18 

11/18 

12/07 
--  

12/02 

12/02 

12/02 

12/13 

12/16 
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SIN0 

49 

51 I B Tornam I AID 1 11/28 1 12/09 

i 50 

Name 

S McIntyre 

G Dixon 

1 I I I I 

Organization 
Represented 

AID 

53 I R De Buysscher 

AID 

52 

54 
I 

5 5 

56 

Arrlval Date 

1 1/28 

AIDSCAP I Hoffmann 

I I 1 I 

AIDSCAP 

58 

59 

I AID 1 11/29 T 12/03 

Departure 
Date 

12/03 

11/28 

E Lule 

W Shaw 

R Miller 

60 

6 1 

12/03 

1 1/27 

11/27 

G R Gupta 

A C Ezeh 

64 I D Rouse I AIDSCAP 1 11/28 1 12/16 

12/10 

12/10 

PATHFINDER 

AID 

AID 

T Hardy 

S Blurnenfeld 

63 

65 1 Sys Morch I REACH 1 12/02 1 12/17 

AID 

AID 

66 I B Pond I REACH 1 12/02 1 12/17 

1 1/27 

11/29 

11/29 

MC 

AID 

K Mojldi 

12/03 

12/02 

12/02 

1 1/29 

11/29 

12/02 

1211 1 

11/29 

1 1/29 

CEDPA 

, P Taylor 

M Weeks 

B Hollister 

T Goliber 

P Marshall 

C Hooks 

G Sikipa 

D Weeks 

- 

12/02 

12/03 

1 1/27 

REACH 

REACH 

AID 

AID 

MC 

MC 

AIDSCAP 

LSU 

12/07 

12/02 

12/03 

12/03 

12/03 

12/03 

12/03 

12/03 

12/04 

121 17 

12/17 

12/13 

9 

12/16 

12/16 

12/09 

12/14 
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8 
I 
I 
I 

S/No 

75 

76 

77 

7 8 

79 

80 

Name 

C Schieren 

M Hall 

R Attah 

M Zertlin 

R Romanowski 

C Gomgs 

Organ~zat~on 
Represented 

LSU 

AID 

AID 

AIDSCAP 

AIDSCAP 

Q/A 

Arr~val Date 

12/04 

12/06 

12/11 

7 

7 

7 

Departure 
Date 

12/16 

12/16 

12/16 

12/14 

12/20 

01/02/95 
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ANNEX v 

DOMESTIC STAFF EXPEDITED DURING THE QUARTER 

October - December 1994 

Name Organ~zat~on Arr~val Date 
Represented 

E Spielman CEDPA 1013194 

C Conroy MC 10/18/94 

S G Ellis I JHUIPCS 1 10122194 

B Kristen I JHUIPCS 1 10122194 

N Ikeli I CEDPA 1 10122194 

Dr C Ezeh I IPS 1 11/2/94 

Lola Payne I MC 1 11/4/94 

M Barbara I MC 1 11/7/94 

S Masiak I MC 1 11/7/94 

P Marshall 12/5/94 

C Hooks 12/5/94 

N Ezeh 12/6/94 

E Spielman CEDPA 12/9/94 

N Ikeji CEDPA 12/9/94 

G Ollgbo LSU 121 1214 

L Payne MC 12/13/94 

C Hooks MC 12/13/94 

E Spielman CEDPA 121 16/94 

N Ikejl CEDPA 12/16/94 

E Spielrnan CEDPA 121 18/94 

I 

Port Harcourt 

Port Harcourt 

Jos 11 
Jos 11 

Port Harcourt (1 

Enugu T I  
Port Harcourt + 

Enugu 

Enugu 

Makurdi 

Calabar 
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ANNEX VI 

MAINTENANCE ACTIVITY REPORT 
October - December 1994 

-- - 

ACTIVITY AREA 1 DATE I ACTIVITY DESCRIPTION 

( Nov 11, 1994 1 Routine Servicing 

Generator 

Furniture Repair1 I Oct 06, 1994 
Carpentry 

Oct 27, 1994 

Oct 17, 1994 

Repaired filing cabinet, first aid box and 

Routine Servicing 

executive chair base 

Constructed wooden box cover for 
telephone cables in AID extension office 

Repaired table drawer 

I Oct 31, 1994 

Nov 03, 1994 

Repaired chair - secretary 

Replaced 16 cupboard backs in AID 
extension office 

1 Dec 08, 1994 1 Repaired metal tables 

Dec 14, 1994 

Dec 14, 1994 

Air Conditioning Oct 05, 1994 

Oct 17, 1994 I 
Oct 16, 1994 + 
Nov 16, 1994 

Nov 21, 1994 

Repaired chair - officer 

Fixed door locks, display boards, and 
door of photocopy room 

Repaired AC in NCCCD office, AID 
office, and annex 

Repaired leaks from AC pipes in Global 
House ceiling 

Replaced AC compressor in Susan Ross' 
office 

Repaired AC leaks in NCCCD office 
-- - 

Replaced AC compressor in AID office 

Replaced AC compressor in AID 
reception area, & changed AC motor in 

AID motor-pool area 

Changed AC fan in reception area 
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ACTIVITY AREA 

Carpeting 

Equipment Maintenance 

Renovations/Partitions/ 
Paintlng 

DATE 

Oct 17, 1994 

Oct 19, 1994 

Oct 17, 1994 

Nov 09, 1994 

ACTIVITY DESCRIPTION 

Carpeted AID, CEDPA, AID 
extensions offices, and conference 

room 

Carpeted entire office space at 30 
Adeola Hopewell Street (Annex) 

Carpeted Task Team office 

Carpeted LSU office 

Nov 02, 1994 

Nov 28, 1994 1 Repalred IBM typewriter 

Repaired vacuum cleaner in NCCCD 
office 

Nov 22, 1994 

Oct 08, 1994 1 Partitioning of AID extension office 

Repaired spiral binding machine 

Oct 12, 1994 Aluminum partitioning of CEDPA 
office 

Oct 18, 1994 
- 

Aluminum partitioning of Task Team I1 
office 

Oct 26, 1994 

Nov 02, 1994 

Aluminum partitioning of office space 
opposite to CEDPA 

Aluminum partitioning of ground floor 
office space at 30 Adeola Hopewell 

Street 

Nov 28, 1994 Painted ground floor area in Global 
House 
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ABBREVIATIONS AND ACRONYMS 

AAI 
AAO (AAOINIGERIA) 

African-American Institute 
AID Affairs Office/Nigeria 

AID 
CCCD 

CDC 
CO 

EX0 
EXP 
FHS 

FRLC 

110 
IP 

LGA 
LOC 
LSU 
NCCCD 
NFHS 

NGO 
NXP 
PACD 
PAF Office 
PCU 
PIOIT 
RCO 
REDSOIWCA 
SHA 
SOP(s) 
SRA 
UPS 
US AID 
USIP 

Agency for International Development 
Combatting Childhood Communicable Diseases Project 

see also NCCCD - successor project 
Centers for Disease Control and Prevention 

Contracting Officer (REDSOIAbidjan) 
see RCO 

Executive Officer (of USAID or Embassy) 
Expendable supplies 

Family Health Services Project 
see also NFHS - successor project 

Federal Reserve Letter of Credit 
same as LOC 

Implementation Order 
Implementing Partner 

same as USIP - U S Implementmg Partner 
Local Government Authority 

Letter of Credit 
Logistical Support Unit 

Nigeria Combatting Childhood Communicable Diseases Project 
Nigeria Family Health Services Project 

Successor to Family Health Services Project 
Non-Governmental Organization 

Non-Expendables 
Project Actual Completion Date 

Personnel/Administration/Fmance Office 
Programme Coordination Unit 

Project Implementation OrderITechnical 
Reglonal Contracting Officer (REDSOIWCA) 

Regional Economic Development Services Office, West and Central Africa 
Sweet Hill Associates, Inc 

Standard Operatmg Procedure(s) 
Specific Request for Assistance 

Universal Power Supply 
U S Agency for International Development 

U S Implementing Partner1 

' Included are such organizations as AIDSCAP, BASICS CEDPA, CDC, Futures Group, John Snow 
Inc (Mothercare SEATS, Initiatives Projects), Johns Hopkins University (Population Communications 
Program QuaIity Assurance) Pathfinder International, Wellstart 
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OVERVIEW 

During the quarter January-March 1995, AAI worked closely with the mission to turn 
over subcontracts AAI had held w~ th  local NGOs to U S Implementmg Partners (USIPS), 
namely CEDPA and Pathfinder International, and to work closely with other USIPs to 
provide logistical support to their activities The LSU also fine-tuned its Personnel, Finance, 
Procurement, and Administrative procedures to meet the expectations and plans of USAID 
with regard to providing LSU support to meet the needs of the IPS After close consultation 
between AAI and the AAO, the AAO approved the matrices that defined LSU service to the 
IPS on February 28 (See Annex I) 

In the absence of a formal USAID response to AAI's Organ~zational Plan and budget, 
without concurrence to the subcontract with SHA proposed by AAI, and in the face of 
decertification, AAI faced a number of challenges in fulfilling the new requirements of 
Modification #14 These issues are further d~scussed below 

At the beginning of the quarter, AAI submitted to the USAID mlssion the budget 
related to a proposed subcontract modification with Sweet Hill Associates, Inc (submitted to 
the Mission on December 21, 1994) for continuation of activities related to admin~strat~on 
and procurement With subm~ssion of the project 7-month budget for the period December 
1, 1994 - June 30, 1995, AAI completed the submission of all documents called for by 
Modification #14 AAI entered into extenslve discussions w~th  the mission and with the 
Regional Contracting Officer (REDSO) concerning the proposed subcontract, and w ~ t h  SHA 
These negotiations cont~nued throughout the quarter 

On March 1, the US Government agam decertified Nigeria as a recipient of US 
assistance ~ k e r t a i n t ~  about the continuation of AAI contract with AID in view of the 
decertification considerably influenced LSU act~v~ties during this quarter Following a 
decertification close-out plan originally developed m 1994, AAI prepared a close-out plan 
and schedule AAI also responded during this quarter to the Request for Appl~cations issued 
by REDSO for an anticipated follow-on project 

In order to Improve its oversight of technical aspects of project activ~ties, early in the 
quarter AAI recruited Carl Harris as Technical Adviser to the LSU He assumed his post 
February 20 and was contracted to remain until June 30, 1995 

Mr Harris is a logistics expert with more than 24 years' experience in Africa, 
working with AID projects and with international agencies mcluding UNICEF and UNHCR 
Since assuming post, he has focused on developing, documenting, and refining administrat~ve 
and procurement systems These responsibilit~es have encompassed reviewing and 
improving work methods and procedures for motor vehicle and buildmg maintenance, as well 
as assistmg m personnel matters, including staff development He has also prov~ded 
oversight of subcontractor activities As Technical Adviser, he IS expected to partupate m 
the development of budgets and planning activities and to act as liaison, together with the 
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LSU Managing Director, with USAID on all major issues regarding operat~ons of the LSU 

USAID issued a Request for Applications in relation to a new five-year FHS project 
Based on its operational experience, AAI prepared a proposal and budget responding to this 
RFA at the end of the quarter 

A GENERAL MANAGEMENT 

A draft administration procedures manual prepared by SHA m December was 
reviewed under the supervision of the Technical Adviser with the cooperation of the SHA 
adm~nistrative manager, section heads, the LSU General Manager, Assistant Manager, 
Controller and Mr Achike Emejulu of Achike Emejulu and Associates, the company that 
also assisted in developing the LSU personnel and finance manuals 

The draft has served as a good working document to which details in the areas of 
inventory control, fleet and maintenance management will be added Further, all 
administrative section heads will contribute flow charts and narratives describing the 
functions of each of their sections The final goal of this exercise is to have in place not 
only transparent and watertight procedures but also a built-in workable management 
information system 

B PERSONNEL 

A number of discussions took place between AAI and LSU staff and AAO staff 
concerning management of the personnel function by the LSU, In response to the AAO's 
concern that a number of positions appeared to be mis-classified It was apparent to all that 
certain discrepancies in classification were historical in nature, based on the previously 
separate management of the NFHS and NCCCD projects After review of several 
alternatives proposed by AAI, including a proposal to bring a U S -based consultant to 
review and update all personnel classifications, it was agreed that Mrs Victoria Odia, an 
experienced Nigerian personnel manager and management consultant who had previously 
served as a consultant to AAI would provide consultant services in this area to the LSU In 
light of this decision, it was also agreed that the LSU Deputy General Manager, who had 
previously also served as Acting Personnel Manager, would no longer be responsible for the 
personnel function 

The personnel pollcies and procedures manual underwent final review by Odia 
Assoc~ates, Achlke Emejulu and Associates, and the Assistant to the General Manager 

Staff Changes Several Important changes in the area of personnel took place between 
January-March 1995 

- Mr Victor Akaaha, a former finance analyst for subcontracts who had ably conducted 
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internal reviews of subcontractor finances, was appointed Procurement Manager following 
the resignation of Mr Ernrnanuel Agambi 

- Through discussions with the AAO concerning the proposed LSU staffing pattern, AAI 
agreed to eliminate the position of Deputy General Manager and instead to create the position 
of Assistant to the General Manager, this position was filled by Joshua Samson 

Posltion Class~fication LSU assisted several USIPs in the area of personnel 
classification during this quarter 

- The issue of position classification for the MotherCare Resident Adviser was resolved after 
considerable discussion with the MotherCare home office and USAID The positlon was 
reclassified FSN 11/09 rather than FSN 12/04, in light of the level of responsibility 
demanded by the position vis-a-vis that of USIPs with larger staffs and management 
respons~bilities 

- LSU ass~sted CEDPA to classify three posit~ons--two Program Officers and one Secretary 

Notification of Contract Termnation* All LSU staff were issued letters referencing 
termination of their contracts in the event that the AAULSU contract was not extended 
beyond June 30, 1995 

A total of eight employees, comprising three secretanes, four drivers and one office 
assistant, had then contracts w ~ t h  LSU terminated during this quarter as a result of budget 
cuts LSU prepared and administered terminal benefits to each concerned as per approved 
work order from AID (& Table 1 ) 

Resignations Mr Ernrnanuel Aganbi resigned as Procurement Manager in January 1995 



- 
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Table 1 
Employee Termnations 
January - March 1995 

I Names 1 FSN G/L 

11 M Adegoke 1 0314 

1) B Adelaja 1 0216 

11 F Akinsulere 1 06114 

(1 A S Folorunsh ( 06/08 

11 R Muhammad 1 0313 

Recruitment The services of Dr 

Designation I Date Employed I Date Remgned 

Chauffeur ( February 1991 1 February 1995 

Office Assistant I June 1988 I February 1995 

Secretary I April 1992 1 February 1995 

Chauffeur I October 1991 1 February 1995 
- - - - - -  

Secretary I February 1992 1 ~ e b r u a r ~  1995 

Chauffeur 1 Julv 1993 I FebGr- 

Secretary 

Chauffeur 

Nana Tanko were engaged for 30 days as a consultant 
to "Identify Human Resources for PHN activities in Northern Nigeria," as requested by AID 

April 1992 

August 1993 

- The position of Personnel Manager was advertised in three national dailies in March About 
59 applications were received From these, six candidates were short-listed and interviewed 

February 1995 

February 1995 

- Advertising services were provided to USAIDIN in respect to their current effort to recruit 
staff for the Program Coordinating Unit (PCU) 

- LSU also assisted AIDSCAP to classify and advertise the position of Accountant for their 
project 

C ADMINISTRATIVE DIVISION 

1 Property 

The lease for the Enugu Field Office was contracted in February and for the Lagos 
Amex (30, Adeola Hopewell St ) in March Leases for Global House and the present 
commissary building (anticipated to house IPS and the LSU) have been negotiated by LSU 
and signed Negotiations began on six-month lease extensions for the annex housing LSU in 
order to secure sufficient time for preparation of the commissary building 
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IPS assisted BASICS, Pathfinder, and AIDSCAP to relocate from their former offices 
to their new ones located in Global House and Pathfinder House 

LSU and AID began discussions in earnest on the importance of finding an adequate 
warehouse for use by the LSU According to the Technical Adviser, an operation such as 
that of the LSU requires a dedicated stores and warehouse complex to ensure that materials 
management procedures are followed, commodities are safely stored and issued on a first in- 
first out basis, and shelvmg and bin systems have adequate room for easy ~dentificat~on and 
expansion when necessary Additionally, the climate of Lagos demands that many items be 
stored in an air-conditioned or otherwise properly ventilated environment 

2 Procurement 

Local procurement of consumables and non-consumables included purchase of office 
and computer supplies, fuel, and water The LSU arranged for the printing of PCU 
letterhead and official CDCINigeria project letterhead along with printing local purchase 
order booklets and the production and binding of booklets entitled "Social Sectors Strategy 
Review1' for PCU Furniture valued at N 28,275 was purchased for Mothercare and chairs 
and tables and a bulletin board, worth +J 37,714 90, for WellStart LSU supplied WellStart 
and CEDPA with ACI 14" computer monitors, and AID with a 486DX computer with a 
33MHZ motherboard equipped with Intel and 8MB RAM (See Annex I1 for a l ~ s t  of 
Procurement ) 

To Improve the efficiency and cost-effectiveness of the procurement system, the 
Technical Adviser has advised that vehicle spare parts and building maintenance parts with 
fast inventory turnover, such as air conditioner compressors, llght bulbs, and door locks, 
should be purchased m discount-sized quantities to have on hand when needed 

3 Communications 

Hlghhghts In February, network expansion of E-mail at Global House for PCUITT and 
IPS by Newtrend Computer Technology, costing N 142,220, was accomplished PCSI 
WellStart were included in this E-mail expansion in March at a cost of N 46,820 

In February, a telephone extension was added and both the Panasonic fax machine from Ile- 
Ife and the Ziccom fax machine from Ibadan were repaired 

4 Vehicle Maintenance 

Fleet Management Study by the Technical Adviser has shown that serious consideration 
needs to be given to the state of the motor pool fleet Ideally the motor pool vehicles In 
Nigeria should be written off after a maximum of four years According to AID 
regulations, LSU can use three different criteria for disposal or replacement of vehicles 
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- if a vehicle has accrued total repalr costs equalling 70% of the total acquisition cost, 
- if a vehicle has been used for six years, or 
- if a vehicle is a 4-wheel drive with a cargo capacity of under one ton and has a total 
mileage of 40,000 miles (64,000 km) 

The Technical Adviser's study further showed that the present LSU-managed fleet 
totals 51 vehicles Of these, 17 were purchased between 1986-89 and should already have 
been replaced Ten more were purchased between 1990-91 and should be replaced this year, 
while plans for replacement of 14 additional vehicles purchased in 1992 should be underway 
A random sample of Lagos- and field-based LSU vehicles indicates that the average 
kilometers per year driven exceeds 37,000 Using a four-year depreciation rate (well 
justified if it IS estimated that an average LSU vehicle would have thus traveled nearly 
150,000 krn in that time), 41 of a total 51 vehicles (80% of the fleet) should be replaced this 
year if continued assistance at current levels is anticipated Ultimately, when the fleet is 
brought up-to-date, the ideal management arrangement would be for LSU to hire vehicles to 
IPS on a tune-plus mileage charge based on total vehicle running and replacement costs 

The Technical Adviser suggested that vehicle cost tracking need to be implemented by 
LSU in order to determine actual efficiency of the fleet by manufacturer, type, and 
geographic location Forms and systems for this activlty are being developed 

Mamtenance and Servlclng The Technical Adviser advised a revamping of the vehicle 
maintenance system According to his report, the present vendor-driven repair system is 
costly and lacks a control mechanism Vehicle maintenance should therefore be brought in- 
house, with a workshop facility and qualified staff, and repair by bid should be limited to 
accident repalr Stocking of spare parts for the fleet should also be systematized to maximize 
efficiency and minimize cost The safety and security of fleet users depends of having 
reliable, modern vehicles that are well-maintained 

The fleet manager has begun prelminary information gathering for a complete study 
of actual maintenance and repair costs to determine expenditures to date per vehicle 
General servicing and repair expenditures on 26 vehicles during this quarter totaled N 
313,875 (See Annex 111 for a list of vehicle maintenance activity ) 

LSU expediters and drivers provided services to a total of 17 people at the domestic 
airport and 33 people at the international alrport Tables 2 and 3 identify the number of 
personnel expedited from various IPS Also see Annexes IV and V for details regarding 
persons expedited and the corresponding dates 
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Table 2 
Personnel Expedited at Domestic Airport 

January - March 1995 
Project # Personnel Expedited 
CEDPA 7 
JHUIPC 1 
Mothercare 2 
Pathfinder 4 
PCUITT 2 
SEATS 1 
Total Number Expedlted at Domestlc Alrport 17 

Table 3 
Personnel Expedlted at International Awport 

January - March 1995 
Project # Personnel Exped~ted 
AAI 3 
AIDSCAP 3 
AVSC 1 
BASICS 3 
CDC 1 
CEDPA 4 
FPLM 2 
FPMD 1 
Initiatives 2 
JHUIPC 1 
Mothercare 1 
Pathfinder 2 
PSI 1 
Q/A 1 
SEATS 4 
Total Number Expedlted at International Airport 33 

6 General Maintenance 

During this quarter, maintenance activities were broad and varied Furn~ture repair, 
plumbing work, and, particularly, air conditioner repair and maintenance were quite frequent 
in all locations Generator sets at Global House and at the annex received general servicing 
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In addition, a generator house was constructed at Global House and the annex generator set 
was remounted to facilitate load-sharing of electricity The USAID Annex's generator 
radiator was repaired in March 

In the area of computers, personel computers and printers were serviced and repaired, 
including an AST premium computer system and a Dell computer system and printer An 
American Monarch UPS and APC UPS were also fixed 

The partitioning and carpeting of the CEDPA office and the aluminum partitioning of 
the AIDSCAP office were performed by Vorads Ventures Electrical wiring was put in place 
at the CEDPA office A fallen curtain board at the annex and a leaking roof at LSU were 
repaired LSU oversaw the plumbing, block work and air conditioning installation at the 
CDC/N office 

An evaluation by the Technical Adviser of the LSU's current maintenance 
management mechanism, which is contractor/vendor-driven, suggests that changes are 
necessary to improve quality and efficiency First, the number of contractors with access to 
the premises and vehicles should be limited, which also dovetails with security 
considerations Second, an in-house building maintenance personnel, under the direct 
supervision of the building maintenance engineer, could be developed with direct cost 
benefits Third, a warehouse complex with fuel storage capacity, which could also offer 
service and maintenance facilities for all project vehicles, generators, and air conditioners, 
would complement this change These will be discussed with USAID 

D FINANCE DIVISION 

The LSU contracted with the computer firm DataPeg to design and produce a work 
order driven system that would enable LSU to cope efficiently with the requirements of AID 
and the IPS with respect to funding and tracking their requests 

Under the guidance of AAI's CFO and the LSU Controller, the LSU also contracted 
with Arthur Andersen, Ltd to provide an opinlon on queestions raised in the draft report of 
a Price Waterhouse assessment of the LSU The questions were resolved to AAI's 
satisfaction 

E AAIINEW YORK 

AAIINY management recruited and hired Carl Harris as Technical Adviser to the 
LSU, and identified a possible Personnel consultant Considerable time was spent 
negotiating with AAI's subcontractor, SHA, to reach a subcontract and related budget to 
which the AAO and RCO could concur, AAI produced a revised 6-month budget 

The U S Project Manager travelled to Nigeria three times in early 1995 to oversee 
project changes required by Modification #14 She worked with the LSU staff to develop 
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matrices of services offered by the LSU to IPS, and with USAID to ensure sign-off by the 
AAO of the matrices The matrices formed the basis of staff tralning workshops undertaken 
by the Project Manager with all LSU management and staff (excepting drivers, cleaners and 
maintenance workers) 

"The training focused at giving staff the opportunity to explore the changing role of 
the LSU in the USAID health program, the role of each department in the LSU, and the role 
of the individual in the department It oriented staff to the new USAID strategy of working 
with the private sector rather than government, focusing on qual~ty of services and client 
relations, and on the interrelationship and teamwork of LSU staff in performing their 
functions "' The U S Program Manager also worked with the new Technical Adviser and 
other staff to ensure that the LSU was ~rnplementing the changes required by Modification 
#14 (& Annex I11 for Personnel, Administration, Procurement, and Finance Matrices of 
Services provided by LSU to IPS ) 

F SWEET HILL ASSOCIATES 

SHA provided no report on their New York headquarters activities during the quarter 

LSU Stag Development Program Report, February 22-23 1995 pg 1 

9 
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ANNEX I 

--- 

THE LSU ADMINISTRATION PROCEDURE 
MANUAL 

ADRlINISTIiATIVE SERVICES MATRIX 
K E Y  
0 R O n  Request  
R R e q u ~ r e d  
N A Not Appl~cable 
R OR In Consul ta t~on  w ~ t h  t h e  AAO 

SERVICE TYPE 

A P o l ~ c ~  G u ~ d a n c c  
a Dc~clop lranqparcnl pol~c~c? and proced~lrcs 
b P r o ~ ~ d c g u ~ d a n c c  locnablc conlpl1a1icc\~111~ pol~c~csarid 

proccdur cs 

B P r o c r ~ ~ c ~ i l a ~ l  
n Proccsr rcqr~csl? for procwclncril (If 1P acccpls llils 

scn ice ~ C ~ ~ I I I C S  c 10 111 li1llo\4 ) (If 1101 NA) 
b Dclcnlilncc c o n ~ p m h i l ~ h  ofcql~lp~ilc~il  
c Dc\clop Icclinical ~pccifical~orl orgoods lo bc procnrcd 
d Asccnam fi~nds ava~lab~l~l\  for goods lo bc procured 
c Cooiril~~n~c?le clalu? of ploc~~rcn~crll rcq~lcsl? lo 1Pc 
f S l a i ~ d ~ r d m l ~ o n  of cq~l lp i i~nl  procurcd 
g Conduct markc1 pl cc w n e v  for gaodr lo be procurcd 
Ii Rcq11c~1 h ~ d s  f o ~  boo& lo hc p ~ o c r ~ ~ c d  f ioo~ widors 
i Collatc bids for good? to bc procr~rcd from icndors 
I L\alr~alc bldq \\llh a I I C U  to ~c lcc l~ng  llie mosl 

co11ipct1111c prrcc of goods lo bc procu~ed 
k Fmal ~clcc1101i of\cndo~(c)  a~ld pl~cc~licnl  of o~dcr  for 

good< lo bc procr~rcd 
I Iswc Locll Pu ic ln~c  01dc1 (LPO) or a n a ~ d  ofcon11acl 

to \cndor? relcclcd lo rupph r~qucrled goods 
ni Tor oIT?hnre proc~lrciliclil arrangc for duh  frcc cu?lonis 

C I C ~ I C L  

C In\c~ilon 
I Rccc~\c procurcdgood~'cqi~ip~i~crit for usc b, LSU TT and  IPS 
h E I I W I C  l l ~ l  proc~~rcd good? 11iccl I C ~ I I I I C ~  sla~idards 
c \~ '~~clious~~iglslnragc of~cq~lcslcd goods pc~ld~rig 

dclncn lo cnd rlscr 
d Updllc 11nc11lon of c\pciidahlc good? 
c Pcrfonu pliqs~cal Illvclllnn corinl of proco~cd goods 
r Proccv dorc rcqulqltlorrs for goodr 
g P ~ ~ p a r c  Imcrlion wlillian o f r m  c\pc~idablc propcrtj 

LSU CORE 

PROVIDED TO 

TASK TEAR1 
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I 

THE LSU ADMINISTRATION PROCEDURE 1 
MANUAL 

ADMINISTRATIVE SERVICES MATRIX 
K E Y  
0 R On Request 
R Requ~red  
N A Not Applrcable 
R OR In Consultat~on with the AAO PROVIDED TO 

SER\JICE TY I'E LSU CORE 

P o l l a  Gurdancc  
a Dc\clop lranrparcnl pol~crcc and procedms 
b Pro\rdc gt~~dancc tocriablc coriiplrar~cc a1111 polrc~cs and 

proccdur es 

P ~ O C I I I C I ~ I C I I ~  
n Proccsz rcqucsls for procrirclncnl (If IP accepls 1111s 

scnrcc I C ~ I \ J I ~ I C S  c lo ni folio\+ 1 (Ifno1 NA) 
b Dclcn~~~ncz con~pilab~lrl~ of cqu~pnicnl 
c D:\ elop lccllrl~cal cpcclficabon of goods to bc procrrrcd 
d Asccrlain hinds awlab~lih for goods lo bc procured 
c C ~ I ~ I I I ~ I I I I I C ~ ~ C  clal~~c O ~ ~ ~ O C I I ~ C I I I C I ~ I  rcqIrcz1q 10 IPz 
f Slandardi~al~oa ofcquipi~icnl procurcd 
g Cond~~ci  riiarl\cl prrcc w n c \  for goodz lo be procured 
I r  Rcq~rczl b~dz foi good< lo bc procu~cd fio~ii vcndois 
r Collalc b~ds  for goods lo bc procurcd from vcridors 
1 E\alualc b~dc v.11h a \ I C N  lo zclccl~ng ll~c most 

corr~pcl~lnc pricc of goods lo bc procured 
Frnal sclcc11011 of\cndor(s) a ~ ~ d  pliccri~c~lr oTordcr Tor 
goodz lo bc proculcd 

I lsc~ic Locil Poichisc O~dcr (LPO) or a\\  a ~ d  ofco1111 acl 
lo \cndorz selcctcd lo wpph rcquczled goods 

nl For oKq11orc procwcnici1l arrange for dulv frcc c~rzton~s 
clcaranc~ 

I I I \ c I ~ ~ @ ~  
I Rcccn c proa~rcdgoodrlcqu~pnlcnl for usc hy LSU TT and IPS 
b E n r ~ i ~ e  f l i ~ l  procurcd good< niccl rcquocd slandardq 
c \I ~ r c l ~ o ~ ~ e ~ ~ ~ g l z l o r a g c  of rcqrrcslcd goods pcrid~~ig 

dcln c n  lo crid uscr 
d Updilc ln\cnlon ofc\pcndablc goods 
c Pc r fon~~  physical Invcnlon c o ~ ~ ~ r l  ofprocuied goods 
f Proccqs clorc rcqolcllronz for goods 
g Pi~parc  1111 cnlon curiiniary of~rorl c\pcndablc propcrll 

TASK TEAR4 
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I 

I THE LSU ADMINISTRATION PROCEDURES 
MANUAL 

ADMINIS I'RATIVE SERVICES MATRIX 
K E Y  
OR On Request  
R Required 
N A Not Applicable 
R OR In Consultation w ~ t h  the AAO 

SERVICE TYPE 
Vcll~clc h4anagctiicill 111d hlamlcna~ice 
a hhnla~i l  cornb~ricd niolor pool accord~iig to US 

go\cnilncnt rcgrdal~ons 
b Plocczs all rcquesls fro111 IPS f o ~  \cll~clc we  
c Allocalc vcl~~clcs lo IPS for uqc 
d Arrangc roul~ric zcrvlclng and rcpalrs of vcli~clc fleet 
c Eflccl rcpalr oi\ch~clcs 111 the flccl 
f D ~ p o s c  of dc fcc f~~c  \+om out \cli~clc pads 01 folally 

da~ilagcd \cli~clcs ~n tlic flcct 111 accorda~icc \ b ~ t l i  US 
go~cni~nc~i t  gu~del~ncs 

g D~saggregalc vchicleusagc by LSU TT and each IP and 
rcport accordmgly 

Upon rcqucrt orUS 41D locatc and ncgol~alcrcal esiafc 
agrccliicnt Tor ofice andlor res~dcnt~al accoriimodat~on 
for IPS 
On idcilt~fical~on of a su~lable qpacc anangc for 
~nspcction of <pace by t l~c US Emhwsv ficld secur~iy 
oflicc n1111 a n v  lo n i n h g  rccommc~idations 011 

rcqwcd rcnoiations 111 accordance n ~ l b  Embassy 
rccrll lly spcc~lical~oiis 
On approval bvllie RSOor AAO asrcqu~rcd by conhacf 
q n  lcase agrccilieiil w~th Estate Agcnt for ~dent~lied 
propcrtv 
Erccl all recornnieridcd rcnobahon work ~ncludmg 
proc~s~on of tclccornrnunical~on ncl\\orl\ furn~slimgs 
and oficc cqwpmcnf 
Pcrform all rouliilc and ciiicrgcncy inainlcnance and 
rcpalr on propcrl~cs 
Pro\ idc janllorlal scn ~ c c  for all propcrtlcs 
h ~ a i l b c  and conlracl for iilalil1ciialicc scnwcs for all 
ofice cqu~peic~it 
Pro\~de malnlam and upgradc as rcqwcd Il~e 
Iclcconiniun~cal~on nct\\orl, ~ \ s l c ~ n  Alw niamlam and 
upgr~dc all coliipulcr I~xdwarc and sofl\ra~c 

PROVIDED TO 

LSU CORE TASK TEAM 

Approved by 
STEPF~&&~SP~~L~~~ 'AN AAOlN 
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THE LSU ADMINISTRATION PROCEDURES 
MANUAL 

ADMINISTIWTIVE SERVICES MATRIX 
KEY 
OR On Request 
R Requlred 
N A Not Appl~cable  
R' OR In Consul ta t~on wlth the AAO 

SERVICE TYPE 

Gcnc~al S c n m  Adrn~n~slral~on 
a Proccss requests for adnlln~slrahvc sc~v~ccs  wAl as 

c\pcd111ng Lravcl a~~arigcrllcnls vlsa documcnlal~on and 
ollicr scn lccs as appropr~alc 

b Updalc and d~slr~bulc 111 advancc v~s~tors I~st lo LSU TT 
IPS AID 

c Prov~dc \Yclcomc to N~gcr~a packet to TDYers 
d Confimi liolcl rcsenlallons 
c Meel and ekpcdlfe TDYers 

Oficc SupportlBi~snicss Co~rlnlun~catrons 
a Arrangc for inter ollice mall senlces 
b Al~allge for regular lllali and courler scrvlccs 
c Prowde photocopymg scnlces 
d Prov~dc frain~ng In cornpuler sollware 

Conrcrcnce Scn lccs 
a Work n ~ t h  orgnn17a11on lo sclccl and arrange for vcnue 

(ncgnl~nlc liolel z c n w s  rrlccllng arrangerncnls food 
s c n w s  elc ) 

b Arrange local lranzporl niccling at a~rporl Iiolcl 
lescnallons clc for parllclpants 

c On rcqnlslllon p~ov~deconfcrence suppl~es from cental 
slorcs 

d Procure spcc~al sr~ppl~cs or equ~pment not ollicrw~se 
awlable 

c Prov~de dupl~cat~on of handoub 
f Proi~de clicck opcralc ah  eqr~~pment 
g D ~ h s e  funds 
11 Financd rcportlng or1 workshop 

LSU CORE 

PROVIDED TO 

TASK TEAR4 

Date 
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THE LSU FINANCIAL MANAGEMENT 
PROCEDURES MANUAL 

I /  KEY' 
FINANCIAL SERVICES MATRIX 

0 R' On Request 
R Required 
N A Not App l~cab le  
R OR In Consultat~on w ~ t h  the A A O  

SERVICE TYPE 

A Pol~cl Gu~dance 
a Delelop trlnsparent policies and procedures 
b P ro l~de  guidmce to enable compl i~nce  u i th  polic~es arid procedures 

B Funds Rece~pt and Transfcr 
a Pro\ ~ d e  financial a d l ~ s o r c  s e n  ices for local cash plann~ng and manlgement 
b Prepare cash forecasts 
c Collect monies ~n respect of Bills for collection 
d Ass~st to euchqnge dollar funds to niawnlze naira value 

C Disbursement and Bankmg 
a Effect authorized pa) ments to suppliers contractors and third parties 
b Keep and manta in  detailed pavment records 
c Prepare periodic reconcil~ation of outstand~ng pa\ ments and funds balmces 
d Monitor and control pa\ nients with budgets 

D Voucher Certificat~on 
a Re\ 1e1-r appro\ ed Pajment Vouchers for \. 1lid1tv arithmetic accuracy and 

compliance n i th  appl~cable policies and program budgets 
b Certift Pakmeqt Vouchers for allonabilitv 

I PROVIDED TO 1 

E Grantmg and Retirement of Adlances 
a Re\ ]en approled requests for vahdih and arithmet~c accuracl R 
b \Ionitor and collect outstand~ng adlances i n  l ~ n e  31th pol ic~ 

requirmcnts R R ' R  
c Prepare periodicall> outstanding adlances reports and t r~nsla te  into US 

dollars R R R 
d Control granting of ad\ ances agalnst established regulations R R R 

F Pa) roll Account~ng 
a Accounting for the local costs of compensation paid to staff members monthh R R R 
b Compute 2nd effect ta\i pa) ments on behalf of staff members R R R 
c Keep mxntaln and make a\ ailable for emplo>eesdetailedpa\ recordsand tax 

records for each staff member Mwntain all pajroll records R R R 
d Monitor 2nd control p a ~ r o l l  costs w ~ t h  budgets/established regulat~ons R R R 

G Fmanc13l Account~ng and Reporting 
a Maintain detailed financ~al files and records for all recelpts and disbursements 

and ad! ances R R R 
b Prepare and pro) ~ d e  to USAID each IP and TT monthh financial 

stltements reporting of disbursements b j  cost centre programmatic llne R R R 
items subproject etc The statement shall meet USAID and IP needs 

F Manual 1 111 994 Page 2 6A 
I A 

Approved b y  1 
14 

, / / 2 ~ /  45 
~ d t e  
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ANNEX 11 iL 
PROCUREMENT ACTMTY BETWEEN JANUARY - MARCH 1995 

DATE 

04Jan-95 

19 Jan 95 

23 Jan 95 

23 Jan 95 

23 Jan 95 

24 Jan 95 

24Jan 95 

1 8Jan 95 

18Jan 95 

1 8 Jan 95 

02 Feb 95 

06Feb 95 

04Feb 95 

14 Feb 95 

14-Feb-95 

16 Feb 95 

17 Feb 95 - - 

21 Feb-95 

21 Feb 95 

22 Feb 95 

LOGISTICS SUPPORT UNlT 

JAN - MAR 95 

NAME OF VENDOR 

Merchant Products Co 

lfatogbem~ Electr~cal 

Shearson Ltd 

Rank Xerox - Document Co 

Rank Xerox - Document Co 

Modern Busmess Machmes 

Ruth Edwards Ent 

J A Power Ent co Nlg 

Electrohall CFAO 

Electrohall CFAO 

A 0 Ejeteh & Sons 

Blodun Adewum~ TP Tech 

Newtrend Computer Tech Nlg Ltd 

Multrway Eng Co Ltd 

Delph Computers Co 

Yomo & Company 

Sunny Nwabua Tech Ent 

4enry Hope Eng Nlg Ltd 

va - Babs System Servrces 

Taje Ent 

PROCUREMENT MASTER TRANSACTION TABLE JAN MAR 95 

DESCRIPTION OF WORK DONE 

Supply of APC UPS 2KWA Smart 

Supply of electrlc bulbs 

Supply of Stock record cards 

Supply of A4 papers 

Supply of 5053 toner/transparencles 

Supply of IBM I~f t  off tape 

Supply of tolleterles 

Supply of UPS 12v 12amp batter~es 

Supply of Sharp SF780 copler drum catr~dge/DE 

Supply of Sharp copler 7 ~ 0  toner 

Air Cond~t~oner Repa~rs 

Mats to repalr panasonlc fax machlne 

E Marl Network Expans~on Global Hse 

Air Cond~tioner Repars 

Computer Repalrs 

Furn~ture Repalrs 

Air Condrt~oner repalrs 

General Serv~crng of 313KVA G~nSet at G/Hse 

Reparr of APC UPS 

Reparr of Execut~ve Chars 

DETAIL COD 

P 

P 

P 

P 

P 

P 

P 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

=N= VALUE 

16800000 f i  
6,120 00 

6 OGO 00 

63 840 00 

35,883 75 

2,940 00 

55 064 00 

15 000 00 

6 120 00 

18,11250 

konsumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 
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I 

LOGISTICS SUPPORT UNIT 

JAN - MAR 95 

DATE 

22 Feb 95 

27 Feb 95 

27 Feb 95 

27 Feb 95 

27 Feb 95 

27 Feb 95 

28-Feb 95 

28 Feb 95 

28 Feb 95 

28 Feb 95 

28 Feb 95 

07 Feb 95 

07 Feb 95 

14-Feb 95 

17 Feb 95 

23 Feb 95 

24-Feb 95 

28 Feb 95 

28 Feb 95 

02 Feb 95 

NAME OF VENDOR 

Biodun Adewumi TP Tech 

Ugbomor Impressive Ent 

A 0 Ejeteh & Sons 

Henry Hope Eng Nig Ltd 

Tale Ent 

A 0 Ejeteh & Sons 

ELectrohall CFAO 

A 0 Ejeteh & Sons 

A 0 Ejeteh & Sons 

Multrway Eng Co Ltd 

3iodun Adewumi TP Tech 

Kleen Signals Ltd 

Vorads Ventures Ltd 

3onatus 0 Ekeocha 

3egr - Chel Nrg Ent 

Cletu Es~co Enterprrses 

Reg1 - Cher Nig Ent 

3iufemi Oredola Contractmg Serv~ 

Shrrstlead Int Co Itd 

2 0 Ujagbor Motor Works 

PROCUREMENT 

DESCRIPTION OF WORK DONE 

Mats to Instal TP Ext 

General Servicing of Gen Set at annex 

Air Cond~tioner repalrs 

Global Hse Gen Set Mtce 

Furnrture repairs 

Air Conditioner repairs 

Supply of copier DrurnIDeveloper 

Air Conditroner repairs 

Arr Condrtroner repairs 

Air Conditroner repalrs 

Repair of Ziccorn Fax Machine from lbadan 

Cleaning of Global Hse 

Partrtronlng of CEDPA Offlce 

Plumbrng Works 

Electrical lnstallatron works 

Repair of leaking roof at LSU 

Electrrcal rnstallatron works 

Repair of fallen curtain board at annex 

Repar of leaklng roof at LSU 

General Servicrng of Veh No 146578 

DETAIL COD 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

BM 

EM 

BM 

EM 

BM 

EM 

VM 

MASTER TRANSA rlON TABLE 

=N= VALUE 

JAN MAR 95 

Consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Consumables 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 
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LOGISTICS SUPPORT UNIT 

JAN - MAR 95 

PROCUREMENT MASTER TRANSACTION TABLE JAN - MAR 95 

DATE 

14 Feb 95 

17 Feb 95 

21 Feb-95 

21 Feb 95 

21 Feb-95 

24 Feb-95 

24 Feb 95 

24 Feb-95 

..-- 
02 Feb 95 

07 Feb 95 

04Feb-95 

04Feb 95 

04Feb 95 

09-Feb-95 

04Feb 95 

10 Feb 95 

10 Feb 95 

13-Feb-95 - 
13 Feb-95 

16-Feb-95 

1 6-Feb 95 

NAME OF VENDOR 

Otor Eng Works - 
R 0 Ujagbor Motor Works ., 

Otor Eng Works - 
Valen lhuoma Enterprrses 

Valen lhuoma Enterprrses 

Murrtador Yakub Mech Works % 

Otor Eng Works 

R 0 Ujagbor Motor Works .. 

Sounas & Compaiy Ltd 

Northgate Ventures Ltd 

Oyetade & Sons Ltd 

Log~strcs Nlg Ltd 

Gendys lnternat~onal Ltd 

Ogbogu Okolo 

Fraben~ Gardens & Flor~sh 

Vorads Vmtures Ltd 

JlMSS Nrg Ltd 

Oyetade & Sons Ltd 
- 

Lordmart Nlg Ltd 

Oyetade & Sons Ltd 

The Document Co Rank Xerox 

- - 

DESCRIPTION OF WORK DONE 

General Servmng of Veh No FG03R12 

General Servrcrng of Veh No FG23R12 

General Serv~cmg of Veh No FG04R12 

General Serv~crng of Veh No FGlOR12 

General Servlcmg of Veh No CD105 

General Servrcmg of Veh No FG08R12 

General Serv~crng of Veh No FG09R12 

General Serv~crng of Veh No 140C@80 
C 

Prrnt~ng of PCU Letter heads 

Supply of Statlonarres 

Supply of 6000gallons of Water 

3hotocoples for PCU 

Productron & B~ndlng of Booklets for PCU 

Supply of 2000 gallons of Water to annex 

Supply of decoratwe Lrcuala Palms 

Carpetrng of CEDPA office 

Supply of Motor batteries 

Supply of 8000 gallons of Water - 
Supply of Cummms 250 KVA Gcn Set 

Supply of 6000gallons of Water 

Supply of A4 papers 

DETAIL COD 

VM 

VM 

VM 

VM 

VM 

VM 

VM 

VM 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

= N = VALUE 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Non consumable 

Consurnables 

Consumables 

Consumables 

Consumables 

Non Consurnables 

consumable 

Non Consumables 

Non Consumables 

Consumable 

Cohsumable 

Non Consurnables 

Consumable 

Consumable 
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LOGISTICS SUPPORT UNIT 

JAN MAR 95 

DATE 

16 Feb 95 

21 Feb 95 

21 Feb 95 

21 Feb 95 

23 Feb 95 

23 Feb 95 

24 Feb 95 

24 Feb 95 

27 Feb 95 

27 Feb 95 

28 Feb 95 

28 Feb 95 

28 Feb 95 

07 Mar 95 

08 Mar 95 

08 Mar 95 

08 Mar 95 

13 Mar 95 

NAME OF VENDOR 

CFAO Electrohall 

Oyetade & Sons Ltd 

Dizengoff W A Nig Ltd 

The Document CompanyRank xer 

Son1 Agbeyegbe Ent 

Oyetade & Sons Ltd 

Young Oke Trading Co 

Eagle Commercial Printers 

Agnennma & Bros Trad Ent 

Oyetade & Sons Ltd 

Abazu Rommu Nlg Ent / , 
Sounas & Co Ltd 

Nigerran Maritime Servlces Ltd 

Donatus 0 Ekeocha 

lfatogbemr Electrical 

Yomo & Company 

Reg - Che~ Nlg Ent 

Donatus 0 Ekeocha 

PROCUREMENT MA! 

DESCRIPTION OF WORK DONE 

Supply of Sf780 & Sf830 Toners 

Supply of 8000 gallons of Water 

Supply of Balton Split Un~t 2HP A/Cs 

Supply of A4 papers 

Recrurtment advert for Personnel Mgr 

Supply of 6000gallons of Water 

Supply of standing Fan 

Supply of Rubber Stamps 

Supply of Stationaries 

Supply of 8000 gallons of Water 

Supply of Nulec stabiliser RTLl6OO - " 
Prlnting Of PCU Letter Heads 

Clear~ng of Container W~th Lumlnar car 

Plumb~ng Work in Pl0,s Hse 

Electr~cal Wiring at CEDPA office 

Reparrs of Furn~ture/door keys at CDCIN 

Electr~cal lnstallat~on of crrcurt Breakers 

Plumbing Works 

-ER TRANSA 

DETAIL COD 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

BM 

BM 

B M 

BM 

BM 

-ION TABLE 

=N= VALUE 

JAN MAR 95 

Consumable 

Consumable 

Non Consumables 

Consumable 

Consumable 

Consumable 

Non Consumable 

Non Consumable 

Consumable 

Consumable 

Non Consumable 

Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
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LOGISTICS SUPPORT UNIT 

JAN - MAR 95 

DATE 

14 Mar 95 

14-Mar 95 

1 &Mar 95 

16 Mar 95 

23 Mar 95 

31 Mar 95 

31 Mar 95 

31-Mar 95 

06-Mar 95 

OE-Mar 95 

07 Mar 95 

07 Mar 95 

07 Mar 95 

14-Mar 95 

14 Mar 95 

14-Mar 95 

22 Mar 95 

22 Mar 95 

22 Mar 95 

22 Mar 95 

22 Mar-95 

NAME OF VENDOR DESCRIPTION OF WORK DONE 

Olufeml Oredola Cont Serv~ces 

Hatsam Tec Eng Const Co 

Phons lwunze Nrg Ent 

Trans - Shelta Company 

Donatus 0 Ekeocha 

Donatus 0 Ekeocha 

Olufemr Oredola Cont Serv~ces 

Donatus 0 Ekeocha 

Doors Repa~r 

Repa~r of leaking roof at annex 

A/C Installatron/block work/Plumbmg CDC/N 

Construct~on of Generator Hse at GlobalHse 

Plumbrng works at PIO s Hse 

Repaw of Global Hse G/Floor To~let 

Furn~ture reparrs 

Clearlng of Sept~c tank at PIO s Hse 

Mult~way Eng Co Ltd 

Ugbomor lmpressrve Ent 

Multlway Eng Co Ltd 

Rppalr of A/C In Frnance offrce 

Repar of Gen Set Radrator at Annex 

Repa~r of Sanyo A/C In PIO s Resrdence 

Bathley lnfo Dev~ces Ltd 

A 0 Ejeteh & Sons 

A 0 Ejeteh & Sons 

Electrohall CFAO 

Compworld Servlces 

Newtech Systems Ltd 

Network & lnfo Mgt System Nlg 

Iva - Babs Systems Servlces 

Henry Hope Eng Nlg Ltd 

Network & lnfo Mgt Systems Nlg L Repalr of AST Premrum Computer System I 
Repar of Computer Prlnters 

Alr Condltroner Repars 

Alr Condltroner Reparrs 

Repar of Sharp PhotoCoprer 

Computer Repars & Serv~ces 

Computer Repam & Servrces 

Computer Repars & Servrces 

Repaw Of Amercan Monarch UPS 

Annex Gen Set remountmg/Load Sharmg 

DETAIL COD 

BM 

BM 

BM 

BM 

EM 

EM 

BM 

BM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

450 00 Non Consumable 

13,950 00 Non Consumable 

15 930 00 Non Consumable 

181 31 5 00 Non Consumable 

8 460 00 

1 260 00 

1 21 5 00 

4,500 00 

4 250 00 

7,750 00 

21,000 00 

3,500 00 

26,000 00 

9 800 00 

12,500 00 

57,500 00 

33,285 50 

52,650 00 

23 200 00 

16 500 00 

18,440 00 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Noh Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
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JAN - MAR 95 

DATE NAME OF VENDOR 

06-Mar 95 

06 Mar 95 

07 Mar 95 

07 Mar 95 

07 Mar 95 

08 Mar 95 

09 Mar 95 

09 Mar 95 

13 Mar 95 

14 Mar 95 

16-Mar 95- - 

16 Mar 95 

16 Mar 95 

16 Mar 95 

23 Mar 95 

24 Mar 95 

26 Mar 95 

29 Mar 95 

31 Mar 95 

31 Mar 95 

31 Mar 95 

i M A Anrmashaun 

I Oyetade & Sons Ltd 

John Best Sanitation Ent 

Gremma Nrg Ltd 

Vinas Busrness Lrnks Itd 

Eagle Commercial Printers 

Oyetade & Sons Ltd 

Enoss & Enoss Co 

Oyetade & Sons Ltd 

1 Vrnas Busrness Lmks Ltd 

1 The Document Co Rank Xerox 

1 VAA Ventures 

I Yomo & Company ~ 
Vorads Ventures Ltd 

Tale enterprrses 

Eferobo (Nrg) Ent 

A 0 Ejeteh & Sons 

A 0 Ejeteh & Sons 

Newtech Systems Ltd 

Henry Hope Eng Nig Ltd 

Oluferni Oredola Contr Servrces 

PROCUREMENT MA' 

DESCRIPTION OF WORK DONE 

Reparr Of Ten metal cablnet keys 

Computer Repaws 

Air Cond~t~oner Reparrs 

Arr Conditroner Repairs 

Computer Reparrs In Dr Aklnyemr s offrce 

Servicrng of Gen set at Global Hse 

Furnrture Reparrs 

Supply of 7300L of d~esel 

Supply of Water to Global Hse /Annex 

Clearing of Garbage From Annex dustbrn 

Printing of LPO Booklets 

Supply of HP toner Series 1 11 Catrldges 

Printing of Letter Headed paper for CDC/N 

Supply of Water to Global Hse /Annex 

Supply of fax rolls 

Supply of Water to Global Hse /Annex 

Supply of Computer Papers 

Supply of A4papers/Transparencres/lO5Odrum 

Supply Of Off~ce Statlonarres 

Supply of furnrture for Mothercare 

Alumrnium Partrtronrng of AIDSCAP office 

TER TRANSACTION TABLE JAN MAR 95 

DETAIL COD 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

=N = VALUE 

1 LOGISTICS SUPPORT UNIT 

Non Consumable 

Non Consumable 

Non Consumable 

Consuma 

Consumable 

Non consumables 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Non Consumable 

Non Consumable 
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LOGISTICS SUPPORT UNIT 

JAN - MAR 95 

DATE 

I 6  Mar 95 

16 Mar 95 

20 Mar 95 

22 Mar 95 

H 22 Mar 95 - 22 Mar 95 

23 Mar 95 

-23 Mar 95 

r-23 Mar 95 

23 Mar 95 

27 Mar 95 

29 Mar 95 

30 Mar 95 

31 Mar 95 

-31 Mar 95 

31 Mar 95 

08 Mar 95 

23 Mar 95 

23 Mar 95 

Yomo & Company 

Oyetade & Sons Ltd 

Oyetade & Sons Ltd 

Embra Morn~ng Dawn Co 

PERAIBEAM DIV of UAC 

Lanbab Enterprises , 
SCOA Equlp 

Eferobo Nlg Ent- , 

PROCUREMENT MA 

Eferobo Nlg Ent 

NAME OF VENDOR 

Oyetade & Sons Ltd 

Oyetade & Sons Ltd 

lwalewa Water Supply 

Oyetade & Sons Ltd 

Pr~me Hosp~tal 

EC Technocat 

Jako Hamen Nrg Ltd 

DESCRIPTION OF WORK DONE 

I - 

'ER TRANSAl 

3ETAIL COD 

P 

P 

P 

P 

P 

P 

P 

P 

P 
P 

P 

P 

P 

P 
P 

P 

VM 

VM 

VM 

Supply of FrrdgeStand/ElectrrcKettletable 

Supply of Water to Global Hse /Annex 

Supply of Water to Global Hse /Annex 

Supply of bulletln board for WellStart 

Supply of Chalrsflables For WellStart , . 
Supply of Desk Calculator/Adaptor ' 
Supply of Computer table 

Supply of ACI 14' SVGA Momtors for 

WellStart & CEDPA 

Supply of Computer 486DX 33MHZ 

Mother board with Intel/8RAM for AID 

Supply of Water to Global Hse /Annex 

Supply of Water to Global Hse /Annex 

Supply of Water to Global Hse /Annex 

Supply of Water to Global Hse /Annex 

Supply of Flrst Aid BOX med~cme 

Supply of Brnatone 1600va Stabrlrser 

Supply of Apex Arch Lever f~les 

General Motors Ltd 

Otor Eng Works 

R 0 Ujagbor Motor works 

Repa~r of Vehlcle FG27 R 12 

Repar of Veh~cle FG09 R 12 

Repa~r of Veh~cle 12 FGN 101 0 

MAR 95 -ION TABLE 

=N= VALUE 

JAN 

I 

I 

I 

I 

I 

I 

I 

I 

I 

I 

( 

1 

I 

I 

Non Consumable 

Consumable 

Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Non Consumable 

Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
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LOGISTICS SUPPORT UNIT 

JAN MAR95 

NAME OF VENDOR 

PROCUREMENT MASTER TRANSACTION TABLE JAN MAR95 

24 Mar 95 

30 Mar 95 

30 Mar 95 

31 Mar 95 

31 Mar 95 

- 31 Mar 95 

27 Mar-95 

DESCRIPTION OF WORK DONE 

Adesokan Automob~le Co 

R 0 Ujagbor Motor works 

Mur~tador Yakub Mech works 

Murrtador Yakub Mech works 

Otor Eng Works 

Otor Eng Works 

Veh~cle Electr~cal Works 

Repa~r of Veh~cle 140 CC 78 

Repa~r of Veh~cle FG 08 R12 

Repa~r of Vehlcle FG 05 R12 

Repar of Vehlcle LA 1046 TG 

Reparr of Veh~cle LA 1045 TG 

DETAIL COC 

VM 

VM 

VM 

VM 

VM 

VM 

=N= VALUE 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
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ANNEX I11 

VEHICLE MAINTENANCE EXPENDITURE 
January - March 1995 

Vehlcle No I Vehlcle Make Descrlptlon of Work I Mechanlc ( Cost (W) 

January 

12FGN1011 CherokeeJeep I General Servicing & 
fixing of brake lights 

Chevy Suburb 

Qualitex 
Auto 
Services 

Engine repairs 

N4,520 

Qualitex 1 40,690 

Replacement of wheel 
hubs & axles 

Service, clutch & 
steering repairs 

- 

Muritador 

Qualitex 

Toy Landcruiser 

53,060 

February 

Geeneral Servicing & 
brake repairs 

Cherokee 

Toy Lite Ace I General Servicing I Otor Eng I 3,810 

Toy LandCruiser Battery 

Toy LandCruiser 

Jimss Nig 
Ltd 

Jlmss 
Nig Ltd 

Valen 
Ihuma 

Battery 

6,300 

6,300 

7,500 General Servicing Chevy 

12 FGN 1011 Cherokee 

Toy Lite Ace 

Brake pads & shoes Qualitex 14,550 

brake repairs 

March 

FG 08 R12 1 Toy LandCruiser General Servicing 

FG 23 R12 I Cherokee 

Muritador 

R 0 General Servicmg 

- 

5,300 

5,500 
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Vehlcle No 

140 CC 80 

12 FGN 1013 

Vehlcle Make 

Cherokee 

- -  - - 

FG 26 R12 

FG 09 R12 

Cherokee 

Total 

Descr~ptlon of Work 

General Servicing & 

Chevy Suburb 

Chevy Suburb 

N256,275 

brake pad 

General Servicing 

Mechanlc 

R 0 

Engine Repair 

General Servicing & 
Flywheel repair 

Cost (P4) 

9,950 
Ujagbo 

Qualitex 3,550 

General 
Motors 

Otor Eng 

32,445 

13,320 
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ANNEX IV 

PERSONNEL EXPEDITED AT DOMESTIC AIRPORT 
January - March 1995 

NAME ORGANIZATION DEPARTURE I DATE 
DESTINATION 

Data Phido 

M Khadljat 

G Danielle 

JOS JHUIPCS 

CEDPA 1 25/01/95 I JOS 

CEDPA 

CEDPA 1 25/01/95 1 JOS 

CEDPA 1 28/01/95 I KADUNA 

2510 1/95 

6 1 U Ekenna 

-- 

JOS 

E Spielman 

PCUITT 

CEDPA 

CEDPA 

PCUITT 

MC 

- - -  - 

E Spielman 

B Campbell 

L Payne 

SEATS 

02/02/95 

02/02/95 

02/02/95 

17/02/95 

22102195 

22/02/95 I JOS 

-- 

ENUGU 

KANO 

JOS 

ENUGU 

KANO 

12 1 B Farrell PATHFINDER 
-- 

JOS 

KANO 

SOKOTO 

OWERRI 

CEDPA 

14 ( L Payne 

B Tugbobo 

B Farrell 

B Tugbobo 

PATHFINDER 

ENUGU PATHFINDER 

ENUGU PATHFINDER 
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ANNEX V 

PERSONNEL EXPEDITED AT INTERNATIONAL AIRPORT 
January - March 1995 

NO NAME ORGANIZATION ARRIVAL DEPARTURE 

1 D Cochran WELLSTART 19/01/95 28/01/95 

3 1 G S i k p  I AIDSCAP 1 22/01/95 1 27/01/95 11 
4 L Payne MC 2410 1195 

5 0 Babaniy~ CDC 24/0 1/95 

6 S Hurley FPLM 30/01/95 

7 0 Martin Eerens FPLM 30/01/95 

8 S Krenn JHUIPCS 1 1/02/95 

9 J B Stillman AAI 12/02/95 
- - - -  

10 G Billus CEDPA 15/02/95 04/03/95 

11 G Dan~elle CEDPA 18/02/95 08/03/95 

12 0 Andrea CEDPA 18/02/95 04/03/95 

13 Sahlu Haile SEATS 2 1/02/95 03/03/95 

14 Tom Hardy SEATS 21/02/95 03/03/95 

15 Kent Klindera SEATS 21/02/95 08/03/95 

16 Richard Frank PSI 26/02/95 28/02/95 

17 M Khadijat CEDPA 27/02/95 10/03/95 

18 Llsa Hare INlTIATIVES 28/02/95 10/03/95 

19 Mary King INITIATIVES 28/02/95 10/03/95 

20 N P Harris SEATS 03/03/95 10/03/95 

2 1 Carl Harris AAIILSU 08/03/95 24/03/95 

22 Rose Macauley BASICS 08/03/95 25/03/95 
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WELLSTART 1 
1) 24 1 Betty Gozales FPMD 

23 

(1 25 1 Jacman William 

Y inka Abosede 

I 26 
Pat Taylor BASICS 

BASICS 1 
AIDSCAP 1) 28 1 Kwarne Asiedu 

27 

11 29 1 Newsome Holley 

Carolyne Kruger 

WELLSTART 

I 

11 30 1 Constant Kabwasa AIDSCAP 

11 3 1 1 Fran Farmer PATHFINDER 

11 32 1 Betty Farrell PATHFINDER 



Quarterly Report: 
For the Per~od Apr~l 1, 1995 

to June 30, 1995 

Log~stlcal Support Unrt 
(N~gerra Fam~ly Health Serv~ces Project) 

Contract #620-000 I -C-00-8008-00 

The Afr~can-Amer~can lnst~tute 
833 Un~ted Nat~ons Plaza 

New York, New York 1001 7 
Tel (2 12) 949-5666 

Subm~tted to 

The Agency for Internatmnal Development 



Quarterly Report Aprzl 1 - June 30, 1995 

ABBREVIATIONS AND ACRONYMS 

AAI 
AAO (AAOINIGERIA) 

African-American Institute 
AID Affairs OfficeINigeria 

AID 
CCCD 

CDC 
CO 

E X 0  
EXP 
FHS 

FRLC 

I10 
IP 

LGA 
LOC 
LSU 
NCCCD 
NFHS 

NGO 
NXP 
PACD 
PAF Office 
PCU 
PIOJT 
RCO 
REDSOIWCA 
SHA 
SOP(s) 
SRA 
UPS 
USAID 
USIP 

Agency for Internatlonal Development 
Combatting Ch~ldhood Communicable Diseases Project 

see also NCCCD - successor project 
Centers for Disease Control and Prevention 

Contracting Officer (REDSOIAbldjan) 
see RCO 

Executive Officer (of USAID or Embassy) 
Expendable supplies 

Family Health Services Project 
see also NFHS - successor project 

Federal Reserve Letter of Credit 
same as LOC 

Implementation Order 
Implementing Partner 

same as USIP - U S Implementing Partner 
Local Government Authority 

Letter of Credlt 
Logistical Support Unit 

Nigeria Combatting Childhood Communicable Diseases Project 
Nigeria Family Health Services Project 

Successor to Family Health Services Project 
Non-Governmental Organization 

Non-Expendables 
Project Actual Completion Date 

Personnel/Administration/Finance Office 
Programme Coordination Unit 

Project Implementation OrderITechnical 
Regional Contracting Officer (REDSOIWCA) 

Regional Economic Development Services Office, West and Central Africa 
Sweet Hill Associates, Inc 

Standard Operating Procedure(s) 
Specific Request for Assistance 

Universal Power Supply 
U S Agency for International Development 

U S Implementing Partner' 

Included such organizations as AIDSCAP BASICS CEDPA CDC Futures Group John Snow Inc 
(Mothercare, SEATS Initiatives Projects) Johns Hopkins University (Population Communications Program Quality 
Assurance), Pathfinder Internatlonal, Wellstart 
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INTRODUCTION 

During the quarter April-June 1995, AAI focused on providing high-quality services 
in response to the needs of IPS AAI entered into an Implementation Support Agreement 
with CEDPA which enabled CEDPA to use project funds to support subcontracts with 
Nigerian NGOs, and which enabled the LSU to provide the necessary support to CEDPA 

In June it became evident that USAID would not act upon the responses to the RFA 
for logistical support services while decertification was in effect, USAID informed bidders 
(including AAI) that it was withdrawing the RFA Subsequently USAIDIN and the RCO 
notified AAI that they wished to extend the FHS Contract to October 28 The RCO and 
AAOIN notified AAI of changes they wished to make in shifting personnel from the 
logistical support core function to program functions, and AAI budgeted for this accordingly 
in Modification #15, which became effective June 30 - 

AAI continued to negotiate with its subcontractor SHA, and with the RCO, to arrive 
at a subcontract to which the RCO could concur However, the RCO permitted AAI to 
budget for the subcontractor only through August 3 1, 1995 

I 
- 

A GENERAL MANAGEMENT m 

I 
The administrat~ve and personnel procedures manuals, which were begun last quarter, 

neared completion and flow charts were also prepared through Achike Emejulu and 
Associates (& Annex I) The remaining narrative and appendices were to be completed in- 
house 

I 
B PERSONNEL I 

Staff Tralning and Development In response to needs identified by the staff training 
workshops in February, the LSU organized several in-house software training courses for 
staff, held between June 6 and July 7, 1995 Each course ran for five one- or two-hour 

