e gy
I ,";"f.* T
a }!/’
# ]
. it
Government of Tripura
Forest Department ~ -+ -~
-'_r#-

Operation Manuadl
for
Project for Sustainable Catchment
Forest Management in Tripura *
(SCATFORM)

January 2019 .I |
g VAL

TRIPURA
SCATFORM t

PROJECT

| e - S a
/¥ Tripura Sustainable Cuh:hmaﬂ Forest Murruger:l?‘ﬂ S0 ,
JICA Project Building. Salbogan Forest Co '
e — Gandhigrom Agartala 799012 'Q‘Q




Govermnment of Tripura

Forest Department

Operation Manual
for
Project for Sustainable Catchment
Forest Management in Tripura
(SCATFORM)

/ January 2019

Tripura Sustainable Eﬂnhhenfwwly/ Socl
JICA Project Building, Salbagan Forest Complex.
Gaondhigram Agartala 797012 \*\\.,:




EREFACE

Project for Sustainable Catchment Forest Management In  Tripura
(SCATFORM) is a new Project funded under Japanese ODA Loan to be
implemented over a period of 10 years beginning from 2018-19 by Tripura Forest
Department with a total outlay of about BEs [000 crore. This is one of the largest
Projects in the natural resource sector in the couniry.

The main objectives of the project is to improve quality of forests in the targetad
catchments by sustainable forest management, soil and moisture conservation and
livelihood development, thereby contributing to development of forest ecosystem
service and livelihood improvement of forest dependent communities in the State of
Tripura, The Project will be implemented in 7 districts of North Tripura, Unakoti,
Khowai, West Tripura, Sepahijala, Gomati and South Tripura and Gomati Wildlife
Sanctuary m Dhalai district through 36 Forest Ranges and 16 Forest Sub Divisions.

This Operation Manual has been prepared for the Project to provide a set of
Human Resource postulates and procedures towards providing and facilitating an
enabling environment for cffective implementation of the project. The Chapters
imclude details of the Project, Administration, Accounting Outline, List of Selected
Beais, SCATFORM Budget Heads and Roles and responsibilities of Project
Management Unit (PMU), District Management Units (DMUs), Sub-Divisional
Management Units (SDMUs) and Range Management Units (RMUs).

This Operation Manual has been approved by State High Power Steering
Committee (HPSC) in its meeting held on 10 January 2019 for adoption by the
Project Society. Hope this Operation Manual helps evervone one of us in the project
in fulfilling the mandated objectives of the Project and helps in providing sustainable
hivelihood to the forest dependent commumities by sustaining the ecosystem in ifs
pristine glory in the State.
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{Angshuman Dey)
artala, Chief Execuntive Officer & FProject IMrector

16 Januarv 2019. Tripura JICA Project
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Chapter 1
The Project

Tripura 15 located in the mountainous area in the north east of India bordering Bangladesh on three
sides. The State has 3.67 million people (2011} and high population increase (1.3% per year from
2001 1o 2011). Industrial growth in the staic is not so high comparcd with some of the other Indian
states due to limited transportation facilities and lack of better road, rail and air connectivity with
other parts of India. However, abundant forest resources (which cover 60% land of the state),
plentiful rainfall and fertile soil are suitable for afforestation; thus, forestry is a major source of
meome of the state along with agriculture. The proportion of the workfores in agriculture and forest
sector as well as residents’ dependence on forests is high.

Under such circumstances, the State government has been making efforts in promoting joint forest
management, transforming shifting cultivation to agroforestry and providing alternative livelihood
activities. Within the said initiative, "Tripura Forest Environmental Improvement and Poverty
Alleviation Project (TFIPAP)" has been implemented since 2007 with the focus on poverly
alleviation. TFIPAP supported 463 Joint Forest Management Committees (JFMCs) and achieved
more than 52,000 ha of plantation. Dense forest has increased by 1107 km® during the period
between 2011 and 2017. However, the State's forest cover has declined greatly (251 km” decrease
between 2001 and 2017). This change has much milu¢nce on the natural environment and the living
conditions of local population. In Tripura, forest cover loss and forest degradation have been mainly
caused by shifting cultivation, which increases soil erosion risks on hill slopes especially in upper
catchment areas. In the arca wherein the most severe soil crosion confirmed, 80 ton of soil per vear
hes been runoff. Furthermore, soil erosion not only reduces the capacity of irrigation facilitics due
to sedimentation but also decreases the access to drinking water in rural communities, To decrease
these negative immpacts on their living environment, appropriate interventions, such as the
improvement of degraded forests through artificial regeneration (AR) and assisted natural
regeneration ( ANR) and mitigation of 501l erosion risks by the construction of check dams. need to

be implemented in 4 timely manner.

In addition to these direct interventions for the mereasing forest degradation and soil erosion, it is
also important to address a major cause of the expansion of shifting cultivation. In Tripura, local
people in rural communities still live under unfavorable socioeconomic conditions today, For
example, land resources available for their income and job opportunities in raral communities are
quite imited. This sitvation makes it difficalt for local people to conduct settled agriculture
especially m hilly area with steep slopes wherein agricultural water sccessibility 1s challenging, and
local people still need to depend on shifting cultivation. Under these circumstances, alternative
livelihood opporunities for local people need 1o be iniroduced in order 1o slow the expansion of
shifting cultivation and the increasing forest degradation and soil erosion.

Tripura Forest Department (TFD) emphasizes on i) improved forest extenl and condition by
increasing the forest cover in the river catchments i) promotion of joint forest management (JFM)
and sustainable forest management through micro planning, i) increased flow of NTFPs, timber,
and aceess of forest fringe dwellers to forest produce for sustainable liveliboods, and iv) soil and
moisture  conservation. Under this approach and based on the experience under TFIPAP
mplemented with support from Japan International Cooperation Agency (JICA) during 2006-07 to
2017-18, TFD has tried to strengthen the joint forest management in the State,

In this background, and with a view to expand the achievements of "TFIPAP” and in comphance

l




- TTTTTEEEEE—S—S.

Tripura Sustainable Catchment Farest Man i Socl rational Manual - SCATFORM

with State’s priorities in forestry sector along with its inftiative under JFM. Project for Sustai
Catchment Forest Management in Tripura (in short, SCATFORM, amd hereinafter referred as
Praject) is being started with the assistance from JICA. The main abjective of the Project |
improve quality of forest in the targeted catchments by sustaimable forest management. soil
moisture conservation and livelihood development, thereby contributing (o development of fi
ecosystem services and livelihood improvement of forest dependent communities in the Stat,
Tripura,

1.6, With the total estimated cost of about Rs. 1000 crore, the Froject is to be implemented in 7 dists
of North Tripura, Unakoti, Khowai, West Tripura, Sepahijala, Gomati and South Tripura |
Gomati WLS through through 36 Forest Ranges in 16 Forest Sub-divisions. The Forest S
divisions are: Kanchanpur, Dharmanagar, Kailashahar, Kumarghat, Teliamura, Khowai, Man,
Sadar, Bishalgarh, Sonamura, Udaipur, Amarpur, Karbook, Bagafa, Sabroom, and Gandachh
The Project Beats and Ranges were prioritized by GIS analysis using a five parameters select
criterin, namely: (i) status of forest degradation, (ii) vulnerability to ermsion, (iii) livelihg
consideration, (iv) prevalence of forest patta holder Gmilies and (v) dependency of villagers
forests. Duata were taken from the following sources: latest forest cover data procured from For
Survey of India (2017), erosicn vulnerability calegorization map from Tripura Space Applicat;
Lentre (TSAC), socio-economic data from Ministry of Rural Development website of SECC 20
and details of forest patta holders from Tribal Welfare database (http:/itsu.trp.nicin), List
prioritized Beats along with their ranking through the above analysis is indicated in Annex 1.

1.7. In order to address the issues strategically within the forested catchments with comprehensi
manner, Beat Forest Basic Plans (BFBPs) shall be prepared for all selected Bests ag PEr S0
cconomic and topographical conditions. Its objective is implementation of appropriate activities
order to solve the issues based on the site specification for the purpose of catchment protectio
Throughout the BFBP preparation process, the Project shall identify the potential area of proje
intervention and JFMCs to be targeted at the Beat level The project activities are identified as p
forest land potential, socio cconomic conditions of the villages, and current conditions of existin
JFMCs. BFBP is prepared as the first document in order to initiate project activities, The validit
period of BFBP is for ten years and can be revised as required during the project period. In th
course of micro planning process, while BFBP shall be the foundation as a framework of catchmer
protection within the Beat for consideration of project intervention, the [imalization of projet
activities shall be done based on the Micraplan.

1.8, The implementation period of the Project is 10 years fiom September 2018 to September 2028 i
consideration of capahilities of stakeholders and time required to conduct activities in sustainab
manners. The project activities shall be implemented in selected forest Deats

1.9. The Project will be divided into three phases: Preparatory Phase, Implementation Phase, and Phase
Ok,

1.1 Preparatory Phase is crucial for successful implementation of the Project. The first step would
institutional arrangement by way of amendment of bylaws and name of the Soviety of the Project i
accordance with the requirement of the new project, setting up Project Management Unit (PMU
Distriet Management Units (DM Us), Sub-Divisional Management Units {SDMUs) and Ra
Management  Units  (RMUs)  followed by deployment of contractual  staff
PMUDMUsSDMURMUSs. This Phase will cover activities like: reviewing and revisin
Uperation Manual amd other puidelines, orientation and capacity development for TFD staff in e
vank, contractual staff, field staff and other stakeholders, preparation of GIS map, creation of BFB

e e e ——
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ps well as identification of JFMCs as well as Eco Developmenl Commuttees (EDC), and
formulation of Microplans would be conducted after demtifying JFMCs. Reguired survevs and
azgessments for planning and haseline data shall be condueted during this phase.

1.11. In Implementation Phase, activities envisaged for all components, namely Sustainable Forest
Manmagement, Soil and Moisture Conservation, Livelhood Development, and [ostinntional
Strengthening shall be camried out, The activities are basically implemented by three batches in
accordance with Microplan which shall be prepared in a participatory way. Target Self Help Group
{SHG) or Joint Liability Group (JLG) shall alse be selected and involved in livelihood improvement
activities.

1.12.  In Phase-Chut stage, activities such as asset inventory, phase-out trammg for JFPMCsEDCs as
well as SHGS/JLGs and revisiting of Microplans shall be undertaken, which is crucial for the

project sustainability.

| Main Ttems Details |
l. Improvement of Forest Nurseries- 7 nos.

2. Decentralized people's nursery- 150 nos

3. Artificial Regeneration- 5000 ha

4. Aided Nutural Regeneration- 2 1000 ha

3, Teak Plantation Management- 15000 ha
6. Silvi-pastoral Plantation- 1000 ha
Sustainable Forest | 7. Filter Strip Development- Y6 km
! Management 8. River Bank Plamation- 100 km
9. Bandaling- 222 nos

0, Fruit tres pl:mlul.um m (rormatt "Qﬂnctuﬂ.hr B0 e
| L1, Grassland development m Comali Sanciuary- 375ha
' 12, lm.fasm: Weed Eradication in Gomati Sanctisary- 330 ha
13. Fireline makmg in Gomeati E.ana:luar}'- 40 km !
14, Microplan creation in JEMCa/ EDCs- 450 nos

I. Construction of Earthen Check Dam (Model 1)}- 900 nos.
. Construction of Earthen Check Dam (Model 2)- 450 nos.
l:,':ms.‘truuu.m of Earthen Check Dam (Model 3)- BS nos.
Gully plugging- 1269 nos

Contour tranches- 11235 ha
Mulching and plantation- 846 ha

- Support to WTFP Centre of Excellence
- NTFF Collection/Primary Processing Centre
| 3. Advanced P‘mmqmg and Value Addition Unit
4. Plantation of Agroforesiry Crops

Livelihood 5. Formation of Joimt Liability Groups (JLG)
Development 6. Support to JFMC/ EDCs for livestock farming
7. Support to FFME ¢ EDC= for Fish farming
| §. Support to JAMC/ EDCs for Organic [arming
9, S"uppun for Ecotourism P'Dlll:}' Armrangement

10, ngmdmg Ecoparks- 3 nos

Soil & Moisture
Clonservalion

H—[m_ml-n-w!m
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| 1. Establishment of DMUs/ SDMUs/ RMUs- 7 DMUs, 16 |

| SDMUs and 36 RMUs

2. Enhancement of GIS/ MIS facility- 1 set
| 3. ﬂnﬁ':;fﬁ&in'n_ of Multi-Utility Centre- 450 nos.
Inst dutional d.'Prepmmiun of Beat Forcat Basic Plans- 135 Plans
® Strengthening 5. Baseline Survey- | time
6. Mid-term Survey- | time
5 Fm:l term Survey- | time
B. Preparation of Microplans by JFMC/EDC- 450 Plans =~ |
9. Supporting staff- 660 person months
_5 N Project Management | 1. Infernational- 35 person r:m[lths
Consultancy 2. National- 201 person momnths

L13.  Froject Objective and Approaches:

L.13.1. Project objective:

To improve quality of forest in the targeted catchment by sustainable forest management, soil anc
moisture conservation and livelihood development, thereby comtnibuting to development of fores
ccosystem services and livelihood improvement of forest depeadent communities in the State of Tripura

1.13.2. Project Approaches:

Catchment protection
The project will be implemented mainly in upper catchments where forest & degraded and poverty
issucs are more severe. Such areas are mostly less populated and accessibility may not be good encugh.
The project will focus on the upper caichments and carry out forest manapement, soil and moisture
conservation and livelihood development activities through enhanced presence of TFD in remote areas

with organized JFM structures.

Developing Beat Action Plan and Micro Plan following participatory approaches
In order to carry out project activities more effectively, the project will be implemented at Forest Beat
wise; Forest Beat is the smallest administrative unit of TFD with which JFMC makes agreement for
managing allocated forestlands. Beat Forest Basic Plan (BFBP) will be prepared for selected beats. Each
heat will be divided into catchments of tributaries. The BFBP will include hasic information of the Beat
and forest land use and soil and moisture conservation plans.

Microplans of JEMCs will be preparcd based on the BFBP through participatory processes with forest
community members.

Ensuring access to land resources

Agraferestry development on demarcated RoFR lands
Tripura is the pioneer State in implementation of Recognition of Forest Rights {(RoFR} Act. The project
will demarcate the RoFR. lands for the owners to utilize them with agroforestry, The project will make
groups of ReFR landholders (Joint Liability Groups: JLGs) to trear the area,
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JFEM formation for forest demarcation
The project will form JFMCs (or work with existing JFMCs) wherever forest dependent communities
are present, demarcate forest lands to them and carry out afforestation, assist natural regeneration, NTFP

plantation, and soil and moisture conservation activities with them.

Protection of existing forests
In Tripura, within the forcst area of 260,210 ha assigned to nearly 1,000 JFMCs. 45% (118,181 ha) is

afforesied areas and the rest is natural forest. Thus, it iz important to protect natural farests. It is pointed out
that major causes of the degradation i natural forests are illicit felling, encroachment, and forest fire. The
project will work on protection of existing forests in colloboration with JFMCs/ EDCs which report illegal

activitics m their own and neighbour forests.

Enbanced support for group business development and developing partnerships for processing

and marketling
The project will promote NTFP production with sustainable harvest techniques and medicinal planis

cultivation as well as agriculture, fishery and livestock production through forming SHGs (or directly by
TFMC #tsclf) for simple processing and advanced processing and marketing with karger investment.

