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l. 0

1. l

EXECUTIVE · SUMMARY

The 066-ice 06 the P1t..e.&ident 6et -it6ef.6 the 6ollow-ing 

objective.& <.n 1995: 

l .i J P1t.. ov id ing the ne.c.e..&.&alt..y .&u(?pQlt.. t to Hi.& E x.cellenc.y the 
P1t..e..&ide.nt 601t.. him to e.66t..ctive.ly ca11..1t..y · out hi.& dutie.& 
.&uc.h a.& (4) the p1t..e..&e.1t..vation 06 . Guyana'.& te11..1t..ito1t..-ial 
inte.911..ity and the. maintenance 06 it.& politic.al 
indepe.ndence, ( b J the p11..omotion o 6 the economic, 
politic.at and .&ocial development 06 the. nation, ic.J 
e.n.&u11..ing the. e66ective 01t..ganization 06 the 6unc.tion.& 06 
all Gove.11..nme.nt age.ncie..& and (di e.n.&u1t..ing that all policy 
and othe1t.. 066-ic.ial .6tate.me.nt.& we.1t..e. di.&.&em-inate.d -in Guyana 
and ove11...&e.a.& to Guyane..&e national.& and inte11..e.&te.d 
011.. g an -i z ati. on.6; 

liiJ Managing the a66ai1t...& 06 the Ve.6t..n.6e Boa11..d in an e66ec.tive 
IAXUJ, .&upplying up-to-date in6011..ma.tion a..nd giving competent advice on 
all matte//...& and development.& 06 impo11..tanc.e. to Hi.& 
Exc.e.ltenc.y the P1t..e.&ident, Commande11.. in Chie6 06 the alt.med 
6011..c.e.& 06 Guyana. 

(iii) Managing the. a66a.i1t...6 06 Cabinet in a.n e.66e.c.tive mannvr.,
t..n.6u1t..ing that it.& de.c.i�ion.& we.�e. p4omptly communicated to
ex.e.c.ut-ing age.ncie..&, and monito1t..i.ng the. imple.me.ntati.on 06
the..6e. dec.i.&ion.&;

{.iv) Mon.i.to11...ing the .&ta66ing 11..e.qu-i11..e.me.nt.& 06 the. Public. 
Se.11..vic.e to e.n.&u1t..e a 11..etiable .&upply 06 .&killed and 
competent o66icial.& to .implement Gove.1t..nme.nt'.& polic.ie-6 
and p1t..og11..amme..& e.66e.c.tive.ly; and 

lvJ En.&ulf.ing that ma.na.gement p40Ctda4e.& a�d p1t..actice..& 
th4oughout the Public Se4vice. we4e 1tationa.l, e 66 ic ie.nt & 

clea1tly unde1t�tood and con�i�tently implemented. 

1.2 The Gove11..nme.nt c.onti.nu..e.d i.t.& 6oc.u,6 a..6 in 1993 and 1994, 
'on 1t..e-6otving ou..t-6tanding accountability p11..oble.m-6, en-6u..1t..ing 

accountability and t11..an.&pa11..e.nc.y in Gove.11..nme.nt ope�ation.&, in-6i.&ting 
on a mo11..e co.&t e66e.ctive u.&e. 06 public 6und.& and a.dd11..e.&.&ing 
.&u.&tainable human de.velopme.nt. 

1.3 With that in mind the. 066ic.e. 06 the P1t..e-6ide.nt'-6 
Admini-6t1t..ation -6tlt..ove in 1995 to coo11..dinate it-6 activitie.-6 be.tte.11.., 
cult.tail ove.11..lapping and unne.ce-6..6a1t..y 6unction..6 be.twe.e.n it-6 
divi.&ion.&, e66ec.t c.o-6t ..6aving-6 in it-6 ope.11..ation-6 a.& 6a1t.. a.& 
p0..6..6ibte., and c11..e.ate. oppo11..tunitie.i and mec.hani-6m-6 to add1t..e.-6.& 
-6t1t..ate.gic goa.l-6 and obje.ctive...6. 
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1.4 In it-0 6inancial ope.Jiation-0, the. 066ic.e. 6oJi the. thiJid 

1.5 

ye.a.tr, Jiunning wa-0 able. to 1r,e.tu.1r,n -0aving-0 to the. TJie.a-0uJiy. Out 06 a 
bu.dge.te.d alloc.ation 06 $419.1• 6oJi c.u.JiJie.nt e.xpe.nditu.Jie.-0, it -0pe.nt 
$413.4• (861), the.Jie.by Jie.tu.Jining $66.4•. While. the.Jie. we.Jie. -0ome. 
de.c.i-0ion-0 tak.e.n duJiing the. ye.a.tr, that a66e.c.te.d payment being made. 
unde.Ji c.e.Jitain -0u.b-he.ad-0, -0ome. 06 the. -0aving-0 Jie.-0ulte.d 6Jiom the. 
066ic.e. be.,ing able. to be.tte.Ji -0tJie.amline. it-0 6inanc.ial and ac.c.ou.nting 
ope.Jiation-0. Clo-0e.Ji monitoJiing 06 -0pe.nding ne.e.d-0 allowed 6oJi 
pe.Jitine.nt de.c.i-0ion-0 to be. tak.e.n to -0a6e.gu.a.1r,d again-0t the. 
iJiJie.-0po n-0ible. c.ommittal o 6 6 u.nd-0, and c.u.Ji tail wa-0tage.. While. the.Jie. 
wa-0 -0ome. de.gJie.e. 06 -0u.c.c.e.-0-0 in thi-0 aJie.a, the. 066ic.e.'-0 e.660Jit-0 
thJiou.gh tJiaining and monitoJiing to e.n-0uJie. that the. StoJie.-0 ope.Jiate.d 
e.66ic.ie.ntly, did not have. the. e.xpe.c.te.d Jie.-0u.lt-0. The. 6ailu.Jie. to 
6ollow laid-down gu.ide.line.-0 1r,e.-0u.lte.d in the. StoJie.-0 not being 
p.1r,ope.1r,ly managed, the.Jie.by 1r,e.c.0Jiding -0ome. u.ne.xplaine.d -0h0Jitage.-0 and 
e.xc.e.-0-0e.-0 06 ite.m-0, whic.h we.1r,e. 1r,e.po.1r,te.d to the. Jie.le.vant au.tho.1r,itie.-0. 

One. aJie.a in whic.h the. 066ic.e. c.ou.ld have. done. be.tte.Ji in 
te.Jim-0 06 ac.tual -0pe.nding, wa-0 in the. mainte.nanc.e. and u.pk.e.e.p 06 it-0 
6le.e.t 06 ve.hic.le.-0. The. amount 06 $15.9• wa-0 -0pe.nt on Jie.paiA-0, 
-0e.Jiv,te,,tng, 6u.e.l and lu.bJiic.ant-0 c.o-0t-0 ,in 1995 a-0 c.ompaAe.d to $Jf.J•
in 1994, on ba-0ic.ally the. -0ame. 6le.e.t 06 ve.hic.le.-0. The. old age. 06
ve.hic.le.-0 with many 06 the.m Jianging 6Jiom 1 to 16 ye.aJi-0 -0e.e.me.d to be.
one. 06 the. pJiinc.ipal Jie.a-0on-0 6oJi the. high Jie.paiJi-0 c.o-0t e.xpeJiie.nc.e.d.
Othe.Ji · c.ont.1r,,ibu.ting 6ac.t0Ji-0 we.Jie. -0e.ve.Jial ac.c.ide.nt-0, and we.a.tr, and
te.aJi on ve.hic.le.-0 due. to bad handling by dJiive.Ji-0. The. Ae.plac.e.me.nt
06 -0ome. 06 the. age.d ve.h,ic.le.-0 with ne.w one.-0 and be.tte.Ji -0c.1Le.e.ning 06
d1Live.1L-0 -0hou.ld -0e.e. a -0igni6ic.ant c.u.Jitailme.nt on e.xpe.nditu.Jie. in
thi-0 aJie.a in 1996.