I 
sessions Six staff members participated in the Wordperfect training and eight in the Quattro 
Pro 3 0 training, while 12 participated in the Paradox 4 0 training The computer training 
proved very helpful to both LSU management and operational staff 

I 
Consultancy LSU conducted a survey on prevailing consultancy rates among local NGOs 

in Nigeria with the intent of reviewing and appraising the current rates being paid to local 
I 

consultants On the basis of the survey findings, AID has established that IPS will be 
respons~ble for determining the consultancy rates for their consultants, within the margin 1 
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LSU engaged the services of Mr Allen Akinyele for 20 working days to work on 
development of the Fixed Asset Register At USAID request, LSU engaged the services of a 
consultant to work with the SEAT project in Northern states 

Staff Changes A major shift in staffing occurred during t h ~ s  quarter as LSU Finance 
Controller, Mr PIO Dacosta, who had been with the project slnce early 1993, res~gned and 
left the project in mid-May AAI regretfully accepted his resignation, which came as a result 
of the uncertainties of whether the project would contmue Mr Francis Smoot joined the 
team as h ~ s  replacement, and spent about 10 days overlapping with Mr Dacosta Mr 
Srnoot had recently served a controller of a major USAID project in Pakistan 

Although the LSU has interviewed and identified a prospective Personnel Manager, 
the consultant services of Mrs Victoria Odia were extended up to June 30, 1995, so that she 
could provide back-up services for the Personnel Division while arrangements are being 
finalized 

Ms Stella Oreagbu, accounts clerk, left the LSU in June to work for the American 
Embassy She will not be ~rnrnediately replaced, but rather her job w ~ l l  be taken over by 
current LSU financial staff 

Staff Reclass~ficat~on As a result of changes in job description, three LSU staff positions 
are being considered for re-classification 

LSU also assisted several IPS in reclassifying staff positions LSU assisted BASICS 
to classify two Program Officers and provided guidance on appropriate recruitment practices 
Follow~ng the resignation of the AIDSCAP accountant, LSU assisted AIDSCAP to re-classify 
a vacant position and prov~ded guidance on appropriate recruitment practices LSU also 
ass~sted AVSC in developing a job descr~pt~on and classification for the position of 
Development Officer 

Terrmnat~on of Contracts A total of 18 people had their contract of employment 
terminated between April and June 1995 On instruction from CDC, the contracts of ten 
NCCCD field staff were terminated Table 1 is a complete list of employees terminated, 
mcludmg the date employed and date resigned LSU prepared and administered terminal 
benefits to each staff member as per approved work order from AID 
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Table 1 
Employee Termnatlons 

Aprll - June 1995 

NAMES FSN G/L 
- 

DESIGNATION DATE DATE 
EMPLOYED RESIGNED 

I Abubakar 1016 Zonal Pro Officer October 1991 Apr~l 1995 

Musa Dangana 1016 Zonal Pro Manager August 1992 April 1995 

0 Olugbinde 1 1019 I Zonal Pro Manager I May 1993 I April 1995 

A Etukudoh 1 Secretary I October 1992 1 May 1995 

Chauffeur I October 1992 1 May 1995 

Chauffeur I October 1992 1 May 1995 

S Oraegbo 061 10 Accounts Clerk May 1993 May 1995 

H Adeshina 1218 SBE May 1991 June 1995 

0 Ajiboye 0918 Programmer June 1989 June 1995 

S Amadiegwu 1 10112 Comp Specialist May 1988 June 1995 
I I I I 

S S Gambari 1 0614 I Data Entry Officer I October 1993 1 June 1995 

A Garba 04112 Chauffeur April 1987 

Irene Obazei 1012 Program Officer November 1993 

Vivian Ogu 0614 Secretary October 1992 

June 1995 

June 1995 

June 1995 

N Olugbemiga 
i Secretary I October 1992 June 1995 

Bayo Parakoyi SBE I October 1992 June 1995 

A Umar Secretary October 1992 

October 1992 

June 1995 

June 1995 

Anticipating a June 30 close-out, the LSU sent termination letters on May 29 to all 
staff This served as a standard one-month notice, required by contract for professional 
staff, and two weeks' notice for support staff Addit~onally, a Certificate of Employment 
was designed to be given to all LSU employees in the event of close-out All staff were 
assisted in preparation of their curricula vitae, the LSU circulated the c v 's to UN agencies, 
embassies, and corporations 
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Staff Appra~sal The 1994 Performance Appraisal for the LSU staff was finalized in 
April with its implementation retroactive to January 1995 A total of 60 staff were 
appraised Five staff received "outstanding" assessments and a two-step merit increase, 
while another five also received "outstanding" appraisals but only a normal one-step increase 
Ten staff got "commendable" and 30 staff got "fully satisfactory" assessments, accompanied 
by normal increases One employee was given a "marginal" assessment with no step 
increase and verbally warned about his performance No one was downgraded as a result of 
poor performance 

Five new employees, who have not yet served a year, were nelther appraised nor 
given step increases Four other employees, secretaries at the Field Offices who joined the 
PCUITT effective October 1994, were granted one-step increases as a result of this new 
contract, but a performance appraisal was deemed "not applicable" for them Table 2 shows 
this breakdown of performance appraisal 

Table 2 
LSU Performance Appra~sal Report 

11 PERFORMANCE APPRAISAL I NO STAFF I STEP INCREASE 11 

)I Outstanding 5 1 Normal (one step) I1 
I Outstanding 

Commendable 

Fully Satisfactory 

11 Not Applicable I 4 I Normal (one step) 11 

Marginal 

New Employment 

5 

10 

30 

C ADMINISTRATIVE DIVISION 

Merit (two steps) 

Normal (one step) 

Normal (one step) 

1 

5 

Total 

With the participation and concurrence of the Acting AAO, the LSU extended leases 
for the Lagos Annex and the Ibadan office in April for six months An agreement was 
reached with the landlord to repair roof damage to the Ibadan premises, which was caused by 
project tenants last year 

No increase 

No increase 

60 
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The CDC Ikeja office was relocated during this quarter to the Head office at Global 
House This relocation required the renovation of their former offices before turning them 
over to the landlord, which was managed by LSU 

Led by the Technical Advisor, LSU was able to get AID to approve and concur with 
LSU's acquisition of a warehouse The USAID AAOIN approved an initial one-year 
expenditure for a warehouse to be used by USAID, LSU, and IPS, the which the LSU would 
manage AAOIN concurrence was subject to the approval of the Regional Security Officer, 
a rental cost not to exceed the stipulated amount, and consolidation of CDC property to the 
warehouse 

A dedicated warehouse would provide a centralized property control system for 
materials management and would enable the LSU to make bulk purchases of maintenance 
items, thus saving money The LSU Procurement Officer identified a sultable location, 
approval by the US Embassy Regional Security Officer was pending at the end of the 
quarter Upon receipt of RSO approval, the LSU wlll need to engage guard services 
contracted by the embassy, the cost will have to shared by LSU and the projects involved 
Setting up of the warehouse will also requlre expenditure for shelving, a forklift, and other 
equipment 

2 Procurement 

.Procurement by LSU Procurement activity during this quarter continued on an "only as 
necessary" footing as a result about preparation for close-out 

Procurement activity included the purchase of furniture for the new EnuguIIbadan 
Fleld Offices totaling Pi 637,765 In June, a supply of tires and tubes was obtained for N 
305,200 (See Annex 11) 

In June the LSU contracted for production of a training manual for Wellstart for $4 
156,180, and reproduced and bound prlnted matter for CDC Copies of the book Nzgena 
Glant zn Tropzcs were bought for Pi 13,000 The LSU contracted McSeeks Associates, Ltd , 
to conduct two market price surveys, one for April and one for May, done by McSeeks 
Associates Ltd , for use in thls quarter's procurement activity 

3 Vehicle Maintenance 

Fleet Write-offs Following the Technical Advisor's recommendations fleet write-offs, 
whlch comply with AID regulations, were formalized during this quarter It was agreed with 
USAID that a total of 21 vehicles would be written off All of these are either pre-1990 
purchases or have had accidents and are beyond economical repair The first ten cars to be 
disposed of have been deemed either too expensive to repair or unrepairable The next 11 
will be written off at a later date, and only on the condition that if the project continues they 
can be replaced immediately 
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Vehicle Management System A new vehicle management system using Paradox 
software is being introduced to replace the Fleetmax system that d ~ d  not function adequately 
to provide needed management information This software will enable the LSU to maintain 
individual vehicle records and also to break down vehicles Into cost centers--engine, 
transmission and drive train, suspension, brakes, fuel system, electrical, AIC, chassis, body, 
tires, and spec~alty (radlos, security, etc ) This second feature will aid in spare parts orders 
forecasting, mmimum1maximum stocking, and following manufacturers' spare parts coding 
systems This new vehicle management system would also allow individual workshops and 
specific mechanics' work, as well as repair costs and efficiency, to be compared and 
analyzed Fuel usage, tire wear, accidents, and geographical breakdown types would also 
be factored 

The LSU computer expert is training the fleet manager in the use of Paradox and 
initla1 input of information has begun 

Mamtenance and Servicing Spreading repairs amongst the large number of vendors 
currently repairing LSU vehicles has led to a number of managerial problems Consequently, 
it was decided that only three workshops should be used Qualitex Auto Services for all 
vehicles of United States ongin, Muritador Yakub Mechanical Works for Toyotas, and R 0 
Ujagbor Automobile Engineers for all other makes and models, such as Mitsubishi, Peugeot, 
and Volvo These workshops will held accountable for their repalrs and guarantee their 
work for a to-be-determined length of time They were chosen on the basis of past 
performance, price, and specific vehicle expertise 

The Transport Manager will be responsible for coordinating these repair and service 
activities and keeping records on all Lagos- and State-based transport A form is being 
prepared for office managers of field offices on which informat~on on non-Lagos-based 
vehicles can be entered 

Armored Vehlcles At the request of USAID AAOIN, the LSU has set aside two 
Chevrolet Suburbans, both with less than 20,000 krn mileage, to be armored The LSU 
armored cars will be used mainly for transporting project personnel to and from the 
international airport and w ~ l l  perform other duties as needed An armoring team from the 
State Department will arrive in July to perform the work 

4 Expediting 

LSU expediters assisted 21 people at the domestic airport and 41 people at the 
internat~onal airport during this quarter Tables 3 and 4 show the number of people 
expedited by organization at each Annexes I11 and IV contain lists of individuals expedited 
and dates of travel 
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Table 3 
Personnel Expedited At Domestic Airport 

April - June 1995 
Project # Personnel Expedited 
CEDPA 6 
Initiatives 1 

JHUIPCS 4 
Mothercare 3 
Pathfinder 1 
PCUITT 4 
Wellstart 2 
Total Number Exped~ted at Domestic Airport 21 

Table 4 
Personnel Expedited at International Airport 

April - June 1995 
Project # Personnel Expedited 
AAIJLSU 6 
AIDSCAP 2 
AVSC 2 
BASICS 1 
CDC 7 
CEDPA 3 
Evaluation 3 
FPLM 2 
FPMP 1 
HIIDIADDR 4 
Initiatives 2 
JHUIPCS 2 
MSHIFPMS 1 
Pathfinder 2 
SEATS 2 
Wellstart 1 
Total Number Expedited at International Airport 33 
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5 General Maintenance 

The new quarter provided for a high level of activity in moving offices, resulting in a 
great deal of maintenance and renovation Carpets were removed and ax-conditioning holes 
covered in the BasicslCDC Ijeka Office, which was being vacated BASICS' and 
Pathfinders' new quarters required the installation of electrical fittings, plumbing works, and 
partitioning The Ibadan Field Office, leased in April, was partitioned and provided with 
carpet and curtains 

At Global House, the LSU installed aluminum partitioning in the library, and also 
partitioned the staff parking lots To address security concerns, the parking lots outside 
Global House and the LSU annex have been secured with chain barriers and guards have 
been posted to staff the parking lots 

The LSU arranged for the repair of computers, including a Compaq 386, printers, 
and monitors (for CDCIN) An APC UPS and inverter circuit were fixed and a UPS 
mother board replaced Air conditioners, generator sets, and photocopiers were given to 
routine maintenance and were repaired The Technical Advisor is currently investigating 
changing the current bi-monthly schedule for air conditioners to a monthly one to address 
number of A/C-related complaints by Global House 

D FINANCE DIVISION 

Work commenced on a Fixed Asset Register when Francis Smoot joined LSU m 
April The Fixed Asset Register documents and calculates the value of all project fixed 
assets, consumables and non-consumables This exercise was deemed necessary in order for 
the LSU to meet audit requirements of Regional Inspector General (RIG) The LSU Stores 
Officer, accompanied by an accountant/aud~tor from Arthur Andersen & Co visited each 
field office in addition to the Lagos offices Upon completion of the physical inventory, the 
outside auditors asmted in reconciling actual and book inventory Because of the amount of 
work involved, Mr Allen Akinyele has also been contracted as a consultant To date, the 
register has been completed, but data entry and compilation of other necessary information IS 

still ongoing A preliminary review of the draft indicates no major discrepancies 

In May the LSU contracted the Akintola Williams accounting firm to perform an audit 
on the 37 AAIIFHS sub-projects involving 35 Nigerian NGOs and parastatal organizations 
This was being done to allow AAI to conclude its responsibility for these The audit has 
been completed and a draft report is expected soon 

LSU staff were Involved m the closing of zonallfield office accounts in view of the 
plans for close-out on June 30 



Quarterly Report Apnl  I - June 30 1995 

E AAIINEW YORK 

Jeanne Betsock Stillman, U S Project Manager, visited Nigeria in April and Carl 
Schieren visited in May, both for the purposes of working with staff on project closeout I 

RCO John Taber visited AAI headquarters on June 5-6, 1997 to meet with project and 
finance office staff and to review AAI's financial management capacity He also met at AAI 
with AAI staff and Mr Dennis Weeks, president of Sweet Hill Associates, to engage in 
discussons on AAIISHA subcontract negotiations and USAID concurrence 

F SWEET HILL ASSOCIATES 

SHA provided no reports during this period I 
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I 

PROCUREMENT ACTIVITY BET= m N P . J U N E  1995 

ATE 

26 Apr 95 

26 Apr-95 

26 Apr 95 

26 Apr 95 

26 Apr 95 

26 Apr 95 

26 Apr 95 

26 Apr 95 

12 Apr 95 

12 Apr 95 

12 Apr 95 

05 Apr 95 

05 Apr 95 

26 Apr 95 

26 Apr 95 

26 Apr 95 

26 Apr 95 

12 Apr 95 

26 Apr 95 

26 Apr 95 

05 Apr 95 

12 Apr 95 

27 Apr 95 

04 Apr 95 

03 Apr 95 

05 Apr 95 

26 Apr 95 

06 Apr 95 

NAME OF VENDOR 

Chuks Tonyk Assoclates 

Samadex Nlg Comm EntLtd 

De-Silver CarpetsIFurnah~ng Co 

Rem~ Johnson 

J~baco In t  Company 

Tale Enterpr~ses 

Taje Enterpr~ses 

Donatus 0 Ekeocha 

Donatus 0 Ekeocha 

Sharpclean Servces Nlg Ltd 

Rot11 Enterprises 

Donatus 0 Ekeocha 

Sam Electron~c Works 

Od~pakson Int Nlg Co 

Aserne Chr~stolex Nlg Ent 

SystemTech Serwces Ltd 

The Merchant Products Company 

P~ckUp Eng Ltd 

SystemTech Serv~ces Ltd 

A 0 Ejeteh And Sons 

Eletrohall 

Ugbomor Impresswe E n t  

Oyetade & Sons Ltd 

Ovetade & Sons Ltd 

Embra Mornmg Dawn Co 

Eagle Comrnerc~al Prlnters 

Electrohall CFAO 

lwalewa water supply 

PROCUREMENT MASTEF 

DESCRIPTION OF WORK DONE 

Provn/lnstal of Water tank at PATHFINDER 

Partdion~ng of lbadan fedd off~ce 

Carpetmg of lbadan area F~eld offlce 

Provlslon of Curtam for lbadan office 

Prov ot Wlblmds Part~onmg of ofiice 

Install of GenSeVSanyo qlC Carpetmg 

Furnrture repam 

Construction of AfC Frames at PATH 

Plumblng works 

Plumb~ng work at Conference RM to~let 

Carpet Cleanmg/Pest Control 

Alum~n~um Partit~on~ng of Llbrary 

Clear~ng of Sept~c tanks at Global Hse 

Electr~cal Installation and repalrs 

lnstallat~on of 27kva Gen Set at PATH 

CDC Fax M/C Repars 

Repa~r of  Epson LQ2550 for PCU 

Repa~r of LQ1050 Epson Pr~nter 

Repa~r of 4No UPS for CDC 

Repa~r of PCU Laserjet Prmters 

Repalr of 1 5HP Carr~er AfC at PATH 

Supply of Sharp Sf toners 

Repa~r/Servlc~ng Gen Set at ANNEX 

Supply of 2000L water to PATH 

Supply of 8OOOL of water 

Prov of  bulletm board for WellSTART 

Pr~ntlng of Off~c~al Envelopes 

Supply of Sharp SF780 Developer 

Supply of 8OOOL of water 

RANSACTION 1 

)€TAIL CODE 

EM 

BM 

BM 

BM 

BM 

EM 

BM 

BM 

BM 

BM 

bM 

jub Total 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

Sub Total 

P 

It£ 

N= VALUE 

18 900 00 

20 185 00 

122 770 00 

3 8  750 00 - 

APRIL 1995 

REMARKS 

don Consumakle 

don Consumable 

don Consumable 

rlon Consumable 

Von Consumable 

Von Consumable 

Non Consumable 

Uon Consumable 

Non Consumable 

Non Consumable 

Yon Consumable 

Von Consumable 

Von Consumable 

Von Consumable 

Von Consumable 

Von Consumable 

Von Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Consumable 

Non Consumable 

Consumabls 

Consumable 

Non Consumable 

Consumabls 

Consumable 

Consumable 
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Quar tei ly Report Apnl I - June 30, 1995 

24 Apr 95 

20 Apr 95 

10 Apr 95 

27 Apr 95 

13 Apr 95 

26 Apr 95 

12 Apr 95 

20 Apr 95 

21 Apr 95 

26 Apr 95 

21 Apr 95 

26 Apr 95 

20 Apr 95 

26 Apr 95 

18 Apr 95 

26 Apr 95 

26 Apr 95 

05 Apr 95 

05 Apr 95 

26 Apr 95 

28 Apr 95 

05 Apr 95 

12 Apr 95 

21 Apr 95 

12 Apr 95 

12 Apr 95 

3yetade & Sons Ltd 

3yetade & Sons Ltd 

3yetade & Sons Ltd 

3yetade & Sons Ltd 

3yetade 8 Sons Ltd 

4donys FurlUphol Works 

4numels Ntgerta Ltd 

Bremma Nlg Ltd 

Jgo AjUZle Comm Ent 

Soni Agbeyegbe Enterp 

Son1 Agbeyegbe Ent 

Syb~l Ventures 

Samb~s Nlg Ent 

heme Chrstolex Ntg En t  

Eferobo Ntger~a Ent 

Anumels Nlg Ltd 

Isa O n  Nlg Company 

Frank Gultz Ltd 

Valen lhuoma Ent 

Otor Eng Works 

Otor Eng Works 

JlMSS Ntg Ltd 

Qualitex Auto Sewtces 

R A Ujagbor Mech Works 

Otor Eng Works 

Oualrtex Auto Sewlces 

Supply of 8000L of water 

Supply of 8000L of water 

Supply of 8OOOL of water 

Supply of 8OOOL of water 

Supply of 8000L of water 

'rov of Furn for Enugu Fe~ld Office 

;upply of stattoneries/calculators 

;upply of A4 Xerox papers 

Supply of books NIGERIA GIANT IN TROPICS 

'lacement ofMTCE Sew ClTadvert forGen Sets 

%oduction of Award Shedd/Plaque 

Supply of Totletrres 

Supply of Stat~oneries 

Supply of Fax m/c transformer 

Supply of Fax Rolls 

Supply of Calculators 

Supply of stat~oner~es 

Supply of 17NO Michehn Tyres 

Repw of Veh~cle no 140CD105 

Repa~r of Veh No LA 1042 TG 

Repair of Veh No LA 1046 TG 

Supply of 6NO FlAMM Batter~es 

Repa~r of Vehicle No FG25R12 

Repair of Veh No l2FGNlOl l  

Gen Servrcmg of Veh N o  FG02R12 

Brake shoe repalr for 12fgnl011 

Grand Total 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

P 

Sub Total 

VM 

VM 

VM 

VM 

VM 

VM 

VM 

VM 

VM 

Sub Total 

;onsumable 

:onsumable 

:onsumable 

:onsumable 

:onsumable 

Jon Consumable 

:onsumable 

:onsumable 

Von Consumable 

Non Consumable 

Non Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Non Consumable 

Consumable 

Non Consumable 

Non Consumable 

Non Consunlable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
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DATE 

LOGISTICS SUPPORT UNIT 

02-May 95 

04 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

08 May 95 

12 May 95 

15 May 95 

NAME OF VENDOR 

3yetade & Sons Ltd 

3yetade & Sons Ltd 

f lectrohall CFAO 

Eletrohall 

4rthur Anderson & co 

3esan Nlg Enterp 

3endys lnternatlonal Ltd 

4numels Nlg Ltd 

Zferobo Nlg Ent 

3remma Nlg Ltd 

f agle Commercial Pr~nters 

McSeeks Ltd 

Toys Kat Ent 

3yetade & Sons Ltd 

Oyetade & Sons Ltd 

Alaf~a Pure Water Supply 

PROCUREMENT MASTER TRANSACTION TABLE . -  - - 

DESCRIPTION OF WORK DONE 

Supply of 5 trlps of water 

to Global Hse3 ,Annex 1 Path 1 

Supply of 4 trips of water for 

Global Hse 3 Annex 1 

Supply of 730 & 830 toners 

Supply of heater lamp 

Certificat~on of Project Inventory Count 

Supply of computer d~skettes 

Reproduct~on & b~nd~ng of prmted mater 

Supply of 3 5 three ring bmders 

Supply of sharp toners 

Supply of ruled/pr~nted bonded papers 

Pr~ntmg of USAID/LSU ID flag 

Independent Market Price Survey for Apl 

Supply of Open box files 

Supply of 5 trips of water 

to Global Hse3 Annex 1 Path 1 

Supply of 4 trips of water for 

Global Hse 3 Annex 1 

Supply of 5 trips of water 

to Global Hse3 Annex 1 Path 1 

=N= VALUE 

MAY 1 995 

REMARKS 

consumable 

Consumable 

Consumable 

Consumable 

Non Consumable 

consumable 

Non consumable 

Non Consumable 

Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Consumable 

Consumable 

Consumable 
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LOGISTICS SUPPORT UNIT 

DATE 
- - 

18 May 95 

22 May 95 

22 May 95 

22 May 95 

25 May 95 

26 May 95 

26 May 95 

26 May 95 

26 May 95 

29 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

05 May 95 

NAME OF VENDOR 

3yetade & Sons Ltd 

Oyetade & Sons Ltd 

Sea Petroleurn/Gas Co Ltd 

Awetlnas Ent 

Alafra Pure Water Supply 

The Doc Co Rank Xerox 

Germ~ngolnds&CommServLtd 

Systemtech Servlces Ltd 

Electrohall 

Alaf~a Pure Water Supply 

A 0 Ejeteh & Sons 

A 0 Ejeteh & Sons 

Mult~way Eny Co Ltd 

Mult~way Eng Co Ltd 

A 0 Ejeteh & Sons 

A 0 Ejeteh & Sons 

PROCUREMENT MAST[ 

DESCRIPTION OF WORK DONE 

3upply of 4 trlps of water for 

3lobal Hse 3 Annex 1 

Supply of 5 trrps of water 

to Global Hse3 Annex 1 Path 1 

Supply of AGO d~esel 

Supply of Tolletr~es 

Supply of 4 trlps of water for 

Global Hse 3 Annex 1 

Supply of Reams of A4 copylng papers 

Supply of All Purpose 4l1tre detergent 

Supply of 2 KVA Stab~l~ser 

Supply of SF730DR KltIDeveloper 

Supply of 5 trlps of water 

to Global Hse3 Annex 1 Path 1 

Sub Total 

Air Condtt~oner Mtce 

Air Condlt~oner Mtce for Path/Bas~cs off1 

Burglary proofs for A/Cs at PATH 

lnstallat~on of A/Cs for PATH 

A/Cs Protectors for Path 

Arr Cond~t~oner Mtce 

1 TRANSAC 3N TABLE 

=N = VALUE 

MAY 1 995 

REMARKS 

Consumable 

Sonsumable 

Consumable 

Consumable 

Consumable 

Consumable 

Consumable 

Sonsumable 

Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
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LOGISTICS SUPPORT UNIT 

DATE 

05 May 95 

05-May 95 

15-May 95 

22-May 95 

22-May 95 

22 May 95 

22-May 95 

22 May-95 

26-May 95 

31-May 95 

05-May 95 

O&May 95 

05-May 95 

05 May 95 

15-May 95 

15 May 95 

NAME OF VENDOR 

- 

Sam Elect Works 

Taje Enterprrses 

A 0 Ejeteh & Sons 

Jos Amfrd ( Nlg ) Ltd 

The Merchant Products Company 

Systemtech Serv~ces Ltd 

Taje Ent 

J A Power Ent Co Nig 

A 0 Ejeteh & Sons 

Lynx Computer Ltd 

Od~pakson Int Nig Co 

Begmatrc Automations Ltd 

Chuks Tonyk Assoc Nlg 

Sam Electr Works 

A 0 Ejeteh & Sons 

lfatogbem~ Electr /Bldg Mats 

KayL~ta Ventures Ltd 

Odipakson Int Nlg Coy 

DESCRIPTION OF WORK DONE 

Electr~cal flttlngsl Stabiliser Repalrs 

Reparr of cabinet locks 

Repa~r of A/C In CCCD off~ce 

Gen Set Reparrs 

Reparr of H p l l  Laser Prmter 

Computer Repairs 

Resurfacrng of table top 

Repa~r of APC UPS 

Alr Cond~t~oner Mtce 

Computer Reparrs 

lnstallatron of thunder protector PATH 

Towel Master Servrces 

Plumblng Works at PATH / BASICS OFF 

Installation of Electr~cal Flttlngs 

at PATH 

lnstallat~on of A/C Water trays PATH 

lnstallat~on of electr flttlngs 

at BASICS Offlce 

Partitioning of PATHIBASICS office 

Removal of carpets/covering A/C holes 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

EM 

sub Total 

BM 

BM 

BM 

BM 

BM 

BM 

BM 

ON TABLE 

=N= VALUE 

- --  

4 590 00 

4 520 00 

23 500 00 

120 000 00 

36 500 00 

10 000 00 

21 20 

22 500 00 

5 300 00 

14 986 00 

327 701 00 

9 820 00 

8 680 00 

22 000 00 

MAY 1995 

REMARKS 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

N o n  Consumable 

Non  Consumable 
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DATE 

LOGISTICS SUPPORT UNIT 

22 May 95 

22 May 95 

22 May 95 

31 May 95 

05 May-95 

05 May 95 

05 May 95 

05-May 95 

22 May 95 

22-May 95 

26May 95 

26-May 95 

26-May 95 

NAME OF VENDOR 

Donatus Ekeocha 

Sam Elect Works 

Sam Elect Works 

Reg1 Chec NICJ Ent 

Qualitex Auto Serwces 

Fatai L a ~ a l  Motor Mech 

R 0 Ujagbor Mech Works 

Vestako Nig Ltd 

Frank Guitz Ltd 

Shalom Eng Co Ltd 

Hymo Investment Nlg Coy 

R 0 Ujagbor Mech Works 

Mur~taaor Yakub Mech 

MAY 1995 

DESCRIPTION OF WORK DONE 
- 

at former Basics/CDC Ikeja offlce 

Plurnblng Works 

Changing Secur~ty 150w bulbs/fuses 

Electrical Works 

Electr~cal Works at PATH/BASICS 

Vehicle Mtce FGN 928 

Repair to Veh No FGOIR12 

Repalr to Veh No LA1 648TG Volvo 

Repalr to Veh No FG019R12 

Supply of 7 5/R16 & 2351Rl6 tubes 

Repair to Veh No LA1 043TG 

Supply of Flywheel for Chevy 2500 

Repalr to Veh No FG30R12 

Repar to Veh No FG05R12 

BM 

BM 

BM 

BM 

BM 

Sub Total 

VM 

VM 

VM 

VM 

VM 

VM 

VM 

VM 

VM 

Sub Total 

3rand Total 

=N= VALUE REMARKS 

- -  - 
Non Consumable 

Non Consumable 

Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 



Quarterly Report 
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LOGISTICS SUPPORT UNIT 

01 Jun 95 

05Jun 95 

05Jun 95 

OSJun 95 

05Jun 95 

W u n  95 

M u n  95 

12Jun 95 

15Jun 95 

19Jun 95 

20Jun 95 

2l Jun 95 

22Jun 95 

ZJun 95 

27Jun-95 

24Jun-95 
- 

W u n  95 

W u n  95 

21 Jun 95 

NAME OF VENDOR 

Alaf~a Pure Water Supply 

Alafla Pure Water Supply 

Son1 Agbeyegbe 

VAA Ventures 

Afro - Folly Systems Nlg Ltd 

EC Technocat Ltd 

Oyetade & Sons Ltd 

Oyetade & Sons Ltd 

Alafla Pure Water Supply 

Oyetade & Sons Ltd 

McSeeks Assoc Ltd 

Sybd Ventures 

Oyetade & Sons Ltd 

Oyetade & Sons Ltd 

Sybd Ventures 

Oyetade & Sons Ltd 
- - - - - 

Chuks Tonyk Assoc Nlg 

E L ~ c a  Commeraal Agency 

Donatus 0 Ekeocha 

PROCUREMENT MASTER TRANSACTION TABLE 
DESCRIPTION OF WORK DONE 

Supply of 8000 galls of water to Global Hse & Annex 

S~lpply of 10000 galls of water to Global Hse&Annex 

Engraved d~rect~onal SIGN for Mothercare 

Supply of Electrical Mats/ Statloneties 

Supply of Sharp Toners etc 

Supply of Fax Rolls 

Supply of 8000 galls of water to Global Hse & Annex 

Supply of 10000 galls of water to Global Hse & Annex 

Supply of 8000 galls of water to Global Hse & Annex 

Supply of 10000 galls of water to Global Hse & Annex 

Market Price Survey for the Month of May 95 

Supply of Tyres & Tubes 

Supply of 8000 galls of water to Global Hse & Annex 

Supply of 10000 galls of water to Global Hse & Annex 

Supply of Tyres & Tubes 

Supply of 8000 galls of water to Global Hse & Annex 
- - -- Sub Total - - - 

Renovat~on of Ikeja Offlce of BasrcICDC N 

Part~t~oning of Staff Parkmg lots wlth securlty 

Washlng of water tanks at #30 

IUNE 1995 
=N= VALUE I REMARK 

I 

Consumable 

Consumable 

Non Consurnables 

Consumables 

Consumables 

Consumables 

Consumable 

Consumable 

Consumable 

Consumable 

Non Consumable 

Consumables 

Consumable 

Consumable 

Consumables 

Consumable 

- -- 

Non Consumable~ 

Non Consurnables 

Non Consumables 
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LOGISTICS SUPPORT UNIT 

DATE 
21 Jun 95 

05 Jun 95 

05 Jun 95 

05 Jun 95 

06 Jun 95 

06 Jun 95 

OE-Jun 95 

13 Jun 95 

20 Jun 95 

20 Jun 95 

20 Jun 95 

20 Jun 95 

20 Jun 95 

21 Jun 95 

21 Jun 95 

21 Jun 95 

21 Jun 95 

21 Jun 95 

21 Jun 95 

NAME OF VENDOR 
Beggmat~c Automatrons Ltd 

The Merchant Products Compa 

Tale Enterpr~ses 

Taje Enterpr~ses 

Electro Hall 

Jams Zek & Sons 

Taje Enterpr~ses 

D~zengoff W A Ltd 

Lynx Computers Ltd 

Komputer K l~n~k Ltd 

Mult~way Eng Co Ltd 

Noble Eng Co Ltd 

A 0 Ejeteh & Sons 

The Merchant Products Coy 

Ekwueme Onuoha Tech Eng 

Multlway Eng Co Ltd 

Mult~way Eng Co Ltd 

Tale Enterpr~ses 

Aseme Christolex Nlg Ent 

PROCUREMENT MASTER TRANSACTION TABLE JUNE 1995 
DESCRIPTION OF WORK DONE 

Towel Master Servlces for Month of May 95 

Sub Total 

qepalr of HPl11 Pr~nter 

Fiepa~r of Fhng Cabmet/Metal table for IEC 

F~xing of SIX f~lrng cabmets at LSU 

Supply of Sharp PhotoCop~er klts & parts 

REpa~r of APC UPS B930301717074 

COnstructlon of Security Bar to 3No F~le Clnets 

Extra Mats for lnstallat~on of A/Cs 

Repar of faulty Compaq 386 computer 

Repaw of Inverter C~rcu~t/ Replacement of Ups 

Motherboard 

3epa1r of Balton A/Cs In Conference room 

Servlcmg of the GenSet At Pathflnder Off~ce 

General Serv~clng Of 39 Splrt Un~t / 10 RM A/Cs 

Repair of Computer Mon~tors for CDCIN 

Repa~r of ~ a l t o n ~ ~ l l t b n l t  at Global Hse Recept~on 

Repa~r of A/C In LSU Admm MGR S Offlce 

Serv~ang of Alr Cond~t~oners At Pathflnder Off~ce 

Repa~r of F ~ l ~ n g  Cabmets 

Repair of Fax Machlne For CDC/N 

IETAIL COD 
EM 

=N= VALUE 
8 680 00 

222,250 00 

24 500 00 

3 400 00 

5 775 00 

39 568 20 

19 500 00 

4 100 00 

15 435 00 

25 014 00 

REMARK 
Von Consumables 

Yon Consurnables 

Non Consumables 

Non Consumables 

Consumables 

Non Consumables 

Non Consumables 

Non Cormmables 

Non Gonsumables 

Consumables 

Non Gonsumables 

Non Consumables 

Non Consumables 

Non Consumables 

Non Consumables 

Non Consumables 

Non Consumables 

Non Consurnables 

Non Consumables 
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LOGISTICS SUPPORT UNIT 

)ATE 

05Jun 95 

05Jun-95 

OWun-95 

OWun 95 

OWun 95 

09Jun 95 

20-Jun 95 

20Jun 95 

20 Jun 95 

21 Jun 95 

21 Jun 95 

21 Jun 95 

21 Jun 95 

NAME OF VENDOR 

R 0 Ulagbor Auto Eng 

R 0 Ujagbor Auto Eng 

Qulck Auto Serv~ce Centre Ltd 

Qualrtex Auto Serwces 

R 0 Ujagbor Auto Eng 

General Motors Nrg Ltd 

R 0 Ujagbor Auto Eng 

Dauda lshola Motors Ltd 

R 0 Ujagbor Auto Eng 

Murrtador Yakub Mech Works 

Qurck Auto Servrce Centre Ltd 

Dauda lshola Motors Ltd 

Dauda lshola Motors Ltd 

PROCUREMENT MASTER TRANSACTION TABL 
DESCRIPTION OF WORK DONE 

- - - - - - - 
Sub Total 

Repar of Vehrcle No FG23R12 

Repair of Vehrcle FG22R12 

Repa~r of Ardscap Vehicle FG38Rl2 

Repair of Vehrcle FG11 R12 (759) 

Repa~r of Vehrcle 12 FGN 101 1 

Reparr of Vehrcle FG27R12 

Repa~r of Vehrcle LA1 047TG 

Repar of Vehicle LA1 046TG 

Reparr of Vehlcle LA1 650TG 

Reparr of Vehrcle 12 FGN 753 

Repair of Vehrcle FG 10 R12 

Repar of Veh~cle LA1 043TG 

Repa~r of Vehrcle FG 08 R12 

Sub Total 

-- -- -- - 

Non Consumables 

Non Consumables 

Non Consurnables 

Non Consumables 

Non Consurnables 

Non Consumables 

Non Consurnables 

Non Consurnables 

Non Consumables 

Non Consumables 

Non Consurnables 

Non Consumables 

Non Consurnables 

JUNE 1995 
IETAILCOD I =N= VALUE REMARK 
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ANNEX I11 

PERSONNEL EXPEDITED AT DOMESTIC AIRPORT 

NO 

- -  

1 

2 

3 

NAME ORGANIZATION 

4 

5 

Uche Ekenna 

Lola Payne 

Y inka Abosede 

6 

7 

8 

DEPARTURE 
DATE 

Amina Makera 

Athine Bello 

9 

10 

11 

12 

13 

14 

15 

DESTINATION 

PCUITT 

MOTHERCARE 

WELLSTART 

Offiong Ekpo 

Haile Sahlu 

A Akinyemi 

16 

CEDPA 

CEDPA 

Lola Payne 

N Ikeji 

E Spielman 

B Bodede 

Bayo Adesulire 

Bola Kusemiju 

Yinka Abosede 

17 

18 

19 

20 

- - 

02/04/95 

03/05/95 

17/05/95 

CEDPA 

PATHFINDER 

PCU/TT 

Racheal Adedeji 

2 1 

Enugu 

Kano 

Kano 

09/06/95 

09/06/95 

MOTHERCARE 

CEDPA 

CEDPA 

INITIATIVES 

JHUIPCS 

JHU/PCS 

WELLSTART 

I 

Lola Payne 

A Akinyemi 

Ngozl Ikeji 

Data Phido 

Kano 

Kano 

09/06/95 

16/06/95 

23/06/95 

I 

JHU/PCS 

Busola Campbell 

Calabar 

Kano 

Kaduna 

23/06/95 

23/06/95 

23/06/95 

28/06/95 

28/06/95 

28/06/95 

28/06/95 

MOTHERCARE 

PCU/TT 

CEDPA 

JHUIPCS 

Kaduna 

Kaduna 

Kaduna 

Kano 

Kano 

Kano 

Kano 

28/06/95 

PCU/TT 

Kano 

28/06/95 

28/06/95 

28/06/95 

28/06/95 

Kano 

Kano 

Kano 

Kano 

28/06/95 Kano 
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ANNEX IV 

PERSONNEL EXPEDITED AT INTERNATIONAL AIRPORT 

NO 

1 

2 

6 I S Hurley 1 FPLM 1 30/01/95 1 10102195 

NAME 

3 

4 

5 

Joseph Sclafani 

L ~ s a  Hare 

9 I J B Stillman I AAI 1 12/02/95 1 24/02/95 

ORGANIZATION 

Carl Harris 

Mike Egboh 

Yeriso-Ibiba George 

7 

10 I G Bilkls I CEDPA 1 15/02/95 1 04/03/95 
I I I I 

INITIATIVES 

INITIATIVES 

11 I G Dan~elle I CEDPA 1 18/02/95 1 08/03/95 

ARRIVAL 

AAIILSU 

PATHFINDERS 

JHUIPCS 

0 Martin Eerens 

12 1 0 Andrea I CEDPA 1 18/02/95 1 04/03/95 

DEPARTURE 

02/04/95 

02/04/95 

13 1 Sahlu Hade I SEATS 1 21/02/95 1 03/03/95 

I 
14/04/95 

14/04/95 

02/04/95 

08/04/95 

14/04/95 

FPLM 

14/04/95 

7 

7 

15 1 Kent Klmdera 

3010 1/95 

14 

1 SEATS 

24/02/95 

16 1 Richard Frank I PSI 1 26/02/95 1 28/02/95 

Tom Hardy 

18 1 Lisa Hare I INITIATIVES 1 28/02/95 1 10103195 

SEATS 

17 

20 I N P Hams I SEATS 1 03/03/95 1 10/03/95 

2 1/02/95 

M Khadijat 

19 

03/03/95 

CEDPA 

Mary King 

2 1 I Carl Harm 

22 

23 

27/02/95 

INITIATIVES 

I I 1 I 

AAIILSU 

24 

10/03/95 

Rose Macauley 

Y~nka Abosede 

28/02/95 

08/03/95 

Betty Gozales I FPMD 

10/03/95 

24/03/95 

BASICS 

WELLSTART 

12/03/95 

08/03/95 

09/03/95 

07/04/95 

25/03/95 

25/03/95 
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NO 

25 
I I I I 

NAME 

Jacman William 

Pat Taylor 

1 
28 

29 

- 

ORGANIZATION 

QIASSURANCE 

27 

11 30 

I I I I 

25/03/95 BASICS 

Kwame Asiedu 

Newsome Holley 

I Constant Kabwasa 

1 

- 

ARRIVAL 

13/03/95 

16/03/95 

Carolyne Kruger 

32 

33 

DEPARTURE 

03/04/95 

AIDSCAP 

WELLSTART 

31 

BASICS 

3 1/03/95 AIDSCAP 

Betty Farrell 

J B Stillman 

19/03/95 

19/03/95 

21/03/95 

Fran Farmer 

16/03/95 

27/03/95 

3 1/03/95 

PATHFINDER 

AAIILSU 

25/03/95 

PATHFINDER 

25/03/95 

28/03/95 

25/03/95 

3 1/03/95 

04/04/95 

3 1/03/95 
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ABBREVIATIONS AND ACRONYMS 

AAI 
AAO (AAOINIGERIA) 

African-American Institute 
AID Affairs OfficeINigeria 

AID 
CCCD 

CDC 
CO 

EX0 
EXP 
FHS 

FRLC 

I10 
IP 

LGA 
LOC 
LSU 
NCCCD 
NFHS 

NGO 
NXP 
PACD 
PAF Office 
PCU 
PIOIT 
RCO 
REDSOIWCA 
SHA 
SOP(s) 
SRA 
UPS 
US AID 
USIP 

Agency for International Development 
Combatting Childhood Communicable Diseases Project 

see also NCCCD - successor project 
Centers for Disease Control and Prevention 

Contracting Officer (REDSOIAbidjan) 
see RCO 

Executive Officer (of USAID or Embassy) 
Expendable supplies 

Family Health Serv~ces Project 
see also NFHS - successor project 

Federal Reserve Letter of Credit 
same as LOC 

Implementation Order 
Implementing Partner 

same as USIP - U S Implementing Partner 
Local Government Authority 

Letter of Credit 
Logistical Support Unit 

Nigeria Combatting Childhood Communicable Diseases Project 
Nigeria Family Health Services Project 

Successor to Family Health Services Project 
Non-Governmental Organization 

Non-Expendables 
Project Actual Completion Date 

Personnel/Administration/Fmance Office 
Programme Coordination Unit 

Project Implementation OrderlTechnical 
Regional Contracting Officer (REDSOIWCA) 

Regional Economic Development Services Office, West and Central Africa 
Sweet Hill Associates, Inc 

Standard Operating Procedure(s) 
Specific Request for Assistance 

Universal Power Supply 
U S Agency for International Development 

U S Implementing Partner' 

' Included such organizations as AIDSCAP BASICS CEDPA CDC Futures Group John Snow Inc 
(Mothercare SEATS Initiatives Projects) Johns Hopkins Unlverslty (Population Communications Program Quality 
Assurance) Pathfinder International Wellstart 
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INTRODUCTION 

This report covers the period July-October, 1995, the duration of Modification #15 
AAI continued support to IPS and the PCUITT under the FHS Contract, which was 
scheduled to close October 28 AAI also continued to work with USAID closing out project 
activities in accordance with decertificat~on provisions However, the USAID continued to 
plan for possible continuation of the program in the event that decertification would be 
waived In this context, USAID initiated planning for an Integrated Baseline Health Survey 
to be undertaken in four cluster areas based in Enugu, Kaduna, Ibadan and Lagos 

Decertification was lifted only on September 28, 1995 Wlth AAI's contract for 
logistical servlces set to expire on October 28, 1995, USAID offered AAI a Letter Contract 
that would require definitization by December 6, 1995 and which authorized AAI to continue 
spending funds from the FHS Contract so long as they remained avadable AAI extended its 
Implementation Support Agreement with CEDPA The Letter Contract, Contract No 624- 
0001-C-00-5052-00, became effective on September 29, 1995 

AAI continued to negotiate w~ th  its subcontractor Sweet Hill Associates, Inc (SHA), 
and with the RCO, to arrive at a subcontract to which the RCO could concur Despite 
ongolng negot~at~ons, AAI was forced by circumstances to notify SHA that it was termmating 
the SHA subcontract as of August 3 1, 1995 On September 19, 1995, SHA initiated 
arbitration proceedings against AAI under the terms of the AAIISHA contract and the rules 
of the American Arbitration Assoc~ation 

A GENERAL MANAGEMENT 

Integrated Health Baselme Survey 

The LSU was involved from the onset in planning and preparation for the Integrated 
Health Baselme Survey (IHBS) initiated by USAID and being executed by the Programme 
Coordination Un~tITraining Task Force (PCUITT) The LSU provided guidance on logistics 
for conducting the survey nationwide, mcluding hotel arrangements, transportation 
allocations, commodity procurement and distribution, personnel and financial implications 

Thirty vehicles were serviced and put on the road to meet the transportation needs of 
the survey Seven were allocated to the Eastern cluster, seven to the Western cluster, nine to 
the Northern cluster and seven to the Lagos cluster Because there were insufficient drivers 
in the motor pool, the LSU hired twelve temporary drivers to participate in the IHBS 

The LSU provided fund transfer facilities with the help of LSU accountants Four 
LSU accountants were deployed to the field fulltime to participate in the survey The~r  
services included payment of per dzem and hotel arrangements for survey participants, repalr 
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and maintenance of vehlcles allocated to their zones in the event of breakdowns, and other 
incidental expenses on site 

The LSU also procured a total of SIX categories of survey items and commodities for 
the PCUITT and d~stributed them to the field offices The AAI U S Project Manager made 
an off-shore procurement of malaria test klts from Belgium for use in the survey AAI also 
arranged for off-shore procurement of vehicle spare parts from an accredited dealer in 
Washington, D C , towards providing efficient transport service to the baseline survey 

B PERSONNEL 

In compliance with the requlrements of Modification #15, AAI reclassified a number 
of drivers and other support staff who were previously designated as core LSU staff as 
program staff 

AAI extended employment contracts for LSU staff from July to October 28, 1995 
AAI also re-engaged the services of Carl Harris as Technical Advlser 

Annex I provides a report on FHS and CCCD staff who left service between June 
1993 and June 1995 

Staff Changes Francls Smoot, the LSU Controller, resigned on August 4, 1995, but 
agreed to remaln until AAI could find a replacement 

- Taiwo Kehinde, Busmess Manager of SHA, and Esther Daudu, LSU Administrative 
Manager, Ieft the servlces of the LSU with the termination of the SHA Contract on August 
31, 1995 

- The LSU asslsted the CDC to classify the posltlon of Finance Officer in July 
Advertisements were placed in three nat~onal daily newspapers Interviews were scheduled 
for October 20, 1995 Dr Doyi Oluwole of CDC resigned her appointment m July to take 
up a United Natlons appomtment The LSU prepared and paid her term~nal benefits 

- The LSU dso assisted CEDPA and AVSC in personnel matters The LSU classified the 
positions of Program Officers for the North and the South, as well as a secretary for 
CEDPA Advertisements were placed in four daily newspapers Interviews for these 
positions are yet to be scheduled The LSU assisted AVSC to classify the position of NGO 
Development Officer 

Staff Tramng and Development As noted in the previous report, in June the LSU 
organized sesslons of computer tralning for both professional and support staff to enhance 
and improve on staff computer skills The training, which lasted through late July, resulted 
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in ~mmediate use by participating staff in their new or improved use of several computer 
applications 

AAI is pleased to note that three LSU staff are currently enrolled at their own 
expense in an MBA program at the University of Lagos, while two have taken their final 
year examinations in business administration at the bachelor degree level Such staff 
development enhances LSU capacity and is also an important part of AAI's mission in 
undertaking projects 

Consultancy Mr Allen Akinyele, an accountant initially engaged under the Akintola 
Williams contract, continued to work on development of the Fixed Asset Register 

C ADMINISTRATIVE DIVISION 

1 Propertv 

During the month of August USAIDIN granted approval for the LSU to acquire a 
warehouse Following t h ~ s  approval, the LSU signed a lease contract with Mr Barin Epega, 
estate agent, to acquire the warehouse for a period of one year at the cost of 1 5 million 
Naira per year Subsequently the LSU arranged for the construction of security walls and 
arranged for other essential security provisions required by Embassy security regulations 
prior to final occupation by the LSU 

2 Procurement 

The Procurement Unit provided services as well as consumable and non-consumable 
commodities for the IPS and the LSU These ranged from equipment maintenance (includ~ng 
computer services and spare parts procurement) and building maintenance to vehicle 
maintenance (including major repalrs and reconditioning of aged vehlcles in preparation for 
the IHBS) See Annex I1 for details of procurement 

Fured Assets Register 

The LSU contracted the Akintola Williams firm to finalize work on the fixed asset 
register as a follow-up to the report by Arthur Andersen, Ltd on stock-taking of non- 
consumable project equipment and items located in the field offices 

3 Vehicle Maintenance 

The LSU sent ten vehicles for services and maintenance in July, twenty for routine 
and general services in August, and twelve for general services in September, of the twelve 
m September, three needed major engine overhaul and repairs See Annexes I11 to V for 
details 
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4 Expediting 

The LSU expedited 38 project visltors at the international airport and 33 people at the 
domestic airport during this quarter Annexes VI - VIII contain lists of mdividuals 
expedited and dates of travel 

5 Computer Services 

The LSU provided a range of computer services to the IPS during the quarter Thls 
included replacement of parts and computer accessories See Annexes IX and X for the July- 
September summary of computer-related services and maintenance activity report, 
respectively 

D FINANCE DIVISION 

The LSU Controller, Francis Smoot, travelled to the U S at the end of his initial 
contract period, which ended June 30,1995 Mr Smoot accepted a new contract, and 
returned to Nigeria in mid-July He subsequently resigned his position on August 4, 1995 

The monthly financial reports for the quarter were delayed, in part because the 
planning and execution of the IHBS required full attention of the Finance staff Annex XI 
outlmes the LSU Finance Support Plan for the IHBS 

E AAIINEW YORK 

AAIINew York staff expended considerable effort in attempting to reach a subcontract 
agreement with SHA, and in communicating with REDS0 concerning this matter, however, 
these negotiations were unsuccessful 

AAI New York staff backstopping included making offshore procurements including 
vehlcle spare parts and malaria kits, as well as finalizing payment for armoring kits, 
arranging travel for Carl Harris and Francis Smoot, and initiating a search for a controller to 
replace Mr Smoot 

During thew US visits, Messrs Harris and Smoot met with AAI staff in July to 
discuss varlous project issues 

At the request of REDSO, AAI prepared a cumulative financial report to cover the 
period 4/1/88 - 6130195 The three sections of the report respectively provided (1) project 
costs from 411188-9130194, (2) project costs for FY 1995, by quarter, and (3) cumulative 
project costs from 411188-6130195 plus unretired advances and budget balance as of 6130195 
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Carl Schieren, Vice President for Programs and Jeanne Betsock Stillman, U S 
Project Manager, visited Nigeria in October to work with USAID in definitizing AAI's 
follow-on contract for Logistical Support Services, Ms Stillman remained to work with Mr 
Harris and the LSU on project issues, including the development of a budget for analysis of 
IHBS data 

Upon the termmatlon of the SHA contract, AAI and LSU field staff discussed 
necessary steps to be taken to carry out work previously undertaken by SHA 

F SWEET HILL ASSOCIATES 

As noted above, AAI terminated ~ t s  contract with SHA, effective August 31, 1995 
SHA provided no report on its New York activit~es during thls period SHA provided a copy 
of the Arthur Andersen inventory report noted above under Procurement 
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ANNEX I 
LOGIS-PORT UNIT 

I1 I I 11 I EMPLOYED 

LIST OF STAFF THAT LEFT THE SERVICES OF r~ 

FHS AND CCCD PROJECTS IN THE PAST 36 MONTHS 
Up dated on July 26, 1995 

( 1 I MOJI OKUBANJO 1018 PROJECT TECH OFF MAY 1992 rCTNE 1993 

SIN0 NAMES 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

FSN G L  

BAY0 FAYOYIN 

BUNMI S ALAKO 

WALE OKUSI ." 
J IGBOKIDl 

18 

19 

0 ONIGBINDE 

MUSADANGANA 

I ABUBAKAR 

UCHEAZIE 

RASHID IGINLA 

UCHE UENDU 

0 ONYUKWU 

GIFT NWOSU 

WILLIAM ALlSAN 

ZIPPO MAFUYAI 

IFEANYI IBE 

KOLA THOMAS 

20 

DESIGNATION 

1016 

0915 

1018 

1113 

ALFRED ADEOY E 

B AKINWADE 

DATE DATE RESIGNED 

1019 

1 Of6 

1016 

1212 

0811 1 

0612 

1012 

612 

0612 

10110 

1114 

1016 

u D BANGALU 

MEDIA SPECIALIST 

PROGRAM OFFICER 

FISCAL ANALYST 

PROGRAM OFFICER 

0918 

1016 

ZONAL PRO MAGR 

ZONAL PRO MAGR 

ZONAL PRO OFFICER 

DEPUTY DIRECTOR 

CONTRACT LIOFF 

SECRETARY 

R I S CORDINATOR 

SECRETARY 

SECRETARY 

ZONAL PRO OFFICER 

HOD CLMD 

PROJECT COORD 

1016 

MAY 1993 

MAY 1993 

NOV 1988 

MAY 1993 

JAN 1994 

MAR 1994 

JUNE 1994 

N N E  1994 

JUNE 1991 

AUGUST 92 

OCT 1991 

APR 1993 

JUNE 1988 

- 

NOV 1994 

NOV 1994 

- 

DATA ANALYST 

ZONAL PRO OFFICER 

ZONAL PRO OFFICER 

APR 1995 

APR 1995 

APR 1995 

NOV 1994 

NOV 1994 

--- - - - - 

FEB 1993 

FEB 1993 

FEB 1993 

JULY 1993 

JULY 1993 

MAR 1994 

AUG 1993 

APR 1993 

DEC 1991 

AUG 1991 

NOV 1994 

NOV 1994 

NOV 1994 

NOV 1994 

NOV 1994 

NOV 1994 

NOV 1994 

NOV 1994 
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11 45 1 M BAPPA 1 0315 I CHAUFFEUR I OCT 1991 I FEB 1995 11 

I 

I 

F 

-- 

46 

47 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30 

3 1 

32 

33 

34 

35 

36 

37 

38 

39 

40 

4 1 

42 

43 

, 44 

NOV 1994 

JUNE 1994 

DEC 1993 A 

JUNE I994 

JUNE 1994 

SEPT 1994 

JUNE 1994 

JUNE 1994 

NOV 1994 

JAN 1995 

JUNE 1995 

NOV 1994 

NOV 1994 

NOV 1994 

FEB 1995 

FEB 1995 

MAY 1995 

MAY 1995 

MAY 1995 

MAY 1995 

FEB 1995 

FEB 1995 

FEB 1995 

, FEB 1995 

I BEBEJI 

SUSAN KANU 

P NWOKO 

J LATUNJI 

S OGUNKOMAYA 

G MORDI 

JOHN NWALI 

JOSEPHINE ALIU 

HASHIM YUSUF 

E AGAMBI 

"-IRENE OBAZEI 

RAIMI AJIBOLA 

E 0 IYAMA 

PETER OLISE 

F AKINSULERE 

A S FOLORUNSH 

A ETUKUDOH 

N MOHAMMED 

A OLADEJO 

S ORAEGBO 

B ADELAJA 

M ADEGOKE 

R MUHAMMED 

, Y SULEIMAN 

- 

-- - - 

A DINGET 

0 AJIBOYE 

- 

0619 

0918 

FEB 1993 

APR 1993 

FEB 1990 

APR 1991 

JUNE 1991 

FEB 1992 

NOV 1991 

AUG 1992 

FEB 1993 

MAY 1988 

NOV 1993 

MAR I987 

JUNE 1988 

SEP 1990 

APR 1988 

APR 1992 

OCT 1992 

OCT 1992 

OCT 1992 

MAY 1993 

JUNE 1988 

FEB 1991 

AUG 1993 

, JULY 1993 

1015 

10/10 

0813 

0717 

0212 

0818 

0314 

0617 

1016 

1019 

1012 

05110 

0713 

12/8 

06114 

06/08 

0715 

0314 

0314 

06110 

0216 

03 14 

0313 

, 0314 

ZONAL PRO OFFICER 

PROGRAM OFFICER 

PROJ ASSISTANT 

SECETARY 

OFF ASSISTANT 

TRANS OFFICER 

CHAUFFUER 

SECRETARY 

COM LOG OFFICER 

PROCUREMENT OFF 

PROGRAM OFFICER 

CHAUFFEUR 

SECRETARY 

SBE 

SECRETARY 

SECRETARY 

SECRETARY 

CHAUFFEUR 

CHAUFFEUR 

ACCOUNTS CLERK 

OFF ASSISTANT 

CHAUFFEUR 

CHAUFFEUR 

, CHAUFFEUR 

SECRETARY 

PROGRAMMER 

FEB 1992 

JUNE 1989 

FEB 1995 

JUNE 1995 
A. 
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48 

49 

50 

52 I H ADESHLNA 1 1218 I SBE I MAY 1991 I JUNE 1995 
I I I I I A 

5 1 

53 I BAY0 PARAKOYI 1 1214 I SBE 1 OCT 1992 I JUNE 1995 
I I I I I 

JUNE 1995 

JUNE 1995 
A 

JUNE 1995 

I L L I I II A W A R  

S AMADIEGWU 

S S GAMBARI 

Z WAMBAI 

54 N OLUGBEMIGA 

10112 

0614 

1214 

COMP SPECIALIST 

DATA ENTRY OFF 

SBE 

0614 

55 VIVIAN OGU 

MAY 1988 

OCT 1993 

OCT 1992 

0614 ] SECRETARY 

56 

SECRETARY 

OCT 1992 1 JUNE 1995 

I I L I I I 0614 

A GARBA 

OCT 1992 

SECRETARY 

JUNE 1995 

04/12 

OCT 1992 IUNE 1995 

CHAUFFEUR APR 1987 JUNE 1995 
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LOGISTICS SUPPORT UNIT 

PROCUREMENT MASTER TRANSACTION TABLE JULY 1995 
ATE I NAME OF VENDOR 

03 Jul95 

03 Jul95 
03 Jul 95 
03 Jul 95 
10JuI 95 
10Ju195 
10 Jul95 
10 Jul 95 

10Ju1 95 

10 Jul95 

13Ju195 
13Ju195 
13 Jul 95 
13 Jul 95 
14Ju195 
17Ju1 95 
184~195 
18 Jul95 
18 Jul95 
19 Jul95 
20 Jul95 
24Ju195 
24Ju195 
27 Jul95 
28Ju1 95 
284~195  
31 Ju195 

DESCRIPTION OF WORK DONE 

2uttmg of keys for PCU 
3upply of 10000 galls of water to Global Hse & Annex 
Supply of to~leter~es/stat~oner~es 
Market price Survey for the month of June 1995 
Supply of Fax Rolls 
Clearmg of Vehlcle parts from the port 
Supply of A4 photocopymg paper 
Supply of Torleterles 

Supply of Sharp toners 

Supply of 10000 galls of wator to Global Hse & Annex 

Supply of 8000 galls of water to Global Hse & Annex 
Supply of Motor Satterres 
Supply Of MCN Compact DecoderISubs 
Supply of 225/75/R15 tubes 
Cash Purchse of amphenol plug for Telecom 
Supply of 10000 galls of water to Global Hse & Annex 
Purchase of garden manure 
3mtlng of Payment Vouchers 
?urchase of 5 bags of Manure 
Purchase of flowers pots and stand 
Supply of 8000 galls of water to Global Hse & Annex 
Supply of 10000 galls of water to Global Hse & Annex 
Placement of Recruitment Advert for PCU 
Supply of 8000 galls of water to Global Hse & Annex 
Supply of 4 Way 13 Amp Surge Protectors 
Construction of letterbox for PCU letters 
Supply of 10000 galls of water to Global Hse &Annex 

Veh~cle Repars FG 26R12 
Vehlcle Repars FG 25Rf 2 
Veh~cle Reparrs FG 09R12 

Abubakar Ahmed 
Oyetade & Sons Ltd 
M~racleway Enterprises 
McSeeks Associates Ltd 
EC TECHNOCAT LTD 
Sambol Aerosea Sewlces Ltd 
The Document Company 

Centro Ele~tro Supply Coy 
Eferobo N~ger~a Ent 

Oyetade &Sons Ltd 
Oyetade & Sons Ltd 
JlMSS NIG LTD 
Multrchoce Nlg Ltd 
Austo Elotine Ent 
Ab~odun Adewunm~ 
Oyetade & Sons Ltd 
Slmeon Ekpete 
Sounas And Company 
Slmeon Ekpete 
Simeon Ekpete 
Oyetade & Sons Ltd 
Oyetade & Sons Ltd 

Son1 Agbeyegbe Ent 
Oyetade & Sons Ltd 
Hadey Consultants 
Yomo & company 
Oyetade & Sons Ltd 

03 Jul 95 
03Ju1 95 

03Ju1 95 

IETAIL CODE 

P 
P 
P 
P 
P 
P 

P 
P 

P 
P 

P 

P 
P 
P 
P 
P 

P 
P 
P 
P 
P 
P 
P 

P 
P 
P 
P 

Sub Total 
VM 
VM 

VM 

Qual~tex Auto & Tech Sew~ces 
Qualltex Auto & Tech Se~ lces  

Qualrtex Auto & Tech Se~rces 

N= VALUE 

_i 1 000 00 

7 500 00 ' 
20 225 00 
9 500 00 
10 200 00 
42 582 00 
94 657 50 
46 420 00 
53 113 00 

7 500 00 

6 000 00 
46 000 00 
I 6  400 00 
10 000 00 
1 300 00 
7 500 00 

1 250 00 
10 000 00 
1 250 00 
1 200 00 
6 000 00 
7 500 00 

344 586 00 
6 000 00 

110 000 00 
3 900 00 
7 500 00 

879 083 50 
46 800 00 
87 800 00 
96 500 00 

i REMARKS 

Jon Consumable 
:onsumable 
:onsumable 
don Consumable 
2onsumables 
\ion Consumable 
>onsumables 
2onsumables 
Zonsumable 

Zonsurnable 

Zonsumable 
2onsumable 

Non Consumables 
Zonsumables 
Zonsumables 
Zonsumable 

Zonsumable 
Zonsumable 
Zonsumable 
Zonsumable 
Zonsumable 
Zonsumable 
Sonsumable 
Zonsurnable 
Non Consurnables 
Non Consumables 
Consumable 

Non Consumables 
Non Consumables 
Non Consumables 
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R 0 Ujagbor Auto Mech Work: 
Qualitex Auto & Tech Services 

R 0 Ujagbor auto Mech Work: 
R 0 Ujagbor auto Mech Works 
Adesokan Auto Co 
Qualitex Auto & Tech Services 

Odipakson Int Ng  Co 
Odipakson Int Nig Co 
lfatogbemi Electrical Bldg 
Donatus 0 Ekeocha 
Beggmatic Automations Ltd 
Jenwak Eng & Constr Co Itd 
Ifatogbemi Electrical Bldg 
OLufemi Oredola Ctting Servie 
lfatogbemi Electrical Bldg 
Donatus 0 Ekeocha 
OLufemi Oredola Ctting Servie 
Patlco 8 Company Ltd 
WAm & Sons 
OLufemi Oredola Ctting Servie 
Tale Enterprises 
Od~pakson Int Nig Co 
Tale Enterprises 

The Merchant Products Co 
Man1 Ventures Ltd 
Pheansor Computers Ltd 
Systemtech Services Itd 

Electrohall 
Multiway Eng Co Ltd 
Multiway Eng Co Ltd 
Systemtech Services Itd 
The Merchant Products CO 

Systemtech Services Itd 

DeeFrontline Ent Ltd 
DeeFrontline Ent Ltd 

Vehicle Repam FG 30 R 12 

Vehicle Repalrs 12 FGN 928 
Veh~cle Repa~rs LA 1648 TG 
Vehicle Reparrs FG 30 R 12 
Electrical work on Veh~cle No LA1043TG 
Vehicle Repairs LA 491 0 H 

Repair of CDC/N Leaking A/c holes 
Plumbing Works at Global hse 
Electrical Works 
Plumbing Works 
Towel master Services 
Renovation of Former Basics/CDC N office 
Electrical Works 
Repa~r of Staircase at LSU 
Electrical Works 
Plumbing Works 
Relaying of Carpets for AID staircase 
Installation of Curtains in Basics Office 
Renovation ofplotl690A Buraimo Kenku Str V I 

Repair of door key at Global Hse Gtfloor 
Supply & fixing of keys Production RM 
Repair of Leaking roof at LSU 
Construction of A/C frame at Pathfinder 

Computer Repairs 
Repair of Xerox 1050 Copier 
Computer Repairs 

Computer Repairs 

Supply&lnstallation of SF780 Developer 
Servicing of 15 Nos A/Cs at LSU 
Repair of Balton A/Cs 
Computer Repaws 
Computer Repairs 

Computer Repairs 
Repair of A/Cs at Pathfinder 
Repair of A/Cs at Pathfinder 

VM 

VM 
VM 
VM 
VM 
VM 

sub Total 
3M 
3M 
3 M 
3M 
3M 
3M 
3M 
3M 
3 M 
3M 
3M 
3M 
3M 
3M 
3M 
3M 
3 M 
Sub Total 
ZM 
EM 
?M 

EM 
EM 
EM 
EM 
EM 
EM 
EM 

EM 
EM 

don Consumables 

don Consumables 

Jon Consumables 
\Ion Consumables 
Jon Consumables 

Jon Consumables 

\Ion Consumables 

\Ion Consumables 
Von Consumables 
I o n  Consumables 

yon Consumables 
Non Consumables 
Non Consumables 
Non Consumables 

Non Consumables 
Non Consumables 
Non Consumables 
Non Consumables 
Non Consumables 
Non Consurnables 
Non Consumables 
Non Consumables 
Non Consumables 

Non Consumables 
Non Consumables 

Non Consumables 
Non Consumables 
Non Consurnables 

Non Consumables 
Non Consurnables 
Non Consurnables 
Non Consurnables 

Non Consumables 
Non Consumables 

Non Consumables 
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DATE 1 NAME OF VENDOR 

07 Aug 95 I ~ e n r ~  Hope Eng Nig Ltd 

07 Aug 95 

09 Aug 95 

09 Aug 95 

09 Aug 95 

09 Aug 95 
09 Aug 95 

10 Aug 95 

10 Aug 95 

10 Aug 95 

14 Aug 95 

14 Aug 95 

14 Aug 95 

14 Aug 95 

14 Aug 95 

14 Aug 95 

14 Aug 95 

18 Aug 95 
18 Aug 95 

18 Aug 95 

30 Aug 95 

PROCUREMENT MASTER TRANSACTION TABLE 

DESCRIPTION OF WORK DONE 

Hadey Consultants 

Aseme Chrstolex Nig Ent 

Multrway Eng Co Ltd 

A 0 Ejeteh & Sons 

Tale Ent 

The Merchant Products 
The Merchant Products 

Systemtech Services Ltd 

Eferobo Nrg Ent 

Tale Ent 

NIC Nrgeria Ent 

Dee Frontline Nig Ltd 

Systemtech Services Ltd 

Henry Hope Eng Nig Ltd 

Hadey Consultants 

Aseme Christolex Nig Ent 

Mani ventures Ltd 
J A Power Co Nig 

Lordmart Nig Ltd 

The Merchant Products Coy 

09 Aug 95 

09 Aug 95 

09 Aug 95 

09 Aug 95 

09 Aug 95 

09 Aug 95 

09 Aug 95 

09 Aug 95 
10 Aug 95 

14 Aug 95 

18 Aug 95 

18 Aug 95 

Rewrnding of 4Okva Genset Alternator at LSU 

Donatus 0 Ekeocha 

Regr Chei Nig Ent 

Ekilade ldowu Nrg Ent 

Olufemr Oredola Ctting 

Beggmat~c Automatron Ltd 

Donatus 0 Ekeocha 

Donatus 0 Ekeocha 

Donatus 0 Ekeocha 

Yomo & Co 

Westown Nig Ltd 

Westown Nrg Ltd 

Odrpakson Int Nrg Co 

supply of 300w step up/down transformer 

Repair of Fax Machine 

Repair of A/c in Global Hse 

Airconditioner Repairs 

Repair of Executive chair/shelves 
Repair of AST Premium 386DX Computer 

Supply of enhanced computer keyboard 

Computer Reparrs 
Supply of Sharp Developer and HD/DS Drskettes 

Repa~r of Filing Cabinets 

Replacement of Computer Floppy drive 

Installation of Four A/C wrndow units 

Upgrade of AST Bravo computer to four MEG Ram 

Replacement of GenSet Arr Filter 250kva 

supply of 500w lsatrex step up/down transformer 

Repair of Zrkom Fax Machrne Cutter 

Repair/Servlce of Xerox 1050 photocopier 
Repair of APC UPS 

Reactivation of 250kva Cummims GenSet 

Reparr of Parallel Multr 110 Card 

Plumbrng works 

Eletrical works 

Repair of global Hse out gate 

Repair of window handle in PCU TT 

Provisron of Towel Master Servrces 

Plumbing works 

Plumbrng works at IEC 

Replacement of Shower Curtain In drrver s RM 
Construction of Bathroom boxes 

Fum~gatron of =N=5 Commissary Bldg 

Washing/cleanrng of =N=5 Commrssary Bldg 

Coverrng of ArrCondrtioner holes at Conf RM 

IONTH August 95 

REMARKS 

Non Consumable 
Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
Non Consumable 

Non Consumable 

Non Consumable 
Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
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DATE I NAME OFVENDOR 

18 Aug 95 

23 Aug 95 

23 Aug 95 

25 Aug 95 

25 Aug 95 

Tale Enterpr~ses 

Yomo & Co 

Phons lwunze Nlg Ent 

Sam Electr~cal Works 

Chuks Tonyk Assoc Nig 

09 Aug 95 

14 Aug 95 

14 Aug 95 

14 Aug 95 

14 Aug 95 

14 Aug 95 

14 Aug 95 

18 Aug 95 
18 Aug 95 
23 Aug 95 

23 Aug 95 

23 Aug 95 
23 Aug 95 

23 Aug 95 

23 Aug 95 

23 Aug 95 

25 Aug 95 

25 Aug 95 

25 Aug 95 

25 Aug 95 

30 Aug 95 

30 Aug 95 

DESCRIPTION OF WORK DONE 

Constructron of a b~llboard for Wellstart 

Replacement of Conf RM partition boards 

Plumbing Works 

Electr~cal works 

Replacement of Louvre Frameslbldes 

R 0 Ujagbor Auto Mech 

R 0 Ujagbor Auto Mech 

Corimol N~ger~a Ltd 

Frank Gu~tz Ltd 

Mur~tador Yakub Me Works 

Fatal Lawal Motor Mech 

Fatal Lawal Motor Mech 

Sybil Ventures 
Sybil Ventures 

Mur~tador Yakub Me works 

Shalom Eng Co Ltd 

Evy Nmadu Nlg Ent 
Valen lhuoma Ent 

Syb~l Ventures 
Suosokun Enterprrses 

Mur~tador Yakub Me works 

Muritador Yakub Me works 

Vestako Nlg Ltd 

Muritador Yakub Me works 

Mur~tador Yakub Me works 

Quahtex Auto Sew~ces 

R 0 Ujagbor Auto Mech 

03 Aug 95 

07 Aug 95 

09 Aug 95 

10 Aug 95 

14 Aug 95 

Repair of Veh No 140cc80 

Se~lc lng of Veh No LA1 047TG 

Supply of Cherokee brake padslshoes 

Supply of 750 x R16 Tyres & Tubes 

Repa~r of Veh No LA1 042TG 

Se~lc ing of Veh No FG 02 R 12 

S e ~ r c ~ n g  of Veh No FG 04 R 12 

Supply of 235 x 85 x R16 Tyres & Tubes 5No 

Supply of 205 x 80 x R16 Tyres & Tubes 5No 
Repair of Veh No FG 05 R 12 

Repar of Toyota L~tace Veh No FG05R12 

Supply of 10 Tons Hydraul~c Jacks 
Repalr of Veh No LA1 649TG 

Supply of 235 x 85 x R16 Tyres & Tubes 5N0 

Supply of Cornb~nat~on Spanners MM 8 24 

Repa~r of Veh No FG 30 R 12 

Repa~r of Veh No 140 CD 102 (Kaduna Veh ) 

Repa~r of Veh No FG 06 R 12 (Kaduna Veh ) 
Repa~r of Veh No 140 CD 88 (Kaduna Veh ) 

Repa~r of Veh No 140 CD 9 (Kaduna Veh ) 

Repair of FG29R12 f40CC82 12FGN928 FG26R12etc 

Repa~r of FG22R12 LA1648TG 12FGN1011 Vehs 

Oyetade & Sons Ltd 

Oyetade & Sons Ltd 

Electrohall 

Oyetade & Sons Ltd 

Oyetade & Sons Ltd 

L O G I S T I C S  S U P P O R T  U N I T  

PROCUREMENT MASTER TRANSACTION TABLE MONTH August 95 - 

Supply of 8000L of water 

Supply of 10000L of water 

Supply of SF830Mtce K I ~  & Developer 

Supply of 8000L of water 

Supply of 10000L of water 

REMARKS 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
Non Consumable 

Non Consumable 

Consumable 

Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 
Non Consumable 

Non Consumable 

Non Consumable 
Non Consumable 

Non Consumable 
Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

Non Consumable 

>onsumable 

>onsumable 

>onsumable 

:onsumable 



Quarterly Report July 1 - October 28, 1995 

L O G I S T I C S  S U P P O R T  U N I T  
PROCUREMENT MASTER TRANSACTION TABLE 

DATE 
14 Aug 95 
14 Aug 95 
16Aug95 

17Aug95 

18Aug95 
18Aug95 
18Aug 95 
18Aug95 
21 Aug 95 
23 Aug 95 
23 Aug 95 
23 Aug 95 

23 Aug 95 

24 Aug 95 
25 Aug 95 
28 Aug 95 
30 Aug 95 
31 Aug 95 

NAME OF VENDOR 
jamdez Nlg Ent 
4we Tlnas Enterprises 

nterComm Ltd 

3yetade & Sons Ltd 

humels Nlg Ltd 
inurrlels Nlg Ltd 
/AA Ventures 
4numels Nlg Ltd 
3yetade & Sons Ltd 
Sea Petroleum & Gas Ltd 
3avyinquze Ltd 
Samdez Nlg Ent 
jamdez Nlg Ent 

Syetade & Sons Ltd 
qeprografiks Nlgerla Ltd 
Syetade & Sons Ltd 
3remma Nlgerla Ltd 
3yetade & Sons Ltd 

! 