Support to NTFP Centre of Excellence (NCE):

The Project will support NCE for five years to give focused attention to NTFP based livelihood and
cluster development. The Centre will be self-sufficient in five vears and generate its own revenue from
its autonomous functioning and provide technical handholding to NTFP-based eaterprises and ancillary
activities, NCE has been converted into a Society under Socictics Registration Act 1860. NCE will be
actively involved in implementation of NTFP and related components of the Project,

Strengthening IT based technologies for planning and decision making
The project will incorporate advanced technologies of GIS and MIS and integrate them into forest
management and soil moisture conservation laking advantages of the project outcomnes from TFIPAP,

The working plan will be updated with these technologies.

Capacity development at various levels

The project will organize project related personnel at various levels: Project staff (PMU, Livelihood
Coordinator, Community Organizers, Field Facilitators), TFD officers, and JFMC/SHG/ILG members),
clarify the needs of capacity development at cach level, and demonstrate strang commitments for

capacity development.

Support to forest communities formed in TFIPAP

Although it is limited in scale, in order to ensure the sustainability of the project activities (planted trees,
soil and moisture conservation measures, 1GAs, etc.), the project will support forest commumity
organizations crealed m TFIPAP. The support to such JFMCs/ EDCs will include participation in

capacity development activities, organized marketing, grouping for valuie addition, ete.

Well planned inter-sectoral convergence to support achieving project goal

The project will emphasize on convergence which supports to achieve the project goal. The ¢

framcwork will be prepared with line departments. The important convergence includes: MGNREGA
for forest management and agro forestry as well as construction of check dams under soil moisture
conservation. Moreover, convergence with Rural Development Department, Department of Agriculture,
Horticulture Fishery, Animal Resource Development Department would be ensured. For overall social
and economic well bemg convergence with schemes like Pradhan Mantri Suraksha Bima Yojana
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(PMSBY), PM Jeevan Jyoti Bima Yojana and Atul Pension Yojana would be emphasized, Pradhar
Mantri Ujjwala Yojana, Ministry of Petroleum and Natural Gas, Govt of Indie would be anothe
convergence to facilitale women’s access to LPO cylinders in the project arcas.

Organizing ecotourism development for income generation and nature education for forest

communities
The project will organize ecotourism development of the state by formulating new policy, instrutiona

development and funding. Forest dependent commuinities are encouraged to generate benefit for then
livelihood as well as participate in nature conservation and environmental education activities,

Well organized outcome monitoring and impact evaluation
The project will set up scientifically biophysical and socio-econemic operation and effect indicator:

(forest cover! composition/ soil moistore/ carbon stock, and water accessibility/awarencss and
knowledge of local community, ete.) and monitor them during the project period and utilize the
feedback to reorient the project activitics.

Gender mainstreaming

In order to understand the status of women in project areas and policy regime (TFD and relevant othe:
policies) on gender issues and propose desired vision to ensure better adaptation of gendes
mainstreaming in the project, the project will incorporate a gender mainstreaming action plan which
specify action points, to be considered for a set of indicators for monitoring, The main paints to be
highlighted are: women leadership program and social and economic up Liff of women.

I.14. Based on the leaming from TFIPAP the following strategic initiatives are to be pursued
under SCATFORM and evolved further:

al Evolution of Beat Forest Basic Plan to harmonize JFMC Microplans with Working Plan. JEMC)
FDC Microplans shall be used as a platform for optimizing community development activities in
addition to the sustainable management of forest. Furthermore, to ensure convergence with other
aovernment schemes and programs coordination mechanism at various levels would be streamlined.

b Strengthening of NTFP Centre of Excellence (NCE): NCE has been converted into am
autonomous Sociery and registered under Societies Registration Act 1860, It will be supported under the
Project for promotion of chister based business from the early stage and for providing specialized
business promotion support for business planning, marketing, product development and facilitating
linkages with financial institutions and other resource organizations and also to provide financial suppo
to cluster SHGs. Facilitate and nurturing chuster organizations to evolve into sustainable entities.

€) Adoption of 3 gender mainsireaming strategy and with action plan not only to empower wo
in the project aress but also to safeguard their entitlement to their own well being. To capture thei
concerns and issues, Women Working Groups will be formed at the time of preparation of JFMC/ ED
Micro Plans. Gender training will be integrated in all capacity building programmes under the Project

d} Adoption of internationally recognized scientific framework for enhanced monitoring of
project outcomes. Develop and standardize methodology for Community based Monitoring Reportin
and verification system through pilot sites in Project Arcas.

1.15. Government has re-constituted the Tripura Forest Environmental Improvement and P
Alleviation Socicty into Tripura Sustainable Catchment Forest Management Society {Tripura SCATFO

MENRS S S SNN R Ba e _ao R e e
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Society, or TSS for shorl), an autonomous organization under Tripura Forest Depariment (TFIY) for
implementation of SCATFORM, which will be responsible for smooth implementation of the Project.
The Project has a High Power Steering Committee (HPSC)' with Chiel Secretary as the Chairperson,
'‘Governing Body' with Principal Chief Conservator and Head of Forest Force (PCCF & HoFF) as the
Chairperson, Project Management Unit (PMU) or the Executive Commitiee (EC) at state level headed
by Chief Executive Officer and Project Lhirector (CEO & PD), District Management Units (DMUg) al
the District level and Sub-Divisional Management Units (SDMUs) at the Sub-divisional level and
Range Management Units (RMUs) at the forest Range level. The works in the field are facilitated by the
existing field organzations of the TFD.

1.16. This Operational Manual preseribes mules and procedures of SCATFORM pertaining and
relevant to implementation of the Project and roles, responsibilities of the Executing Agency — HPSC,
GB, EC/ PMU, DMUs, SDMUs and RMUs, office bearers and members of Joint Forest Managemenl
Committees (JEMCsg)' Eco Development Committess (EDCs), women Self Help Groups, and partner
NGOs. It shall act as the operational gmde for Project implementation,

il T " T F
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CHAPTER -2
ADMINISTRATION
2L INTRODUCTION

ZLL It & required to re-constitute the Tripura Forest Environmental lmprovement and Pove
Alleviation Socicty (TFIPAS) and re-name it as Tripura Sustainable Catchment Forest Management Soci
(Tripura SCATFORM Society, or TSS for short) as an autonomous organization for implementation
Tripura SCATFORM Project. This Society will be responsible for implementation of the Projc
(SCATFORM). The re-constituted Society will be re-registered under Registration of Societies Act s
XXT of 1860),

2.1.2. This Chapter of the Operation Manual encompasses the Project Organogram, various Wings, the
functions, relevant and necessary for effective execution of the Project towards achieving the objectiv
and the overarching poals. The prime objective of the section is to provide a set of Human Resour
(HR) postulates and procedures towards providing and facilitating an enabling environment for effecti
implementation of the project. Critical HR. areas like organization structare at various levels, roles ar
responsibilities of various functionaries, recruitment/deployment procedures, service condition
delegation of powers, Wings, routine office systems and procedures have been coverad.

1.2. ORGANOGRAM

2.2.1. The Executing Agency of the Project comprises the High Power Steering Committee, th
Governing Body, Executive Committee/ Project Management Unit, Divisional Managemer
Units, Sub-Divisional Management Units, Range Management Units and JFMCs/ EDCs with th

following organogram:
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1.2.2. High Power Steering Committee (HPSC)

High Power Steermg Committee (HPSC) for the Project for Sustainable Catchment Forest Management
in Tripura within the State Government has been notified vide GO No, F.22A-1{11)/For-JICA/HSPC-
2018/30284-307 dated 29 October 2018 to act as the highest decision-making body at the state level for
the implementation of the Project, with the following composition:

1. Chief Secretary — Chairperson

2, Principal Chiefl Consarvator of Forests & HoFF - Member

3. Chief Wildlife Warden — Member

4. Secretary in charge, Rural Development Department — Member

5. Secretary in charge, Industries & Commerce Department ~ Member

6. Secretary in charge, Fishery Department — Member

7. Scerctary i charge, Tribal Welfare Departmemnt = Member

8. Secretary in charge, Finance Department — Member

9. Secretary in charge, Science, Technology & Environment ~ Member

10. Sccrctary in charge, PWD (Water Resources) - Member

11, Secretary m charge, Animal Resources Development Department — Member

12. Secretary in charge, Agriculture Department — Member

13. Secretary in charge, Food & Civil Supplics Department — Member

14, Chief Executive Officer, TTAADC — Member

15, Chief Executive Officer, TRLM ~ Member

16. Representative, Lead Bank in Tripura — Member

17. CEO & PD, Tripura JICA Project ~ Member Secretary
|18. Representative, MoEF & CC — Special invitee
19. Repicsentative, JICA Indin — Special invitee,

HPSC will regularly oversee and review the performance of the project implementation, and will be
responsible for giving directions to the Project Management Unit (PMU) for ensuring smooth and
efficient project implementation. The roles and responsihilities of the HPSC will be ag follows:
Approve the Operation Manual including Financial Rules and Accounting Procedures, policies
and guidelines on gender mainstreaming and Revolving Fund;
Endorse Annual Plan of Operation and annual budget of the Project;
Advise/ resolve issues and problems related to financial flow from Govt of Tripura to Project,
and with other povernment departments to ensure success of the Project;
Facilitate convergence and coordination of the Project with other government departments and
monitor its progress;
Suggest and endorse measures and actions to resolve issues that may be raised by JICA, DEA,
MoEF& CC or any other agencies related to the Project;
Take up policy related matters of the Project:

HPSC will approve annual plans and budgets of the Project at the beginning of the cach financial ycar,
and review the project progress at least every-six months on regular basis. HPSC will accord
administrative and financial approvals’ sanctions of all individual schemes, propozals or procurement of
goods & services smounting to Rs two crore fifty lakh and above relating to the Project.

HPSC will meet at least once in six months or more frequently, if required.
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1.2.3, Governing Body (GB}:

The Governing Body will be headed by the PCCF & HoFF Tripurs. Composition of the Gover
Body as notificd vide Government Notification No. F.22A-1(2VFor-JICA/Society/2018/40163

dated 29 December 2018 i as follows:

(i} Principal Chief Conservator of Forests & HoFF - Chairperson
(i)  Chief Wildlife Warden - Member
(iify  Chief Conservator of Foresi, Waorking Plan & Survey - Member
{iv)] Chief Conservator of Forest, Territorial - Member

(v}  Director, NTFP Centre of Excellence - Member
(vi)  Special Sscretary, Rural Development Department - Member
(vii) ~Additional Secretary, Finance Department - Member
(viii) Director, Industries and Commerce [lepartment - Member
(ix)  Director, Fishery Department - Member

{x] Director, Tribal Wellarc - Member
(xi)  Director, Science, Technology & Environment Deptt - Member
(xii) Chicf Engineer, PWD (Water Resources) - Member
(xiii) Director, Animal Resources Development - Member
{xiv) Director, Agriculture Department - Member
(xv) Chief Exccutive Officer, TTAADC = Member
(xvi) CEO & Project Director, Tripura JICA Project -Member Se¢retary

(B shall be responsible for providing autherity to the PMU for day-to-day finctioning, approval ar
plan of operation and other proposas, providing guidance in preparation of the operational ma
monitoring financial and physical progress of the programmes of the Project, monitoring disburse:
of Inan proceeds.

The GB shall maet at least once s a year. Ordinarily fifteen days’ notice shall be given beft
meeting of the Governing Body. In case of urgency the meeting may be held at a shorter notic
minimum of three members shall form the quorom for the meeting of the Goverming Body.

10
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2.3. PROJECT MANAGEMENT UNIT (PMU):

PMLUI s the state level body responsible for the implementation of the Project. It is headed by the Project
Director, an officer in the rank of Chief Conservator of Forests! Additional Principal Chief Conservator
of Forests. The General structure of the PMU is as given below:
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2.3.1. Project Director: The Project Director, Tripura JICA Project will be the Ex-Officio €
Executive Officer of the Society (TS3) and also the head of the PMLL The Project Director sha
responsible for overall tee hnical, financial and administrative matiers and shall ensure:
(i) Prencration of Time-Bound Action Plan and Project Implementation Plan, HPSC and L
sectoral convergencs meelings;
(i} Preparationfapproval of annual budgets and
Progect
(i) Submission of Reimbursement Cluims.
(iv) [ssue tcchnical, administrative and financial guidelines, instructions and approval
connection with SCATFORM.
(v} Supervision and review the progress of all activities under the Project.
(vi) Take timely action to recruit PMU, DMUs, SDMU and RMU staif members.,

release of fupds for various sclivities undes

The PD shall cxercise such other powers (inchuding facilitating) as may be necessary, inchy
assignment of works to various officers of the PMU, for achieving the objectives of the Project.

The PMLU has four responsibility centers called Wings, namely:

(i) Administration, Finance & Audit Wing

(i) Sustainable Forest Management Wing

(i) Monitoring & Evaluation Wing

(iv] Livelihood & capacity Development Wing
gach headed by a Direcior, who will monitor and supervise the functions and works the Ass
Directors, Propramme Managers (PMs), and other personmel working in the respective units, PD
reallocate the subject/works amongst the officers of the PMU.

All file notes. memorandum efc. would be approved by the Director relating to respective W
Unless suthorized by PD, Directors shall seek approval of the PD on all matters, except those relat
routine menitoring and supervision. All files are to be touted through the concerned Directar. PI
however call for any file(s) directly. In order to maintain proper supervisory conirol, any instru
directly issued to ALY PM by PD will be brought to the notice of respective Director by the ADY PM.

2.3.2. Administration, Finance and Audit Wing:

This Wing will cater 1o needs of the Project in respect of selection, deployment, deputation,
engagement through service provider, recrutment of personnel etc., finances and accounts ol the
as well as attending to Audit functions. The activities under this Wing shall be 1o establish st
recruitment processes, develop rules refating lo service conduct and discipline for statl and emp
mainiain records of Project assets, handle all legal matters of the society, define job responsib
rewards and punishment, maintain confidentisl dossiers of the staff and employzes, develop
performance appraisal methods, monitoring of funds flow, scrutiny of financial reports and
preparing project appraisal reports of purchase, progress and schemes, establishing proced
guidelines for finance, reviewing uiilization certificates from fields, examining comimercial
of colleboration agreement with various agencies, preparation of budgets, accounts and altend
awd it, prepare long term financial plans and out sourcing of funds. The center shall prepare and

a list of law firms of repute o1 advocates of standing who may he engaged seeking legal advice amd
representidefend TSS in legal matters with the approval of the PD.
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The Wng will be headed by Director { Administration, Finance and Audit} in the rank of Conservator o
Forests' semor Deputy Conservator of Forests on deputation from Tripurs Forest Deparunent. There will
be one Finance Officer and one PM (Audits) under him.

Key responsibilities of Director {Administration, Finance & Audits) shall include Overall supervision,
administration & finance aspects; managing contracts- human resources, owsourcing, procurement of
goods & services; annoal budget & releases, expenditure; claims and fund dishursement, [acilitare
statutory and concurrent audis; RT1 and Grievance redressal issues; in addition will assist PD to prepare
agenda for EC, GB, HP5C, AGM mectings;

Finance Officer shall be full lime on deputation fom FDY TCS Audit on deputation for mmimum 3
vears of contract amd his key responsibilities shall inclade supervising Accountants, mmplement
accounting software based double-entry system; bank operations, reconciliation of funds, ensure timely
budget! releases, utilization and SOEs/ claims & {ax returns and agsist audits, coordimate with DMUs/
SDMUs and RMUs and other sinkeholders;

Programme Manager (Audits) shall be a full time Chanered Accountant hired from opén market and
his key responsibilities shall include to assist in establishing financial control systems, establish
financial management and project accounting systems, monitoring financial progress amd expenditures,
facilitate statutory audits, conduct’ supervise Internal’ Concurrent audits. capacity development of
slakeholders, coordinate with DMUs' SDMUSs and RMUs and other stakeholders:

Office Munager shall be full time hired from open market and his key responsibilities shall inciude to
assist i logistics and protocols; O&M of vehicles, oifice, cquipment, security, store; organizing
meetings & events; manage communications, document and maintain proceedings, letters& all records
and conlraces,

Acconntars (SoE & Claims) shall be full tope hired from open market and his key responsibililics shall
inchude to Assist in day-to-day accounting activities, prepare and maintain SOEs, prepare claims for
submission to CAAAS JICA; reconciliation of anmual budgets and disbursements; facilitate and assist

audits.