1.6 The. ye.a.tr, unde.Ji Jie.vie.w wa-0 anothe.Ji bu.-0y one. 6oJi Hi-0 
Exc.e.lle.nc.y the. PJie.-0ide.nt who made. -0e.ve.n (7) o66ic.ial ove.Ji-0e.a-0 
vi-0it-0 c.ooJidinate.d by the. 066ic.e., and had one. hu.ndJie.d and ninety
lac.al e.ngage.me.nt-0, inc.tu.ding c.ou.Jite.-0y c.all-0 made. by Jie.-0ide.nt and
non Jie.-0ide.nt dignitaAie.-0. He. ho-0te.d the.I.tr, Exc.e.lle.nc.ie.-0 MJi. 
FJiede.Jiic.k. Chilu.ba (P�e�ideRt o4 Za•biaJ, MJi. Ronald Ve.ne.tiaan 
{P���ident 04 Su�iname), VJi. Sam Ni.A.joma {P�e�ident 04 Na•ibiaJ and 
Hi-0 Holine.-0-0 Abu.na Paulo-0 lPa�i�ch 04 Ethiopia). He. al-00 
Jie.c.e.ived c.Jie.de.ntial-0 6Jiom 6,i6te.e.n (JS) Amba-0-0ad0Ji-0/High 
Commi-0-0ione.Ji-0. ApaJit 6Jiom addJie.-0-0ing the. nation on impoJitant 
i-0-0u.e-0 on -0e.ve.Jial oc.c.a-0,ion-0, Hi-0 Exc.e.lle.nc.y de.liveJie.d -0e.ve.Jial
lec.tu.Ae.-0 to -0tu.de.nt-0 at the. Unive.Ji-0ity 06 Guyana and v.i-0ite.d many
Re.gion-0 whe.Jie. he. me.t with the. c.ommu.nitie.-0 to li-0te.n to and addJie.-0-0
-0ome. 06 the.i.1r, pJioble.m-0.

1.1 The. -0ta66 06 the. F.i.nanc.e. V.ivi-0.ion wa-0 moJie taxed with 
1Le-0pon-0ibilitie.-0 in 1995 a-0 the 066ic.e a-0-0u.me.d 6u.ll 6inanc.ial 
Jie.-0pon-0.ibilitie.-0 06 the. ope.Jiation-0 06 the. PJie.-0ide.ntial Gu.aJid-0, 
whic.h we.Jie. p1Le.viou.-0ly handled by the. Polic.e.. The. 6u.nding 06 
ope.Jiation-0 06 the Ca-0te.llani Committee. and a moAe. e.-0tabli-0he.d 
Gove.Jinme.nt In6oJimat.ion Se.Jivic.e. wa-0 al-00 pJioc.e.-0-0e.d by the. F.inanc.e. 
Viv.i-0ion. 
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The. Public. Se.kvi�e. Manage.me.nt c.ontinue.d it-6 6oc.u-6 on 
impie.me.nting poiicie.-6 and p�ogkamme.-6 de.�igne.d to impkove. the. 
manage.me.nt 06 and pe.k6okmanc.e. within the. Public. Se.kvic.e.. � Pub{ic. 
Se.k v ic.e. Re.6 Ok m C ommitte.e. he.ade.d by the. He.ad o 6 the. P�e.-6-<.de.nt-<.ai 
Se.c.�e.ta�iat wa-6 -6e.t up in Makc.h 1995 to advi-6e. Cabinet on the. 
�e.6o�me.d type. 06 Public. Se.�vice. that i-6 app�op�iate. 60� the. 
Guyane.-6e. -6oc.io-e.c.onomic. �.e.aiity_. A Pub,£-ic. Se.� vice. St���e.gy Pape.�
wa-6 p.11.e.pake.d �o� the. con-6,<.de.�at,<.on 06 th·e. •P.ono� Comrnun.ity,, -�nd 
ad-opterl 6inatly -by Ct1bi-1tet in Nov, 1995. 

In an attempt to addke-6-6 the -6kiil-6 -6ho�tage p�obfem 
le..6pe.c.iallq ,<.n the Gove�nment'.6 p�.i.nc.ipal �e.venue-etUn.ing -und 
accounting age.nc.ie.-6 The Inlaftd Re.ve.nue, Cu.6tOM.6 and fxc.i.6e., 
Accountaftt Ge.fte.�al'.6 and Aud.i.to� Ge.fte.�al'.6 Ve.p«t11e.n.t4l, the Pubf.i.c

Sekv.ic.e Manage.me.nt kan a one.-yeak Public. Sekvic.e. Ca�ee� T�a-i.n.i.ng 
Pkogkamme in 1995. Fo�ty-eight pakt.ic.ipant-6 ke.c.e.ive.d t�ain.i.ng on a 
k o tat.i. on ba-6 <. -6 whe.k e the.y -6pent thk e.e. month-6 at e.ac.h o 6 the 6 ou� 
de.paktme.nt-6. Fokty 6.i.ve. pakt.ic.ipant-6 weke -6uc.c.e.-6-66ul and -6houid be 
appointed to the-6e. age.nc..i.e-6 by the Public. Se.kv.ic.e Comm.i.-6-6<.on by the 
e.nd 06 Feb�uaky, 1996. 

In the. 1994 Annual Re.po�t it wa� �tate.d that the. Public. 
Admini-6t�at ion P 11.. o j e.c.t did not have. the. ie.ve.i o 6 �ucc.e.�-6 
anticipated. Th.i� P�oje.c.t aime.d at imp�oving the. Public. Se.�vic.e., 
e.njoye.d �ome. me.a�u�e. 06 imp�ove.me.nt in it-6 pe.�6o�manc.e. a� .the.
Re.g�-0nai Admini�tkatlon Study on �e.c.omme.ndation-6 60� the. e.fi6,<.C,<.�nt 
wo�king 06 the. Re.gionai Sy�te.m ha-6 be.e.n c.ompie.te.d, and ,<.� be.,<.ng 
c.on�ide.�e.d by Cabine.t. Ai�o p�oc.uke.me.nt 06 good-6 (Co11pute.�.6, 
Ve..hic.le..6, M.in.o� o,,.i.c.e. fqu.i.p11e11tl 6011.. Mini-6t�ie.�!Govt Ve.pa�tme.nt-6 
totalling $101.1• wa� done. in 1995. 

Apakt 6kom the .inte.knai tka.ining 06 -6ta66 me.mbe.�-6 whic.h 
the. 066ic.e. c.ontinue.d to 6ac..i.i-i.tate. du�ing the. ye.ak, ,it c.ont-i.nue.d to 
he.aviiy -6ub�idize. the. Cante.e.n-6, which JHOvide.d c.he.ap iunc.he.-6 and 
-6nack� to -6ta66 a-6 we.ii a� non--6ta66 me.mbe.��- The ie.ve.i 06 -6ub-6idy 
wa� ove.� a hai6 o 6 a m.iiiion Guyana doiia��. It ai�o k.e.pt the.· 
T�an-6poktation Sy-6tem go.i.ng, whe.ke. 066ic.e. Ve.h.i.c.ie.-6 bkought -6ome 
wokke.k-6 6kom the Ea-6t Coa-6t and Ea-6t Bank 06 Ve.me.kaka to wo�k on 
time.,and took the.m home a6te.� wo�k. 