I 

1 
( 

I 

I 
\ 

1 
( 

: 
1 
! 

! 

( 

f 
( 

( 

( 

Supply of 21 0 x 30 Fax rolls 

jupply of Tolletenes 
;upply of Canon fax I3 340 Machlne 
;upply of 8000L of water 

Supply Of A4 transparenc~es 
Supply Of Blc blros 
jupply Of Electrical bulbs 
Supply Of Epson LQ 2550 prlnter Rlbbon 
Supply of 10000L of water 
Supply of AGO D~esel (7500L) 

Supply of 1 kg Chemlca dry flre Ext~ngulsher 

Supply of Sharp Sf toners 
Supply of Sharp Sf730 developer 
Supply of 8000L of water 
Supply of A4 photocopler paper 
Supply of 10000L of water 
Supply of A4 photocopler paper 
jupply of 10000L of water 

AONTH August 95 
REMARKS 
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DATE 
08 Sep-95 
08 Sep 95 
13 Sep 95 
13 Sep 95 
13 Sep 95 
13 Sep 95 
21 Sep 95 
21 Sep 95 
22 Sep 95 
22 Sep 95 
22 Sep 95 
28 Sep 95 
28 Sep 95 
28 Sep 95 
28 Sep 95 

01 Sep 95 
01 Sep 95 
01 Sep 95 
01 Sep 95 
01 Sep 95 
01 Sep 95 
01 Sep 95 
08 Sep 95 
08 Sep 95 
08 Sep-95 
21 Sep 95 
22-Sep 95 

05-Sep-95 
07-Sep 95 
07-Sep 95 
08-Sep 95 
08-Sep 95 

NAME OF VENDOR 
LordMart Nrgerra Ltd 
Sam Electrrcal Works 
Taje Enterprrses 
Dee Frontlrne Ent Ltd 
J A Power Ent Co Ltd 
Dee Frontlrne Ent Ltd 
A 0 Ejeth & Sons 
The Merchant Products 
Ebonrte Nig Ltd 
The Merchant Products 
J A Power Ent Co Nig 
Phons lwunze Nrg Ent 
Dee Frontline Nlg Ltd 
Lad Tev (Nlg) Ltd 
Dee Frontlrne Nig Ltd 

Chuks Tonyk Assoc Nrg 
Donatus 0 Ekeocha 
Donatus 0 Ekeocha 
Phons lwunze Nrg Ent 
lfatogbeml Electrical Bldg Mats 
Mllky Badmus Nlg Ent 
lfatogbemi Electrical Bldg Mats 
Proclean Lirnrted 
Mrlky Badmus Nrg Ent 
Donatus 0 Ekeocha 
Chuks Tonyk Assoc Nrg 
Donatus 0 Ekeocha 

Gremma Nig Ltd 
Qualrtex Auto Sewlces 
Qualrtex Auto Sewices 
JlMSS NIG LTD 
Patrco & Co 

I Reactivatron of 250 Cumrnrns Generator a t ~ l o b a i  ~ o u s e  
Repair of Voltage Stabrlrzer 
Reparr of Executive chalr/shelves 
Repalr of A/c in PCU 
Repair of UPS 
Reparr of A/c in Production Room 
Servicing of A/C 
Supply of Printer and Monitor 
Taner cartrtdge for LaserJet II & 111 
Repair of AST 386120 notebook computer 
Repair pf Topaz UPS 
Replacement of A/C compressor at PCU/TT 
Repair of Carrler A/C in PCUm 
Upgrade of AS7 Computer 
Replacement of A/C in CEDPA 

Repair of GMP Metal glass doors in PCU 
Change of valve at CDC toilet 
Plumbrng Works 
Repair work at Global House sink 
Replacement of 4ft drffusors 
Paintmg of the Conference Hall Staircase & reception 
Repair of burnt securrty auto swrtch panel 
Scrubing Sealrng and Polishrng of receptlon/sta~rcase 
Paintrng of Global House starrcase 
Plumbing Works 
Repair of Entrance door to IEC 
Plumbing Works 

Painting & Logo wrrting on Project Vehicle 
Repair of Veh No LA 1650 FG 
Repair of Veh No 12 FGN 101 1 
Supply of Fiamrn Batteries 
Supply of vehrcle flrers 

IALUE = N = 

439 078 51 
2 200 00 
6 480 00 
23 900 00 
30 000 00 
2 600 00 
4 250 00 
30 500 00 
135 295 00 
47 500 00 
28 000 00 
29 500 00 
23 900 00 
67 000 00 
22 800 00 

, 4 9 3 m k L  
8 800 00 
1 250 00 
7 800 00 
1 500 00 
9 150 00 
9 470 00 
7 250 00 
19 397 00 
22 800 00 
1 500 00 
3 340 00 
3 100 00 
~ ~ 3 5 7 ~ ~ ~ :  
286 000 00 
7 550 00 
5 850 00 

71 000 00 
9 720 00 

10NTH Sept 95 

REMARKS 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 

Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 

Non Consumable 
Non Consumable 
Non Consumable 

:onsumable 
>onsumable 
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DATE 
13 Sep 95 
13 Sep 95 
13 Sep 95 
13 Sep 95 
13 Sep 95 
13 Sep 95 
13 Sep 95 
22 Sep95 
28 Sep 95 
28 Sep 95 
28 Sep 95 
28 Sep 95 
28 Sep 95 

01 Sep 95 
01 Sep 95 
04 Sep 95 
05 Sep95 
05 Sep 95 
07 Sep 95 
07 Sep 95 
07 Sep 95 
07-Sep-95 
07 Sep 95 
07-Sep 95 
07 Sep95 
07 Ssp 95 
07 Sep 95 
08 Sep95 
11 Sep 95 
13 Sep 95 
13 Sep 95 
13 Sep 95 
13 Sep 95 

R 0 Ujagbor Auto Eng 
R 0 Ujagbor Auto Eng 
Vestaco Nlg Ltd 
Muritador Yakub Me works 
Otor Eng Works 
R 0 Ujagbor Auto Eng 
Quahtex Auto Serv~ces 
Fatal Lawal Motor Mech 
Qualltex Auto Servlces 
Qual~tex Auto Servlces 
Qualltex Auto Serv~ces 
Ctualrtex Auto Serv~ces 
Qual~tex Auto Serv~ces 

Repalr of Veh No 140 CC 81 
Repalr of Veh No FG 22 R 12 
Repair of Vehicle No FG 07 R 12 
Repair of Veh No FG 17 R 12 
Repair of LandCru~ser 
Repair of Veh No FG 21 R 12 
Repair of Veh No FG 23 R 12 
'General reparrs of Veh No FG 01 R 12 Land crulser 
lnstallat~on of Back axle of Veh No FGN 758 
'General Repalo of Veh No FG 10 R 12 
; Repair of Auto Gear Veh No FG 11 R 12 
hepalr of Veh No 1649 FG 
Repair of Veh No FG 127 R 12 

Samdez Nig Ent 
Iron Babies Enterprises 
Oyetade & Sons Ltd 
Solrd Gold Concerns (Africa) Lt 
Sounas & Co Ltd 
Saturn Jay Investments Ltd 
E Uca Var~ety Bazaar Ltd 
Sohd Gold Concerns (Africa) Lt 
D C 0 &Sons Ent 
Resan (Nlg) Ent 
Joberntta Ventures Ltd 
Eagle Cornmec~al Printer 
Femrich (Nlg) Ent 
M Murphy (Nig) Ent 
Oluwasdyl Animashaun 
Oyetade B Sons Ltd 
Sunny interlor Decorator 
Systemtech Serv~ces Ltd 
Soni Agbeyegbe 
Odrpason Int Nlg Co 

AONTH Sept 95 
REMARKS 

L O G I S T I C S  S U P P O R T  U N I T  

Supply of Sharp 730/780 drum 
Supply of tolleter~es 
Supply of water 
Supply of statronerles 
Supply of Letter Headed papers 
Supply of Hanson weighing Scales 
Supply of Supervisor sllnterv~ewers bag 
Supply of statlonerles 
Supply of statloneries 
Supply of rubber cans 
Supply of Salt & Sugar 
Supply of torch hght batter~es markers & biros 
Supply of Spiral Binders & transparencies 
Supply of shirts for exped~ters 
Supply of Chp boards for PCU Survey 
Supply of water 
Supply of measuring board 
Supply of HP Laser Jet wrth printer 
Supply of identity cards for PCU Survey 
Supply of Umbrellas for PCU Survey 

Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 
Non Consumable 

PROCUREMENT MASTER TRANSACTION TABLE 
NAME OF VENDOR I DESCRIPTION OF WORK DONE 

>onsumable 
>onsumable 
:onsumable 
:onsumable 
>onsumable 
>onsumable 
>onsumable 
:onsumable 
>onsumable 
>onsumable 
:onsumable 
?onsumable 
:onsumable 
Zonsumable 
Zonsumable 
c on sum able 
>onsumable 
Zonsumable 
>onsumable 
Zonsumable 

D 
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13 Sep 95 
14 Sep 95 
18 Sep 95 
21 Sep 95 
22 Sep 95 
22 Sep 95 
22 Sep 95 

44 000 00 Consumable 
7 500 00 Consumable 
9 000 00 Consumable 
9 000 00 Consumable 
29 600 00 Consumable 
26 290 00 Consumable 
60 000 00 Consumable 

B ~ ' P ~ ~ ~ s Q - ]  

L O G I S T I C S  S U P P O R T  U N I T  
PROCUREMENT MASTER TRANSACTION TABLE MONTH Sept 95 

Austo Elot~ne Ent 
Oyetade & Sons Ltd 
Oyetade & Sons Ltd 
Oyetade & Sons Ltd 
AfroFolly Systems Nlg Ltd 
Matus lnternat~onal 
Awetlnas Ent 

DETAILC/VALUE=N= 1 REMARKS 

- - 

DATE 1 NAME OF VENDOR 
Supply of tyresltubes 
Supply of water 
Supply of water 
Supply of water 
Supply of Sharp SF Toner 
Supply of Sharp SF Toner 
Supply of Vest with Logo for PCU Survey 

DESCRIPTION OF WORK DONE 
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ANNEX I11 

VEHICLE MAINTENANCE EXPENDITURE 
July 1995 

I Power Steermg repair 

Vehicle Vehicle 
Number 1 Make 

LA 1648 TG 1 Volvo Car 

Description of Work 

-- - -  

Fuel pump, Timing I belt 

12 FGN 928 

505 Saloon 

Chevy 

Pajero 

TILand Cruiser 

Chevy 

-- 

Resistor switch & 
tank repair 

Air compressor & 
ball joints 

Gear box, clutch & 
discs 

Engine overhaul & 
repairs 

Fuel pump & relay 

FG 26 R12 

Mechanic Cost 

LA 1649 TG 

FG 38 R12 

Ujagbor 15,000 

Chevy 

Dauda 5,680 I 

Gear system 

Chevy 

Cherokee 

Qualitex 87,800 

Cylinder head & 
general service 

Crankshaft & master 
clutch cylinder 

Ujagbor 103,700 

Muritador 

Qualitex 46,800 

Valen Ihuma 

Quick Auto 
Service 

TOTAL 



Quarterly Report July I - October 28, 1995 

ANNEX IV 

VEHICLE MAINTENANCE EXPENDITURE 
August 1995 

-lie I Description of Work ( Mechanic 1 Cost Veh~cle 
Number 1 Make I I I (ln w 

12 FGN 1023 

FG 30 R12 

LA 1043 TG 

Pajero Jeep 

1 505 Peuguet 
, Saloon 

1 
Cherokee 

Propeller shaft 

Adesokan 6,635 

Servicing 

Electrical repairs 

Qualitex 7,390 

Muritador 26,900 TlLand Cruiser Steering damper, AIC 
repairs 

Toyota Liteace I Servicing, AIC I Fatal Lawal I 4,200 

Ujagbor 22,050 Cherokee 

Toyota Liteace 

Cherokee 

Fatal Lawal 6,800 

repairs 

Servicing, body work 
& spraying 

Servicing, fuel guage 
& booth 

Servicing & fixing of 
mirror 

Ujagbor 7,225 

TlLand Cruiser 

Pajero 

Servicing & electrical 
repair 

Muritador 

Cherokee 

Brake pads & Spider 
Bor~s 

Muritador 

Chevy I Flxing of fuel pump ( Qualitex I 4,250 

L&R Brake calipers, 
fuel pump, brake 
discs 

12 FGN 928 

Qual~tex 

Chevy 

Chevy 

Fixing of back axles 

Fixing of gear box & 
brake pads 

TlLand Crulser I Tie rods & brake pads I Vestako I 82,900 

Qualitex 9,500 

Qualitex 39,450 
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Vehicle Vehicle I Number I Make 

140 CD 9 

140 CD 102 

140 CD 88 

12 FGN 1023 

FG 03 R12 

LA 1649 TG 

Description of Work Mechanic Cost 

TOTAL N854,820 

TILand Cruiser 

TILand Cruiser 

TILand Cruiser 

Cherokee 

Toyota Liteace 

Chevy 

Yervicing & brake 
repalrs 

Steerlng damper, 
brake, discs etc 

Complete englne 
overhaul 

Brake pads, rotor 
repalr, etc 

Servicing & gear 
repair 

Dlstrlbutor rotor, fuel 
Pump 

Muritador 

Muritador 

Muritador 

Qualitex 

Shalom 

Valen 
Ihuma 

79,500 

134,100 

192,300 

8,800 

29,545 

27,100 
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ANNEX V 

VEHICLE MAINTENANCE EXPENDITURE 
September 1995 

Vehicle Vehicle Description of Work 
Number Make 

FG 22 R12 Cherokee Water pump, brake 
pads, linmg & 
servicing 

LA 1648 TG Volvo Car Brake pads, AIC & 
servlcing 

12 FGN 101 1 Cherokee Fuel pump, engine 
tune-up, allgnrnent 

LA 1650 TG Cherokee Servicing 

FG 23 R12 Cherokee Changing of steering 
box pinion 
alignmentlbalance 

Mechanic 

Ujagbor 56,800 

Ujagbor 16,350 

Ujagbor 35,350 

Qualitex I 5,850 

Qualitex 29,100 

- - 

LA TG I TILand Cruiser Cylinder head, fuel 1 129,950 
pump, gasket, etc 

FG 21 R12 Cherokee Clutch plates, discs Ujagbor 69,800 
bearmg, lining & 
servlcing 

140 CC 81 Cherokee Front brake discs, Ujagbor 39,800 
wlbalance, engine 
tune up & alignment 

FG 22 R12 Cherokee Upper clutch master Ujagbor 35,000 

FG 17 R12 TILand Cruiser Engine overhaul Muritador 175,000 

Spraying & changing of logo on 14 vehicles Gremrna 286,000 

TOTAL N886,500 
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ANNEX VI 

LOGISTICAL SUPPORT UNIT 
VISITORS LIST 

As of October 24, 1995 

Control Officer Accommodat~on 

Departed 

Departed 

J 0 Ayodele 

Name 

Dr Diana S~limper~ 

Jeanne B St~llman 

Comrmssary 

Eko Hotel 

Org 

BASICS 

AAIILSU 

Francs Smoot 

Dr Chlp Ohver 

Eko Hotel 

Amer Guest Ho 

ETA 

0912 1 

loll0 

AAIILSU 

USAID 

Carl Hams 

Dr Deirdre LaPm 

B Dosumu 

Awlme 

KL 

SR 

07113 

09/19 

AAIILSU 

US AID 

Sahlu Ha~le Eko Hotel 

Eko Hotel Dr Meba Kagone I SEATS 110116 1 RK 1 8 1 0  1 1700 1 7 I 7 

No 

583 

264 

KL 

LH 

09/22 

10104 

SEATS 

B Dosumu 

B Dosumu 

B Dosumu 

Tine 

1725 

1710 

588 

560 

LH 

LH 

10116 

Eko Hotel 

Eko Hotel 

Eko Hotel 

ETD 

10120 

10120 

1725 

1950 

564 

564 

RK 

B Dosumu 

Airllne 

KL 

SR 

Nancy P Harm 

Dr Alfred Adewuy~ 

Thomas Gol~bver I FUTURES 110131 1 7 1 7 1 7 111111 1 7 

10128 

7 

1930 

9301 

810 

SR 

7 

SEATS 

EVAL 

B Dosumu 

10128 

11109 

1700 

K r ~ s t ~ n  Smth 

Robert Holl~ster 

Eko Hotel 

Eko Hotel 

7 

SN 

10125 

11/01 

B Dosumu 

7 

FUTURES 

RTI 

11 Pa t r~c~a  Daunas 

7 

LH 

BA 

Lola Payne 

7 

10130 

Eko Hotel 11 

564 

77 

7 

7 

1 Log Guest Ho 

1930 

2035 

Dr Akpaka A Kalu 

Rose DeBuysscher 

7 

7 

11104 

7 

CDC 

AIDSCAP 

RK 

7 

7 

7 

11/03 

10122 

11/21 

11121 

7 

7 

KL 

UY 

583 

704 

2130 

2000 

10116 

7 

KL 

7 
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1) Michael Favln I WELLSTART 1 10122 1 SR 1 264 1 1810 ( 11/03 1 KL 1 588 ( 2325 1 Y Abosede I Eko Hotel (1 

11 Partlclpants at the Conference on Women Islam and Famly Plannmg m Nlamey 11 

Fran Farmer 

Bradford Lucas 

Hajia Adarna Bakori I FOMWAN 1 10127 1 RK 1 852 

P ATHF 

PSI 

Name 

10/22 

11/12 

Org 

- - 

Hajia Talatu Bashir 

Hajia H K Galad~ma 

Hajia Hasu Iro Inho 

I 

Hajia A M Kaoje 

Hajla M Y Mohammed 

Hajla H 0 Shitta 

ET 

7 

ETA T~me 

FOMWAN 

FOMWAN 

MARTAN 
AREWA 

FOMWAN 

RK ( 859 1 1420 ( B Kusemju I Resident 

ETD A~rlme 

PPFN 

USAID 

RK 859 1420 B K u s e q u  Resident 

RK 859 1420 B Kusemgu Resident 

961 

7 

Awlme 

10/27 

10127 

10127 

10127 RK 1 859 1 1420 1 B K U S ~ ~ J U  I Resident 

No 
I I I I 

No 

10127 

10127 

RK 1 859 1 1420 1 B Kusem~~u 1 Resident 

1800 

7 

I 

RK 

RK 

RK 

RK 

Time 

852 

852 

852 

852 

RK 

RK 

7 

11/24 

852 

852 

Control Officer 

7 

7 

Accommodation 

7 

7 

7 

7 

M Egboh Log Guest Ho 

7 
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ANNEX VII 

INTERNATIONAL VISITORS EXPEDITED DURING THE QUARTER 
July - September 1995 

Name 

Geeta Rao Gupta 

Organizat~on 
Represented 

AIDSCAP 

Dr, Mattew Roberts AIDSCAP 1 07124195 1 07/14/95 

Date of 
Arrival 

07102195 

Fran Farmer 

Date of 
Departure 

071 13/95 

PATHFINDER 1 07/01/95 1 07120195 

Sarah Gammane AIDSCAP 1 07106195 1 07/13/95 

FPMD 1 07/15/95 1 08/05/95 Betty Gozales-Bowlers 

Connie O'Conner AVSC 1 07/16/95 1 07126195 

Francls Smoot AAIILSU 1 07113195 1 7 

Gwendolyn Elhs 

Lisa Hare INITIATIVE 1 07/24/95 1 0811 1/95 

V~rglnia Ward INITIATIVE 1 07/24/95 1 07/29/95 

Nancy P Harm SEATS 1 07/27/95 1 07/29/95 

Carl Harrls 

Diana Sillrnper~ 

Bernadette N Orefo 

BASICS 1 08108195 1 09/02/95 

CEDPA 1 08/12/95 1 07/08/95 

Salome C Dashe CEDPA 1 08/12/95 1 07108195 

Elizabeth 0 Olayiwola CEDPA 1 07108195 1 10131195 

FPMD 1 08112195 1 09/01/95 Amos Klrnunya 

Wauame Asledu AIDSCAP 1 08/12/95 1 08/25/95 

Dr Souleymane Barry 

Enid SPlelman 

AIDSCAP 

CEDPA 

08120195 

08125195 

08125195 

091 1 1/95 
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SIN0 

23 1 Bernice Kolade I PPFN 1 08/25/95 1 09/11/95 

21 

22 

Name 

Rakiya Sani Ahrned 

Grace Delano 

24 

25 

26 

Organization 
Represented 

11 27 ! 

GAP 

ARFH 

Dr Eka Esu-Williams 

Dr A B Sulaiman 

Zainab S Kabir 

Pearl Nwashili 

I1 28 ! 
(1 30 1 Blsinuola Ogunleye COWAN 1 08/25/95 1 0911 1/95 

Date of 
Arrwal 

Clara Osinulu 

1 

Date of 
Departure 

08/25/95 

08/25/95 

AIDSCAP 

PPRN 

FOMWAN 

I I 

STOPAIDS 

091 1 1/95 

0911 1/95 

STOPAIDS 

29 

31 

32 

08/25/95 

08/25/95 

08/25/95 

08/25/95 

33 

34 

091 1 1/95 

091 1 1/95 

091 1 1/95 

0911 1/95 

08/25/95 

Fidelia Ebuk 

Bola Kusemiju 

Dr Yinka Abosede 

35 

36 

37 

091 1 1/95 

Ibrahim Ihajia 

Dr Nicholas Cohen 

38 

WHEDA 

JHUIPCS 

WELLSTART 

Dr Diana Silimperi 

Carl Harris 

Dr Susan Aradeon 

WELLSTART 

OMNI 

Sarah Gammage 

08/25/95 

09/03/95 

09/09/95 

BASICS 

AAIILSU 

MSHIFPMD 

0911 1/95 

091 10195 

091 1 1/95 

09/09/95 

091 16195 

AIDSCAP 

091 1 1/95 

09/29/95 

09/21/95 

09/20/95 

-- 

10/21/95 

091231945 

09/26/95 12/03/95 



Quarterly Report July 1 - October 28, 1995 

ANNEX VIII 

DOMESTIC STAFF EXPEDITED DURING THE QUARTER 
July - September 1995 

SlNo Name Organization Date of Destination 
Represented I Departure I 

-- 

1 b a r a h  Gammage AIDSCAP 1 07/07/95 1 LoslEnugu 

2 1 Geeta Rao Gupta AIDSCAP 1 07107195 1 LosIEnugu 

Julie Urnezurike u AIDSCAP 1 07107195 1 LosIEnugu 

AIDSCAP 1 07108195 1 EnugulLos 

Geeta Rao Gupta 

Julie Umezurike 

AIDSCAP 07108195 

PATHFINDER 071 13/95 LosIEnugu 

Enid Spielman 

CEDPA 1 07/13/95 1 LoslEnunu 

CEDPA 0712 1195 EnugulLos 

PATHFINDER 0712 1/95 EnugulLos 

11 I Deidre Lapin 
- -- 

AID 1 07121195 1 ~ o s l ~ a n i  

INITIATIVES 07126195 LosIEnugu 

INITIATIVES 07126195 LosIEnugu 

12 1 Lisa Hare 

13 1 V~rginia Ward 

14 1 Margaret Boded INITIATIVES 1 07/26/95 1 LoslEnugu 

15 1 Enid Spelrnan CEDPA 1 07128195 1 LosIEnugu 
- 

16 1 Lisa Hare INITIATIVES 1 07131195 1 LosIKano 

17 Virgmai Ward 

18 Margaret Boded 

19 N Vahaya 

20 Lola Payne 

INITIATIVES 1 07131195 1 LosIKano 

INITIATIVES 1 07/31/95 1 LoslKano 

PATHFINDER 1 08/09/95 1 LosIKaduna 

MOTHERCARE 1 08/22/95 1 LoslKaduna 
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11 25 1 Ngozi Ikey I CEDPA I 09119195 I LoslEnugu 11 

SlNo 

21 

22 

23 

24 

11 26 1 Frank Nwokolo 1 CEDPA 1 09/19/95 1 LoslEnugu )I 

Name 

Felix Awantang 

Sandy ojikutu 

Stell Goings 

Mike Egboh 

11 30 1 Ngozi Kikj~ I CEDPA 1 09/25/95 1 LosIEnugu I( 

27 

28 

29 

Organization 
Represented 

AID 

AID 

Q ASSURANCE 

PATHFINDER 

Bola Jusemiju 

Racheal adedijl 

Frank Kwokolo 

31 

32 

33 

Date of 
Departure 

0910 1/95 

09/01/95 

0910 1/95 

091 18/95 

Destination 

LosIKaduna 

LosIKaduna 

LosIKaduna 

LoslEnugu 

JHU/PCS 

JHUIPCS 

CEDPA 

Dr Joseph Norom 

Eka Esu-Will~ams 

Sarah Garnrnage 

091 19/95 

091 19/95 

09/25/95 

AID 

AIDSCAP 

AIDSCAP 

LosIKano 

LosIKano 

LoslEnugu 

09/27/95 

09127195 

09127195 

LosIKaduna 

LoslKaduna 

LoslKaduna 
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ANNEX IX 

MONTHLY SUMMARY OF EQUIPMENTS APPROVED FOR SERVICING 
July to September 1995' 

Date of 
Requis 

07/07/95 

07/07/95 

07/23/95 

Equipment(s) 

Systemtech Serv~ces Ltd 

J A Power Ent Co Ltd 

Unit Approv 
-ed? 

Pend- 
ing? 

APC Smart UPS 600 Repa~r of PC Board 
I I I 

APC Smart UPS 600, Repa~r of PC Board 
APC Smart UPS 600 Repa~r of PC Board 

APC 600 I LSUJFIN I YES 

The Merchant Products Ltd 1 052 

APC 600 
APC 600 

AST Bravo 386SX Reulacement of Processor 

LSUIFIN 
LSUJFIN 

-- - 

AST 386SX I LSUIFIN I OK 1 
Hadey Consultants Ltd I 053 

Serv~ce and Report on Stepdown 250 Volt 
1 Stepdown 550 volt 
20 surge protector adapter 

Logistics Support Un~t  

Epson LQ-5 10 
Epson LQ-1050 
Surge 

AST 
Anti-Virus 
T A 

Replacement of AST 286lKeyboard 
Installat~on of McAfee Anti-Virus 
Installation of window/mouse 

The Merchant Products Ltd 054 

PCUITT 
CEDPA 
LSU 

PCU/TT 
CEDPA 
JHUJPCS 

Replacement of new IBM Microsoft Keyboard and 
repair of Gateway 2000 4DX keyboard 

Replacement of floppy drive & general servlce 

Replacement of multi-110 Card & prlnter cable 

OK 
OK 
OK 

I 

NIC N ~ g e r ~ a  Enterprises 1 055 

IBM Keyboard 

AST 386SX 1 LSU I OK I 
PCU/TT I OK I 

The Merchant Products Ltd 1 056 

Logistics Support Unit 

l A Power Enterpr~ses Ltd 057 

AST 

Nulec 1600 Attached to photocopier 

Replacement of PC Board APC UPS 400 

CEDPAIWELLST 

LSUJADMIN 

APC UPS 1 IEC I OK I 

OK 

- -- 

The Merchant Products Ltd 1 057 E x m n e  and subrmt quote for fixing Error 50 

Replacement of Printer s head & fixing Del VGA 

HPII Laserjet 1 LSU I I 
The Merchant Products Ltd 1 058 

Originally prepared by Deola Delalu (has been altered from its original form) 
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1 091 12/95 1 systemtech Services Ltd ( 059 1 USFBlOl (~uchase  of Laserjet IV & Stepdown IHPIV plus 

11 09/15/95 l~arnes Zek & Sons 1 060 1 W910759 l~epa i r  of APC 900 UPS 1 APC 900 

09/16/95 

09/18/95 

09/25/95 LSU-FIN 1 I YES 11 

LSU-FIN 

LSU-FIN 

LSU 

LSU-GMJPCU-TT 

J A Power Enterprises Ltd 

The Merchant Products Ltd 

LAD-TEV (NIG) Lirmted 

OK 

OK 

OK 

YES 

061 

062 

063 

4020636 

3140J197 

US16437 

Repair on TOPAZ UPS 

Repair of Laserjet I11 & AST 386ISX Laptop 

Upgrade to 486Idx2-66 540MB, 4RAM 

TOPAZ 

HPIIIILaptop 

ASTl486-DX2-66 
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ANNEX X 

MAINTENANCEACTIVITYREPORT 

July - September 1995 

-- - 

DATE ACTIVITY 
AREA 

ACTIVITY DESCRIPTION UNDERTAKEN 
BY 

GENERATOR July 30, 1995 Repair of 40 kva Perkins generator at 
annex office Faulty alternator repaired 

Replacement of air filter for 313 kva 
generator and repair of AVR afor 40 
kva generator at annex office 

Henry Hope Eng 
Ltd 

August 30, 1995 Henry Hope Eng 
Ltd 

- - 

August 1995 PLUMBING Donatus 0 Ekeocha Installation of drain pipes for drainage of 
rain water from storage tank at annex 
office 

Installation of ball valve in wc tank at 
IEC female toilet 

Replacement of shower curtains in 
drivers toilet 

Repair of wc water tank at AIDSCAP 
sectlon 

Donatus 0 Ekeocha 

Donatus 0 Ekeocha 

Donatus 0 Ekeocha 

Phons Iwunze Nig 
Ent 

Changing of water heater in cafeteria in 
Global House 

- - 

Phons Iwunze Nig 
Ent 

Donatus 0 Ekeocha 

Repair of wash hand basin bottle trap in 
canteen 

Repair of leakage from kitchen sink 

September 1995 Donatus 0 Ekeocha Changing of ball valve in wc tank in 
CDC male toilet 

Repair of kitchen sink, washing of tank 
& clearing of blockage from chamber at 
Mur~  Okunola (Basic Office) 

Donatus 0 Ekeocha 

Rapir of wash hand basin in IEC male 
toilet & repiar of syphone in wc drivers 
toilet 

Donatus 0 Ekeocha 

Changing of wc water tank ball valve in 
Basic office 

Donatus 0 Ekeocha 
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ACTIVITY 
AREA 

DATE ACTIVITY DESCRIPTION UNDERTAKEN 
BY 

Dee - Frontlme Ent 
Ltd 

AIR 
CONDITIONING 

July 10, 1995 Repair of 3hp air~onditioner in 
Pathfinder office at Muri Okunola 

September 1995 

- -  - - - - - - - - 

General servicing of 10 slunit acs and 3 
window units 

A 0 Ejeteh & Sons 

Repair of w/unit carrier ac in CEDPA Dee Frontline Ent 
Ltd 

Servicing of 38 s/u acs & 11 wlunit also 
repair of other units at AIDSCAP & 
PCU/TT 

Dee - Frontline Ent 
Ltd 

- - - - -  

Repair of AC in Basic office in 
replacement for the stolen one at Muri 
Okunola 

Dee - Frontline Ent 
Ltd 

Dee - Frontline Ent 
Ltd 

Re installation of 2 spl~t  acs in 
AIDSCAP & CDC offices 

- -- - - - - - - 

Supply and fixing of 8 nos AC split unit 
air filters 

Dee - Frontline Ent 
Ltd 

Repa~r of AIC in PCU Director s office Dee - Frontl~ne Ent 
Ltd 

Dee - Frontline Ent 
Ltd 

Repair of A/C in Production room 

Repair of Carr~er S/Unit A/C at 
Mothercare office 

August 1995 Installation of 4 Sharp window units 
ACs in the comrmssary 

Coverage of AC holes in conference 
room 

Dee - Frontl~ne Ent 
Ltd 

Odipakson Int 

A 0 Ejeteh & Sons Repair of spl~t  unit A/Cs in drivers pool 
and PABX room 

Repair of Carrier SIUnit A/C in LSU Multiway Eng Co 
Ltd 

ELECTRICAL July 1995 Replacement of burnt electrical fittings 
and repair of security l~ghts 

Installation of hand drier machine for 
AIDSCAP office 

Ifatogbem 
Electrical 

Ifatogberm 
Electrical 

Reg1 - Chei Nig 
Ent 

August 1995 
- - - -  

Installat~on of 13 & 15 amps socket and 
plugs at drivers room & PCUITT 
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ACTIVITY DESCRIPTION UNDERTAKEN 
BY 

ACTIVITY 
AREA 

DATE 

August 1995 Sam Electro Works ELECTRICAL Installation of fluorescent lighting polnt 
at Pathfinder Office Muri Okunola 

Ifatogbem 
Electrlcal 

September 1995 Replacement of 4ft fluorescent diffusers 

Repair of burnt securlty auto switch 
panel in Global House 

Ifatogbemi 
Electrlcal 

BUILDING 
RENOVATION 

August 1995 Preparation of apartment #5 at 
comrmsary buildlng for Francls Smoot 

Painting of Global House reception area 
and stalr case to conference room 

Westown Nlg Ltd 

Mlky Badmus Ent 

Painting of staircase area In Global 
House 

Mlky Badmus Ent 

Repair of executive chalr, wooden chair 
and shelve 

Taje Ent FURNITURE 
REPAIRS 

August 1995 

Repair of file cabinet for CDC office Taje Ent 
and also repair of cupboard keys for 
drivers 

Yomo & Co Repair of conference room partition 
boards and repair of 2 conference tables 

September 1995 Taje Ent Repair of 2 executive chairs secretary 
chair & filing cabinet 

CLEANING August 1995 Beggmatics 
Automations 

Changmg of hand towels in tollets 

Cleaning & polishing of floor and stair 
cases in Global House 

Proclean Ltd 

Fumgation of apartment #5 in 
comrmsary bulldlng and drycleanlng of 
curtains 

Westown Nig Ltd 

Washing and shampooing of carpets, 
washing & polishing of floor tiles toilet 
facilities and furnitures 

Westown Nig Ltd 

IRONMONGERY August 1995 Change of window handle at PCUJTT 
Office 

Oluferm Oredola 

Repar  of entrance gate of Global House Ekiladele Idowu 
Nlg 
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ACTIVITY 
AREA 

DATE ACTIVITY DESCRIPTION 

September 1995 Replacement of louvre blades at securlty 
guards house and BQ at Muri Okunola 

Repa~r of GMP metal glass doors in 
CEDPA and PCUITT offices 

Repair of entrance door to IECIJHU 
office in Global House 

Chucks Tonyh Ass 
Nlg 

Chucks Tony Ass 

N% 

Chucks Tonv Ass 
Nlg 

Repair of burglar proof and welding of EkiIadele Idowu 
metal sheet plate at Muri Okunola Nig Ent 
entrance gate 

Repair of generator exhaust pipe at Ekiladele Idowu 
A M ~ X  Office 11 Y I ~  Tnt 

September 1995 Construction of 30 measuring boards for Sunny Interior 
baselme survey 11 Decor 

CARPENTRY 

SEWAGE 1 August 1995 1 Clearing of sewatge from septlc tank 11 Omotayo Bakre 

August 1995 Construction ot bill board for Wellstart 

FAX August 1995 Repair of Zicom fax machine cutter for 
LSU Global House 
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ANNEX XI 

MEMORANDUM 

INTEGRATED BASELINE HEALTH SURVEY 
LSU FINANCE SUPPORT PLAN 

DATE OF COMMENCEMENT The Finance officer will check in at their respective hotels 
(per reservation) on the morning of September 8, 1995 for commencement of the first three 
week portion of the Health Survey the reservations made are as follows 

1 Enugu - Finance Officer is Clement Akinlembola who will report to Dr Kalu (PCU 
Survey Coordinator) at (hotel to be determined) in Enugu 

2 Ibadan - Finance Officer is Gabriel Olaniran who will report to J K T Ajiboye (PCU 
Survey Coordinator) at (hotel to be determined) in Ibadan 

3 Kaduna - Finance Officer is Kehinde Aborisade who will report to Dr 0 Babaniyl 
(PCU Survey Coordinator) at (hotel to be determined) in Kaduna 

4 Lagos - Finance Officer is Francis R Smoot who as LSU Controller will assist Dr I 
George Reservation at the hotel will be made for the first week for Henry Akinsulire and 
for remaining two weeks per Dr I George's advice 

Each of the Finance Officers will be responsible to 

1 Carry with them the cash disbursements diskette to record all expenses These expenses 
will be properly identified with respect to cost line item and with respect to cost center The 
lists of Line Items and Cost Center Codes are attached here In addition to these lists the 
PCU Survey Coordinator, will inform the Financial Officers of the precise location to be 
noted in the location line of the Disbursements and payroll journals 

2 The Schedule of Activities is attached here The Finance Officer will assist the PCU 
survey Coordinator m making such arrangements as 

+Payments to hotel, personnel per diem, salaries, etc 

4 Naira advances to PCU Survey Coordinator on an as needed basis as well as retirement of 
these advances 

+Contact with LSU Lagos and services (1 e vehicle rental, materials, equipment, etc ) 
provided 

+Transfer of funds to the field operating account where checks signature will follow the 
same procedure as designated by the account agreement with the local bank Upon 
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completion of the survey activity, the Finance Officer will Close the advance made to this 
account per the original transferred amount This advance will be closed (retired) 

+Upon return to the LSU office at completion of the survey, the Finance Officer will report 
expenses per the work order driven system installed at LSU 

The Finance Officers will be at the office at all times during survey operations and available 
evenings per arrangement with PCU Survey Coordinator 

The diskette provided in this package is for the purposes of recording expenses and for 
administering and recording payroll and per diem expenses 
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A A1 
AAO (AAOINIGERIA) 

ABBREVIATIONS AND ACRONYMS 

Afr~can-American Institute 
AID Affalrs OfficeINiger~a 

AID 
CCCD 

CDC 
CO 

EX0 
EXP 
FHS 

FRLC 

LGA 
LOC 
LSU 
NCCCD 
NFHS 

NGO 
NXP 
PACD 
PAF Office 
PCU 
RCO 
REDSOIWCA 
SOP(s) 
US AID 
USIP 

Agency for International Development 
Combattmg Childhood Communicable Diseases Project 

see also NCCCD - successor project 
Centers for Disease Control and Prevention 

Contractmg Officer (REDSOIAbidjan) 
see RCO 

Executive Officer (of USAID or Embassy) 
Expendable supplies 

Famlly Health Serv~ces Project 
see also NFHS - successor project 

Federal Reserve Letter of Credit 
same as LOC 

Implementation Order 
Implementing Partner 

same as USIP - U S Implementmg Partner 
Local Government Authority 

Letter of Cred~t 
Log~stical Support Unit 

Nigeria Combattmg Childhood Communicable Diseases Project 
Nlgeria Farn~ly Health Serv~ces Project 

Successor to Family Health Servlces Project 
Non-Governmental Organization 

Non-Expendables 
Project Actual Completion Date 

Personnel/Administration/Fmance Office 
Programme Coordination Unit 

Regional Contracting Officer (REDSO/WCA) 
Reglonal Economic Development Serv~ces Office, West and Central Afrlca 

Standard Operatmg Procedure(s) 
U S Agency for International Development 

U S Implementing Partner' 

Included such organnations as AIDSCAP, BASICS CEDPA CDC Futures Group John Snow Inc 
(Mothercare, SEATS, In~tiatives Projects), Johns Hopkins Unwersity (Population Communications Program Quality 
Assurance), Pathfinder International Wellstart 



Perlod Report June I - October 31 1996 

A INTRODUCTION 

This report summarizes activities undertaken by the African-American Institute's 
Logistical Support Unit2 under Contract No 620-0001-C-00-8008-00, here called the "FHS 
Contract", during the period June 1 - October 3 1, 1996 It covers five months of project 
activities spanning two quarters in FY 1996 and the first quarter of FY 1997 AAI has 
chosen to combine reporting on these periods rather than to fragment it into quarters, because 
the project was in a close-out mode and all activities undertaken related to closeout 

B BACKGROUND 

The "FHS Contract" originally expired on October 28, 1995 Under a follow-on 
contract, No 624-0001-C-00-5052-00, the "Letter Contract", AAI assumed responsibility for 
providing some services originally provided under the "FHS Contract," in addition to a 
completely new range of services to U S Implementing Partners, and other activities newly 
specified in the Letter Contract The terms of the Letter Contract instructed AAI to expend 
funds from the "FHS Contract" first From October 29, 1995 to May 31, 1996, AAI 
provided services in Nigeria under the "Letter Contract" For this reason, no "FHS 
Contract" report is provided for the period 

In February 1996, USAID determined that the LSU Letter Contract, originally 
scheduled to terminate May 31, would be extended until at least late summer, depending 
upon availability of funds AAI worked with the mission and with REDS0 to determine the 
pipeline of funds remaining m that contract as well as in the "FHS Contract" 

In March, a USAID assessment team composed of REDSOIWCA (the Regional 
Director, Deputy Regional Director, Deputy Regional Controller, Regional Health Officer 
and Regional Contracting Officer), and the Associate Assistant Administrator for the Global 
Center for Population, Health and Nutrition, traveled to Nigeria to develop recommendations 
for both downsizing the USAIDINigeria portfolio and staff and proposing a limited number 
of activities which could continue at a drastically reduced staffing level 

AID determined that only five USIPs would maintain a presence in Nigeria, the 
USAID staff would be reduced to a single USAID regular staff member, and that 
consequently there would be no need for a Logistical Support Unit or logistical contractor 
The remaining USIPs would share the logistical support functions of the reduced program 

The Loglst~cal Support Unit had various nomenclatures during the durat~on of the FHS contract These 
included "Adrmnistration and Logistics", "Operations D~vision" ' Personnel, Adrmnistration and Finance" (PAF) 
Office, and 'Logistical Support Un~t"  

The report for October 1995 1s mcluded with the quarterly report beginnlng June 1, 1995 

1 



Perzod Report June I - October 31 1996 

USAID instructed AAI to prepare a close-out plan, to pare costs, and to assist the IPS to 
assist for a transition to the smaller program planned for FY 1997 USAID set up a Joint 
Services Management Board with representation of the remaining IPS 

At the end of May 1996, Modification #15 reinstated the "FHS Contract" to enable 
AAI to have access to unexpended funds to use in support of close-out of activities initially 
undertaken under that contract Modificat~ons #16 and #17 extended the termmation date 
from August 3 1, 1996 to September 30 and October 3 1, respectively 

C ACTIVITIES REPORT 

Durmg the period June-October 1996, AAI's activities In relation to the "FHS 
Contract" included the following 

Calculation of employee benefits for staff, many of whom had worked under 
the FHS personnel system administered by AAI for many years 

Close-out of leases and zonal offices in~tially established under the old 
contract 

Reconciliation and distribution of the inventory including furniture, equipment 
and vehicles goods for which the AAI contract was responsible since 1988 
These goods were originally procured by Cooperating Agencies under the FHS 
I contract prior to 1988, by USAID, by CDC, or under funds from AAI's 
"FHS Contract" 

1 Personnel Employee Termination Benefits 

Over the period 1994-1996, the FHS project payroll diminished from approximately 
170 people to approximately 117 positions called for in the "Letter Contract" in late 1995 
The LSU had ongoing responsibility for calculating and paying termination benef~ts to 
departing employees When in March 1996 the USAID Mission assessment team 
recommended a cutback in the Nigeria program from 14 to five IPS, the LSU assumed 
responsibility for calculating and paying final salaries as well as terminal benefits includmg 
gratuity, severance pay, end-of-year bonus (prorated by tune worked during the year), 
accrued leave, and pension 

Only a few new people had been hired since the start of the Letter Contract in late 
September 1995 Some FHS staff members had been on the payroll managed by the LSU 
(and ~ t s  predecessors) for a number of years, but had shifted from one job or hiring entity to 
another The LSU Acting Chief of Party, Personnel Assistant, and Payroll Accountant 
responded to questions raised by staff and by the IPS concerning who would pay for benefits 
in such cases The LSU also answered numerous questions about the calculation of 
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termination benefits as well as provision of recommendations and references for future 
employment 

AAI met with the American International Insurance Company (AIICO) to determine 
pension payments 

For the months of June to August 1996, the AAI Acting Chief of Party, on advice 
from local LSU finance staff, authorized that no state payroll taxes should be w~thheld from 
employee checks It was argued that there would not be sufficient time for the LSU to 
submit payments to the four state governments mvolved (Lagos, Kaduna, Oyo and Enugu) 
and obtain certification for employees before the closeout of the LSU, thus it would be better 
for employees to be responsible for their own payments A local consulting firm, Achike 
Emejulu and Associates, later adv~sed AAI that it was obligated under Nigerian law to pay 
the taxes AAI confirmed this advice with Arthur Andersen, Ltd and has subsequently 
arranged to pay the outstanding taxes and to bill employees 

During this quarter AAI experienced several top-level personnel changes in Lagos 
The companion "Letter Contract" report for this period prov~des the details of the staff 
changes 

2 Close-Out of Leases 

At the start of the per~od, AAI held four leases for the project warehouse at Orile, 
Lagos, 30 Adeola Hopewell Street (Annex building), Enugu USAID Cluster States office, 
and Ibadan Cluster States office During the closeout, AAI negotiated with the landlord 
concerning mprovements and changes to the warehouse property, and turned the warehouse 
back to the landlord in mid-August AAI refurbished the buildmg that held LSU offices at 
30 Adeola Hopewell Street and turned back the property to the landlord on October 28 In 
agreement with USAID and the Joint Services Management Board, AAI transferred 
responsibility for the properties in Enugu and Ibadan to CEDPA 

3 Project Inventory 

Inventory management was a responsibility under both the FHS Contract and the 
Letter Contract At the end of October 1995, under the Letter Contract, the LSU took over 
full responsibility for the existing extensive project inventory that had been acquired either 
through purchase or by handover from USAID or Cooperating Agencies A highly detailed 
inventory was prepared in Spring 1996 of the goods for which the LSU was responsible 
(AAI quarterly reports for the period on the "Letter Contract" provide details ) 

When the FHS Contract was re-activated, AAI used the computer printout of all NXP 
property that had been prepared under the Letter Contract to begin the process of reconciling 
the inventory, working with USAID and the Jolnt Services Management Board to determine 
disposition of the inventory, and wlth NGOs to elicit their requests The AAI LSU Chief of 
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Party sought instructions from the Regional Contracting Officer on how to conduct future 
property d~sposals The LSU was advised to permit the remaining IPS to select the property 
they would need to conduct their activities and to hand over the remaining NXP property to 
USAID for disposal In response, the LSU carefully evaluated what furniture is in the best 
condition for retention and advised USAID of items suitable for disposal 

AAI staff met several times with USAID officials from AAO/Nigeria and the 
Regional Property Officer from REDSOIWCA to discuss disposition of the inventory, 
including its temporary storage and shipment LSU staff arranged for removal of goods 
stored in the Warehouse and the mentory at 30 Adeola Hopewell Street USAID took 
responsibilit~ for determining the disposition of the inventory, arranged for its donation to 
Nlgerian NGOs and USIPs and prov~ded AAI with available documentation relating to receipt 
of goods by recip~ent organizations Annex I is a comprehensive distribution list of the 
inventory of vehicles donated to NGOs or to USIPs Annex I1 is a list of all equipment 
donated to the NGOs in the four USAID "clusters" 

D MANAGEMENT ISSUES 

The Letter Contract authorized AAI to "maintain physical inventory of all supplies, 
vehicles, leases, commodities, and non-expendable property (NXP) procured through, and/or 
serviced by, the LSU " De facto this provision included a range of property and leases 
acquired from a variety of sources under the USAID-funded Family Health Services Project 
or the Child Survival Project, whether these were procured under the AAI FHS contract or 
by USAID or ~ t s  Cooperating Agencies AAI's LSU management staff therefore assumed 
responsibility for all closeout activities In addition to AAI's local LSU management staff 
during the period in question AAI's Vice President for Programs and two senior finance 
office staff visited Nigerla to supervise close-out activ~ties A full descrlptlon of AAI 
management of the closeout process appears m AAI's quarterly reports for the period, under 
the Letter Contract, #624-0001-C-00-5052-00, which funded the follow-on operation of 
support services to the USAID program including the USIPs 
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ANNEX I 

DISTRIBUTION OF VEHICLE INVENTORY 
Vehicles Donated to hGOs 

Cluster 1 
Reg # Description 

ZFG5OR 12 
FG30R 12 

12 FGN 1010 
LA 1648 TG 
12 FGN 1020 
FGN 43R 12 
12 FGN 1037 
12 FGN 1036 
12 FGN 1016 

FGO5R 12 
12 FGN 1018 
KD 8722 KS 

FH07R 12 

Toyota Landcrulser (locatlon Lagos) 

Toyota Llteace (locatlon Lagos) 

Cherokee Jeep (locatlon Enugu) 

Volvo Saloon (locatlon Lagos) 

Cherokee Jeep (locatlon Enugu) 

Cherokee Jeep (locat~on Ibadan) 

Cherokee Jeep (locatlon kaduna) 

Cherokee Jeep (locat~on Kaduna) 

Cherokee Jeep (locat~on Enugu) 

Tovota Landcrulser (locatlon Lagos) 

Cherokee Jeep (lo~atlon Enugu) 

Toyota Landcrulser (locdtlon Kaduna) 

Toyota Landcruiser (location Lagos) 

Cluster 2 
Reg # Description 

FG16R 12 Toyota Landcrulser (locat~on Lagos) 

12 FGN 1025 Cherokee Jeep (locatlon Kaduna) 

12 FGN 1 I87 Cherokee Jeep (locatlon Lagos) 

12 FGN 1041 Cherokee Jeep (locatlon Kaduna) 

12 FGN 1040 Cherokee Jeep (locatlon Kadund) 

LA 9890 TF Toyata Landcrulser (locatlon Lagos) 

12 FGN 1027 Cherokee Jeep (locatlon Kaduna) 

12 FGN 1028 Cherokee Jeep (locatlon Kaduna) 

12 FGN 1039 Cherokee Jeep (locatlon Kaduna) 

12 FGN 1026 Cherokee Jeep (locatlon Kaduna) 

Cluster 3 
Reg # Description 

NGO State 

WIN 
Anglican Diocese 

WADD 
DDL 

Nkan Iban Uko 
CRAN 
NYAP 

TIVIIdoma 
MWAN 

Cath Hos Onitsha 
Survivors 

AWV, Aba 
NKST 

CRS 
Akwa Ibom 
Akwa Iborn 

Enugu 
CR 
CR 
CR 

Benue 
Enug u 

Anarnbra 
Ahwa Iborn 

Abia 
Benue 

NGO 

WIN 
Muslim Sisters 

ECWA 

JIGAWA League 
Al-Noury 

NCWS 
NCWS 

FOMWAN 
FOMWAN 

JNI 

NGO 

Katsina 
Kano 

Kano 
Jigawa 
Kano 

Plateau 
Niger 

Kaduna 
Kano 

Katsina 

24 LA 9892 TF Cherokee Jeep (location Lagos) BMC Ogbomoso 
25 FG24R 12 Cherokee Jeep (location Ibadan) he Abiye Hos Ondo 
26 12 FGN 1030 Cherokee Jeep (location Ibadan) SDA Hos Own 
27 12 FGN 1013 Cherokee Jeep (location Ibadan) Life Vanguard Osun 
28 12 FGN 1032 Cherokee Jeep (locat~on Ibadan) Cath Diocese OYO 

Sponsor 

CEDPA 
DG 
DG 
CDC 

AIDSCAP 
AIDSCAP 
AIDSCAP 

DG 
PI 

CDC 
DG 
DG 

AVSC 

Sponsor 

CEDPA 
DG 
DG 

CDC 
AIDSCAP 
AIDSCAP 
AIDSCAP 

DG 
PI 

CDC 

Sponsor 

CDC 
AVSC 
AVSC 

JHUIPCS 
CDC 

Slgned 
Rece1pt7 

YES 
YES 
YES 
YES 
YES 
YES 
k ES 
YES 
YES 
YES 
YES 
YES 
YES 

Signed 
Rece1pt7 

YES 
YES 
YES 

YES 
YES 
k ES 
YES 
NO 
YES 
YES 

Slgned 
Recelpt7 

NO 
YES 
YES 

YES 
YES 
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Cluster 4 
Reg # 

29 FGlOR 122 
30 LA 1649 TG 
31 12FGN 1029 
32 FH09R 12 

33 12 FGN 1017 

34 12 FGN 758 
35 FG25R 12 
36 FHl lR 12 
37 12 FGN 1014 
38 12 FGN 1021 
39 LA 9889 TF8 
40 FGOXR 12 

Description 

Chev Suburban (locat~on Lagos) 

Cherokee Jeep (locat~on Ibadan) 

Cherokee Jeep (locat~on Ibadan) 

Chev Suburban (locat~on Lagos) 

Cherokee Jeep (locat~on Enugu) 

Chev Suburban (locat~on Lagos) 

Chev Suburban (locat~on Lagos) 

Chev Suburban (locat~on Lagos) 

Cherokee Jeep (location Lagos) 

Cherokee Jeep (locat~on Lagos) 

Toyota Landcru~ser (locat~on Lagos) 

Toyota Landcru~ser (location Lagos) 

Veh~cles Transferred to Implementing Partners 

Ren # 

FG04R 12 

FG29R 12 

12 FGN 1011 

12 FGN 1019 

FG12R 12 

FG13R 12 

12 FGN 1034 

FG18R 12 

FG17R 12 

FG15R 12 

FG25R 12 

FG02R 12 

FG06R 12 

FG21R 12 
FG19R 12 
FG26R 12 
FG27R 12 
FG30R 12 
FG38R 12 
FG41R 12 
FG42R 12 
FG44R 12 
FG45R 12 

Description 

Toyata L~teace (locat~on Lagos) 

Chev Suburban (locat~on Lagos) 

Cherokee Jeep (locat~on Lagos) 

Cherokee Jeep (locat~on Enugu) 

Toyota Landcru~ser (locat~on Enugu) 

Toyota Landcru~ser (locat~on Enugu) 

Cherokee Jeep (locat~on Kano) 

Cherokee Jeep (location Kano) 

Toyota Landcruiser (locat~on Kano) 

Toyota Landcru~ser (locat~on Kano) 

Toyota Landcru~ser (locat~on Kano) 

Toyota L~teace (locat~on Lagos) 

Toyota Landcru~ser (locat~on Lagos) 

Cherokee Jeep (locat~on Lagos) 

Toyota Landcrulser (locat~on Lagos) 

Chev Suburban (locat~on Lagos) 

Chev Suburban (locat~on - Lagos) 

M ~ t s u b ~ s h ~  Jeep (locat~on Lagos) 

Cherokee Jeep (locat~on Lagos) 

Chev Suburban (locat~on Lagos) 

Chev Lumina (locat~on Lagos) 

Cherokee Jeep (location Lagos) 

Cherokee Jeep (locat~on Lagos) 

NGO 

WIN 
GADA 

Youth Aid 
SDA Worn Min 

BVM 

AMCPH 
AJCPH 
JCPH 
LICPH 
MCPH 
LCPH 

NAWOJ 

Recipient 

AVSC Int'l 

Pathfinder 

Pathfinder 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CDC 

CDC 

CDC 
CDC 
CDC 
CDC 
CDC 
CDC 
CDC 
CDC 
CDC 
CDC 

State 

Lagos 
Lagos 
Lagos 
Lagos 

Lagos 

Lagos 
Lagos 
Lagos 
Lagos 
Lagos 
Lagos 
Lagos 

Sponsor 

CEDPA 
DG 
DG 
CDC 

AIDSCAP 

AIDSCAP 
AIDSCAP 

DG 
PI 

CDC 
DG 

DG 

Sponsor 

S~gned 
Rece1ut7 

YES 
YES 
YES 
YES 

YES 
YES 

YES 
YES 
YES 
YES 
YES 
YES 

S ~ ~ n e d  
Rece~pt? 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 
YES 
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Reg # Descrlptlon 

FG46R 12 
FG49R 12 

LA 1650 TG 
12 FGN 1031 

FG14R 12 

12 FGN 1033 

FGOlR 12 

FG22E 12 

FG23R 12 

LA 1046 TG 
FG 28R 12 

Cherokee Jeep (locat~on Lagos) 

Peugeot 505 (locat~on Lagos) 

Cherokee Jeep (locat~on Lagos) 

Cherokee Jeep (locat~on - Ibadan) 

Toyota Landcruiser (locat~on Lagos) 

Cherokee Jeep (locat~on Ibadan) 

Toyota Landcruiser (locat~on Lagos) 

Cherokee Jeep (lo~ation Lagos) 

Cherokee Jeep (location Lagos) 

Peugeot 505 S/W (locat~on Lagos) 

Chev Suburban (locat~on Lagoy) 

Summary of Inventory 

Veh~cles in Lagos 
Usable 
Not Running 

Vehicles in Ibadan 
Usable 
Not Running 

Vehicles in Enugu 
Usable 
Not Running 

Vehicles in Kaduna 
Usable 
Not Running 

Total Vehicles 

Recipient 

CDC 
CDC 
CDC 

JHUIPCS 

JHUIPCS 

JHUIPCS 

PPFN 

PPFN 

PPFN 

PPFN 
PPFN 

Sponsor Sllzned 
Receipt? 