Aeconntant (Salaries & taxes) shall be full time hired from open market and his key responsibilities
shall include to assist in day-to-day accounting activities; preparc and maintain salary’ remuncrations
details and payments; computation and deposit of taxes; assist audits,

Role of NTFP Centre of Excellence:

The role of NCE formed under TFIPAP, which is supporting the basis of livelihood activities of the
local people as the means of alternative income generation against the income sources severely relving
on forest resource, is significant in the Project, A marketing brand by the pame of “Crafts & More™ to
market the products made the Project artisans was crcated under TFIPAP. The PMU will cogage NCE
for facilitating the activities related to NTFFP collection, processing and marketing planned under the
Project under a separate arrangement, which shall include Director (NCE), Assistanl Director (NCE).
For five years, 4 {four) Research Officers/ Researchers! Training and Capacity Building Officers, 4
(four) support staff, 2 (two) Market Promotion Officers (one for NTFP, Agroforestry. Handloom,
Handicrafts, ete; and another for Procurement, Supply and General Management), 10 {ten) Marketing
Assistants! Marketing Support Staff for Crafts & More! field mobilization shall ke provided as
institutional support to NCE and Crafis & More.,
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2.3.3 Sustainable Forest Management Wing:

Director (SFM) shall be an officer in the rank of Conservator of Forests! scnior Deputy Conserve
Forests on deputation from the TFD, and his key responsibilities shall include Overall plann
implementation of interventions for forest management and catchment protection: forest rescarch,
on Beat Foregt Basic Plan and microplanning, budget and approvals, technical guidance, pla
biodiversity/ ecosystems conservation: supervision and coordinate with DMUs! SDMUs and RMLU

other stakeholders,

Programme Manager (Forest Technologies) shall be full time hired from open murket and hi
responsibilities shall include to Assist in annual planning and operationalizing JFM and Nor
Madels and revising of agro-forestry models and technical advice on NTFP interventions, coon
with murseries for raising need-based species and coordinating for supplies, guidance on model
and techniques and on maintaining plantation and pursery journals, guidance on forest research, ¢
templates, guidelines and manual, monitoring & reporting and capacity building; eoordmate with
stakeholders,

Programme Manager {Biodiversity Conservation) shall be full time hired from open market &
key respunsibilitics shall include to Assist in annual planning and implementation of biodiv
comservation, eco-development and cootourism, micro planning, guide on habitat improvement, gui
establishing ecotourism development organization and setting-up eco-development fund, markei
ecotourism products, guide on upgrading eco parks, guide on developing new ecolourism destina
design templates, guidelines and manval, monitoring & reporting and capacity building; coordmate
other stakeholders

Project Engineer (SMC & Building) shall be full time hired from open market and his
responsibilities shall inchude to assist in designing and preparing site speeific estimates for
structures and buildings/ infrastructure, technical guidance for site selection, construction supery
quality check, preparing technical specifications for tendering and assist procurement of contra
design templates, guidelines and manual, monitoring & reporting and capacity building; coordinate
other siakeholders,

Assistant Divector (Planning & Implementation): Full Time; from FI on deputaticn for minin
years and his key responsibilitics shall include to assist in anmual planning and implementation o
and Non-JFM Models and promotion of agro-forestry models and NTFP intsrventions in project
creation of Beat Forest Basic Plan, micro planning, puide and steer survey and demarcation and
information from feld level, monitoring & reporting and capacity building; coordinate with
stakecholders.

2.3.4 Livelihoods and Capaeity Developmen! Wing:

The activities and process under this Wing shall be to prepare various project implementation
review and advice from technical view point on the proposed annual work plan submitied by [
review and consolidste annual work plan submitted by DMUs, review and consolidate annual
requirement proposed by DMUs, review and consolidate anmual action plan submitted by D
feedback on approved annual work plan, annual budget plan and annual action plan to DMU, sen
and assess the Tinancial and technical feasibility of TGA proposed by SHGs through DMUs, co
digseminate information of resource based [GAs to DMUg SDMUs and RMUs, formulati
Capacity Building programmes for project officials at all ranks and positions, organizath
exposure trips for DMUs, SDMUs, EMUs and JFMCs EDCs and all aspects of in
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dissemination - newsletiers, website, and formulation and monitoring of research in the field of forestry -
eoology, biodiversity and tree improvement, develop new technology applicable at field level conceming
silviculture, and socio-cultural aspects- study on inberent culture, habitual lifestyle, and livelihood for
different fypes of communities depending on their main livelihood on forest resources.

The Wing will be headed by Director (Levelihoods and Capacity Development) an officer in the rank of
Conservalor of Forests/ semior Deputy Conservator of Forests on deputation from the TFD. He will be
assisted by one Programme Managers (Livelihood), one Programme Manager (Training) onc
Programme Manager (Agroforestry) and one Coordinator (Gender & Convergence).

Key responsibilities of Dirgcior (Livelihoods and Capacity Development) shall include Overall planning
& implementation of livelihood and NTFP interventions: annual plan, technical guidance and
supervision, plan and coordinate for RoFR land and agro-forestry interventions, coordimate for inter-
sectoral convergence; support to leverage funds; strategize gender mainstreaming and women/
vulnerable group empowerment, develop partnerships & networks; and coordinate with DM LUs/ SDMUs

and BEMMUz and other stakeholders

Programme Managers (Livelihood) shall be full time hired from open market and his key
respongibilities shall include to assist in annual planving and implementation of livelibood promotion;
gurde on mucro plan and microplanning process, support NTFP value chain and market analysis,
facilitate rural financing, design small business’ enterprise for community instilutionsfor income
generation, guide establishing collection centres and ¢luster promotion; guide on establishing processing
units and value addition, coordinate for inter-sectoral convergence, coordinate for capacity building and
trainings, design templates, guidelines and manual, monitoring & reporting, coordinate with other

stakeholders

Programme Manager (Training) shall be full time hired from open market and his key responsibilitics
shall include to assist in preparing master training plan (both nation and overseas), guide and supervise
training needs assessment, prepare annual training calendar coordinating with all project wings and field
units, develop training modules and material, plan and facilitate exposure trips, facilitate nomination of
participants for training and exposure vigits, coordinate for training through inter-sectoral eonvergence,
guide and plan impact assessment from trainings, design templates, guidelines and manual, monitoring
& reporting, coordinate with other stakeholders

Programme Manager (Agroforestry) shall be full time hired from open market and his key
responsibalities shall include to assist in annual planning and implementation of agro-forestry operations
on RoFR lands. guide, supervise and coordinate for demarcation and identification of RoFR
beneficiaries, support value chain and market analysis, husiness/ enterprize for community institutions
for income generation, coordinate for inter-sectoral convergence, coordinate for capacity building and
trainings, design templates, guidelines and manual, monitoring & reporting, coordinate with other
stakeholders

Coordinater (Gender & Convergence) shall be full time hired from open market and his key
responsibilities shall include to develop plan for gender mainstreaming and inter-sectoral convergence,
coordinate with financial nstitutions and CSR funds, facilitate rural financing and marketing of produce
and products, coordinate for capacity building and trainings, design templates, puidelines and manual,
nemitoring & reporting, coordinate with other stakeho kders
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2.1.5 Monitoring and Evaluation (M&E) Wing: (including GIS/MIS and Environmen
Social Safeguards

I'he activities and process urkler this Wing shall be to prepare Monitoring and Evaluation guidelin
disseminate the guideling to DMUs, SDMUs and RMUs consolidate progress report (physics
financial) submitted by DMUs, establish GIS, develop data base for project planning and p
monitoring and develop thematic maps required for project planning and monitoring, guidelin
assessment of impact of the Project interventions in project areas, creation of system to
environmental and social safeguards provided under various applicable laws, rules, and regul:

Data from the field will be consolidated af PMU level.

The Wing will be headed by Director (M&E) an officer in the rank of Conservator of Forests
Deputy Conservator of Forests on deputation from the TFD. He will be assisted by one Progr
Manager (Monitoring & Ewvaliation) an Assistant Director, a Communication Officer, & GI
Officer, an MIS Officer, a Programmer and 3 (three) Data Operators.

Key responsibilities of Director iM&E) shall include overall M&E — GISS MIS; study e
management, environment & social safeguards, develop and supervise ToRs fior studies; guidelin
capacity building on M&E initiative, progress tracking and reporiing on performance indi
coordinate and supervise & gnide DMUs/ SDMUs, other stakeholders

Programme Manager (Monitoring & Evaluation) shall be full time hired from open market a
key responsibilities shall include to assist in monitoring and safeguards compliances, preparing gu
and annual reporis; preparing M&E puidelines and manuals; assist in progress tracking and report
performance indicators and anmual plans, guide project publicity and information dissemir
coordinate and guide DMUs/ SDMUs, RMUs and other stakeholders

Assistant Director (GIS/MIS & Monitoring): Guide and support GIS and MIS Officers/ Special
operations, assist in monitoring annual plans and implementation, coordinate with SDMUs/ RM!
data collection (spatial and non-spatial), facilitate ME&L and GIS/ MIS initistives, follow-1
reporting, coordinate with all stakeholders

Communication Officer shall be full time hired from open market and his key responsibilitie
include to assist in project publictty and information dissemination, implement communication
ard plan; organize events/ workshops; develop knowledge material, publish newsletters, t'epﬂrtsj
publicity and awarcness campaigns, maintain digital library; coordinate with other stakeholders.
|
GIS/ RS Officer shall be full time hired from open market and his key responsibilities shall inc
conduct needs assessment on the GlS-based sysicms, assess available data (availability in geo
extent, frequency, etc.), Supervise GIS/RS operations, plan and design outsourcing works for
agencies and ensure map preparation works, provide GIS trainings, prepare GIS operation
provide technical adviee, assist in GIS based M&E, maintain GIS systems and equipment,
inventory & maintenance, procurement of imageries and spatial analysis, map production for plan
decision making, monitoring & reporting; establish G15 operations at all levels; eoordinate wit

coordinate for progress tracking and reporting; coordinate with other stakcholders

MIS Officer shall be full time hired from open market and his key responsibilities skl inc
coordinate with MIS Software development agency (0 monitor the progress of outsourced war
enabled software application}, roll out and implement the MIS software throughout project, mas
of MIS system, coordingte with GIS Officer in data/information inlegration, prepare and
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updated information related to the Project, perform data analysis for generating reports om perindic
basis, assist i end user traiving and supporting documentation, capacitate DMU/SDMU/RMU in MIS

operations. support database management and programmers for Integrated Report System (IRS) and
gystem mamtenance, data validation using SQL Server, [acilitate the purchase of the software and
hardware systems, troubleshoot any kind of systems related problems and maintain security of the

syslems, project websile management

Programmer shall be full tine hired from open market and his kev responsibilities shall include 1o
assist and support MIS/ GIS Officers and software operations, update modules and developed software
code, assist in identifving operational bottlenecks and faciliate smooth running of the system, assist in
MIS/ GIS system maintenance, assist n mainfaining website and digital repository, software inventory
& muintenance; generale reports, coordinate with other stakeholders

3 (Three) Data Operators: shall be full time hired from open market and their key responsibilities shall
include to support and assist in production of maps and spatial analysis, undertake creation of spatial
database and other GIS/ MIS relsted warks.,

Geomatics Cell: The GIS Cell established under the TFIPAF will be strongthened and expanded under
the Progect Tor customization of the existing web based GIS and MIS applications and developing new
customized application sofi-wares lor map preparaiion and capturing and management of the data. For
this additional professional staff namely a GIS/ RS Officer, an MIS Oflicer, a Programmer and 3 (three)
Data Operators will be engaged on contract! outsourced basis. The strengthened Geomatics Cell shall be
an integrated facility catering to the GIS/ RS peed of the Department even after completion of the
Project. It may also provide consultancy services to other depantiments/organizations without hampering
the Project activities in any way.

236 Support Stafl

There will be 36 support stafl at PMU o assist the Project Director, Directors, Assistant Directors and
Programme Managers as detailed below. They will be engaged on the basis of outsourcing,
Private Secretary-2, Personal Assistant-3, Computer operators 6, Drivers 6, Security Staff - 6. MTS- 8,

House-keeping- 3.

The duties and responsibilities of the different categories of support staff will be as under:-
Frivate Secretary: Discharging the usual funetion of a Personal Sccrctary to the CEOQ and Project

Director and/or any other related work as may be assigned by the CEO & PD from time to time. He will
be attached to the Project Director. He will attend all confidential matters of the Project Director

including custody of ACR dossiers.

Personal Assistant; Discharging the usual function of a Personal Assistant to a Director andior any
other related work as may be assigned by the CEQ & PD from time to time. He will be attached to the
PD and one each to the four Directors and will be custodian all the files of the Director including
movement of the files. He will handle all confidential matters of Director,

Computer Operator: Responsible to maintain the data and records of the Project and’or any other
Project compuier operating work as may be assigned by CEO & PD fiom time to time.

Driver: To drive PMU warks and/or any other related works as may be assigned by CEO & PD from
Lime to time.
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Security Staff: Ensuring security of the PMU Building and PMU eomplex and/or related works as
be assigned by CEO & PD from time o (e,

Mubti-Tasking Staff: Any of the multiple tasks connected with office functioning of PMLU inclu
those usaally done by  Peon/ Dakwala Messanger, as may be assigned by CEO & FD [rom fin

fime.

House-keeping Stafl: Houscheeping works including regular cleaning of the PMU Building, o
furniture, floor, washrooms, exteriors and Office premiscs/ Comyplex.

The PD will decide and order the placement or other support staff.
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24 DISTRICT MANAGEMENT UNIT (DMU)

2.4.5 Structure of District Management Unit (DMLU)
District Management Unit (DMLY will be established at disteict level at District Forest Establishments

for Morth, Unakoti, Khowai, West, Sepahijala, Gomati and South, and would function as the dedicated
and extended wing of the PMU for project implementation and as a swbordinate office of the
autonomous society. DMU will be headed by a DFD rank officer and would be designated as DMU
Chiel. S/he will coordinate and facilitate project implementation at the district and sub-divisional Ievel,
and would extend afl technical inputs and guidance on day-to-day basis to the SDMUs, DMU Chief will
be responsible for supervising and guiding the works carried out by specialized agencies/ resource
organisations, and fcilitate convergence at the district level.

The DMU will receive funds for regular operation of the DMU as well as for SDMUs, RMUs and
JFMCs! EDCs. The DMU will operate and report expenses to the PMU, and will act as the controlling
and supervising unit for the project implementation. In addition, DMU would also be inmvolved o
channelize funds to JFMCs/ EDCs through as system of ‘Fund Advice Note® to be prepared and
recommended by RMU Chief and forwarded by SDMU Chief to DMU Chief for releasing funds to

JEMCa! EDCs,

The DMU Chief will coordinate with the district administration for inter-sectoral CONVELZEnce, Organize
and participate in DLAC meetings at district level, exiend support for preparing annual plans, estimates
etc. The DMU Chief will also monitor, supervise and follow-up with the subordinate offices, and
provide guidance on documentation and reporting the physical and financial progress. DMU Chief will
he gnided by the project Operation Manual as well as PMUL

DMU Chicl’ will be supported by Data Analyst-cum-Accountant that will have the responsibilily to
coordinate with the SDMUs and RMUs, and assist in maintaining the project accounts adopting double-
entry accounting system using accounting software, and timely prepare SOEs for onward submission,
Women candidates will be encouraged 1o join the Project af various positions. The structure of DMU is
given in the figure below.

