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ADB Asian Development Bank
APs Affected Persons
AA Assistance of Accountant
o DAs Donor Agencies
' EA Executing Agency
FMM Financial Management Manunal
) FWUCs Farmer Water User Communities
GPN Gen erai Procurement Notice
1IETs Irrigation Extension Teams
MOWRAM Ministry of Water Resources and Meteorology .
MEF Ministry of Economic and Finance
NGOs Non-Government Organizations
NPM . National Project Managér
0&M -Operations and Maintenance
PMO Project Management Office
PM Procurement Manual _ _
PDWRAN Prdvjn'ciai 'D‘epa'rt'r_riehf’bf Water Resource and Meteorology
PIUs Project Imp]emeni'ation Units
PPAS Project Performance Management System
RAP Resettlement Action Plan
SOp Standard Operation Procedure
TA Technical Assistance
CTOR Term of Reference
WUGs Water User Groups
WB \’i’orld Bank
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"~ TERM OF REFERENCE FOR PROJECT MANAGEMENT OFFICE

Regarding to the necessity of Ministry of Water Resources and Meteorology (MOWRAM),
a Project Management Office (PMQ) was established to coordinate, Manage and implement all
projects related to the Water Resources Development Sector, under the Loan and Grant projects
from all Donor Agencies and relevant Agencies who have strong willing to cooperate with the
MOWRAM. The PMO acts as the focal point for project implementation and carries out the day-to-
day project management and administration. It undertakes all of the core activity required by the

project.

The PMO are headed by a National Project Director and a Deputy National Project Director,
who are responsible, for overall coordination with all Donor Agencies (DA) and Relevant Agencies
and for project management and implementation, based on the following responsibilines:

National Project Director

1)

[l

9)

Deputy National Project Director

1)

Responsible for the management and administration of the project. He is the most
senior executive in the project managemsnt hierarchy.

Approves and signs coptracts and other important project documents within
thresholds specified by the EA and the MEF. i

Approves expenditure within delegated authority.

Ensures that implementation tasks and responsibilities are carried out on time,
within budee:, and in accordance with the basic principles of good governance.

Ensures that the EA coordinates effectively with MEF and DAs in accordance
with established guidehines and procedures.

Rsceives instructions from, and reports directly to the Minister/Secretary of State
or similer top-level official in the concerned minisiries.

Nomally holds only one Project Director position for a loan project. Could hold
more than onpe Project Director Posivcn in exceptional cases where 1t can be
demonstrated 1o the DA 2nd the MEF thar benefits will accrue to the projects if
the same Project Director were appointed o more than one project. However, 2
person can be a project director of more than one TA project.

The removal from office of a Project Director should oniy take place i
consultation with the DA and the MEF. This is 1o prevent removal of Project
Directors for political consideratons.

When the Project Director is absent from his position for any reason for mose
than a day than his authority and responsibilities should be delegated to the
Deputy National Project Director/Project Manager.

Assist the National Project Director for the management and administration of the
project.

Prepared by PAQ Team
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2)

3)

Regularly monitors project performance and initiates.actions to address variations
to plans.

Take responsibilities in aﬁy duties that assigned by the national directors and report
that duties to the national director for approval and signed.

National Project Manager

1)
2)
3)

4)

5)
6)
7
§)
9)

Responsible for the day to day activities of project implementation.
Ensures that project objectives and goals are realized on time and within budget. '
Approves expenditure within delegated authority.

Ensures effective financial systems and procedures for accounting and financial
management of the project or TA activities are maintained.

Responsible for the employment and management of project staff.
Maintains high level of performance by the project and its staff.
Supervises and manages all contracting done by the EA.

Maintains effective channels of communication with all stakeholders.

Ensures that all reports, papers and other information are made available m an
orderly and timely manner.

10)Ensures that monitoring and evaluation activities generate the information

necessary to support project management.

11)Ensures that management actions are pro-active, adequate, and effective in

responding to monitoring information and changing circumstances.

12) Receives instructions form, and reports directly to, the project director.