YES 
YES 
YES 
YES 

YES 

YES 

YES 

YES 

YES 

YES 
YES 



Perzod Report June 1 - October 31 1996 

ANNEX I1 

DISTRIBUTION OF PC'S, PRINTERS AND OTHER MAJOR EQUIPMENT 

Equipment Donated to NGOs 

Cluster 1 
Descr~ption 

PC 286 
Okidata Printer 
Uninterruptable Power Supply 
PC - 286 
Uninterruptable Power Supply 
Air Conditioner (From Baslcs W/U) 
Uninterruptable Power Supply (bad) 
Air Conditioner (From Basics W/U) 
Air Conditioner 

Cluster 2 
Descript~on 

PC 286 

Air Conditioner 

Uninterruptable Power Supply 

25 KVA Generator 

5 KVA Generator 

PC - 286 

Epson Printer 

Uninterruptable Power Supply 

Air Conditioner Window Unit 

Cluster 3 
Descr~ption 

Air Conditioner Window Unit 

PC - 286 

Epson Printer 

Uninterruptable Power Supply 

Quantity 

1 

1 
1 
1 
1 
1 

1 
1 
1 

Quant~ty 

1 
1 
1 
1 
1 
1 
1 
1 
1 

Quantity 

1 
1 
1 
1 

NGO 

WIN 
WIN 
WIN 

WADD 
WADD 
NOSAD 
NOSAD 

Anglic Dioc 
NKST 

NGO 

Muslim Sisters 

Muslim Sisters 

Muslim Sisters 

Al-Noury 

NCWS 

NCWS 

NCWS 

NCWS 

WEPA 

NGO 

Life Vanguard 

Pol10 Plus 

Pol10 Plus 

Pol10 Plus 

State - 

CRS 
CRS 
CRS 

Akwa Ibom 
Akwa Ibom 

CRS 
CRS 

Anambra 
Benue 

State 

Kano 

Kano 

Kano 

Kano 

Plateau 

N~ger  

Niger 

Niger 

Kaduna 

State 

Osun 

Ed0 

Ed0 

Ed0 

Sponsor 

CEDPA 
CEDPA 
CEDPA 

DG 
DG 

CEDPA 
CEDPA 

CDC 
AVSC 

Sponsor 

Pathfinder 

Pathfinder 

Pathfinder 

CDC 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

DG 

Sponsor 

JHUIPCS 

CDC 

CDC 

CDC 

Signed 
Receipt? 

YES 
YES 
YES 
YES 
YES 
YES I 
YES 
YES 
YES 

Signed 
I 

Receipt? 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES I 
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Cluster 4 
Descrlptlon Quantity NGO Sponsor 

Rece~pt? 

PC - 286 1 GADA Lagos CEDPA YES 

Okidata Printer 1 GADA Lagos CEDPA YES 

Uninterruptable Power Supply 1 GADA Lagos CEDPA YES 

Equ~pment Transferred to Implementing Partners 

Photocopier (bad) 

Uninterruptable Power Supply 

PC 286 

Bmding Mach~ne (bad) 

Photocopier 

Fax Machme 

Uninterruprable Power Supply 

PC 486 
PC - 386 

Epson Printer 

Laser Printer 

Uninterruptable Power Supply 
Photocopier 
Fax Machine 

Refrlgerator 

41r Condlt~oner Split Unit 

PC 386 

Uninterruptable Power Supply 

PC 386 

Laser Printer 

Uninterruptable Pouer Supply 

PC 286 

Unlnterruptable Power Supply 
Bmding Machme (bad) 
An Conditioner Spl~t  Unlt 

PC 486 

PC - 386 

PC 286 

Reclpient 

AVSC 

AVSC 

Pathfinder 

Pathfinder 

Pathfinder 

Pathfinder 

Pathfinder 

CEDPA 
CEDPA 

CEDPA 

CEDPA 

CEDPA 
CEDPA 
CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CEDPA 

CDC 
CDC 
CDC 
CDC 

BASICS 

BASICS 

BASICS 

9 

Lagos 
Lagos 

Lagos 

Lagos 

Lagos 
Lagos 
Lagos 

Lagos 

Lagos 

Enugu 

Enugu 

Kano 

Kano 

Kano 

Sponsor Slaned 
Rece~pt' 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 
YES 

YES 

YES 

YES 
YES 
YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 
YES 
YES 

YES 

YES 

YES 
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Description 

Laser Printer 
Epson Prmter 

Uninterruptable Power Supply 

Photocopier 

Fax Machine 
Air Condit~oner Split Unit 

PC - 486 

PC - 386 

PC 286 

Laser Printer 

Epson Printer 

Uninterruptable Power Supply 

Fax Machine 

TVIVCR 

Refrigerator 

Air Conditioner 

PC - 486 

PC - 386 

Laser Printer 

Epson Printer 

Uninterruptable Power Supply 

Photocopier 

Bindlng Machine 

Alr Conditioner 

Laser Prmter 

Photocopier 

Quantity 

1 
1 
5 
1 
1 

6 
1 
2 
2 
1 
1 
3 
1 

111 
2 

2+5 
1 
2 
2 
1 
3 
1 
1 
3 
1 
1 

Recipient 

BASICS 
BASICS 

BASICS 

BASICS 

BASICS 
BASICS 

FHI 
FHI 

FHI 

FHI 

FHI 

FHI 

FHI 

FH I 

FHIIJSU 

FHIIJSU 

JHUIPCS 

JHUIPCS 

JHUIPCS 

JHUIPCS 

JHUIPCS 

JHUIPCS 

JHUIPCS 

JHUIPCS 

JHUIPCS 

JHUIPCS 

Lagos 

Lagos 

Lagos 

Lagos 

Lagos 

Lagos 

Lagos 

Lagos 

Ibadan 

Ibadan 

Sponsor SIaned 
Rece~pt? 

YES 
YES 

YES 

YES 

YES 
YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 

YES 



FINAL FINANCIAL REPORT , 

THE AFRICAN-AMERICAN INSTITUTE 

CONTRACT NO 620-00d(-C-00-8008-00 

APRIL 1,1988 TO SEPTEMBER 30,1997 

The final report for Contract No 620-00d6-C-00-8008-00 IS shown In two formats The 
frst format shows the expenses for each rndrvrdual year of operat~on from 1988-1 997, 
wh~ch IS when the fmal accountmg was completed The second format contams the 
same mformatron as the first report, but IS presented In summary form 

Durmg the close-out of subject contract, The Afncan-Amencan lnstrtute (MI),  conducted 
an extenswe revlew of the costs rncurred by a major subcontractor, Sweet Hrll 
Assoc~ates, Inc (SHA) The result of that revlew was the drsallowance of $357,43Qm 
subcontractor costs 

Pr~or to that d~sallowance, AAl's contract reflected an over expend~ture of $57,398 After 
the d~sallowance, the contract reflected an under-expend~ture of $300,041 

Durmg the last few months of the antlc~pated perrod of performance of subject contract, 
September 30, 1995, AAI entered mto a letter contract wlth USAlD for the contmuance of 
the servlces bemg provrded under the subject contract That letter contract, No 624- 
0001-C-00-5052-00, contamed the followrng clause In Mod~f~cat~on No 1 paragraph F 1, 

"It 1s the mtent of the partres that expenditures allocable to either contract shall be 
charged first to contract 624-000JC-00-8008-00 and then to this contract r f  no 
funding is available under the orrginal contract" 

As a result of the d~sallowance of costs to SHA and the resultant under-expend~ture AAI 
transferred $300,041 from contract 5052 to the subject contract 

All md~rect rates used In the final accountrng have e~ther been approved as final by 
USAlD or have been subm~tted to USAlD as proposed final rates, but the requested 
approval has not yet been rece~ved The audrted financral statements of The African- 
Amer~can lnst~tute reflect contract costs based on prov~s~onal lnd~rect rates, not final 
rates There are therefore minor d~fferences between the financ~al mforrnat~on contamed 
In thrs report and MI'S aud~ted fmanc~al statements 



The Afr~can Amerlcan lnstltute 
Famrly Health Serv~ces - Nlger~a 
USAlD Contract No 620-0001 C 00 8008 00 
Contract Per~od Aprtl 1 1988 to September 30 1997 

NET 
EXPENSE CATEGORY G/L ACCT COSTS 

\alarm &Wages* 600 6010 6020 , 
\alancs &Wages 600N 60202 60204 

Total Salarres &Wages 

I rrnge Benefits* 
I nnge Benefits 

Indirect Cost B a d  
I mil 011  I Ratc (3) 
O v e r l i ~ ~ d  Final 

601 602 60300 6030x 
6OlN 602N 60305 60314 
Total Benefits 

1 rax e1/7 rans /Per Drem* 
I ravel (Consult~nts) 
1 ravcl/Trans /I'cr Diem 

O v c r l i ~ d  Nlbcrla @3?r0/0 (1) 
Total Actual Overhead 

6300 6500 65012 603 6100x 261 993 

800 8310Y 8350X 193 428 
603N 61002 61008 101 889 
l oral I+ravel/ rrans/Per Diem 557 310 

89107 65014 65018 606 607 608 140 112 

606N 607N 608N 63001 893 705 

non overheld bcanng 89107 
Total Expendable Supphes 1033 817 

\wect ti111 h.socntes 5 502 666 

CCCD/NCCCD Program 86121 840V 1 382 137 

I f l \ /NFH\ Program 8610X 86122 2 960 731 

Chhcr Dlrect Costs/ 
Nor1 expendable supphes 950,816 815 814 813 810 786 077 

m 

Total Costs t 5 235 556 

* I xpcnses In ovcrhead base 
1) 33% applies to GOON accounts 1 otal Amount Funded 15 535 597 

2) 800 accounts are charged no overhead Underexpended (300,041) 
3) Fmal Rates Per A 133 

Expenws transferred from ( ontract 624 0001 C 00 5052 300 041 

Balince $0 



e Afncan-American lnstltute 
m~ly Health S e ~ ~ c e s  - N~ger~a 

SAID Contract No 620-0001 C 00 8008 00 
antract Per~od Apr~l  I 1988 to September JO 1997 

SHA NET 
XPENSE CATEGORY G/L ACCT 1988 1989 1990 1991 1992 1993 1994 1995 1996 1997 TOTAL DISALLOW COSTS 

danes & Wages 600 6010 6020 $19 048 $10 620 $9 325 $9 623 $18 875 $44 653 $193 684 $230 408 $66 156 $14 262 $616 654 $616 654 
alanes & Wages GOON 60202 60204 72 429 100 299 83 857 111 794 167 835 98 768 137 187 772 170 

Total Salmes &Wages 19 048 83 049 109 624 93 480 130 669 212488 292 452 367 595 66 156 14262 1388 824 

nnge Benefits 601 602 60300 6030x 40 1 2 197 2 954 3481 5 213 9 367 22 824 45 626 24 872 4 019 120 954 120 954 

nnge Benefits 601N 602N 60305 60314 3,298 9,428 18,025 37,586 49,458 18,376 25,443 161,613 
Total Benefits 401 5495 12 381 21 506 42798 58 825 41 200 71 069 24 872 4 019 282 568 

nduect Cost Base 22 593 51 447 44452 24021 47 657 200 946 251 867 337759 133 965 25007 
-ma1 O/H Rate (3) Exclude 8 0 0 ~  & N &Sweet Hill 61 63% 59 MO/o 64 84% 66 61% 63 10% 61 87% 71 62% 68 03% 69 74% 9300°/o 
3verhead Final 13924 30580 28 823 16000 30071 124325 209 567 229 777 93 427 23 257 799 752 

3,erhead Nlgena @33% (1) 4,708 40,592 54,589 55,393 71,305 11 1,302 93,480 110,306 0 541,676 
Total Actud Overheld 18632 71 172 83412 71 394 101 377 235627 303047 340083 93 427 23 257 1 341 428 

Travel/Trans /Per Diem 6300 6500 65012 603 6100~ 2187 34151 27198 7980 17 896 107721 10 695 21 869 36455 (4 160) 261 993 261 993 

Travel (Consultants) 800 8310X 8350X 4 295 4 235 7 234 4391 8 699 19 964 35 210 74 313 35 086 197 428 193 428 

TraveVTrans /Per Diem 603N 61002 61008 5,309 6,280 (1 7) 399 481 60 49,505 39,872 101,889 101 889 

Total Travel/Tnns/Per Diem 11 791 44 666 34 416 12 769 27 076 127 745 95 410 136054 36455 30927 557 310 557 310 

E~pendlble Supphes 89107 65014 65018 606 607 608 956 4479 4 975 2 936 5 673 39 205 24 663 39856 6481 10 886 140 112 
606N 607N 608N 63001 8959 40999 55712 65 578 66 216 119 926 116 625 131 757 287 933 893 705 
non overhead bearing 89107 
Total t~pendable Supphes 9 915 45478 60 688 68514 71 889 159 131 141 288 171 613 6 481 298 820 1033 817 1 033 817 

Sweet Hill Assou~tes 425 732 716 079 401 433 879 047 546 481 1 114 441 1 396 232 347 081 33 580 5 860 105 357 439 5 502 666 

CCCDINCCCD Program 86121 840V 366 042 559 769 21 174 435 152 1 382 137 1 382 137 

FHS/NFHS Program 8610X 86122 341 037 1 301 384 801 264 20 568 496 478 2 960 731 2 960 731 

Other Direct Cost\/ 
Non e\pendable supphes 950 816 815 814 813 810 201 1,520 4,472 5,101 4,601 43,316 40,742 409,049 198,409 78,666 786,077 786 077 

Total Costs 485720 967460 706426 1151811 924890 2292610 3977797 3203577 467544 1415 160 15592995 357439 15235556 

1) 33% apphes to GOON accounts, 
2) 800 accounts a re  charged no overhead 
3) Final Rates Per A 133 

Total amount funded 15 535 597 15 535 597 

01 er(under)expended 57 398 (300 041) 

C\penses transferred from USAID Contract No 624 0001 C 00 5052 00 300 041 

Balance $0 
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I .  INTRODUCTION 

In fulfilling my responsibilities per the Consultant Employment Agreement, I travelled to Lagos, 
Nigeria, departmg Washington November 11, 1992, and remained there through November 23rd 
I was joined by Warren Ruppel on November 16th, we attended together the Nigenan Familj 
Health Services Project (FHS) Heads of Division meetmg on November 16th, the Personnel Task 
Force meeting on November 18th, a discussion wlth George Oligbo on November 21st 
concernmg his employment status, and the final debriefing with the A I D Affairs Officer, 
Eugene Chlavaroli, on November 23rd I met on several occasions with John McWilliam and 
also on a daily basis wlth George Ollgbo Everyone extended to me thelr warmest cooperation 
and helped make my task that much easier, lkewise, the FHS staff could not have been friendlier 
nor more cooperatwe 

My contracdal Scope of Work called for 

1 Review the AAIISweet Hill Associates Scope of hL ' for a personnel policy review 
in llght of 1) exishng FHS personnel policies, pracbces and documentation and 2) the 
likely requirements of an expanded, consolidated FHSJUSAID operabon in the future 

2 Meet key project directors, heads of divisions and staff in USAID projects as well as 
members of the Personnel Task Force to idenbfy key areas of concern 

3 Fmalize with the Project Officer final Scope of Work and negohate a draft agreement 
to be concluded by AAI for a locally available consultant at an appropriate level of 
compensabon to complete a full-scale, longer term personnel policy review 

4 Review the status of the AAI Director of Operabons, with a view towards regularizing 
hls appointment at an appropriate level on the U S Embas$y scale for Nlgerian 
employees 

5 Review any pressing personnel acuons that require AAI attenbon and report as 
appropriate 

6 Submlt a trip report to the Vice President for Programs with recommendations for 
Immediate acbon by AAI 

As a modus operandi, I asked a specific set of quesbons to each individual I interviewed In the 
process I heard, of course, many comments, some complaints, and several recommendations on 
the toplcs I raised as well as others that were relevant to the pnnclpal issue sunoundmg my 
mvesbgation how can a un~fied personnel system administered by a single contractor, AAI, be 
best structured, introduced, and implemented, wlthin FHS that will lncluded the professional a? 
well as the Project support staff, The "Interview Protocol" IS attached as Amex B The persons 
contacted, including all lnterviewees, is attached as Annex A Prior to establishing the interwew 



protocol and In preparation for the asslgnment, I read several documents and files wh~ch dre 
listed m Annex C 

Th~s report does not foIlow the usual method of report w r m g  wh~ch would address each Item 
In the contract Scope of Work In a singular, unrelated fash~on, rather, it attempts to be a more 
pragmat~c plan of actlon and statement of factual findmgs, knowing thdt the recipient of the 
report IS most fam~liar w~th the srtuabon In Lagos with respect to the FHS project The report 
organizes the responses to the protocol quesbons, discussions, comments, and my own 
recommendat~ons into the following sectlons 

I Findlngs and Prlnc~pal Issues 
I1 Recommendations 

I11 Personnel Pollcy Review 
IV Comments by FHS Staff 
V Regularizat~on of George Ol~gbo's Employment Status 

VI Other Presslng Personnel Actions 

All elements of my contractual Scope of Work were covered except I d ~ d  not "negot~ate a dratt 
agreement" as stated In ltem number three I did ~dent~fy the Scope of Work for the local 
consultancy agreement, as ind~cated In this report, but the full draft agreement w~ll  requ~re mmy 
dubes, cond~tlons, and requirements that must also be included I concentrated my effort on 
fleshmg out the scope of work, especially m light of the urgency to conclude the work hy 
January 1, 1993 when the FHS professional employees are to be transferred to AAI's contrdct 
It there were more time, then the scope could have been expanded to ~nclude a full revlew of 
personnel pollcies and procedures, that must awalt another effort In early 1993 

Whtle this report strives to record accurately the statements of others, respons~b~l~ty for vlewq 
correctly understanding the viewpo~nts expressed I~es w~th the author 



IT FINDINGS AND PRINCIPAL ISSUES 

1 No ~ersonal services contract exists between AAI and Wilma Nwanze for the Personnel Policv 
Review although Wilma was requested by the Personnel T a ~ k  Force (PTF),chaired by George 
Ohgbo and by John McWilliam, Project Administrator, to begin work The PTF provided an 
inihal scope of work (SOW) that was later revised The revised SOW was further changed by 
Eugene Chiavaroli who eliminated those aspects whlch required a survey of comparable 
employers in Nigeria Wilma began discussions with FHS staff and reviewed documents, but 
agreement to a formal contract stalled over the issue of her rate of compensation After meeting 
w~th Warren Ruppel and myself on November 17th, Wilmd agreed to submit a proposal that 
would substantiate her desired rate of compensaQon ($300 daily) She d ~ d  deliver this proposal 
on November 22nd, Warren Ruppel received it 

2 To ldentifv an alternate person to conduct the PPR, I contacted the Managing Director of 
George Odia & Associates, Mr S G Odid, a prominent firm of industrial and management 
consultants based in Lagos, to determine if this firm would be interested in carrying out I., _ DPR 
w i h n  the proposed bme frame, i e to finish the job by 1213 1/92 Mr Odia said he would be 
pleased to submlt a proposal, if we wished He also supplied me with an example of one of the 
firm's recent proposals that contained his c v (tadored for that parbcular proposal) as well as 
the proposed costs including the rate for principal investigators Mr Odia, accompanied by Mrs 
Odia, who has considerable experience in the personnel administrabon field, met wlth Warren 
Ruppel and myself on November 22nd, we explamed the dimensions of the proposed PPR and 
prov~ded a statement of the SOW The Odias expressed their desire to submit a proposal I am 
confident that the Odia daily rate for a principal investigator for the PPF will be substantially 
below $300 daily We encouraged them to contact George Ollgbo to obtain the additional 
mformaOon they will need in order to prepare their proposal 

3 USAID Lagos (AAO/Ni_~eria) has not clearly indicated to current FHS staff the procedures 
that will govern the retainment of FHS-I staff after 12/31/92 The recruitment of new staff ha5 
begun, e g the advemsement of four jobs In a local newspaper on 12/16/92, but current staft 
do not know whether or not to apply for these positions If they fail to apply for any job, what 
happens to therr contmued employment7 Will they be contacted ahead of the advemsement of 
FHS posibons available with informabon about their relabonship to the to-be advemsed jobs" 
More fundamentally, will &I current employees have to compete agalnst non-FHS respondents 
to advertisements in order to continue worlung in FHS' If so, does this apply to support 
personnel as well as professional staff, How can an FHS current employee know if an 
advertised position corresponds to an exisbng posibon that is being conbnued" or IS a new 
poslt~on that amalgamates several old posihons? or is an enOrely new posihon~ Several current 
FHS staff expressed their deep concern about the uncertainty that exists through a lack of 
communicabon 

4 Current nIy to a limited extent w~th the cooperabng apency (CAI that  employ^ 
lhem raher than w~th the FHS project, there will not l~kely be an adverse impact as a result of 
thelr transfer after 1213 1 92 to a unified FHS personnel structure Senlor professional staff in 



FHS are much more concerned about what job they will have in FHS-I1 and whdt the 
cornpensalon and benefits packdge w~ll  be, they are not especially hothered by the prospect ot 
being "employed" in a technical sense by AM or another CA that acts as personnel administrator 
for the project The greater management challenge under the unified personnel system w~ll  he 
to assure that the lmes of authority on technicdl guidance are hncloning and are clear to the 
professionals whose dlrect links to then former CAs have been broken 

5 The absence of d severance allowance ralses cons~derahle concern among the professional stdft 
I mterviewed I would recommend that this matter be reviewed, in a formal manner, w~th  the 
Embassy Personnel Officer, to determme if there are not conditions when contract-h~re personnel 
are terminated because thelr project explred, for which they might receive an allowance (e g , 
one month of pay for each year of contmuous service to that project) The FSN Compensatwn 
Plan for Niger~a states that there is a Severance Payment Plan for FSN employees in Nigerid 
In the " ~ p ~ l i c a b i l ~ t y "  sectwn, however, it further states " Excluded from coverage are 
employees of USAID instrtut~onal contractors, " 

6 The relrement ~ l a n  maintained by the Embassy for FSN employees should become part of 
the FHS personnel structure One oplon is suggested below (#7) According to James 
Herrington, CCCD employees are already in the retxement plan and must be continued ~t 
transferred to FHS 

7 To reconcile the mequity widely perce~ved by FHS staff that FHS contract hire e m p l m  
assume a greater risk of job insecurity than Embassy FSN em~lovees, FHS m~ght offer 
employees an addit~onal opt~onal benefit the choice of entenng the Embassy relrement pldn, 
or to recelve a severance allowance paid upon terminalon of employment if not for cause or 
resignation 

8 There should he standard~zed consultant fees. per diem rates. and expense reimbursement 
polices S~milar to salanes and benefits being different for the several CAs who have employed 
profess~onal level staff, the consultant rate [someumes for the same Nigenan ~ndlvidual] can be 
different COL increases to staff should also be applied uniformly to the consultant rates 

9 Sweethill Assoc~ates (SHA) employees were budgeted to recelve pay checks from Sweethill, 
not AAI, but as a subcontractor to AAI, however, Eugene Chiavaroli took excepbon to thts 
arrangement dunng the debnefing meetmg on 11/23/92 In his office It was agreed (by Warren 
Ruppel at the meetmg) that AAI would Issue the paychecks to SHA employees and that SHA 
mlght reimburse the cost to AAI T h ~ s  arrangement should not m any other way disfingu~sh 
SHA staff from all other FHS staff personnel pollc~es Whlle there i s  no ind~cat~on of any 
d~fficult~es looming in t h~s  regard, it is an mconslstency that should be carefully monltored 

10 FHS staff paid by AAI will be cons~dered by AAI as ~ t s  employees, however, these staff will 
lot be under the regular AAI personnel ~olicies They will be FHS contract lure personnel, 
,ubject to FHS personnel pollc~es This difference should be clearly spelled out in all letters of 
appo~ntment or engagement between AAI and the FHS staff 



1 1 As the FHS Project moves Into the transition penod on 1/1/93, there are no apparent pldn~ 
to conduct a formal a~pralsal coverine performance of the Operahons Dlvlsion s u p m t  statf in I 

1992 There was such an exercise for 1991 performance, and it was wldely applauded a$ d 

posltwe step forward in the adminlstrahon of FHS personnel pollcles 



111, RECOMMENDATIONS 

A Formalize agreement for Personnel Policy Review (PPR) - 
No contract now exists Need consultant contract, with agreed scope and fee, 
between AAI and consultant, and approved by AID contracting officer Wilma's 
current mandate, all though well intended and oriented, is incomplete and without 
a basis for payment by AAI Work order alternative mode to consultant contract 

B. PPR scope of work (SOW) - 
SOW provis~ons should include (1) uhlize, as provided by Project 
Administrator, Embassy salary scale and job classifications as agreed basis for 
unified FHS personnel structure, (2) utilize, as provlded by each Cooperatmg 
Agency (CA) in-country representame, personnel material\ from current CA 
employers for all professional staff to be transferred to unified personnel system, 
(3) identify each individual to be so absorbed by Project Administrator with 
projected date of absorpt~on, (4) review of all job descnpbons for FHS-I 
professional staff to be absorbed into urufied personnel system, (5) harmonize 
each job descnption with Embassy personnel structure, creabng new positions, if 
needed and as appropriate, (6) Interview all persons to be so absorbed, (7) revise 
harmonization of individuals as might be required after interview, (8) review 
existmg FHS-I Personnel Policies Handbook prepared by AAI for support staff, 
(9) recommend modificattons to sa~d Handbook as a result of the introductm of 
the un~fied personnel sbucture, including personnel matters requiring correction, 
modification, clarity, andlor descripbon, (10) prepare final wntten report for 
submission by 1213 1192, (1 1) oral report on findings and recommendations during 
January 1993 

Upon completion of the above scope of work by the consultant, there should be 
a formal revlew, modification, and acceptance of the report by the performance 
appra~sal Evaluation Review Committee [McWilliam, Ak~nyem~, Oligbo], 
followed by approval by the A 1 D Affairs Officer [Chiavaroli] 



C Esumdted level of effort for PPR - 
- 

The agreewent should be based on a projected level of effort based on the number 
of lob descriptions to be reviewed, the number of people to be interviewed, dnd 
the bme required to (A) review the Embassy scale and job descnphons related 
thereto, (B) review the CA personnel policles of Johns Hopluns Univers~ty 
(JHU), Pathfinder Internauonal (Pl), Family Plannlng Internauonal Assistance 
(FPIA), an3 Combattmg Childhood Communicable Diseases (CCCD) , ( C )  meet 
with Personnel Task Force (PTF), (D) revrew the several CA job descnpbons and 
hm-nonizabon of each CA job descnpbon to Embdssy scale, (E) mterview edch 
pn-rfessional staff person to be "unified", (F) modify inlt~aI harrnomzahon efforts 
in selected cases based on mterview, (G)  prepare recommendatmns for 
modlficabon of FHS-I Handbook, (H) prepare written report, (I) oral report and 
discussion with PTF My level of effort esumates m person hours are 

A 

B 4 CAs 

C 

D Public 
Private 

* IEC 
Policy 

** Op5 
# New 

*** CCCD 

E 

F 

G 

H 

1 

Contmgencles 
Total 

1 13 person hours 
3 "  n 
128 " I1  



SUMMARY 
Pmcipal lnvestigdtor 16 person days 
Clerlcal support 5 " w 

# refers to advertisements on 1 1 /I6192 for four new types of jobs 

* assumes that IEC professional personnel will not transfer to un~fied 
personnel system until July 1994, therefore, they are excluded from the 
CA personnel policies revlew at this hme 

** assumes that AAI dnd Sweethill Associdtes support personnel do not 
require job classification review and harmonizabon at this hme 

*** assumes that job descnptron review, harmonlzatron, and interview for 
CCCD employees wlll be easler and take less ume in that the hiring 
organizabon, CDC, is a U S government agency and therefore the 
Embassy scale and classlficatron system has been used by CDC Only a 
llmited number of CCCD employees will be absorbed at this ume 

This level of effort esbmate also assumes that other acme CAs in N~ger~a  
will not, for one reason or another, be part of this CA personnel policies 
review exercise, e g AVSC, ISTI, MSH, JSI, AlDSCAP although some 
small number of their employees may be absorbed into the unified 
personnel system dmng the FHS trans~hon period 

To achleve this scope of work in the esbmated number of person days, the 
principal inveshgator should be prepared to undertake most of the tasks, some 
small pornon of the effort may be delegated The principal inveshgator should 
be quite experienced m reviewing and preparing salary scales, job descriptions, 
and with the effort needed m a narmonizatron exercise 

D . Possible Pnnc~pal Invesbgators - 

Wilma Nwanze, Gendys Internahonal Limted, P 0 Box 72025, Vlctona Island, 
Lagos (tel 610-577) 

S G Odia (Solomon), George Odia & Associates, P 0 Box 9698, Manna, 
Lagos (tel 822-7 12) 



E Proposed AAI Unified Personnel Svstem Work Plan - 

I Personnel Pollcy Review (PPR) 
a Start ASAP - 12/31/92 
b Choose principal investigator (PI) dnd finallze agreement 

c Identlfy George Oligbo as AAI PPR manager and contact penon 
for PI 

d Provide PI with Embassy salary scale and job descript~on 
mformabon as bdsls for unified personnel system (to he ob td~nd  
by George Oligbo through John McWill~am/Eugene Ch~avaroh) 

2 FHS Personnel Spec~ahst (PS) 
a Wrlte job description and advertise position ASAP Response to 

advemsements to be closed by 1213 1/92 
b Review of applications, interviews, reference checks, m d  choict 

to be completed in Jan 93 
c Employee begm work on 211 I93 

3 AAI Personnel Special~st 
d AAI/NY identifies a personnel speciali~t ~n December who cdn 

travel to Lagos In earl> January for TDY assignment of 90 d q \  
b Meets with PI, PTF, George Oligbo, and Project Adm~nlstrdtor 10 

review Personnel Policy Review report 
c George Oligho and Project Admln~strator define outcomes and 

priorities for the balance of the 90-ddy assignment 
d Takes charge of the final recruitment effort for the PS 
e Establishes procedures and operational guidelines for personnel 

operation headed by PS 
f Undertakes and completes revision of existing FHS Personnel 

Policies Handbook based on the Report recommendat~ons dnd 
additional meetmgs wlth the PTF and Project Administrator 

g Provldes a wntten report to George Ol~gho (for transmittal to other 
appropnate pames) describmg tasks accomplished, dlfficultle\ 
encountered, and recommendauons for improvements 

h Returns for an addrbonal 15-30 day TDY during July - August 
1993 to review personnel policies, procemres, problems, and maht 
recommendabons for the PS to fol'ow up on In the ensunng 
months of the transition penod 

4 A A1 Preparatory Tasks 
a In addltion to rapid implementa~on of the three above ~ t e  ns, AAI 

New York and the Operations DIVISIOL Director, Georg~ Ohgbo, 



should venfy the names of each CA employee to be transferred to 
AAI effecbve 11 1/93 

b AAl should prepare a Transfer Form that contains sufficient data 
fields for AAI to enter a new employee on its payroll and into the 
personnel system now being ublized for FHS support personnel 
This Form should contain a specific paragraph that state5 its 
purpose, and there should be space an it for signatures indlcdting 
approval by (1) the employee, (2) the Director of the Operat~ons 
Division, on behalf of AAI, and (3) the appropriate official of the 
cooperating agency for whom the employee prevrously worked 

c Thls Transfer Form should be circulated, with an Expianatory 
Memorandum, to all affected employees and thetr CA supervrsors 
after its contents and distribution have been approved by the 
Project Administrator, John McWilliam The Transfer Form 
should be created, approved, and circulated to affected employees 
by no later than December 7, 1992 

d The Explanatory Memorandum transmitting the Transfer Form 
should also more broadly explain the reason for the change of 
employer as well as the procedures for further elaboration and 
modification of the unified personnel system that IS hemg 
implemented, i e the tasks outl~ned above re PPR, hirlng of the 
N~genan Personnel Specialist, TDY of the U S personnel expert, 
revislon of the FHS Personnel Policies Handbook 

e It IS recommended that all staff be adv~sed that the Performance 
Appraisal for Operabons Division support staff will be delayed 
unhl January 1993, ~f it is feasible to begin the at that bme The 
exercise will not be conducted earlier because the personnel actions 
related to the creabon of the fully unlfied personnel system will 
first be put into place The Personnel Policy Rev~ew consultant 
will be carefully evaluabng all professional job descriptions and 
dubes to establish the correct gradektep level for all profess~ondl 
employees to be absorbed into the unified personnel structure on 
1/1/93 

f I would further recommend that the Evaluatron Revlew Committee 
members (McWllllam, Akmyemi, and Oligbo) revlew the 
consultant's recommendahons on job classifica~on for professional 
staff, as an alternative at thls Qme to the 1992 performance 
appraisal review, the Committee should have the authority to 
modify the consultant's recommendahons whenever appropmte 

5 Personnel System Work Plan AgreementIUpdate 



! 

Perhaps the most Important recommendation to make is that AAI and the 
Project Adm1n:strator should reduce to writing their agreement on AAI s 
tasks and pnorihes for the management of the FHS unified personnel 
system 1 would recommend that there be a quarterly work plan whlch 1s 
prepared and agreed pnor to the start of the quarter, the prepadtion of thl$ 
work plan will greatly ass~st the Project Admmstrator to focus on the 
perqonnel Issues within the Project, dnd will enable AAI to be firmer and 
clearer in the meetlng of its responsibilities Wlth the cooperating 
agencles being eased out of then former admmistrative role re personnel, 
there will be tension and unhappmess to overcome, having a system + 

approach to what has to be done and when ~t should be undertaken dnd 1 

completed will make life much easler for all, includmg, especially, the 
FHS stdff 



IV Personnel Pollcy Revlew (PPR) 

John McWilham 
- Durlng first meetmg on 1 1 1 13, we revlewed the status of Personnel 

Policy Review proposed scope of work as glven to Wdma Nwdnze 
Thls document consisted of only one page, ~t was a revrsed verslon 
of two page document In the AAI FHS fiIes The revlsed scope of 
work way modified, apparently dunng the last week of October, by 
inked changes that crossed out three secoons [related to conductmg 
a survey of other organizations and developing a new saldry 
structure] and added a few words 1"staff evdluatlon" and 
"CCCD"] The more limlted deliverable was "conduct exercise tor 
updatmg and rewribng job descriptions to include the 0bjeCtlve or 
purpose of the job, field of responsibilities, expenence, skills and 
capabilities, etc Develop a unified personnel policy handbook for 
all US AID-sponsored projects " 

- The "deliverable" noted above was also incremented in a pen and 
ink change to Scope of Work noted above that stdted In the 
Purpose secbon "staff evaluation" So, the purposes to be served 
by the scope of work were as revlsed A Develop a direct 
strategy for handling all personnel matters In USAID projects 
(CCCD), B Conduct a full-scale job evaluation including updatmg 
all job descriptions and job speclficatlons Conduct a job grading 
exercise for all levels of staff based upon those descnpbons, C 
Develop personnel policies and guidelines to effecbvely handle all 
personnel matters, D Propose departmental structure and staffing 
pattern, E Propose departmental structure and staffing pattern, F 
Staff evaluation " The "deliverable" secbon of the scope, 
therefore, did not Include produchon of a "departmental structure 
and staffing pattern" or a "staff evaluat~on" which were included 
as purposes of the scope of work I conclude, therefore, that 
Wilma's mandate was only the first step in the personnel pohcy 
review and that there needs to be other follow on inputs to achleve 
all the stated purposes 

- John sald In our 1 11 1 3 meehng that he expected Wllma to conduct 
the personnel appraisal review for CY92, to achieve an annual 
revlew simllar to the well-recelved (by staff) process that wa5 
followed in 1992 for CY91 performance As a result of the lagt 
exercise, vanous staff were reclassified by step and even grade 
based on their current work responsibillhes John and George 
should not have to be so mvolved In the organmtional aspects of 
the CY92 review 



Personnel Task Force 
- At our meetmg on 11/18, when the Proposed Scope of Work for 

the Personnel Policy Rev~ew was examined from the cop~es 
previously d~stributed to the PTF, I learned that there was a second 
page to the document that the PTF stdl cons~dered operative I t  
included two add~tional deltverable outputs from the Rev~ew 
"Standard~ze the local consultant and per d~em rates" and "Develop 
an adm~nistrat~ve unlt to implement personnel pollcies in edch 
project " There were also other statements about spec~fic items to 
be included in the unified personnel policy handbook, appomtment 
of a liaison committee (no names), and a schedule that lncluded 
implementat~on of the unified personnel policies by 1213 1/92 

- At our meeting on 11/18, 1 was also glven a copy of the m~nutes 
of the J- " meetwig on 1 1 /4/92 They mdlcated that "There are no 
tlme limlt or deadlines as earlier d~scussed " Three members ot 
the Iia~son PTF committee were  dentd died Helen Nwabuoku, 
CCCD, M~ke Egboh and Uche Ekenna of FHS Other spec~fic 
elements to be rev~ewed were identdied "Wilma Nwanze was 
introduced as the consultant hired to work on the product~on of a 
personnel handbook for all AID projects " 

- At our meetmg on 11/18, 1 also was glven copies of the mlnutes 
of earlier PTF meetings on 9/23/92 and 9/2/92 Clearly, there IS 

an earlier history of PTF involvement, of a prevlous defin~tmn of 
the scope of work for this policy revlew, of spec~fic Item.; to be 
covered, resource documentation to be consulted, and of an 
expected unified personnel poltcy handbook output that would be 
revlewed by the PTF and implemented for FHS and other AID 
projects 

Wilma Nwanze 
- Wilma, Warren and I met on 1 1 /17 We bnefly rev~ewed the 

purposes of the PPR, but when the conversaoon sh~fted to the 
subject of her requested rate of reimbursement Warren expla~ned 
the need for a formal proposal with support for the requested rate 
based on esbmated level of effort (in person days) and her 
expenence and that of her associates clearly stated W~lma feels 
that she has, through fixed prlce contracts In the personnel field 
smce leaving FHS, substan~ally improved her status, and that her 
assoc~abon w~th Ornolayole Associates adds prestige, expert~se, and 
cost wh~ch is reflected In her proposed $300 dally rate Wdmd hds 
already worked on the PPR, but will not prov~de any further 



services nor a work product until the rdte issue is settled Fair 
enough She will go forward and prepare the propadl that 
Warren requested 

- On 11/22, Wilma presented her proposdl to Warren and myselt 
Warren retained the proposal, but first made a copy for George 
Ol~gbo The proposal was under the Ornolayole Associates 
letterhead, ~t contamed a one-page statement of the scope t h d t  wdg 

word for word the scope of work she had been glven by FHS She 
added one or two pages coverlng the capabilit~es of the Omolayole 
firm The only other informabon provided was a budget $18,000 
for two people at 40 work days each, plus mother $9,000 tor 
cler~cal support, travel, materials, etc The estimated ume of 
compleuon was 8 weeks Needless to say, neither Warren and I 
were impressed wlth the proposal Itself nor the eamated cost 

Solomon Odid 
Victoria Odia 

- On 11/22, Warren and I met with the Odias who are interested in 
bidding on the PPR job See "Findingc and Principal Issues" 
number two, in t h ~ s  report for a review of the meeting 

Eugene Chiavaroli 
John McWilliam - During the debriefing on 1 1 /23, that also included Warren Ruppel 

and George Oligbo, Chiavaroli stated (a) the desire to have more 
than one competitor for the PPR, (b) that hdving more than two 
competitors would be desirable but not necessary if ume were a 
factor and if we were otherwise satisfied with at least one of the 
proposals, (c) that previous Nigerian consultants to USAlD Ldgos 
might be contacted, including P~oneer Associates, (d) that it wds 
important to get on with the work 



V. COMMENTS BY FHS STAFF [see Annex B for mtervlew protocol1 

1 Identification of ~rofessional staff person wlth Coo eratine Apenc 

John McWilliam 
Project Administrator 

- wants staff to identify with FHS Project rather than CA 
Employment agreements should reflect primary loyalty and 
identificabon with FHS although personnel funct~on lodged with 
AAI or another contractor for personnel and related services 
(admin~stration and finance) However, for polit~cal reasons wh~le 
operating In Nlgena, FHS IS d~sttnct from USAID Technical 
resources and policy guidance will be ava~lable through former 
CAs and other agencles (e g PSI) by mlssion buy-~ns to AID/W 
core contracts, or thruL,h AIDfW funds from those core contracts 

- un~fied personnel structure for all professional staff needed by 
111 /93, to begin to replace employment arrangements for FHS-I 
staff retained in transition period and in FHS-I1 Contracts w~th 
FHS-I CAs expire at d~fferent tlmes, not all personnel will be 
absorbed into the unified system on 1/1/93 AAI will employ In 
unified system, AAI procedures to be in place by 1/1/93 

Eugene Chldvaroh 
AID Affam Officer 

- not only employees of FHS-I CAs wdl be absorbed ~n to  unified 
personnel structure during FHS-Trans~uon (FHS-T) and FHS-11, 
but other USAID projects as well, e g CCCD 

- expects to see organogram for FHS-I1 personnel structure and 
staffing pattern (as stated In Wilma's scope) 

Ade A Adetunj~ 
Foluke Shobowale 
AVSC - Main concern IS "what we do" Need to assure that personnel 

structure does not ~mpede performance nor compromise ~ t s  qudlity 

Gbola Omotosho 
Pathfinder 

Anxiebes are lower now than a few months ago when profess~ondl 
un~fied personnel system first surfaced 



Akin Akinyemi 
ISTI 

- Fear is not movlng from one CA to another, rather, ~t is that 
recruitment for new posihons will not be brought to your attention 
The issue is what job wlll I be doing in the future, rather than 
which CA will employ 

Uche Ekema 
FPIA 

In FHS-I staff were somehmes loyal to their CA, either pnme or 
sub contractors, to the detriment of the FHS project The design 
will be better in FHS-I1 rf there is a unified personnel system 

- FPIA staff did not have external training opportunities than other 
CAs provided, therefore, weaker idenhficdtion wlth FPIA and 
greater ~denhfication with FHS 

Uche Azie 
FPIA 

- It IS the job that counts first FHS is s~milar to a Nlgerldn 
ins6tuUon While it is helpful to be associated directly wlth dn 
internabonal organizahon and that was a considerabon when first 
being employed, it is now well understood that FHS is a contract 
job tied to a project The excitement is worklng in this field, 
family planning, being a ploneer The job is the more important 
issue, not the employer 

- It IS better when the supervisor for personnel issues is physically 
close to the employee's work site 

Susan Krenn 
JHUIPCS 

- There are pluses and minuses to a unlfied personnel system The 
lack of such a system in FHS-I for professional staff meant thdt 
they identtfied more easily, frequently with the employmg CA than 
with the FHS Project All being under the same system will be a 
plus provldlng that the staff development support provided in FHS- 
I through the CA is continued in the un~fied personnel system 

- How will the professional relat~onshlp, apart From who 1s the 
paymaster, contmue between professional staff in FHS-I1 and the 
CAs? How to fill that void? 

Nosa Orobaton 
JHUlIIP 



- 

- Shlfting to a unlfied personnel system and glving up the employer 
Oe to a CA w1l1 not be a problem Especldlly at the Grade 10,I 1 
level of FHS program officers, loyalty is to the job, and the degree 
of flexibility one has to perform In that job determmes their 
sabsfaction to the major extent 

James Herrlngton 
CCCD 

- While there are now some minor differences between the CDC 
adm~n~strat~ve polrc~es and those of FHS, there wrll not be a 
problem for AAI to subsbtute as the payroll check wnter and the 
manager of personnel matters - 

- CCCD has vislble, s~gnlficant word-name recognlbon throughout 
Nigerla, employees ~denbfy wlth the Project rather than with CDC 
as the contract adm~nistrator 

George Ollgbo 
Taiwo Kehmde 
AAI and Sweethlll (SHA) - 

- SHA will continue to have ~ t s  own employees, the number wlll be 
greatly expanded, to include all dnvers (now AAI), FPlA 
professional staff, and CCCD 

- S H A s t a f f w i l l b e f u l l y a n d e q u ~ t a b l y a b s o r b e d ~ n t o t h e F H S  1 
unified personnel system, apart from havmg thelr pay checks 
prepared by SHA rather than AAI On the books of thelr home 
offices, AAI and SHA staff will be lncluded as employees of thelr 
respecwe organizations, but otherwise their condit~ons ot 

I 
employment will be the same as provlded under the unlfied FHS 
personnel system 

Mlke Egboh 
Pathfinder 

- Some staff will not hke gwng up thelr CA employment linkage, 
to become Project staff paid then salaries by AAI 

2. Com~ensat~on Plan salaries, pald absences. allowanaces 

Akin Akinyemi 
ISTE 
Deputy Proj ct Admin~strator 

- What w~l l  be the relabonship of salaries for different jobs wlthm 
FHS, after the regrading? 



- In relatlon to Embassy staff, FHS IS not employment wlthout term 
lim~ts, it IS limited by the length of the FHS project How dre 
these additional FHS employment risks compensated? 

- Pleased wlth cost of living adjustment procedures pursued by 
Embassy 

- L~m~ted  by Embassy housing allowance In that other employer5 are 
more active, generous In their houslng pol~cy by prov~d~ng houwg 
facilities (e g Federal Government, UNICEF) 

- Issue to what extent will FHS go beyond the Embassy? 
- Compensabon package (salary scale and benefits) should be 

comparable to ( 1 )  other agencies' scales, (2) the addibonal risks 
that might be involved (I e , a hardship allowance mlght be 
appropnate), and (3) provide appropnate compensation for head\ 
of drvis~on who are not normally incorporated on Embassy scale 
[NB Grade 12 takes care of thls, 1 believe ] 

- The employment contract wlth ~ndlvlduals should clearly s t d ~  \at 
there will be annual cost of llv~ng adjustments to salanes 

Uche Ekennd 
FPI A 

- Progrdm officers have not been treated equitably durmg the salary 
adjustments As a result of the NoviDec 1991 revlew, support 
personnel (drivers) got a greater percentage increase and a greater 
Naira Increase [Was this true?] The gap between program5 
officers and country representatlves has widened in four years, but 
has narrowed In relabon to support staff 

- Program officers are not suffic~ently recognized in terms of their 
job classification for thew educabon (masters) and pnor experience 
(10 years) 

- The last salary adjustment [based on the CY91 survey] was 
substanttally better than any previous salary Increase for cost ot 
l~vinglinflat~on 

Uche Az~e  
FPIA 

- The unified personnel system and pay scale will be welcomed~ N o  
problem 

Susan Krenn 
JHUIPCS 

- Equlty is the maln issue Credit 1s due Chlavarol~ and McW~llidm 
for Inaugurating the formal rev~ew process m late 199 1, although 
problems still exlst, ~t was a large step toward equal treatment 



James Herrington 
CCCD 

M~chael Egboh 
Pathfinder 

The whole package of saldry adjustments due to increase$ In the 
COL was fair 

- A11 staff are employees of CDC (a U S Government agency), dnd 
are paid through the the same payroll system as Embassy FSNc 

- The CCCD Project (CCCD-I) will termmate ~n September 1997, 
all CCCD employees have PSCs wrth CDC The pay mechanirm 
for the 17 employees to be absorbed lnto the unified FHS 
personnel structure will chdnge hut only that All technicdl 
direction wdl contlnue through CCCD as before 

- CCCD funds w~ll be transfered, by contract between AAI and 
CDC, lnto FHS AAI will pay staff, prov~de Imprest fund\, 
veh~cle maintalnance, etc subject to a memorandum agreement to - 
be concluded 

- Denn~s Weeks has negobated and agreed levels of operatlonc 
support and numbers of people w~th Herrington 

Problem w~th current system re Grade 12 At preTent Senlor 
Program Officer, on the Embassy FSN scale in Grade 1 1, can edrn 
more than the Head of the Dlvis~on who IS the top supemlsor 
The 9/6/92 Embassy COL increase was automat~cally passed on the 
the HODS, each CA had to inltiatate a separate personnel actlon, 
but there has been a bme lag 
Why should the Heads of Dlv~sion be placed only on step 1 of 
Grade 12) It connotes that they are "beginners" In that 
profess~onal grade They should be at least at Step 2 dnd, the 
Deputy Project Administrator (Akmyemi) should be hlgher (sdy, 
at Grade 1215) 

3. Benefit packape 

Uche Azie 
FPI A 

- Housmg, transpatabon allowances are not adequate and are below 
comparable allowances by N~ger~an lnstmbons 

- Severance allowance needed for contract h~ re  personnel 

Susan Krenn 



- Whlle present package is falr, addlng a retuement provision would 
improve ~t 
If budget provlsion limits improvement poss~bilit~es, why not dsk 
staff whlch they m~ght prefer Increased health care or incredsed 
retirement provlslons? 

Catherme Church 
JHU/PCS Baltimore 

- The housing dllowance paid In Nalra IS helpful but not fully 
adequate It would be better if houslng itself could be arranged 
Because houvng IS scarce and expenslve In Lagos, many 
prospechve Nlgerian staff decline jobs because they don't want to 
move to Lagos and face the housmg dlfficulhes and expense 

Personnel Task Force 
Group meetlng, I 11 18/92 

- Housing allowance based on false assumpbon in the case of 
drivers they do not necessarily live In smgle rooms but many 
reslde in flats which are more expensive Need d greater 
allowance to cover costs 

James Herrington 
CCCD 

- CDC health care provisions, based on Embassy pol~c~es, will be 
the same as FHS wlth some shght differences 

- CDC follows the Embassy ~nihative In provldlng rehrement 
benefits CDC employees transferred to FHS must be continued 
In the retirement plan AII employees must join the system, ~t is 
a mandatory employee contrlbuhon plan The employee pdys 3 % , 
CCCD pays 16% The invested funds are managed by AlICO 
(Amencan Internabonal Insurance Company, a Nigenan affiliate 
of the A I G , Amencan Internahonal Group) 

George Ohgbo 
Talwo Keh~nde 
AAI & Sweeth~ll 

- The transport allowanc e IS inadequate for most staff transportat~on 
neeab Other employc rs provide office vehlcles to transport staff 
to and from work alonz prescribed routes FHS should follow thls 



Mike Egboh 
Pathfinder 

lead Staff would pay for th~s  servlce from thew transport 
allowance, the servlce would be another alternat~ve for staff to 
travel to the office from home 
If there is no severance allowance as ~t IS stated that th~s  risk is - 
~ncluded in the salary rece~ved by FHS contract hire personnel, - 
then cannot equate FHS salar~es d~rectly to Embassy scale as FSNs 
do not bear the same severance risk 

- Contract hire personnel in FHS should get the pens~on/ret~rement 
benefit that is accorded the Embassy FSN staft Same for the 
severance allowance All the benefits that flow to the Embdssy 
FSN staff should also be provided to the FHS staff 

4 Job Descryt~on and Job Class~ficatlon on Salary Scale 

Eugene Ch~avarol~ 
AID Affalrs Officer 

- In a meeting during October when reviewing the proposed scope 
of work prepared by AAI/SHA for Wilma Nwanze to consult on 
a Personnel Policy Revlew, Gene ehminated (crossed out) 
"Develop a new salary structure and method of implementation 
spec~fically for USAID-project staff", "Conduct comprehensive 
survey of remuneration packages as well as personnel pohcies dnd 
gu~delines of United Naoons and other orgdnizabons wlth sim~lar 
salary structures plus 5-10 manufacturing, industrial and financial 
organizations", and "Rev~ew total remunerabon package and make 
recommendabons based on the survey mentioned above" The 
implication IS that Gene wants the unified personnel salary scale 
and job classificat~~n In FHS-I1 to accept the most recent Embaqsy 
survey of compenatlon by other employers acbve in Nlgena 

- In my meebng (1 1/13/92) Gene said that Wilma was aware of the 
Issues raised by d~fferences between the Embassy pay scale and the 
FHS one e g FHS includes a g, ~ d e  12 for heads of divisions 
FHS IS not obliged to follow t'le Embassy wage scale, he 
reiterated 



- The classifica~on of posinons should be based on, mter a h ,  the 
resources available in terms of dollars and staff as well as the 
responsibll~ties of the position 

Akin Akinyemi 
lSTl 
Deputy Project Administrator 

- The process of job recrclltment for FHS-I1 should glve preference 
to hirmg exlsting staff from FHS-I, ~f the requirements lnclude the 
same skills and levels of experience 

- FHS should write job descnpt~on, post it internally within FHS, 
interview current staff along wlth other outs~de candidates 
Although competing for jobs w~th outsiders might Incrase stres\ 
on current staff, they wdl have a sign~ficant advdntage By 
competmg, staff will have to make up their minds if they want to 
stay in FHS-11 and especially what job they want In FHS-I1 

Uche Ekennd 
FPIA 

- Whereas job description and classificat~on on a salary scale reflect 
job requirements re education and experience, more attenhon 
should be given in matter of determining salary level to 
competence dnd quahty of performance 

- Grade 1014, the starting salary for a program officer w~th either a 
masters or a Phd, ~f one holds a PhD, should get more dollars than 
one with only a masters 

Susan Krenn 
JHU1PCS 

- Embasgy structure IS fine, in the absence of another model 
Un~formity wdl be good, given the differences in the first four 
years due to the dlffenng policies of the several CAs 

- The Embassy model does not always relate to the responsibilities 
found in FHS There is ~ncreased decision maklng responsibil~ty 
in FHS at the professional level (program officers) than is found 
in Embassy staff at corresponding levels 

James Hemngton 
CCCD 

The top epidemiologist should be grade 11  Other CCCD staff 
have similar funcoons to Embassy staff and should be classified 
accordingly 

- One of the professtonal staff to tje transferred to 2 HS is a Nlgenan 
who also is a non-resident ahen In the U S (a gleen card holder) 



He is paid In U S dollars although he works in Nlgeria, pursuant 
to his PSC 

- There dre five secretanes and five drivers who work in the five 
offices (Lagos plus four zonal offices) These support staff do not 
now have PSC contracts 

Mike Eghoh 
Pathfinder 

- There is an "unhealthy" rivalry between program staff in the 
d~fferent div~slons related to differing percepbons of the relative 
positions that staff should occupy on the Grade and Step scale 
Comparisons are made, often based on educational qualificatlon~, 
e g "A" has a masters and should be placed higher than "B" who 
only has a bachelors degree There IS a strong need in the FHS 
unified personnel structure to set clear cnteria on job classlficat~on 
during the absorpt~on of professlonal staff into the FHS unlfied 
structure, and also during the hlring of staff for new posltlons 
Look at the funcbons, rather than the degrees obtained, and also 
look at the level of performance Evaluate by looking at past work 
history and "see what they have done" 

- "Review each case on ~ t s  own merlts " 

5. Promot~on, merlt mcrease, cost of l i v ~ n e  adjustment 

Nosa Orobaton 
JHU/IIP 

- Whde a salary increase is important as a personnel policy, ~t is not 
the key to motivabon Focus should be on performance and 
results, not tasks Need this approach to stimulate flexrb~llty, 
creabvity, Innovation toward reaching end results 

James Herrington 
CCCD 

- Follows Embassy adjustments for increases ln COL 
- 1 step increase on anniversary date for sabsfxtory performance 
- No promotions, no upward moblllty, but n~ turnover e~ther 

Mike Egboh 
Pathfinder 

- To retam professional staff, there must be appropnate sa ary 
~ncreases for good/outstandlng work uther agencies (: g 
UNFPA, UNICEF) compete for FHS professional by offermg 



higher salarles The competibon also increases salanes at a greater 
rate thm FHS does They also provide an arraj of benefits not 
provided to FHS staff free accommodatmns, schools fees, 
medical care at Naira 90,000 p a , permanently assigned drivers 
and vehicles 

6.  Performance a ~ p r a ~ s a l  

Akin Ahnyemi 
ISTI 
Deputy Project Adm~nistrator 

- In FHS-I, same quality of performance by two employees m~ght be 
evaluated and rewarded differently by separate CAs Unified 
system will help mibgate this effect 

- The head of a unit within FHS should review performance with 
each employee 3-4 tlmes per year, although the salary increase 
would be based on the annual, formal appralsal Need for more, 
regular opportunities to review performance 

Uche Ekenna 
FPl A 

- Wants to ensure that personnel evaluations are fair, equitable 
Worried about favoritism rather than objectivity standards bemg 
used In the new unlfied system, who will do the ratmg and make 
the recommendahons~ Will there be a baas for appeal by the rated 
employee? If so, and the appeal is upheld, will there be a 
retroactive pay increase? 

James Herrington 
CCCD 

- There is room for improvement by standardizing the appraisdl 
review system 

George Oligbo 
A A1 

- The last appraisal in late 199 1 was conducted by an F L sluatlon 
Review Committee consmng of John McW~lllam, Akin Akinyemi, 
and George Ohgbo It took about one week All OperaQons 
Dlvision staff (both AAI and Sweethill) were first reviewed on a 
standard form by their respective Division Heads who made 
recommendahons as to the appropriate grade and step tor each 
employee in considerahon of merit and job reclassificatio~ cnteria 



In other words, there were some promobons as well as merit 
increases All such increases were recommended by the HOD but 
were approved by the Commrttee 

- Employees dissatisfied with the~r ratmgs had the nght of appeal - 
Appeals were rewewed by the Comrnlttee George recalls thdt 
three appeals were accepted and the rabngs revlsed, and three 
appeals were rejected 

- Eugene Ch~avaroll approved the Committee recommendat~ons, dnd - 
then wrote to the respectwe CAs to request acbon implementat~on 
for salary increases 



7. Recruitment 

Akln Akmyemi 
lSTl 
Deputy Project Admlnlstrator 

- Works fine Should continue as IS 

Nosa Orobaton 
JHUIlIP 

- Admlnistrabve unit cannot make personnel decision\ on 
professmnal personnel Such declslons must contmue to be made 
by the senior professlondl staff 

James Herrington 
CCCD 

- CCCD 1, ' w s  the standard Embassy procedure 

8. Terminabon 

Akin Alunyemi 
ISTI 
Deputy Project Administrator 

- No problem with present Personnel Manual 
- Should there be a severance allowance) There should be a special 

provlslon for those who are currently employed in FHS-I dnd are 
unable to secure a positlon in FHS-11 

Susan Krenn 
JHUPCS 

- Problems anse because the project ends Contract employment 
does not correspond to the job security enjoyed by FSNs on the 
Embassy staff 

Nosa Orobaton 
JHUfPCS 

- There should be compensat~on at the end of the project for contract 
hire personnel who are not contmued into the successor project 
This compensaoon 1s for the nsk of non-contmuaoon which doe5 
not face the job secure Embassy employees If separated at the 
employer's request because the project winds up, there should be 
"3 months salary as a termmabon benefit" 



Personnel Task Force - 

Group meetmg, 1 1 / 1 8/92 
- There should be termination benefits for those working projects 

with a limited durabon Such termination benefits for contract hire 
might be considered in lieu of rehrement benefits paid for Embdssy 
staff 

James Herrington 
CCCD 

- CDC does not pay a severance allowance [It employees are 
included in the Embassy retirement plan ] 

Eugene Chiavaroli 
A I D Representatwe 

- In our debriefing SL,, on 11/23, Gene suggested that the FSN 
Local Compensation Plan for Nigeria included a provision for the 
severance allowance (three weeks for each year of service) and that 
the several CA agreements with the USAID ~ncorporated the whole 
FSN Local Compensabon Plan as being applicable to contract h~re  
personnel workmg In FHS 
I wrote a memo to Gene on 1 1/23, after the meetmg, to clmfy my 
reading of the FSN LCP 

"Further to our discussion this morning, please note thdt the 
FSN Compensation Plan for N~geria states that there 15 d 

Severance Payment Plan for FSN employees in Niger~a In 
the "A_aplicab~llty" secbon, however, it further states 
" Excluded from coverage are employees of USAID 
inshtuhonal contractors, " 

You might wish to venfy with the Embassy whether or not 
the FHS employees paid by AAI fall with~n the above 
exclusion If so, the queslon would be why and whether 
thls exclusion might be modified to except FHS employees 
paid through the support contractor (as opposed to AID/W 
core contract d~rect hlre staff present in Nigena) " 

Michael Egboh 
Pathfinder 

- There should be more clearly delineated procedures for firing an 
FHS employee Employees need the opportunity to prov~de an 
explanation before being fired There should, also, be an avenue 
of appeal prlor to final termmabon 



- Whatever terminaoon for cause procedures are promulgated, they 
should be clear to all stafi Communicatmg poltcy is critical 



9 Staff Develournent 

Gbola Omotosho 
Pathfinder 

- More assured of staff development opportunities with Pdthfinder 
than w~th  the uncertainties of FHS-I1 Wlll test these uncertamtles 
during the b-ans~bon per~od 

- Will the new job package In FHS-I1 Include opportunlues for travel 
outs~de Nigena? Previously, most, but not all, CAs provlded such 
opportunlbes which are important and worthwhile to the CA, FHS, 
and the employee 

- Upgrade skills, e g computer 
- Exposure to parallel systems elsewhere shoult, . avaddble to all 

levels of staff 

Uche Ekenna 
FPl A 

- Although supportive and responsive ~n other wdys, lack of support 
from FPIA for external travel = a senous complamt 

- Vvhde not an entitlement, staff development support for travel, 
t ra~n~ng courses, meetmgs, matenals IS meaningful and lmportdnt 

Uche Az~e 
FPIA 

- It will be better for FPlA employees in the unified system ~n that 
they w~l l  no longer be at a comparative disadvantage with thelr 
colleagues who worked for a d~fferent CA that dld provide better 
staff development opportunibes 

Susan Krenn 
JHUIPCS 

- Do as much as poss~ble Need adequate budget h e  ltem for thls 
act~vity Need to contmue to prov~de, either as a program line 
item or an admlnlstratwe [Operations Divlsron] h e  ltem in the 
budget 

Nosa Orobaton 
JHU/IIP 

- Staff development should not be supported without reference to the 
staff members job descnptton and performance appra~sal 



lames Herrington 
CCCD 

- There IS no travel abroad now provided ds a generdl policy 
Occasionally, there IS d short training program at CDC Atldntd 

- Emphasis on ~n-country skills training, e g computer shlls 

10 Personnel pollcy review 

There were no comments specifically directed to t h~s  topc 

11 Zonal Operat~ons home and field office re la t~onshl~s  

Ade A Adetunjl 
Foluke Shobonale 
AVSC 

- A programmdhc concern will decentralizatron of operations by 
increasmg resources In zonal offices increase allocdhon of local 
resources for FP activibes? 

Gbolo Omotosho 
Pathfinder 

- The unified personnel policies would work in the decentralized 
zonal operations env~ronment 

Alun Akinyemi 
ISTI 
Deputy Project Administrator 

- Personnel policy should clearly state that an employee might be 
moved from headquarters to a zone, or vice versa Deployment 
anywhere would be inherent m the job 

- Wlll FHS provide accommodabon facihhes at the zonal sites, a$ 
opposed to hotel reimbursement? 