Whe.n ail the. 6ac.tok� ake taken into c.on-6ide.kat-i.on, the 
ove�aii pe.�6okmanc.e. 06 the. 066.i.c.e. duking the. ye.ak c.an be ke.gakded 
a-6 c.ommendabie.. Although the. Admini�t�ation <.-6 not happy w.i.th the. 
1995 ie.ve.i-6 06 attendanc.e. in te.km-6 06 late. c.om.ing and ab-6e.nte.e..i.-6m 
thkough �ic.kne.-6-6, many o66ic.e.k-6 wokke.d be.yond the. c.aii 06 duty to 
e.n�uke. that mo�t 06 the. takge.t-6 -6e.t we.�e. me.t. 
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1.13 Note ha-0 been taken 06 the akea-0 06 weakne-0-0, w.i.th.i.n the 
06 6 ic.e in 19 9 5. Wh.if.e kemediaf. ac.t.ion-0 weke taken .in -0ome akea-0 
whic.h -0houf.d ke-0uf.t .in makked .i.mpkovement-0, a 6kontaf. a-0-0auf.t .in 
the 6okm-0 06 la) ke-0haping un.it-0 w.i.th a view to e66ec.ting c.hange-0 
.in gene�af. wokk attitude-0 and lb) .int�oduc..i.ng on a f.akgek -0c.af.e · 
advanc.ed tec.hnof.ogy to Sec.t.i.on-0, wouf.d be taken .in 1996 w.ith a v.iew 
to keeping pe�6okmanc.e at the h.i.ghe-0t f.evef. po-0-0.ibf.e. 

Roge� . Luncheon M.D. 
HEAD Of THE PRESIDENTIAL 

SECRETARIAT 

FEBRUARY 14, 1996. 
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MISSION STATEMENT 

To en-0uJte the PJte-0ident .i-0 equipped to caJtJty out 
e66ectively h.ia dutie-0 and Jte-0pon-0ib.il.i{.ie-0 a-0 Head 06 State and 
CommandeJt-.in-Chie6, by en-0uAing the pJtovi-0ion 06 timely and 
competent advice; 601tmulating and .implementing policie-0 and 
pJtogAamme-0 de-0igned to impAove the management 06 the Public 
SeJtuice and pJtoviding admini-0tJtative -0uppo1tt ta the PAe-0ident and 
hi-0 Cabine'.t. 

ORGANIZATION ANO MANAGEMENT 

8•0•1 The Jte-0pon-0 ib .ilit.i.e-0 o 6 the O 6 6 ice o 6 the PJte-0ident 
c oveJt i..t-0 d_epaJt tment-0, viz. SecJtetaJt iat -0upp0Jtt to the PJt e-0ident 
and Cabinet, Admin.i-0tJta..t.ion 06 the Mini-0tAy, PAotocol Function-0, 
Public SeJtv.ice Management and the Gove.Jtnment 1n6oJtma..tion 
SeJtvice-0/Guyana Televi-0.i.on Company • 

. 5.Q,2 The 01tganizatian chaJtt 06 the 066ice i-0 -0hown at 3.1 on 
page 7 and delineate-0 the depaAtment-0/divi-0.i.on-0 which 6all undeJt 
the poAt6olio 06 Hi-0 Excellency the PJte-0ident· and undeJt the 
Jte-0pon-0ibility 06 the Head or, the PJte-0.i.dential SecJtetaJtiat a-0 
Ch.i.e6 fxecut.ive 06 6 iceJt 06 the 06 6.i.ce. 1 t -0how-0 the pJtinc.i.pal 
.1r.e.po){ting Jtela..t.i.on-0hip-0 with the Head 06 the PJte-0.ldential 
SecJte.taJtiat (ffPSJ JtepoJtting to H.i-0 Excellency the PJte-0.i.dent, and 
de6tne-0 hi-0 r,ouJt pJtimaJtlj aJtea-0 or, management Ae-0pon-0ibility a-0 the 
60.f.lowing: 

( i) SecAetaJtiat SuppoJtt to the PJte-0.ident I a-0 He.ad 06 the
PJte-0.i.dent.i.al SecJtetaJtiat)

(i.iJ Public SeJtvice Management (a-0 Head 06 the Public Se1tvice) 

(iii) Admini-0tJtation la-0 Head 06 the 066.i.ce)

( iv J PAotocol Function-0 l a-0 the. SenioJt Public SeAvant with 
whom the ViJte.ctoJt 06 PJtotocal mu-0t 
Jtelate to 6oAm the fley -0u.ppo.1tting 
team r,OJt Hi-0 Excellency the 
P.1te.-0.i.dent in dealing with vi-0.i.t-0, 
v.i-0it0Jt.o and the 06 6 ice' -0 exte.Anal 
Jtelation-0). 

J.0.'5 The 066.i.ce 06 the PJte-0ident 1 -0 Viviidon-0 and Ve.paAtment-0 · 
have been -0tJtu.ctu.1ted to execute the abjective-0 a-0 outlined in 
Section t.O • 

.S.0 ... 4 The. Head 06 the PJte-0idential SecJte.taAiat i-0 a-0-0i-0ted by 
a Chie6 Admini-0t.1tative 066ice.1t, Pe){manent SecJteta..){y 
Public Se.Av.lee Management, Vepu.ty Se.cAetaJty to the Cabinet and 
ViJtectoJt 06 P.1totocol who have -0peci6ied Jte-0pon-0.ib.ilitie-0 r,OJt the. 
6ollowing r,ou.A (4J b.1toad divi-0ion-0 Ae-0pectively: 



. . � . .

li) ADMINISTRATION
(ii) PUBLIC SERVICE MANAGEMENT

(iii) CABINET 4ftd CONFIDENTIAL SECRETARIAT
livJ PROTOCOL FUNCTIONS 

3. 0. S To  e. 6 6 e.c t-i. v e.ly ca.JtlttJ out the. duti.. e..6 a..6.6-i g ne.d th em, the. 
divi...6ion.6 a.Jte. 6u1tthe.k .6ubdivide.d a..6 e.xpta.ine.d in Section 3.f into 
the. 6ottowing: 

li) ADMINISTRATION - (4) Admini...6tka.ti..ve. Se.kvice..6,
lb) Fina.nee., (CJ Pe.1t.6onne.l
and ld) Field Audi..t.

liiJ PUBLIC SERVICE - (4) Tka.-lnin� and Ve.ve.lopme.nt,
MANAGEMENT lb) ScholaJt.6 i..p.6 Admini.6tlta.tion 

le) Management Se.kv-lce..6, ldJ
Admi.. ni...6tlta.t i.. v e. Su.ppMt Seit vice..6,
and le.) Ce.ntka.t Pe.k.60n.ne.t
V,i.v ,t.6,<.0n.

ti.ii) CABINET ANO CONFIDENTIAL (4) Cabinet & Ve.6e.n-6e. and lb) 
SECRETARIAT Con6ide.nti..a.l Se.c1te.ta.1ti..a.t. 

liv) PROTOCOL - ( 4) Pkotocot.

The 0661..ce 06 the. Pke.-6,i.de.nt a.t-60 ha..6 ke..6pon.6i..bi..ti..ty 601t 
ove.Jt.f.ie.e.ing the a.66a..lk.6 06 the. Gqve.knment In601tma.ti..on Se.kv.lce.

., 

Guqa.na. Te.te.vL�ion ,a.n4 B1toa.dca..6t<ng Company, P1te.-0.lde.n.ti..a.l Gua.Jtd-6 
and Ca.-6:te.llani.. �-
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3.2 DESCRIPTION Of DIVISIONS Alli) OEPAITIIEIITS 

. 3.2.0 HEA'D Of THE PRESI'DENTIAL SECRETARIAT'S COMPLEX 

3.t.0.1 The. · He..ad: 06 the. P.1te..6ide.nti.a.t Se.c.1te.ta..1ti.a.t' .i, Cumple.x 
c.on.6i.,6.t� 06 the. 6ollowi.ig th.1te.e. uni.t.6 whi.c.h he. di..1te.c.tly he.a.d,6.: 

l 1 ) Tlte. HPS Se.ue..t,ul4.t 

l2) Tlte. C4blKe..t Se.c..te..ta�la.t 

( 3 J Tlte. Ve.,e.� Se.c.te.tulli.t 

3.t.O.t The. Jr.ale. 06 t.he. HPS' .6 Comple.x i..6 to p.1tovi.de. Hi..6 
Exc.e.lle.nc.y the. P.1te.6i.de.nt wi.th the a.pp.1top.1tla.te. me.c.ha.nl.6m.6 to 
6a.c.lli.ta.te. hl.6 e.xe..1tc.l.6e._ 06 Exe.c.uti.ue. AuthoJti.ty. It l.6 a.l.60 
Jte..6pon.6lble. th.1tough thi Ca.blnet Secaeta.Jti.a.t, to e.66e.c.tive.ly handle. 
Ca.bi.net ma.tte.Jt.6� and th1r.ough the Ve.6e.n6e. Se.c..1te.ta..1ti.at to a.dmi.ni..6te.Jt 
the. Ve.6 e.n.6e. Boa.ltd a.nd lt.6 obtlgatlon.6 unde.Jt the. Ve.6e.n.6e. Ac.t, 
StJtate.glc. poli.c.y a.nd a.dmi.ni..6tJta.ti.ve. i..6.6ue..6 i.n the Publi.c. Se..1tvi.c.e. 
a.Jte. al.60 de.alt wi.th by thl.6 Complex, wi.th the. HPS being the. He.ad 
06 the. Public. Se.1tvlc.e.. 

