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	No. AACP/Estt/11/2005/1
	Dated Guwahati the August 10, 2005


OFFICE ORDER


The following allotment of office works is hereby made with immediate effect in order to streamline the office working procedures for effectively dealing with the demands of the jobs of the ARIASP Society as Project Coordination Unit (PCU) of Assam Agricultural Competitiveness Project (AACP) subject to:

1. All procurement related matters are routed through the Procurement Engineer (PE)

2. Any matter related to financial (except fund sanction and release proposals) and audit matters through CFC.

3. Social Development Specialist will also look after the duties of Fishery Coordinator till regular officer joins.

Dr Ravi Kota, IAS, State Project Director, ARIASP Society and Project Coordinator, AACP:

· Overall in charge and Chief Executive of the ARIASP society.

· Responsible for administration and management of the Society consistent with policy and management directions issued by the Project Guidance Council and Governing Body

· Establish close coordination with the World Bank

· Coordination with the Ministry of Agriculture, Ministry of Finance and CAAA.

· Coordination with all PIUs and Administrative departments involved in AACP. 

· Assist, guide and supervise activities of all Implementing Agencies in project planning, implementation, monitoring, accounting, auditing and evaluation activities as per PAD of World Bank.

· Initiate action on recommendations of World Bank, Government of India, Project Guidance Council, Governing Body and others.

· Responsible for preparation of annual work plan as per AACP design.

· Discharge all statutory responsibilities of ARIASP Society.

· Cause field inspection of ARIASP activities and initiate corrective actions wherever necessary.

· Chair meetings of State Project Coordination Committee (SPCC), State Level Coordination Committee on Marketing component and take follow up action.

· Take follow-up action on the minutes of the District AACP Coordination Committee.

· Assess training needs of PCU and all PIUs and formulate training plan under AACP.

· Ensure that the covenants of the World Bank stipulated in DCA and PA are adhered to.

· Ensure all procurement procedures of the WB are followed by all PIUs.

· Timely release of funds and sanctions to PIUs.

· Arrange for SSC, GB and PGC meetings.

· Supervise the functioning of SMU and EMU in the PCU.

· Ensure the maintenance and updation of various Manuals of AACP- Operation Manual, FMM, Rural Roads Handbook, etc.

· Ensure the timely submission of RI claims to GOI and keep close coordination with CAAA, GOI and WB office, Chennai.

· Coordinate with all external/supporting agencies like Commercial Banks, MANAGE, ILRI, NIAM, BAIF, M&E, CSC, etc and administration of contract management.

· Coordinate and implement activities – which are common to all components like Trainings, Marketing, Environment, Social mobilization and ATMA activities where more than one PIU is involved.

· Any work as and when entrusted by the APC and Chairman, ARIASP Society.

I. CORE PROJECT STAFF and RESPONSIBILITIES:

Mr. Sushil K. Daila, IFS, Environmental Specialist and Forest Coordinator:

· Head of the Environmental Management Unit (EMU), AACP.

· Allot the works, guide, supervise and manage and monitor the performance of the EC-I and EC-II as per the Contract Agreement.

· Ensure that the ECP and EMF of AACP are followed by the PIUs.

· Ensure that the Environment Issues as per ECP and EMF are included in all Sub-project cycles. 

· Coordinate with the Environmental Specialist of the WB (Through PC)

· Coordinate and monitor all activities of NaRMIL component of AACP with the PIU, Forest  {PIU(Ft)}

· PIU activities through PC based on sub-project cycles, approved Annual Work Plans

· Process Fund Sanction and Release proposals received from the PIU (Ft)

· Liaise with the Nodal Officer, PIU(Ft)

· Office Management/Administration

· Shall be in temporary charge of the PCU during the absence of PC.

· Any work as and when allotted by the PD.

Shri Mustaqur Rahman, Procurement Engineer and Roads Coordinator:

· Shall deal with all correspondence with the PIU, Rural Roads, {PIU (RR)} in AACP.

· Shall be responsible for coordination and monitoring of PIU activities through PC based on sub-project cycles, approved annual work plans.

· Fund sanction and release proposals of PIU (RR)

· Liaise with the Nodal Officer, PIU (RR)

· Ensure the maintenance of Rural Roads Handbook and Annual Road Maintenance Plans by the PIU (RR).