Uche Azie 
FHA 

- Whtle zonal operabons are tndcttve m hts @r~vate sector) dtv~s~on, 
he does not favor decentraltzabon He belleves in direct personal 
contact between supervisor and employee 



Susan Krenn 
JHUJPCS 

- 

Cathenne Church 
JHUIPCS Bal tsmore 

Nosa Orobdton 
JHUIIIP 

George Oligbo 
A A1 

Ta~wo Kehinde 
SHA 

- 

There are communicahon gaps Zonal progrdm officers don t 
know about administrdtIve problems reported by zonal secretanes 
and drivers to the Operahons Divisron In Lag05 
Long lead hme was required to get zonal offices up and running 
Problems were not dedlt with qu~ckly 

Must provide greater support through Operations Divis~on to zondl 
operatsons, e g providing computers, equ~pment 

To increase efficiency in FHS, will have to increase zondl 
operations Problem not yet clear what structure wdl be 
estabhshed 

The zonal operations should improve, there wlll be less confl~ct on 
administrative and personnel matters as all will work for the same 
entlty FHS as administered by elther AAI or Sweethill (SHA) 

Now will be able to make the zonal office manager responsible for 
furniture, equipment, AAI funds At present, secretaries, as AAI 
employees, have custody and respons~brllty for AAI funds and thelr 
disbursement 



Cb 
DIRECTOR OF OPERATIONS DIVISION 

I met with George Ollgbo dnd Wmen Ruppel on 11/21 192 to review hls grade and saldry 

Accordmg to George, the matter has been "regularized" We reviewed, from the AAIlNY file 
"FHS - PERSONNEL Director of Operdtions" 

1 Letter, DenycWChiavarolr, 3120192 
2 Memorandum, Derryck/Ch~avaroli, 3120192 
3 Letter, Chlavaroli/Denyck, 3/25/92 
4 Letter, SchierenIWisecarver, 3/26/92 
5 Letter, SikaISchleren, 4/7/92 
6 Memorandum, SchierenIOligbo, 411 3/92 

As a result of the above negohauons and approvals, George s saldry was increased from Ndlra 
70,000 to Naira 1 X,OO eftechve 4/1/92 

There was an issue in George's mind as to whether or not he should have been pdid the above 
increase retroactive to October 1, 1991 consistent wlth the tlme that the other FHS Heads of 
D~vision and the Deputy Project Administrator were promoted to Grade 12 dnd glven their salary 
increases George stated, however, that thls was not an lssue for him at this time 

There is, however, an important issue for whlch immediate AAI action should be taken Eugene 
Chiavaroll wrote a letter to all cooperatmg agencles (CA), including AAI (Chlavaroli/Derryck, 
10/22/92 enclosmg a copy of the Grade 12 compen5abon plan), at their home offices in the 
Umted Stdtes to recommend approval of the latest cost of llving lncrease for those employees in 
Grade 12 Staff at the Grade 1 1 level, and below, were granted these COL lncreases when the 
Embassy scale was readjusted Grade 12, whlch only applles to FHS, was not so adjusted Each 
CA would have to take indlvldual action to effect the Grade 12 chdnges Mr Chiavaroll also 
suggested that AAI place George under the Embassy Local Employee Compensahon Plan at the 
FSN 1211 level $0 that future adjustments for COL lncreases would, w~thout further ado, accrue 
to George, he said he would approve such a request from AAI 



The Department of State sent a cable (STATE 327713) to Amembdsqy Ldgos on 27 O L ~  92 on 
"FSN COMPENSATION FOR GRADE 12 - NIGERIA" which gdve new Grade 12 le\el\ 

Naird 
Salary Step 1 annual bdsic rate (ABR) 41,175 
MeaI Allowance 16,400 
Housing Allowance 86,400 
Tran~portahon A1 lowance 56,400 
Vdcatlon Allowdnce 8 5% of ABR t 16,700 
Mlsc Benefit Allowance 14,300 
Year End Bonus 1 month ABR 
Annn ersary Bonus Plan Same as for Grades I -1 1 

George estimates that thrs neb compen$ation/benefit package dt Grdde 1211 for him would he 
approximately Naira 238,000 annually 

In response to Chiavaroll's letter to the CAs, Pathfinder International has indicated its approval, 
the current PI Head of Division was not in Lagos during the week ot my visit, being in~tead In 
Boston FPIA hds, however, alreddy replied, according to George, and Chiavaroli hds approved 
the request to increase the Grade 12 salary and benefits for its Division Head The Head of the 
IEC Division (Susdn Krenn) is an American citizen and is not paid on the FSN Grade 12 scale 
by her employer (Johns Hopklns University), so she is not affected The other Div~slon H a d ,  
Policy and Evaluat~on, may not be affected as that Divislon is about to be disbanded In the 
transition and the incumbent Division Hedd is returning early in 1993 to Johns Hopklns in 
Baltimore (where he is a doctoral candiddte) I don't know the status, in this regard, of the other 
Grade 12 (Step 2) indiv~dudl, Akin Akmyemi, Deputy Project Administrator, who is funded 
through the ISTI buy-in 

The hall is in AAl's court I recommend AAI immediately provide George Oligbo the Incred\e 
outlined in the Department ot State cable for Grade 1211, and that AAI write Eugene Chiavdroh 
for approval to place George on the Embassy Lmal Compensation Plan at Grade 1211 



VII OTHER PRESSING PERSONNEL ACTIONS 

With respect to the firing last month of the chiet account, Femi Ojurongbe, I saw no redson dt 

this time to invest~gate the matter any further Fern was dismissed in complidnce with A 1 D 
requirements dnd Nigenan law 

There were no other pressing personnel actlons to recommend to AAI at this Qme for either 
actlon or int estigatlon 
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LIST OF PERSONS CONTACTED 

Mr Eugene Chiavarol~ 
Mr John McWilliam 
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Deputy Project Administrator (ISTI) 

CCCD Project Coordinator 

Director, Operahons Division (AAI) 
Deputy Director, Ops DIV (AAI) 
Business Director, Sweethill Assoc 

IEC Dlvision (JHUIPCS) 
IEC Divls~on (JHUiPCS) Baltimore 

PolicyIEval Divislon (JHUIIIP) 

Publlc Sector Div~sion (Pathfinder) 
Publlc Sector Divis~on (Pathfinder) 

Pnvate Sector Division (FPIA) 
Pnvate Sector Divislon (FPIA) 
FPIA New York NY 

MSH Newton MA 

AVSC Program Manager 
AVSC Program Officer 

Gendys InternaQonal L~mited 
George Odia & Associates 
George Odia & Associates 

Personnel Taskforce Member 
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ANNEX B 

INTERVIEW PROTOCOL 

The following topics were presented to each FHS staff member interviewed as d b d w  for 
ident~fying areas of key and principal concern in moving toward a unified personnel s y s t ~ m  
during the transition period md eventually to FHS-11 from the myriad personnel policies in effect 
during FHS-I as designed and Implemented by the several cooperabng agencies (CA) 

Identlficatlon of the lnd~vldual with the FHS Project rather than wlth the FHS-I employmg 
organlzabon 

Compensation plan salary, paid absences, allowances 

Benefit package health care, retu-ement, disahillty 

Job descriptions and job classification on salary scale 

Promobon, merit increase, cost of living adjustment 

Performance appraisal ongomg, annual 

Recruitment 

Terminat~on 

Staft development 

10 Personnel pollcy review mechanism, grievance procedure 

1 1 Zonal operabons hornetfield office relationship 
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ANNEX D 

Miscellaneous observations and notes 

John McWillldm wants to emphasize worlung for FHS rather than a cooperating agency (CA) 
Two modes to conslder In the translhon perlod (FHS-T) and FHS-I1 (1) Profess~onals would he 
worlung directly for FHS as mdependent contractors negooated by the PAF (proposed Personnel, 
Administration, F~nance unit) contractor (AAI) No personnel benefits or lssues Question ot 
bme and dellverables Probably would not work because the deliverables cannot be specified, 
I e they are really employees (2) Profess~onals would work for the CA which has the PAF 
contract/subcontract 

Carl Schieren called 11/18, 11 pm He expressed some doubt m c a p a b i l i t y  to 
produce a comprehenswe, In depth document w~thin a short Qme (by 12/31) He judges her by 
past performance whlle at AAI He thlnks she is excellent at various aspects of her work, e g 
meebng people, negobatmg, directmg, but that her wrltten work product IS weak and otten 
delayed The second point he made about f doing th~s  job related to the $300 per day 
compensaQon request which Carl finds excessive or l s e r v t c e s  

Personal Servlces Contracts (PSC) - Regulated by AID Handbook 14, Appendix J ,  Secbon 10, 
Cooperatmg Country Nahonals Personal Servlces Contract, and Appendix J,  Sectton 1 1, General 
Provisions These are found on HB14 pp 242-255 CCCD uses PSCs for all its employees 
The CAs do not have to use the standardized PSC format when engaging then employees The 
un~fied personnel system wlll not have to use a PSC 

Retroactwe salary increases for contract hire personnel formerly were forbidden In 1990 
whereas Embassy got their Increases retroact~vely, the FHS contract staff dld not According 
to George Ol~gbo, this problem was corrected by Eugene Ch~avaroli and the latest salary survey 
increase was passed on to FHS staff from the effectwe date (Sept 6 ,  1992) except for Grade 12 
staff who required a separate acbon by their CA 

The Embassy personnel officer, Qmberlee Fordyce-App, was not ava~lable as she IS on leave 
m the United States 



ANNEX D 

MEMORANDUM 

TO Eugene Chiavarolr 

FROM Ronald E Springwater 

SUBJ Embassy Severance Payment Plan 

Further to our d~scussion thls morntng, please note that the FSN Compensatwn Plan for Niger~d 
states that there IS a Severance Payment Plan for FSN employees In Nlgena In the 
"Applicability" section, however, it further states " Excluded from coverage are employees 
of USAID instrtutlonal L. -tractors, " 

B 
You might wish to venfy with the Embassy whether or not the FHS employees paid by AAI fall 
within the above exclusion If so, the quesbon would be why and whether thls exclusion might 

I 
be modrfied to except FHS employees paid through the support contractor (as opposed to AID/W 
core contract direct hire staff present In Nlgena) I 
cc John McWilliam 

Warren Ruppel 
George Oligbo 
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Execut~ve Summary 

Mr Ronald Geary, CPA, Consultant, vislted Lagos, Nigerla 
from February 3, 1993 to March 2, 1993 on behalf of The African- 
American Institute The objectives and results of Mr Geary's trip 
included 

1. Prior to departure, brlef with Carl Schieren, AAI Vice 
President for Programs, Warren Ruppel, Chief Financial Officer 
and Mr. Pio Dacosta, Financial Manager designate 

Discussions were held with Mr Schleren and Mr. Dacosta 
Based on these discussions, I reviewed certain USAID Handbooks 
and other governmental grant and contractlng materials prlor to 
departure 

2 Upon arrival Lagos brief wlth George Oligbo, Director of 
Operations and Carl Schieren and others as appropriate during 
initial 2-3 days in Nigeria 

Meetings were held with Mr Oligbo, Mr Schleren and 
USAID/Nigeria concerning the scope of work and lts 
implementation Scope of Work Objective Number 10 was deleted as 
Mr Dacosta Nigeria arrival date had been revised to February 13, 
1993 

3 Review basic contract documents now in use from three current 
subcontracting agencies Famlly Planning Internatlonal Assistance 
(FPIA), Johns Hopkins University, and Pathfinder International 

A detailed retiew of current subcontracting documents was 
completed Based on this review and in consideration of AAI's new 
role in subproject contractlng a decision was reached to develop 
a "new" subcontract format which would meet all USAID 
requirements and would be more user friendly to subcontractors 

4 Meet wlth representatives of subcontracting agencles to learn 
successes and problems they have had In subcontracting to date 

A number of discussions were held with representatives of 
the current subcontracting agencies Based in part on their input 
a new quarterly reporting process was drafted 

5 Meet with FHS staff that will be involved in accounting and 
subcontracting so as to understand current staff capabilities to 
develop and manage subcontracting responsibility 

As identified by Mr John McWilliam, FHS Project 
Administrator and Mr George Ol~gbo, Dlrector of Operations Mr 
Pio Dacosta and Mr Geary met wlth the following FHS accounting 
and financial staff 

Mr Kehlnde Aborisade, Pathfinder Fiscal officer 
Ms Folake Durojaiye, Pathfinder Assistant Fiscal officer 
Mr Akeem Okusi, IEC Divlslon, Flscal Analyst 
Mr Uche 0 Ekenna, FPIA Program Officer 



Resumes were obtained from each and discuss~ons were held 
concerning their current duties, backgrounds and career 
objectives In addition, they were provided an over view of the 
duties of the proposed subcontracts posltion For planning 
purposes, their availability to assume such a position was 
requested 

Based on our discussions we determined the following 

Mr Kehinde Aborisade, Pathfinder Fiscal Offlcer - Mr 
Aborisade stated that he would not be available until April 30, 
1993 the termination of Pathfinder's Agreement. 

Ms Folake Durojaiye, Pathfinder Assistant Fiscal Offlcer - 
Ms Durojaiye sated that she would be available on/about April 30, 
1993 

Mr Akeem Okusl, IEC Division, Fiscal Analyst - Stated that 
he would be required to give IEC thlrty (30) notlce 

Mr Uche 0 Ekenna, FPIA Program Officer - Mr Ekenna stated 
he would be available after february 28, 1993 the termination 
date of FPIAYs agreement 

Based on their current skills and capabilities we rank the 
candidates as follows 

a) Mr Uche 0 Ekenna, FPIA Program Officer, Overall Mr 
Ekenna displayed a strong knowledge of FHS and USAID 
requirements 

b) Mr Akeem Okusi, IEC Division, Fiscal Analyst - Overall 
Mr Okusi made a favorable impression 

c) Kehinde Aborisade, Pathfinder Fiscal Offlcer - Mr 
Aborisade displayed a good knowledge of USAID requirements 
But in both educational background and availability he ranks 
third 

d) Ms Folake Durojaiye, Pathfinder Assistant Fiscal Officer 
- Ms Durojalye did not dlsplay keen desire for such a 
position 

Since the Contract Coordinator position has not been 
advertized as per FHS's recently adopted personnel policies, we 
recommend that an advertisement be placed as soon as posslble 
Once resumes have been received and interviews are held a 
selection can be made 

6 Recommend staffing requirements needed for successful 
lmplementatlon and oversight of the contracting functlon 

Based on the subcontracting system which was developed In 
close collaboration wlth Mr. Dacosta the following positions are 
recommended 



Subcontracting 

- Two subcontract coordinators, one of whom should be 
hired and tralned as soon as possible The second would 
be recruited within two to three months once the 
subcontracts and accounting systems are more fully 
implemented 

- Four accountants, two of whom would be Financial 

Analysts/Accountants this would enable the separation 
of dutles such as payroll, accounts payable (including 
subproject reimbursements), cash, and books of account 

- A secretary/administrative staff person to support both 
the contracts and accounting functions 

7 Make recommendations to AAI for training that should be 
undertaken for FHS staff and for staff of subcontractor 
organlzatlons 

Tralning will be essential for subcontract staff relative to 
AAI's Terms & Conditions, quarterly reporting and subcontractor 
financial management requirements There are twenty (20) private 
sector subcontracts whlch will be effective on/or March 1, 1993 
Preliminary discussions were held wlth FHS and John Snow 
International (JSI) regarding two workshops, the first to be held 
March 29 and 30th The workshop's objectives would include, an 
introduction to the new FHS structure durlng the Interim phase of 
FHS I, the new role of Cooperating Agencles programmatic 
technical assistance, and the requirements of the AAI subcontract 
Terms & Conditions, subcontract accounting, and financial 
reporting 

8 Develop standard contract language for three maln kinds of 
subcontracts Cost Reimbursement, Fixed Prlce and Time and 
Materials 

A detailed cost reimbursement subcontract format was 
developed It is composed of four parts as follows 

1 This Cover Page 
2 Section A, Schedule 
3 Section B ,  Statement of Work 
4 Section C, Terms & Conditions 

The subcontract Terms & Conditions are in concurrence with 
USAID Handbook # 11 but its strives to limit technical language and 
blanket references to The Federal Acquisition Regulations 



9. Assist in the development of procedures with subcontracting 
organizations and agencies 

A comprehensive subcontracting processing system based on the 
USAID PIOT system was developed It is referred to as an 
Implementatlon Orders (10) It facilitates subcontracts, actlvitles 
and operations actlvitles In addition, a pre-award and/or 
monitoring assessment instructions and checklist was developed 

10 Prior to finalization of contracting and financial procedures, 
FAX them to AAI/NY and to incoming Financial Manager scheduled to 
arrive in Lagos on February 20, 1993 

Deleted as Plo arrived February 13, 1993 

11 In cooperation with Nlgerian staff, one additional expatriate 
consultant, representatives of U S Contracting Agencles that 
provide technical direction and USAID, review up to 100 proposals 
prepared by Nigerian public and private sector organizations In 
close collaboration with the U S agencies In most cases these 
subcontracts will be for continuing activity that the same Nigerlan 
organizations have been undertaking wlth such U S agencies 

Twenty proposals were revlewed and finalized 

12 Facilitate conclusion of up to 100 subcontract agreements with 
Nlgerian publ~c and private organizations prior to March 1, 1993 
Agreements under $100,000 wlll be subject to the approval of the 
Vice President for Programs and the Chlef Financial Offlcer 
Approval of larger agreements will be subject to the additional 
approval of the Contracting Officer, AID/REDSO 

Completed, awaltlng USAID/REDSO of AAI's contract amendment 
for the interim phase 

13 Debrief in New York with Carl Schieren and Warren Ruppel 

Not required by AAI 

14 Prepare a brief trip report (2-3 pp) summarlzlng actions 
taken, persons contacted, problems encountered and recommendatlons 

Submitted to AAI March 14, 1993 

I1 KEY FINDINGS & RECOMMENDATIONS 

As of March 2, 1993 twenty sub-projects had been submltted by 
FHS to AAI The twenty are all prlvate sector projects, nine of 
which have been funded by JSI Seats and eleven by FPIA Both 
organlzatlons require unique financial management and reporting 
systems The JSI system was a one-write disbursement system JSI 
has requlred the sub-projects to submlt the individual pages of the 
one-write showing all transactions for each quarter In addition, 
all vouchers/receipts and supporting documents including bank 
statements are submltted to JSI as well Presently JSI is havlng an 
audit of the vouchers completed for "most" of the nine projects to 
be renewed The results of these will eventually be available 



However, as a result, the disbursement documents are not at this 
time available for our review In additlon, as the audits are 
essentially a desk revlew of project records and receipts no 
assessment will be made of the on-site Internal system as it is 
presently functioning 

For the FPIA projects, to date we have been provlded three 
audits as follows 

1) NCWS, JOS - Plateau State, audit perlod October 1, 1988 - 
February 28, 1990, report issued September, 1992 

2) Port-Harcourt Nurslng Home and Maternity, audit period 
December 1, 1989 - February 28, 1991, report issued September, 
1992 

3) NKST Health Services - Gboko, audit period August 1, 1988 - 
March 31, 1991, report issued September, 1992 

The audits contained many recommendatlons as to baslc 
recordkeeping for both project expenditures and project income For 
example, the establishment of baslc accounting records such as cash 
(bank) and petty cash books As of February, no follow-up letters, 
have been sent concerning the aforementioned recommendations 

Therefore, the sltuatlon 1s that whlle there is no specific 
data to preclude fundlng of elther the JSI or the FPIA funded 
projects a desk revlew by Mr Dacosta and Mr Geary of historical 
documents leaves llttle assurance that adequate standardized 
systems exist to warrant certification of the sub-contractor's 
financial management capabilities 

Proposed Recommendations 

Effective on/or about March 1, 1993, AAI becomes the 
disbursing agent for FHS's private and public sector sub- 
contractors. Therefore, it is essential that AAI develop a tlmely 
and accurate assessment of each sub-contractor's financlal 
management capabilities For the initial twenty (20) subcontracts 
lt 1s reasonable that this be accomplished on/before the end of the 
first quarter of funding or May 31, 1993 

As part of the development of financial and contracting 
systems we have developed a financial mon~toring/assessment 
checklist which we believe can be utillzed for both pre-award and 
monitoring/assessment purposes. We propose that the checkllst be 
field tested as soon as possible Thls wlll unable AAI to obtain a 
basellne assessment of selected sub-contractor's financlal 
management capabilities, as well as, provldlng emplrlcal data on 
the effectiveness of the checkllst Durlng the lnltlal phase some 
five (5) to six (6) of these assessments would be carried out In 
addition, feedback would be glven to sub-contractors so that 
reasonable and tlmely corrective action can be tahen 

Based on the results of the lnitlal flnanclal assessments the 
document and ~ t s  instructions would be modlfied to reflect any 
special considerations found In additlon, these would provide a 
baseline as to the tlme and resources necessary to carry out the 



financial management/assessments of all sub-contractors It is 
expected that for phase I a consultant, CPA would be necessary to 
conduct the assessments with the direct assistance of local 
financial staff Furthermore, the information gained from these 
assessments would enable AAI's Financial Manager to refine the 
standardized manual of financial procedures under development for 
all FHS sub-projects and improve sub-contractor financial 
management capabilities 

Subject to the findings and results obtained during phase I 
assessments the second phase would Include the completion of the 
remaining fourteen (14) subcontractors on/before May 31, 1993 The 
second phase would also include financial assessments for any 
additional sub-contracts requested during the initial phase To 
date, a comprehensive listing of anticipated sub-contracts is not 
available During the second phase local financlal staff (e g 
internal audltor, financial analysts) would be field trained to 
effectively carry out the assessments 

It is anticipated that a "final" stage would be the 
contracting of assessments to local firms Thls would enable 
FHS/AAI to minimize the internal resources (permanent and 
consultants) and institutionalize sound financial management 
practices both in the private and publlc sector of Nlgeria 

I11 NEXT STEPS 

Conduct financlal assessments of subcontractors as soon as 
possible 

Conduct tralnlng sessions for the twenty (March 1, 1993) 
subcontractors In regard to the Terms & Conditions and financial 
reporting 
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Completion Report 
Family Health Services Project 
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620-000 1 -C-00-8008-00 



COST REIMBURSEMENT SUBCONTRACT 

FOR THE NIGERIA FAMILY HEALTH SERVICES PROJECT 

BETWEEN 

THE AFRICAN-AMERICAN INSTITUTE 

AND 

PRIVATE NURSES ASSOCIATIONlOGUN STATE BRANCH 

SUB CONTRACT NO FHS-001 

This Subcontract is made and entered mto between The Afrlcan-American Institute, a private, 
nonprofit organization with its principal offices located at 833 United Nations Plaza, New York, New 
York, 10017, U S A (hereinafter referred to as "Contractor" or "AAI") and Private Nurses 
Associat~on/Ogun State Branch located at Plot 10, Fmt  Avenue, Ajebo Road Housing Estate, Kemta 
Idi-Aba, Abeokuta, Ogun State, (hereinafter referred to as "Subcontractor") 

Whereas, AAI is providing personnel, administrative and financial servlces support to the 
Nigeria Famlly Health Servlces Project under Contract No 620-001-C-00-8008-00 from the Unlted 
States Agency for Internat~onal Development (heremafter referred to as "AID") and, 

Whereas, the Subcontractor is willing and able to carry out a subcontract under this 
project and, 

Whereas, the AID Affairs Office in Nigeria has approved the Subcontract activity, 

Therefore, AAI and the Subcontractor mutually agree as follows 

ARTICLE I SERVICES 

The Subcontractor will provide the technical services, materials and other resources necessary 
to support the objectives of t h~s  Subcontract, as more specifically descr~bed in Attachment A, 
Statement of Work 

ARTICLE I1 PERIOD OF PERFORMANCE 

The effect~ve starting date of t h~s  Subcontract shall be March 1, 1993 The effect~ve 
completion date shall be June 30, 1994 



I * 
Subcontract No FHS-001 
Page 2 of 4 

ARTICLE I11 TECHNICAL DIRECTION 

All performance of work in this Subcontract shall be subject to the technical direction of the 
Project Administrator of the Nigerian Family Health Services Project and histher designee@) 
Technical Direction are directions to the Subcontractor which fill in details, suggest possible lines 
of tnquiry, or otherwise complete the general project description Technical Direction must not 
violate the Standard Prov~sions and shall not constitute changes (as per Article 11 of the Standard 
Prowsions), which may only be accomplished by written approval of FHSIAAI 

ARTICLE IV ESTIMATED COST 

A The Total Estimated Cost of performance of the work specified m this contract is 
N1,171,450 

B The amount of funds currently obligated (cornrmtted) for performance under this 
Subcontract is Nl,l71,45O 

C The following itemized budget sets forth estlrnates for reimbursement of Naira costs for 
individual h e  items of cost However, at no tune may the Subcontractor exceed the total amount 
of funds obhgated in paragraph "B" above 

ITEMIZED BUDGET 
1 

Line Item Amount in Na~ra 
Salaries (Personnel) 360,000 
Travel Trans & Per Diem 8,000 
Training 565,650 
I E C  177,100 
Equipment & Supplies 37,500 
Other Direct Costs 23.200 
TOTAL ESTIMATED COST 1,171,450 

D The Naira ceiling can be exceeded up to 15 % on basis of written approval from the M I  
Finance Manager Any increase greater than 15% can only be made through formal written 
modification to this contract Request for approval or modification should be submitted through the 

I 
FHS Project Admistrator 

E The Subcontractor may transfer up to fifteen percent from and between mdividual budget - 
Items, exce~ t  for the "Salaries" line item, which may not be exceeded without wrltten approval 1 
ARTICLE V STANDARD PROVISIONS 

The attached Standard Provisions (Attachment B) are hereby incorporated into the 
Subcontract 



b 

Subcontract No FHS-001 
Page 3 of 4 

ARTICLE VI METHOD OF PAYMENT 

A AAI shall reimburse the Subcontractor's actual costs expended for items listed in the 
detailed budget contained in the Statement of Work The total reimbursement shall not exceed the 
amount shown m Article IV 

B The method of payment for this Subcontract is as follows 

1 Upon sigmng of the Subcontract, AAI will provide an initial advance equal to 25 % 
of the Total Estimated Cost of the Subcontract 

2 Subsequent payments will be based upon submss~on of financial reports and 
quarterly progress reports approved by the Project Adm~nistrator or hisher designee 

ARTICLE VII REPORTS 

A The Subcontractor must submlt Progress and Financial Reports to 

Project Administrator 
Family Health Services Project 
Plot 1601, Adeola Hopewell Street 
Victoria Island 
P 0 Box 53373 
Falomo Ikoyi, Lagos 

B Progress Reports should be submitted every six months in accordance with instructions 
to be provided by the Project Admlnistrator 

C Financial Reports should be submitted on the "Quarterly Financial Report" form, a copy 
of which is enclosed with the Standard Provisions 

Financial Reports must be postmarked and sent registered a r  mail or DHL, EMS or sunilar 
service no later than fifteen (15) days after the close of each three-month period Late submission 
of Progress andlor Financial Reports will delay disbursement of funds Failure to submit complete 
reports can result m subcontract termmation 

This Subcontract may be terminated by either party at any tune upon thirty (30) days written 
notice to the other party Upon notification, the Subcontractor shall proceed m an orderly manner 
to llrnit or termmate any outstandmg commitments and to conclude the work All otherw~se 
allowable costs or commitments mcurred prior to the date of termmation shall be reimbursable 



b Subcontract No FHS-001 
Page 4 of 4 

ARTICLE IX CONTENTS 

Thls Subcontract cons~sts of the following 

Art~cles I-IX 
Attachment A, Statement of Work 
Attachment B, Standard Provisions 

IN WITNESS WHEREOF, the parties hereto have executed this Subcontract on the day and 
year specified herem 

Name and Title of Person Authorized 
to Sign for Subcontractor 

For 
The Afr~can-American Lnstitute 

NAME I\1& f R I'VR(ZSW NAME Carl Schieren 

TITLE C#\RN ~ t d  f b  a R TITLE Vice President for Programs 

SIGNATURE 

"GNAT- g~&,,, 
DATE 38 \1; ?& DATE 

Concurrence for the Nigeria 
Family Health Services Project 

NAME John McWllliarn 

TITLE Project Admlnlstrator 

DATE 
/ I 



ATTACHMENT A 

STATEMENT OF WORK 



EXECUTIVE 8UMMARY 

The Private Nurses Association (PNA) of Ogun S-cate 1s currently 
implementing two famlly planning prolects through separate 
subcontracts with John Snow, Inc. as part of the USAID-funded 
Famlly Health Services prolect. These prolects are:  1) a ttprivate 
practitionert1 program begun In November 1989 to develop and support 
family planning services of prlvate sector nurses and mldwlves in 
Ogun state; and 2) a ltnurse-vendortl pro~ect to provlde non-cllnlcal 
family plannlng servlces and products in public qarketplaces uslng 
registered nurses, whlch began In March 1991. fl 

Through the two programs: 1) 150 private sector nqrse-mldwlves have 
received clinic family planning tralnlng, 2 )  participating 
practitioners and nurse-vendors recelve technical assistance and 
quallty assurance monltorlng on a regular basis through visits by 
Monltors; 3) 12,000 new family planning acceptors have been reached 
through participating cllnics; 4) more than N100,OOO worth of 
contraceptives have been sold to pakt~clpating clinlcs and other 
retallers; 5) ten nurse-vendors have generated more than 3,000 CYP 
through sales of non-clinlcal methods in publlc markets, and 6) a 
series community- and market-based IEC actlvlties have been 
conducted to promote the fam~ly plannlng servlces of partlclpatlng 
provlders and nurse-vendors 

This contract, whlch wlll comblne the two programs, wlll allow 
program actlvltles to contlnue and to expand durlng the 16-month I 
extenslon perlod of FHS I. Durlng thls contract period 

o around 50 prlvate sector nurse-mldwives and flve nurse- 
vendors wlll recelve famlly plannlng tralning to expand 
the program's coverage, 

o a total of 10,657 CYP wlll be achieved by partlclpatlng 
provlders and vendors, 

a rnlnimum of N336,OOO of contraceptives wlll be sold to - 0 
partlclpatlng provlders, other prlvate cllnlcs and 
retallers, and nurse-vendors, and 

- 
o Program Monltors wlll provlde quality assurance 

monitoring, andtechnlcalasslstance In service delivery, I 
IEC and promotlonal activities, and In other areas on a 
regular basls to providers and nurse-vendors 

Malor innovations during the contract perlod aimed at increasing 
acceptors and sales wlll include 

I 
o assisting providers to develop referral systems and 

networks involving retallers, nurse-vendors, and current 
family planning cllents, 

1. 
o instituting performance-based incentives for program 8 



staff , and 
o assisting and trainlng providers to perform thelr own IEC 

actlvltxes in their clinics and communities. 

The contract will be managed by FHS, wlth addiGional technical 
assistance provided by JSIts Family Planning Service Expansion & 
Technical Support project (SEATS), and other Nigerlan and Amerlcan 
agencles and consultants, as approprxate. The Program Manager w ~ l l  
manage the contract and oversee all prolect actlvltles for PNA 
Other staff supported by the contract Include slx part-tlme Program 
Monitors, 15 nurse-vendors, a part-time Accounts Clerk/Office 
Assistant, and a 'secretary. The total budget 1s estimated at N 
1,202,450 for the 16-month period, of whlch the prolected FHS 
contribution is N$,171,450. 

i 



I. BACKGROUND AND RATIONALE 

- The Prlvate Nurses Association of Ogun State Branch 1s a 
professional association of nurses working in thq prlvate sector 
PNA 1s currently implementing two family planning pro]ects--a 
private nurse-practitioner program and a nurse-vendor prolect-- 
through subcontracts with John Snow, Inc. (JSI), as part of the 
Family Health Serylces Prolect. v 

The practitioner program, which began In November 1989, has* 
' 

o coordinated the training of 150 private sector nurse- 
mldwives in cllnical family plannlng service delivery, 

o attracted 12,000 newacceptorsto participatlng provlders 
as of June 1992, 

P 

o provided technical assistance and quality assurance 
monitormg through cllnic site vlslts on a regular bass 
to the 120 practitioners partlcipatlng In the program, 

o sold more than N100,OOO worth of low-cost contraceptlve 
commodities to participatlng clinics and other prlvate 
sector sales outlets, 

o conducted a serles of community-based IEC activities for 
speclfic target audiences (e g adolescents, patent 
medicme dealers, mechanic vlllage residents) to increase 
the demand for, and promote the services of particlpatlng 
provlders, as well as developed promotional posters and 
leaf lets. 

Through the nurse-vendor prolect, whlch began In March 1991, ten 
retlred nurses trained as nurse-vendors provlde family plannlng 
counseling services, sellnon-cllnlcalmethods (pills, condoms, and 
foamlng tablets), and conduct promotional activlties (e g health 
talks) In ten large public markets in the state Vendors also sell 
non-fam~ly planning products to increase their vlablllty The 
vendors are now expanding their actlvlties to weekly community 
markets that operate on rotatlng market days, whlle maintaining 

- thelr main 'tbaselt market. PNAts assistance lncludes distributing 
low-cost contraceptlves to the vendors, monitoring them on a 
regular basis, conducting IEC activities (such as @')ester 
performancem) atparticlpatlng markets, and providing market stalls 
with signboards, other IEC rnaterlals, and IEC equipment, such as 
megaphones and cassette players. Vendors receive a small monthly 
salary, In addltlon to proflts generated from market-based 
conunoditles sales As of September 1992, vendors have sold more 
than N53,000 worthof farnlly plannlng commodities, generatmg 3,193 
CYP. 

A f u l l - t u n e  Program Manager, who i s  also the Chairperson of PNA, 
manages both the private practitioner and nurse-vendor programs 
Other program staff are* four part-tlme Program Monltors for the 



practitioner program, one part-tme Monrtor for the vendor pro~ect, 
a Secretary, and a messager/clerk. 

This proposal, which incorporates the private practitioner and 
nurse-vendor projects into one program, will allow both components 
to continue and to expand during the 16 month FHS-extension period 
(Year 4 of the program). A malor focus during thls period w ~ l l  be 
on increasing the program's acceptor rates and sales volume 
through. the development of referral networks for practltloners, 
the introduction of performance-based xncentlves for program staff, 
and other lnnovatlons Another focus wlll be bn expandmg the 
coverage of both-program components by tralning additional private 
nurse-practitioners and nurse-vendors, particularly those from 
rural and under-served areas, 

, r 
I 

I SUBPROJECT OBJECTIVES 

The principle goal of thls program durlng Year 4 1s to provlde hlgh 
quality family planning services in order to generate 10,657 CYP 
through participating provlders and nurse-vendors (see Appendlx A 
for the estlmatlon of CYP by method) The speciflc ob~ectives are 

To provlde clinical family planning tralning, lncludlng 
tralning In IUCD Insertion, to approximately 50 additional 
prlvate sector nurse-practitioners based In cllnlcs 

To support the provision of high-qual~ty famlly plannlng 
servlces for all non-surglcal methods (including IUCD, pills, 
~n)ectables, and barrler methods) through partlclpatlng 
providers In order to generate 4,561 CYP. PNA wlll provlde 
support to provlders In the form of: quality assurance 
monitoring, assistance in developing referral systems, 
trainlng in IEC, and other technical assistance 

To retaln at least 80% of tralned providers ln the program 
(current and new recruits) , for a mlnimum of 136 at the end of 
the contract period 

To achieve contraceptive commodltles sales of N336,OOO during 
the contract period (based on average sales of N3,500/month x 
6 Monitors) through the sales to participating providers and 
nurse-vendors; and by expanding the program's market base to 
addltlonal patent medicine outlets, pharmacies, prlvate 
cllnlcs, and other appropriate outlets. 

To generate 6,097 CYP through the sale of famlly plannlng 
commodltles (pills, condoms and foaming tablets) by 15 nurse- 
vendors operating from a total of 45 urban and rural markets 

To increase the demand for services of partlclpatlng 
practltloners and nurse-vendors through cllnlc- and market- 



based promotlonal (IEC) activities and the distribution of IEC 
materlals 

7. To strengthen the capability of PNA to manage and sustain its 
famlly planning program , 

111. SUBPROJECT ACTIVITIEB 

The following actlvitles will be conducted to achieve the 
objectives of thls program durlng the contract period 

1. C l l n l c a l  Trainins  of Providers 

To expand the coverage of prlvate family elanning services 
throughout Ogun state, the program will have 'approximately 50 
additional private sector nurse-rnidwlves tralned in cllnical family 
planning through a training lnstitutlon approved by FHS To achleve 
this objective, YNA will- . -. 

Identify and recrult approximately 50 qualified private 
sector nurses and nurse-mldwives interested in recelvlng 
famlly plannlng training Prlorlty will be glven to 
practitioners from rural areas where family planning 
services are scarce, and to practitioners who own their 
own cllnics Program staff will make pre-trainlng vislts 
to interested nurses to verify thelr work status at the 
cllnic, and in cases where nurses are employees of the 
cllnlc, to elicit the support of the proprietors to 
ensure that they wlll be able to practlce clmical famlly 
planning in their clinlcs upon graduatlon. 

Schedule clinlcal family planning tralnlng of four to six 
weeks for the ~dentified nurses at an FHS-approved 
t r l l n l n q  11ht ltut lor\, 

Coordinate the tralnlng of the tralnee candidates for 
certiflcatlon in family plannlng and IUCD insertion Each 
tralnee will perform a mlnimum of 10 supervised IUCD 
insertions 

Monitors will participate In the plannlng and 
implementation of the trainlng course In order to orient 
students lnto PNAfs program and to update their skills. 

Provlde trainees with a free sample kit of contraceptives 
upon graduatlon. Course graduates will pay for and 
recelve IUCD insertion kits from the Assoclatlon 
Graduates will also receive iamlnated counseling cards, 
a family plannlngtextbook, and other available reference 
materlals from the Association. 



f. Trainers from the training institute wlll make site 
visits, accompanied by Program Monitors, to recent course 
graduates and other program participants as a way of 
obtaining feedback on the trainlng A mlnimum of three 
clinic visits per training class will be made within 
three months after the trainlng has taken place. The 
trainers will intervlew providers and cJinic proprietors, 
and make observations using a questionnaire developed by 
FHS. Important findlngs from the v~sits will be used in 
revising the training curriculum 

2 pervlce Delivery Sumort  Activities 
t 

Participating nurse-practitioners will provide hlgh-quallty family 
planning services for all non-surg~cal methods to generate 4,561 
CYP (see Appendix A for calculations of CYP by method). PNA will 
support these servlces by a) providing quallty assurance 
monitoring and technical assistance, and b) helplng develop 
referral systems for participating providers 

a. Quality Assurance Activities 

1. Program Monitors wlll make site vlslts to partlclpatlng 
providers periodically to ensure that providers are 
adhering to quality care standards (e g in counseling, 
infection control, IUCD insertion technique), and to 
provide technical assistance and update training, 
particularly In the area of family planning counselmg 
Nurses who have been with the program for more than one 
year and who are providing high quality services wlll be 
visited two to three times per year for quallty assurance 
monitoring, while less experienced providers wlll be 
visited at least quarterly. 

2. PNA wlll hire one additional Program Monitor at 75% time 
There will therefore be six Program Monitors to allow 
sufficient coverage of all partlclpating providers and 
nurse-vendors, including those to be trained durlng the 
contract period These are: the four existing Monitors, 
the Monltor of the vendor program who wlll serve as a 
regular Program Monitor, and the new Monitor. The new 
Monitor will be selected on the following criteria: 

o formal training in famlly plannlng methods, 
including IUD insertion; 

o a minlmum of two years experience delivering famlly 
planning services, 

o supervisory experience, 
o good interpersonal skills. 

3. PNA, with assistance from FHS/SEATS, will train the new 
Program Monitor to: 



monitor program participants for quallty care 
standards, using the Monitoring Checklist and other 
materials developed by FHS, 

I 
I 

p~ovide training and technical asslstance to 
participating nurses in delivering family planning 
sFrvices, In counseling and screening patients for 
family planning, and In selling and promotional 
activities; - 

i 

sell contraceptives to program partlclpants, nurse- 
vendors and other prlvate outlets; 

correctly fill out the management information forms 
to record acceptors and sales, 

d 

ldentify problem areas and training needs of 
pzirticipating providers to be reported back to the 
p<ograrn Manager and to the tralning institute. 

4. During site visits, Monltors will discuss particular 
messages or themes identified by PNA wlth FHS assistance, 
In the aim of improving quallty of servlces These 
@'themes of the quarterM could Include such topics as 
infection control, AIDS, post-partum contraception, and 
other topics identlfled by providers and Monltors These 
themes could be reinforced through printed Contraceptive 
Update factsheets distributed to providers. 

5 ProgramMonltors will explain and distribute to providers 
reference materials provided by FHS/SEATS, including 
medlcal update sheets, reference books, and IEC 
rnaterlals 

6. Program Managers wlll make perlodic site v~slts to 
clinics to monitor servlces and to oversee the quality of 
the monltormg. 

b. Development of Referral Systems 

To asslstparticipating providers to increase then family planning 
clientele, PNA will encourage and provlde technical asslstance, 
w ~ t h  help from FHS/SEATS, In developing referral systems involving 
1) nurse-vendors, 2) contraceptive commodities retailers, and 3) 
family planning clients. Developing these systems will require the 
following actlvitles: 

1 Program staff wlll hold meetings or workshops with groups 
of providers to discuss and plan referral strategies, to 
~nclude. 

o the establishment of client-to-client referral 



systems (e g a discount for future services to all 
clients who refer friends to the provider) This 
system could apply to other health care services, 
in addition to family plannlng, as a means of 
Increasing practitloners8 busmess, 

o the inclusion of retailers, such as pharmacists and 
patent mediclne dealers, in the referral network, 
qnd the establishment of referrql fees for these 
retailers when they refer cllents for clinlcal 
servlces to partlclpatlng providers. Methods 
requiring cllnical services are IUCDs, 
in]ectables, and oral contraceptives for f lrst time 
users Whlle family planning referrals would be 
emphasized, referrals could also be encouraged for 
other health servlces the cllnics provide; 

o the inclusion of nurse-vendors in the referral 
network and the establishment of fees for vendop 
for referrals to participating clinics. 

2. Program staff, with FSH/SEATS assistance, wlll organlze 
meetings at zonal or LGA levels with groups of retailers 
and providers to plan the referral system, set referral 
fees and Introduce retailers to providers 

3. Program staff will arrange zonal meetmgs of nurse- 
vendors and participating practltloners to get 
acquainted, dlscussthe referral strategies and establish 
a referral fee schedule. Familiarization visits by 
vendors to provldersr clinlcs and by providers to nearby 
particlpatlng markets will also take place 

4. Program Monitors will monltor the impact of the referral 
systems, and provlde addltlonal technical assistance 
through visits to clinics, particlpatlng retallers, and 
clients. 

3 .  A c t l v i t l e s  to A t t r a c t  and R e t a i n  Nurse-Practitioners in the 
P r o s r a m  

In order to reach the goal of retaming 80% of nurse-practitioners 
(or at least 136) in the program at the end of the contract perlod, 
PNA will carry out the followlng activities* 

a. Track down trained prac$itioners who have dropped out of 
the program, and enlist jnto the program as many of those 
still working in private clinlcs in the state as 
possible, - 

b. Orient new trainees to the program durlng the clinical 



training course, explalnlngthe advantages of taklng part 
In the program. 

, 
4 .  Sales of Contraceptive Commodities to Providers and other 

Outlets , 
8 

PNA wlll sell a mlnlmum of N132,OOO worth of contraceptives to 
provlders, other private cluucs and retail out,lets durmg the 
contract perxod through the following actlvltles: 

I 

Development of a performance-based system for program 
staff based on contraceptive commodltles sales. The 
system Can lnvolve commissions and/or bonuses based on 
sales for Mon~tors and the Manager, whlch would come from 
the Association's profits. Discounts or other incentives 
for large-volume customers could also be Instituted 
FHS/SEATS will asslst program staff in developing the 
system, .lncludlng settlng new sales prlces, determinlng 
the Association's profit margln, settlng minimum sales 
targets for Monitors, and establishing comrnlsslon rates 
or bonus schedules for program staff. 

Expanding the progqam's marketbase to other approprlate 
private sector outlets, including patentrnedlcme stores, 
pharmacies and prxvate medical practitioners A mlnimum 
of 500 sales outlets ( ~ n  addition to cllnlcs of 
partlclpatlng provlders) wlll be lncluded in the program 
Thls 1s twice the current number of outlets. 

Program Monltors wlll conduct zonal sales meetlngs wlth 
participating provlders, to ensure a hlgh volume of sales 
whlle reducing slte vlslts to clinlcs. The rneetlngs will 
held In each zone at least twlce per year The meetlngs 
wlll also provide a forum for provlders to dlscuss 
problems and Issues, recelve update training, and submlt 
servlces statistics. 

Program Monltors wlll contlnue to sell contraceptive 
comrnoditles to particlpatmg provlders durlng slte v~slts 
to cllnlcs. 

- 5 .  Nurse-Vendor Activities 

Five addltlonal nurse-vendors wlll be added to this program to make 
a total of 15 vendors operating wlthln the state Nurse-vendors 
wlll generate 6,097 CYP through the sale of pills, condoms, and 
foamlng tablets at publlc markets durlng the contract period. Thls 
1s based on average monthly sales per vendor of 257 cycles of 
pllls, 282 strlps of condoms, and 28 strlps of foarnlng tablets) 
(see Appendlx A). 

All vendors who have not done so wlll explore the posslblllty of 



expanding thelr coverage to nearby seml-urban, community markets 
which operate on a weekly basls, In addition to thelr maln urban 
market. The vendors wlll also broaden their services by providing 
other health services with the markets (e g blood pressure 
screening), and by referring cllents to participating clinlcs for 
cllnlcal famlly plannlng methods. t 

8 

In the aim of incorporating the nurse-practitlonor and nurse-vendor 
programs, all Program Monitors will monitor the vendors, as well as 
the nurse-practitioners, in their respective zqnes 

c 

The following activities will be carried o u ~  to achleve t h ~ s  
o b ~  ectlve: 

The Program Manager and Monltor of the vendor program 
wlllprovlde trainlng and orlentatlon on the nurse-vendor 
program to Program Monltors through classroom sesslons 
and site vlslts to participating markets. , 

e 

PNA wlll identlfy f lve large public markets In urban 
areas not currently covered by the project Program staff 
will obtaln the necessary approvals from the market 
boards and appropriate State Minlstry for the sale of 
non-prescription family planning products In the markets. 

PNA staff w ~ 1 1  identlfy and recruit flve additional 
nurses to serve as full-time vendors In the newly 
selected markets Selected candidates must be experienced 
nurse-midwives who have strong communications skllls and 
are available to work full-tlme In the markets. 

PNA staff, with FHS asslstance, wlll tram the new 
vendors In family planning methods and use, commodltles 
management, I E C  methods, famlly plannlng counsel~ng, 
sales and marketing strategies, and recordkeeplngthrough 
a six-day training course using the nurse-vendor 
curriculum developed by JSI. All Program Monitors wlll 
take part in the course. Upon graduation, the new vendors 
wlll recelve a small free sample of commodities from PNA 

The new vendors will establish lock-up market stalls In 
the five new markets. PNA wlll provlde the vendors wlth 
signboards for their stalls, megaphones and cassette 
players for IEC activities, and IEC materials (posters, 
handbills, etc.) 

PNA will hold a series of meetlngs wlth vendors to 
develop new strategies, provide update trainlng, discuss 
common problems and sol~tlons, and sell commodities. 
These meetmgs wlll ~nclude: - 
-- a sesslon to develop a new incentive system, such 



as a bonus for vendors who meet an established 
monthly sales target; 

-- str&tegy sessions to discuss ways for vendors to 
expand and improve their servlces (2 g. by offerlng 
other health services, expanding commodities 
distribution in the markets uqlng non-health 
personnel, expansion to community markets); 

-- update trainlng on famlly planning counseling, 

-- update tralnlng on sales and marketing strategies, 

-- update trainlng in promotional (IEC) activltles. 
I 

g. Based on'the results of the strategic meetings, PNA will 
set up an incentive system for vendors The incentives 
wlll come out of the Association's prof itg from commodity 
sales. - 
In order to expand their coverage, all vendors who have 
not done so wlll Identify two to three community markets 
in areas near thep base market, whlch operate on a 
weekly basis (each has a speclal "market dayt@). Selected 
community markets will be large, well-frequented, and 
wlll reach people not served by the city-based markets 
Each vendor wlll submlt to program staff a schedule 
showlng whlch days she wlll operate from her urban "baseu 
market and from each community market. 

1 All vendors wlll conduct sales of pllls, condoms, and 
foaming tablets at them asslgned markets. Sales w ~ l l  be 
conducted from thelr stalls, and by making regular tours 
both withln and outslde of the markets A minlmum of 
6,097 CYP will be generated from sales over the course of 
the contract, based on average monthly sales per vendor 
of 257 cycles of pllls, 282 strlps of condoms, and 28 
strlps of foaming tablets). Vendors will record all sales 

I 
on sales tracking sheets provlded by FHS. I . Vendors will explore the possib~lity of havlng other 
market vendors to store and distribute commodities on 
days when the vendor is not present in a particular 
market The use of these Itdepot holderst1 would allow 
sales to continue at any of the vendor's assigned markets 
on days when she'is working at another market. The 
vendors wlll be responsible for maklng all agreements 
(e g. profit shares) themselves with the depot holders. 

I 
- - 

k. Vendors wrll provlde one-on-one, conf ldentlal counseling 1 
in family planning to clients from thelr stalls. 



1. To increase awareness of family plannlng and demand for 
their services, vendors will conduct talks on a variety 
of health and family planning topics (e g using the 
@'Facts for Lifebb book) on a regular basis at their 
assigned markets and from other appropriate venues 
Vendors will also design and produce simple IEC materials 
on therr own, using thelr own funds, wlth techn~cal 
assistance provided by PNA and FHS/SEATS. 

, ? 

rn. Program Monitors will vlslt each vendor at least once a 
month $0: I 

f -- rnonltor sales and services; -- provlde technical assistance and fralnlng In sales 
promotion, IEC, family planning counsellng, 
expandmg health services, etc., as needed; -- sell contraceptives to the vendor?, -- djstribute IEC and mformationalm~terials provided 
by PNA; -- cqllect vendorst monthly reports, including sales 
data, and -- report problems and lssues back to the Program 
Manager. 

n Nurse-vendors will meet in their zones with participating 
providers to get acquainted wlth one another, discuss 
referral strategies, and establish referral fees (see 
#2 b.3 above) 

o PNA will collect, maintain and complle accurate sales 
information for the vendor program on a monthly basis, 
using reporting forms provided by FHS/SEATS The vendor 
sales records will be kept separately from those of the 
practitioner component. 

6. Information, Education and Communication (IECI 

a FHS staff wlll train Program Monltors in IEC to serve as 
effective tralners In IEC to particlpatlng nurse- 
practitioners and nurse-vendors. The IEC Tralnlng of 
Trainers course will consist of an lnltial flve-day 
course that will cover such toplcs as: lnter-personal 
communications, motivational techniques, family plannlng 
counseling, determlnlng target groups, and plannlng 
activltles appropriate for each Identifled group This 
wlll later be followed by a refresher course of 
approximately two days. 

b. Program Monltors w l l l  traln nurse-practltloners and 
vendors In conducting IE-C activities, such as health 
talks at antenatal cllnics, at markets, and in the 
community, In order to attract new family planning 



clients The IEC trainlng will take place at two-day 
zonal workshops and through site vlsits to clxnics and 
markets. Providers and vendors will be tralned to conduct 
talks on a varlety of famlly planning and primary health 
care toplcs. 

I 1 
- 

c .  With teihnical asslstance from PNA, nurse-practltloners 
and vendors will conduct series of health/ f amlly planning 
talks at thelr cllnlcs (or markets) and nearby 
communi~les F 

,c 

d. PNA wlll procure, and if necessary, deslgn and produce 
famlly planning IEC materials for dlstributlon at A 

partlcipatlng clxnlcs and markets, with asslstance from 
FHS. The materlals will be of two types: 1) promotlonal 
posters,and pamphlets; and 2) educational leaflets for 
acceptors on the use of each method. Tqe materlals will 
reach a minimum of 30,000 people 



. 
IV. SUBPROJECT MANAGEMENT AND STAFFING 

A. STAFFING 

Subpro~ect staff paid by the prolect will consist of. 
f 

o A full-time Program Manager, 
0 Six Program Monitors @ 75% time , 
o 15 Nurse-Vendors @ 100% time; 
o A half-time Accounts Clerk/Offlce Asskstant; 
o A full-tlme Secretary. 

B. STAFF RESPONSIBILITIES e 

, 
1. Proaram Manaaer 

The Program Manager will be responsible for 

o Recruiting, hirlng and training new staff, including a 
Program Monltor and five new nurse-vendors, 

, o Overseeing all program activities; 

o Developingthe programrs annual workplan, wlth assistance 
from the Program Monitors and FSH/SEATS staff; 

o Participating In the development of lncentlve systems, 
training activities, referral networks, and other new 
program activities; 

o Supervising all program staff, 

o Compiling servlce and sales statistics on a regular basis 
for submlsslon to FHS, 

o Commodities management, whlch includes monitoring 
commodities stocks on a regular basls, keeplng accurate 
inventories, reordering supplies as needed in a timely 
manner, and storing the commodities appropriately. 

o Financial management of the program, including 
supervision of the Accounts Clerk, ensurlng adequate 
internal controls, approving all financial transactions, 
and ensuring that financial records are accurate and up- 
to-date, 

o Submitting quarterly financial and progress reports to 
FHS In a timely fashion, 

o Keepingthe Assoclatlon informed of program activities on 
a regular basis, and maintaining good relations with the 
executive members of the Assoclatlon, 



o Requesting technical asslstance from FHS and SEATS when 
required 

2. Proqram Monitors 

The Monltors wlll be responsible for .h 

- 
o Making slte visits to participating providers and nurse- 

vendor? to: monitor quality of services, collect sales 
and service statistics (e g. acceptor data), provide 
technical assistance in service deliv%ry and sales, and - 
sell cpntraceptlve commodities; C 

4 2. 

o Maklng slte vislts to new prlvate clin~cs to recrult new 
candidates for training in clinical fa'm1I.y planning; 

o Particlpatlng In the recruiting and training of new 
nurse-vendors, r 

f 

o Participating in the training of new prlvate - 
practitioners; 

7 

o Achieving a minimum monthly sales target (to be 
determined by the program) through sales to 
partlclpating providers during site vlsits, sales to 
nurse-vendors, sales to other appropriate private sector 
outlets, and by organlzlng zonal sales meetings, 

o Collecting acceptor and sales statistics from 
partlcipatlngproviders and nurse-vendors, and completing - 
the acceptor, sales and other management information 
forms on a regular basis, to be submitted to the Program 
Manager, 

o Providing technical assistance to providers, nurse- 
vendors, and other retailers in establishing and 
maintaining referral systems and networks, - 

o Training nurse-practltloners and vendors in I E C  
promotional activities through zonal I E C  trainlng 
workshops and site vlsits, and assisting practitioners 
and vendors to organize cllnic- (or market-) and 
community-based I E C  activltles conducted and funded by 
the providers themselves, 

o Assisting In the design of IEC materials for use by 
clinics and nurse-vendors, and distributing them to 
assigned clinics and markets, 

B 
- 

o Taking part An the planning and implementation of the 
strategic/training meetings for nurse-vendors 

I 



o Meetlng wlth FHS staff perlodlcally to recelve further 
training and technical assistance 

- 
C . COORDINATION 

b 

The subpro3ect wlll be managed on a dally basls by the Program 
Manager, who will supervise all program staff. The Program Manager, 
who 1s also the Chairperson of PNA, wlll update the other executive 
members of PNA on program activities on a regular basls Program 
Monltors wlll be responsible for communlcatingj problems and/or 
suggestlons reported by providers and nurse-vendors to the Program 
Manager. It will be the Program Manager's responslbillty to 
communicate any problems and/or suggestlons to PNA executive 
members and to FHS, and to request technical asslstance from FHS. 
Program staff shall be available to meet with FHS staff to discuss 
the progress of the program and outstanding issues, as deemed 
necessary by FHS or the Assoclatlon. 

The Program Manager wlll hold periodlc rneetlngs wlth Monltors to 
collect servlce statistics, supervise their act+vities, discuss 
outstanding problems and issues, find resolution of these problems, 
and provlde update training 

r 
V. TECHNICAL ASSISTANCE PLAN 

FHS and SEATS will provide technical asslstance and tralnlng to the 
PNA program as follows* 

Update tralning for the Program Manager and Chairperson 
In the management of the program, through both program 
site vlslts and a management tralning seminar, 

Technlcalasslstance In developingthe annual program and 
IEC workplans; 

Tralning of the Accounts Clerk and Program Manager in the 
financial management of the pro)ect, through site v ~ s ~ t s  
or a training seminar; 

Technical assistance and refresher trainlng of Monltors 
in quallty assurance, 

Assistance ln the planning and implementation of the 
inltlal and update training courses for nurse-vendors; 

Technical assistance and training of program staff In 
developing referral systems and networks for 
particlpatlng providers, 

Tralning of Program Monitors In IEC, to enable them to 
tram and asslst providers and nurse-vendors In 
conducting promotional and outreach actlvitles; 



o Technical assistance In developing IEC materials, 

o Provision of reference materials, such as medlcalupdates 
for providers; technical reports (e.g. Population 
Reports) and reference books for program staff. 

1 

VI. MONITORING AND EVALUATION PLAN 

The project will be evaluated In two ways 1) in terms of its 
performance in achieving the quantitative oblectives contalned In 
Sectlon I1 above, and 2) in terms of its demonstration of effective 
mechanisms (use of referral system and incentive system) for the 
dellvery of famlly planning services in the private sector, 

> 

The basis for the calculation of the CYP ob]ectxves are contained 
In Appendix A The "Monthly Baselinesw reflect data from the most 
recent pro-~ect quarterly reports, The predicted percentage of 
growth of clients'and sales are based on both the lncrease In the 
number of partlclpating providers and vendors, and on an expected 
lncrease In perforriiance per provider or vendor. 

Regular monitoring of pro~ect achievements by FHS staff, coupled - wlth feedback provided to the Program Manager, wlll constitute an 
ongong evaluatlon mechanism: In addition, a formal evaluatlon by 
FHS staff and/or consultants will be scheduled for the flrst 
quarter of 1994 Thls evaluatlon w ~ l l  assess the extent to whlch 
the prolect 1s achieving its ob-~ectives and wlll form the basls for 
recommendations concerning any continuation of the project beyond 
July, 1994. 

VII. WORKPIAN (see attached) 



VII WORKPLAN 

ACTIVITY 3193 4/93 5/93 6/93 7/93 8/93 9/93 10193 11193 12/93 1/94 2/94 3/94 4194 5/94 6194 
_ _ _ - - - - - - - -  

START-UP 

1 Sign new contract x 
2 Develop annual workplan ---- 

TRAINING 

1 Identrfy & recrurt nurses 
for clinical tra~ning 

2 Schedule trarning wrth 
trarnmg instrtute 

3 Chnrcal trarnmg takes 
place 

4 Srte vrs~ts to course I 

graduates by trarners 

---- 

XXXX XXXX XXXX 

SERVICE DELIVERY SUPPORT 

2 Refresher trarnrng of 
Monitors 



VII WORKPLAN 

ACTIVITY 3/93 4/93 5/93 6/93 7/93 8/93 9/93 10193 11/93 12/93 1/94 2/94 3/94 4/94 5/94 6/94 
1 - - - - - - - -  

3 Track down program , ---------- 
drop-outs 

4 Meetmgs w~th prowders, 
reta~lers & nurse-vendors 
to set up referral systems 

5 Referral systems esta- 
bl~shed 

6 Provide techncal assstance 
& mon~tor referral systems 

7 Distrrbute reference 
mater~als to providers 

SALES ACTIVITIES 

1 Estabhsh mcentive 
system 

2 Conduct sales to provr- 
ders & reta~lers 

3 Zonal sales meetmgs with 
prov~ders 



VII WORKPLAN 

ACTIVITY 3/93 4/93 5/93 6/93 7/93 8/93 9/93 10193 11193 12193 1/94 2/94 3/94 4/94 5/94 6/94 

1 Tram Program Mon~tors 
on nurse-vendor actlvrtles 

2 Identify 5 new markets 

3 Recru~t 5 new nurse- 
vendors 

4 Tram new nurse-vendors 

5 New vendors set up stalls 
& begrn sales 

6 All vendors expand to 
community markets 

8 Vendors meet wlth pro- 
vrders for referral 
system development 

10 Trarnmglstrategy meetmgs 
w ~ t h  vendors 



VII WORKPLAN 

ACTIVITY 3/93 4/93 5/93 6/93 7/93 8/93 9/93 10193 11/93 12/93 1/94 2/94 3/94 4/94 5/94 6194 
_ _ _ - - - - - - - -  

11 Monrtorlng vlsrts to 
markets 

IEC ACTIVITIES 

1 IEC Tra~nmg of Monrtors 
by FSH staff 

2 IEC trainrng workshops 
for prov~ders 

3 Prov~ders conduct health/ 
fp talks & other IEC 
actlvltres 

4 IEC materials procured, 
dlstrrbuted to provrders 
& vendors 

1 

1 Collect sales, acceptor 
data 

2 Marntam adequate stocks 
of commod~tles 



Vll WORKPLAN 

ACTIVITY 3/93 4/93 5/93 6/93 7/93 8/93 9/93 10193 11/93 12/93 1/94 2/94 3/94 4/94 5/94 6/94 
- _ _ . - - - -  

3 Meetings wlth Momtors & x x x x x 
Manager I 

5 Mon~tormg vls~ts to 
program by FHS 

6 Subm~t quarterly reports 

7 Subm~t annual report 



APPENDIX A CYP CALCULATIONS 

PNAIOGUN STATE 

I PRIVATE PRACTITIONERS 

Monthly Percent Projected 16Month Mu@ Projected 
Baselme Increase Monthly Total pllw CYP 

iUCDs 40 

lnjectables go 

Pills 645 

Condoms 800 

F Tablets 160 

TOTAL 

I1 NURSE-VENDORS 

Monthly Percent Projected 16 Month Multi- Projected 
Baseline Increase Monthly Total pher CYP 

P~lls 2,200 75Vo 3,850 61,600 0 0667 4,107 

Condoms 9,680 75% 16,940 271,040 0 0067 1,807 

F Tablets 980 75% 1,715 27,440 0 0067 183 
--------- --------- 

TOTAL 6,097 

TOTAL FOR BOTH PROGRAM COMPONENTS 10,657 



PRIVATE NURSES ASSOCIATION (OWN STATE) 
t 

SUBPROJECT # 001 
1 MARCH, 1993 - 30 JUNE, 1994 

YEAR 4 BUDGET (16 MONTHS) 
IN NAIRA 

PNA FHS .............................. ------- ------ .............................. ------- ------ 
I PERSONNEL 

Program Manager @ 100% (N3t000/mo ) 48,000 
Program Mon~tors @ 75% (6 Monrtors x 156,000 
N1001day x 260 days) 1 

Nurse-Vendors @ 100% (NSOO/mo x 15 vendors) 120,000 
Accounts Clerk/Ass~stant at 50% t~me (N1,000/mo ) 16,000 
Secretary @ 100% (N1,250/mo ) 20,000 
PNA Execut~ve members (5% t~me) 3,000 

I1 TRAVEL, TRANSP & PER DIEM 

Travel 
Program Manager local travel 

Clin~c s~te v~s~ts  by course tra~ners 
(2 tra~ners x 9 vls~ts x NSOIVISI~) 

Transport for referral systems meetmgs 
(300 part~c~pants x N25lpartlclpant) 

Transport for Nurse-Vendor strategyltralnmg 
meet~ngs (1 0 meet~ngs x 21 partlc~pants 
x N40 avg )3 

Nurse-Trainees' transport (50 tra~nees x 
N1501week x 4 weeks)4 
Nurse-Vendor trainees' transport 
(5 vendors x Nl50/trarnee)4 
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PRIVATE NURSES ASSOCIATION (OGUN STATE) 

SUBPROJECT # 001 
1 MARCH, 1993 - 30 JUNE, 1994 

YEAR 4 BUDGET (16 MONTHS) 
IN NAIRA 

Food/lodging for nurse-trainees (N350Iday x 
24 days x 50 trainees)4 
Food/lodging for vendors' trainmg course 
(N35O/particlpant x 6 days x 11 participants)4 
(Program Monitors and new vendors) 

Trarn~ng tuition (50 trsinees @ N1,500) 75,000 

SUBTOTAL TRAINING 0 565,650 
---- --------- - 

IEC 

Program Monitors (6 Monitors x 260 days 
x N40/day)2 

Food/lodging for Monitors' IEC tra~ning 
(Inltial 5-day and refresher 2-day) 
(6 Mon~tors x N350/day x 7 days) 

IEC training workshops for prov~ders 
(6 zonal workshops x N 5,0OO/workshop)6 
Procurement of IEC mater~als for clln~cs & 
markets 

Special IEC activities 

SUBTOTAL IEC o 1 n,i oo 
--------- -------A t 

Ill EQUIPMENT/SUPPLIES 
Office Furndure 12,000 
Stationeries & office supplies 4,000 
(N250/mo ) 

I 
Megaphones for nurse-vendors (1 2 @ N2,000) 24,000 I 
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PRIVATE NURSES ASSOCIATION (OWN STATE) 
1 

SUBPROJECT # 001 
1 MARCH, 1993 - 30 JUNE, 1994 

YEAR 4 BUDGET (1 6 MONTHS) 
IN NAIRA 

PNA FHS 
.............................. ------- ------ .............................. ------- ------ 

Furniture for 5 new market stalls 1,500 
(@N300/stall) 
Other IEC equipment for markets 8,000 
(aud~o cassette players, etc ) 

------------------------------------ _---I-- - -----I--------- 
SUBTOTAL EQUIPMENTISUPPLIES 12,000 37,500 

IV OTHER DIRECT COSTS 
Offrce & storage space/utll~t~es 
(N1,OOOImo x 16 months) 

Rental fees for urban-based market stalls5 
(1 5 markets x N50Imo ) 

Communlcatlons, postage, reproduction 
(@N7OO/rnonth) 

--------------------- -- - --- 
SUBTOTAL ODC 16,000 23,200 

-- ..- -- 
GRAND TOTAL 31,000 1,171,450 

BUDGET NOTES 

1 Monitors' salary lncludes their work in mon~tormg prov~ders 
and vendors, holdmg sales meet~ngs, developmg referral net- 
works, sellmg contraceptwes, tranng prov~ders and vendors 
In IEC, etc 

2 This llne Item Includes Monitors' travel to clln~cs and markets 
to develop referral systems, provlde IEC tralnmg, rnon~tor qual~ty 
of services, and the holdlng of sales meetlngs and meet~ngs w~th 
reta~iers to develop referral networks Thls also lncludes 
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PRIVATE NURSES ASSOCIATION (OGUN STATE) 

SUBPROJECT # 001 
1 MARCH, 1993 - 30 JUNE, 1994 

YEAR 4 BUDGET (1 6 MONTHS) 
IN NAIRA 

3 Participants will include the 15 nurse-vendors and 6 Program 
Mon~tors, In addit~on to the Program Manager 

4 Travel and per d~em to trainees can be pa~d on the basis of 
1) actual costs (cost reimbursement) 

5 Nurse-vendors w~ll contr~bute up to one-half of the cost 
of stall fees 

6 Includes providers' travel & per diem costs, and all other 
costs mvolved In plannmg & conductmg the IEC trairling 
workshops 
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Annex C 4 

Report on the Project Financial Workshop 

Completion Report 
Family Health Services Project 

Contract No 
620-000 1 -C-00-8008-00 



Date 

From* 

Sub] ec t 

14ar'h??.594 Plo Dacosta J'a 
Henry Aklnsullre 
Clement Aklnsul lre 
Gabriel Olanlran 

George Ollgbo 

Dr. Fellx Awantang 
Dr. Sandy Ojlkutu 
Jean Roy (Ag NCCCD Project Coordinator) 

REPORT ON THC PROJECT FINANCIAL MANAGEMENT WORKSHOP 
MARCH 28 - IIIARCEI 3 0, 1994 

The workshop started on Monday, 28th March, 1994 as scheduled. 
?he Welcome address was dellvercd by Joshua Samson, Deputy 
Director, PAF He used the opportunity to lnform the partlclpants I 
of the need for reasonable accountlng records. Also, he implore0 
the partlclpants to pay particular attention to the lectures and 
make use of what ~ 1 1 1  be learned to Improve thelr productlvlty 

Twenty-one(21) partlclpants attended the workshop They are 
drawn from the NCCCD focus states and Lgas In the southern part of 
Nlgerla 

After the ~ntroductlons, Plo Dacosta g lve  the partlclpants 
background ~nforrnatlon to the wozkshop and introduce them to 
Pro j ect Flnanclal IC4anagenlent. 