3.2.0.3 The. HPS' .6 Se.c..1te.ta..1tla.t p.1tovi.de..6 .6e.c..1te.ta.1ti.al .t,uppoJtt to 
the.· HPS i.n the. 60.1tm 06 p.1te.pa.1tlng wo.1tklng pa.pe...t.6, p.1toc.e.6.6i.ng ta..t,IU 
a.6.6i.gne.d by hi.m, ta.ki.ng note:.-6 06 me.e.ti.ng.6, Jte.6pondi.ng in a ti.me.ly 
manne.Jt to mai.l, a.JtJta.nglng hl-6. d.i.a.Jty I thneta.ble. a.nd c.ooJtdlnatlng hl.6 
dlaJty with that 06 Hl.6 Exc.elle.nc.y th� RJte.6i.dent. 

3.t.0.4 ORGANIZATIONAL STRUCTURE OF THE HPS' S SECRETARIAT



•• 10 ••

3.2.1 CABINET SECRETARIAT 

3.2.1.1 Th,i.J., unit .J.,Vtv.ic.e..J., the. Ca.b.ine.t blj p.1te.pa.1t.ing a.nd 

.3.2.l.2 

3.2.1.2 

c..iJtc.ula.t.ing not.ic.e.-6, a.ge.nda..J., a.nd wo1tk.ing pa.pe.Jt-6 601t Ca.b-ine.t 
me.e.t-ing.J., he..t.d we.e.k.t.lj. It a..t..60 p1te.pa.1te.-6 the. 1 a.i1tu.te...6 1 06 Ca.b-ine.t 
mee.t-ing.J., a.nd c.-i1tc.u.t.a.te.-6 them to me.mbtJt-6 06 the. Ca.b-ine.t, a.nd 
c.ommunic.a.te..6 Ca.bine.t'-6 de.c.,i.J.,,ion.J., to Mini.6t1tie.-6/Ve.pt-6, etc.. It 
a.dmin,i.J.,te.Jt.J., Ca.bine.t�Sub Comm-itte.e..J.,' Wo1tk P1tog1ta.mme. · a.nd Time.
Table. a.nd ke.e.p.J., a. pe.1tma.ne.nt 066-ic..ia..t._ 1te.c.01td o{ _a.ll Ca.bine.t 
Ve. c. .i.J., .i o n-6 • 

ORGANIZATIONAL CHART OF THE CABINET SECRETARIAT 

t lltMd P.tocuw.g 
04,.icu.A n 

Se.eu.ta.tf i:ll :th 
c.1,.uau IHPS) +-------

OJbil,u� 
O&fau ISO ti 

c.l,.i,,u llofti.tMillg 
044.ice.� 
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3.2.2 VEfENCE SECRETARIAT 

3.2.2.1 Thi-0 an.it a.dmini-0t<Ut-0 the. Ve.ne.n-0e. Boa.ltd a.nd .it-0 

3.2.2.2 

3.2.3.J 

obliga.t.i.OYl.-6 an.de.It the. Ve.ne.n-0e. Ac.t. 

ORGANIZATIONAL STRUCTURE Of THE 

VEfENSE SECRETARIAT 

�da,ty to t:he. 
Oe.4e.ue. 80aJtdlffP$) 

AdaiaiJ)b.a.tive 

o,,-ic.e.Jt (SO J J

t llaJtd P.toce..66-Ulg 
044ic.e.Jt.6 11

CONFIDENTIAL SECRETARIAT 

ORGANIZATION ANO MANAGEMENT 

i e.cJ,.'n.ic.al 
o,,.icu 

3.2.3.2 Th.i.-0 -0e.c.t.ion .i.-0 -0ape.1tv.i-0e.d btj the. Se.n.i.01t Conn.i.de.nt.ia.l 
Se.c.1te.ta.1ttJ to the. P1te.-0.i.de.nt. 1 t' -0 ma.in nan.et.ion .i.-0 to e.n-0a1te. that 
the. P1te.-0ide.nt i-0 onne.1te.d -0e.c.1te.ta.1tia.l -0e.1tvic.e.-0 a.nd pe.1t-0ona.£ 
a.tte.nda.nc.e. on the. h.ighe.-0t -0ta.nda.1td. Othe.Jt nunc.tion-0 inc.lade. the. 
p1tovi-0ion on ho-0pita.l.ittj -0e.1tv.i.c.e.-0 to v.i.-0.i.toJt-0 on H.i.-0 Exc.e.£le.nc.tJ 
a.nd c.a.te.Jting no1t Ca.bin.et a.nd othe.1t me.e.ti.ng-0. The. moJte. de.ta..i.£e.d 
nunc.tion-0 on the. -0e.c.t.i.on a.Jte. a.-6 -0hown be.low: 



3.2.3.3 

3.2.3.4 
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SECRETARIAL SERVICES 

The Seniok Con6idential Secketaky i-0 mainly ke-0pon-0ible 
6ok thi-0 akea 06 wokk, which include-0: 

(ii intekviewing and advi-0ing membek-0 06 the public who make 
kepke-0entation-0 to the Pke-0ldent; 

(iii making appointment-0 and akkanging meeting-0, etc; 

(iii) pkepaking the Engagement Viaky;

(iv) an-0weking invitation-0;

(vi opening, -0cheduling and de-0patching cokke-0pondence; and 

(vi) opekating 06 Compute� and Fax Machine.

FILING ANV CLERICAL 

The Con6idential Secketaky -0upekvl-0e-0 thi-0 unit in 
addition to the Pek-0onal and Cabinet Attendant-0, and the CLeanek. 

Thi-0 066icek'-0 dutie-0 include: 

(iJ 6iling and ketkieval 06 cokke-0pondence, and maintaining 
a B.U. -0y-0tem; 

(iiJ identi6ying and extkacting akticle-0 06 national 
impoktance 6kom the daily new-0papek-0; 

(iiil opekating (al Petty Ca-0h; 

(bl A -0mall -0toke which i-0 nece-0-0aky 6ok the 
e66ective 6unctioning 06 the unit; 

( iv J pkepak ing menu-0 6 Ok Cabinet and pkov iding ho-0pitality 
-0ekvice-0.



3."2".3.5 

,q_ 

.;� 

�] 
':I'\ • 

�i<-

• • 1 3 • • 

ORGANIZATIONAL CHART 

CONFIDENTIAL SECRETARIAT 

C. HAREWOOD 
Snr. Conf. Secty.
to the President 

(Secretarial & Admin. 

I. CRAWFORD � Conf. Secty. 
(Filing, Household 

N. FERREIRA
Secretary 

(Secretarial Services)

J. THOM 
' ( Conf. Secty. )

Aug. - Oct. 

B. WATERMAN
(Admin. Secty. 

May - Aug. 