" T 1_‘
LEVEL 1: DISTRICT MANAGEMENT UNIT '

Head: DMU Chief | r=n
{Project Implementation, NRM and Inter- ﬂ-\
sectoral Convergence)

'
ey District Data Analyst-cum- ]
Accountant !
J
Figure: Structure of DMU
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Tentative responsibilities for the key stafl positions in the DMU is given in the following tah
Table: Responsibilities of Key Staff in District Management Unit (DMLU)

Overall techmical, fnancial and administrative, &0
plan, SOEs, project monitoring &reviews; coordinat
| DMUChief DFO 1 with the SDMUs ond RMUs, [hcilitatc inter-secte
convergence at district level, organize DLAC meetin
monitoring & reporting and capacity building
Assisl in fund managementd releases, expendit
ion certificates, SOEs, tax filing, AL

: tracking, utilizat
Data Analysi- coordinate with SDMUs and RMUs for {inaneial progs
; S ’ ing, facilitate and double-account
Ao reporting, facilitate and operate double=acen nting sys!
based records and sccounting software, facilitate ref

generation through project MIS ele.

1.4.6 Structure of Sub-Divisional Management Unit (SDMTU)

Following the forest department Structure SOMU will be ereated as an extended arm of the DM
a part of the autonomous socicty i.e. PMLU. SDMU will be headed by a SDMU Chief who is in
of ACF or above in the Forest Department. S/he will facilitate project implementation at

divisional level, and will also extend all technical inputs and guidance to RMUs within their juz
and at field level on day-to-day basis SOV Chief will be responsible for supervising and gu
works carried out by specialised apencies’ resource organisations, and facilitate convergen

district kevel.

QMU Chief will be supported by three personnel viz., Field Accountant, Sub-drvisional [tz
and Documentation Assistant. The Ficld Accountant will assist in maintaining the project 4o
SDML adopting double-eatry accounting syslem using accounting software, and timely prepi
for onward submission, S/he will also coordinate with the district level Data Analyst-cum-Acco
well as at RMU Tevel to facilitate smooth and efficient updating of financial information.
divisional Data Amalyst will be responsible for the data processing and analysis, coo
supervision and guidance, monitoring, and support MIS/ GIS requirements, while Docu
Assistant will extend suppori for reporting and communication requirements. Female candidat
encouraged to join the Project at various positions. The structure of SDMU is given below:

e SLAE DA LA L B MAGTIERTT LI I
iz 0 AL et

I’_ il Lrrmnvelad®
1 [Prajisct fuccoanting]

[ st |
= e ]

Figure: Structure of SDMU
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Tentative responsibilities for the key staff positions In the SBMU is given in the following tahle.

Responsibilities of Key Staff in Sob-divisional Management Unit {(SDMT)

Position  Rank Nr Key Responsihilities ARETS
Key Staff
Crverall technical, financial and administrative, puide
and supervise on Beat Forest Basic Plan (BFBP) and
o . antual plans, S0OEs, project monitoring &reviews;
|| SUMLIEC | AT | coordmation with the SDMUs and RMUs, facilitate
mter-sectoral convergence at district level, assist in
DLAC meetings, monitoring & reporting;
Assist 1in fund managementd releascs, expenditure
tracking, utilization cemificates, SOFs, tax filing,
Field audits: eoordinate with SDMUs and BMUs for
Accountant Imancial progress reporting, facililale and operate
double-accounting  system  based records  and
accounting soltware,
Assist in mamtaining systems, GIS/ MIS operations.

Sub-divisional 1 data processing and analysis, monitorimg, and support
Data Analysat MIS/ GIS requirements, coordinate with other
stakcholders
Docwmentation p Assist in reponting and communication requirements,
Assistant MIS reports etc.

14.7 Structure of Range Management Unit (RML)

Following the forest department structure RMU will be ercated as an extended arm of the SDMU and as
a part of the awtonomous society i.e. PMU, RMU will be headed by a RMU Chief who is in the rank of
Ranger or above i the Forest Department. S/he will facilitate project implementation at the range level,
and will also extend all technical inputs and guidance to Beats within their jurisdiction and at field level
on day-to-day basis, RMU Chief will be responsible for supervising and guiding the works carried oul
by the Beat Officers as well as JFMCs/ EDCe, and facilitate convergence at the block level,

RMUI Chief will be supported by set of personnel viz., Community Organizer, Livelihood Coordinator,
Assistant Field Accountant, and Range Data Analyst. S/he would be further supported by Beat Officers
and Field Facilitators engaged at the JFMC/ EDC level. Female candidates will be encouraged to join
the Project at various positions, The structure of RMU is given in the next page.
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RANGE MANBGENIFRNT LINIT
Head R Chied
J,.-" [Planning B implwmentation)

e

o

[ [ e

LEWEL &

Bsgistant Flald fAcoou rtant
[Project Accouniing)

LEVEL 3: L Ranpge Dista Analyst J

GFdsmsaEiiEEs s rmrnE B F FREEREE sEdEEEEEm

haaEEEsennn EEEFETREER AEEEEREEREmY

sl LEaal | Beat Oflcer ]

------ FEEEEEEmmE s R EREREERE S

e L e T T L e b b ke AL

mmcl.-nl[ Field Facliiialon ]

Figure: Structure of RMU

Tentative responsibilities for the key staff positions in the RMU is given in the following table:

Responsibilities of Key Stafl in Range Management Unit (RMU)

il gT - T—

By F e

Owverall technical, financial and administrative, assist
in annual planning and implementation, afforestation,
SMC and NTFP interventions, GIS/ MIS operations,

; assist in  assessmemt  surveys, SOEs, project

1 RMU Chief Ranger | monitoring Sreviews; eaordination with the SDMUs
and JFMCs/ EDCs, monitoring & reporting and |

capacity  building, facilitate inter-sectoral

convergence at block level

Assist in anoual planning and implementation; guide

Commniity and facilitate microplanning, traming and capacity

2 Crpaniaér 2 building, inter-sectoral comvergence, extend support
to leverage funds, assist to develop partnerships &

networks, coordinate with other stakeholders !
Assist in annual planning and implementatiod;
livelibood: small business/ enterprise plans, assist i

1 Livelihood [ value chain and market analysis, rural financing
Coordinator cluster development, guide on packaging and
marketing, facilitate  licensing, monitoring &

reporting; coordinate with other stakeholders E

4 Assistant Field 1 Assist in fund managementd teleases, expenditufd
Accountant tracking, utilization certificates, SOEs, lax

_f_
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audits; [acilitate and operate double-accounting
system based records spd accounting  software,
coordinate with Bests and JFMCs/ EDXCs for financial

progress reporting,
Assist in maintaining systems, GIS/ MIS operations,
5 Range Data | computer generated analytical GIS maps, facilicate
Analyst report generation through project MIS; coordinste
with other stakcholders

Assist in annual pJﬂ.rr.um“ ni g aml preparation of Beat

Forest Basic Plin (BFBP); supervise and puidc

_ implemcoiation, afforestation, SMC  and WTFP

i Beat Officer el st i B . S

and capacity building, monttoring & reporting;
coordinate with other stakeholders

Facilitate in community mobilization, conducting

. . consuliative meeting, microplanning, dissemination

%, ekt Facikbatar “ | of ibematon; Widiing s capesity Gullding,
documentation and racord keeping

Key responsibilitics of staff arc given in Annexure I11,
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2.5 RECRUITMENT / ENGAGEMENT / DEPLOYMENT of PERSONNEL
255 Recruitment of Personnel, Salary & Remuneration

A Personnel on Depriation:
The posts of Project Director, Directors and Assistant Director shall be filled by appointment of
officers in relevant ranks by the Forest Department, Government of Tripura on deputation basis

deputation will be ordered for a minimum period of three years at a time and ¢an be further exte
The officers on deputation to the Society for executing SCATFORM from Government / PSUs sh

governed by the service conditions of their parent departments, and will contmue Lo draw the s
which they were drawing prior 1o such deputation or in accordance with the terms and conditio
deputation sanctioned by the Government. They will be eligible for other benefits as admissible to
unless otherwise directed by the Government through the terms and condition of deputation. The;
have the option to choose to draw TA/DA and other allowances applicable in the Proje
comesponding amount as applicable to himvher in his‘her parent department.

B, Comractual Employees:

Personnel engaged by the Society at PMU or at DMUs/SDMUs/ RMUs on contract basis will be
consolidated emoluments, commensurate with their qualifications and professional experience
overall capability, and will be decided by the Project Director withm the overall approval o
Governing Body. The consolidated monthly remuneration shall m no case be less than the rel
minimum rates of wages, as notified from Gime o time, by the Labour Depariment, Grovernme
Tripura, Contractual engagement will be for & period of one (o three years at a time and can be ren
annually. Extension beyond fifth vear shall be done after careful performance evaluation, keeping i)
the applicahility of Gratuity Act and other similar regulations,

Superannuated Government Servants can be emploved by the Society on contractual hasis wil
approval of the Geverning Body, and shall be paid consolidated remuneration subject to the re
Rules/Giuidelines regarding re- employment of superannuated/retired Government Servants. They
have the same entitlement of the Traveling Aliowance and DA, as applicable to the other pe

engazed by the Society of equivalent rank.

Recruitment Procedure
Recruitment of contractual employees will be dong following the New Recruitment Policy 2018
Government of Tripura in this regard, as mentioned below:

At PMU:

« For contractual engngement by the PMU, an advertisement is to be published in at |
Bengali and one English newspaper inviting applications indicating the post(s) along
remuneration, essential educational qualifications, required eaperience cte. and other re
conditions.

+ Persons already nnder employment in any Government Department’ Organizations’ PSU &
apply through proper channel’ under intimation to the concerned controlling officer,

» The applications will be scrutinized by a committe constituted by the Project Director for
purpose, followed by written test and interview of the shortlisted candidates by the Committ
per the New Recruitment Policy 2018,

+ Knowledge of local language, topography of the area, and Jocal cultural background
given specific mportance in sclection process.

» Selection will be finalized by the PD based on the recommendations of the Committee.
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- Offer letters are to be sent thereafier to the selected candidates through e-mail followed by Speed
Post! Couriear,
+ The candidates, offered appomtment should be subjected to general health checkup befors joining.

At DMUs, SDMUs and RMUs:

+ For contractual engagement at DMUs/ SDMUs! RMUs advertisement is to be published by the
PMLs o at feast one Bengali and one English newspaper inviting applications indicating the post(s)
along with remuneration, essential educational qualifications, required experience etc. and other
relevant conditions,

* Persons already under employment in any Government Department/ Organizations! PSU should
apply through proper channel/under intimation to the concerned controlling officer.

= The applications will be scrutinized by a committec constituted by the PD for the purpose,
followed by written examination! interview of the shortlisied candidates by the Commillee as per
the New Recruitment Policy 2018,

+ Knowledge of local language, topography of the area and local cultural background may be

given specific importance in selection process.
= Selection will be finalized by the PD based on the recommendations of the Committee.
= Offer letters are Lo be sent thereafier to the selected candidates through e-mail followed by Speed
Posi'Courier.
The candidates, offered appomtment should be subjected to general health check up before jomng.

Terms and Conditions of staff on contractual deployment:

a Iniially the appointment will be done on provisional basis for a period of one to three
year subgect to verification of

i Medical Certificate issued by medical officer not below the rank of Assistant Surgeon in

suppont of physical fiincss.
i Chamacter certificate issued by two Group A or B officers,

& Relieve order, clearance certificate from previous employer, if any.

k. The appointment will be on consolidated emoluments per month, which will comprise
consolidated salary, inclusive of all allowances like HLE.A., conveyance allowance, etc,

&  Contractual employees will allowed monthly Medical Allowance amounting o 2% of pay
towards meeting day-to-day medical expenses. The Project will provide/take medical insurance from
a recognized insurance company to for indoor treatment of a contracrual employee or hiz'her

dependents
d  Women contractual cmplovees will be entitled (o matermnity leave as per State Government

regulations/guidelines m the matter.
g8 Contractual employees shall be allowed an enhancemert up to 10% at the time of renewal of the

contract.

t e engagement shall nol confer any right 1o a regular appointment at any time
i the Project or any other State Government orgamzations. The engagement will be purely temporary
in nature and shall not invite any lagal recourse now or in the future.

g The contractual employees will be entitled to sccumulate leave ns long as they are working in the

e —— e — - ———psa—
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project and they will be allowed to encash the accunmlated leave ar the end of the contract,

h That in the event of unauthorized absence during the contract perind or any other mis
shali render the employes liable for immediate disengagement, The expression misconduct
meRs  aeproper  or unprofessional  behavior, bad management, misbehavior etc. whether
misconduct or not would be decided by the Appointing Authority whose decision will be f
binding

. Engagement ef Personnel through Service Provider

The personne] to be engaged on the basis of outsourcing shall be taken through a service
following the Guidelines of the Finance department Government of Tripura in this regard a
verification of his status of registration and recognition by the appropriate Government Departm

The remuneration of persons engaged through Service Provider may be revised, keeping pace
minimum wage rates subject to approval by the Governing Body.

256 LEAVE RULES

The employees on deputation from Government/ PSUs will be regulated by the leave rules appli
them m their parent service/ organization or as per the terms and conditions of the deputation.
The contractual employees will be allowed a maximum of 15 days’ leave in a year with prior aj
of the Project Dmector or an officer authorized by him. Any unauthorized absence shall
proportienate deduction from the consolidated monthly remuneration. The employees will be ent
accurmilate leave as Jong as they are working in the project and they will be allowed to enc:
accumialated leave at the end of the contract.

If'a contractual employee is admitted 1o hospital as indoor patient for more than 24 hour
Government Hospital or a private hospital empanelled’ notified by the state government for treatn
its employees he may be granted paid leave on medical ground subject to a maximum of 30 da
yeedr,

Women contractual employees will be additionally entitled to maternity leave as pet
Government regulations/ guidelines in the matter,

257 ENTITLEMENT DURING TOURS

All the personnel engaged under the Project is will be classified as given below for the purp
entitiement on tours (TA / DA / Accommodation)

Classification of employees for the purpose of T.A. / D.A. { Accommodation:

Employees on deputation E.nntraﬂual Employees on
as per ¥II CPC nsolidated salary
Officers in the Level of 20-210f State Pay Matrix |-
Officers in the Level of 14-19 of State Pay Matrix |Rs. 60,000/- and shove
Officers in the Level of 11-13 of State Pay Matrix |Rs. 40,000/~ to Rs. 59,999/
CHiicers in the Level of 05-10 of State Pay Matrix |Rs. 20,000/~ to 39,999,.
Officers in the Level of 01-04 of State Pay Matrix | Below Es.20.000/-

rade
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NGO Team Leaders! Development Officers for journey outside their area of operation, NGO Chief
Functionaries and NGO nominees to DAC/GB to attend meetings will be entitled to TA/DA ot following

rates:

NGO pominee to GB Grade - 2 (Maximum)

NGO nomimee to DAC Grade - 2 (Minimum)

NGO Chief Functionaries Grade-3 NGO Team LeadersMembers Crade - 3
Entitlements of employees (regular as well as contractual) will be guided by TA/DA rule of Gowt. of
I'ripura.