Deputy National Project Manager/Administrative Officer

1)

Prepared by: PMO Tecm

Responsibie for personnel management and administration.

Manages and administers project assets and facilities, and ensures that they are
only used for approved project purpose b} authorized personne] and are properly
secured and maintained -

Prepares and coordinates regular scheduled and non-scheduled meetings related to
administration of the project.

Coordinates reporting and information exchange.
Undertakes any other duties and responsibilities assigned by the project manager.

Receives instructions from, and reports directly to, the project manager.

Responsible for ensuring project documents are properly 'maintained and retained
for project activities.

nt%
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Accountant/Financial Officer

A ' MOWRAM has been appointed an Accountant Officer and two assistants of accountant
(AA) to responsible for the following tasks: :

1) - Responsible for managing and administering the financial affairs of the project in
accordance with the government financial policies, guidelines and procedures, and
with all financial covenants and other obligations in the loan/credit and TA
agreements

: 2) Establishes and maintains the differenfbudgﬁt's for the projéct.

3) Establishes and maintains project accounts {accounting and financial management
systems and records) in compliance with the procedures and guidelines outlined in
the Financial Management Manual (FMM).

4) Maintains proper internal controls withia the financial operations of the project,
particularly for bank accounts and cash advances

5) ‘Supervises the management and admmlstratxon of all financial transactions under
the project.

6) _Appr()\;e_s e;dpen_dituré'within de’Iegat_ed'authority. '

7) Generates and distributes the different financial reports and information necessary
for effective and responsible financial management and decision making.

8} Carries out any other financial and abcouatmo GUI]E’:; and responslbzlmes assigned
by the pro;ect manager.

9) Receives mstructions from, and reports directly to, the project manager.

}0) Prepares financial statements and report\ for audit and fac1htle.~, the conduct of
audits of the pro_yect

Procu rement Officer

The foliowing text outlines the Procurement Officer’s general responsibilities, more detailed
descriptions. of each task is comzined in the succeeding sections of Procurement Manual (PM).
MOWRAM has beep nominated 2 Procurement Officer and t\xo as<:1s[anls of procurement to
responsible for the following tasks:

1} Preparing the project’s general procurement notice (GPN) updating it on an annual
basis, and submitting it through the Project Mapager for national and intemnational
publication.

2). Collating by area of expertise all expressions of interest received in responce to the
GPN.

3 Quantify the EOOdS uorkc and s <er\'zcc< requred by the project.” .
4) Group the goods works and services required mto packages so that they wil] attract
the maximum of competmon

eyt 5} Preparing the overall project procurement plan
X
,"ﬁ_ L Prepared by: PMO Team:
A :
. '
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6) Update the overall project procurement plan at the end of each month. -

-

R - 7) Preparing specific bidding documents, using agreed standard bidding documents.
8) Prepare and issue through the Project Manager specific procurement notices

9) When the DA’s prior review of the bidding document is required, submit the
document through the Project Manager to the relevant DA for its review and ‘no
objection. : '
10) Distribute copies of the Invitation for Bids to all relevant firms that expressed
Interest in response to the General Procurement Notice. . ‘ : J

11} Distribute the bidding documents to all firms purchasing the same.

12) Through the project manager, acting as’ purchaser/ehent/employer receive and
respond to all clarification requests received during the bidding period.-

. 13)Ensure that the venue for bid opening is adequate and that all logistical
arrangements are in place. :

14) Receive all bids and proposals ensuring their secure storage.

15) With the supervision of either the Chief Financial Ofﬁcer or Project Manager
undertake the public opening of bids.

16) Review and pass all bid securities 1o the Financial Officer for secure storage,
recording amounts and validities ensuring that validities do not expire prior to
notification of award and requesting extensions as and when required.

17) Under the guidance of the Procurement Review Committee undertake preliminary
ev a}uatlon of all bids and proposal:. received.

18) Fauhtale with the assistance of the Technical Ofncer and any other available
resources such as consultams, the technical evaluation of all bids and proposals
_received.