· Liaise with the Construction Supervision Consultant and monitor the activities as per the Contract Agreement

· Shall be responsible for coordination and monitoring of PCU activities based on sub-project cycles, and approved annual work plans.

· Fund sanction and release proposals of the PCU.

· Procurement Advise on all activities of AACP

· Preparation and updation of Procurement Manual in AACP

· All matters related to Society – MoA, RoB, By-laws and logo.

· Prepare consolidated Reports & Power Point Presentations for CM/GB/PGC/World Bank Mission.

· Management of Contract Agreement on MIS, GIS, and management of IT-related issues like internet, LAN, Audiovisual equipment.

· All procurements of office furniture, machinery, equipment and personnel in PCU.

· Procedures and guidelines for Vehicle hiring and monitoring of the expenditure of all PIUs on vehicle hiring.

· Assist PD in day to day administrating of the office in framing internal Rules & Procedures and provide decision support as and when sought
· Process all matters relating to legal Agreements with the World Bank and their amendments, Cost Tables, consolidated component/ department wise expenditure figures, expenditure & disbursement projections.
· Advice on Reimbursement matters as and when sought.
· Provide technical / administrative guidance to new/junior staff
· Coordinate all AACP/ ARIASP Phase-II core matters.

· All other duties as and when assigned such as generic management documents, letters, guidelines etc
· Any work as and when allotted by the PD.

Shri P. Baruah, Social Development Specialist::

· Act as Head of the Social Management Unit (SMU)

· Allot the works, guide, supervise and manage and monitor the performance of the Assistant Social Development Specialist (SG), Assistant Social Development Specialist (HB) and Zonal Coordinators of Social Sector as per the Contract Agreement.

· Shall deal with all issues related to Social Mobilization (Local Institution Building, PRA, Participatory M&E, Community Micro-planning, Planning Sub-projects, communication skills, conflict management, and Leadership development and related trainings, Workshops and capacity building for community, NGOs and Implementing agencies in all components.

· Responsible for Compilation of Operational Manual, AACP and updation.

· Responsible for Preparation and updation of Communication Strategy in AACP.

· Manage and monitor Nodal NGOs activities as per the Contract Agreements.

· Responsible for all matters related to Nodal NGOs - monthly review, payments, field supervision and coordination.

· Compilation and updation of the Sub-project cycles of all PIUs with social inputs as per the Project design and requirements.

· State Project Coordination Committee (SPCC) meeting- minutes, follow-up and coordination.

· Coordinate and monitor all activities of social mobilization in all relevant components through  the respective coordinators of PCU and Nodal Officers of the PIUs

· Process Fund Sanction and Release proposals against SMU activities. 

· Liaise with the Consultants as and when engaged by the PIU/PCU and monitor their activities as per the Contract Agreements/procedures.

· Coordination and management of organizing training programmes, both inside and outside of the State to the Nodal NGOs, beneficiaries and officers of the concerned PIUs.

· Coordination and management of organizing Workshops – Zonal/District/Block/field level on social mobilization and IEC inputs

· Responsible for preparation of modules of Legal Literacy for all sectors in consultation and coordination of the designated officers in PIUs

· Coordination of preparation and compilation of sub-project agreements and community procurement. 

· Any work as and when allotted by the PD.

Mr. H. Baishya, Agriculture Coordinator:

· Shall deal with all correspondence with the PIU, Agriculture, {PIU (Ag)}, PIU, AAU in AACP except Marketing.

· Shall be responsible for coordination and monitoring of PIU activities through PC based on sub-project cycles, approved annual work plans.

· Fund sanction and release proposals of PIU (A) and PIU, AAU

· Liaise with the Nodal Officer, PIU (A) and PIU, AAU.

· Liaise with the State Level Extension Adviser, MANAGE and manage and monitor the activities as per the Contract Agreement

· All matters related to Governing Body and PGC.

· All matters related to implementation of ATMA initiatives, coordinate with ECs on behalf of PC and guide the ATMAs.

· Liaise with the M& E Consultant and manage and monitor the activities as per the Contract Agreement

· Any work as and when allotted by the PD.

Shri Puranjoy Goswami, Dairy and Livestock Coordinator:

· Shall deal with all correspondence with the PIU, Veterinary, {PIU (V)} and PIU, Dairy Development {PIU(DD)} in AACP except Marketing.