EIenry Aklnsul J re later introduced the ~lnanclal system to the 
partlclpantc; Wlth the manual that has been prepared, he took them 
step by step thloucjh the Flnanclal system The bhole mornrng 
sesslon was 11scd to dlscuss the accountlng package wlth question 
been taken from pertlclpants ln between Later In the day, Clement 
Aklnlentbola revlsved the days actlvlties wlth the participants. 
The revlew was llvely revlslt to all the polnts that have earller , 
been ralsed Qucstlons ?:ere freely asked and answered wlth 
occasional support fro]? Plo and Henry 

Slnce the approach to thls rrorkshop was lnACTION TRAIN-NG 
METIIODIV, the pastlclpants were d~vlded Into four groups at the zrld 
of the flrst day. Y ' h e  case study was given to partlclpants so thBy 
could have a pre-hnowledge before lt 1s answered In the workshop. 

On the second day, each group trled the case study Because 
IC 1s detailed, ~t took the whole day for them to answer all the 
yuestlon that aroqc from the case study 

The thlsd day, the answers were revlewed and the solutlon was 
projected to them through the overhead pro] ector One ~nterestmg 



thing 1s that the group work 1s superb, and knowledge galned by the 
partlclpants very high After, the answers to the case study was 
completed, other questions were entertained and answered The 
workshop ended on schedule with closlng remark from Plo Dacosta and 
farewell speeches from other facilltator Dr Hezeklah Adesina the 
NCCCD Ibadan state based Epldemlologlst, also make some closlng 
remarks 

The callbre of particlpants at the workshop was very high and 
they display very hlgh intellectual ablllty. They offered useful 
suggestions that wlll be lncorporated m t o  our next tralning 
program. 

At the end of the exercise, evaluation questionnaires were 
dlstrlbuted. All of them were completed and analyzed 

Our analysls shows that 62% of the participants has not 
attended a workshop of thls nature before as agalnst the 38% that 
have. 95% of them learnt something new agamst 5% that have not 
100% thjnks the workshop wlll enhance then productlvlty 71% 
agrees that the tlme allocated was adequate while 29% dlsagree 
8G% rated the facilltator excellent whlle 14% rated them Good All 
the partlcl~ants agreed that the facllltator communicated well 
enough 81% of the particlpants agreed that the workshop should 
take place agaln whlle 14% disagrees and 5% abstained 90% 
suggested lmprovaments whlle 10% dld not And flnally, 57% rated 
the workshop as excellent whlle 33% rated lt as Very Good, 5% as 
Good and 5% as falr In all, the overall general assessment of the . 
partlclpants rras that it was excellently organized and executed 
In fact, most of the partlclpants who clalmed to have attended 
several workshops confirmed that the approach we adopted has been 
the best they have ever seen 

encl . 
Program of Events 
Questlonnalre 
Case Study 
Manual 



NIGERIA CCCD PROJECT 
THE AFRICAN-AMERICAN INSTITUTE(M1) 

ACCOUNTING PROCEDURES FOR REClPlENTS OF FUNDS FROM MI 

The purpose of thrs accountmg system and procedures IS to help Recrprents 
accountants to marntaln proper bookkeepmg records and generate monthly flnanclal 
reports accordrng to generally accepted accountlng prlnc~ples Th~s s~mpl~fled manual 
should be used as a reference document by all Rec~prents and NCCCD Kaduna offlce 
accountants, to ensure a standa~ drzed accountmg practlce 

A General 

The accountarits of fund recplents must ensure adherence to the following 

Frnancral records must clearly mdcate the use to whrch the funds are 
drsbur sed 

All transactions (recelpts and expenditures) must be supported by orlglnal 
documents includrng, Invorces, payment rece~pts, bank recelpts, bank 
sta:ernents, etc 1 hese documents are to be safely stored and returned ~41th 
your returns 

lnvolces and vouchers supportrng the use of funds should be stamped or 
marked "P A I D" wlth the date of payment and cheque and voucher 
number - 

Serrally (manually)numbered recelpts and payment vouchers are used All 
numbers should be accounted for 

Monthly bank reconc~hat~ons for expenses and Income are to be completed 
on a trmely basis If poss~ble, they should be  prepared or at least revrewed 
by a imowledgeable person who does not have access to cash, slgn 
cheques, or recot d cash tt ansactlons 

Financial records should be revlewed monthly by the program director, 
NCCCD State Based Epldem~olog~st or some other senlor person other than 
the persons who Inamtam the records 

All procurement are to be accomplished by AAI standard procedure and 
must be supported by at least three blds 



8 A separate ~nterest-earn~ng bank account must be mamtained for all 
NCCCD/AAI funds 

-. 

B Control of Cash 

Cash IS one of the most ~mportant project assets, therefore, special attent~on and 
care must be taken when managmg project cash The follow~ng controls should be 
followed to ensure that project cash is adequately safeguarded 

1 All payments whenever feas~ble should be made by cheque When th~s is 
not poss~ble small project expenses should be pa~d  out of petty 
cash(rnaritnum of N10,000 00 If larger purchases or payments are 
necessary and requlre cash (as opposed to a cheque glven to a vendor or 
~ndiv~dual) specific short-term Imprest should be glven to a respons~ble staff 
person This ind~vidual will be reql~lred to make payment (generally no more 
than two wor lc days) and submrt the recelpts and remaining cash (if any) for 
review a d  redeposit 

2 All small purchases (as defmed by the project's management and the 
atnounis of which should be based on the usual and customary practce of 
simtlar organizat~ons ) should be made from the petty cash rmprest 

3 When cash advances are necessary to carry out project act~v~t~es, and if 
staffing pertn~ts, the person who functions as the cash~er should not have 

A 

record-keeptng (accountrng) responsibrlitres other than recording and 
track~ng advances made 

4 All NCCCD/AAI project funds will be mamtained in a separate ~nterest 
beam ,g account ( ~ f  current accounts pay rnterest) In the name of the project - 

and mstitution Funds from other sources will not be held In th~s account 

C Control of Expenses I 
All payments made w~th project funds should be approved by the Project Director 

The State Based Ep~dern~ofoyist should be aware of all project activ~t~es and must 
adm~nrstratwely approve all erpenses incurrcd 

. I 
1 Whenever poss~ble the person who approves the payment should not be 

the same person who delrvers ihe payment 

I 
2 Authorrty for the approval of purchase of goods and services must be 

1 
clearly def~ned 7 he accountant must ensure that approval IS obtamed prror 
to order~ng goods and services and that all procurement are In accordance 
with the pi oject budget 



D Control o ~f Budgets 

All requests for payment should be revlewed by the project accountant as per 
budget prior to approval Payments, if poss~ble should be recorded so as to allow 
cornparlson of budget and actual -This can be accomplrshed by malntalnrng the Bank and 
Petty Cash Regrster up to date at all tlme 

E Internal Control 

Internal control IS the plan of o~ganlzatlonal procedures and records designed to , 
safeguard assets and the rellabll~ty of financial records As In all thlngs, ~nternal control 
cannot be absolute NCCCD/AAI is aware that recp~ents both at a primary or at 
secondary locations may not have adequate numbers of staff to assrgn responsibll~ty so 
as to totally segregate the tasks in processmg transactions Nevertheless, every effort 
should be made to assign responsib~l~t~es In such a manner that no one rndlvldual, 
lncludrng the project manager and Recipients staff, control all aspects of a transaction 

Whether the Rec~plcnts' has an emtlng accountmg system or uses the procedures 
and forms provlded by NCCCD/AAI or comblnat~on of the two, the accountrng system 
must meet the mlnlmutn accounting and reportrng requirements of NCCCD/AAI The 
follow~ng accountrng system and 111 ocedures wrll satlsfy those requrrements as follows 

1 ensure that the Recrpient approved workplan budget IS not overspent, 

2 provrde the necessary ~nformat~on to rdentrfy advances recaved and 
expenditures rncurred by budget h e  rtems, 

3 generate t~mely flnanclal reports whrch identlfy and detarled f~nanc~al 
transactrons, 

4 ensure that accountmg entries are supported by appropriate 
documentation and can be read~ly traced to the origlnal entry and vice 
versa 

F ACCOUNTING SCHEDULES AND REPORTS 

The accountrng schedules and reports used In thrs system are shown on the 
follow~ng annexes 

ANNEX 1 - BANK AND PETTY CASH REGISTER 
ANNEX 2 - PAYMENT VOUCHER 
ANNEX 3 - BANK RECONCILIATION 
ANNEX 4 - MONTHLY FINANCIAL REPORT 
ANNEX 5 - FUND REQUEST FORM 



I BANK AND PETTY CASH REGISTER 

Thrs schedule allows for the follow-up of every transactron of funds rece~ved and 
deposrted In the bank account opened for the Recrprents projects, therefore, 
advance and re~rnbu~sements of funds recerved from AAI are entered ~n thrs 
register, as well as all expend~tures and advances p a ~ d  by cheque or cash 

Explanatton 

Bank Account 
.4 

Under the column "Date", enter the date the transactron IS berng 
posted 

Under the colunin "Cheque Number", enter the cheque number In 
question for that transactron 

Under the Column "Name of Payee", mdrcate the name of the 
beneficiaty or the person/organrzat~on bemg pard 

Under the column "Descrrpt~on ", brrefly expla~n the nature of the 
transaction 

Under the column "Rece~pts " enter all transfer of funds recerved from 
NCCCDIAAI 

Under the column "Payment" enter all payments made by cheque 

Under the colunin "Balance" enter the result of the followrng 
"Begrnnlng Balance plus Rece~pts mmus Dlsbul sement" 

Petty Cash 

The Petty Cash Portron is f~lled out rn the same way as the Bank Account 
Port~on 

Allocatron of Expendrtures 

The opening amounts for the approved budgets In the drfferent categorres 
are taken from the Approved Workplan budget of the Recprents duly 
approved The amounts to be rndrcated wrll vary wrth drfferent Recpent 



2 PAYMENT VOUCt-1ER 

1 h ~ s  form serves to doculnent all transactions which are pald by cheque or cash 
An explanation of this form IS as follows 

"PAY TO THE ORDER OF" enter the name of the beneflclary of the 
cheque 

"DESCRIPTION OF THE EXPENDITURE" enter a descr~ptron of the -- 

Items or the nature of the expenditure mcurred 

Under the colurnn "BUDGET LINE ITEM" enter the descrrptlon of the 
budget line affected 

Under the colurnn "AMOUNT NAIRA" enter the correspondrng 
amount of ihat spec~fic transaction 

After "Cheque NUMBER" rf pa~d  by cheque, enter the number of the 
cheque used to pay lor that part~cular transactlon If pald by cash 
enter "CASI 1 ' 

"AFTER PREPARED BY" the accountant enters hls name under the 
llne and slgns above the line w~th date bes~de it 

The project manager approves it and inserts the date of approval 

Under the column "DATE" enter the date of the transactlon 

Under the column "VOUCHER NUMBER" enter the number of the 
payment voucher 



4 BANK RECONCILIATION 

The objectrve of the Bank Reconcrlratron report IS to verrfy the accuracy of the 
balance of the bank account agarnst the Bank Regrster balance Thrs report must 
be presented by usmy the same format as shown In Annex 3 

-. 
Explanallon 

a> "BALANCE AS PER BANK STATEMENT" Enter the balance as of the end 
of the month and as per your bank statement 

b) "LESS UN-PRESENTED CHEQUES AND INTERESTS' enter the total of all 
UN-PRESENTED CHEQUES After you verrf~ed that those cheques do not appear 
on the banli statement, prepare a lrst~ng of those cheques and total them and enter 
the total for all those cheques as UN-PRESENTED CHEQUES Subtract them from 
the balance on the banli statement Also the Bank mterests and other cred~ts on 
the Bank Statement that has not been entered In the Project cash/bank ledger 
should be totalled and subtracted from the new balance 

c) ADD " DEPOSITS IN TRANSIT AND BANK CHARGES " 
Identify all deposrts not entered In the Bank statement Bank charges on the Bank 
staternent not In the Project books Total all these and add to the new balance In 
" b" 

- 

d) " BALANCE AS PER THE PROJECT CASK BOOKS" is determined as follows 
a - b i- c above Thrs balance should be the same as the balance on the BANK 
REGISTER at the end of the month 

The bank reconcrlratron must be verrfred by the project manager for accuracy 

5 MONTHLY FTNANCIAL REPORT 

The objectrve of thrs report IS to provrde monthly summary of advances rece~ved 
and expendrtures rncurred, thus allowrng to determrne the cash ava~lable 

Explanation of thrs form 

"ONE MONTH PERIOD ENDING" enter the end of the per~od been reported 

"LOCATION" enter the locatron of organrzatron e g Ibadan, Oyo state 



7 

"Rec~p~ents" md~cate the correct agency 

"Column (a)" enter the amount of budget as contamed in the workplan budget to 
date 

"Column (b)" enter the total amounts that have been prev~ously d~sbursed and 
reported 

"Column (c)" Enter current Expenditure 

"Column (d)" Equal to {Column (a) - Column (b) - Column (c)) 

"Prepared By " Should be the accountant or whoever performs that funct~on 
He/She must slgn In the space prov~ded w~th the appropr~ate date 

"Approved By Approval should be done by most senlor person In charge of 
NCCCD act~v~ties In the Reclg~cnts 

R ECONCILIATiON 
A reconc~l~at~on statement should be prepared as md~cated on the form as follows 

"BEGINNING BALANCE" enter the balance shown for the beg~nn~ng of the 
month 

"ADVANCE RECEIVED THIS MONTH" enter the amount of advance 
rece~ved from AAI dur~ng the month 

"EXPENDITURE THIS MONTH" enter the expenses for the month 

"BALANCE" Balance IS equal to Beginnmg balance plus(+) advance 
rece~ved mmus(-) expenditure th~s month 

"CASH' the portlon of balance ~n cash 

"BANK the port~on of balance In the bank 

5 FUND REQUEST FORM 
The fund advanced IS a revolvmg one Once the advance 1s ret~red, a fresh one 
may be appl~ed for The Fund request form IS used prmarrly for spelling out the 
amount request w~th regard to spec~f~c budget lme ~tem 
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To complete ihls form, take the following steps 

"The per~od Beg~nn~ng" type the month In whlch you are mak~ng the 
request to start your actlvlt~es % 

"Locat~on" Pr~nt your locat~on, e g Ibadan, Nsukka, procurement, Ife etc 

"Rec~pients" Type your type of organ~zation 

Under "(a) cash requ~rements for next three month" fill In your total budget 
for the next three rnonlhs 

Under "(b) Actrvlly cash balance on hand" frll rn your bank and cash A 

balances, I e cash on hand and cash at bank 

Net cast) advance request IS the dliference between cash request and cash 
on hand 

On the budget line Items, fdl In the est~mated expenses per month 



FINANCIAL MANAGEMENT WORKSHOP 
IBADAN (MARCH 28 - MARCH 30 1994) 

CASE STUDY 

Your organmtlon received an advance of N679,OOO from NCCCD/AAI on the 2nd 
of October, 1993 The amount recaved represents the 
subm~tted by you and approved by the NCCCD project a: 

C E U 
H I S  
E P I 
C D D  
MALARIA 
I-I/EDUCATiON 
M & E  
LOGISTICS 

TOTAL 

proposed 3 months budget 
contamed below 

Th~s amount was pad  In Bank draft (No 09876) In favour of your Organ~zat~on by 
NCCCD/AAI It was paid rnto your bank account opened separately for the project on 
Oct 5, 1993 

Your cheque book IS ser~ally numbered from 1601 Payment voucher ser~ally 
numbered from 0001 Payment vouchers are prepared for all expenses 

On the loth of Oct 1993, N20,000 00 was withdrawn In cash and kept In the cash 
box In the off~ce On the same day, a C E U actlv~ty took place and Nl2,500 00 cash was 
expended -. 

On the 1 2 ' ~  OT October, 1993, Cold Cham equ~pment was purchased under E P I 
budget for N15,000 00 and was p a ~ d  for by cheque to CLEMENT & CO On the same 
day, N2,500 00 cash was p a ~ d  to the technlclan that ~nstalled the equ~pinents 

On the 1 51h ~c tobc r ,  1993, another N50,000 was w~thdrawn from 
the bank and kept In the cash box 

On the 18 '~ of October, 1993, Malaria un~t  veh~cle was repared The mechan~c was 
p a d  cash N650 00 Spore part of N1,256 00 was purchased to f ~ x  the veh~cle from Obr 
& sons Cash was pad 



On the 2oth of October, 1993, Malaria module was prmted and the vendor paid w~th 
a cheque for N25,000 00 It was agreed that thls amount should be charged to Health 
Education budget 

- 
On the 241h of October 1993, Nutrltlon workshop took place under CDD budget 

and it cost the project N20,000 00 The amount was taken from the cash box 

On the 2ath of October, the H I S unlt organrzed a workshop to collect data on all 
aspect of chlld surv~val The workshop costs N25,000 00 Of thls amount, N10,000 00 
for statronery was pald by cheque to JAMES Ltd The remarnlng Nl5,000 00 was pard 
cash 

After this workshop, October account was closed 

On the 2"d of NOV , th H I S unit prints disease surveillance form and pays 
N5,000 00 cash 

On the I lt" of Nov , 1993, the accountant withdrew another N150,000 00 from the 
bank and put it In the petty cash box On the same day the E P I national campaign 
klclted off, the E P 1 manager collected N20,000 00 cash advance to finance the program 
This money was used to pay transportatron allowance for participants at the E P I 
campargn Equally, the CDD spent N20,000 00 in cash on Acute Respiratory lnfectron - 

workshop 

On the 121h of Nov, another N25,000 00 cash was paid to Radlo statton to 
broadcast jingles on the E P I campaign 

- 

On the same day, N47,000 00 cash was pald to BCG food services for the group - 

lunch of all partlclpants at the E P 1 campargn 
- 

The CDD program paid N18,000 cash to NGO hotels for the use of thew hotel for 
the workshop Thls form part of lodgmg for participants and the remainder, hall hrre 

On the 14'" H I S unlt bought diskettes and computer papers worth N16,789 00 
Cheque payment was made to GAO computers LTD for the purchases I 

On the same day, E P I vehcle was repaired for N17,000 00 Cheque was given 
to the mechanic I 

On the 16"' of Nov 1993. the C E U bought equtpment valued at N39.000 00 from 
XYZ Ltd The payment was made by cheque I 



The VHW meetmg took place on the 20 '~ of Nov 1993 Partlc~pants were pald % 

cash per d~em and transport allowance of N200/person 20 people attended the meetrng 

CDD managers meetmg of all the LGA took place on the 22nd of Nov , N7,850 00 
cash was expended at thls meetmg 

On the 24th, the accountant wlthdrew another N50,000 00 from the bank On the 
same day, Nutrrtlon worlLshop took place In the LGA and total cash expenses amounted 
to N23,000 00 

On the the accountant withdrew another N50,000 00 from the bank to the 
petty cash Same day, M & E offlc~als undertook a tour of all the LGA and SMOH 
act~vrt~es to ascertam the effectiveness of the act~ons for two months The tour cost the 
project N56,000 00 They were p a ~ d  cash 

I Post all the above transact~on mto your bank/petty cash book for the month of 
October and November 

2 Prepare a bank reconc~l~at~on statement for the two month w~th the follow~ng 
Information 

a The bank baldnces for the month of October IS N584,000 00 and November 
IS N231,430 00 respectively 

b The check pa~d  to the prmter In October has not been presented as the end 
of thc month 

c Bank charges In Nov amount to N4,781 00 

3 Prepare monthly report for the two months 
% 

4 Make request for add~tlonal fundmg for your organ~zatlon for the Dec 1993 to Feb 
1994 



I.--- PROGRAM OF EVENTS 
- - - - - - - - - - - - 

EVENT 

- - -- 
C I X  Study 



EVALUATION QUESTIONNAIRE 

1 Have You attended a w o ~  kshop of t h~s  nature before ? 

2 Did you Learn any new thmg In the workshop ? 
YES 0 No 0 

3 Do you ttmk - the workshop wdl enhance - your producttv~ty 7 

YES No u 
4 Is the t~me allocated for the tralnmg enough 3 

YES 0 No 0 
5 How w~l l  you rate the fac~lrtators 

Fa~r U Good 0 Excellent 

6 Do they conimunicate well enough 
YEE NO 

7 W~ i l  you recommend t t x  workshop to take place agarn 7 

YES /---'I NO n 
8 Do you have sunnestlons for lmurovement 7 

NO I If ves. state below 

9 What IS your general assesment of the workqhop 
POOR 0 FAIR 0 GOOD [7 

VERY GOOD EXCELLENT 0 

DATE 



I BANK RECONCILIATION STATEMENT 

BANK GABRIEL'S 

1 ACCOUNT NUMBER 001 2% 

a Balance as per Bank Statement 

b Less unpresented Cheques 
(attach Irst) 

c Less Interest earned 

d Add Deposrts rn transit 
(attach I~st) 

e Add Bank Charges 

I f Balance as per Cash Book 

( Prepared By I 0  BOLARINWA 
Date 

Signature 

Approved By MRS ODEBIYI 
Date 



NCCCDIAAI 
BANK RECONCILIATION STATEMENT 

BANK GABRIEL'S 

ACCOUNT NUMBER 001 255 

PERIOD NOVEMBER, 1993 

a Balance as per Bank Statement 

b Less unpresented Cheques 
(attach list) 

c Less Interest earned 

d Add Deposits In transit 
(attach list) 

e Add Bank Charges 

f Balance as per Cash Book 
{(a-b-c)+d+e) 

Prepared By I 0  BOLARINWA 
Date 

Signature 

Date 15/12/93 

Approved By MRS ODEBIYI 
Date 

Signature 





Thr- purpnrP of thiq ncc?ilrt lng systf m 7 -  I I -  1 ,rr I 1 h ~ l o  si~hproject  accountants t o  
malnt41.1 proper h 0 0 k k c l e ~ ~ l ~ ~  records ;i vi , l p  0 1 1 ~  r l  I arf ly  fl??ncial reports according t o  
generally a r c ~ p t e  j accni r :~ng y r ~ n r ~ ~ l c .  T I  - I ' -11--11 ~ t i o u l d  be used as a reference 
documrr7t by all ~1 lbprc~l~ i . t  Pccmnt- lnts t? > r .~  r n  ,? 5 t a r r I  ccc(tscd accountlng practice 

2 AIl tr-n.3r:  IS ~ r ~ c ~ ~ p  , ' c y - ' I 1i.1 -t tie s,~pportcd by cr~y ina l  
d o c i ~ m ~ n t s  ~ r i c l ~ i d l r g  I - - ; 1 I f I x,-t l p ~ s  bar~h receipts bank 
staternerlts etc These do-  -17 tc  C- t c  I -,lfely stored and readily ava~lable 

3 Invoices a r ~ d  voucher? c i  j 1 1  I : ( i of f w J s  should be stamped or 
rnilrkcd "P A I D" w ~ t b  thc (1  ? r  .I , iwr t i , v l  r h,ck and voucher number 

4 Serirllly ( n a n ~ ~ a l l y ) n u 1 n b ~ r ~ r 1  r : 7 ~ t  rrtc; and ayrnent vouchers are used All 
ni l rn l~cr~  r ho t~ ld  he accorlr t r r '  * - r  

5 Montlrly bani, reconc-llla~lor , f j  1 c t  - r nscs income and revolving fund 
accounts arc t o  be cornnintcd ri 1 a tr i l r > l l  hasis I f  possible they should be 
prepared or 3 t  least r e v l r w ~ c t  t i 7 C rtr . ~ l t ? ( l c  able person who does no t  have 
access to  ca?h sign chcr F c  r recnr4 r?+ ~rrnsact iorrs 

#EST Ar/6llLABLE COPY 



8 A stock ( i < r ~ r ~ ~ )  rr>h~:t~)r c b r  ( 1 4  I 111 ~ U X ~ I I Y  11 for all expendable suppl~es and 
commodities The registcr c b n  11 I nrllcatp recc,ipt? issues and balance for each 
Itern controlled 

The perron distributing thc I 7 ,I 1 rj I 4 I 1- \ (  incone o t h e ~  than the person w h o  
i d f ~ i ~ l ~ ~ t s  dl i,d preparec fllr n ,\ It 

c I f  salary dnd hr I. : t I* r ,  I1y , hcck whenever possible, they 
shodri  be q \ e l ,  P I *  Cty I ,lrrqnr7 nther than the personk)  w h o  
sign the chccl - rtr12rr, f h ~  p iyrol l  

10 ,4 I prci urcrnent 1s r o  hc  11 r r i I I ( , r t l l t t  r t ' i r  te, ins specifled In FHS/AAl's 
subcontract Terms & ronc' i t l ->q rr' 'W 111 acrnrd3rlce w i t h  a r y  restrictions 
therein 

11  A scparnte bank accouvt I, t I v  nu in t  1 IWJ for FHSIAAI subcontract 
advances inc ume generatin 7 -ir I :lw rr \ /o l  in9 fund if appt~cable 

B - -- Cot-trol --- of Cash 

Cdsh 15 cnc of the most  Important prn]-.rt 7 pet f l > r r ~ f t ? r c  speci-il attentlon and care mus t  
bc taken w h r n  managing p r n j ~ c t  c a ~ h  TI I f r j l ln ib inq 1-nntrols cho i~ ld  be adhered t o  help 
ensure t ha t  project cash IS adequately s ~ l c q  a r d 4  

1 All  payments w h t n ~ v c r  fr I ' I  . I  r7 l l cJ  t~ i m d e  by check When t h ~ s  is  no t  
possibb ~m311 projert  expcnv  s sho111rl h~ p a d  out of pet ty  cash If larger 
purr bases or paymcnts ?ro nri .r:, ~1.d r cn t~ i r r  cac~h (as opposed t o  a check 
given to  a v r r d o r  or I I - I ~ I V I ~ ~ ~ ~ \  c rvc i f t r  r+nrI 'prm imprest should be glven t o  
a responsible staff perqori TLl ls  411 1 1  ,a Il be required t o  make payment 
(generally no  more than t n c  v ~ r ~ b  f I ,P) a t )  l 1;bmt the recelpts and remaining 
cash (if any) for review and r - ~ ' f ~ ~ > - t $  t 

2 All small purchaser; (as r i ~ f  I- ' '1) thq y c n j i  - t  s management and the amounts 
of h ~ c h  shotdd be b a ~ e r l  c r  the J ~ L I ~ I  ~ r x i  customary practice of s~mi lar  
organ~zat~ons ) s l l o ~ l d  b~ rn~r ' ,  $ 1  3rr-1 thr, pp:ty cash imprest 

3 All caqti rcrc ipts  ti^ I t~thnq ~ r r  1 t 7 n ~ r ,  tr, , '  wornc will be held ou ts~de of the 
tun!< for the ~ l i ~ i i e c l  t m c  p + 1 ,I \"'-.r.~. ~sc,ihte deposits should he made 



dally Otherwrse, as often as local c o n d ~ t ~ o n s  permlt 

L When cash advances are necessary t o  carry out project actlvrtles, and if 
s ta f f~ng  perm~ts, the person who  func t~ons as the cash~er should not have 

t record keepmg (accountmg) r e s p o n s ~ b ~ l ~ t ~ e s  o t h e ~  than recordmg and trackmg 
advances made 

5 P,II FHSJAAI sub contract project advance funds wi l l  be mamtamed ~n a separate 
mterest bearing account (if current accounts pay Interest) malntained in the 
name of the project and i n s t ~ t u t ~ o n  Funds rece~ved from the sale of 
commod~t~es ,  charges for servlces funded by the project, etc , wil l  be deposited 
In a separate "project mcome" account Funds from d~f ferent  sources i e , 
FHSIAAI, project income, revolv~ng funds wdl not  be m ~ x e d  up 

C - Control of Exceilses 

911 oa! Insris irade v,~th project funds should be approved by the project manager andlor 
des~gre ta  Lrlhz? checlts are s~gned or cash payments are t o  be made, the project manager 
should review all supnorting documents prior t o  the project m a k ~ n g  the payment S~gned 
r e m p t s  ( i rom t+e payee) should be obta~ned for all payments 

1 Whenever poss~ble the person who  approves the payment should not  be the 
same person w h o  del~vers the payment 

2 Authority for the aoprova' of purchase of goods and services must  be clearly 
u e ~ l n e d  The accountant must ensure that approvsl IS obtamed prior t o  orderlng 
goods and servlces and that all procurement are In accordance w i t h  the project 
budget arid the Terms & Cond~ t~ons  of the subcontract 

3 Salary cash payments or checks should be d~s t r~bu ted  by a person w h o  does 
not prepare or approve the payroll 

D - Covrrol of Budqets 

All requests for payment should be r e v ~ e ~ ~ t e d  by the accountant as per budget prior t o  
approval and payment If poss~ble payments should be recorded so as t o  allow comparison 
of budset t o  actual T h ~ s  IS accompl~shed by marntalnlng the Bank and Petty Cash Regrster up 
r o  date at  all t ime 

E - Iniernal Control 

internal control IS the plan of o rganomion  procedures, and records deslgned t o  safeguard 
assets 2nd the r e l ~ a b ~ l ~ t y  of f~nancral records As In all t h ~ n g s  Internal control cannot be 
ebsolute FHSIAAI IS aware that  project both at a primary or at  secondary locations may not  
have adequate numbers of staff  t o  assign responsibllrty so as t o  totally segregate the tasks 
in processing transact~ons Nevertheless every effort should be made t o  asslgn respons~brlit~es 
In such a manner that  no one ~ndlvidual, includ~ng the project manager and subcontractor 



staff, control all aspects of a transact~on 

Whether the subcontractor htxi an E X I S ~ I ~  9 act o ~ i ~ t t r r > ~  s>\tern or usas  the proceduies and 
forms provided by FHSlAAl or c o r n h ~ n a t ~ m  or t l  P two t h s  ~ r c m i n t l n g  system must meet the 
mlnimum accounting and reporting reqwr-m - of Ff tCffi N ' s  Terms and Cond~tions The 
followinq arcountmg system and proce"!! 3s WII' m + ~ \ * y  +bnw requirements as follows 

1 ensure that the ~ p p r o v c d  'i n t -t ' :I-; ), IS not overspent 

2 prov~de the necessary 11,' IrW, ' 1 1  $11 f n  ~ r ' t  nufy advances recaved and 
expend~tilros incurred by brrdoot ltrie Itenis 

3 generate t~rnely dnd &talll 1 I$,\, 1,jl , r pr) + 5  L ~ h t h  ~ d e n t ~ f y  and deta~ l  fmanc~al 
transactions, 

TI e acc,cun:lng schcijules and reports , I I t h ,  $, C T  n~ Ere shown on the fo l low~ng 
annexes 

ANNEX 1 BANK AND PETTY C A C l  1 PPC1STFII 
ANNtX 2 - PAYMENT VOUChER 
ANNEX 3 BANK RECONClLlATIOPl 
ANNEX 4 - QUARTERLY FINANCIA1 ' iE70RT 
ANNEX 5 - TIME SHEET 
ANNEX 6 TRAVEL AUThORIZP7 !Old 
ANNEX 7 - SALES JOURNAL 
ANhEX 8 INCOME/REVOLVING t b'i ' -G!3: CY 

1 1 - BANK AND PETTY CASH REGISTf R 

This schedule allows for t lw  frA., r, try r,f c\lt ,  J tr,m,xt1on cf funds rece~ved and 
depoWed in the bank a c c o i v  opprprf for the ~ 1 1 9 p r q ~ c t ,  therefore, advance and 
re~mbursements of funds received frm-I 4Al  sre ep+er,d irr t h ~ s  register as well as all 
erpend~tures and advances p a d  b y  check or cash 

Bank Account 

Under the coluinn D ,t-- , nter t lw  ,'?!e the transaction is bemg posted 

Under the ro l i~ rnn  " C h r ~  k N L W ~ ~ P I '  r nt+r ibe rheck number In question 
for that transar t~ r ln  
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Under the Column "Name of Payee", ind~cate the name o f  the 
benef~ciary or the personlorganrzat~on bemg paid 

Under the column "Description ", expla~n the nature of the t ransact~on 

Under the column "Receipts " enter all transfer of funds received f rom 
AAI  

Under the column "Payment" enter all payments made by  check 

Under the column "Balance" enter the result of the followmg "Beginnlng 
Balance plus Recelpts minus Disbursement" 

Petty Cash 

The Petty Cash Portion IS fllled out In the same w a y  as the Bank Account 
Portion 

Allocation of Expenditures 

The opening flgures for the approved budgets in the d~f fe rent  categories 
are taken from the Terms And Cond~tlons of the contracts signed w i t h  FHS 
The amounts t o  be ~ndlcated wil l  vary w i th  d~f fe rent  subcontracts 

1 2 PAYMENT VOUCHER 

This form serves t o  document all transactions which are p a ~ d  by check or cash A n  
explanation of thrs form is as follows 

Explanation 

Pay t o  the order of enter the name of the benefic~ary of the check 

Description of the expenditure enter a description of the items or the 
nature of the expenditure Incurred 

Under the column "BUDGET LINE ITEM" enter the description of the 
budget line affected 

Under the column "AMOUNT NAIRA" enter the corresponding amount 
of that speciflc transaction 

After "CHECK NUMBER" ~f paid by cheque , enter the number of the 
check used t o  pay for that particular transaction I f  paid by  cash enter 
enter "CASH" 

After prepared by the accountant enters h ~ s  name under the h e  and 
signs above the h e  w i th  date beslde ~t 



The project rnanagel appro:t>s it , 1 1 - d  tr'iwrts the date of approval 

1 3 1  Explanatton 

Under the column "DATE ' F I  ' ~ L I  I hv cizft' of the 
transact~on 

Under the column "VOUCt4T-R [\ltl:~lFK9 ' rwtcr the number of the payment 
voucher 

1Jnder the column "CHEr K I J r L I ~ E ' E R "  eiifr>r the number of the check that 
refers l o  the above vouchrr nrwber 

\ J i ~ d ~ t  +he  culumn DCSCRIP-I I C j l i  r l - p f  h \ vha l  type of expend~ture 

UriOer the column ' Ai'AGLIN i w t e r  t l  t cinoivl t  for that transact~on 

The objectrvc of the bank reconc~ l~n t l~c l  rrJnr)rt I -  t r  \ ~ r ~ " v  the accuracy of the balance 
of the bank account agalnst the Ra k Rqqi?+w b c ' ! 0 ' 7 / , ~  T ~ I S  repoft must be presented 
by usng the same format as showl-~ ~ r l  ~ > i - I r ~ c u  --3 - 

a 1 "CLOSING BALANCE" Enter ttv- ~ P I Z ~ C P  l C  f i t  rbe end of the month and as per 
yotir bank statement 

b) "ADD LlNPRESENTED CtJET'?'FS ANZI IRJT~RFSTS" e n t u  the total of all 
UNPRESENTED CPEGUES t h ~ s  19 ~ f t e r  ~ O U  J C T I ~ I - ~  that those unprecented cheques 
are not shown on the bank s t a t ~ w r n t  lt inears tt oy ?re outstanding, prepare a l is t~ng 
of those rhecks and add them ;11I ilp and enter the total for all those checks as 
UNPRESENTED CHEQUES Also the B7nk interests and credtts on the Bank Statement 
not taken up In the P r q e c t  should bc otalled at.irl added 

C) LESS " DEPOSITS IN TRANSIT t dl7 EA~\ilc C t i A R G E S  " 
l den t~ fy  all dcpos~ts not taken L I P  by the Fank n rd  ~ h c  Bank charges on the Bank 
statement not in the Project b o o ~ c  Total a l l  tt-c;c 

d)  " BALANCE AS AT THE END ?F THE MONTH PER THE PROJECT BOOKSn is 
determined as f o lbws  a + h r dbwe Ti~rs  h?l?nce should be the same as the 
balance on the BANK REGISTER a t  t he  c l ~ d  of ti-p month 
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QUARTERLY F-INANCIAL REPORT 

The ohlectlve of tt-11s report is t a  p r r w d ~  q ~ ~ - r t ~ r I /  w m m a r y  of advances recewed, 
Income (revenue) qenerated and erpr>rlrlrtirres lnc~ l r red t h t ~ s  al lowlng t o  deterrnme the 
cash available 

1 Explanot~on of thls form 

Part ! (Front) 

"FROM" enter the name of the pr >jrc-t director w d  t tle name cf the project 

"REPORTING PERIOD" enter the pr r~l-d 1w1rlq r~r,or!cd this IS, f rom mon th  X t o  month  
Y 

' SUBCONTRACT NUMEER" cntt r t i l t  ~ \ ~ t ~ i i l ~ c ~  clf \;vlr subp ro je~ t  as shown  on  the 
Terins and Condltlons 

The ~nforrnat!cn pcltalnlng to S u b  - 1  + r  ~ ~ f , > r  r t ,  Fi  I r l o  ( ~ n d  FHS Contrrbut~on can be 
extractcd f rom t1.e Ear~h and P c t t ~  ' -rh R t 7 1   PI 'rorrl the sectlon ," ALLOCATION 
OF EXPENDITURES " 

Part II (Reverse s ~ d e )  

RECONCILIATION OF FUNDS 

"CEGINrJlNG EA! Pf\rCEW enter t h ~  ~ ) ~ I Z W P  s t ~ r w n  for the beglnninq of the quarter 

"REIMEURSEMENT/ABVANCE FpOfifi AA l "  en1 r .,I! f11n3s received ftom AAI durlng 
the quarter bemg reported 

"CASH AVAILABLE" add llne (1) T- 1artc-l (2; 

"EXPENDITURES FOR THlS C U P R T R "  crlter ttic total  project expenditures (not 
ptlrchase of commodirles) Inc u r r ~ d  r' irmr; thp n,l-  tcr hems reported 

"BALANCE(of cash) AT TI-{E END OF TdlS C1 JAR'=P" srlttract Iwe (4) f rom Ilne (3) 

SUMMARY 

"BANK EALANCE AT THE END OF Th IS  OU4RTFR" enter the bank balance for the  
project expenditure a c c o m t  from the rpg~ster  a t  tbe end of  the quarter 
"PETTY CASH BALANCE ATTHE CND OF THlS WASTER" enter the balance of pet ty  
cash f rom the reglster a t  the end nf the q w r i w -  

"TOTAL CASH AVAILABLE" add hmk  i~aianc e pius petty cash balance 
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REVENUE (INCOME) REPORT 

"BEGINNING BALANCE" enter the balance from the Income account at  the beglnnlng 
o f  the  quarter 

1 "REVENUE(INCOh4E) FOR THIS QUARTER" enter from the lncome Reg~ster the  total  
Income for the quarter for w h ~ c h  you are raportlng -- 

"REVENUE (INCOME) AVAILABLE" add begmnlng balance plus revenue for thls quarter 

"REVENUE FOR THlS QUARTER" enter all AA I  author17ed expend~tures f rom the 
lncome account during the quarter being reported 

"ENDING REVENUE BALANCE" subtract "TOTAL EXPENDITURES FOR THlS 
QUARTER" from "REVENUE AVAILABLE" 

"REVENUE TO DATE" enter from the lncome reg~ster your total revenue t o  date 

The Project Director must c e r t ~ f y  this report pr,or to  forwardmg ~t t o  AAI 

1 5 TIME SHEET 

All subproject must rnalntain t lmo and attendance record (T~me Sheet) the purpose 
of t h ~ s  form IS t o  rnon~tor actual time spent on FHS subproject As  some subproject 
has allocated only a certaln percentage of staff  t ~ m e ,  therefore, t o  measure that  
percentage the tlme sheet record IS required 

1 5 1  Explanation 

"NAME" enter the name of the subproject staff 

"MONTH" enter the month for whlch the t lme attendance is recorded 

"POSITION" enter the descript~on of the positlon of the subproject staff 

"DATE" refers t o  each day of the month b e ~ n g  recorded 

"HOURS WORKED" enter the actual number of hours worked by the subproject 
s taf f  

"VACATION HOURS" enter the number of hours taken as vacation or t o  be 
deducted from earned vacatlon 

"SICK DAYS HOURS" enter the number of hours as s ~ c k  leave 

"HOLIDAY HOURS" enter the number of hours worked durrng hohday 

"TOTAL" IS the sum of all hour5 worked The same figure applies t o  TOTAL 
MONTHLY HOURS 

- REST A VA RA BLE COPY 



1 6 TRAVEL AUTHORIZATION AND ADVANCE 

T h ~ s  form must be completed by every project staff when travelltng and must  be 
kept by the subproject accountant for control of advances and rermbursement when 
traveller returns 

"NAME OF ORGANIZATION" enter the name of your project 

"NAME OF TRAVELER" enter the name of the staff travellmg 

"PURPOSE OF TRAVEL" the traveler must fdl In t h ~ s  part expla~nlng the purpose 
o f  the trlp 

"DATE" enter the date of the travel 

"FROM" enter the name of the point of departure 

"TO" enter the name of the destlnatlon pomt 

"MEANS OF TRAVEL" enter the mode of travel used, bus,  tax^, etc 
1 

"COST" enter the cost of the trlp 

"TOTAL" the accountant enters here the sum of all expend~tures by the traveler as 
mdicated In the form 

1 7 SALES JOURNAL 

Thls form 1s dwided In t w o  sect~ons and serves t o  record all commod~t~es  sales 
transact~on by separat~ng income(prof~t) from the revolvmg fund T h ~ s  form must 

kept updated by the des~gnated accountmg staff  at  all t ~ m e  

I olvmg Fund Portion 

DATE" enter the date of the sales 

"RECEIPT #" enter the number of the recelpt for the respectwe sales 

"QTY SOLDn enter the number of units of the commod~ty  sold 

"AMOUNT" thrs column 1s the result of the followrng calculat~on "QUANTITY 
SOLD X UNIT PRICE AT COST 

The Income generating sectlon IS also filled In the same manner, except that  the 
unlt cost would be that portron of the p r o f ~ t  only 

1 8 INCOME AND FEVOLVING FUND REGISTER 

-Ths form serves to  reglster all transactlow or~gmated by sales of c m r  - 
rnformatlon on thls reg~ster IS orrgmated from the sales journal oncp 1 1  

actually depos~ted ~n the bank 'J 

&a .. 



"NAME OF PROJECT" enter the name of your project 

"PROJECT NUMBER" enter the number of your project as shown on the terms and 
cond~tions 

"REFERENCE NUMBER" thrs refers to the number of reference such as deposrt slrp 
number or cheque number rf rt a wrthdrawal 

"DEPOSIT" whenever deposrt IS made, rt should be posted under the approprrate 
account 

"WITHDRAWAL" whenever fund IS wrthdrawn the amount should be entered under 
thrs column 

"BALANCE" is the cornputatron of "DEPOSIT" mrnus "WITHDRAWAL" 



ANNEXES 



ANNEX 1 

NAME OF SUB PROJECT 

SUB PROJECTNUMBER 

BANK AND PElTY CASH REGISTER ALLOCATICN CIF S X P E E I T T L 1 " C S  

APPRovEo w P R c v m  
BANK ACCOUNT P E n Y  CASH BUDGET eJDGEr 

VOUCHER CHECK NAME OF PAYEE DESCRlPTlON PERSONNEL TRA EL 
NUMBER NUMBER RECEIPT PAYMENT BALANCE RECEIPT PAYMENT BALANCE 

1 
A p ~ R o v E X p P m m  

BUDGET 
TRAINING 

--~ 

BUDGET 
I E i  

--- 

- 

---- 

I 

- =-. 
G 2 

f 

----. 

- 

-----. 

BALANCE 

&I 

I 
I I  

1 

I 



ANNEX 2 

PAYMENT VOUCHER 

NUMBER 

FROM PETW CASH 

DATE 

PAY THE ORDER 

FROM BANK 

NAIRA AMOUNT ( 
I 

DESCRlPTlON OF EXPENDITURE 

-- -. 

ALLOCATION OF EXPENDITURE 
- - - -  

BUDGET LINE ITEM AMOUNT NAIRA 

TOTAL 

PREPAREDBY 

DATE .d 

APPROVED BY 

DATE 



NIGERIA CCCD PROJECT 
THE AFRICAN-AMERICAN INSTITUTE(AA1) 

ACCOUNTING PROCEDURES FOR RECIPIENTS OF FUNDS FROM M I  

INTRODUCTION 

The purpose of this accountrng system and procedures IS to help Rec~prents 
accountants to malntarn proper bookkeeprng records and generate monthly financral 
reports according to generally accepted accountlng prrncrples Th~s srmplrfied manual 
should be used as a reference document by all Recrprents and NCCCD Kaduna office 
accountants, to ensure a standardized accountmg pract~ce 

A General 

The accountants of fund reaprents must ensure adherence to the followrng 

1 Frnanclal records must clearly rndrcate the use to whrch the funds are 
drsbursed 

2 All transactions (recerpts and expend~tures) must be supported by orrgrnal 
documents rncludmg, rnvolces, payment recerpts, bank recelpts, bank 
statements, etc These documents are to be safely stored and returned wrth 
your returns 

3 lnvorces and vouchers supportrng the use of funds should be stamped or 
marked "P A I DM with the date of payment and cheque and voucher 
number 

4 Serrally (manually)numbered recelpts and payment vouchers are used All 
numbers should be accounted for 

5 Monthly bank reconcrlratrons for expenses and income are to be completed 
on a tlmely bass if possrble, they should be prepared or at least revrewed 
by a knowledgeable person who does not have access to cash, slgn 
cheques, or record cash transactrons 

6 Financial records should be revrewed monthly by the program director, 
NCCCD State Based Eprdem~ologrst or some other senror person other than 
the persons who marntain the records 

7 All procurement are to be accomplrshed by AAI standard procedure and 
must be supported by at least three brds 



8 A separate interest-earnmg bank account must be mamtained for all 
NCCCD/AAI funds 

B Control of Cash 

Cash IS one of the most important project assets, therefore, specla1 attention and 
care must be taken when managing project cash The followmg controls should be 
followed to ensure that project cash is adequately safeguarded 

1 All payments whenever feasible should be made by cheque When this IS 

not poss~ble small project expenses should be pad  out of petty 
cash(maximum of N10,000 00 If larger purchases or payments are 
necessary and require cash (as opposed to a cheque given to a vendor or 
individual) speclfic short-term Imprest should be given to a responsible staff 
person This individual will be required to make payment (generally no more 
than two work days) and submit the receipts and remainmg cash (rf any) for 
review and re-deposit 

2 All small purchases (as defined by the project's management and the 
amounts of which should be based on the usual and customary pract~ce of 
slm~lar organizations ) should be made from the petty cash rmprest 

3 When cash advances are necessary to carry out project actlvltles, and if 
staffmg permits, the person who functions as the cashier should not have 
record-keeplng (account~ng) respons~b~llties other than recordrng and 
tracklng advances made 

4 All NCCCD/MI project funds will be maintained in a separate mterest 
bearing account (if current accounts pay interest) in the name of the project 
and institution Funds from other sources w~ll not be held in th~s account 

C Control of Expenses 

All payments made with project funds should be approved by the Project D~rector 
The State Based Ep~dem~ologist should be aware of all project activit~es and must 
administrat~vely approve all expenses Incurred 

1 Whenever possible the person who approves the payment should not be 
the same person who dehvers the payment 

2 Authority for the approval of purchase of goods and services must be 
clearly defmed The accountant must ensure that approval is obtained prior 
to ordermg goods and services and that all procurement are in accordance 
with the project budget 



D Control of Budgets 

All requests for payment should be reviewed by the project accountant as per 
budget prior to approval Payments, ~f posslble should be recorded so as to allow 
comparison of budget and actual This can be accompl~shed by mamtarnlng the Bank and 
Petty Cash Reg~ster up to date at all t~me 

E Internal Control 

lnternal control IS the plan of organrzat~onal procedures and records desrgned to 
safeguard assets and the rellab~lrty of fmanctal records As In all thmgs, mternal control 
cannot be absolute NCCCD/AAI IS aware that rec~p~ents both at a prlmary or at 
secondary locat~ons may not have adequate numbers of staff to asslgn respons~brllty so 
as to totally segregate the tasks In processing transact~ons Nevertheless, every effort 
should be made to assrgn responsrb~l~tres In such a manner that no one ~ndrv~dual, 
~ncludlng the project manager and Rec~p~ents staff, control all aspects of a transactton 

Whether the Rec~prents' has an exlsttng accountmg system or uses the procedures 
and forms prov~ded by NCCCD/AAI or combmat~on of the two, the accountmg system 
must meet the mlnlmum accountmg and reportmg requrrements of NCCCD/AAI The 
followmg accountmg system and procedures wrll satrsfy those requrrements as follows 

1 ensure that the Rec~ptent approved workplan budget IS not overspent, 

2 prov~de the necessary rnformat~on to ~dentrfy advances recerved and 
expend~tures mcurred by budget line ~tems, 

3 generate t~mely frnancral reports wh~ch tdent~fy and deta~led frnanc~al 
transactlons, 

4 ensure that accountrng entr~es are supported by approprrate 
documentatron and can be read~ly traced to the or~glnal entry and vice 
versa 

F ACCOUNTING SCHEDULES AND REPORTS 

The accountmg schedules and reports used In this system are shown on the 
followmg annexes 

ANNEX 1 - BANK AND PErrY CASH REGISTER 
ANNEX 2 - PAYMENT VOUCHER 
ANNEX 3 - BANK RECONCILIATION 
ANNEX 4 - MONTHLY FINANCIAL REPORT 
ANNEX 5 - FUND REQUEST FORM 



1 BANK AND PETTY CASH REGISTER 

Thls schedule allows for the follow-up of every transactlon of funds rece~ved and 
deposited In the bank account opened for the Rec~p~ents projects, therefore, 
advance and rermbursements of funds recelved from AAI are entered In thls 
reg~ster, as well as all expenditures and advances paid by cheque or cash 

Bank Account 

Under the column "Date", enter the date the transactlon IS berng 
posted 

Under the column "Cheque Number", enter the cheque number In 
questlon for that transactlon 

Under the Column "Name of Payee", indrcate the name of the 
beneflc~ary or the person/organrzatron being pald 

Under the column "Descr~pt~on ", briefly explaln the nature of the 
transactlon 

Under the column "Receipts " enter all transfer of funds recerved from 
NCCCD/AAI 

Under the column "Payment" enter all payments made by cheque 

Under the column "Balance" enter the result of the followrng 
"Beginning Balance plus Recelpts mlnus Disbursement" 

Petty Cash 

The Petty Cash Portion IS f~lled out in the same way as the Bank Account 
Portron 

Allocat~on of Expendrtures 

The opening amounts for the approved budgets In the different categor~es 
are taken from the Approved Workplan budget of the Rec~p~ents duly 
approved The amounts to be indicated w~ll vary w~th d~fferent Recip~ent 



2 PAYMENT VOUCHER 

Thrs form serves to document all transactrons which are pard by cheque or cash - 
An explanatron of thrs form IS as follows 

- 
Explanatron 

"PAY TO THE ORDER OF" enter the name of the benefrc~ary of the 
cheque 

"DESCRIPTION OF THE EXPENDITURE" enter a descrrptron of the 
Items or the nature of the expendrture Incurred 

Under the column "BUDGET LINE ITEM" enter the descr~ptlon of the 
budget line affected 

Under the column "AMOUNT NAIRA" enter the correspondmg 
amount of that specrflc transactron &. 

After "Cheque NUMBER" rf pard by cheque, enter the number of the 
cheque used to pay for that partrcular transactron If pard by cash A 

enter "CASH" t 

"AFTER PREPARED BY" the accountant enters h ~ s  name under the 
h e  and signs above the lrne wrth date besrde ~t - 

The project manager approves rt and rnserts the date of approval 

Under the column "DATE" enter the date of the transactron 
I 

Under the column "VOUCHER NUMBER" enter the number of the 
payment voucher 

I 



4 BANK RECONCILIATION 

The objective of the Bank Reconcll~atlon report IS to ver~fy the accuracy of the 
balance of the bank account agarnst the Bank Reg~ster balance Th~s report must 
be presented by uslng the same format as shown In Annex 3 

a) "BALANCE AS PER BANK STATEMENT" Enter the balance as of the end 
of the month and as per your bank statement 

b) "LESS UN-PRESENTED CHEQUES AND INTERESTS" enter the total of all 
UN-PRESENTED CHEQUES After you ver~f~ed that those cheques do not appear 
on the bank statement, prepare a llstlng of those cheques and total them and enter 
the total for all those cheques as UN-PRESENTED CHEQUES Subtract them from 
the balance on the bank statement Also the Bank mterests and other credlts on 
the Bank Statement that has not been entered In the Project cash/bank ledger 
should be totalled and subtracted from the new balance 

c) ADD " DEPOSITS IN TRANSIT AND BANK CHARGES " 
ldent~fy all deposlts not entered In the Bank statement Bank charges on the Bank 
statement not In the Project books Total all these and add to the new balance In 
" b" 

d) " BALANCE AS PER THE PROJECT CASK BOOKS" IS determlned as follows 
a - b + c above Thls balance should be the same as the balance on the BANK 
REGISTER at the end of the month 

The bank reconclllat[on must be verlf~ed by the project manager for accuracy 

5 MONTHLY FINANCIAL REPORT 

The objectwe of thls report IS to provlde monthly summary of advances rece~ved 
and expend~tures ~ncurred, thus allowlng to determme the cash ava~lable 

Explanat~on of th~s form 

"ONE MONTH PERIOD ENDING" enter the end of the perlod been reported 

"LOCATION" enter the locat~on of organlzatlon e g Ibadan, Oyo state 



7 

"Recrpients" ind~cate the correct agency 

"Column (a)" enter the amount of budget as contarned in the workplan budget to 
date 

"Column (b)" enter the total amounts that have been prev~ously d~sbursed and 
reported 

"Column (c)" Enter current Expendrture 

"Column (d)" Equal to {Column (a) - Column (b) - Column (c)) 

"Prepared By " Should be the accountant or whoever performs that function 
He/She must sign in the space provided with the appropriate date 

"Approved By Approval should be done by most senror person In charge of 
NCCCD actwrtres in the Recrpients 

RECONCILIATION 
A reconc~l~atron statement should be prepared as mdrcated on the form as follows 

"BEGINNING BALANCE" enter the balance shown for the beginning of the 
month 

"ADVANCE RECEIVED THIS MONTH" enter the amount of advance 
received from AAl during the month 

"EXPENDITURE THIS MONTH" enter the expenses for the month 

"BALANCE" Balance IS equal to Begrnnrng balance plus(+) advance 
recerved mrnus(-) expendrture this month I 

"CASH" the portron of balance In cash 

"BANK" the portron of balance in the bank 

5 FUND REQUEST FORM 
The fund advanced IS a revolvrng one Once the advance is retired, a fresh one 
may be applied for The Fund request form is used prrmarrly for spellrng out the 
amount request with regard to specrfrc budget line Item 



To complete this form, take the followmg steps 

"The per~od Beglnnlng" type the month In whlch you are mak~ng the 
request to start your actlvltles 

"Locat~on" Print your locat~on, e g Ibadan, Nsukka, procurement, Ife etc 

"Rec~pients" Type your type of organ~zat~on 

Under "(a) cash requrrements for next three month" fill In your total budget 
for the next three months 

Under "(b) Actlv~ty cash balance on hand" f~l l  In your bank and cash 
balances, I e cash on hand and cash at bank 

Net cash advance request IS the difference between cash request and cash 
on hand 

On the budget h e  Items, fill In the est~mated expenses per month 



FINANCIAL MANAGEMENT WORKSHOP 
IBADAN (MARCH 28 - MARCH 30 1994) 

- 
CASE STUDY 

- 

Your organ~zat~on rece~ved an advance of N679,OOO from NCCCD/AAI on the znd A 

of October, 1993 The amount rece~ved represents the proposed 3 months budget 
submitted by you and approved by the NCCCD project as contamed below - 

C E U  
H I S  
E P I  
C D D  
MALARIA 
H/EDUCATION 
M & E  
LOGISTICS 

TOTAL 

This amount was pa~d In Bank draft (No 09876) In favour of your Organrzatron by - 
NCCCD/AAI It was pa~d rnto your bank account opened separately for the project on - 
Oct 5, 1993 

Your cheque book IS ser~ally numbered from 1601 Payment voucher ser~ally 
numbered from 0001 Payment vouchers are prepared for all expenses 

On the loth of Oct 1993, N20,000 00 was w~thdrawn In cash and kept in the cash 
box in the office On the same day, a C E U act~v~ty took place and N12,500 00 cash was 

1 
expended 

On the 12th of October, 1993, Cold Cham equipment was purchased under E P I 
budget for N15,000 00 and was pa~d for by cheque to CLEMENT & CO On the same 
day, N2,500 00 cash was pa~d to the technrc~an that installed the equrpments 

On the 1 5th October, 1993, another N50,000 was w~thdrawn from 
the bank and kept In the cash box 

On the leth of October, 1993, Malar~a un~t vehlcle was repaired The mechanc was 
pard cash N650 00 Spare part of N1,256 00 was purchased to f ~ x  the veh~cle from 0b1 
& sons Cash was pa~d 



On the 2oth of October, 1993, Malaria module was printed and the vendor paid with 
a cheque for N25,000 00 It was agreed that this amount should be charged to Health 
Educat~on budget 

On the of October 1993, Nutr~tion workshop took place under CDD budget 
and ~t cost the project N20,000 00 The amount was taken from the cash box 

On the 28th of October, the H I S unit organized a workshop to collect data on all 
aspect of chlld surv~val The workshop costs N25,000 00 Of this amount, Nl0,000 00 
for stationery was paid by cheque to JAMES Ltd The remalnlng N15,000 00 was paid 
cash 

After thls workshop, October account was closed 

On the 2nd of NOV , th H I S unit prints d~sease surveillance form and pays 
N5,000 00 cash 

On the 1 lth of Nov , 1993, the accountant withdrew another N150,OOO 00 from the 
bank and put ~t in the petty cash box On the same day the E P I nat~onal campaign 
klcked off, the E P I manager collected N20,000 00 cash advance to flnance the program 
Th~s money was used to pay transportation allowance for partrclpants at the E P I 
campalgn Equally, the CDD spent N20,000 00 In cash on Acute Respiratory lnfectlon 
workshop 

On the 12'~ of Nov, another N25,000 00 cash was pald to Rad~o statlon to 
broadcast jingles on the E P I campaign 

On the same day, N47,000 00 cash was pa~d to BCG food services for the group 
lunch of all participants at the E P I campalgn 

The CDD program pald N18,000 cash to NGO hotels for the use of their hotel for 
the workshop Th~s form part of lodglng for participants and the remainder, hall hire 

On the 14'" H I S unlt bought d~skettes and computer papers worth N16,789 00 
Cheque payment was made to GAO computers LTD for the purchases 

On the same day, E P I veh~cle was repaired for N17,000 00 Cheque was given 
to the mechanic 

On the 16 '~ of Nov 1993, the C E U bought equipment valued at N39,000 00 from 
XYZ Ltd The payment was made by cheque 



The VHW meet~ng took place on the 2oth of Nov 1993 Part~c~pants were pa~d 
cash per d~em and transport allowance of N200/person 20 people attended the meetmg 

CDD managers meetmg of all the LGA took place on the 22" of Nov , N7,850 00 
cash was expended at th~s meetmg 

On the 24th, the accountant w~thdrew another N50,000 00 from the bank On the 
same day, Nutr~t~on workshop took place In the LGA and total cash expenses amounted 
to N23,000 00 

On the 2Efh, the accountant wlthdrew another N50,000 00 from the bank to the 
petty cash Same day, M & E offlc~als undertook a tour of all the LGA and SMOH 
act~v~t~es to ascerta~n the effectweness of the act~ons for two months The tour cost the 
project N56,000 00 They were pa~d cash 

1 Post all the above transact~on mto your banklpetty cash book for the month of 
October and November 

2 Prepare a bank reconc~l~at~on statement for the two month w~th the followmg 
lnformat~on 

a The bank balances for the month of October IS N584,OOO 00 and November 
IS N231,430 00 respectively 

b The check pa~d to the pr~nter In October has not been presented as the end 
of the month 

c Bank charges In Nov amount to N4,781 00 

3 Prepare monthly report for the two months 

4 Make request for add~t~onal fundrng for your organ~zat~on for the Dec 1993 to Feb 
1994 



GABRIEL'S BANK LTD 
BANK STATEMENT 

1 [MONTH November, 1993 NC NO 001 255 

1 
NO of Debits 8 



GABRIEL'S BANK LTD 
BANK STATEMENT 

MONTH October, 1993 A/C NO 001 255 

DATE 
511 0 
10/10 
12/10 
15/10/93 
2811 0193 

No of Deb~ts 
No of Credrts 1 

DR 

20,000 00 
15,000 00 
50,000 GO 
10,000 00 

CHQ NO 
09876 
1601 
1602 
1603 
1 605 

- - -  

CR 
679,000 00 

- - 

DESCRIPTION 
Deposit 
withdrawal 
withdrawal 

4 

BALANCE 
679,000 00 
659,000 00 
644,000 00 
594,000 00 
584,000 00 

i - 



NCCCD PROJECT 

Month OCTOBER OFFICE LOCATION XYZ, IBADAN 
Page Of 

I 
BANK AND PETTY CASH Rl3GISTER ALLOCATION OF EXPENSES 

I I 



NCCCD PROJECT 

Month NOVEMBER OFFICE LOCATION XM, IBADAN 

BANK AND PETTY CASH REGISER ALLOCATION OF EXPENSES 
I I I 

MONTHLY T O T N  EXPENDITURE 1 39 W0 1 113 MX) 1 0 1 0 68 850 21 789 56 090 0 0 298 639 
CUMUUTNETOTN EXPENOINRE~ 51.503 1 130.500 1 1 906 ( 25 0M) 88 850 46 789 56 0 0 0 269 54.5 



ADVANCE LIQUIDATION FOR NCCCD WORKPLAN ACTMTY 
ONE MONTH PERIOD ENDING NOVEMBER 1993 

LOCATION IBADAN 

RECIPIENT SMOH 

I I ANNUAL I PREVIOUS I THIS I 

1 

2 

4 

5 

6 

7 

8 

9 

10 

PREPAREDBY APPROVED BY 

BUDGET LINE ITEMS 

PHCNENVORK 

EPI 

TOTALS I 679 000 00 

dAME 10 BOLARINWA DATE NAME DR ADIGUN 

C E U  

ARI 

MALARIA 

HEALTH EDUCATION 

H I S  

MONITORING & EVALUATION 

C O T  

ITLE ACCOUNTANT 

BU W ET 

AMOUNT 

N 

150 000 00 

101 906 00 

TITLE DIRECTOR, PHC 
DATE 
SIGN 

59 000 00 

50,000 00 

65 000 00 

80 000 00 

160 000 00 

RECONCILIATION 

CUMULATIVE 

DISBURSEMENTS 

N 

17 500 00 

298 639 00 

OP BALANCE 577094 

ADVANCE RECIEVED 
EXPENDITURE THIS MONTH 298 639 

BALANCE 278 455 

12 500 00 

1,906 00 

25 000 00 

25 000 00 

278 455 00 

CASH 42 244 

MONTH S 

DISBURSEMENTS 

N 

113 000 00 

BANK 236 21 1 

BUDGET 

AVAILABLE 

N 

0 00 

19 500 00 

39 000 00 

21 789 00 

56 000 00 

7 500 00 

0 00 

48 094 00 

40,000 00 

33 21 1 00 

104 000 00 

0 00 



- 

ADVANCE LIQULDATION FOR NCCCD WORKPLAN ACTIVITY 
ONE MONTH PERIOD ENDING OCTOBER 1993 

LOCATION IBADAN 

RECIPIENT SMOH 

- - 

PHC NETWORK 1 I I 1 0 00 

(a) (b) (c) (d)=(a-b-c) 