19) Through the Project Manager seek clmﬁeauom to bids and proposals as required
to complete the evaluation

20) Draft the Bid Evaluaiion Report for review and approval by the Procurement
Review Committee. - :

21)Respond, through the Project Manager, to any queries raised on the evaluation
- report from oversight agencies or DAs. : -

22) Draft convracts in accordance with the recommendation for award contained in the
‘no objected” evaluation report and in the case of consultams serv 1ce€ in
accordance with the minutes of contract negotiation.

23) Ensure that the relevant oversight agencies are provided with copies of contacts
and in the case of prior review submitting copies of draft comraots to the reviewing
‘agency with a request for ‘no objection’.

24)Issue the notification of award to the winning bldder consullant contaclor
requesting the pre-requisite performance and advance payment securities.

25) With the assistance of the Financial Officer draft the documentary requirement for
any letter of credit to be issued in a supplier’s/contractor’s/consultant’s favor.

26) Monitor, with the support of the Technical Officer and any other resources
available such as consultants, suppliers/contractors/consultants performance X
ax against the contract. . :

e ’
_{"! : ’ Prepared by: PMO Team * ﬂfi, >
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27)Review all payment requests received from a supplier/contractor/consultant
confirming (or otherwise) that the contractual payment is due obtaining validation
and approval of the payment request as necessary and confirming that the
conditions of contract triggering the payment have been met.

28) Ensure that either the performance security or retention monies are 1n place 1o
adequately protect the Government for the period of the supplier’s warranty period
or a contactor’s defects liability penod. '

29)In the event that the period for contractual performance s extended or the amount
of the contract changed ensure that any performance securities held are amended to
reflect the change in the conditions of the contract.

30)Ensure that all performance securities and retention monies are passed 1o the
supplier or contractor upon the satisfactory expiry of their contractual obligations.

31) Act as Secretary to the Procurement Review Committee.

32) Compiling pre and post contract files in accordance with Section of this Manual

In the event that the Project or EA has a separate unit for the management of contracts, all of
the Procurement Officer’s responsibilities afier the award of contract shall pass to this unit

(Enginzering

Technical Officers "
Works, Reserlemen:, Water and Irrigation/Design Engineer, Construction Supervision

Engineer, Operation and Maintenance):

o Water and Drrigation/Engineering Works

< Design Engineer

1y

2)

§)

Fregzred by PMO Team R

Contre! and supervise the feasibihity studies.

Develop terms of reference for the tendering of feasibility studies including
topographitalland leveling holding surveys, hydrological and geo-technical
investigations as required, concept designs, including the proposed method of
irrigation and drainage at field leve! for identified subprojects. These works must be
base on the crop and water modehing.

Assist NPM in the procuremennt of feasibility stdies for candidate subprojects.

Assist the NPM in the preparation of terms of reference for, and procurement of.
design 2nd supervision contracts for the detailed engineering design of subprojects.

Overses the desien process to enswe co-ordination between specialist and
consultation with farmers, and provide specialist irrigation and drainage design
advice.

Work with NPM to devise appropriate contractual arrangernents for implementation.

In cooperation with the community development'water user specialist and the
contracted designing team, attempt to accommodate farmers' views 1w designing the
imigation scheme layout.

Provide quality assurance and guality control over the outptt from the contracted
detailed designing teams. ’

HL
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10) Assess design requirements to assist fanmers with development/rehabilitation of
subprojects.

11) Assist NPM to prepare conditions of contract, specifications and tender documents for,
pre-qualified contractor procurement.

12) Assist NPM to evaluate tenders received and prepare recommendations for selection
of contractors. ’

13) Assist PDOWRAM or PIUs in conducting the necessary preliminary surveys on the
eligible subprojects, or to use the information available, in order to get the basic data
necessary 1o get a primary estimation of the water resources available, of the irrigated
area, and of the subproject construction cost.

14) In coordination with other specialists, assist PDOWRAM or PIUs in completing the
information on the eligible subprojects in other relevant domains (socio-economics,
agronomic).

16) Assist PDOWRAM or PIUs in conducting the necessary preliminary surveys on the
eligible subprojects, or to use the information available, in order to get the basic data
necessary to get a primary estimation of the water resources available, of the 1moated
area, and of the subproject construction cost.