N. WALDRON 
(Typist Clerk)
up to Sept. 23 

L. ·THOMPSON
(W.P,O.) 
from Sept. 25 

-· 

-
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c:.I • 
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S. GRAHAM
(Filing Clerk)
up to February 
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VIVISION OF PROTOCOL 

MISSION 

To e.n�uJte that alt aJtJtangement� 6oJt The-i.Jt Exeettene-i.e�, 
a� we.ti a� otheJt ta-0k-0 a�-0-i.gne.d to the. V-i.v-i.-0-i.on aJte. p.!tope.Jtty 
exe.euted and Jte.6te.et the. h-i.ghe.f.it .f.itandaJtd-0 po�-0-i.bte.; 

ORGANIZATION ANV MANAGEMENT 

. 2. 4. 2. 1 At th e e om men e em e n t o 6 7 9 9 5 , the St a 6 6 C h aJt t o 6 th e

2.4.3 

V-i.v-i.�-i.on �hawed the 6ottowing:-

V-i.JteetoJt 06 PJtotoeot 1 

PJtotoeot Advi�eJt 1 

Veput� V,UteetoJt 06 PJtotoeot 1 

Manage.Jt ( ag) 

PJtotoeot 066ieeJt 

1 

2 

1 

CattigJtapheJt 1 

T�pi�t/CteJtk 2 

WoJtd PJtoee��oJt OpeJtatoJt 1 

1 

Vaeant 

PJtotoeot 066-i.eeJt aeting �n 
th-i.� eapae-i.t�. 

1 aeting � Veput� V,UteetoJt 
1 Vaeant 

WoJtd PJtoee.�-00.!t Ope.JtatoJt 
aeting in thi� eapae-i.t�. 

Vaeant 

1 Vaeant 

Aet-i.ng a� 
SeeJtetaJt�. 

Vaeant 

Con6ident-i.at 

FUNCTIONS ANO RESPONSIBILITIES 

2.4.3.1 The V-i.vi�ion eontinued to be Jte�pon�ibte 60.!t 6-i.nati�ing 
alt matte.ft� 06 PJtotoeot 60.!t the PJte�ident and the F-i.Jt�t Lad� a� 
outlined below:-

la) Planning and oveJt�eeing aJtJtangement� Jtetating to 
eeJtemoniat�, inteJtnat vi.f.iit�, ete., in eottaboJtation with 
otheJt M-i.ni�tJtie� and agene-i.e� ( pa..tticula.tlq Fo�eign 
A,,ai�..6), CoJtpoJtation�, and 6inati�-i.ng alt aJtJtangement� 
6oJt the depaJttuJte 6Jtom and the. Jte.tuJtn to Guyana by Th�{� 
Exeetteneie�. 
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lb) Cou11.te.J.,y Ca..f..f.}.i pa.-i.d on The. Pll.e.J.,,ide.nt by ve.11.y -i.mpo11.ta.nt 
pe.11.J.,On}.i a.nd V-i.ploma.tJ.,. 

(c) Comp-i.l-i.ng -i.nv-i.ta.t-i.on .f.,lJ.,tJ., 6011. va.11.-i.ou}.i e.ve.nt}.i.

ld) P11.e.pa.11.-i.ng 911.e.e.t-i.ng ca.Jr.dJ., 6011. dome.J.,t,ic a.nd e.xte.11.na.l
d-i.J.,tJr.-i.but-i.on.

le.) Ma.-i.nta.-i.n-i.ng up-to-da.te. 11.e.coJr.dJ., a 6 V-i.ploma.t-i.c pe.Jr.J.,onne.l
a.nd 11.e.pll.e.J.,e.nta.t-i.ve.J., 06 Inte.11.na.tiona.l 011.ga.n-i.za.t-i.on}.i.

l') Co-011.d-i.na.t-i.ng w-i.th othe.11. Age.nc-i.e.J.,, M-i.n-i.J.,tJr.,ie.J., .a.nd 
pll.-i.va.te. Ent-i.t,ie.J., a.11.11.a.nge.me.ntJ., 6011. The.-i.11. Exce.lle.nc-i.e.J., a.t 
o66ic-i.a.l a.nd J.,oc-i.a.l 6unction}.i. 

lg) Acqu-i.Jr.-i.ng a.nd pll.e.pa.Jr.-i.ng g-i.6t}.i 6011. pll.e.J.,e.nta.t-i.on by The.-i.Jr. 
Exce.lle.nc,ie.J.,. 

lh) A11.11.a.ng-i.ng M-i.n-i.J.,te,Jr.J., a.nd othe.11. Gove.11.nme.nt · 6unct-i.ona.11.,ie_J., 
to be. J.,Woll.n--i.n by H,lJ., Exce.lle.ncy. 

li) A11.11.a.nge.me.ntJ., 6011. v,lJ.,,it to Guya.na. by Fo11.e.-i.gn V-i.gn-i.ta.11.-i.e.J.,,
moJr.e. o6te.n in colla.bo11.a.t-i.on w-i.th the. M-i.n-i.J.,tJr.y 06 Fo11.e.-i.gn
Ao 6 a.-i.Jr.J.,.

lj) Pla.nn-i.ng a.nd e.xe.cut-i.ng a.11.11.a.nge.me.ntJ., 11.e.la.t-i.ng to Na.t-i.ona.l 
Eve.ntJ., a.nd Ce.11.e.mon-i.e.J.,. 

l�) Ve.co11.a.t-i.ng a.-i.11.po11.t a.nd othe.11. J.,,ite.J., 6011. Sta.te. V-i.J.,,itJ., a.nd 
othe.11. 6unct-i.onJ.,. 

ll) Pla.nn-i.ng a.nd e.xe.cut-i.ng a.ll a.11.11.a.nge.me.ntJ., 6011. 6unct-i.on}.i
hoJ.,te.d by The.-i.11. Exce.lle.nc,le.J.,.
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AVMINISTRATIVE VIVlSION 

MISSION 

The. Ma.in Obje.c.tive..6 06 the. Admini.6t.1r.a..tive. Vivi.6ion a...1r.e. 
to p.1r.ovide. a .1r.e.lia..ble. a..nd e.66ic.ie.nt in60.1r.mation ma..nage.me.nt .6y.6te.m, 
a..nd pla..n, imp.1r.ove. and maintain the. phy.6ic.al plant, in6.1ta...6t.1r.uc.tu.1r.e. 
and e.-0.6e.ntial .6e..1tvic.e.-0 06 the. 066ic.e. 06 the. P.1r.e.-0ide.nt. 

ORGANIZATION ANV MANAGEMENT 

3.2.S.2.1 Thi.6 Vivi-0ion i-0 he.a..de.d by a.. P.1r.inc.ipa..l A-0-0i-0ta..nt 
Se.c..1r.e.ta.1r.q (Gene.i\a.lJ who i-0 -0uppo.1r.te.d by a..n A-0.6i-0tant Se.c..1r.e.ta.1r.y 
(Ge�ei\a.l) and an Admini-0t.1r.ative. A-0-0i-0tant in the. e.xe.c.ution 06 the. 
day to dalJ 6unc.tion-0 06 the. Vivi-0ion. The. P.1r.inc.ipal A-0-0i-0tant 
Se.c..1r.e.ta.1r.y who· .1r.e.po.1r.t-0 to the. Chie.6 Admini-0t.1r.ative. o,6ic.e..1r. i.6 
loc.ate.d at He.ad 066,ic.e. a.long with the. Admin-i.-0t.1r.ative. A.6-0i-0ta..nt, 
wh.i'le. the. A-0-0i-0ta..nt Se.c..1r.e.ta.1r.lJ who i-0 .1r.e.-0pon-0ible. 60.1r. all 
Admini-0t.1r.ative. 6unc.tion.6 at the. two (!) Public. Se..1r.vic.e. Ma..nage.me.nt 
loc.ation-0, i.6 -0tatione.d in Wate..1r.loo St.1r.e.e.t. 

The. Vivi-0ion c.on.6i-0t-0 06: 

(,0 The. Ce.nt.1r.al Re.gi-0t.1r.y Se.c.tion -0upe..1r.vi-0e.d by a.. Re.gi-0t.1r.y 
Supe..1r.vi-00.1r.. 