258 Medical Allowance Reimbursement

All officers and staff on deputation shall be entitled w Medical Reimbursement as per their service rules,
Alernatively, they can opt for the medical allowance applicable for contractual employees.

159 CODE OF PUBLIC BEHAVIOUR

The SCATFORM employees are under an oblipation to observe confidentiality, impartiality and
discipline similar to that required of civil servants. Enployces may not, in the performance of their
duties, engage in political or religivus propaganda. The Project employees are required to observe
absolute impartiality, commitment and dedication to the Project goals,

2.5.10 DISCTPLINARY MATTERS

For disciplinary matters, the employess on deputation from Government will be governed by the Rules
as applicable to them. The staff’ on contract of the Project shall be governed as per the terms and
conditions of their appointment. In case of any matler requiring disciplinary action, the matter will be
referred to the concerned Government Authority with all relevant and necessary documentsirecords for
initiating departmental proceedings.

2.5.11 PERFORMANCE APPRAISAL SYSTEM

The performance appraisal system (Annual CR) for all employees on deputation from the State
CGovernment shall be same as per their respective service rules. The completed book-lets, after three
siages of appraisal, shall be forwarded to the Confidential Section {G.A Dept.) for custody and

necessary action,

Post Sell': Reporting Reviewing Accepting
Appraisal Officer (MTicer officer

Project Director As required. | Chamrperson Chairperson | Chiel Secretary
 Diirector As required, | Project Director | Chairperson Chairperson
Assistant Director As required  [Director concemed | Project Director | Chairperson
Programme Mana ger As required | Director concemned | Project Director |Project Director
Contractual Employees other than PM. | As reguired. | Director concerned | Project Director | Project Director
Contractual Employees at DMU As required. | DMU Chief Project Director | Project Director
Conractual Emplovees at SDMLI As required. | SDMU Chief DML Chief Project Director
Contractual Employees at RMLU As required,  [SDMU Chief DMU Chief Project Director

In case of any discrepancy in Performance Appraisal System (Annual CR) for officers on deputation to
the project, the General Admmistration Departments puidelines shall prevail.

The APR forms for the contractual emplovees shall be prepared by the Director (A, F& A) and approved

by the Project Director.
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1.6 DELEGATION OF ADMINISTRATIVE & FINANCIAL POWERS

The following table gives the delegation of Administrative and Financial powers:

Tripura SCATFORM Society - Delegation of Powers

CEO & PD

Chairperson, [i

FINANCIAL

T'o buy or procure materials, stores or moveahle

" |agsets required for the Society

Up to Rs, 50 Lakh for
a single itcm subject
to budget provision

Full powers subject 4
budget provision.

=

To procure & approve payment for procurement
and services availed

Full powers with
powers to delegate

To pay for feasibility studies or schemes for

L’ull Powers

project reporis or any other report undertaken or
2 prepared by any consultancy firm or technical N
organization
For and on behalf of the Society to draw,
endorse and negotiate all such cheques, bills of
exchange, promissory notes, hunches, drafis, . .
. Government and other securities as shall be ;g::'nmﬁizz;:ga: o
necessary in or fir carrying on the affairs of the
Authority
To make and give receipts release and other . ;
5. |discharge for money received by the Society i mﬁzﬁ:g at:”m
and the claims and demands of Society. P
g |Toinvest surplus funds in call and shor tecm (Full  powers with
" |deposits/Fixed Deposits powers to delegate
To open bank account of the Society and operate
i or suthorize operation thereof. s
S . : Non-recurring Rs. Full powers subject
B. |To sanction contingent expenditure 200,000/ in cach budget provision.
9 Recurring: Rs.
: 100,000/- in each
To pass claims in respect of Salary/ Wages,
10 T.A., Advances, allowances, medical Full powers with
|reimbursement and other personal entitlement | powers to delegate
of all officers and staff working in the Society
T Sanction of advances for carry out the Projeet  [Full Powers subject
|activities to budget provision
i e oo Full POWETS
12 Authorizing  transfer  of  funds/ Signing of including powers to
i delegate
Award of work, payment of work bills, supplier 2
13. [bills, works advance, suppliers' advarice and all |T0 PSS VI
other contingent bills. g o
To sanction entitlements of Othcers/staff
M-l working in the Society. Full Fowees

Pt




TrIErn Sustainable Catchment Forest Hawm’t w Operational Manual - SCATFORM

B ADMINISTRATIVE
1 ;Ptﬂ‘gﬁﬂt to posts created with approvall o T
a, Sanction of journey within the state, a. Full powers with :
2, |b. Sanction of journey of officers and staff puw,sp to delegate . F.UH ik i
of the Society b. Full Project Director |
3 Sanction of leave, increment efc. to the Full powers with
_|officers and staff of the Society powers to delegate 3
Permission for medical'treatmentin o =
4, |Hospitall  Institute inside or Full powers with
outsiide the shate powers (o delegate
s ﬂﬂﬁgﬁfﬂiﬂl treatment in a private Full Power
L. PROCUREMENT MATTERS
Full powers
| Fanction of works to fulfill the chjectives  [Up to Rs. 50 Lakh to HPSC on
© ol the Society under each scheme recommendation of
Governing Body
2. [Award of works Full powers
3 Constitution of  Procurement
| Committes Full powers
h iﬁiﬂ“m el o Up to Rs. 25000/~ |Up to Rs. 50,000/
Award of waorks with  limited
5. | quetation (with wide circulation, but Up to Rs, 5 Lakh Up to Bs. 20 Lakh
not publicalion in newspapers}
Up w Rs. 500 Lakh
Powers o invite and decide limited Eaﬂﬂuﬁ:ijfnﬁ[ﬁ for each work on
6. | quotations’ tenders for specialized by D o Scrutiny by
quality items from reputed firms ll'::f:mmﬁ s Procurement
' Committee.
Writing off a. Loss due to theft, Full powers up o Rs.
7. |fraud; b, loss due depreciation; ¢. Disposal 100,000/~  in  each Full Powers
of unserviceable or surplus CASE.
g |Approval of Tender CallNotice and Bid ~ [Full  powers  with | Approval Structural
documents powers to delegate design and drawing
9 | Techmical sanction of Estimatss Upto Rs.20.0 Lakhs
Power to sanction estimates for purchase :
it v ootk il plee POl pawem. Wik
required for approved powers to delegate
Sanction of extra’substitutad items Full Sk
11 |and approval of deviation from contract not PU:;H
exceading 10% of the sanctoned cost i
. Full powers with
12 | Approval of rates based on analvsis povers o delogate

For decepralization of anthority and smooth functioning of affolrs further delegation of powers in respect of
offfcers of PMU, DMUY SDMU shall be made by the Project Director as provided above.

e e . s . = S o | | e, = I =Wy
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2.7 Project Management Consultant

Project Management Consultancy comprising required International and National experts as provided
the Project will be engaged on contractual hasis for a period of six vears to provide techno-manager
assistance to the SCATFORM PMU and to bring in the global perspectives to the execution of vario
project activities and project outcomes through out-of-box thinking in projec strategies ar
development of various processes under Project,

1.8 Selection of contractual staff for NTFP Centre of Excellence

The NTFP Centre of Excellence will engage contractual! outsourced staff required by it unde

SCATFORM with the concurrence of PD.

1.9 CAPACITY BUILDING INTERVENTIONS:

For all the employees to understand and have proper appreciation of the Project and obtain knowledge

skills required for its smooth execution, regular trainings, study tours (field visits) will be organized b

the PMTJ.

Training: The training programmes will be designed based on the assessment of Training Need
Analysis by the PMU so that contents, modules and training curriculims comectly meat the needs of th
trainees concerned. Resource persons can be hired by PMU for the trainin £ scssions. For a certair
training topics, the concept of Trainer's Training (TOT) will be adopted. In such approaches, a group o
tramed officers of PMU, DMU or SDMU will act as resource persons for other officers/staft,

Study tonrs (field visits) for DMU/! SDMU/ RMU staff: Study tours for selected DML/ SDMLUY RML
staff members will be conducted a few times during the Project period. These tours will be planned and
undertaken under the initiatives of PMU and the concerned DMUs/ SDMUs, They will have the options
to visit ather DML/ SDMLUY RMUs or other schemes relevant (o the Project within the state fo share
experiences and learn any relevant lessons.

Apart from the various training programmes envisaged under the capacily building initiatives as outlined
in the Project document it is desirable to include HIRD / TOM terventions towards reinforcement of
vawrious stake-holders and personnel associated with the project.

2.10 DISTRICT LEVEL ADVISORY COMMITTEE {(DLAC)

The DAC will function as an inter-agency snd multi-sector coordination body for the Project ar the
district level. The members of DLAC will meet at Icast once in two months,

Constitution of District Advisory Committes

Chamrperson District Colloctor

Member Sacretary Lhistrict Forest ()fficer
| Member Project Diractor, District Rural Development Agency
Ivlember Dy, Diirector, Agricultire Dept.

Member Diy. Director, Horticulture Depi

Member Dy Dircctar, Fisheries Dept,
| Member Chief Medical officer

| Member Chief Veterinary officer

Member Sub-Dhvisional Forest Officers of the District
Member Block Development Officors of the District

Member Zonal Development Officer, TTAADC

Mlember Zilla Parishad Choirman's nomince

Memiber President, JFMC (1 JFMC from each Sub-division) to be

pansinated by concened DML,
Member Cieneml Manages, District Lead Bank
e by NGO (Mominee of CEC & PD Tripura JICA Project)
= T T N e S ) (e
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CHAPTER-3
ACCOUNTING

3.1 INTRODUCTHION

The "Accounting Procedure’ of the Tripura Forest Environmental Improvement and Poverty Alleviation
Society” has already been approved by Government. The same would be mutatis mutandis adopted with
revision as may be warranted for the new Project with the concurrence of Accountant General, Tripura.

Some provisions of the "Accounts Procedure” may need to be elahorated or modified in the light of
experience gained in the project execution, or on review. To address these aspects, suitable elaborations
may be incorporated snd put in operation after the approval of the Governing Body, Amendment if any,

however, will require Government Approval,

Accounting procedure to be followed by the JFMC and SHGs JLGs has been elaborated in the JTFMC
Management Manual of TFIPAP.

BUDGET & ANNUAL PLAN

As provided in the Accounting Procedure of Tripura SCATFORM Society, PMU will prepare Annual
Budget and also an Annual Plan, and place il before the Governing Body for discussion, scrutiny, and
approval before final approval by the HPSC.

Each DML shall prepare a Plan based on the data colleeted through survey and micro-planning excrcise,
Keepmg in view the Plans of the DMUs, Annual Plan and Budget for the Project will be prepared by
the PMU, immediately afier the approval of the Annual Plan by the Governing Body. The DMU Annual
Work Plan and Budget (AWP&R) will contain all required details of various activities to be undertaken
during a year down to the site particalars, and time schedule to facilitate proper and timely
implementation and monitoring of the activities along with process documentation.

DMU AWP&R are needed along with Plans, firstly beceuse in the plans it is not possible to chart out
details of strategies, and activitics, which are o be undertaken each vear, and secondly under
SCATFORM there is continuous learning and development of new strategies every vear. There is a need
each year to take stock of achievements as well as constraints to refine the implementation strategies. Tt
follows that annual planning iz a step in the process of continuous assessment of the situation and
identification of appropriate strategies and activities for achieving Project goals.

3l




Tripura Sustainable Catchment Forest Management Society Operational Manual - SCATFORM
1} Annual Flan of Operation (AFPCY)

PMU will prepare Anmual Plan of Operation (APOQ) for each financial year starting from first year, and
get it approved by the HPSC prior to commencement of new financial year. PMU will guide, capacitate
and make efforts to ensure that the plans are prepared in timely manoer through a consultative process
starting from the lowest level of project implementation. Process of participatory planning and its
integration at the highest level (PMU) is indicated in the following figure:
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Figure: Participatory Ansual Planning Process

FUND MANAGEMENT

Following are key mansgerial features to be adopted and adhered by the PMU (Socicty), and by the
TFD/ State to make the institutional arrangement effective, and to function within the famework of

povernment systems.

1) Budgetary Provision
TFD will take all necessary measures to secure the funds required for smooth implementation of the

project, and there will pot be any delay in implementation due in insufficient budgetary provisions of the
annual project cost including state share. For fund allocations, a sub-budget line will be created in the
state budget line of TFD in name of the Progect.

3) Anditing
According to the sxisting financial procedure the state grants to any registered society extended from the
consolidated funds of state/ GOI are liable to Comptroller and Auditor General {(CAG) audits. The

Comptroller and Auditor General of India (CAGQ) derives such powers from the Constitution and the

e e e
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CAG's Duties, Powers and Conditions of Services (DPC) Act, 1971, and iis subsequent amendments,
Offices of the Accountants General in the states form the part of these formations. Thus, Financial
Audits may also be carried out for each financial year by the Comptroller and Auditor General (CAG).

Also, according to the Society Registration Act, a society 15 required to have a statutory annual audst
conducted by 2 Chartered Accountant (CA). Thus, annual statutory audits by CA will be carried out for
the accounts of PMU, and may firther investigate the project accounts at the divisions/ sub-divisions
and the village level institutions. To establish internal financial discipline and control, concurrent audits
will be instituted by the PMU — guarierly or biannually. Such concurrent audits will be regularly

reviewed by the GB.

4) Compliances of General Financial Rules

In order to have smooth compliances with (General Financial Rules (GFR) of Government of Tripura,
PMU must induct experienced Finance Officer from the Tripura Civil Service cadre or Audi
Department who should have exposure and oricntation of managing externally-aided funds. In case state
government is not able to provide such eligible officer, equally competent and expericnced person from

TFD could be deputsd.

The personnel in position will facilitate submission of Statement of Expenditures {(SOEs) to JICA
through Central Aids, Accounts and Avdt Division (CAAA) under Ministry of Finance, Depariment of
Economic Alfairs (DEA) and Ministry of Environment, Forests and Climate Change (MoEF&CC), and
to the state government. S'he will ensure better coordination with the state Finance Department for
smooth project mmplementation, as well as with the CAAA and JICA for getting clearance on
reimbursement chims in timely manner, Women candidate in state cadre or TFD will be encouraged to

join on the posttion.

5) Accounting Procedures

The budget allocations will flow from the State Government to TFD to provide the funds further to
PMU without any delays as per the annual budget and plan approved by the GB and subsequently by the
HPSC. As per the institutional arrangement, the fimds received by the TFD from the state will be given
to PMU as grants for each financial vear. Similarly, the PMU will further previde the funds to the
DMUs that will further be given to RMUs through SDMTs, and JFMCs/ EDCs — the key implementing
institutions. The PMU will have no rights to divert the funds received for the Project for any other

purposes or other projects.

PMU will open a bank account exclusively for the Project, and will be managed by the CEQ/ Project
Ditector as per the bye-laws and Rules & Regulations of the society. The PMU will ensure to adopt a
unified accounting procedure based on double accounting system at all levels. PMU will create finance

and accounting procedures for the Project, and adopt it withm first & months of its operation.