· Shall be responsible for coordination and monitoring of PIU activities through PC based on sub-project cycles, approved annual work plans.

· Fund sanction and release proposals of PIU (V) and PIU (DD)

· Liaise with the Nodal Officers, PIU (V) and PIU (DD)

· Liaise with the ALDA and monitor the activities as per AWP/Sub-project cycles

· Liaise with the Adviser, ALDA and monitor the activities as per the Contract Agreement

· Liaise with ILRI and monitor the activities as per the Contract Agreement

· Any work as and when allotted by the PD.

Fisheries Coordinator:

· Shall deal with all correspondence with the PIU, Fisheries, {PIU (Fish)} 

· Shall be responsible for coordination and monitoring of PIU activities through PC based on sub-project cycles, approved annual work plans.

· Fund sanction and release proposals of PIU (Fish) 

· Liaise with the Nodal Officers, PIU (Fish) 

· Liaise with the Consultants as and when engaged by the PIU/PCU and monitor their activities as per the Contract Agreements/procedures.

· Any work as and when allotted by the PD.

Amarendra Deka, Assistant Procurement Engineer:

(Through the PE)

· Opening & Maintaining files relating to PIU(RR) 

· Assist the PE in scrutiny and processing of procurement proposals of all PIUs.

· Assist the PE in scrutiny & processing Sanction/Fund Release Proposals of PIU (RR). 
· Routine maintenance of Computers.

· Assist CWA in AACP/road component matters as & when directed.

· Prepare conference hall for meetings related World Bank Missions or other meeting related to activities of Procurement Engineer.  

· All other duties as & when directed by PD 

II. FINANCIAL AND ACCOUNTS SUPPORT:

Shri A. R. Barua, AFS, Chief Financial Controller (CFC):

· Assisting PD in Financial Management of the Project.

· Compilation of Project Accounts.

· Inspect Accounts of the Accounting Centre to ensure that accounts are being maintained as per World Bank norms.

· Responsible for enforcement of provision of Financial Management Manual (FMM) and periodic updation 

· Preparation of Financial Statement as required under FMM.

· Assess Training needs of Staff of PCU / Accounting Centres and organize Training/capacity building exrceises

· Keeping close liaison with AG for timely audit of Project Accounts.

· Coordinate, manage and monitor the works of Financial Consultants engaged as per the Contract Agreements.

· Works relates to drawal / disbursement and deposit of Project Fund.

· Supervise the processing of reimbursement claims.

· Liaise with the office of CAAA, GOI.

· Liaise with the Finance Department and periodic  

· Keep liaison with CA for conducting audit of Project Accounts.

· Issue of cheques as per sanction order.

· Maintenance of PCU’s Accounts.

· All personnel matters – opening of individual file against each officer/staff who are posted in PCU and drawing salaries.

· Any work as and when allotted by the PD.

Shri Munin Sarma, AAS, Accounts Officer (Reimbursement):

(He will put up all matters through the CFC)

· Scrutiny of Reimbursement proposals received from the PIUs.

· Preparation of Reimbursement claims (withdrawal applications) for submission to DEA, MOF, GoI for onward submission to World Bank.

· Implementation of expenditure linked reimbursement claim accounting system 

· Keeping of Expenditure-Claim-Disbursement Registers.

· Reconciliation with the PIUs.

· Adjustment of omitted/double claims if any.

· Assist in preparing Reimbursement related financial statements if and when necessary.

· Taking part in training of the officers of PIUs in keeping accounts and return submission.

· Assist CFC in Audits – both CA and AG. 

· Any work as and when allotted by the PD.

Shri Deepak Gogoi, Cashier-cum Tally Operator:

(He will put up all matters through the CFC)

· Maintenance of PCU Cash Book through Tally Operating Systems
· Normal Accounts including various Payments.

· Payment of salaries/wages/TA, Medical reimbursements/IT deductions (through CFC)

· Correspondence with Bank for Accounts matter. (Through CFC)

· Maintenance of Grant-in-aid Register, Fund Flow Register and related registers

· Reporting of Monthly AACP Accounts.

· All personnel matters – opening of individual file against each officer/staff who are posted in PCU and drawing salaries (through CFC)

· Any work as and when allotted by the PD.

IV. OFFICE MANAGEMENT SUPPORT:

Shri Manoj Sarma, Office Manager:

· Responsible for overall Office management

· Maintenance of Imprest Account.