(ii) The. Ca..nte.e.n Se.c.tion he.ade.d by a Ca..nte.e.n Manage.Jr..

l iii J The. Ma..inte.na..nc.e. Se.c.tion -0upe..1r.vi-0e.d the. 
Supe..1r.inte.nde.nt. 

(iv) �e.ad 066ic.e. Admini.6t.1r.ative. Unit a..nd

(v) Public. Se..1r.vic.e. Ma..na..ge.me.nt Admini-0t.1r.a..tive. Unit.

3.2.S.2.2 F o.1r. the. pu.1r.po.6e. 06 thi-0 .1r.e.po.1r.t the. .1r.e.vie.w 06 the. PSM '-0 

3.2.S.3 

Admin,i,-0t.1r.ative. Suppo.1r.t Se..1r.vic.e.-0 Unit would appe.a.1r. in the. Public. 
Se..1r.vic.e. Manage.me.nt'-0 Se.c.tion. 

FUNCTIONS OF THE AOMJNISTRATJVE SERVICES V1VlS10N 

The. 6unc.tion-0 06 thi-0 Vivi-0ion a.1r.e. a-0 6ollow-0: 

la.) The. Supe..1r.vi-0ion 06 the. Re.gi-0t.1r.y. 

(6) Vi.1r.e.c.tion 06 the. 066.i.c.e. A.6-0i-0tant-0 and me.-0-0e.nge..1r.ial
-0e..lr. Vi c.e.-0,

le) The. -0upe..1r.vi-0ion 06 the. Ca..nte.e.n-0. 

ld) The. p.1r.ovi.6ion and di.1r.e.c.tion 06 t.1r.an-0po.1r.t -0e..1r.vic.e.-0. 



3.2.5.4 

3.2.5.4.1 

3.2.5.5 

le.) 

'' J 

lg) 

( 4 J 

lb)· 

. . 1' .. 

The -0upekV{-0{0n on the Ma{ntenanee Vi.V{-0.{0n. 

The pkepakat{On and -0ale on the onnieial Gazette. 

En-0uk,ing the pkOVi-0,ion on the e-0-0ential -0ekviee-0 -0ueh a-0 
telephone-0, ete, and theik maintenanee. 

CENTRAL REGISTRY AND TYPING POOL 

To en-0uke that an ennieient -0y-0tem on keeokd-0 management 
thkough aeeukate nil,ing and -0Wint ketk,ieval On doeument-0 
i-0 maintained; and 

To pkov,<.de a -0peedy and aeeukate -0eeketak,lal -0uppokt 
-0ekviee. 

Thi-0 -0eet,ion ,l-0 headed by a Reg,<.-0tky Supekv,l-0ok and ha-0 
a -0tann eomplement on two 12) Typi-0t Clekk-0, two (fJ Filing 
Clekk-0, and one (1) Ve-0pateh Clekk. 

THE CANTEEN SECTION

3.2.5.5.1 Theke ake two (2) eanteen-0 loeated at the Head Onniee ,<.n 
New Gakden Stkeet and at the PSM'-0 Onniee in Watekloo Stkeet. The 
pk,<.ne,ipal objeet,ive on the Canteen Seetion whieh i-0 heavily 
-0ub-0id,ized by the Goveknment, i-0 to pkov,ide eheap meal-0 and -0naek-0
to -0tan n ( an.d o.the..t: public. a,,ic.e..t:..6 J, a-0 well a-0 paktiei.pant-0 0 n 
tka,ining eouk-0e-0, meet,in�, ete. 

3.2.5.5.2 Th,i-0 -0eet,<.on i-0 headed by a Canteen Managek and eaeh 
Canteen i.-0 manned by a Supekvi-0ok and two (f) attendant-0. 

3.2.5.6 MAINTENANCE OlVlSlON 

3.2.5.6.1 The main objeet,ive on thi-0 -0eetion i.-0 to mainta,<.n the 
gkound-0 and building-0 on the P ke-0idential On n iee Complex, 
Ca-0tellan.,i Hou-0e and State H ou-0e, and the uti.l,it ie-0 a-0-0 oeiated 
with them. 

3. 2 .5.6.2 1 t-0 main n unet,i o n-0 ake: 

( 4 J kepai.k ,ing and ma,i ntai.ni.ng On n ,iee b uildi.ng-0, eleetk ieal, 
a,ik eonditioning and othek e-0-0ential -0ekviee-0; 

(bl eutting lawn-0 and koad -0houldek-0 and eleaning eanal-0; 

le) pkepaki.ng nok national event-0 and keeeption-0. 

3.2.5.6.3 Thi-0 -0eetion i-0 manned by an E-0tate Supek,<.ntendent, 
Eleetk{ei.an-0, Cakpentek-0, Laboukek-0, Cleanek-0, and Pai.ntek . 
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3.2.6 

3.2.6.J MISSION 

The. M.i.-6-6.i.on on t1•.e. V,ivi-6.i..on ,<.-6 to e.n-61.Ue. the. e.66e.c.t{ve. 
and e.66{c.ie.nt manage.me.nt 06 the: 6,inanc.ial ope.Jr.ation-6 06 the. 
M{ni-6t.1r.y• and e.n-6uJr.e. that the.y a.1r.e. c.a.1r..1r..i.e.d out in ac.c.o.1r.da.nc.e. with 
the. Financ..i..al Admini-6t.1r.at.i.on and Audit Ac.t, Flnanc.ial Re.gulation-6 
and Cl.1r.c.ula.1r. .i.n-6tJr.uc.tlon-6. 

3. 2. 6. 2 The. obj e. c. ti v e.-6 a.1r. e. : 

3.2.6.3 

(J) To manage. and c.ont.1r.ol all 6und-0 d.i..-6bu.1r.-6e.d to the.
M,ini-0t.1r.y -00 a-0 to e.n-6uJr.e. that e.xpe.ndltu.1r.e. i-6 in
atc.0.1r.da.nc.e: with. the. Flnanc.ial Admini-0t.1r.ation and Audit Ac.t,
Re:gulation-6 and .1r.e.le.vant c.i.1r.c.ula.1r.-6.

(2) To b.1r.ing to light all de.vlation-6 6.1r.om e.-6tabli-0he.d .1r.ule.-0
and p.1r.oc.e.du.1r.e.-6.

13) To e.n-0u.1r.e. that co.1r..1r.e.ctive. ac.tion i-0 take.n to .1r.e.c.ti6y the.
-0ituation.

(4) To e.n-6uJr.e. p.1r.ope..1r. c.ont.1r.ol me.chani-0m-6 a.1r.e. .i.n plac.e. and a.1r.e.
e.xe.cute.d and maintaine.d.

(5) To e.n-0u.1r.e. that all payme.nt-0 a.1r.e. e.66e.cte.d .i.n a time.ly
manne.Jr. within the. ambit 06 the. Vote.d P.1r.ovi-0ion and that
all ac.count-0 aJr.e. .1r.e.concile.d acco.1r.d.i.ngly .

. (6) To me.e.t de.adline.-0 60.1r. the. -0ubmi-0-0ion 06 e.-0timate.-0,
p.1r.og.1r.amme.-0, .1r.e.tu.1r.n-0, .1r.e.po.1r.t-6 and monthly compliance.
c.e..1r.t,i 6 ic.ate.-0.

ORGANIZATION AN V MANAGEMENT 

la) The. Vivi-0lon i-0 he.ade.d by the. P.1r.incipal A-0-6.i.-0tant 
Se.c.1r.e.ta.1r.y ( F) who .1r.e.po.1r.t-0 to the. Ch.i..e.6 Admini-6tJr.ative. 
0 6 6 i c e..1r. ( C • A • 0 J • 

lb) It ha-0 a -0ta66 c.omple.me.nt 06 twe.nty th.1r.e.e. (23) 066.i.ce.Jr.-0 
inc.lud,i.ng two 12) Chi.e.6 Ac.c.ounta.nt-0, two l2J A-0-6.i..-6tant 
Se.c..1r.e.ta.1r.ie.-0 IF}, two 12) Accountant-0, two (2) A-0-0i-0tant 
Accountant-0, -6.i.X (6) Cle..1r.k 111'-0, -0e.ve.n (7) Cle..1r.k 11'J.J 
and one. (1) Supply Expe.ditoJr.. 