To receive project fands DMUs, SDMUs, RMUs and Village Implementing Units viz., JFMCs' EDCs
will operate separate Bank Account{s) in the nationalized banks for the purpose of the Project. The
funds from the project account with PMLU will regularly go to the designated project bank accounts with
DMUs as per annual plan of operation (APO) on quarlerly or semi-anmually basis following the
guidelines and procedures mentioned in Operation Manual, by utilizing any of the available banking
transaction options. DMUs will further provide the funds to RMUs through SDMUs for ‘Department’
mode (Non-JTFM) activities, whereas the funds for ‘JFM® mode will directly go from DMU to the village
level institutions JFMCs’ EDCs project accounts on advice of the RMUs/ SDMUs without delays

according to Tespective annual plan of operations (APO). Table below provides system of fund flows,

e e — e e
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Table 1: Fund Flow and Control System for the proposed Institutional Arrangements
[T SOE SOR/
g “T:n Control Fund Relese H:;':“" Natwre of | Utilication | Utilizstion
£ Rm"’"ﬁ.m System Antharity E""“ Fund Certificate | Certificute
[ssmance Enhmhﬂﬂ_]__
POCE Armual Budget | Finencs Budget from State
| | {HeFF), | allecation (line | Departrmeat, mp| TFD consalidnted | TFD Fimanee
TFD item) State Govt, funds Department
Annual Plan of
i PaAL o, i CAAA
T AT -
o R ?f,‘;"ﬂ'j'”“ - ™ {Socieiy) i i {DEA)
Advice Mote
1 | DU W | based oo the PhL | DU Grant-in-Aid | DMU PML
distrctplan B
A chepee Mode
based on the ! :
4 | somu T fop e LM ®) SDMU | Grant-in-Aid | SDMU DL
plan
Advice MNote
5 | kMU | based on the SDMU  mh| RMTI Grant-in-Aid | RMU SDMU
range plan
Addvice Mate O
JFMCY hased on the JFMCY g JEpCY
6| tpc ¥ beat and RMU = one e | e e
microplan | .
SHGY Business Plan/ JERACY SHGS JEMIC! JEMILCY
7116 ¥ Amusiran |EDC ™G [ Leww/Gemt |gpe EDC

Process of putting forward budget request, fund flow and submission of Statement of Expendi
{SOE)Y Utilization Certificates (LC) by various levels is depicted in the figure below, As an excep
the Wildlife Warden, Gomati Wildlife Sanctuary (SDMU) will receive funds directly from PMU
transfer them to EDC through RMU, and will maintam records and also share the Utilization Certifi
with PMU as well as DF( (Dhalai) who is Nodal Officer for the Gomati Wildlife Sanctuary.
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Figure: Fund Flow and Planning & SOE Submission
The success of the project lics on timely disbursement of funds to the project implementers ie. the
DMUs/ SDMUs/ RMUs and the JFMCs/ EDCs. For this purpose, there should be timely release of funds
by the PMU to the DMU & by the DMU to the SDMU to JFMC/ EDC through the RML,

All pavment for works, release of advances from PMU to DMUs and transfer of funds from DMUs o the
SDMUs RMUs and JTEMCs/ ETNCs will be done through electronic transfer following the provisions under
Govt, of Trpura Office Memorandum in this regard.

Funds of the Society shall not be diverted or re-appropriated to meset any expenditure that has not been
sanctioned by the competent authority.
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HEADS OF ACCOUNTS
Detailed "Heads of Accounts" to facilitate correct sceounting of expenditure are given al Annexure-TI.

COMPLIANCE OF AUDIT OBJECTIONS
In order to keep a watch over the settlement of objections/observation of the Internal Auditors or the

Accountant General included in the audit report, the Accounts section of the PMU will maintain a .
Register setting apart separate folios for cach DDO and DMUSs). Director (Administration, Finance
SrAudit) will be responsible for ensuring compliance 1o audit objections/observations.

The PD will periodically, at least once every quarter, will review the progress made on the settlement of .
outstanding audit objections.

INTEREST
The mterest accrued on bank deposits is not to be remitted 10 Government as General Revenue and it

will be retaincd with the Society and wiilized for the Implementation of the Project.

ANNUAL REPORT
The Annual Report of the Activities of the Socicty along with Audited statement ol Accounts shall be

prepared by the PMU, approved’ adopted by the Governing Body (GB) at the Annual meeting specially
convened for the purpose.

The Annual Report along with the audited accounts of the Society and Audit Report shall be furnished
o Government of Tripura within nine months of the close of the financial year. A copy will be widely
circulated, and copy kept in the Project Website,

Frocurement Method
Procurement of goods and services will be done through the following methods:

(il Procurement without quotation can be done with the orders of the Project Director up to an
amount of Rs. 25000/~ in each ilem, and up to an amount of Ks, 50,000/ with the orders of the
Chairperson, GB.

() For items of vale exceeding Rs. 25000/~ but not exceeding Ks. five lakh procurement is to be
done by inviting limited quotations (without newspaper publication) indicating detailed description
of the item required, likely quantity required, when the order would have be executed, last date
for sending in the inquiry, and details/samples to be sent by the party along with their offer. In case
of urgency, such guotations can be collected by the Project staff personally or telephonically
contzcting the parties Prior approval of the competent authority shall be obtained justifving its
necessity and the budgetary provision, The partics to whom the enquiry has to be sent may be
decided based on the past contacts, contacts made hy the parties through personal approach, parties
selected fiom the advertisement/listing in the Newspapers, Yellow Pages, Wehsites, ctc.

i In the normal course the order for supply shall go in favor of the firm/supplier who has
madc the lowest offer.

b A formal order shall be {ssucd by the Director (A &F) with a copy to the user/indenting AD/PM
which shall include the name of the supplier, detailed description of the item o be supplied in
umambiguous terms including the make and specifications, quantity, unit rate and the total value,
applicable taxes and duties, freight and delivery charges if any, place of delivery (PMLI),
validity period of the order, payment terms, penalty clause, if any, for delay insupply.

B e S
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(i} Procurement of goods and services of value exceeding Rs. Five lakhs shall be made only through
an vpen competitive bidding process with newspaper advertisement. All such bids shall have two
components viz, (a) Technical bid and {b) Financial bid in two separate sealed envelopes submitted
together, Scrutiny of offers received shall be done by a 'Procurement Committee' constituted by
the Project Director for the purpose. Financial bid of the party found to be technically qualifisd and
ranked first during the technical evaluation by the 'Procurement Committee’ would be opened and
rates nepotmted if considered necassary, Recommendations of the 'Procurement Committes” will be

put up for approval of the Competent Authority.
() Proprietary items can be procured based on single offer basis subjoct to the prior approval of

the Compeicnt Authority, If there are any DGS&D / GEM approved rate contract holders, such
approved prices of DGS&DY GEM may be the basis for finalizing the order value.

(vi DMU/ SDMU shall also follow the above methods for procurements under the Project.

Miscellaneouns

Vehicle Log Book
Maintenance of log books in respect of the Project and hired vehicles will be done as below:

The Driver m-charge of the vehicle should make entries every day in the book as per the
eolimns provided for and obtain attestation of the officer concerned.

The entry should be legible and written in ink. Overwriting should be avoided; corrections if any
should be attested.

The Driver should record comect quantities of the petrol, diesel, and lubricating oil etc.,
recelved with stock receipt Note No. or Bill No., Dateetc.

The Driver should also record the details of periodical servicing / repairs carried out and spares
fitted to the vehicle in the appropriste pages provided for the purpose.

After completion of the each month, the menthly abstract as provided should be prepared by the
Drriver to obtain the signature of the concerned officer,

The log book should always be with the vehicle and should be produced before the inspecting
officer when called for.

Excess consumption of POL if any, should immediately be brought to the notice of the officer
concerned to get the consumption tested and seek further instructions from the officer

concerned.
Loss of tools, accessories eic., should immediately be brought 1o the potice of the officer

concerned.
The format for log book and mamtenance records may be prescribed by the PMU
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5 Society: 8 1 -
(Detankel Heads of Accoumi)
Budget Head Particulars J
10 | Sustainable Forest Management - )i
10 | Ol Department Maode
oo o S .l.ﬁiﬁl'.l;J-".'l'..-!.J.'t.'.rEIll of Forest Murseries
10 {01 |01 | Ol Hi-Tech Mursery
1| 01| 01 | 01 | 01 | Construction of Nurseries
10 | 01| 01 | 01 |02 | Seedling Production
o (o1 |ol| o2 | Central Nursery
[0 ar | o Toz o Imprm-lug Existing Central Nurseries
10 [ 0101 | 02 | 02 | Seedling Production
10 [ 01 [ 01 | 02 |03 Plantaion Journal
10|, | o2 Application of Plantation Models
10 [01]02] 0l Filter Strips & River bank Plantation
10 o1 [ 02 [ o1 | o1 | Filer Strip -
10 | 01 ) 02| 01 | 02 | River Bank Plantation
10 | 01|02 01 | 03 | Bandalling
10| 01| 02 | 01 | 04 | Sign Board for Plantation site
10| 01| 93 Habitat Improvement 1o in Gumti Sanctuary
106 0103|010 | GuoniSanctuary
10 | 01 [ 03 [ 0l |01 | Frait Trees Planting B
10| 01| 03 | 01 |02 | Grassland Development - ‘ :
10 | 01| 03[ 01 | 03 [ Weed (TAS) F[ad,rcnmr:
[0 | (1| 03 | 01 | 04 | Fire Line Maklfig ‘
0 [ 01| 03] 01 | 05 | Boundary Marking with Pillars = |
10 /0110301 |06 | Check Dams - Earihen e o
10|01 03 | 01 |07 [ Gully Plugging )
10| 01| 03 | 41 | 08 | Check Post and Guand Room
10 | 02 [ JFM Mode (by JEMC/ EDC)
10 |02 | 01 Establishment of Deventralized People’s
1|02 01| ol | New JEMUC! EDC MNurseries .
10| 02| 01| 01 | 01 | Establishment of Nurseries B
10 |02 ][ 01 [ ;1 [ 02 | Seedling Production -
10 |02 02 Application of Plantation Madels
0|02 02|01 | | Anificial Regeneration (AR)

10 |02 (0201 |01 |AR- M.m?d
10 |02 02| 01 |02 |AR - Bamboo
[ 10 2|0z 02 Aided Matural Regencration (ANR) |
0 |02 |02 02 |01 | ANR- Mixed '
10 |02 |02 02 | 02 | ANR- Bamboo

10 [ 02 [ 02 03 | | Teak Plantalion Management

e T e e
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10 (02 0204 ] Silvi-Pastoral Plantation on Open Forests
10 |02 [ 03 Eco dmiupﬁwfrt i
10|02 03] of Identification of EDCs and Planning )
| 10702 03 [ 01 | 07 | Mdeutification of EDC _ _!
| 107102 | 03| 01 | 02 | Microplanming |
10| 020302 Ceo development Activities
10 [ 02703 [ 02 | 01 | Revolving Fund to EDC for small 1GiAs g
10 |02 | 03 [ 02 ] 02 [ Entry point activities .
20 Soil and Muoisture Conservation
20 [ o1 Construction of Check Dams
20 [ o1 [ o1 | 01 Earthen Check-dam (Model-1) |
20 (0101 | 02 Earthen Check-dam (Model-11) i
20 (0101 | o3 RCC Check-dam (Model-TIT) .
20 |02 Erosion Prevention Works combined with Check Dams
20 | 02 |01 Brushwood Check-dam for Gully plugging
20 [0z [0z Contour Trenches - =
(20 (0203 Mulching and Plantation around SMC works
20 ) 03 . | Assessment ol Soil and Moisture Conscrvation
20 |03 [ m Warer Quality Monitoring
30 Li?elhnud_ﬂ_ew_luﬂcnr -
30 |01 Community Organizations for Livelihood
0 [0fo1| Trainings for SHGs/TLGs (included in ]
| 30 [0l {01 | o Type I: Organizational Management and Accounting
200101 ] 02 | | Typell: Skill Development/ Techmical Traming
30 (0ol o3 Type IT1: Marketing
30| 02 NTFP based Livelihoods B
30 (02 ] 02 Support to NTFP hased Livelihoods
30 Joz] oz 0l Support 1o NTFP Centre of Excellence (NCE)
| 30 [02 [ 02 | 02 Formation of NTFP Collectors Groups - Tier 3 _
30 (02002 [ 03 Awareness Program on Sustainable Harvesting of NTFP
(02|02 [ oa NTFP Collection’ Primary Processing
01210205 | Diagnostic Studies (Department Mode)
| 30 (02 [0z | 0§ Advanced Processing and Value Addition Unit
3 |02 02| o6 |01 [_l'ngt'v-.ast_i_c Study for Establ_iﬁhin_g Advance Level
30 4 02 [ 02 | 06 | 02 | Establishing Processing and Valae Addition T
30 102 | 02 | 06 | 03| Promotion and Marketing Support
0 | 03 Agro-forestry based Livelihoods
30 {03 o] _ _mmﬁ-ﬁ'nrﬁh}' Muodels
303 [ 02 Plantation of Agroforestry Crops
i Jo3o2 o Creation of Agroforestry Plaatation
0 [030z] 0z | Follow up
0 Jo3fo3 Support for marketing
30 -'IH_ 03 | 01 | | SHG consortium prant

_—wﬁ_-




ura Sustsinable Catchment Foresi Management Society Operational Manual - SCATFORM

30 | 04 Livestock and Fish Farming based Livelihoods
30 | 04 01 | Suppost for livestock farming
30 | o4 | 02 Support for fish farming
30 | 04| 03 Support for marketing in livestock and fish farming
30 | 04 | 04 Support for raining of para vet assistants
30| 05| 0l Organic Farming bascd Livelihoods
30 [05] 01| o Support for seiting-up model organic and conservation frms
EREE Support for organic production and marketing
30 | 06 Emlﬂunam development
30 (06 |00 Puolicy, ':EI‘&EEELC institutional framework for Ecolourism
30 | 06 | 01 | 0] Review and Redrafting of [ Tripuma Ecotourism Policy
30 [ 06 | 01 | 01 | 01 | Constitutive committee formalion & expert
30 |06 | 01 | 01 | 02 | Public hearing and drafl policy preparation
30 [ 06| 01| 02| | Establishment of Ecotourism Development
30 | 06 | 01 | 02 | 01 | Feasibility study B
30 |06 [ 01 | 02 | 02 | Preparation of an Organizational Manual for Ecotourizm
30 | 06 | 01 | 02 | 03 | Ecotwurism development fund
30 | 06 | 02 Promotion & Marketing of Ecotourism
30 |06 | 02 | 01 Deesign and development of an cootourism website
30 | 06|02 | 02 Publication and prummmnal materials
30 |06 |02 | 03 Assistance Lo participate travel trade fairs
(30 |06 |03 | Upgrading of Eco Parks
30 |06 | 03 | 01 Construction ! Engineering Works 3
30 [ 06 | 03 [ 01 | 01 | Class room-cum-Activity Centre N
30 | 06 | 03 | 01 | 02 | Administrative Office Building =
T30 |06 | 03 | 01 [ 03 | Interpretation Centre/ Mini Museum B
30 |06 | 03 [ 01 | 04 | Dining Space =
30 | | 03 | 01 | 05 | Kitchen
30 [ 06 [ 03 | 0] | 06 | Toilet Block
30 |06 (03 | 01 | 07 | Camping Site Development
30 | 06 | 03 | 01 | 08 | Parking Space ) )
30 | 06 | 03 [ 01 | 09 [ Exhibits (Indoor and Outdoor) Installation ]
30 | 06 | 03 | 01 | 10 | Development of Progmmmes & Activity
0 | 06| 03 | 01 | 11 | Staffing and Training
30 | 06 [ 04 Support (o existing ecotounsm destinations
30 | 06 | OF Development of New Eeotourism Destinations
30 (06|05 | 01 Infrastructurs development
30 |06 | 05| 02 e _Hun—mfra'.-.l.mc!.urc development
LR Revolving fund to JEMC/EDC for small 1GA
30 | 07 | ol Eligibility for Availing Mlcrnf'mamuLuau by SHG
30 |07 |02 Laan distribution to SHG and among Mermbers
30 | 07 | 03 R:-mlvmg Fund
30 |07 | 4 Grading and Rating of JFMCs/SHGs for TGA