BUDGET LINE ITEMS 

EPI 

CDD 

C E U 

C O T  

ARI 

MALARIA 

HEALTH EDUCATION 

H I S  

MONITORING & EVALUATION 

LOGISTICS I 45 000 00 1 I I 45 000 00 

BUDGET 

AVAILABLE 

N 

150 000 00 

70 000 00 

59 000 00 

TOTALS 1 679 000 00 1 0 0 0 1  1 0 1 9 0 6 0 0 ~  577 094 00 

THIS 

MONTHS 

DISBURSEMENTS 

N 

ANNUAL 

B U W E T  

AMOUNT 

N 

50 000 00 

65,000 00 

80 000 00 

160 000 00 

PREPARED BY APPROVED BY 

PREVIOUS 

CUMULATIVE 

DISBURSEMENTS 

N 

17 500 00 

20 000 00 

12 500 00 

JTLE ACCOUNTANT 

132 500 00 

50,000 00 

46 500 00 

1 906 00 

25 000 00 

25 000 00 

DATE NAME DR ADlGUN 

0 00 

48 094 00 

40 000 00 

55 000 00 

160 000 00 

TITLE DIRECTOR PHC 
DATE 
SIGN 

RECONCILIATION 

OP BALANCE 

ADVANCE RECIEVED 679 000 

EXPENDITURE THIS MONTH 101,906 

BALANCE 577 094 

CASH 18 094 

BANK 559 000 



Annex C 5 

Arthur Andersen & Co 
Report on USAID Project Inventory Count 

Completion Report 
Family Health Services Project 

Contract No 
620-000 1-C-00-8008-00 



LOGISTIC SUPPORT UNIT 

REPORT ON USAID PROJECT INVENTORY 
COUNT 



22A Gerrard Road 
P 0 Box 51 204 l k o y ~  
Lagos N ~ g e r ~ a  
Tel 683813 2692635 

686265 2693660-4 
Telex 28220 ARTLAG NG 
F a x  26912L8 

22 June, 1995 

The Adrmmstrattve Manager 
Log~stlc Support Umt 
U S A I D  
Plot 1601 Adeola Hopewell Street 
Vtctoria Island 
Lagos 

Attent~on Nls Esther Daudu 

Dear Madam, 

USAID PROJECT INVENTORY COUNT 

As requested, we have observed the close out inventory count wh~ch covered all tangible 
assets procured for USAID hnded projects In Nigeria The scope of our v,ork which was 
set out in our job arrangement letter dated 19 April, 1995 and your Local Purchase Order 
No 000016 of 5 May, 1995 was as follows 

- observing the physical count at Enugu, Kaduna, bhnna, Tbadan and Lagos project 
locations, 

- ensunng comphance wlth stock count instructions, 

- certlfylng the physical count, and 

- issumg a report thereon 

In the course of our work, we hake 

vlsited and observed inventory counts at Enugu, Kaduna, mnna,  Ibadan and Lagos 
project locations, and 

complled a l~sting of the inventory at all the locations, analysed in asset category 
types 

The listing of the inventory items counted in the presence of our representatlve is attached 
lire m ~ k e  no nssilrances that the listm, ~eflccts a complete list of all tnng~blc assets 
procurred for USAID fknded projects 



The Admrn Manager, 
Logzstzc Support Unzt 
USAID, Lagos - 2 -  22 June, 1995 

We dld not observe any material weakness in the count procedures However, please note 
that the scope of our work did not rnclude procedures cons~dered necessary under 
generally accepted aud~t~ng  standards for the purpose of evpresslng an oplruon on the 
inventory balance 

T h s  letter and the list are solely for the use of L o g ~ s t ~ c  Support Umt in determrung 
USAID ftnded project inventory as at 15 June, 1995 and should not be used for any other 
purpose w~thout our prlor wntten consent 

We are pleased to have had t h s  opporturuty to be of senice to you and look forward to  
worlung with you in future 

Yours faithfblly, - 

SA/By hand 



UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT 

LOGISTIC SUPPORT UNIT 

INVENTORY LISTING 

7 
8 
9 
10 
11 
12 
1 3  
14 
1 5  
16  
17 
18 
19 
20 
21 
22 
23  
24 
25 
26 
27 
28 
29 
30 

31 - 

A C  
AC 
A C  
A C  
A C  
A C  
A C  
A C  
A C  
A C  
A C  
AC 
AC 
AC 
AC 
A C  
A C  
A C  
A C  
A C  
A C  
A C  
A C  
A C  
A C  

BALTON 5 /  U AlhCONDITIONER 
BAL1 ON >/U AIRCONDITIONER 
BALTON 5/ U AIRCONDITIONEh 
BALTON >/ U AIRCONDITIONJX 
BAL1 ON J/U AIRCONDITIONER 
BALTON J/ U AIRCONDITIONFR 
DALTON 'i/U AlRCONDlTlONER 
BALrOh J /  U AIIICONDITIONCR --- 
BALTON S/U AIRCONDITIONER 
BALrON 5/U AIRCONDITIONEI\ 
BALTON 5/U AIRCONDITIONIX 
BALTON q / U  AIRCONDITIONCR 
BALTON 5/U AIRCONDITIONCR 
DALTON 5/ U AIRCONDITIONER 
BALTON 51 U AIRCONDITIONER 
BAL1 ON 5/ U AIRCONDITIONER 
BAL10N s / U  I\IIICONDI~ IONTR 
UALI O\ s / U  AIRCONDITIONER 
BALT0.h J/U AIRCONDITIONER 
BAL1 0.h 5/ U 1' IRCONDI rIONCR 
BALTON 5/ U AIRCONDITlONER 
EALTON 5/U AIRCONDITIONCR 
BAL1 ON S/U AIRCONDITIONCR 
BALTON 5 / U  AIRCONDITIONER 
BALTON 5 / U  AIRCONDITIONER 

8491 5805162248 
84915805162295 
84915805162297 
8491580516252 
849172071 61 581 
84917203161585 
84917203161586 
84917203161587 
84917203161589 
849 17203216730 
84917203216732 
84917205162452 
84917205162454 
84917205162458 
84917205162464 
8 1917205162466 
84017205162471 
84917209227842 
8491 7209227853 
8491720922789b 
84917209227899 
8491725162447 
84919230282072 
81923803161478 
84923803161492 

rI IS/A12/020 

FHS/A12/005 

I 1  1S/A12/017 
FHS/A12/617 

TI IS/A12/012 
THS/A12/015 
FHS/A12/016 

rtIS/ A1 2/00 1 

Fl IS/A12/011 
TI IS/ A 121029 
THS/A12/027 
THS/ A12/028 

1 
1 
1 
1 
1 

1 
1 
1 
1 

1 
1 
1 
1 

, 1 
1 
1 
1 
1 

1 
1 
1 

1 
1 
I 
1 



UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT 

LOGISTIC SUPPORT UNIT 

INVENTORY LISTING 

41 
42 

Qn 
1 
1 
1 
1 
1 
1 
1 

1 
1 

INDEX N O  

TI-IS/A12/026 

THS/A12/010 
FHS/ A12/008 
r l  IS/A12/002 

FHS/ A1 2/027 
THS/ A12/ 007 

b/N 
32 

33 
34 
35 
36 
37 
38 
39 
40 

52 
53 
51 
55 
56 
57 
58 
59 
60 
6 1 
62 
63 

RCMARICS 

43 AC BALTON M. / U  AIRCONDI IIONIIII 84915805162298 I 

AC 
AC 

CODE 

AC 

AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 

AC 
AC 
AC 
AC 
AC 

DESCRIPTION 

BALTON S, U AIRCONDI TIONER 
BAL1 ON S/ U ALI\CONDITIONER 

DALTON 5, U AII\CONDITIONER 
DALTON $1 U AIRCONDITIONER 
DALTON 5/  U AIRCONDITIONER 
DALTON S/ U AIIZCONDITION~R 
BALTON S/ U AIRCONDITIONER 
BALTON S/ U AIRCONDITIONER 
BALTON 5 /  U All\CONDITIONLR 
BALTON S/U AlRCONDITIONEI\ 
BALTON 5/ U AIKCONDTIONER 

C88174547 
CV22h669 

CARRITR \II\CONDITIONLR 
CARRIER /U AII\CONDITIONER 
CARRlEI\ J / U  AlI\CONDI I ION1 R 
CARRILk C.1 U /\lI\CON1311 IONIX 
CARRIE[\ 5 /  U AIRCONDITIONIX 

SI RIAL N O  

84923836051330 
84921836051742 

84917209227850 

. . 
------- 

84917209227849 
1 
1 

1 
1 
1 
1 
1 

1 
1 

FHS/A11/008 
I7  IS/ A12/006 
THS/ A1 2/ 01 8 

THS/ A12/026 
AC 
AC 
AC 
AC 
AC 
AC 
AC 

1 
1 
1 
1 

1 
CARRILI\ 5/U i\ll\COND17 IONCR 
CARI\It I\ C./U AIkCOND17 IONER 
CAI\RIEI\ '/ U AIRCONDITIONER 
CARRIER W/U AlRCONDlTlONCR 
CARRlhI\ \ V /  U Al RCONDITIONER 
CARRIEk W/U AIRCONDITIONER 
CARRIER W/ U AIRCONDITIONER 

--- 

088172130 ------- 
088171829 
D88172517 
D88172520 

TI 1S/A12/012 
THS/A12/016 
TI-IS/A12/014 

FHS/A11/014 
FHS/A11/001 
THS/A11 /005 



UNITED STATES AGENCY FOR lNTERNATlONAL DEVELOPMENT 

LOGISTIC SUPPORT UNIT 

INVENTORY LISTING 

IlI3MAl<I<S 

DUE FOI? SERVICING 

OUTOT USL 

S/N 

64 

65 
66 
67 

68 
6 9  
70 
71 
72 
7 3  
74  
75 
76 
77 
78 
79  
80 
8 1 
82 
83 
84 
85 
86 
87 

88 

89 
90 
91 
92 
93 
94  
95 

I N D M  NO 

TtIS/A11/013 
THS/ A1 1/003 
I H5/A4/006 

Qn 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
I 
1 
1 
1 
1 
1 
1 
1 
1 

CODL 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 
AC 

) AC 

D~SCRl l 'TION 
CARRIEl\ !V/ U AIRCONDITIONCR 
CARRIEL W/U AIRCONDITIONCR 
CARRlER \.\I/ U AlRCONDlTlONCR 
CARRIER L I  / U AlRCONDlTlONER 
FRIGIDAIRT W / U  AIRCONDIlIONER 
lXlGIDAlI\C AIRLONDIIIONrR 
TRIGIDAII\I COMPO MATIC W/U 
TRIGOLU\ >/U AIRCONDI l lONLR 
GALPA) IADIRAN S/U AIRCONDIIIONIX 
GALAXY I \DII\AN S/ U AlRCONDl rIONER 
GALAXY II\DIRAN S/U AlRCONDlTlONER 

TI Il/ D1/000 12 

51 RIAL NO 
1 

D8b172523 
DM172552 
D88172629 

2K14511861 

1 
I 
1 

1 
1 
1 
1 
1 
1 

1 - 

1 

GENERAL 5 HP W/U AIRCONDITIONER 1 ~ ~ 2 3 0 4 9 2  
GENERAL 1 5 HP AIRCONDITIONER I 
GENERAL 1 5 I-IP AIRCONDITIONEI\ 
GENLRAL 1 5 HP AlRCONDITlONER 
GENERAL 1 5 H P  AIRCONDITIONER 
GENFRAL 1 5 HI' AIRCONDITlON~R 
GLNERAL; HP W / U  AIRCONDITIONLR 
GENERAL 1 RIUGIL 
GENERAL CV/U P IRCONDITIONLI: 
GENLRAL \ \'/U AIRCONDITIONER 
GENERAL ' Y / U  AIRCONDITIONER 
IvIYSON (ZU 4LI1 Y S/U AIRCONDITIONCR 
NATIONI\L AII\CONDI I IONCR 
NATIONAL AII\CONDITIONER 
NLC AII\CUNDI I IONLR 
NCWCL1'11 \II\CONDIl IONER 
SANYO 5 /  U AIRCONDITIONER 
SHAPX A1 I\CONDITIONCR 
SI IAPiP AIl<CONDITION~R 
SMAP? W/  J AIl<CONDITIONCR 
STCPDOWNTKANSTOr\MCR 

GU22%69 
GV2275 16 
GV229654 

141210i 

KDC 191P11 

01 2295 51- 
0123194 
022882 
025521 



UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT 

LOGISTIC SUPPORT UNIT 

INVENTORY LISTING 

S/N 
96 
97 

98 
99 
100 
101 
102 
103 
104 
105 
106 
107 
108 
109 
110 
11 1 
11 2 
1 1 3 
114 
115 
116 
117 

SLRIAL NO 

12880927882 
JK24101409 

91077 
BHE11659 
31079 
200411 
12938 
12968 
2JAI 1,4024196 

23849 
9401 

CODE 

AC 
AC 
AC 
AC 
AC 
AC 

ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 

1 
1 

1 
1 
1 
1 
3 
1 
I 
I 

I N D r X  N O  

02 
06 

63 
26 
23 
19 
17 

118 
119 
120 
121 
122 
123 
124 
125 
126 
127 

DESCRIPTION 
TADIRAN c / U  AIRCONDITIONER 
TADIkAN S /  U AIRCONDI1 IONCR 
1 ADIRAN S/ U A1 I\CONDITIONIX 
THERMOCOOL 1-16 AIRCONDITIONCR 
THERMOCOOL 1 1 6  AIRCONDI1 IONER 
WESTINGI-IOUSC AIRCONDITIONE,R 
14MM FILM PROJECTOR 
16MM I ILM I'ROJECTOR 
16MM FILM PI\OJECTOR 
I ~ M M  TILIVL PROJECTOR (ELMO) 
20 COLOR I ELEVISION 
AMBASADOR 917012 0 / H  PROJECTOR 
AMBASADOR 917012 O/H PROJECTOR 
ANSWCI\INC MAC1 IINE 
AU TOMAIIC VOLl  AGl REGULATOI\ 
BlNATONl STAUILIZCR 
BINATONI S? ABILIZER 
BIN ATON r S I AUILIZER 
BINATONI 3 TAUILIZCR 
BINATONL 51 ABLLIZCR 
BINATONI: 5TAUILIZER 
RINATONL S rABlLIZER 

QN 
1 
1 

1 
1 
1 

1 
1 

1 
1 
1 
1 
1 
1 
I 
1 

I 
1 

1 
1 
1 

1 
I 

ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 

R E M A R K S  

pp 

BINATONk TABILIZER 
BINATONk 5IAblLIZCR 
BINATONl 5TADILIZCR 
DINATONL-5 rAUILILCR 
B I N A T O h t  US 1000A 
CARRIER URCONUL TIONLR 
CASIO DI\ I2129 CALCULATOR 
CASIO DI; b420V PRINTING CALCULATOR 
CETI MICI\OSCOPE 
CCTI MICROSCOPE 

------- 

9407 

6167868 

------- 

24 
28 
12 

41 
55 



UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT 

LOGISTIC SUPPORT UNIT 

INVENTORY LISTING 

~ ~ 

1 136 1 ACC 11 ILbI Pl\OILCIOR 16 86 
I I I I I 

191084 1 1 1  1 
1 137 1 ACC (FILM 5CRIICN 1 I 1 1  1 I 

S/N 
128 
129 
130 
131 
132 
133 
134 
135 

DESCRIPTION 

ELLCl [\LC kt ITLE 
ELTCII\OLUX TCW1151 TREEZER 
ELI1 L O\'El3-lEAD PROJECTOR 
ELMO O/H PROJECTOR 
ELMO OVLRHEAD PROJECTOR 
ELMO UVEhHLAD PI\OJECTOR 
ELMO c)VLI\l-LIIAD PROJFCTOR 
FAN D l  LT 

CODE 

ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 

1 38 
139 
140 
141 
142 
143 
144 
145 
146 
147 
148 
149 
150 
151 
152 
153 
154 
155 
156 
157 
158 - 
159 

SERIAL NO 

34018015 
1294 8 
501001 
12906 
560760 
560762 

INDEX NO 

THI/D4/001 

07 

FHI/C5/001 

ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 

FIRE I'l\Ol CCTION CABINET 
FIREIJI 0 0 1  CABINET 
FLIPCHAR1 UOARD 
FRIGID \IRE O ~ ~ I C I I  FRIDGE 
GENE.1: \L 1 5 I-IP AIRCONDITIONER 
GOLD51 AR FREEZER S REFRIDGCIUlOR 
CUUAB15A1 L 
HI1ACI 11 SLANDING 1 AN 
HONDA 600 PORTABLE GENERA1 OR 
ICED Rr+Fl\lDGERATOR 
IGNI5 1 I\OPICAL TRIDGC 
IN ILkCOM bOX 
hODAh 5LIDL PROJECTOR 
hODAI5LIDL I'I\OJLCIOI\ 
LI511 I\ DIL51 L GLNI RATOI\ 
Lhl LR DILSI L GTNIIRATOR 
1 I51 I I\ UII5LL CENLRATOR 
MI ILL 5Y 100 DIG1 TAL PADX 
MI ILL 5 1  200 DIG1 rAL PABX 
NATIONAL VACUUM CLCANbR 
NULI C STAUILIZER 
NULrC STABILlZER 

e n  
1 

1 
1 
1 
I 
1 
1 
9 

1 
I 
1 
I 
1 
1 
1 
1 
1 
1 
1 

1 
1 
2 
1 
1 
1 
1 

1 
1 
1 
1 

310055 

92000 15 
300365 

40412273 

I3110166 
N/ l l6b/2A 
1701074 1S?A004/ 1101074 
4701 09OTS3A008 
43013h9JS2A00h 
1 74 153603 
13 14152603 
MC 902560962 
30205 
0693/4 1953 

REMARKS 

TI lI/D3/00? 

05 
09 



UNlTEG STATES AGENCY FOR INTERNATIONAL DEVELOPMENT 

LOGISTIC SUPPORT UNIT 

INVENTORY LISTING 
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UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT 

LOGISTIC SUPPORT UNIT 

INVENTORY LISTING 

5/N 

192 
193 
194 
195 
196 -- 
197 
198 
1 99 
200 
201 
202 
203 
204 
205 
206 
207 
208 
209 
210 
211 - 
212 
21 3 
214 

' 215 
216 
21 7 
218 
219 
220 
221 

222 
223 

SrRIAl NO 

218 SC 528971 
'305512412 
70951 8034 
528742 
526443 
'311402 
0110245 
I3 1 1 028LI 
8111720 
890716149P 
5930134325 

2003994 
2004055 
2004082 
200 1063 
13 118 
1'342 1 
027725 

015152 
015158 ------ 
015160 
025264 
026352 
17 8907 
17 8913 

CODr 

ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 

ACC 
ACC 
ACC 

ACC 

IN131 X NO 

THI/ A8/0001 
05 
09 
0'3 

CCCDO019 

rHl /  D5/0002 

DLSCI<IP1 ION 

SHARP COLOR 218 SC TLLEVISION 
SHARP COLOR 1 hLCVlSlON 
SHAr\P COLOR TCLEVISION 
SHARP CCI OR 1 CLEVISION 
SHAW COl OR TV 
SHARP V1L)f 0 RECORDER 
SLIDC PhOll CI OR 
SLl DC I'kL'J LC I OF\ 
SLIDE 1'r\OjLC1 OR 
SMAI\T 1 t\PL I\LCOT;DLR 
SMART U b  600 APC 
SNOWCAI o r r I cE  FRIDGE 
SONY COLOR TtLEVISION 
SONY COLOR l V 
SONY COl OR TV 
SONY COLUUR 1V 
SONY VIIJ~O RCCORDLR 
SONY VIVI O I\! CORDER 
S ~ - A D I L I / ~ ~ \  
STABIL171 R 
S1 ABILILI K 
STABILIZL-l\ CV1;50(1 
STANCOR 51 FI'DOWN TRANSFORMhR 
STANCOh SlEPDOWN TRANSTOJ\MCR 
STEPDOLVU IRANSFORMLR 
STEPDO\\'\ TRANSFOI\MflR 
51 LPDO\\ U 1 hAr\l5FORMEI: 
S l  EPDOCV u I RANSrORM17R 

STEPDOW \I 1 RANSTORM CI\ 
STCPDOWN IRANSrOIIMER 
STEPDOWN TRANSFORMER 
STEPDOLVY TRANSTORMLR 

(27 1 
1 
1 
I 

I 
1 
1 
1 
1 
I 
I 
1 
1 

1 
1 
1 
1 
1 
1 
1 
1 

1 

REMARI<S 

NOTYEIINUSE 

1 

1 
I 
15 
1 
1 

I 
1 

1 
1 
1 

- 



UNITEO STATES AGENCY FOR INTERNATIONAL DEVELOPMENT 

LOGlSTlC SUPPORT UNIT 

INVENTORY LISTING 

I<TMARI<S 

-- 

@fl 
1 
1 
1 
2 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
2 
1 
1 

1 
10 
1 

1 
1 
1 
1 
1 
1 
1 
1 

1 
1 
1 

INDEX NO 

FlHI/A11/0001 

03 

01 
I1  & 09 

05 

rIlS/AO/036 
I7 IS/ A2/083 

PATH/ LAGOS 
IS/Ah/031 

FI IS/ A8/Ol6 

SLIZIAI NO 

90 11 
9041 
5 I 11  

2001 KO6775787 

9401 
'311409 
311410 
31 141'3 
13 l20 
UOHB00926 
310 06212410 

311418 
rOTH000780 

r& 0014078 
20791838 
28108316 
207L)1774 
S2 840738A 
1393050376687 
P580313 1 
P900-1115560 
PO00 112571 
W9202'37565 
P900500131 
PG00412565 

Dl SCRIP rION 

STLIJDO\\ 'V I KANSrORMER 
STEPDOKN rKANSTORMCR 
STkPDO\\lN I llASfOl<MCI< 
TELEPIiO"1L I LP ND SET 
THERMOCOOL 200 FRlDGE 
THLRMOC 001,l-16 AIRCONDII lONLI\ 
THERMOCOOL 1 16 AIRCONDITIONCR 
VACUUIvl CLEANER 
VHS VIDI-'J C A S S k n E  WINDER 
VIHS VIDW PLAY CR 
VHSVIVLO PLAYER 
Vl IS VlDLO PLAYLR 
VIDEO Cr? 5L1 I L RLCORDf-I\ V 0  5q5OI3 
VIDEO MOVIL CAMERA PANASONIC 

XEROX WYI I~HO~OCOPIEIZ 
BINATONL SIABILlZ13R 
NULCC 5IAUILlZER 
SHAW VlDbO CASSC7 E RLCORDER VCR b9O E7 

VliS VIDtO I'LAYkR 
5 112 Dl5hTTTE 
5 11-1 EY I f 1,NAL DISC DRIVE 
AAMALINC COLOR lvlONllOl< ' 
AAMALIkG COLOR MON1 TOR 
AAMI\LI~ \C  COLOR MONI IOR 
ACLk \ I 9  4 0  hlONl r01\ 
APC 600 \ -C  

APC 600 LI l S 

)\PC hi10 L I"7 

APC611UU1'5 
APC 600 U1'S 
APC600U UPS 
AI'C 60013 UPS ,255 

CODI 

ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 
ACC 

C 
C 
C 
C 
c 
C 
C 
C 
C 
C 
C 
C 
C 

- 

' 

b/N 

224 
225 
226 
227 
228 
229 
230 
231 
232 
233 
234 
235 
236 
237 
238 
239 
240 
241 
242 
243 
244 
245 
246 
247 
248 
249 
250 
251 

252 
253 
254 



UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT 

LOGlSTlC SUPPORT UNIT 

INVENTORY LISTING 

DESCRIPTION SLIlIAL NO INDEX NO Qn REMARKS 
S/N CODE 

C APC 900 U15 599050454855 
1 

256 
C APC 900 UIJb W9 1075968 FHS/A8/01? 1 

257 
C APC 900 UI'S W91075974 PI lS/A8/012 1 

258 
C APC 900 UI  5 W910761'38 FHS/ A81019 1 

259 
C APC90OUI5 W91076148 1 

260 -- 

C ) A P C ~ O O U I \  W920332155 ~ 1 3 ~ /  AS/ 026 
1 

261 1 
C ~ A P C  BACh UPS 6110 

1 
262 1 

c APC Sh4t\l\ l UP5 600 W910.101666 1 
263 

C APC UPShU0 l.21 PY00412568 PSC 1 
264 

C ASG VGA hlONlTOR 106EG202475 
FI-IS/ 42/07-1 1 

265 
C AST 2b6CI U 1 WA1120 147 AO/ 031 1 

266 
C AST3865XCPU THS/ A0/024 1 

267 
- 7 7  --28 ~ ~ ~ 3 1 0  1934 

1 
268 

C A s  BRAVO 256 CPUY TWA1120480 FHS/AO/O?O 1 
269 

USBb025892 1 
27 0 

USB6002016 1 
27 1 

USL18007966 1 
272 

c ~AST BRAVO ?h8X CPU TWB710 1924 
1 

273 
C DIdVO MJ5X 120 CI'U USB60 L5hO 1 1 

274 
c A ~ T  nmvo 3b6 5X/20 CPU USR6020098 1 

275 
500b01 002 rHS/A0/027 1 

276 
C AST BRAVO 11255 CPU USI.3021366 1 

277 
v--41/29)--- 1 

278 
- 7 7  Ez..?9026254 1 

279 
U5L3026256 1 

280 
c ' AST DI\AVC> cOMPU I Lr\ 2% '1 W13110.1939 r I IS/ AO/ 020 1 

281 
TWB?1045?? F HS/ A0/ 026 1 

282 
C AST BRA\ Q CPU USL302110h0 

1 
283 

C AST BI\A'v10 cI1u USDO2606 1 1 
284 

C AST Bravo CPU USE3026321 FI-II/ A2/0002 1 
285 

c AST BRAVO LP 4133 CPU USC2007781 1 
286 

c AST COLO~ MONITOR 4036681 1 
287 

I 

m REMARKS 
S/N CODE I 

599050454855 1 
256 C APC 900 U15 

W9 1075968 FHS/A8/01? 1 
257 C APC 900 UIJb 

- , .---,.,.,,,, c. W91075974 PI lS/A8/012 1 
258 9 1 

259 1 
260 !6 1 
261 

262 1 1 
263 1 

264 c NI'C U13 1'UU U I 

106EG202475 FI-IS/ 42/07-1 1 
265 C ASG VGA hlONlTOR 

1 WA1120 147 1 
266 C AST 2b6CI U - . -..mp-., ,- , , , ,  THS/ A0/024 1 
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I 

INVENTORY LISTING 

L - 
a 

11 1Q1, Page 10 

- - - m m m m -  1 ' I 

Qn 
1 

1 

1 
1 
1 
1 

1 
1 

1 
1 
1 

1 
1 

RLMAIZKS SrIZIAL NO 
102C7000003189 
402G7000U0299 
4U018650 
USP6035343 
US157165 
US16437h 
USW026261 
11422151 
02337111 
03965071 
05534101 
06185071 
06235071 

DCSCI1II'TION 

AST COLOR \ IONITOR 
AST COLOR IvIONI TOR 
AST COLOR vIONl'lOl? 
AST COhlPU 1 CR MONITOR 
ASTCPU 
ASTCPU 
ASTCPU 
AST KEY BOAkD 
AST KEYBOAGD 
AST KEYGOAl\D 
AST KEYBOt\hD 
AST KEYBOARD 
AST KEY BOAkD 

5/N 
288 
289 
290 
291 
292 
293 
294 
295 
296 
297 
298 
299 
300 

INDFX N O  

FNS/A2/005 
FHS/ A0/023 
PATH/ LAGOS 
rl IS/ A0/029 

CODT 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
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IKMARKS 

,--> 
;- 

/, ,lf 1 ) J  

S/N 
320 
321 
322 
323 
324 
325 
326 
327 
328 
329 
330 

SERIAL NO 
6115071 
8937031 
92432904 
02282061 

2685CZH1 
3273088 
1104U29041 
15EC0012916 
324R 1 OOOU200H 
324R rOOOU203663 
154G7000UOObl 
316KIOOOU21372 
US164386 
TWP2012433 
US1 6 1376 
US153809 
US164389 

TWP7002690 
TWP3005121 
US163987 
US1 64475 
500777 001 
324RTOOOU202999 
324 RTOOOU20256 
105T G2026X 
129LG0009201117 
105L02C283Y 
12956000920002 
129EG000920050 
1 14136000922500 

CODE 

C 
C 
C 
C 

C 
C 
C 
C 
C 
C 

C 

INDLX NO 

FI IS/A0/017 

IFIS/ A0 1005 

THS/AO/OlZ 
'iHS/AO/OlO 
CDC57569 

FHS/AO/O18 
rIlS/A0/001 

I I IS/A2/02U 

DESCRIPI ION 

AST hL Y I.Ot\RD 
AST hLY PO \ I D  
AST hL'L IL'AI\V 
AST hLYUOAhD 
AST KFY LU iI\D 
AST hLYIWAI\D 
AST KEI F S X D  KBlOl 
AST MOiLllOR 
ASTMONIIOR 
AST MON1101\ 
AST MONITOI\ 

Q1y 
1 

I 
1 
1 

2 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 

1 
1 
1 
1 

1 
1 
1 
1 

1 
1 
1 
1 

ASTMONllOR 
AST MOhl i 01\ 5VGA NI 
AS r PKLMI JM 12b6 
AST PRL~IIUM 2b6 
AST PREMIUM 2\6 
A S  PRCMIUM 266 CPU 
AST PI\CILII U M  256 CPU 
AST PRCIIIUM 266 CPU 
AST PI\EMIUM 7\6 CPU 
AST PREMlUM 366 CPU 
AST PREMIUM CPU 
ASI PRl h1iUM CI'U 
,451 I'I\LAllUM I 1  186 SX/20 CPU 
AST SVGA NI MONITOR 
AST SVGA YI hlONITOR 
- 

AS1 5VC A COI 01, MONITOI\ 
A51 5VLA Lol,Ol\ hlONI I Or\ 
AS7 5VGA CIONI I 01, 
A S  SVGA 11ONI IOR 
AST SVGA MONITOR 
AST SVGA AIONITOR 

331 
332 
333 
334 
335 
336 
337 
338 
339 
340 
34 1 
342 
34 3 
344 
345 
346 

I 347 
348 
349 
350 
351 

C 
C 
C 
C 

C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C --- 
C 

C 
C 
C 

C 
C 

\ 
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372 
373 
374 
375 
376 
377 
378 

379 
380 
381 
382 
383 

C 
C 
C 
C 
C 
C 
C 
C 

C 
C 
C 
C 

BACK A1 C 6U0 U P 5  
BACK U1 5 600 AI'C 
UACh UI 5 6 O U  AI'C 
I3ACh Ul 5 (100 /\PC 
BACK CI 5 600 /\PC 
BACK Ul  7 h00 Ai'C 
UACh U1\ 000 

-- - 

BACK UI'S 600 N'C 
BACK U P 5  600 4I'C 
BACK UPS 600 
BACK-UP5 600 APC 
BACK UP5 600 APC 

B97091065786 
1397010177074 
U91090955125 
B970909553bb 
D930910651X5 
W920816055 
B9709106 199 1 

- 

B970910652b4 
097040364172 
I3930991065387 
B93050451226 
093091 064986 

1 
1 
1 
1 
1 

1 

1 
1 
1 
1 
1 
1 
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429 
430 
431 
432 
433 
434 
435 
436 
437 
438 
439 
440 
44 1 
442 
443 
444 
445 
446 
447 

f 
23 
.. y 
17 I I Q  P l p ~  11 

- - = m = I I . m  

C 

c 
C 
C 
C 
C 
C 
C 
C 
C 
C 

C 
C 
C 
C 
C 
C 
C 
C 

LEON 1050 I'IdN TCR 
E I ~ O N  1050 IWN ~ L R  
CPSON lL7 1 IWN 1 LR 
CPSON LC 1 050 1 [\IN K R  
EPSON LQ J070 
EPSON LQ I070 
CPSON LC) 1070 PLINTER --- 
EPSON LQ 2550 PRlNl El\ 
EPSON LO 2550 PIdN1 ER 
L PSON LQ 1050 IJI\INTLr\ 
L%ON 1 Q 1050 1'1UN1 CR 
LEON LQ LU50 I'RINTCI\ 
EPSON LQ 1050 I'I\INTCR 
r E O N  LC LO70 lJI\IN 11712 
CPSON LQ 1170 
LEON LQ 1170 
EPSON LQ 2550 ---- 
EPSON LQ 2550 PRINTER 
EPSON LQ 510 

OTC1049564 
OTG1059371 
IJ80001070 
OTCI 062807 
4161099396 
1 J8UU50791 
1J80050779 
0 1  IA0011600 
01 iA0011603 
OTG10 19562 
01 GI049563 
OTG1062804 
0 TG1062871 
C1180001SD3901072 
4161011996 
4161012001 

OHA0011650 
0630100313 

TI IS/A3/027 
rl IS/ A7/ 0 10 

1 HS/ A3/006 
FHS/ ~ 3 / 0 0 b  
1 I IS/Ah/021 

FHS/A3/014 
rl IS/ ~ 3 / 0 1 2  

FHS/ A7/003 
FHS/ A3/OlO 

1 
1 
1 
1 

1 
I 
1 

1 
1 

1 
1 

1 
I 
1 
1 
1 
1 
1 
1 

-- 

--- 
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S I N  
448 
449 
450 
451 
452 
453 
454 
455 
456 
457 
458 
459 
460 
461 
462 
463 
464 
465 
4.56 
467 
468 
469 
470 
471 
4 /2 
473 
4 74 
475 
476 
477 
478 
479 

r P 
QI- 

I I I I L A ~ ~ ~  

SERIAL NO 

OTG1049575 
OTG10628755 
4161103760 
OA507002.15 
26 50099951 
2014577 
1923412 
1923422 
13184 
1923418 
1923422 
00009945 
06732887 
0773767 
521 743 
TB181.1014375 
TBl83.1017145 
113183 1017155 
TB183401717.1 
TI31834117729 
7 W1834016446 
737855 

2641V09775 
23 MrBOO 
23 1131910 
5012770 
5299658 
3041594 
5004369 
5007651 

CODL 
C 
C 
C 
C 
C 
C 
c 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 

C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 

INDEX NO 

FHS/ B3/017 

CDC25002 

CDC19408 

DCSCRIrl ION 

EPSON LQ1300 RrBBON 
hPSON LQ1030 I'I\INTER 
LPSON LQ1030 IJI\lNTLR 
EPSON LQ1070 PI-JNTCR 
EPSON 1,X .10 
LXTLRNAL UI5C DRlVF 7112 
GATEWXY 2000 4 0 ~  33 CPU 
GATEWAY 2000 4DX 33 CPU 
GAI EWAY LOO0 4DX-44 CPU 
GATEWAk 7000 C1'2 
GATEWAY 2000 CPU 
GATEWAk 2000 CPU 
GATLWAk 2000 KEYBOARD 
GATEWAY 2000 hEYBOARD 
GATEWAY 2000 KbYBOARD 
GATEWAY 2000 KEYBOARD 
GATEWAl 1000 MONITOR 
GA1 EWAl 2000 hlONlTOR 
GA I I WAY 2000 MONI rOI\ 
GATLWA> 2000 MONllOR 
GATEWAY 2000 hlONITOR 
GATEWAY 2000 hlONlTOR 
GATLWA1 KPYBOARD 
1-1ITACl-II COhlPACl DISC 
HPPLOTTLR 
IBM 433DY CPU 
IBMCPU 
IBM KEYLO \RD 
IBM KEYBOARD 
IBM KE1 BOARD 
LBM KEYbOARD 
1BM KEYBOARD 

Qn 
2 
1 
1 
1 
1 

I 
1 
1 
1 
1 
1 

1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 

1 
1 
1 
1 
1 
1 
I 
1 

1 
1 

REMARKS 

- 
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S/N 
480 
481 
482 
483 
484 

485 
486 
487 
488 
489 
490 
491 
- 

492 
493 
494 
495 
496 

497 
498 
499 
500 
50 1 
502 
503 
504 
505 
506 
507 

508 

509 
51 0 
51 1 

I X M A R K S  5LRIAL N O  

5007670 
5055371 
52G965S 

8512 001 

23 86749 
27 86781 
23 MCW17 
23 MDH 61  
23 MDN3l 
HJ22150964 
PAAlZXI-1267 
PKBOlEY78 1 
PKBONNQ386 
PKBOlSG621 
PAA175 127‘9 
ACbOh765 I 
PAAlZ5l 1295 
'320Hj 16514 

3038J63469 
313918575 1 

3140J19703 
'31 22J55096 
'3208J L2JS1 
?04YJ022X? 

JI'B500 I036 

JPTV001755 
JFTV010346 
~ ~ ~ ~ 0 1 1 7 5 4  

CODE 

C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
- -- 

C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
c 

DESCRII'I I O N  

IBM KEY bOARD 
IBM KEYBOARD 
IBM KLYUOARD 
1BM hCYb0ARD 
IRMMONIIOI\ 

IBM MONlIOR 
IBM MON' 101: COMPAQ 
IBM lS/VALUI h lONllOR 
I13M PS/VALUL POINT CPU 
IBM PS/VALUL POINT CPU 
IBM PS/V \LUk POINT CPU 
KEYBOAI\D 
KODAK DlCONlS 18051 PRINTER 
KODAK DICONIX 150 
KODAK DICONI\150 
KODAK DICONIX 150 PLUS 
hODAK DlCONlY 180 
h O D A h  IJICONI\ lU0 51 
KODAh L>ICONIX 180SI 
LASCRJC1IIl'l\1NlLR 
LASER JLI  I1 PMNTCR 
LASFRJL~Il5LI~1CSPRINTER 
LASER JL1 Ill PIJNTLR 
LASCRJLi111I'kINTER ----- 
LAStR JC l  Ill I'RlNTEI\ 
LASEI: JL1 IIID I%IN rCR 
LASCRJkI1II1'PI\INTLR 
LASER] t. I 1IP 131\INTER 
LASER JL1 1V PI\INTCR 

LASCR JL 1 IV PRINTER 
LASER J E r  IV PNNTER 
LASER j ~ r  IV PRINTER 

INDEX N O  

THS/A2/009 

FHI/A4/0001 

CDC57403 

CDC57732 
CDC 62171 
COC250 I 1  

CDCA7176 
I I Is/ A3/ 029 
JHU/L1026772 

bHS/ A6/026 

THS/A3/01'3 
1 135/A'3/025 
rfHS/A?/OI5 

(I 1-y 
1 
1 

1 

1 
1 
1 
1 
1 
1 
1 

1 
1 
1 
1 
1 
I 
1 
1 

1 
1 
1 

1 
1 
1 
1 

1 
I 
1 
1 
1 
1 
I 
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5/N 
576 
577 
578 
579 
580 
581 
582 
583 
584 
535 
586 
587 
588 
589 
590 
591 
592 
593 
594 
595 
596 
597 
598 
599 
600 
60 1 
602 
P 

SERIAL NO 
W920732726 

W910-101617 
91040168 
P910112090 
5910134521 
W910401683 
W910509021 
W91 OW9025 
W910708561 
59'30114121 
W91040163 
W910401661 
W910 101664 
W9 10509410 
\V91 0600206 
W920702805 
W91075964 
5930114526 
2000 UP 
2000 IPENAT 
W910509015 
W910509019 
W91075965 
W9I 075975 
59'305045 1852 
W91075972 
W920764926 
017724 
045292 

B9'30 1020081'3 

CODE 

C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 
C 

DESCRIP lJON 

SMAhT L [ J  600 APC 
SMART LL 5 "00 
SMART U' JAPC 
SMAI\TUT>IDO 
SMAR1 UI 5 600 
SMAI\ T UL'S 600 
SMAR1 L 1 7 600 
SMARI UI b00 
SMAI\I U15601) 
SMARI LJI 5 600 
SMARl U15 600 APC 
SMART UI 5 600 APC 
5MAR'l UIX, 600 AI'C 
SMAI\1 U1 7 600 APC 
SMAKr UI'J 000 APC 
SMART U 1 >  600 APC 
SMART Ul'b 600 APC 
SMARl U"7900 
SMAkT Ul'h rZPC 600 
SMARl UI'5 2000 APC 
SMART b I 2000 APC 
SMART Ul'5 600 4PC 
5MARI U15600AI'C 
ShlART U1 S 900 
SMART U I 5  900 
SMARl U15 900 4PC 

INDEY NO 

THS/ A8/025 

r l  IS/AH/027 

FHS/AR/OII 

rHS/ A5/022 

F1 1S/A8/014 

CCCD0076 
TMI 1/PAC/41 
TMI/A5/0001 

603 
604 
605 
606 
607 

Qn 
1 
1 
1 
1 
1 
1 

1 
1 
1 

1 
1 
1 
I 
1 

I 
1 
1 

1 
1 
1 
1 
1 
1 

I 

I 
1 
1 
1 
1 
I 
1 
1 

RTMARICS 

C 
C 
C 
C 

STEPDOh d II\ANSrORhlER 
TOPALUIJS 
TOSHIBA LAD TOP COMPUTER 
UFS 600 
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62 1 C ZEN1 TH ht 1 BOARD 068476 1 

622 C ZEN1 I H 1<1 YBOAl\D 1290/00076618 1 

623 C ZENITH l k 1  BOALD 1290/00076619 1 

624 C ZEN1 rH h L Y  BOARD 1290/00076888 1 

625 C ZENITH ~LYBOARD 7658'3 1 

626 C ZEN1 1 I I hi 1 BOARD 776606 1 
627 C ZENITH LAl-1 OF COMPUTER 112Dr013471 1 

628 C ZENITH L IP? OP COhlPUTEI: 112Dr014186 1 

629 c ZENITH L ~ \ I ~ T O P  COMPUTER 207Dr011336 CDC66950 1 
630 C ZFNIl IH 1 ,\PTOP COMPUTER 218Fr 013379 1 

631 c LLNITH LAI IOP DATA S Y S ~ I  2070PO 1 1'32'3 1 
632 C ZEN11 I 1  bIONI1 OI\ 105ND117lNOT 1 
633 C LENITI I LISNI IOh 106N00166NOL 1 
634 C /EN1 I I I 41( )Nl I <)I \  106NUO 166NOI- 1 

635 C LEN1 1 l l hlONI I OI\ 106ND0126NOE I 

636 C ZEN11 l l hlONIIOI\ 106N10016N08 1 
637 C ZENITH MONITOR 106NF0035NOE 1 
638 C ZEN1 TH bION1 I'OR 123RE0'366ROD ~ H S /  ~ 2 /  023 1 

639 C ZENITI L hlONlTOR 1 
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693 
694 
695 
696 
697 
698 

699 
700 
701 

702 
703 

f\ C - 
P I ~ L ~ ?  

CAR 
CAR 
CAI\ 
CAR 
CAR 
CAR 
CAR 

C A ~  
CAR 
CAR 
CAR 

FUSE 
r'USE 
FUSE 
FUSE 
GASKI-T 
I [ALOGLh I ILAL'LAMI' 
HEADIAIZII 

ILML I-~ 
HLRCULLS bICYCLE. 
HONDA CD 100 MOTORCYCLE 
HONDA CDlU0 MO [ORCYCLE 

J3211215 
J3211216 
11231217 
13211218 
4616982 

0471051 2 

- - -  
16 
09 

45 

5 
4 
5 
-1 

6 
7 
2 
1 
1 
1 
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Q I Y 
10 
1 
6 
1 
18 

IN131 X NO 111 blAI<I<5 51 ItlAI N O  
5600 1763 
525298 1 
83507178 
05252625 

1>1 5C1111'I ION 

1-1051 
HOUSING I\ I 1  
IGNITION CALILL 
bI/C h l f  

709 
710 
71 1 
71 2 
713 
714 
715 
71 6 
7 17 
718 

719 
720 
721 
722 
723 
724 
725 
726 
727 

- 
728 
729 
/30 

731 
732 
733 

' 734 
735 

\/N 
704 
705 
706 
707 

CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
CAR 
C 4R 
CAR 
CAR 
CAR 
CAR 
CAR 

C0131 
CAR 
CAR 
CAR 
CAI; 

---- 
OIL I 1LTI-h 5U7')b4256 (%[ALL) 
PARKINC LAMP 
PARKINC LAhll' 
PEUGEO I S[\ 
I'LUCS 
POWERS1 -LION 
RALEIGH I LCYCLC 
RALEIGH I I ~ C Y C L ~  
REAR LIGk I COVER 
ROTOR 
Sf IOCh AI WI\bLI\ 
SHOCK AbSOhBLk 
SHOE ALICNlNG KIT 
SIDE hfAl\htR 
SIDE MALhl I\ 
STAlOR 
SWIICH 
TOP ENGlNt CASkbl 
TOYOIA L \NDCI\UISR 
TOYOTA L \NDCRUI5LR 
TOYOTA L INDCRUISER 
TOYOTA l \NDLI\UISLR 
TOYOfA I ANDCRUI~LI? ( D I E E L  LNCINE) 
TOYOTA LANDCRUISLR (DlCSEL CNCINC) 
TOYOTA LANDCRUISER (DIESEL ENGINE) 
TOYOTA I ANDCRUISER (DIEEL ENGINh) 
TOYOTA LANDCRUISER (PETROL FNGINE) 

O I L ~ I L I L I \  708 CAR 

56000098 
56000099 

04637769 
KG30057 4 

KG300676 

46373 02 
4637523 

56000110 
560001 11 
530090077 
561126719 
1711224 
019290h 
050130 
I IJo0 0500h8 

3i-0737713 

LA 104'3 TC 

17 
1 b 

FG 01 R12 
IG05  R12 
TG 06 R l 2  
FGl1 R12 
140CD9 
l4OCDlO2 
140CD88 
FG07 R12 
12rGN866 

'7 .. 
2 
7 
4 

1 

1 
1 
6 
4 

5 
4 
I 
5 
4 
2 
2 
3 

1 
1 
I 
I 

1 

1 
1 

1 
1 

-- -- - - -- 

UNDER R E P A I E  
UNDER hEPA1E 
UNDLR RrPAIRS 

O U T O ~  USE 
O U T O r  U'd 

UNDERREI'AIRS - - - - - 
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756 
757 
758 

759 
760 
761 
762 

763 

764 
765 
766 

767 

4 
/ 

VJ 
P7ge 21 

r 
r 
I 
I 
r 
E 
I 
I 
r 
F 
F 
F 

1 

I 
1'3 

I 

2 
1 
1 

1 

I 
40 
1 
1 

4 L)RAWLI\ ' [LING CAUINI71 
4 DRALVI R 1 ILING CABINET 
I DI\A\VI I\ I lLlNC CADINr1 
4 DRAWLI\ 1 ILlNG CAUlNLl 
4 DRAWIA -1LINC CABINET 
4 DRAW1 I\ ILlNG CABINPT 
1 DRAWLh I lLlNC CAI3INI 1 
4 DRAWERJI CTLCADlNEr 
4 DRAWLk \ I  l r L C A B l N E r  
4 DRAWER >I EEL CAUINLT 
4 DRAWkk S I LEL CABINET 
4 DRAWEL\ 51 EEL CABINET 

CCCD0072 
CCCD0002 

0'3 

FPlA 
TMS/BlO/Olh 
1 1  15/1~10/015 
FtIS/ B16/015 
r l  IS/ ~ l 0 / 0 0 1  

TI-IS/ ~ 1 0 / 0 1 2  
TH5/ 1310124 
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INVENTORY LISTING 

RI hfARI\S INDEX NO 

THS/ B1 D/006 
FHS/ B1 0/02'3 
THS/B16/022 
FHI/E4/0003 
FHl/E4/0002 
rHS/ B10/028 
TI i s /  BlO/0?3 

r I  IS/ B12/005 
I I IS/ B12/UO9 
F1 IS/B12/002 
FHS/ B 12/01 0 

I 1 IS/ B12/007 

l I IS/B12/ 024 
rl-lc~/R12/025 

r i  r s / ~ ~ s / o o ~  

TI IS/ B1 6/011 
TI IS/ ~ 1 6 / 0 2 3  
r1 is /  B l6/05O 
TI iS/B16/061 
1 11S/B16/1)11 
FHS/ B16/008 
rHS/ B16/002 

SLRIAL NO 

CCCDOOh 1 
Fl ll/L11/0007 

QTY 
1 
1 
1 
1 

1 
1 
I 

17 
1 
1 

1 
1 
1 

1 
1 
1 

1 
1 

2 
4 
1 
1 
64 
I 
1 
1 
1 
1 
1 
I 
1 
1 

DrSCRIW ION 

4 DRAWtl\bl ELL CABINET 
4 DRAWLI\5ICCLCABINEl 
4 DRAWL]\ STEEL CABINLT 
4 DRAWLR 5lEL.L CABINFT 
1 DRAWEI\ 5TETL CABINET 
4 DRAWrE 5lELL CABINET 
4 DRAWER Sl bCL CABINET 
4 x 4 BULL1 TIN BOARD 
4 x 4 BUI 51 l IN BOARD 
4 x 4 BULL1 1 IN UOARD 
4 x 4 UULLL I IN BOARD 
4 x 1 BULL1 TIN BOARD 
4 x 5" BULI t l l N  IjOARD 
4 x 5 BULI L I  IN BOARD 
4 x 6 BULLLI IN BOARD 
4 x 8 BULL1 TIN LIOARD 
4 x 8 BULL Ll IN BOARD 
4 x 8 11UI LLl IN BOAI\D 
5 DKAWLI\ 51 LLL CABINLI 
5 x 5 D U L L L ~ I N  BOARD 
7x5 'BUILfIINUOARD 
BOOK S M ~  LT 
IlOOh 51 I 1  I I 

UOOh514l Lr 
BOOKSl-IkL1 
BOOhSt KLI --- 
BOOKSI-11-1 t. 
BOOKS1 If 1-1 

BOOkSHrLl 
BOOhSlll Li 
B0C)KSl l t~ l  
BOOKSHLLT 

5/N 
768 

769 
770 
771 
772 
773 
774 
775 
776 
777 
778 
779 
780 
781 
782 
783 
784 
785 
786 

787 
788 
789 
790 
791 
792 
793 
7 94 
- 

795 
796 
797 

798 
799 

- - 

CODC 
F 
F 
r 
F 
F 
F 
F 
r 
F 
F 
F 
F 
F 
r 
F 
F 
F 
I 

I 
F 
F 
r 
1 

b 

F 
F 
F 
F 
r 
F 
F 
F 
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RI%IARIC5 

828 r BULLEIIN 13OAI\L) 1 

802 F BOOKWLLl 1 

Qn 
1 
1 

829 
830 
831 

INDEX N O  

1-1 15/016/050 
EHS/ B16/ 007 

STI1IAL NO 5/N 
800 
801 

r 
F 
r 

COD1 

F 
i- 

BULLETIN ILIARD 
CANTEEN CI-IAIR 
C A N T ~ I  N L N S K  

1>1 SCRII'IION 

BOOKS1 ~ L L I  
BOOhSI 1ELb 

r IEJ/ 131 21026 1 
20 
u 
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ARTHUR \N[)ERStN 

INVENTORY LISTING 

5/N 
832 
833 
834 
835 
836 
837 
838 
839 
840 
841 
842 
843 
844 
845 
846 
847 
848 
849 
850 
851 
a52 
a53 
854 
855 
856 
857 
858 

' 859 

860 
861 
862 
863 

CODr 

F 
F 
b 
I 
F 

F 
F 
F 
F 
F 
r 
F 
F 
r 
r 
F 
r 
F 
1 
r 

SLRIAL NO DCSCRII'TION 

CANTILLVt I\ CI-{AIR 
CASH UO\ 
CEN1 RE TABLE 
COTFEF D L > ~  ( I  1 OLLEY) 
COFFEE TAI>LE 
COMPU1 LI\ C1 lAII\ 
COMPUlLk DLSh 
COMPUTLL TAB1 C 
COMI'U1 LI\ I ADLL 
COhIPU1 L1\ IABLE 
COMPU?CI\ TABLE 
COMPU?Ll\ IABLI: 
COMPUTLI\ PABLF 
COMPUTU rABLb 
COMPUTLI TAULL 
COMPUTI I\ rABLL 
COMPUTL~ I ABLE 
CONTCRLhC17 CI IAlR 
CONrl l\Fh<C CI !All\ 
 CON^ 14 NLI CI I/\II\ 
CONTCRLNCL CI IAIR 

Qn 
29 
1 
5 
1 
1 
1 
6 

28 
1 
I 
I 
1 
1 
1 
I 
1 
I 
61 

1 
1 

1 

INDEX NO 

1 HI/83/0001 

THS/ B4/008 

I HS/ B4/ 009 
I HS/ B4/002 
FHS/ B4/001 
PHs/ B4/004 
FMS/ 04/52? 
I HS/B4/014 
rHS/ B4/017 
l I IS/B4/010 
TI I I / L ? / O O O ~  

I lHS/ 01 i/O?l 
1 1 IS/ I31 1/007 

~ H S / I ~ I I / O I O  

I W I  16- I rpk 27 

F 
r 
F 
F 
r 
1 
F 
F 
F 
F 
F 

KLMARkS 

- 

-- 

CON1 ERLNCI CIHAIR 
CONFERLI\CL CHAIE 
CONrLRLhCE C1 IAIR 
CONFEkFhCL CHAIR 
CONFERL NCI CI [MI\ 
CONFIlLhCL CIH/\lE 
CON1 CRLhCL C1 lAlR 
CONrERLhCC CI 1AlR 
CONTERLNG CHAIR 
CONTERENCL CHAIR 
CONFCP?NCE CHAIR 

r11S/U14/026 
TI I S / U I ~ / O ~ I  
FIHS/B14/011 
rHS/ B14/016 
rt~s/me/oo r 
I l IS/ Bl ljOO8 
W S /  B14/O13 
FHS/B14/018 
T1-15/014/070 
rHS/ B14/ 029 
THS/B14/019 

1 
I 

1 
1 
1 

1 
1 
1 
1 
1 

1 
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884 
885 
886 
887 
888 
889 
8 9 0  
891 

892 

893 
894 
895 

4 

r 
I 

I 
F 
F 
F 
b 

F 
I 
F 
F 
F 

rx rcu~  IVL CI IAH, 
CXLCU I ICI CI IAII\ 
LXLCU I I \ ' [  CI 1AII\ WI I I I LA I LN5ION 
EXCCUII \  k L ) I J I \  
LXECU TI\'E D U K  
EXECU I I \  I DL5K W11 I I LXTLNSION 
LXLCU I l r ' DLSk \VITI-I TABLE 
EXECUIISI  TALLL 
~ X E C U  T I \  1 I AI,LI 
EXECU rlvL I AULC WI I LXI ENSION 
EXTENSION DtSK 
EXTENSION DESK 

I l l5/B1/029 

FlHS/ I301 005 
FIII/E1/0003 

r i  IS/RO//OO 1 

r H S /  B5/003 

21 
1 

1 

1 
1 
1 
I 
1 

14 
I 
1 
4 
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INVENTORY LISTING 

I<LMARI<S SERIAL NO 

------- 

DLSCRII'TION 

O ~ ~ I C L I \ S  CI IAII\ 
OF1 ICEP? CHAIR 
O r F I c t r s  CHAIR 
OITICEI3 CH \IR - 
or r1cr1 \5  CHAIR 
01 I ICLI\\ C1 IAII\ 
OFTICLI3 CI lt\11\ 
orI-iCL13 CHAIR 
OFFICE13 CHAIJ\ 
OFFICLW CtIAII\ 
OPTICERS CHAlh 
O ~ F I C L I ~ C I - ~ A I R  
OFFICEP? Lf MlR 
OTFlCCIb CMAIk 
O ~ F I C L ~ L ~  CI MI I\ 
OFFICLIS CHAII\ 
OFrICEPh CI {All\ 
OFFICLI6 C1 IAIR 
OTTICLI \~  CHAIR 
Or1 ICI31+ LH 41I\ 
OI 1 1 ~ ~ ~ 5  CI IAIR 

O F ~ I C ~ I L ~  CIHAIR 
OFI I C ~ I L ~  LCI LAIR 
orr~c~r* CHAIR 

OTTICI-12 .LHAII\ 
OFkICEk'. CIHAIK 
or1 ICL I+ LI  I A I K  
OFFICI 1x5 Cl !till\ Wl rl I Akb1 kLSl 
OT~ICLI\S D C S ~  
OFFlCLh5 DESK 
OFFICER5 DLSK 
OFFICFl\s DE5K 

CODE 

r 
F 
1. 
F 

r 
I 
1 
I- 
F 
r 
r 
r 
F 
F 

F 

r 
F 
F 
r 
F 
r 

F 
F 
I 
I- 
F 
r 
F 
1. 

F 

5/N 
928 
929 
930 
931 
932 

933 
934 
935 
936 
937 
938 
939 

' 940 

INDLX NO 

r~is/ B ~ / O I ~  
rHS/B7/016 
~ H I / E ~ / O O O I  
THI/ E2/0002 
r ~ l / r 2 / 0 0 0 3  
1 1  1S/U7/014 
F1 IS/ I39/029 
I l IS/ 137/005 
I-I-IS/ ~ 1 / 0 0 8  
THS/ R7/019 
FI-IS/ ~ 9 / 0 0 9  
r ~ s /  B I / O ~ O  
l-1 IS/ RY/006 
I HS/ B9/002 
1 1  IS/ ~ 9 / 0 2 9  
rHS/ B l  /008 
El IS/ B7/015 
rHS/ B7/014 
FHS/ B7/003 
~ l i ~ / ~ 7 / 0 0 4  
rr IS/ u7/oo2 
03 

rr rs/n7/01.1 
r~-is/ B ~ / O ? O  
THS/ 137/OOh 
f I IS/ B6/007 
I7 IS/ 137/001 

i I IS/ 132/009 
1 1 IS/ U2/ 002 

I l E/R1/016 

' 

Q1.y 
1 

1 
1 
1 
1 
1 
I 
1 

1 
1 
1 
I 
1 

1 

1 
1 
1 
1 
1 
1 
I 
1 

I 
1 
1 

1 
1 
4 
1 
1 
27 
1 

941 
942 
943 
944 
945 
946 
947 
948 
949 
950 
951 
952 
953 
954 
955 
956 
957 
958 
959 



UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT 

LOGISTIC SUPPORT UNIT 
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REMARI<S 

I r r  1 1 1 ) ~ 1 1  

S/N 
960 
961 

962 
963 
964 

965 

966 
967 
968 
969 
970 
971 
972 
973 
974 
975 
976 
977 
978 
979 
gao 
981 
982 
983 
9 84 
985 
986 
987 
988 
989 
990 
991 

SERIAL NO CODE 

F 
I 
r 
F 
F 

E --- 
i- 
t. 
F 
r 
r 
F 
r 
r 
r 
r 
r 
I 
F 
F 
I- 
r 
F 
F 
r 
2 
r 
r 
I 
F 
r 
F 

INDEX NO 

T H S / U L / O ~ I  
FHS/[31/018 

11 ll/El/0004 
FHS/ BN034 
l'HS/B1/022 
I I IS/ 02/01 2 

r l  IS/B1/012 
rHS/U1/073 
FIEIS/ B1/020 
~ t11 /~1/0002  
~HI/C1/0001 
TMS/ 1311024 
r l  IS/ ~ 1 / 0 2 7  
rt ~s / rn  102s 
r1 I S / U I / O I ~  
~ 1 1 5 / ~ 1 / 0 0 8  
I I rs/nl/oos 
rHS/ B1/014 
1 1 lS/Bl/Ull 
IT 1S/B1/002 
FHS/ 132139 
~ I - I S / B ~ / O O ~  
TI IS/ Dl /OW 

1 HS/ B1/021 
THS/Bl/OO7 
rf 1~/01/029 

r1 IS/ B1/072 

DESCIIIITION 

OrFlCCrS LI-SK 
OF~ICLK, L ) E K  
o r r i c C t s  ULA 
OFFICCI\S D L S K  

OFrlCCR5 dI51\ 

01 ~ I C C I J  INS. 
- - 

O~-~ICEI\S DI 51\ 
OrrICERS U E h  
OETICEP? D I S ~  
OFFICFP6 LlGk 
Or1 ICERS DESK 
OFFICEP3 ULSh 
OfrlCElZS DL5K 
OTFICEI\~ V L S ~  
O ~ ~ I C C ~ S  LILSK 
OFTICfR5 E L S h  
orrIcERS ULSK 
OFTICL RS LIE5k 
01-1 ICTI\S ULSK 
0 r i - 1 ~ ~ 1 ; ~  LEA 
on ~ccw I ' L ~ K  
OFFICER5 U h h  
01 FICLI\5 UL5h  
OFFICEIJ I'WK 
O ~ F I C ~ S  D E S ~  
01 kICCI\S 1'1Jh 
01 ~ I C L R S  I AMLI  
01 TICEW IlZULr  
I'HOTOCOI ltll51 AND 
PI-IOTOCOPlLR SI AND 
PHOTOCOI'II I\ Sl AND 
PHOTOCOPILR S 1 AND 

Qfl 
1 
1 

1 
1 
I 
1 
I 
I 
1 

1 
1 
1 

1 
I 
I 

1 
1 
1 
I 

1 

I 
1 
1 

1 
1 

1 
18 
I 
1 
1 
2 
1 
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995 1 F I P L A S ~ I C  BINDING MACHINE 1~1307857 I 1 
996 1 r 11'1 AS1 1C blNDING MACIIINE 1 

Q l y  
1 
1 
1 

INDLX NO 

Ti lS/A13/001 

998 
999 
1000 
1001 
1002 
1003 
1004 

KCMARKS 

NOT FUNCTIONING 

S1 RIAL NO 

7700208 

5/N 

992 
993 
994 

1005 
1006 
1007 
1008 

-- - - 

r 
F 
F 
F 
F 

r 

. 

1015 
101 6 
1017 

1018 
101 9 

1020 

CODr 

r 
F 
r 

1 

r 
I 
r 
F 

IIIISCRII'l ION 

PllOIOiOIJILI\SIAND 
PHO I OCOPIER 5TAND 
PLASTIC LlNDlNG MACHINE 

SAFE 
SFCREI/\I\l C1 IAIR 
SECRkl r\?Y YCHAlR 
SCCRLI AI\Y CI LAIR 
SLCRllTAr\Y CI IAIR 
SECI\L~ ARY CI [AIL\ 
SCCI\L r.\I\Y DT5K 

. 

I 
F 
F 
F 
r 
F 

SECRC'I ARY DLSK 
StCRk?AhY TABLE 
SCCRCTARY TABLE 
SCCI\E1 AI\Y TABLE 

( 1021 I F ISIICI\CIAI\Y~ CIIAlR 

rl IS/ B8/002 
rr IS/ us/o12 
1 11S/B2/011 

I 17 I 

- - -. . . . . 