( C) 

POSITIONS 
POSITIONS POSITIONS VACANCIES 

FILLEV 

P.1r.inc.ipal A-6-6i-0tant Se.CJr.e.ta.Jr.y (F} 1 l 

Ch.le.6 Accountant 2 2 

A-6-0.l-0tant Se.c..1r.e.ta.1r.y ( F l 2 - 2 

Accountant 2 1 1 

A-0-6 i-0 tan t Accountant 2 1 1 

Cle..1r.k 1 1 1 6 - 6 
Cle..1r.k 1 1 7 7 

Supply Expe.dito.1r. 1 1 

23 13 10 



.. -·. 1. .J •. 

r Ct11f:f Alltl!NISTI!��IV& :;;l�f.ll 

GINCll'AL ASSlSTA.KT SEOET�Y (r) 

r··- --,--
I 

I L _cnir.T Ac�
� i 

! ASSISTAIIT SECRf.TAAY : 

l ; Fl"AJ!CE I 

��] 
I ------------ -

-- . .  ·-·- ·--· -- -- ------------, 

--- §r1 1-�.l�,
ll 1 lI : 

-�-�--------

Cl.EU 

Ill 

tSSISTAIIT SECltETA
�

Y 
fl!IAJ!C[ 

"--w- --

cu:u 
II 

, C!!IF.F ACC:Olllff Al!T 



. . 22 • •  

3.2.b.6 STORES DIVISION: 

J.2.&.5.1 MAIN OBJECTIVES:

3.2.6.S.2 

( J J To e.n-6uJte. that all -6toJte.-6 pµJtc.ha..oe.d 6 oil u-6e. by the. 
066.i.c.e. 06 the. Plle.-6.i.de.nt a.Ile. -6a.6e.ly -6toJte.d and 
ma..i.nta.i.ne.d .i.n good c.ond.i.tion. 

l 2 J To e.n-6ulle. that all -6toJte.-6 aJte. pllope.llly Jte.c.e..i.ve.d, 
t-6-6ue.d and Jte.c.ollde.d to 6a.'C..i.litate. pJtope.ll . 
ac.c.ountab.i.l.i.ty and Jte.pollt.i.ng on the..i.Jt U-6age.. 

(3) To pJtov.i.de. 6oJt an ade.quate. -6upply 06 ite.m,o to
6dc.il.i.tate. the..i.ll pJtompt a.c.c.e.-6-6.i.b.i.lity whe.n ne.e.de.d by 
the. 066.i.c.e. .i.n the. c.onduc.t.i.ng 06 .i.t-6 bu-6.i.ne.-6,o, 

(41 To e.n-6uJte. that the. -6toJte.ke.e.p.i.ng a.c.t-i.v.i.t-i.e.,o 06 the. 
066-i.c.e. aJte. done. -i.n c.on6ollm-i.ty w.i.th the. StoJte.-6 
Re.gulation-6 and lle.le.vant c..i.llc.ulall-6 -i.-6-6ue.d by the. 
Se.c.ke.tally to the. TJte.a,ouJty and Ac.c.ountant Ge.ne.llal. 

ORGANIZATION STRUCTURE: 

STORES "DIVISION 

:I STORE- (EEPER 111

STORE ff EPER 11 l 2 Pa.1..it:l.a,u,) 

EXPE"OITOR 

3.2.6.�3 The. appJtove.d -6ta6 6 e.-6tabl.i.,okme.nt 6oJt the. Stoke.-6 
Se.c.t.i.on .i.-6 Stolf.e.ke.e.pe.Jt 111 a-6 the. -6upe.1Lv.i.,00Jt, two StoJte.ke.e.pe.Jti 
11 and an Expe.d.i.toJt. 
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FIELV AUVIT VIVISION: 

3.2.7.J ·"·· �. -'. MISSION 

.3.2.'1.2 

To en.&u4e ( J J tha.t the1te -l.& p4ope4 inte4na.l cont4ol 
ove4 the fin.a.ncia.t a.66a..i4.& 06 the 066.ice, {2) tha.t it.A ca.Ah, 
.Ato4e.& a.nd equ..ip�ent ,ue u-Aed 604 the pu4po.Ae.& .intended and 
(3) tha.t .Apecia.l .inve.&t.iga.tion.A a4e ca44ied out and q.dvice
given whe4e nece.&.&a4y .

ORGANIZATION ANO MANAGEMENT:

3.2.1.2.J Thi.A Field Audit V-lv.i.&ion i.& headed by a Field 
Au.dito4 a.nd ha.A a -Ata6 6 complement o 6 one A-0-0-l.&ta.nt Field 
Au4.itoJt,.�, . .two .. i$toe.lt·. llel£.i._fle.=u.. The Field Au.di.to4 4epo4t.A to the 
Chie6 Adm.i.n.i..&t4a.tive 06 6 .ice4. (Se.e. Cltut: be.tfHO) 

3.-2.1.2.2 

below: 
The ma.-<.n 6unct-lon.& 06 the V.lv.i-0.i.on a4e a.& .&hown 

l«J To ca44Y out 6.ield a.udit.A and .&toe� ve4ioicat-lon 
exe4c.i.Ae.A. 

lb) To conduct .Apecial inve.Atiga.tion.A a.nd p4ovide advice 
whe1te n.ece-0-0a1ty. 

(cJ To en..&ulte that the in.vento1ty chec�.& 06 Vivi.&ion.& a4e 
ca1t1tied out at lea.&t twice yea.1tly. 

3;;-f .7 �J ORGANl ZATION STRUCTURE l f IE LV AUV1T VJVISION) 

Chie., Adai.n.,U;UJJ.tive. 
04 4.ice..t 

f.ietd Aud.it:o.t 

A.6.6t f idd Aud.Uo.t 

I� Ve.ti&�l2l 1



3.2.8 

3.2.8.1 

3.2.8.t 

.. - z.., .. 

PERSONNEL DIVISION: 

MISSION 

The. ma..tn obje.c.t-i..vct 06 th-i..-6 V-i..v-i..-6-i..on i-6 to p!t.ov-i..de. 

a.nd ma.in.ta.in a.de.qua.te. -6e.Jt.vic.e.-6 in the. aJt.e.a.-6 06 c.ondition-6 06

-6e.Jt.vic.e, wa.ge.-6 and -6a.la.Jt.-i..e.-6, -6:ta.66 de.ve.lopmctnt a.nd -6ta.66 

we.l 6 a.Jc. e.. 

ORGANIZATION AND MANAGEMENT: 

. 
\ 

1>:'E.:1-.�-1 The. V-i.v-i.-6-i..on -i..-6 he.a.de.d by a. PJt.-i.nc.ipal Pe.Jt.-6onne.f 
06 6 -i..c.e.Jt. who -i..-6 a.-6-6.i-6te.d by a Se.n-i..oJt. Pe.1t-6onne.l o 6 6 .ic.e.Jt, one.
Pe.Jt-6onne.l 06 6 -i..cvt 11, one. Pe.Jt.-6onne.l 06fiic.vr. 1, two Clvr.k-6 111
(G} a.nd 6ouJt. Clvr.k.-6 11 lG}. The. P1t-i..nc.ipa.l Pe.Jt-6onne.l 066.icvr. 
Jte.poJtt-6 to the. Chie.6 Admini-6tJtative. 066ic.e.Jt. 