L—_ [ E————— e — .
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| ] ' Institutional Strengthenin ng o -|

40
.' 40 I}I_| B Department Mode = - o _I
| 40 [ 01 | 0 | [nftastructure and Maobility FII[EEHL..III_E'III B |
40 00110 | 0 Huﬂdmg Construction __|

101 |6 [ oL | o TmHS]fﬂﬂfmuliﬂudﬂﬂi}llfl:llr{u'ﬂhl. ':J]EL-E-‘I"': in ﬂ_tla_:!:taln
] EI 01 | 02 | DFO Offices

40 101 ) 01 | 01 [ 03 | DFO Quarters S
40 | 01 ] 01 | 01 [ 04 | SDFO Offices —

.n..l...'a.
=
1
|
|
|

S
|

40 | 01 | 01 [ 01 | 05 | SDFO Quarters _
40 | 01 | 01 | 01 | 06 | RMU Offices :
40 | 011 01 | 01 [ 07 RO Quariers ]
40 (01| 01 | 01 | 08 | Forest E:ﬂtl'jh_li.it_ -
(40 101 ] 01 ] 01 | 09 [Forest Guard Barracks
[ 40 | or [ o1 | 02 Vehicle Procurcment
40 | O1 [ 01 | 02 | 01 | 4 Wheelers/ 4WD

40 | 01 [ 01 | 02 | 02 | 4 Wheclors 2WD _

40 | 01| 01 [ 02 | 03 | Motorbikes — 0
4010102 i Enhancement | of GIS/ MIS facilitics . _ ]
40 01 |02 | 01 Suppﬂrt for *.i[rﬂrqgrhlf‘l'llj.l_gh GISJ" MIS

40 (01|02 o ol Equipment o
40 | 01 | 02 || 02 [ Satellite Imagery |
40 (0102 | 01 |03 Human Resource

40 | 01 | 03 Gender Mainstreaming ]
40 | 01 | 03 | 0] Impact Study on Gender B
40 10l |04 = Enhancement of Environment and Social N
40 | 01 [ o4 [0 lnstitutional Framework for ESMSE/ STFDPE
4 | 01 [ o4 | 02 Capacity Development for ESMSF/STFDPF =]
40 |01 |4 | 03 E-mdwers:t_:.r Azgeszment
40|01 | 0% Capacity Development of Forest Department
40 (01|05 M Trainings !

01|05 ol [o0] Tminmg PE'DEiEMmeH Mational
40 101 [ 05| o1 [ 02 Training Plan Development- Overseas
Training: Skill Development, Managerial & Technical for
40|01 08 | 01 [ 03| gl Tan SDMU

Tmmmg Skill I]:ve!a::pm-:nl Managerial & Technical for

40 01|05 | 01 | 04 RMU
| 40 ] 01 [ 05 | 01 [ 05 | Refresher Trainings for PMU; DMLY SDML ==
| 40 101 [ 05 | 01 |08 Refresher Trainings for RMU _ T
| 40 [ 01|05 [ I:xpu:mrc' Vigits e

| 40 |01 [ 0502 | 01 | Nationall Guiside Stie for FRGDT D SDMU
40 | 01 [ 05 | 02 T 02 | National/ Cutside Statefor BMU -
40 | 01 | 05 |02 [ 03 | Overseas

IT_U: I.-_{II__EJ:'J | | | Forest Resaarch

40
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| 40 |01 ] 06 | (1 ] lleqenrc_:_h_ on vegetative propagation technique of . 4
| 40 01 | 06 | 02 Research on vagetative pm].'l:t};,ﬂtlun tm;'hn-lqua of Cane
40 [ 01 | 06 | 03 = Rescarch on productivily of high value species _}-»
a0 [gz| | | JEM Maode _| 5
49 [02] 01 Infrastructure and Maohility Enhancement 'j-.
40 |02 |01 | 01 i Building Construction .
40 |02 | (1 01 [ Multi Ureility Centre for JFMC/ EIX
40 [ 02| 0z | Capacity Development of Community Institutions
40 |02 [ 02 101 [ | Trainings |

| Training: Skill Development, Managerial & Technical for
0T 90T OT | sEMCr EDC Members

= Training: Skill D-L-wlnpmenn Marnagerial & Technical for SHG
40 (02|02 | 01 |02 | Mersbers

40 (02 )02 |01 |03 Refresher Trainings JEMCY EDC Members
o (o2loz 01|04 Refresher Traimings SHG Members

40 (0202 | o2 Exposure Visits

40 | 02 | 02 | 02 [ 01 | National{ Ouiside State
40| 02 | 02 | 02 | 02 | Within State - Cross learning

40 (03] | | | Department Mode B |
a0 | 03|01 Preparatory Activity for Project Implementation
40 (03[0 |00 _ Institutional Set-up and Procurement |
40 [ 03 [ 01 | 01 | 01 | Establishment PMU, DML and RMU
40 [ 03 | 01 | 01 | 02 | Deployment/ Hiring of Pn;ﬂ:n:t Staff for PMU
40 |03 |01 | 01 | @3 Deployment/ Iiﬁﬁ-ﬁ}'ﬁ-ﬁje:t staff for Ficld Office _|
40 (03 | 01 | 01 | 04 | Procurement of PMC
40 [ 03 | 01 [ 03 X Ma]:r [preparation 5
40 |03 | 01 | 02 il Hiring contractor for ImApping
40 (03 (01 | O3 Hatch-wise Approach
40 [ 03] 01| 03 | 01 | OB meeting
40 (03] 01 | 04 | Preparation of Beal lu:L:-L Baw: Pian (BFBP) i
40 (03| o105 Baseline Surveys ]
40 03 | 01 | 08 Identification of RoFR and JFMC lands ~

an | 03 01|06 [ 01 | RoFR area a

40 |03 | 01 | 06 | 02 | JFM area
40 |03 01| 07 _Premuﬂm Activity for Community hl:jhjfizatmn
40 | 03 o1 | 07 1 | Modificatian/ ['.'-E".-I..L;J]j-m:nt Standard "Llh.ﬂ.;ﬂgl:l:m.nl Manual
40 | 03 | 01 [ 07 [ 02 | Formation of DMU, SDMU and RMU
40 | 03 | 01 | 07 | 03 | Recruitment of COs, LCs and FFs

40 [ 03 [ 01 | 08 Review and Revision of Project Manual

40 |03 | 01 | 08 | 0] Oiperation Manual

10|03 [ 01 | 0% | 02 T:.:nm-:alr.ﬂauuamﬁéiiﬁmm

0 |03 [ 01 08 [ 93 | Training/ Orieutation Maicrial
0 03|01 |09 | Orientation of Project Stali
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40 |03 | o1 | 09 | 01 | PMUY DMU

40 [ 03 [0l [0 | 02 | SDMURMU o

40 [ 03 | 02 I “f'-'_'l'l.-"i'l'llili'l'l'il'lg & Fvaluation

|40 [ 03|02 [ ol I'rlﬂlllllll.:l]'jll,l_:.;. ' o
40 [ 05| i':fj_'_ 0l | 01 | Annusl Planning & Review Workshops- PMILT

40 [ 03 [ 02 [ 61 | 02 | Annual P].J.umng & Review Workshops- DML

40 | 03 | 02 [{)I 03 | Concurrent Monitoring & Review a
(40 [ 03 [ 02 [ 91 |04 | Concurrent Monitoring & Review by HPSC - - Twice a year

40 [ 03 [ 02 | 01 | 05 | Concurrent Mcmsmru]g & Review by GB - {._iuarlmlv
| 40 | 03 | 02 | 01 ._EI-IE-' P OnCUrTe Muuﬂnnug & Review by ER - "i.-flunr_hJ].' - o

40 |03 |0z [ o1 | 07 | Lumurrent Monitoring & Review by PMLI - Monthly

40 | 03 | 02 | 01 08 | Concurrent Momitoring & Review by DML - Monthly

40 |03 [ 02 | 01 | 09 C‘umpuh.hmﬂ Accounting System

40 J 030z | o2 Impact -"sth'-an:nl & Studies

40 [ 03 | 02 | "{I'l 0l Bascline Socio-Economic '-.-uw-r:y5 _
|40 |03 |02 | 02 02 | Mid- Term' End-Term Socio-Economic l'_:-uw::}s
[ 40 |03 | a2 | D2 |:|'3_L'_ Hm—ph}mcm Surveys Forest composition and bm-ci:w:run ¥
|40 103 | 02| 02 | 04 | Bio-physical Surveys i"l}l‘tbt carbon stack stu{l-.,

a0 |03 | 02| 02 | os | 'ii:-phwwﬂf Surveys Awareness on sustainable forest/water

40 |03 o202 |06 Impact Assessment -
| 40 [05 [ 02 | 02 | 07 [ Thematic Short Studies (need bascd)

40 (030202 | ﬂmnm]ﬂmtumry Financial Audits

40 [ 03 | 02 [ 04 Mublic Relations and Communication

40 | 03 | 02 [ 04 [ 01 | Newsletters

40 [ 03 | 02 | 04 | 02 | Brochures and leaflets

40 | 03 [ 02 | 04 | 03 | Anoual Report

40 (o302 |04 | 09 Wehsite DE.".'.L"I-L?p!'.IllII:I'II

ozl | Phase-Out Activily - Project
(40 |03 [ 03 [ 01 | l‘rﬂpﬂmnﬂn of Sustainability Plan ==

40 | 03 03 | 02 | Transfier of Assets and Resources

40 | 04 d JFM Mode
40 | 04 | 01 Preparatory Activity for Community Mobilization
40 [ 01 | 01 Constitution/ Reconstitution of JFMC/ EDC

40 (04|01 | 02 | Microplanning
E:.}_ | 84 | 01 | 02 [ 0 | Baseline Survey in JFMCs/ EDCs -

04 101 ) 02 |02 Frepa:auﬂn of Microplan m JFM/ EDC arcas
fri'} | 04 h2 | Operationalizing M&F System )

40 (04 | 02 | 01 Annual Mlanning & Rev:ew Workshops of JIFMCs' EDCs
| 40 | 04 '_ﬁ_.'-‘__ﬂl | Anrual Statutory Financial ,-".u;ll'rs nf‘JFML‘b.-‘ EDCs
40 [ o4 [ 02 ] 03 | Annual Social Audits ofkIFMCs/ EDCS
40 | 04| 03 | Phase-Out Activity - JEM
| 40 | 04 ] | 0l | Preparation nf‘iustﬂmnhllﬂjr!‘[an for CROs

4H
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b |

=
40 [ 04 [ 03 | 01 01 | Sustaimability Fund for CBOS ) / /
40 (0403 |02 | Transfer of Assets and Resources (No cosl) N .
40 | 04 | 03 | O3 | Rev isiting anl Re evising Micro Plnl‘ﬁ {T"su cost)
E | | | Supporting Activities ] }-\
50 | 01 Institutional amd Project Managemenl Suppun_ B !
5o [OL |0l | Ser_nﬂthcmﬂg of PMU Dﬁ'r.c - ' ‘i'
EBDRENED E-_|L||;pur:-|:11r.-' Office automation/ Gadgets o - |
EREEREE = 'Ht:mrhmhmg ol ML 1*.-f1'|'|:::. Furniture! e Fixtures
50 |01 |00 ] 03 | PMU Building
S0 (01|01 | 04| | VE!‘_I_I--]':E--EJI. Praject al PMU level o
e = Humen Resource Support-C ontractuall Direct
A R B Hiring/outsouicing- PMU
50 |01 | 02 Strengthening of DMU O Dﬂ'::f: -
IS0 (01 |02 |01 ] I:qmpmﬁnla Ofice automation tradgn_lx = L
0 ol |02 | 02 | [ refurbishing of DMU oflive- Furniure! Fixtures
S0 | oL |02 03 DMU Building
S0 oL | 02| 04 | | Vehicles for Praject at DML level B —
Human Resource Suppon-Contractual’ D ect
50| 01|02 . 5 Hirmng/Outsourcmg- FPEIU
50| 01 [ 03 | | Strengthening of SDMU Office o N
| 50 Tor To3 | o1 Equipment! Office ~u.:l»::u.m:m-ne Gadgets -
50 |01 .E!j_- 02 ' Rchu'L'llﬂ]HHE of SDMU office- i—mmun:.’ Fixtures ]
50 (0103 03  SDMU Building
~5p |01 03 | 04 | | Vehicles for Project at SDMU level-Motor cycies -
Human Resouree Su yi-Contractual/ Diveet
50101 03| 05 Hiring Outsouremg- rgEJMLJ
50 | 01| 04 | ' Slﬂ,ngﬂw:mng of RMU Office ___.
50 | 01 | 04 01 Equipment/ Office nutg:_rEmlmu.’ Cradgets ' o i
50 (01| 04|02 Reﬁjrbu-.h_uu., of RMLI o aflice- Furniture/ -'l'l?ﬂl.il'l'l:"i
50 [ 0f |04 | 03 | Human Resource urce Support - {Dntmr.iuul staff |
50 | 02 o . Monitoring & E"«'E.I.l;l:t.mﬂ i &F) —
50 | 02 | 01 | Monitering
sojoz{oifor | Concurrent ’vlnmmmah and Periodic I-Lcm'i'é.:ﬁs
50 | 02] 01| 02 Inter-sectoral Coordinating Mectings o __
5001 02| o1 | 03 '.‘.' r:numu':nil_s;:i[-n.nnrtnn_ql_'
5“ |02 _ﬂ|.___[_'J_-'-JI“ {.-I.':II'I'ILU:I."I,.I'.EIJ M1 & GlISs staff (In- h'.JIJhL development ) ]
sp (02| 01| 05 Computerized Accounting "-].f5tl:m
50 |0z | 01| o6 _ GIS- Satellite § Anages for Mnnllulmg - i
50 J _El_ 0l 0T Annoal S'cneuu:g*'fI I‘l?.nnmg it Review W orkshops
S0 |2 02 ' I Impact Assessment '
;_51]_ __1]2 | 'EI'E_J_'DI hﬁnuﬁl_@ﬁtmm: J"lb‘:E;-leu'; - )
|50 {0202 02 | Baseline and Impact 'Gmh-:ys
50 (02 | 02 | 03 [ | Themaiic and Short Studics - |

e
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50 |02 ] 03 Audits
50|02 | 03 | 01 | | Social Audits
50 |02 |03 | 02 Statutory Financial Audits B
50 (02 | 03] 03 Concurrent Audits _
EIEAEE (irievance Redressal, RTI and Public Disclosure
50 | 03 Community-based MRV )
50 |03 [0 Biomass Survey _
50 |03 |02 Biodiversity Inventory
50 | 04 N Communication Publicity
s0 | 04 | 0l Knowledge Management Support .
50 | 04 | 02 Internal Communication Support
50 [ 04 | 03 External Communications Support
50 |04 |03 | 01 Folk Media
50 04|03 | 02 Print Media -
S0 |04 | 03 | 03 Electronic media (Radio/TV)
50 04|03 04| | Newslettes' Magazine
50 |04 [ 03 | 035 Shorts films
50 [ 04 | 03 | 06 Exhibition/ Melas )
50 |04 | 03 | 07 Workshop/ Scminars
50 (04 [03 | 08 | [ Publications
60 B Phase-out/Phase-in =
60 | 01 T Preparation of Phase-oul/ Phase-In
sl | 02 - Orientation for PMU/DMU/TFMU by PMU
50 | 03 Concurrent Monitoring and Perindic Reviews
60 | 04 Amnual Strategy Planning & Review workshops
&0 | 05 | PMU Administrative Cost
60 | 06 Salary )
60 | 07 | Operation Cost B
60 | O | DMU Adminisirative Cost
60 | 09 Salary
60 | 10| Operation Cost '
60 | 11 | SDMU Administrative Cost
60 | 12 | Salary
60 | 13 _| Operation Cost ]
60 | 14| | RMU Administrative Cost
60 | 15 RMU Salary
Ce0 [16 | Operation Cost
_T0 j Administrative Expenscs:
WiV Salary
[ 70 | 02 Travelling Expenses i
70 | 03 LTC! HTC
70 | 4 Medical re-imbursement
70 ] 05 Children's education allowances