STCI\LI M\YS CI IAI I \  

SECRClt\l\YS CHAIR 
SECRCI /\f\YS CHAII\ 
SECLLI AklS CHAII\ 
SECRLI /\KYS CHAIR 

SIICRLI 1j'\Y5 CI IAIR 

1 
1 
1 

1 
1 
1 
1 . . 

r3 1S/B2/001 

rI3S/B2/017 
rHS/ B2/007 

1 
3 

1 
I 

rr I\/ ux/oo4 
I HS/ B8/00l 
THS/ Bh/15 
rHS/ B8/008 
rl IS/ B8/007 

I 1  lS/B8/001 

I 

1 
1 

1 

1 
1 
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I<LMARIG I 

pp 

-- 

- 

-p 

-- 

Q ry 
1 
4 
1 
I 

1 
I 
1 
5 
1 
1 

5/N 
1024 
1025 
1026 
1027 
1028 -7 
1029 
1030 
1031 
1032 
1033 
I 034 
- 

1035 

1036 
1037 
1038 
1039 
7 040 
1041 
- 

1042 
- 

1043 
1044 
1045 
1046 
1047 
1048 
1049 
1050 
1051 
1052 

COD!. 
I 
F 
F 
F 

66 

1 054 r VISI1 OR Cl IA11\ rHS/ B9/003 1 
1055 F VISLTOR CI-tAlR ~HS/B53/037 1 

DESCKIL'TION SERIAL NO \ I N D E I N O  I 

F 
F 
F 
F 

1 
r 
I. 

r 
r 
F 
F 
b 
r 
F 
r 
F 

SECRETAR 5 Dl 5K 
SECREI A[\) s DI SK 
SECRETAI\\5 DLSK 
SECRETAI\YS D U h  WITH EXTENSION 

F 
F 
F 
E 
r 

FI IS/ B2/005 

FHS/ ~ 2 1 7 8  
rI-Is/ ~ 2 / 0 1 4  

~-4 
STEEL CAL ULT 
STEEL CABINET 
STEEL CUJJIUARD 
STEEL CU 1 130AI\U 
STEEL CUIJIJOARD 
TLLCLLVI5IdN SIAND 
P 

TLLEVlSIOl\I 5 rAND 
I'KIPOD I'l\c)llClOl\51 AND 
1IWOD SLl LLN 
TROLLbI 
TROLLEY 
~ R O L L ~ Y  
TROLLEY --- 
TROLLEY 
TLOLLL~ 
TVS'LANL) 
VIDEO SI AYU 

SkCR'\CIAI\> 5 DL3sh WI 1 M EXTENSION FHS/ B2/025 

SECRCIAL\\b LAULL 
5ECRLTAI\'5 I'AULL 
SECWIAI\\ 5 I AbLL 
SIDE CUJJbc)AI\D 
SIDT T A B L ~  (LY 11 NSION) 

VIDEO 1 J\! I. SI KNVCASC 1 

- -- - -- 

------ 

-- - 

r[ IS/ ~ 2 / 0 u  1 
I 1 IS/ B9/062 

1 1 

TI IS/B11/037 

THS/ D12/001 

rr ~S/BII/OU/I 
FI11/ ~9/0UUl 
-- - - 

F1 IS/ B7/007 
btIS/'B'3/0~1 

PHs/ B7/010 
rkIS/B3/006 
1-1 11/m/oo111 

I 
1 

1 
1 
6 
1 
1 
1 
1 
1 
1 
1 
4 

1 
1 

1 

1 
2 
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S/N 
1056 

' 1057 
1058 
1059 
1060 
1061 
1062 
1063 
1 064 
1065 

1066 

, . . I I 

1086 ( F (VISITOP~ CHAIR LOWBACK I 2 1 I 

1067 
1068 
1069 
1070 
1071 
1072 
1073 
1074 
1075 
1076 
1077 
1078 
1079 
1080 
1081 
1082 
1083 
1084 
1085 

CODE 

F 
r 
F 
F 
F 
F 
F 
F 
F 
F 

F 

r 
I 
F 
T 
r 
r 
r 
T 
T 
F 
r 
I 
r 
F 
1 
I 

r 
F 

DT5CRIPTION 

VISITOR CHAIR 
VlSlTOIi CHAIR 
VISII Or\ CI lAII\ 
VISITOR CHAIIZ 
VI!dTOT\ Cl I \IR 
VlSlTOI\ Cl IAIR 
VISITOR CI IAl R 
VISITOR CI-LAIR ---- 
VISITOR CHAIR 
VISITOR CHAIR 

VISITOR CI I A I R  

VISITOR CI-IAIR 
VISITOR CI [All\ 
VISI I OR5 CHAII\ 
VISITOR CI !All\ 
VISITOI<5 CI-LAII\ 
VISITOR 5 CHAIR 
VISITOI\5 CI 1AlL 
Vl5llOR5 Cl lt\ll\ 
VISITOI\ 5 Ll lAll\ 
VI5I IOR 5 CH41I\ 
VISI ro~, 5 L I IA I I \  
VI5lTOk~ Cl  l / l l f \  

VISIIOI\J LI  IAII \  
VISITOI\ 5 C1 IAI I\ 
VISllOl\5 ci 1Alk LOW BACK 
VISI'I01\ 5 - 1  1Alk LOiV IlAC k 
VlSll OL'I (CkIAII\ (CAN1 ILLVTk) 
VISIT016 CHAIk LOW BACk 
VISITOR!3 CHAIR LOW BACK 

SllRIAL NO 

------- 

B97010772435 

INDEX NO 

1 I IS/ B9/023 
FHS/ 09/01 6 
TI IS/ B9/054 
FHS/B9/053 
I I IS/B9/025 
blIS/B9/011 
TI 1S/B9/019 
bHI/E5/0004 
~ 1 ~ 1 / ~ 5 / 0 0 0 2  
rHS/B9/OU8 

rt~s/ 1-9/079 

THS/ B9/023 
Fl lS/B9/O?s 
F11S/59/022 
I I IS/U9/0 LO 
rl IS/ U9/079 
Fl-IS/ B9/055 
I tlS/I39/056 
k1 11/1 5/0007 
I 1 11/ L5/0OO 1 

r t l l / r5 /000~ 
THI/ I  5/0oo7 
TI IS/ R9/O?O 

I I 15/ U Y / C E ~  
I3 IS/ B'9/052 
bl ll/C8/0004 
rr 11 j~u/ooo5  

I I IS/ Lh/002 
I I 15/l b/O07 

QR 
1 
1 
1 
1 
1 
1 
1 
1 
1 
I 

1 

1 

1 

1 
1 
1 
I 
1 
I 
1 
1 

I 
1 
I 

1 
1 
1 
1 

1 
1 

RLMAIIIG 
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5/N 
1087 

1088 
1089 

1090 
1091 

1092 
1093 
1094 
1095 
1096 

1 0 9 7  
1098 
1099 
1100 
1101 
1102 
1103 

SLRIAL NO 

-----. 

- - - -  

CODE 
r 
F 
r 
r 
F 
F 
F 
r 
F 
F 
E 
F 
r 
I 
r 
F 
F 

INDEX NO 
FHS/ BY/ 010 
TI IS/ U9/ 007 
r~ IS/ ~ 9 / 0 2 1  

bI 1S/B9/015 
rm/ D ~ / O O ~  

DL5CIIIPrION 

VISITOr6 WAlR 
VISITOW LC \lh 
VISIT O I \ ~  c I IAII\  

VlS1 TOP? LC1 LAIR 
V~SIIOI\S CHAII\ 
V ~ S ~ T O R ~  LHAII? 
V I S I T O ~  L ~ I A I I \  
VISlTOk5 CtIAII\ 
VISll ORS CI lAII\ 
VISITORS C1 IAlL 
VISITOI\S CI-IAIk 
VlSllOK5 LtiAli\ 
VISITORS CI 1AII\ 
VIS1701J I1 IAII\ 
VISI I OFL~ ~1 IAH\ 
VISI1OI6 CI-IAII\ 
VISl1 013 Cl [All\ 

Qlr I IIEMARICS 

1 I 
1 
I 
I 
1 

~ 1 ~ 1 1 0 1 3  C ~ I A I I ,  

VlSl1 016 Ll lt\ll\ 
VLSITOL\S r I [AIR 
VISITOrb LI-IAIR 
VISITOR5 CIIAII; 
V I S I T O ~  OHAII\ 
VISITORS CI-IAIk -- 
VlSll Olis cHr\ll\ 
VIS1101\5 MAII\ 
VlSI101\5 Cl I \]I\ 
VISITORS cHAlR (CANTILEVER) 
VISITORS LI-IAII\ (CAN I ILEVEL!) 

2 
1 
2 

1116 
1117 

I 104 1 r 

3 
F 

, F 

1105 
1106 
1107 
1108 
1109 
1110 
1111 
- 

1112 
11 13 
11 14 
11 25 

FI IS/D9/037 
rm/  t39/ 005 
FIE/ 89/057 
FHS/ B9/042 
THh/ B9/027 
PHs/ B9/ 01 2 
Fl lS/B9/013 
FH5/ B9/011 
I I IS/ NO/O?O 
I I IS/ B9/020 
THS/ 139/011 
I I IS/ f39/035 
56 20 10 

1 I IS/U9/02h 
r~ ~ s /  09/021 
TI-JS/ U14/027 
Fils/ B9/051 
FMS/ n9/ 024 
TI IS/B8/028 
r i  IS/ ~ 9 / 0 5 2  
lrl IS/ 139/025 

VlSITOrS CI-JAIR (CANTILEVER) 
VISITOR5 CHAII\ (LOWBACK) 
VISlTOrS CHAIR (SOFA) 

1 

1 
1 

1 
1 
1 
1 
1 

I 
1 
1 

1 
7 
1 
1 
1 
1 

I 
1 

1 

1 
1 

2 
1 

11 18 1 r 

F 
F 
F 
F 
F 
F 

F 
I 
F 
F I 

FHS/ 89/066 

- 

- 
- 

bHS/ D9/ 0'22 
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SIN 
1119 
1120 
1121 
1122 
1123 
1124 
1125 
1126 
1127 
1128 
1129 
1130 
1131 
1132 
1133 
1134 
1135 
1136 
1137 
11 38 
1139 
1140 
1141 
1142 
1143 

1144 
1145 

1146 
1147 
1148 
1149 
1150 

CODL 

F 
F 
T 
E 
T 
I- 
F 
F 
F 
F 
I- 
F 
F 
F 
T 
r 
F 
1 
I 

I AX 
TAX 
TAX 

TAX 
FAX 

TAX 
FAX 
FAY 
I t\X 

TAX 
FAX 
FAX 
FAX 

DESCltIl'TION 

WALL \VbL)DI N CUI'BOAI\D5 
WHELL W1\11 ING BOARD 
WOODEN CUPBOARD 
WOODEN CUPBOARD 
WOODEN CUPBOARD 
WOODEN CUPUOARD 
WOODLN CUPLOARD 
WOODEN CUPBOARD 
WOODLN CUPbOARD 
WOOLDN CUPBOARD 
WORKDC5h 
\YORhDE\h 
CVORKDLSh 
W O l i h D L n  
WORKDLCk 
1 DRAWL1 >IF1 L1ABLL 
BOOhSl11 1 1  

BOOkS111 ,I CVI I I I GLASS 
COhlPU I I I \  I t\hLL 
I'ANASO u l c  I I\* MAC[ IINE KX 190 
PANASO\IC TAX MACHINE KX r90 
PANASONIC KX r 90 TAX MACtIINr 

PANASOiulC h\ 900 TAX kl ACHINC 
PANA5OhIC K\ T900 FAX MACHINE 
PANASOIVIC hX 1908 TAX hlACHlNL 
51-IARI' 1 A\  Mr\CHINT TO 600 
$1 [Ah!' I C' ??I I ,\\ h4AC I IINL 
Si iA1~1' 10 ( 0 0  1 \A hlACI IINI 
LlKOM "0 3 1 AX MAC1 IINE 
ZlKOM 1 900 FAX MACHINE 
ZlhOM I 900 TAX MACHINE 
PANASONIC FAX MACHINE 

SLRIAL N O  

2ACI IA074696 
3GCHG292874 
2ACf IA075007 
lTC118067514 
'3DCHT253732 
2JCI 1015824 

2198/3/8/600306 
201060'39 
90 100936 
9061h64 
9061849 

9063851 
ZACHA075077 

RLMARkS INDEX NO 

r1 IS/ B17/006 
Fl IS/B17/51 
TIHS/ 01 71005 

TI IS/ B1 7/OO3 
FH5/ B17/006 
THS/B3/005 
FHS/ B17/002 
THS/B13/011 
TI IS/B13/006 

THS/B13/014 

I i IS/ E l  1 /O?H 
I tI5/06/010 

I-I II/l32/0001 

FI IS/A5/005 

FHS/ A51002 

Qlr 
1 

I 
1 

1 
1 
9 
1 
1 
1 
1 
1 
1 
b 

1 
1 

I 
I 

1 
I 
1 

1 
1 
1 
1 
1 

1 
1 
1 

1 

1 
1 
1 

OUT 01 511 I\VICI 
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S/N 
1151 
1 152 
1 153 
1 154 
1155 
1156 
1 157 
1 158 
1159 
11 60 
1 161 
1162 
1 163 
1164 

1165 
1 166 
11 67 
1 168 
1169 
1 170 
1171 
1 172 
1173 
1174 
- -  

1175 
1176 
1 177 
1178 
1 1 79 
1180 
1181 
1182 - 

DrSCRIPTION 

7IhOb1 1 4Y hlACtllNL1910 
PHOTOCOl'LtI\ 
Pi 1OTOCOI'IIX STAND 
SI ?ARP 2 2 Pt 10 TOCOPIER 
SI iAl\l-'S' 7700 
SHARP51 7370 COPIER 
51 IARP 51 7170 PI IOTOCOPII R 
SHAW Sl 7370 PI IOTOCOPIIX 
SHARP 51 7750 PHOTOCOPICR 
SHAW 51 7580 PHOTOCOPILR 
5.1 IARP st 5260 1'1 IOTOCOPIER 
SHARP51 \350 PI IOTOCOPIER 
SHAIJ' SI \800 1'1 10 TOCOPILR 
XLROY 023 IO~OCOPI~-I\ 
XCRO\ 1 0 ~ 0  PI 1OlOCOPICR 
Y EROY W76 PI-IOTOCOI'ILR 
XEROX 5070 PHOTOCOPIl3 
XEROX 50'0 PI 1010COPIER 
XEROX 5053 PtlO7OCOPllX 
XEROX AU I ODOCUMCNT FEEDER 
XEROX PI IOTOCOPER 5030 
XEI:OY I r\AY MODULE 
XERO\ I I A\ hlODULE 
NATIONriL htC 1500 HCAPCR 
SHAI\P 5 r  7750 COPIER WITf ISTANQ 
St IARI-' < I  1930 PI-IOTOCOPICR 
II3h1(37 I7 - I \ I I \Vl\lTrR 
lljhl 07 I I I 1 L I IX  I 11'1 \VI\ I  i-I I\ 
IBM 1 LI c I I\IC I \I 1'1 WIUTLR 
IBM ELLCIRIC TYPEWRITFR 
IBM TYPEWRITER 
IBM TYI'l WRllLR 

CODr 

I AX 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 
PC 

- 

PC 
PC 

7 YPI 
I YI'I 
TYI'L 
TYPE 
TYPE 
TYPE 

SERIAL NO 

9063b65 
2Y 72212583050 

26221 983 

2562900X 
25413589 
2560381X 
2562728X 
95102834 
256148 17 
856001 12 
25101511 
05303117 
54P21 1464576 1 

95T221U'3114'35 
31042351 0 
310 0610450 
710 061377 5 
247 221 258 70 
31 04971 660 
310 0612'39 8 
3101857114 
7104817709 

15101161- 
15 105144 
5h 1121 166 
I I 0056015 
6747 1 1 60h7100 
6747 11 6087171 
11 0017789 
11 0020425 

RLMARICS 

SrANl3Y FROM hANK XEhOX 

1NL)TX NO 

09 

rHI/A7/0001 

CCD26 
04 
07 
10 

03 

T ~ s /  ~ 4 /  007 
THS/A4/005 
I-1 I5/A7/002 

C VC97702 

I HS/A7/007 

Qn 
1 
1 
1 
1 
1 
1 
1 
1 

1 

1 
1 
1 
1 
1 

1 

1 

1 
1 

I 
1 

1 
1 
1 
1 
1 
1 
I 
1 

1 

1 
1 
1 
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1196 
1 1 97 
1198 
1199 
1200 
1201 
1202 
1203 
1204 
1205 
1206 
1207 
1208 
1209 
1210 
121 1 
1212 
121 3 
1214 

55279869 
310 061128 6 

11 0056004 
11 0020192 
019 15712 
Y4X21 14615761 

------- 
------- 

TYPE 
1 YPL 
TYPE 
TYPE 
IYI'I 
IYPI 
WK 
Wk 
WK 
\Vh 
WK 
WK 
w k  
wt, 
\vh 
WK 
WK 
WK 
WK 

O L l V E n  I IYPFWRIrCR 
XEROX 5010 PHO IOCOPILI\ 
lBMTYI'LWI\IILI\ 
lBh1 TYIJt\Vl\lTCR 6784 
OLIVE1 1 I hlANUAL CYI r WI\ITTR 
XLI\O\IlU-~t110lOCOIILl\ 
6I'C L O C N N G  PLILI\ SET 
AUTO rC'OlS SLT METRIC 
AUTO TOULS SLT STANDARD 
CABINIII <LI 
C H E T S t ?  
C R A n S M  AN NLLDLE FILE SET 
DIAI I Y P ~  r o r \ ~ u t  WI~ENCH '41.1 DRIVE 
DIAL I YI'I IOI,QUI- W ~ \ ~ N C I  I 318 DWI 
I I ~ \ I L I  D I  I 51 I (29 pcs) \ V I I I  I I N D I  1 CASI 

hdECtLAhIC5 100LSL1 
PULL PI'Y BAI\ 15' 
SET O r  SCI\LW LX 1 RACTOR (l0pcs) 
TUBE rLAVING 8z SWAGING KIT 

05  
r l  IS/A7/011 
CCCD0077 

I 
I 
I 
1 
1 
I 
3 

3 
3 

3 

3 
3 

1 

2 
-3 

7 

'4 

3 

3 
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Page 39 A R T H U R  ANDERSEN 

RLMARKS ~n 
3 

INDI-X NO SI RIAL NO DESCRIPTION 
WRJXKINGBAR3/4x30 
GEN ELECTRIC RADIO CONTROL STATION 

S/N 
1215 
1216 

CODE 

WK 
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LSU STAFF DEVELOPMENT PROGRAM 

February 22-23, 1995 

REPORT 



On February 22 and 23, 1995, tlie LSU held tlie first In a serles of management 
traming/staff develop~nent act~vltles planned for all LSU staff The t ra~n~ng  was planned by 
the LSU Management Team (George Ol~gbo, LSU General Manager, PIO Dacosta, LSU 
Controller and Esther Daudu, Adm~nistratlon Manager) and the U S Project Manager, who 
served as facilitators The program was held i n  tlie Conference Room of Global House for 
25 staff members (22 the second day), and lasted 2 112 hours each day The program was 
scheduled from 2 30 - 5 00 p 111 , to nilnlmlze tlie ~mpact of staff absence on servlces to the 
IPS In add~tlon, staff co~npletecl brief homework ass~gnments each day [A copy of tlie 
traln~ng des~gn appears 111 Annex A and a l~ s t  of partlclpants as Annex B Absences the 
second day were a result of staff travel or ~llness ] In future, upon assumption of dirties by 
the LSU Techn~cal Adv~ser, t ra~n~ng w~ll  be undertaken for approuiniately 15 office assistants 

and 30 drivers 

Acco~d~ng to tlie LSU General Manager th~s  I S  the first t ~me  slnce the ~nceptlon of the 
project in  1988 that LSU and its predecessor staff have partic~pated as a group i n  a workshop 
of their own, rather than slmply provid~ng the log~stlcs for one 

Program Content 

The traln~iig focused on glvtng staff tlie opporti~nlty to explore tlie chang~ng role of 
the L W  in the USAID health program, tlie role of each department in  the LSU, and tlie role 
of the ~ndlv~dual 111 the department I t  oriented staff to the new USAID strategy of worlung 
w~ th  tlie prlvate sector rather than government, focus~ng on qi~allty of servlces and cl~ent 
relations, and on the ~nterrelat~onship and teamwork of LSU staff 111 perforni~ng their 
functions Facllltators gave an i n~ t~a l  handout to staff to complete anonymously as they as a 
"pretesttf, to answer the questlon "What IS the role of the LSU 111 supporting the USAID 
health progra~n? Br~efly 11st and hand In " T h ~ s  was later used by fac~l~tators to revlew staff 
~inderstand~ng, but 1s not sun~mar~zecl here, as the exerclse was ~m~ned~ate ly  followed by a 
talk by the AID A f f a ~ ~ s  Ofticer on the subject 

Cons~derable tralnlng has been accompll~lied slnce the ~nceptlon of the project In computer 
t ra~n~ng,  tra~nlng of ~ n d ~ v ~ d r ~ a l s  In  atl~ii~n~stration and management (espec~ally short courses for 
secretarm1 staff), courses for one or two staff members in  library development, procurement, 
and safety tralning fur cl~ivers Br~ef training was held In October 1993 on using the "On 
Target" computer program for work plan developn~ent The LSU Controller has carr~ed out 
s~gn~ficant staff develop~nent tliroi~gli coacli~ng 111 financial management procedures and In use 
of Quattro Pro and Paradox software 



Talk bv Stephen J Spielman. AAO 

Stephen J Spielman, AAO, gave the introductory session and took questions He 
spoke about the major program change In worlung solely with the prlvate sector, not 
government, which was initially put into place with meetmgs wlth Nigerian NGOs and U S 
IPS last fall The program will focus on NGO strengthening and sustainability, the 
importance of women, integration of family plannmg, child health and AIDS educat~on, and 
worlung through Implementing Partners USAID I S  respons~ble for "the blg picture", whlle 
the IPS "color it In " The Programme Coordination UnitITask Team, led by Dr Alunyemi, 
1s operatmg under USAID technical direct~on to coordinate the work of the multiple IPS 
Regarding the LSU, USAID declded to have one because of its needs for logistic support, 
motor vehicle support, higher exchange rates that could be achieved, ability to obtain the 
necessary petrol, utilitres such as telephones and electricity, etc , that could be obtained at 
savmgs through a centralized group The principle ofzero-based budgeting is governing the 
whole program, and USAID will be looking to cut costs wherever possible New themes In 
the program include the consolidation of USAID field offices in  three locations, and 
identification of cluster states (- Annex C for map ) 

Mr Spielman went on to say that change is disturbing, but that the program must 
change to survive One March 1 ,  decertification will take place, i t  IS not certain whether or 
when USAID wlll receive a go-ahead to functlon -- estimates vary, if indeed a waiver is 
forthcommg The program must change to survive, and is well-placed because of its work 
through IPS USAIDINigeria is hopeful the USAID Administrator will authorize 
con tlnuatlon 

LSU's role In the future is a servlce role, to serve the implementors IPS need to get 
adequate attention from the LSU to do thelr work The policies and procedures must be fair, 
transparent, equitable, w~thout personal bias, performed by knowledgeable staff The LSU 
could be considered the Logistlc Assistance IP 

Review of Personnel. Finance and Administration Matrices 

Staff reviewed the Personnel, Finance and Adm~nlstration Matrlces that will gu~de  
LSU servlces to the Program Coordinat~on Unit Task Team, Implementmg Partners, and the 
LSU itself Their input resulted in a number of addltlons to the draft matrices 
Subsequently the niatrices have been submtted to the AAOIN for final clearance A br~ef 
sesslon focussed on new terminology and concepts that have evolved in  recent months, and 
key changes from old concepts ( k e  Annex D for Matrices and Changing Concepts ) 
Homework for the first day asked partlclpants to conslder ways to lmprove the work of their 
department, ways to improve theu own work, and to consider what animal or object might 
best represent the~r department (& Annex E ) 



In  a team-bu~ltl~ng a c t ~ v ~ t y  to start the second afternoon sesslon, a part~cularly lively 
sesslon resulted In each d ~ v ~ s ~ o n  of LSU select~ng a representative symbol (Annex F) The 
From individual select~ons ~ n c l u d ~ n g  a sun (slilnes on everyone), a bee (a soc~al Insect w ~ t h  
divis~on of labor), a publlc tap (from uh~c l i  th~ngs flow), a pi~nchlng bag, a chameleon 
(adaptable) and an eagle (strong), the Genela1 Manager n office (~nclud~ng the personnel, 
secretar~al, conference coord~nat~on and l~brary funct~ons) chose a Horse because ~t I S  

fearless, strong, hardwo~ h ~ n g  and ieliable The F~nance Divis~on also chose a horse-- 
~lnanimously--because i t  IS  reliable, ~ t rong ,  trustworthy, dependable and service-oriented 
The  Ad l i~~n~s t r a t~on  DIVISIOII had a I I L  ely dlscuss~on resulting I n  the selection of the Octopus, 
because ~t is resll~ent, heeps 4011 In 1t5 tentacles, helps Inany IPS, and I S  versatile The 
symbols can be seen appentied to the doors around the LSU 

Role of the Dlvlnlon w ~ t h ~ n  the LSU, Sett~ng Indiv~dual Object~ves 

Each d ~ v ~ s ~ o n  presented ~ t s  d~scuss~ons on ~ t s  role w ~ t h ~ n  LSU, and on mays of 
improving services to the IPS 4 filial small group sesslon enabled staff to discuss the role 
of the ~ndividi~al in tlie d ~ v ~ s ~ o n  Follow~ng a br~ef  revlew of "object~ve-sett~ng", as 
homework for the second dny, each staff ~nember developed one or more practical, 
measurable o b j e ~ t l ~ e ~  for tlie colnlng two-to-three weeks These were disci~ssed w~tli 
supervisors and appear In sunimary In Annex G Statt objectwes clearly seem to ~ndlcate the 
value of the statf development session, as they are h~ghly pert~nent to LSU performance and 
delivery of q i ~ a l ~ t y  servlces to IPS and the Task Team 

Results ot the evaluat~on, wli~ch was conducted anonymously, are found in Annex H 
Of 20 evaluat~ons subm~tted, 19 staff inembers tound the t r a ~ n ~ n g  "very helpful", and one 
"soltiewhat helpful " Seven found tlie ~ntroductory sesslon w~tii tlie AAO "very lielpfd", 
nlne "solnewhat helpful", and one "not Iielpful" T ~ I Y  sesslori was r~shy i n  comlng at the 
beglnnlng of tralnlng, before staff had a clear Itlea of d~rec t~on  Had ~t been held later, staff 
m~gh t  have been better prepa~ ed for the quest~on/nnswer sesslon N~neteen found the sesslon 
on rev~ewing niatr~ces and tlie role of tlie~r department "very helpful", and one "somewhat 
helpful" Fifteen found the sesslon and homework on sett~ng indlvldual objectives "very 
lielpfi~l", and five "soniewhnt helptul" 



Partlcr~ant Recommendations for Fut~lre Tra~nlng 

A nuniber ot statf made several reco~nmendat~ons, tlii~s tlie responses do not add to 
twenty, the number colnplet~ng tlie evaluat~on forms Recoiii~nendat~ons can be grouped into 
four areas (a) compter  t l a~n~ng  needs, (b) general need for management tra~nlng (c) 
spec~fic recom~nendat~ons to1 Iiianageliient train mg and ~n ternal LSU c o m ~ n i ~ r ~ ~ c a t ~ o n s /  
f i~t ict~o~is,  and ((1) improved colilmun~cat~ons and ~nanagenient systems relatlng to the IPS arid 
to USAID A 

(a) Computer trai11111e needs -- N ~ n e  staff clted need for effectwe use of software - 
appllcat~ons Spec~fic tr amng 11-1 Dbase, Lotus 1,2,3, Quattro Pro, and Word Perfect were 
ment~oned, ~t was noted that some people have b a w  knowledge i n  appl~cat~ons, but coi~ld 
benef~t from trn~nlng i n  advanced shills 

(b) General ~nanape~iient tra~nlng -- F ~ v e  statt cltecl the need for general management 
tralnlng, rnclud~ng one who recommended trainrng glveli by reputable Nlger~an ~nst~tutlons 
One mentioned tramng for "manage~nent of spec~fic respons~b~l~t~es"  

(c) Specific manasement sL~lls tralnmp and LSU ~nternal commun~cations --Spec~fic 
recommendat~ons were niatle for relationsli~ps among the different LSU departments 
(~ncluding u~iderstanding of tlie organizat~onal chart and ~ntegratlng fimctlons), need tor 
establishing time targets for dellvery of specific servlce activities, how to Improve 
collaborat~on, teamwork and flow of coni~iiunicat~o~~s w~t l i~n LSU (four people), and train~ng 
on the procedures manual5 that govern operations 

(d) External co~ i i~ i~un~ca t~ons  and related management Issues -- Four staff clted the need for 
Imyrovlng relat~onsh~ps, commun~cations and ~ntormat~on d~ssem~nat~on between the LSU 
and tlie IPS, or LSU and USAID, and another si~ggested co-tra1111ng In co~npilters to facll~tate 
better relat~ons 

Follow-Up Planned 

Future staft c l e v e I o l ~ ~ l i e n t / t ~ ~ ~ ~ ~ i ~ n g  w~l l  address Inany ot tlie needs ~clent~fietl by staff 
Follow-up t r a~n~ng  tentatively scheduleci for late March, w~ll  focus on the atta~nment of 
inanagemen t objectives set by ~ndlv~di~als  and tlielr superv~sors, and relate these to a 
tnanagenient ~nfor~nat~on system I t  v, 111 also emplias~ze the superv1sory/coac1i1ng process 8 



STAFF DEVELOPMENT DESIGN FOR ORIENTATIONITRAINING WORKSHOP FOR LSU STAFF 

OBJECTIVES 

D 4 Y  # 1 - 2 30 - 5 00 p rn -- Wednesday, February 22 

- 

- 

- -- -- 

1 LSU stiff w~ll be Ale  to descr~be the role of the LSU 
In supportlng USAID s henlth program Key polnts 

n The USAID hc?lth program 1s an Integrated program 
q-qxlrtlng t~rmlv  pl innrng ch~ ld  sunr~val ~ n d  AIDS 
e d u ~ d t ~ o n  services 

b USAID supported heilth p r o g r m  1s now opernted 
through the p~lvnte sector not through government 

c LSU support\ the work of 'lpprou~rn+tely 10 IPs tnd 
the PCU Task Tedm 

d LSU must provde h~gh-qual~ty servlces thnt follow 
pollc~es and guldellnes derlvlng trorn U S government 
regulations 

2 LSU sentlces must be transparent nnd f a r  

f LSU must provlde servlces and commun~cate In the 
same \bay to every IP end all statf (Some IPS may not 
requlre all LSU servlces ) 

TIME 

2 30- 
5 00 

2 30- 
2 50 

2 50 

ACTIVITY 

As people enter the room 
FACILIT4TORS hand out quest~on 
Each perqon ANONY h4OUSLY 
answers the quest~on on paper 

Whnt is the role of the LSU In 
supportlng the USAID health 
program? 

FACILITATORS FLOAT and HELP 
AS NEEDED 

Fac~lltators collect papers 

ACTIVITY # 2 

Welcome to staff and vwtors 
Revlew of object~ves of meetlngs 
(posted) 

Welcome to Steve Spelrnan, AAOIN 

MATERIALS 
NEEDED 

Fhp Chart stand 
and paper 
Markers 

REFERENCE - 
New phone 11\t 
glvlng names ot 
IPS, the~r  resldent 
ddvlsers 2nd stsff 
plus LSU and AID 

HANDOUT --wlth 
question 
for Activity #1 
penc~ls or pens 
notepads 

FACILI- 
TATORS 

George 
Oligbo 
Jeanne 
Stdlrnan 
Esther 
Daudu 
PIO Dacostd 

George 
Esther 

George 



II Objectlve # 1 continued 

Objectlve # 1 contmued 

3 I n ~ t ~ a t e  stzps to Improve q~lalltv of serv~ces espec~allv /I to Ips 

Staff wdl be able to 

II a ~dentlfv the Mstnces and Pol~clrs and Procedures 
m t n u ~ l s  7s tools that w ~ l l  g u d e  the~r  worh 

b 1 s t  5ome ot  the successtul veas  and some ot  the 
problem mi\ thev have In work~ng w ~ t h  the IPS 

What 1s thz USAID health program, 
and what 1s LSU s role? 

Changes and Progress-- 
Rev~ew the funct~ondl M itnces and 
ment~on stdtus of the P o l ~ ~ ~ e s  and 
Procedures Manuals for 
F~nance 
Procurement 
4dmn1strat1on 
Con terence Coord~nat~on 
Personnel 

Gather by Department 
G M  5 OFFICE (Personnel 
Secretwes Conterences L~brarlan) 
FINANCE 
ADMINISTRATION 

Ass~qnment 
a Rev~ew the Matrix for your 
Depart men t 
b Dmuss  and sumrnarlze on p q e r  
( I )  What 1s the role of my department 
In LSU? 

(3) What Are 5ome p o s ~ t ~ v e  aspects of 
your Department has had In worLmg 
w ~ t h  the IPS? What are some 
problem aspects of work~ng w ~ t h  IPS? 

HANDOUT - 
MATRICES 

NEWSPRINT 
AND MARKERS 

HANDOUT - 
qurstlons 

Steve 
Sp~elman 

Steve 

Jeanne 

George 

PI0 

Esther 



3 Analvse thz role of the rnd~vrdual In Irnprovlng the work 1 
of the LSU 

HOMEWORK -- 

a How can my department lmprove 
rts servrces to IPS) 

b How can I lmprove the work I 
do? 

c I f  I \%ere to plck an object or 
an~mal  to repre\ent my department 
what \vould ~t be) 

HANDOUT ] Jeanne 



DESIGN FOR ORIENTATION/TRAINING WORKSHOP FOR LSU STAFF 
DAY # 2 -- 2 30 - 5 00 p m -- Thursday, February 23 

TIME 

- - 

2 3 0 p m  

2 40-3 00 

3 00 

4 00 break 

ACTIVITY 

Introductions Carl Harris 

Continue exercise froin 
prevlous afternoon--discuss 
what object or anlmal you think 
best represents your 
department 

(Processing dld everyone 
agree? what were some of the 
~deas?) 

Report by Department -- 15 
min each 

MATERIALS 
NEEDED 

El ther reports 
typewritten or 
on flip charts 

- 

FACILI- 
TATOR(S) 

George 

Jeanne- 
facilitator 

George 

Pl0 

Esther 

departments 



- -  

Objective # 3 

3 Staff will work with supervisors to 
~dentify at least one or two practical 
objectives they will try to meet by March 

Talung Stock -- Planning for 
Improven~ent 

Remarks/process~ng This is the 
first in several sessions we wdl 
do, the next step will be up to 
you to work with your 
department heads to establish 
one or two practical objectives 
for your worh in the coming 
weeks 
X X X  

Glven what we have taihed 
about, take a few m~nutes to 
thmk about what you can 
personally do to improve your 
work (and that of your 
department) In, say, the next 
three weeks Discuss your 
objective with your immediate 
supervisor, and no later than 
tomorrow noon, please hand 
these in to Joshua Samson 

We expect to have another two- 
day session like thls one in mid- 
March 
Please fill  out evaluation form 
for t h~s  workshop, and note any 
toplcs you would hke to have 
covered in the next workshop in 

March 

HANDOUT 
for wrlting 
personal 
objectives, 

HANDOUT 

Evaluation 
questionnaire 

S tillman 

O11gbo 

Samson 



ANNEX B 

WORKSHOP PARTICIPANT LIST 

WEDNESDAY, FEBRUARY 22 THURSDAY, FEBRUARY 23 

George Ol~gbo 
Joshua I Samson 
E C Nwoko 
Kunle Alunjob~ 
E r ~ c  Ofeno 
M ~ k e  Meshe 
Yrnka Agbaje 
Tessy Ogunka 
Deola Delalu 
Henry Alunsullre 
Frank Nwaokolo 
Pio Dacosta 
Vlctor Akaaha 
Paul Adigwu 
Esther Daudu 
Celestme Onwuyal~ 
Talwo Kehmde 
J Tunde Omole 
Lukmon Kalejal ye 
A K Aborlsade 
Stella Oraegbu 
Gabrlel Olanlran 
Clement Alunlembola 
Goodnews Goka 
Rosellne Arnanze 

Absent 
Absent 
Absent 



I ~ b o ~ r a ~ h i c  I : Foci 
I 

I 



CHANGES IN CONCEPTS 

OLD 

ZONES 
ZONAL OFFICE 
CA 
RZS 
SBE 
PAF 
PA 
NCCCD 
REACH 

CLUSTER STATES 
USAID FIELD OFFICE 
IPS 
FIELD OFFICE 
HELD EPIDEMIOLOGIST 
LSU 
PCU/TT 
CLWNCCCD 
BASICS 



IMPLEMENTING PARTNERS (IPS) 

PCUlTT 
PATHFINDER INTERNATIONAL 
CEDPA 
CDC (NCCCD) 
JHUlPCS 
JSIIMOTHERCARE 
AVSC 
AIDSCAP 
BASICS 
WELLSTART 

- SEATS 
- INITIATIVES 
- AED 



THE LSU FINANCIAL MANAGEMENT 
PROCEDURES MANUAL 

3 ~ '  O n  Request 
3 Pequ~red I 

V A Not Appl~cable 
i OR In C o n s u l t a t ~ o n  w~th tbe AAO 

I LSU 
S E R t  ICE TYPE / CORE 

Pol~c! Gu~dancc 
a Deielop transp Irent p o l ~ c ~ e s  and procedures 
b Pro! ide gu~dqnce to en-ible c o n ~ p l ~ ~ n i e  n ~ t h  polrcles and prac=d~reh 

Funds Receipt and 1 ransfx  
a Pro! ide f i n ~ n c ~ l l  2d1 ] < o n  s e n  ICCS for loc,il cash plnnn~ng 2nd m-inngcnicnt 
b Prcpar: cash forecasts 
c Collect rnonlcs In rebpcct of B ~ l l s  for collect~on 
d Ass~st to euch~nge  dollar funds to n n \ ~ m ~ i - e  n w a  t a l r~e  

Disbursment and Ba~thlng 
a Effect author17ed pa! ments to suppliers contractors and thrd  partles 
b Kcep and malntaln deta~led p?\ment records 
c Prepare perlodlc reconc~l~i t ion  of  outstandmg pabrnents and funds balmces 
d blon~tor and control pa\ments w ~ t h  budgets 

Voucher Cer t~f ic l t~on 
n Rct ~ t n  ?ppro\ cd P%nient bouchers for v?lldlt~ ar~tllrnct~c accuracy and 

compl~mce nrth appl~cable polic~es and program budgets 
b Certlf~ Pa\menl Vouchers for a l l o n a b ~ l i t ~  

G ~ m t i n g  and Ret~re~nent  of Adlances 
a Re! leu appros ed requests for t a h d m  and arl thmet~c accurac) 
b Ilonltor and collect outstanding ndtanccs in Itre n ~ t h  pol~c\ 

reqwr:m.nts 
c Prcp?rt period~call~ outstand~ng ~ d i a n c e s  reports and tr~rislate Into US 

dollars 
d Control graritlng of ad\ances ag~unst  establ~shed regulat~ons 

Pal roll Account~ng 
a Account~ng for the local coqts of compensation p d ~ d  to stCxlTmembers monthl) 
b Compvte and effect tak pa\ments on behalf of staff members 
c Kcep ni,llntaln and mahe a\ a~lnblcfor emplokees detalledpx records and ta\ 

rccordc for each staB member M a m t a ~ n  all p7jroll recordc 
d h l o n ~ ~ o r  2nd control pal roll costs n ~ t h  budgets/establ~shed regulat~ons 

F I ~  lncl-il Accsunt~ng and Report~ng 
7 h.1 i~r l ta~n dctwled financ~al files and records for all rece~pts and d~sbursements 

and ad! a l m s  
b Prepve and p ~ o l  ~ d e  to USAID each IP and TT month11 financi2l 

st-iternents reporting of d~sbursements b, cost centre progrmrnat~c  I ~ n e  
Items subprolect etc The statement sh-111 meet USAID and IP needs 

F Manual 1 111 994 Page 2 6A 
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THE LSU ADMINISTRATION PROCEDURE 
MANUAL 

ADMINIS7 R A I  IVIC SERVICES MATRIX 
KEY 
0 R On Requesl  
R R e q u ~ r e d  
N A Not App l~cab le  
R O R  In Consu l ta t~on with the AAO 

SERVICC TY I'E 
-- 

PROVIDED TO 

LSII CORE 

- 

I 1 

- L 
PAGE 1 2  

TASK TEAM 

I 

bate 



-- 

THE LSU ADMINISTRATION PROCEDURES 
MANUAL 

ADhIINIS I KAI IVE SERVICES MA TIUX 
KEY 
0 R On Request  
R Requ~red  
N A Not Appl~cable 
R OR In Consultation wlth the AAO 

- 

SFRVICE TYPE 

Oflicc Support'B~~sr~~css Col l~~i i~i~i~cal ro~~s  
a Arratlgc for mtcr officc mad senlccs 
b A I T ~ C  for regular I I I ~ I I  a~id cour~cr wvlccs 
c Prowde photocopqnig scn ~ccs  
d Pro1 ~ d c  1ra11111lg I I I  c o o l p ~ ~ l ~ r  s o l l w c  

Colf~rc~icc Scn ~ccs  
n Work n1lI1 o r g ~ r ~ ~ n l l o ~ i  lo zclccf ar~d arrangc for icnue 

(11cgol111c llo~cl Ycnlcce ~ilccllng arrangcmcnlt food 
r ~ n l c c s  ctc ) 

b h ~ a n g c  local Iranzpoll 11iccl11ig at alrporl l~otcl 
Icsc.n?llonc clc for parliclpllils 

c On rcqll~e~l~on p~o i~dcco~ i f c~ t~ tcc  suppllc~ fro111 cel~lral 
SIOlCS 

d Proc~uc spcc~al s ~ p p l ~ c s  or cq~~rpmcnl 1101 o f l ~ c r \ m  
a~allable 

c Proi~dc dupl~cal~ot~ ofliaridor~ls 
f P r o ~ ~ d c  cl1cc6 opcrllc alv cqorpmcnl 
g D~qbrlrsc fi~nds 
11 Frn~nc~al r~porlllig 011 \\orLdiop 

- 
PROVIDED 1 0  

I S L I  CORE TASK TEAM 

Approved by 
Date 

, L L y p  ' t3  &--) 



THE LSU ADMINISTRATION PROCEDURES 
MANUAL 

ADMINISTRATIVE SERVICES MATRIX 
KEY 
0 R On Reques t  
R R e q u ~ r e d  
N A Not Appl~cable  
R OR In Consultation w ~ t h  the  AAO 

SERVICE TYPE 
\ cli~clc ~ ~ ~ I I I ~ C I I I C I I I  ind M ~ I I ~ ~ C I I ~ I I C C  
I hiainla~n coniblrlcd m l o r  pool ~ c c o r d ~ n g  lo US 

go\cn1111c11t rcgl~lillonr 
b P~occcs all rcqrI~S1s fi0111 IP1 f o ~  \ C I I I C I C  IISL 

c Allocalc vch~clcr lo IPS for uqc 
d Arrmgc ror~t~ric zcrv~cll~g arid rcplrrs of vch~clc flcct 
c ClTccl rcparr or\clnclcs 111 l l~e flccl 
f D~rposc of dcfccllvc \+on1 or11 vclltclc pvls  or tollll) 

dallngcd \cll~clcs I I I  tllc flccl III accordnncc \b~lli US 
g o w m c o l  g a d c l ~ ~ i c s  

g D~saggrcgalcvcl~~clc rlsagc bq LSU TT and cach IP and 
rcpor 1 accordqly  

Upou rcqrrcrl oTUS 41D localc and ncgol~alcrcal cslnlc 
~grcclntnl Tor oficc andlor rcs~dcnt~nl accoriimod?rron 
for lPs 
011 ~ d ~ ~ i l ~ f i c a l ~ o ~ r  of a su11 rblt spacc a n v g c  for 
I I I Z ~ L C ~ I O I ~  of spacc by llic US Enlb~ssv ficld sccurlly 
onicc \ i l l 1 1  1 \ ~ c w  lo nl ik~nq rcco~n~i~c~ldnl~ons  on 
r c q u ~ r ~ d  r~novahons In accordar~cc \$tlh Ernbassy 
sccrr~ I I ~  spcc~fical~on? 
Onappro\al b\ llic RSOor AAO as 1cq111rcd bt co~lt~acl  
rlgn lcarc ag~cc~llcrll nlth Fslalc Agcnl for ~dcnhficd 
plopcll~ 
EfI-cc1 111 rcco~nnwdcd rcnovallon woth ~ricludmg 
proclsron of \ c l c c o ~ i ~ n ~ ~ ~ r i ~ c a l ~ o n  ~~clwork  f i ~ n i ~ s l ~ ~ ~ i g s  
1ntl onicc cq\llpnl~111 
I'LI fonn all ror~llllc ~ n d  crilclgcnc) I ~ I I I ~ ~ C I I I I I C C  and 
1cp71r oil propc111cs 
PIOI I ~ L  J A I I I ~ O I  14 SCI-~ICC Tor 711 propllics 
A I ~ I I I ~ C  311d c w 1 1 ~ 1  101 I I I I I I I ~ C I ~ I I C C  S C I ~ I C C S  f o ~  all 
oficc cqrllplllclll 
P r o ~ ~ d c  111711111111 a ~ d  u p p l c  i r  rcqwcd tl~c 
t~ lcco~l l~~lur~rca t~o~i  ncl\\orb ~tsIc111 Alto niamlalii ind 
rlpgr~dc ill colnpr11~1 11 I I ~ \ L I ~ C  aud soflnirc 

LSU CORE 

PROVIDED TO 

TASK TEAM 



THE LSU ADMINISTRATION PROCEDURE 1 
MANUAL I 

ADhIINIS? IiA? I\'E SER\'IC 155 MA? IIIX 
K E Y  
O R  O n  R e q u e d  
R R e q u ~ r e d  
N A Not A p p l ~ c a b l e  
R  O R  In C o n s u l t a t ~ o n  w ~ t h  t h e  AAO 

P o l ~ c \  G u ~ d i n c c  
a Dciclop Iranyarcnt pollc~cz and pocedllrcs 
b Pro\ ~ d t g ~ ~ ~ d a n c c  tocmhlc co~i ip l~a~icc  \+11l1 yol~clcs arid 

prnccdr~~ cz 

II I \CI I IOI - \  
I Rccci~c procrrr~dpodc cqu~pliicn~ hr usc b\ L9C TT and  1% 
b  f n w c  procmd  good^ I I I C C ~  I C ~ I I I I C ~  cla~idirdr 
c  \I i ~ c l i o ~ ~ s i ~ ~ g / ~ l n r ~ ~ c  o r ~ c q i ~ c r l c d  good< pc11d111g 

d c h c n  lo c~ ld  incr 
d  l l p d ~ l c  ln\clllor\ of c \pc~~dablc good5 
c  Pcrfon~i pl lwcil  ~ n \ c r ~ l o n  cou~il or procurcd goods 
f  Ploccqr qlorc rtqrrlvllom for good5 
g  P I L ~ I ~ C  ~ ~ n c ~ i l o n  w l i n i i n  o f ~ m  c \ p ~ n d i b l c  prqlcrI\ 

-L 

PAGE 1 2  









IILSI'ONSI": r0  IIOME\VOI~K QUE5 1 IONS (IIAN1)OU I' #4) 

Q U L ~ I  ION # 1 1-IOW C A N  M Y  DlII'AI< I MI7N I Ih/lPI<OVI, I I5 5CRVICC5 10 IP5'7 

GEORGC OLIGBO 
1 Effective com~nimicat~on w~th LSU and 1Ps 
2 Be 111 o-act~ve (planning ahead) 
'3 1 e,lln wol k 
4 Tia~nlng/wo~hshop for LSU staft 

JOSHUA IDA SAMSON 
1 Smce the GM's o t i~ce  1s of strategic ~mportance lo USAID In t e rm of log~st~c 

suppol t ,  our st1 vlcts w~ll  Ilnp ovt I 1 we have ndequate and appr op r~de  
tools (~clcv,unL AID Imdbook3) ava~lable to us lor reference when 
ncecls a1 ise 

2 F ~ o m  time to tlnie, c ~ e ~ ~ t e  oppo~ t m t y  f o ~  ~n l e~ac t~on  of all staff to asscss and 
~eassess how fa we are meet~ng our ta~gets and goals In respondmg to 
Ips, PCU and USAID needs 

ROSELINE AhlANLC / I E5SY OGINKA 
1 Ally tlepaitnient wuulcl necd LSU s coope~atlon 101 nccuiate ~nfor~nat~on to 

enlicrnce better servlcen 
2 \Ye would conc~nt~ate  on mole urgent w o ~ k  to make sule ~t IS promptly 

cllsclinigetl 
7 Inc~ense our wolking speed and ~espoiid qu~chly to all the IPS' needs 
4 Atlecll~ate provlslon of office matel lals, equipment ant1 tools, etc 

h4ICHAEL hlIESHE 
1 PI ovde log~stic a1 rangenlent f o ~  ~~orh~liops/meetlngs/confe~ ewe5 
2 Holel accom~noclat~ons 
7 have1 ( l o g ~ s t ~ ~ s )  
4 r)1s13111 ~emcnt ot tuntls (per tl~en)) 
5 Eqi~~p~i i tn t  (Audio v ~ s i ~ d l ,  etc ) 



Q U E L ~ I O N  # 1 1 1 0 ~ ~  C A N  hlY DCl'Ali I M L N  I Ih lPl iOVC I J'S SERVICLS 1'0 IPS? 
(CONTINUED) 

ERIC OFENO 
1 P i o v ~ w l  ol &lequate tools ~ e q u ~ ~ c c l  iol LSU's tasks 
2 Mole Ilon~st nncl f n ~ r  to all, irresp~ctlve of the status of tlie incliv~dual or g ~ o u p  

concel lied 
3 Atl~clunLe p ~ o v ~ s ~ o ~ i  of ~ n t o ~  mnt1011 nntl cl~sseni~n~\t~on among stall 
4 TemworL 

EMMANUEL C NWOKO 
1 By p~ep;u.~t~on ot l ~ y ~ ~ i e n t  voi~clie~s and cheques to 1Ps at short notice during 

c o n t ~ ~  ences, w o ~  ksliogs, etc 
2 By p1011ip~ I L I I ~ ~ ~ I I  w i i e ~ t  to IPS liav~ng conducted inteiwews a t te~  the official 

closing Iiou~s, I e , cash av,ulabil~ty 
3 By co~nputat~o~l and 121 ovlslon of terni~nal benefr ts togetliei with the gl oup llfe 

nssiilance pol~cy arl~ii~nist~ation 

KUNLE AkINJOBI 
1 By ~ ~ n p ~ o v ~ i i g  commun~c~i t~o~i  1111 k between the LSU and tllc 11's 
2 By 1mh111g nvculable 'ill ~elev'uit ~ ~ i t o r ~ n a t ~ o ~ l  on enqirlrles concerning selvlces 

to tllL 11's 
3 By pompt pay~nent ot s a l a ~ ~ e s  and otlw co~iipensat~on as at clue date to IPS 

stat 1 and management 
4 By  pop^" ~ \ e c u t ~ o ~ i  of obl~gat~ons to be entered on behalf of the IPS to 

g o v ~ i  ~inient ncco~ thng to govel nment legislation, e g , payment and 
rltducl~onr ol lnu ,mtl Ilous~ng fund 

FINANCE DIVISION 
KEHINDE ABORISADE 

1 Mah~ng finmc la1 into1 mation readily ava~lable to IPS 
2 Atlv~sing 1Ps promptly on budget varlancts 
7 E n ~ ~ i n g  that unnecessary bureauc~acy does not clelay payment -- e~ther 

thiough the bank or by cast1 
4 Qu41 t ~ 1  I y  llleLIIIlg\ 
5 E t i ~ c t ~ v e  d ~ v ~ \ ~ o n  oi lab01 

CLEMEN I AK[NLLMUOLA 
1 Plopel t l~sse~n~nat~on of ~ n t o ~  mation betwten LSU finance anti the If's 
2 Plopel clrvls~on of f ~ ~ n c t ~ o n s ,  clfecl~ve repoi 11ng p~ocedurcs 
7 E l l ~ c t ~ v e  clcit,l en l~y  ot I~n~uic~al  d ~ y  to day ojmalion~ 
4 1'1ope1 Il,u nionl~,it~on nntl payment to vendors and sub-contrx.loi s 
5 Avo~ding \lnnccessaly b u ~ e ~ u ~ c r x y  111 the day-to-day 



QUESTION # 1 HOW L A N  M Y  DCPAII IMENI  IMPROVE ITS SERVICES TO IPS7 

(CONTINUED) 

ESTHER DAUDU 
1 P~ovlcle plompt t~a~~syo~lat~on/protocol  se~vlces 
2 Rout~iiely m a n t a i n  eclu~pment to p v e n t  breakdofin\ 
'7 Flll poculeincnt leque\ts pioinptly, ensurlng jutllc~ous use of funds 



LUKMOY KALEJAIYE 

PASL  AD'CJWU 
1 B y  11~tAlli2 X ~ I I ~  t i lo '  ~ ~ q u e \ l s  w e  nude ,\v,\!l,lh!e eCu-ller by tlie I P j  alld then 

be I I ~  I I ILO'V~CI  b y  K vl5111g the 11'5 I t c h  c,l'ly nt any prooo~ed project 
' ( 3  'v i11ld~l 1 t ,211 +or the111 



QUESTION # 2 HOW C A N  1 I M P R O V E  1 I-JC WORK 1 DO? 

GILNEIUL AIANAGER'S OFFICE 

GEORGE OLIG130 
1 Acqirlr e more corilpirter skrlls 

JOSHUA IDA 5AhlCjON 
1 1 can iriilxuve my work by consrdering the IPS, USAID and PCU as customers 

who I eqirrr e cplal~ty re1 vlce trom rny oflice Ciedte i apport with them, 
i~ndei slc~ncl therr expeclations and p~ ovrde t~mely response to their 
n~cck 

ROSELINE AhllANZE / TESSY OGINKA 
1 Rcadrness to chcck (loubti i l l  pornts befm e pl ocesslng and docun~entnt~on 
2 7 0  f i ~ ~ n ~ s l i  m.xlnle and co~ilplete rriformation where and to whom it is 

rec1~11 I etl 

I'ERSONNEL DIVISION 

EMMANUEL C NWOKO 
1 Etfect~ve commi~nicatron, e g , teed-back plocess 
2 Plompt iesponse to u~gent matter r 
3 Obedience and loyalty to my ~mnledrate superv~so~ 

KUNLE AKINJOBI 
1 Regular attendance at work, 
2 Good ~ n t e q ~ c ~  sonal ~elatronslirys between colleagues, supervisors arid 

subo~ clrnates 
3 Piompt lesponse to servlce lequirement from IPS 
4 Intioduclng cleatwe ideas fol the betteiment and improvement of se~vlces to 

Ihe I 1 3  
5 Dally tletl~cat~on to the wol h and respons~b~l~lres expected of my posl hon 





QUESTION # 2 HOW C A N  1 IMPROVE [FIE WORK 1  DO^ 

ADhlINIS I RA I ION DIVISION 
- 

ESTHER DAUDU - 

1 Ensulc that depa~ tmental heads d ~ h w  u p  I iinplement their service or ]ole wlth 

VICTOR 0131 AKAAHA 
I Ma~ntain~ng good o~gan~~ctt ion of "thngs-to-do" on a day-to- 

day  ASI IS 
2 1'1opci use and allocat~on of t ~ m e  
3 Apply~ng necessai y 01 gantzntton and management techn~qiies 

ADEOLA DELALU 
i Th~ougli team wol L, 1 e , be able to ~ d e n t ~ f y  where probltm 11es 
2 Wechly iiiectlngs 
3 Daily acl~v~lies 

LUKMON KALEJAIYE 
1 E n s ~ ~ ~ i n g  t h ~ t  the ieqr~esls fio~ii the IPS arc met pro~nptly wlth~n my 11m1ts 

JOSEPH 1 UNDE OMOLE 
1 By piepaling &illy a sclxxlule of activ~tles for each day as a gwde to self- 

app~aisal on the job 
2 By Iiolcl~ng regula~ ~neet~ngs w~tli d~ivels  and expediters to ease aiea of 

conll~cts 
3 By piepu ~ n g  111onth1y I weeltly schedules of dut~es fol mnagement plann~ng 

CELES TINE ONlWUY ALI 
i Intoimalion flow - monthly meet1ng5 

I 
2 Getting b;l~ic ~ e q t i i ~ e ~ n c n t ~  such as commun~cation gadgets and vehlcle to take 

Inc Ilo~ne a f k ~  ~i l~t ln~ght  WOI k 

PAUL ADIGWU 
- 

1 By piowchng l i l t  w~lh  r u n  e tasabl~ board where I can scr~bble urgent work and 
deadlines to fin~sli up sudi WOI k 

2 Piov~cl~ng me w ~ t h  a ~aclio to1 adequate comnlun~cation w ~ t h  the personnel, 
e g , guatcl\, 111 the event ot emergencies 



I'EKSONAL OLSJEC 1 IVCS 1 0  ACHIEVE I N  NEXT FElV JVEEIG 

GENERAL MANAGER'S OFFICE 

GEORGE OLIG130, CIENEKAL M A N A G E R  
I Cnsu~e that evcly ~neetlng w~th the AAO 1s docu~ntnted, to make sure tlirect~ves 

ale clea~ly i~nderstoocl by eve1 ybody at the same t~me, document follow-up 
act~ons, a d  copy G~nger at AAI/NY 

JOSHUA SAMSON, As\istant to the G M 
I Eusu~e tllnt nll rl~tect~ves nnd ~ n s t r w m m  concerning the day to day 

~nonito~ ~ n g  ot LSU activ~l~es ale cal I ~ecl out accol tl~ngly 
2 Follow up on the rcvlew of all the Procedures and ensure thelr compl~ance with 

the app~ovetl Mat1 ices 

ROSELINE AMANZE [St ipe~v~so~ - G M ] 
I Ensu~e t h ~ t  Ghl  s tlCtys are p~olnptly cle,uetI (at ~ntervals of 30 minutes) and 

cllssern~na~e the papers to appiopr~ate quarters Clear all outstanding 
documents and put them away into the11 lespectlve files for easy reference and 
i etr~eval 

2 Enswe eftecl~ve com~nun~cat~ons wthm LSU and the IPS by prov~dmg accurate 
and leliable ~nfor~na t~on  ns and when ~eqillred 

TESSY OGINKA LSUIIL~VI~UI  - G M ] 
1 Ensure Ll~nt GM's trnys are promptly cleared (at Intervals of 30 mmutes) and 

d~sse~n~na tc  the papel s to i ~ p p ~  0111 late qua1 t e ~  s Clear all outstandmg 
clocuments and put t lie111 away ~ n t o  thelr iespectlve files for easy reference and 
let1 leva1 

2 1,1isu1 L el ~ L C ~ I !  t con1 ~iiuiiic~~t lo115 11.1 t l i ~ n  LS U alid the IPS by piovirl~ng accurate 
antl ~ t l ~ a b l e  ~nformal~on as and when icqu~letl 

YINKA AGBAJE - Supe~viso~ - CI Ol~gbo 
1 Enwte wccessful wo~hshop by 

- plann~ng, coo~dinaling, collaborrtt~ng 
- tollow-up and implenicnt 
- effcclive ~esult at the t n t l  
- c l e , ~ ~  unclc~ s land~ng  mattel s 

2 Rilnhe suie ot c~va~lab~ll ty ot tools antl equipment befo~e commencement of 
woi h4iop 
--Flow ot clicct~ve Lommun~cat~ons w~tllrn the LYU and IP on one Ilanci and IP 

ml L5U on the ollm Tiulely feedbach on all act~vitles bctoie the 
cldle 

--Use the chechl~st 
--MCke sule u ~ p p l ~ e s  ale av'ulable 



MICHAEL MESHIr: - AwstL1nt Conle~c~ice Coortl~nator (1/2-t~me) -Srlpelv~sor - Y Agbaje 
[NOTE Also to begin worh 1/2-t~me as Issu~ng Clerk] 
1 Ensure s~~ccesslul worhdiop tlliougli plann~ng, coortlrnat~ng, crdlaboratmg, 

I mplementat~on and lollow-up 
2 E~iwr e ava~l~tbll~ty ot tools ml equipiie~it before co~~i~nence~ncrit of a worhshop 

flow of el ~ L C ~ I V L  C C ) I ~ I I ~ ~ L I I ~ I C ~ I ~ I O I ~ S ,  t~nlely teetlback on all actwtlcs 

I'ERSONNEL DIVISION 

P E R S O N N E L  M A N A G E R  [To be namctl] - hlrs Vlctor Ocl~a - Personnel Consultant 
1 Gulde tlie Geneial Manage1 ot the Logi~tlc Suppo~ t IJnl t  on pendmg pe~sonnel 

actions (class~ficat~on, appointlnent, promot~on, cl~s~mssal, etc ) In  the context 
of LSU and AID pc~sonnel po l~c~e \ ,  

2 In c o ~ ~ j u ~ ~ t ~ o ~ i  wlth LSU pc~sonucl stalf and tlie fo~mer Acting Personnel 
Mmager, 131 cpa~ e tlie ntcersal y pel ~onnel actions, 

7 ltlentll y 'ue;ls wlme exlsling ~ L I  wnnel pollcies may need clarlficatlon, 
Lllltl 1 ~ C O I I I I I I C  l i d  ])0\5ll)l~ 1~10d111~dlllm5, 

4 Ass~sl LSU 111 t l i ~  i c l ~ n t ~ l ~ c ~ ~ l ~ u n  01 polenl~al candld,~les tor the poution of 
Pelsonnel M'uiage~ , 

5 Awst LSU i n  the sciecnlng of Incoming lesumes and part~clpate In the mterview 
panel foi cantl~dates Sol tlic I'e~sonnel Manager pos~t~on 

EMMANUEL NWOKO, Pel sonnel C l e ~  h ( w o ~  h111g t~tle Secleta y) - Supeivisor - 
Pel so~inel Man'lge~ Also cl oss-tunct~ons 111 F~nai~ce Ucpai tment 
1 Manage pel sonnel t~lcs ml I c co~  (Is 
2 Enswe thnt all 111ne sheets ale 111 f o ~  analys~s by the 5th ot every month Ensure  

that by the 15th of evmy iiionth all time sheets are passed on to accounts for 
payloll actloll 

'KUNLE AKINJOBL, Payloll Clerk - S L I ~ L I V I S O I  - Pelsonnel Manage1 
Also cross-funcl~on In Fln,trice Dcpa~ t~nctit 
1 Eusu~e that s,tlai~cs ~nclucl~ng any ;~tljuslrntnts art: calculated and pad to staff on 

tlic 2'5th ot cvcry month (the payday) togetlic~ wtli the p ~ y  sl~ps To control 
a~itl I ~ I U ~ L  Ilic tiliie slieels and ovc~ l ~ l n ~  

2 C n ~ u t ~  st1 ~ c t  A I I I L I ~ I I C L  to g ~ n ~ c ~ ~ i ~ i i e ~ i t  leg~sl~tt~on 011 respons~b~li t~ts  to be carrled 
out on bclinlt ot the employees, si~cli as the c,~lculat~on and re~n~tlances of tax 
and hoi1,111g f i ~ ~ i c l  tleclu~t~ons 



PERSONAL OUJECTIVk5 10 ACIIIISVL I N  N E X  1 1;EW WEEKS, CIL) 

FINANCE 1)IVISION 

P I 0  DACOSTA, CON I ROLLER [Supel vlsot f 01 all division staff] 
1 Ensil~e that eveiy ~neetlng w~t l i  the AAO 1s documented, to mAe sure diiectlves 

ale clcally untleistootl by eve1 ybotly at the s a w  hlne, docurncnt tollow-up 
acl~ons, md copy G i n g ~ ~  ,\L AAI/NI 

GABRIEL OLANIRAN 
1 1'1o1iipt releclxe ol chccks w1th111 Iwo days of leceivmg request sent by w o ~ k  order 

(I/O's), irnpe\l I elmbui stment G ~ v e  ~m~iicdiate altent~on to 11''s lequests for 
tuntls floni my clepal tlnent 

2 P'lyi vll, e n ~ i 1 1 ~  t h ~ t  ~iiiplen~elit~ng pLu tne~ s (IP) stal f salaries are paid before 
end of  LAC^ ~iiontll itgnrtllcss ot their locat~ons Membeis of staff receive 
tlie~l sala~ y chechs betole last clay of each p no nth 

STELLA ORAEClBU 
1 h l a ~ n t m  ti~sbursements to Ips, field offlces and vendors withln two days of 

I eqi~es t 
2 Payloll checLs payment vouclie~s ant1 s l~ps  shoi~lcl be ~eacly befoie tlie last date of 

the ~nonlh 

CLEMENT AKINLEMBOLA 
1 PI4aint,i1n th'lt t i l i ~ l  ~equests / disbi~lsements are payable to the 11's not later 

thLui two clny5 f~olii the date of receipt of I 0 , Work Orde~ and other 
ncccrsal y rcqi~l I ctl q ~ p l  oval tor such A n  act1011 to be cflected 

2 On p'iy~oll, d l  slatt checks w11l be tlisbu~sed to the IPS and f~eld offices not late1 
tlim the last d,ly of h e  month 

GOODNEWS G O k A  - Olf~ce AsvrtcunL - S u p e ~ v ~ s o ~  I'w Dncosla 
1 Collate and input clnta into the conipute~ for tlie peparatlon of statf pay sl~ps not 

l a t t ~  than the 25111 of- evely month 
2 Imp~vve on thc hlmg systeni II I  the Finance Divis~on wlthin the next two weeks 



IW<SONAL OLSJEC 1 IVLS 10 ACIIIILVI~, IN NEY 1 l'i,\ll \VI,CI(S, C I D 

A GENkltAl, ADMINIS 11tA'I ION 

B PROCUREMENT 

VICTOR A h A A H A  - l- '~vcu~e~iient 01tlce1 - St~pelwsor - E Dautlu 
I D ~ n w  1111 1151 ot P I U C ~ I I ~ I ~ ~ L I I ~  I terns and appo~nt w~lllln LLVO lctehs a conrultant to 

I I I O V ~ I I L '  '1 ~ e l ~ n b l e  ma1 l e t  131 Ice sulvey, to1 t~i~ghtly 
2 I ~ c ~ I  ty by docu~nentrng p ~ o p e ~ l y  by  the end ot second week of Ma~cll 1995 all 

p o c u l ~ ~ i i e u l s  made or In  the prpcl~nc plior to I I I ~  tnhing ova  
Pi OCLII  emen t lnan,lg~lnen t 

C TRANSIJOI<l S I X 7  ION 



h f A I N  I T N A N C I ,  S I T  1 I O N  

PAUL ADIGWLJ - M , ~ ~ n t e ~ m c t  Ottlcer - Supervisor - E Daudu 
I Develop n ln~untcnanct: ~cliecl~ilc (cloc~~mented) to1 alr condlt~onel s, gcner at01 3 ,  

capet  cle,wing, pest coiitiol services, sewage cleal~ing and paiiit~ng 
2 Pal t~tlon h e  poposttl AIDSCAP ot t~ce  11.1 Global House before March 7, 1995 

I LUKMON K A L E I A I Y E  - Stoles Oltrcet - Supe~vlsol - E Daudu 

I 
1 Ellsurt t l ~ ~ t  ,111 t n h  ~ e s  Into the stock ca~cls to1 expendable ]terns are up to date 
2 Ke-a1 I ~wge the $tor eliot~se lo pr ov~cle some st01 age space 

I MICHAEL MESH[= - Act~ng Issuing Cle~k - Supervrsor - E Dautli~ 
[Objectives 111 this '11 La will be set as over all ~ece~vlng/stores/ mventory/ 
issulng syste~ii I S  I col ganlzecl ] 