17)In coordination with other specialists, assist PDOWRAM or PIUs mn completirig the
information on the eligible subprofects in ctler relevant domains (socic-economics,
agronomic).

Construction Supervision Engineer

i) Assist NPA and PDOWRAM or PIU to supervise construction and in contracting
suitable. guzlified and experienced siz superVIsors.

2} Assist NPM and PDWRAMSs to provide guality control to ensure construction of

the works is in accordance with the drawings and specifications. Spot-check the
gquality of material and works in selected subprojects.

3) Assist NPM and PDWRAMs to assess methodologies and proposals submitted by
contractors for approval.

4} Assist NPM and PDWRAMSs 1o prepare final ceruficates for payvment on
completion of the works.

5) Assist NPAM and PDWRAMs to takeover the works from the contractor, noting and
agreeing with the contractor anv works to bs completed during the defects hability

z110d.

Water Management and Community Development

2 Water User Specialist

1) Assist the resettiement working groups a2nd Irrigation Extension Teams (IETs) in
their inftia) activities of land conseolidation in conumnand areas, '

2) Develop mechanisms for the IETs to facilitate land consolidation after final
dewailed design has been completed for subprojects.

Prepzred by PAQ Teem
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3) Undertake training for PDWRAM staff and IETs in social and participatory

processes, gender issues and techmques for community organizing and
FWUCs/WUGs. :

~ 4) Assist in the dcveIOpment of group formation and operatlonal procedures for

WUGSs/FWUCs.

5} In cooperation with the IETs, contact district and commune authorities and village
leaders in the subproject areas to inform them in details of the plans and objectives
of the subproject and the extent to which particular areas will be involved.

\

6) In cooperation with the water management specialist, the design engineer and the
IETs, conduct farmer workshops at the village level to answer questions on the
subproject design and elicit feedback on the planned design and the planned extent
of farmer involvement in scheme management.

7) Assist PDWRAMSs and the IETSs in the formation of FWUCs/WUGs.

8) -Supervise the domestic’ commumt) develc)pment specialists (members of IETs) In
the implementation of the "gender action plan”, w1th the support of the

international gender expert.
. 1

9) Assist MOWRAM and PDOWRAM:; in the negotiation of the agreement on

rehabi]ita!ion and transfer of responsibilizy of O&M with t’he FWUC.

10) Contribute to the preparation of srandcrdlzed management md financial
accounting systents for FWUCs"WTUGs,

11)Prepare guidelines and training material for FWUCsWUGs formation and
strengthening to be followed as new schemes are selected as subprojects.

12)In cooperation with the design engineer and the contracted designing team,
attempt 1a] accommodate farmers‘ views.in designing th‘e' inigation schemes lavout.

13}n Coope ration with the IETS assist PD\\'RAMS and FWUCs, develop cost
recovery measures and irrigation service fee collection arrangements and ensure
that they are applied fairly and efficiently.

14) With. the PPMS specialist, develop monitoring mechanisms 1o report on the

lrmigation service fees collected and the ongoeing plans for the routine maintenance
of secondary and tertiary canals by the FWUCs and W{JGQ

15'} Propose nmchanisms for coordineuon of extension activines between IETs and
district and provincial agricultural extension officers. Collaborate with other donor
organizations and NGOs to coordinate the provision of s:m:lai senvices in the
subproject area. :

Z O&M Specialist

1) Assist in the evaluation and assessmcm of the water use studies subcontracted under

the Project.

Prepared ty: PMO Team
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2)

3)

4)

5

6)

7)

§)

)]

In cooperation with the training specialist, develop a- training program for IETs to
mmprove their capabilities for water management within command areas, providing the
technical content for inclusion in the training material.

Develop and deliver training modules deveioped for PDWRAM staff to improve their
knowledge of water resource management.

)

Prepare simple‘in‘fonnatidn relating to the water requirements -of crops grow in the

area and develop methodologies for estimating the time to deliver the required water
given the Jocal soil and canal characteristics. .