· Maintenance of Vehicles – repairing/fuel

· Maintenance and management of Attendance register/Leave Register for G-III, drivers and G-IV staff

· Maintenance and management of duty roaster of drivers/G-IV staff

· Procurement, maintenance and management of telephones, internet, computers/Laptops, Xerox, Resography, Air conditioners, office furniture, office premises, other equipments and conference room (through PE)

· Maintenance and Management of garden and security (through Agriculture Coordinator)

· Procurement, supply and record of office stationery, electrical fittings/fixtures and daily office needs. (through PE)

· Maintenance of Inventory of vehicles, telephones, internet, computers/Laptops, Xerox, Resography, Air conditioners, office furniture, office premises, other equipments and conference room and constant updation.

· Maintenance of PIU Bldg/ Campus including the construction of the annexe of the PCU building (through PE)

· Liaise with related departments in the Secretariat 

· Protocol Duty/Hospitality 

· Any work as and when allotted by the PD.

Shri B. Barua, Bills Assistant:

(Put up through CFC)

· Payment of salaries/wages/TA, Medical reimbursements/IT deductions
· To assist the CFC as and when required.
Shri Karuna Sarma, Office Assistant:

(Put up through OM)

· Maintenance and management of Attendance register/Leave Register for G-III, drivers and G-IV staff

· Maintenance and management of duty roaster of drivers/G-IV staff

· Procurement, maintenance and management of telephones, internet, computers/Laptops, Xerox, Resography, Air conditioners, office furniture, office premises, other equipments and conference room (through PE)

· Maintenance of Inventory of vehicles, telephones, internet, computers/Laptops, Xerox, Resography, Air conditioners, office furniture, office premises, other equipments and conference room and constant updation.

· Assist the OM as and when required.

Shri Ahmed, Office Assistant:

(Put up through OM)

· Issue and receipt

· Assist the OM as and when required

V. DIRECT CONSULTANCY/ADVISORY SUPPORT:

Dr Arun Deka, Markeitng Adviser:

· Marketing Extension and Improving Marketing Linkages (to guide extension machinery of PIUs about marketing extension, market chain and entrepreneurship development.)

· Technology Transfer (to handle problems of technology transfer to farmers under the proposed reorganized extension programmed under AACP.)

· Training (to guide extension workers on planning, design and delivery of training.)

· Social Mobilisation (to assist in issues of group formation and maintaining sustainability of groups for mobilization of fund, commodity production and collective marketing.)

· Environmental Issues (to advise on IPM and INM matters.)

· Agriculture Development (to deal in post liberalization issues and WTO matters to provide advantage of evolving economic scenario to farmers.)
· Horticulture (to support in post harvest handling issues of horticultural products.)
· Farming System Approach (to advise in intensification and diversification of production with Farming System approach.)

· Any work as and when allotted by the PD.
Mr. B. M. Goswami, Civil Works Adviser (CWA):

· To assist PCU in selection of Roads to be taken up under AACP.

· To scrutiny the estimates for Roads & Bridge Works and other Civil Works as directed by PD and recommend amendments or corrections.

· To examine the technical side of the Bid Evaluation reports for all civil work contracts under the AACP and furnish comments.

· To liaise with PWD to ensure synergy between road works vis-à-vis all other Project activities, 

· To liaise with Panchayats and co-ordinate upgrading of rural haats and wholesale markets, and coordinate with the market infrastructure works. 

· Field Inspection of the works related to Rural Roads & Bridges, Markets/Rural haats as and when directed by PD.

· To prepare operational manual (Guide line & specifications) for implementation of rural roads & bridges under AACP.

· To liaise with CE, PWD ARIASP & Govt in PWD regarding implementation of road maintenance schemes, monitor allocation & release of funds by the state ‘Road Board’ for road maintenance.

· Any other works as desired by PD.  


In addition, various consultants (contractual or assignment-based) who are on board or to be engaged in due course of time, would advise/guide/assist the project management by interacting intensely with the respective coordinator, the PD and PIU concerned as per the need and requirement.

(Ravi Kota)

State Project Director, ARIASP Society and 

PC, AACP

No. AACP/Estt/11/2005/1 dated Guwahati the August 10, 2005

Copy: APC & Chairman, ARIASP Society/All concerned officers/staff/Consultants

State Project Director, ARIASP Society, and

PC, AACP
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