SN U
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W06 [ |Wage )
70107 Oincentive Honorarium
_‘?1}__ U8 Advances }
70 |08 | 01 Salary Advance i
70 |08 | 02 Festival Advance ’I
0 | 08 | 03 _ TA Advance
0|08 | 04 | Compurer Advance
70108 | 05 4 Other Advance )
70| 0 _ Audit fees _
0|10 Office expenses
70 | 11 Ouisourcing fees
70 | 12 Electricity charge _ Ll
70 13 Telephone Charges =
70 |14 | Tnfernet Charges y
70 | 15 Banking charges =
016 Cast of POL _ . =
NUNRE _ Hiring charges of vehicle -
| 70 | I8 | Maintenance of vehicle
70|19 Maintenance of office cquipments
70 | 20 Expenses on Stationery
70 | 21 Security Expenses §
0| 22 Up-keepment of PMU/DMU/SDMU/RMU Expenses
20 Miscellaneous Expenses (Taxes & Dutles)
80 | 02 Professional Taxes
80 | 03 Income Tax )
8O | 04 | TDS
T e s
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Annezure- 11
oles and responsibilities of PMU:

Position Kev Responsibilitics
Kev Staff

Crverall technieal, financial and administrative: ensure Time-Bound
Fropect Action Plan, Owverall project [Lmplementation Plan: Exccutive
Director Committee, GB, HPSC and Inter-sectoral convergence meetings;

annual budgets, releases und Reimbursement Claims

A. Administration, Finance and Audit Wing .
Chverall supervision. administration & finance aspects: managing
Director{Admi  contencts - human resources, outéourcing, procurement of goods &
nigteation, services; annual budgel & releases, expenditure; claims and fund
Finance nnd  disbursement, facilitnte statutory and concurrent audits; BET1 and
Audits) Grievance redressal issues; in addition will assist PD to prepare

igenda for EC, GB, HPSC, AGM meetings;

Supervising Accountants, implement accounting software based
Finance double-entry system; bank operations, reconciliation of funds, ensure
tomely budget’ releases, utilization and SOLs/ clims&tax retumsand

-
- Ot : : :
e assisl awdits, coordmare with DMUs' SDMUs and RMUs and other
stukehoiders;
Assist i establishing financial control systems, establish financial
management and project accounting systems, monitoring financial
Programme e g : :
3 e progress  and  expenditures,facilitate  statutory  audits, conducy
(ki df:;- supervise Intemal’ Concumrent audits, capacity development of
: stakeholders, coondinate with DMUs/ SDMWMUs and RMUs and other
stakcholders;
Assist in logistics and protocols: O&M of vehicles, office, equipment,
Ofice securily, store; organizing  meetings &  events;  manaoe
< T i > -
Manager commumications, document and maintain proceedings, lettersd all
records and contraces,
Accountanl  Assist in day-to-day accouming activities; prepare and maintain

3 {SOEs/ SOES; prepare claims for submigsion to CAAAS JICA; reconeiliation
Claiims) of annual budgets and disbursements; facilitate and assist audits
Accouniants  Assist in day-to-day accounting activities; prepare and maintain

fi (Salaries & salary’ remunerations details and payments; computation and deposit
Taxes) of taxes; assist andits
B. Monitoring & Evaluation Wing |
Dhrector (MIS!  Overall M&E — GIS/ MIS: study contract management, environment
GISs, & social safeguards, develop and supervise ToRs for studies:
| Environment  guidelines and capacity building on M&E initiative, progress tracking
and Social  and reporting on performance indicators; coordinate and supcrvise &
saleguards)  puide DMUs/ SDMUS, other stakeholders
p Assist In monitoring and safeguards compliances, preparing quarterly
rogram : ol e
Maniigs find annual reparts; preparing ME&E gl[ldﬂ]lllt:ti HII'II:i _munuﬂh: ASS15L 10
2 progress tracking and reporting on performance indicators and annual

(Momitoring & ; : T d h ; inn
Evalution) plans, gwide project publicity and information  dissemination;
cootditate and guide DMUs/ SDMUs, RMUSs and other stakeholders

o




Tr'Eun: Sustainable Catchment Forest Ham!ment Society Operational Manual - SCATFORNM

Positlon Key Responsibilities _
, Cruide and support GIS and MIS Officers! Specialists in operations, -
Assistani i Rl ; : | .
Director (G5 assist in monitoring aumual plans and implementation, coordinate with ‘?
= MIS & SDMUs/ RMUs for data collection {spatial and non-spatial), facibiate
it MEE and GIS/ MIS initiatives, follow-up for reporting, coordinate -
: MR} vith all stakeholders 4

Conduet necds assessment on the GlS-based systems, assess available
data {availability in peographical extent, frequency, eic.), Supervise
GIS/RS operations, plan and design outsourcing works for mapping
apancies and ensure map preparation works, provide GIS trainings,
GIS! RS prepare GIS :upt‘rﬂ!liut'. i nual, provide technical udi-"u'.::. agsist n GIS
4 based M&E, maintain GIS systems and  equipment, software
Officer . _ ; ) - : y ;
mventory & mainenance, procurement of imageries and spatial
analysis, map production for planning & decision making, monitoring
& reporting, establish GIS operations at all levels; coordinate with
TFD: coordinate for progress tracking and reporting; coordinate with
other stakeholders
Coordinate with MIS Software development agency e monitor the
progress of putsourced works (web enabled sofiware application), roll
oul and implement the MIS software throughout project, maintenance
of MIS system, coordinate with G18 Officer in daty/information
integration, prepare and provide updaied information related to the
Project, perform data analyvsis for generating reports on periodic basis,
5 MIS Officer  assist in end user Lraining and supporting documentation, capacitate
DMU/SDMU/RMLU in MIS operutions, suppori database mamgement
and programmers for Integrated Report System (TRS) and sysiem
maintenance, data validation using SQL Server, facilitate the purchase
of the software amd hardware systems, troubleshoot any Kind of |
systems related problems and maintain security of the systems, §
project website management P
Assist in project publicity and information dissemination, inplement
communication strategy and plan; orgenize events! warkshops;

(& Cﬂmmu?f““” develop knowledge material, publish newsletters, reporis; design
n CHficer 0 . ; = ; g
publicity and swareness campaigns, mamtam digital library;
coordinate with other stakeholders If
Assist and support M1S/ GIS Officers and software operations, update
modules and  developed  software code, assist in  identifying
7 Software aperational bottlenecks and facilitate smooth running of the system, 5
Programmer  assist in MIS/ GIS system maimteénance, assist m maintaining website -
and digital repository, software inventory & mamténance; generaic

reports, coordimate with other stakehalders
Support and assist in production of maps and spatial analysis,
8 DataOperator wndertake creation of spatial database and other GIS/ MIS related

works
C. Livelihood and Capacity Development Wing
Director Cwverall  planning &  implementation of livelihond and NTEP

1 {Livelihoods | mterventions: anmmal plan, technical goidance and supervision. plan
and Capacity | and coordinate for RoFR land and agro-forestry interventions,

—— T, AN e e T
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Development) | coordinate for inter-sectoral convergence! support (o leverage funds;
strategize gender mainstreaming and women' vulnerable group
empowerment, develop parlnerships & networks; and coordinate with
DMUs/ SDMUSs and RMUs and other stakeholders
Asgist in annual planning and implementation of livelihood
promotion; guide on micee plan and microplanning process, support
NTFF value chain and market analysis, facilitate nural financing,

Program design small business/ enterprise for community institutions for
Manager income generation, guide cstablishing collection centres and cluster

(Livelihoods) — promotion; guide on establishing processing units and value addition.
coordinate for infer-sectoral convergence, coordinate for capacily
building and trainings, design templates, guidelines and manual,
monitaring & reporting, coordinate with other stakeholders
Assist i annual planning and implementation of agro-forestry
operations on RoFR lands, guide, supervise and coordinate for
demarcation amd identification of RoFR beneficiaries, support value

g chain and market analysis, business’ enterprise i Tmunity

1 Wienager chain and marke ysis, busine erprise for oot ity

(Agro-forestry) institutions for meome generatron, mnrﬂma!e for . mlt-r-ﬂE{:tqrﬂE
convergence, coordinate for capacity building and trainings, design
templates, guidelines and manual, monitoring & reporting, cov:Jinate
with other stakeholders

Assist in preparing master training plan (both nation and overseas),
puide and supervise fraining needs assessment, prepare annual
training calendar coordinating with all project wings and field units,
Program develop training modules and material, plan and facilitale exposure
4 Manager trips, facilitate nomination of participants for trainmg and cxposure
(Training)} visits, coordmate for training through inter-sectoral convergence,
guide and plan impact assessment from trainings, design templates,
suidelines and manual, monitoring & reporting, coordinate with other

stakeholders
Develop plan  for  gender mainstreaming  and  inter-sectoral
Coordipator ~ CODVETgence, coordinate with financial institutions and CSR funds,
$ | (Gender & facilitate rural fnancing and marketing of produce and products,
Catvergence) coordinate for capacity building and trainings, design templates,
suidelines and manual, monitoring & reporting, coordinate with other

stakehalders

I=Jd

). Sustainable Forest Management Wing
Overall planning & implementation of interventions for forest
Director management and catchment protection; forest research, guide on Beat
. (Sustainable  Forest Basic Plan and microplanning, budget and approvals, tcchnical
Forest guidance, plan for biodiversity/ ecosystems conservation; SUPETViSInT
Management) and coordinate with DMUs/ SDMUs and RMUs and other
stakehobMers

Program Agsist in annual planning and operationalizingdPM and Non-JFM
Manager Modeks and revising of agro-forestry models and technical advice on
{Forest NTFP interventions, coordinate with nurseries for raising need-based
Technologies)  species and coordinating for supplies, guidance on model layouts and

o P e T s T L T T ST e
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Program
Manager
{Biodiversity
Conservation)

Assgistant
Director
(Planming &
Implementatio
n)

Project
Engineer

(SMC &
Buildings)

techniques and on maintaining plantation and nursery journals,
guidance on forest research, design templaies, guidelines and manual,
monitoring & reporting and capacity building; coordinate with other
stakehobders

Assist in anoual planning amd implementation of biodrversily
conservation, eco-devclopment and ecotourism, micro plannmg,
guide on habitat improvement, guide on establishing ecotourism
development orgsnization and seiting-up eco-development fund,
marketing of ceotourism products, guide on upgrading cco perks,
guide on developing new ecotourism destinations, design templates,
guidelines and manual, monitoring & reporting and capacity building,
coordinate with other stakeholders _

Assist in annual planning and implementation of JFM and Non-IFM
Models and promotion of agro-foresiry models and NTFP
interventions in project areas, creation of Beat Forest Basic Plan,
micro planning, guide and steer survey and demarcation and related
information from field level, monitoring & reporting and capacity
building; coordinate with other stakeholders

Asgigt in designing and preparing site specific estimates for SMC
structures and buildings’ infrastructure, technical guidance for site
sclection, construction supervision, quality check, preparing technical
specifications for tendering and assist procurcment of contragiois,
design templates, guidelines and manual, monitoring & reporting and
capacity building; coordinate with other stakeholders
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Anncxure 2

Roles and responsibilities at DMUs, SDMUs and RMUs:
Responsibilities of Key Staff in District Management Unit (DML

Position. Ky Responsihilities

Key Staff |

Overall technical, financial and administrative, annnal plan, SOEs,

project monitoring &reviews; coordination with the SDMUs and

RMUs, facilitate inter-sectoral convergence at district level, organize

DLAC meetings, munitoring & reporting and capacity butlding

Asgist in fund managenentd  releases, expenditure racking,
Data Analyst-  wlilization certificates, SOFs, tax [iling, audits: coordinate with

2 CUI- SDMUs and RMUs for financial progress reporting, facilgate and
Accountant  operate double-accounting system based records and aecounting

soltware, facilitate report generation through project MIS ete.

I DMU Chief

Responsibilities of Key Staff in Sub-divisional Management Unit (SDMU)

Position Kty Responsibilities
Key Staff |
Overall technical, financial and sdministrative, guide and SUpervise on
Beat Forest Basic Plan (BFBP) and amual plans, SOEs, project
I SDMU Chief  monitoring &reviews; coordination with the SDMUs and RMLIs,
facilitate inter-sectoral convergence al district level, sssist in DI.AC
mectings, monitoring & reporting;
Assist in fund management& releases, expenditure tracking, utilization
Ficld certificates, SOES, tax filing, audits; coordinate with SDMUs and RMUSs
Accountant for fAnancial progress reporting, facilitate and operate double-aceounting
system based reconls and accounting softwars.
Sub-divis Assisl in maintaming systems, GIS/ MIS operations.data processing and
+ aub-divisional . = . : 7
e Amalyst analysis, monitoring, and support MIS/ GIS requirements, coordinate
with other stukeholders
Documentation

jpEren ASsist in reporting and communication raquirements, MIS reports ele,

4

Responsibilities of Key Staff in Range Management Unit (RMLU)

Position Koy Responsibilities
Kev Staffl
Overall technical, fnancial and administralive, assist in annual
planning and implementation, afforestation, SMC and NTEP
| RMU Chief imEﬂff:ntin_]]s, GIS/ ]"-'I'_IS operations, assisi_ i Assessment surveys,
SOEs, project monitoring &reviews: coordination with the SDMUs
and JFMCy/ EDCs, monitoring & reporting and capacity building,
| facilitate inter-scctoral convergence at block Jeve)
Corifiiig Assist In aj_muai phnping and implr:m!:niatinnr; gmdn: a:_n_.d fucilitate
2 Onginiect: microplanning, Gaming and  eapacity  buflding, inter-sectoral
convergence; extend support o leverage funds, assist to develop

e o B T
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Position Key Responsibilities

partnerships & nctworks, coordinate with other stakelolders
Assist i annual planning and implementation, livelihood; small
Livelihood business/ enterprise plans, assist in value chain and market analysis,
3 Bl rural f‘mauu:mg. c]ust_er :]_cverr:pmr.fm fuide on packaging and
marketing, faciliate licensing, monitoring & reporting; coordinate
with other stakeholders
Agsist i fund management&  releases, expenditure tracking,
Assistant Fielg ~ tilization certificates, SOks, tax filing, audits: hcﬂitat:ﬁ and operate
; double-accounting system based records and acconmnting sofiwarg,

i

Mgttt coordinate with Beats and JFMCs EDCy lor financial progress
reporting,
Range Data Assist in maintaining systems, GIS/ MIS npcmtium: computer
5 Analyst gencrated analytical GIS Maps, faciltate report gencration through
project MIS: coordinate with other stakehalders

Assist in annual planning and preparation of Beat Forest Basic Plan
(BFBP); supervise and guide implementation, afferestation. SMC and

6 Beat Officer NTFP mterventions, assisi in asscssment surveys, training and
capacity building, monitoring & reporting; coordinate with other
stakeholders
Fucilimate in  community mobilization, comducting  consultative

7 Field Facilitator  mecting, microplanning, dissemination af infortation, training and
capacity building, documentation and record keeping
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