Assess and make recommendations oI Water management practices dunno dry season
irrigation.

Provide technical resource inputs to detajled design activities being subcontracted to
private consulting engineers during the detail design phase. - :

In cooperation with the community development/water user- specialist, define the
appropriate consultation procedures with beneficiaries for establishment of FWUCs
and WUGs and for system design to enable the envisaged water allocation.

A
In cooperation with the community development /water user specialist, the agronomist
and the IETs, assist in the selection and setting-up. of the demonstration irrigation
biocks within the subproject command areas,

Assist in the preparation of maintenance menvals for FWUCs and WUGs as well as
for PDWRAMs. .

- Operation and Maintenance

y

In cooperation with the water managememt specialist and the community
development/water user - specialist, assist in the. preparation of operation and

aintenance (both routine and periodic) manuals (guidelines and procedures) for the
subprojects at the detail design stage, and in their further i unpr()\ ement during the first
years of operation and maintenance.

Assist the NPM to establish cost estimation for O&M activities at the detail design
stage, to be used during negotiation with the beneficiaries regarding their commiiment
1o take over responsibility of O&M..

Investigate on the status of periodic maintenance works, and assist and train
PDWRAM staff in developing periodic maintenance planq for the subprojects and
preparing for periodic maintenance activities. .

2 Hydrologist and Meteorologist

Preparec iy

1) Conduct a review of existing hyvdrological/meteorology data available in the river

basins of the study area will be carried out.

4

2) Assist in de\e!o;)mv the TOR for the feaSLblht\ studies and in awardmc and

PYMD Team

supervising contracts for completion of the studies.
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3) Review the reports submitted by subcontracted consuliirig' companies/PDWRAMs to
~ confirm the technical approaches adopted.

4) Provide traming (formal and on-the-job) to PDWRAMSs in practical areas of
hydrological/meteorological investigations, water balance studies if needed.

5) Assist. PDWRAM to ensure that hydroiog:cal/meteorologxcal structure des1gns
proposed by consulting engineers are in accordance with standards.

6) Assist PDWRAM and the NPM in supervision the hydrological/meteorological

design of structures to be constructed in the rehabilitation of irrigation of irrigation
subprojects.

7} Assist PDWRAM in the implementation of river flow measurement facilities and the
process of data collection and analysis.

&R  Resettlement work

MOWRAM has been nominated an Officer and four assistants to responsible for the

Resenlement works and has the following tasks:

o

)

Identify the scope of land acquisition and resettlement, alternauve opuions to

minimize impacts, identfy number of project affected persons (APs) and

-

magnitude of impacts as a conseguence of the construction of the ivigation scheme

1

anc the resenvoir and ancillary faciliies.

23 Qather informaton on the socio-economic conditions of APs.

3) Ideptidy 1mpacis on poor. women, and other velnerable groups {disabled, women-
headed households, poor families) end 1denufy special measures 10 enhance the
economic and social base of these APs.

4) Prepare eligibility and entitfements matrix for all caiegories of APs.

5) Validate the market vajuation study earlier conducted by the Govemment 10 ensure
thai the rates used are at replacement cost and at current market prices

&) Prepare ophions for (1Y velocation of bousing and other structures: (31) locavion and
suitzbilinn of replacement of productve land (paddy. fishpond. and commescial
establishments): and (311 developmem of resewlement sites and measures for
planned mtegration with host communiues.

7) Prepare grievance and appeals procedures according to ADB Accountability
Mechamsm,

8) Prepare cost estimates and project impact. .

91 Prepare implementauon schedule to ensure APs are compensated. resetiled and
assisted as soon as possible,

Prepared y: PA/O Teans .
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| 10) Disclosure the Resettlement Action Plan (RAP) to APs in a form and language that

they can understand (e.g., Information booklets, summary RP, use of media)

o

References

1) Ministry of Econornic and Finance{MEF), August, 2005: Standard Operating Procedures (SOPs),
2) MEF, ADB,WB, August, 2005: Procurement Manual (PM), Financial Management Manua) (FMM) ;

3) And others MOWRAM's Documents.
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