3.f.%.f.f The. VivL-6ion ha..-6 Jte.-6pon.-6i..bi..lity 601t the. 6ollowing 

a.Jt e.a. ,6 :

lJJ Pe.Jt.-6onne.£ Polic.y Ve.ve.lopme.nt 

l?J Ma.�powe.Jt. Planning 

l3J Re.c.Jtu-i..tme.nt, PJt.omot-i..on-6, TJt.a.n-66e.Jt.-6, Re.-6-i.gna.t-i.on-0 a.nd 
Re.t-i..Jt.e..me.nt.-6. 

141 Vi-0c.ipl-i..ne., G1tie.va.nce.,6 and Vi-0mi-6-6a.l-6. 

(SJ Sta.66 App1ta.i-6a.l. 

(6) TJt.a.in-i..ng a.nd Ve.ve.lopme.nt.

(71 Le.ave. a.nd Ab-0e.nte.e.i-6m. 

(&J Wa.ge.-0 and Sa.la.Jt.-i..e.-0. 

(91 Employe.eJ Be.ne.6-i.t.-6. 

(JOI Pe.Jt.-6onne.l Re.c.oJt.d Kee.ping. 



3.2.8�3 

PUBLIC SERVICE

�GEMENT 

PERSONNEL OfFICER II 

2 CLERK Ir''s (G) 

• • ·15 . ,. •

PRINCIPAL PERSoNNEL OFFICER 

SENIOR P� OFFICER 

PERSONNEL OFFICER I 

2 CLERK III's.(G) 
2 CLERK II's (G) 



3.2.9 

3.2.9.1 

3.2.9.1.1 

3.2.9.1.l 

3.2.9.1.3 
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SUBVENTION AGENCIES

The 06niee on the P�e�ident i� al�o �e�pon�ible no� the 
examination on Aeeount� and �elea�e on nund� to the Guyana 
Inno�mation Se�vie� Ca�tellani � , P�e�idential Gua�d and 
Guyana Televi�ion and B�oadea�ting Co�po�ation. It al�o p�epa�e� 
�emittanee� and withd�aw� nund� no� the Guyana Venen�e Fo�ee, 
Guyana National Se�viee and Guyana Wate� Autho�ity to do Capital 
Wo�k.�. 

GUYANA INFORMATION SERVICES 

MISSION 

To gathe� and di��eminate inno�mation dealing with the 
eeonomie, �oeial, eultu�al and national development on Guyana, 
u�ing eove�age in�ide and out�ide on Guyana. 

ORGANIZATION ANV MANAGEMENT 

ORGANIZATIONAL STRUCTURE

I Chie, In,01-'lr'J:tion o,,. Chie, Adm.in.. o,,.

I I 

I 

Photo Unit PI 8 In,o. o,,. Voe.. O".
l 3 oUreeA:.&J 8 (4 o"iceA:.&) 

I 1 o,,ic.e A.6.6t. 2 V.tive.t-6 l 



3.2.9.1.4 

( 1} 

l f ) 
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SPECIFIC OBJECTIVES ANO FUNCTIONS 

To ga..the.ll., a..n.d d-i.J.>J.>e.m-i.n.a..te. de.ve.lopme.n.t n.e.wJ.> 
a..c.t-i.v,itie.J.> on Gove.ll.n.me.n.t Min.iJ.>te.ll.J.>, 
Ve.pa..ll.tme.n.tJ.> a..n.d Age.n.c.-i.e.J.>. 

ll.e.la..t-i.n.g to 
Mln.iJ.>tll ,ie..t,, 

To c.olle.c.t a..n.d d-i.J.>J.>e.m-i.n.a..te. de.ve.lopme.n.ta..l n.e.wJ.> a..n.d 
ne.a..tull.e.J.> ll.e.la..t-i.ng to Gove.ll.n.me.n.t pll.oje.c.tJ.> �n. a..ll 10 
Re.g-i.on.J.> on Gu�a..n.a... 

(3) To c.ove.ll. ma.jail. J.>oc.-i.a..l, c.ultull.a..l a..n.d n.a..t,lon.a..l e.ve.n.tJ.> in.
the. va..ll.-i.ouf.> ll.e.g-i.on.J.> on Gu�a..n.a...

(4) To J.>ugge.J.>t, a..ll.ll.a..n.ge. a..n.d hoJ.>t p�ll.-i.od-i.c. pll.e.J.>J.> c.on.ne.ll.e.n.c.e.J.>
nail. M-i.n.iJ.>te.ll.J., on the. Gove.ll.n.me.n.t.

(5} To pll.ov,ide. we.e.k.l� bulle.t-i.n.J.> on de.ve.lopme.n.ta..l n.e.wJ.> to
Gu�a..n.a..'J.> H-i.gh Comm-i.J.>J.>-i.on.J.>, Emba..J.>J.>-i.e.J.>, Con.J.>ula..te.J.>, a..n.d
Gu�a..n.e.J.>e. c.on.J.>t-i.tue.n.c.,le..t, a..bll.oa..d.

(6} To pll.ov-i.de. J.>pe.c.,ia..l J.>upple.me.n.tJ.> on. J.>uc.c.e.J.>J.>nul Gove.ll.n.me.n.t 
pll.oje.c.tJ.> a..n.d pll.ogll.a..mme.J. 

( 7) To a..c.t a..J.> the. ma..-i.n. de.poJ.>-i.toll.� a..n.d J.>uppl-i.e.ll. nail. 
Gove.ll.n.me.n.t publ-i.c.a..t,lon.J.>, loc.a..ll� a..n.d ove.ll.J.>e.a..J.>. 

(1) To de.ve.lop a..n.d houJ.>e. the. ma.jail. gove.ll.n.me.n.t doc.ume.n.ta..t,lon
c.e.n.tll.� wh-i.c.h c.ould be. ma.de. a..va..,lla..ble. to a..ppll.opll.-i.a..te.
J.>tude.n.tJ.> a..n.d ll.e.J.>e.a..ll.c.he.ll.J.>.

(9) To be.c.ome. the. Adve.ll.t,i.t,,in.g Age.n.c.� nail. Gove.ll.n.me.n.t a..dJ.>. to
n.e.wJ.>pa..pe.ll.J.> a..n.d othe.ll. me.d-i.a.. houJ.>e.J.>.

(10) To c.omp,ile., publiJ.>h, diJ.>tll.ibute./J.>e.ll ma.jail gove.ll.n.me.n.t

( 1 1 ) 

pol-i.c.� J.>ta..te.me.n.tJ.>, J.,pe.e.c.he.J.>, ll.e.J.>e.a..ll.c.he.J.> a..n.d pll.ogll.a..mme.J.>.

To pll.oduc.e. a..n.d bll.oa..dc.a..J.>t on. J.>ta..te. 
ll.a..d-i.o a..n.d TV pll.ogll.a..mme.J.> -i.n.volvln.g 
(1}. (f) a..n.d (3) a..bove..

a..n.d pll.-i.va..te. me.dia..,
a..ll.e.a..J.> me.n.t,lon.e.d -i.n.



3.2.10 

3.2.10.1 

3.2.10.2 
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CASTELLANI HOUSE 

MISSION 

It-0 mi-0-0ion, i-0 to 
WOJtk� on aJtt COn-0titut.ing 
ac qui-0itio n, exh.ib itio n, 
inteJtpJtetat.ion on -0uch woJtk-0. 

nOCl.L6 OYI. the p.!te-0e.1tvation on 
the national patJtlmony, and 
p.!tomotion, documentation 

ORGANIZATION ANV MANAGEMENT 

the 
the 
and 

Ca-0tellani Hou-0e, the National AJtt Galle.1ty, i-0 a public 
non-pJtonit inhtitution, -0e.1tving the ,Lnte.1te-0t-0 on af.l the dive.1t-0e 
communitie-0 which -0hape ouJt national cultuJtal cha.1tacte.1t. A-0 an 
exhibitoJt, lnte.1tp.1tete.1t and p.1tomote.1t on Contempo.1ta.1ty Vi-0ual A.1tt on 
a p.1tone-0-0ional -0tanda.1td, it p.!tovide-0 lectuJte-0, hemlnaJth, WOJtk-0hop-0 
and otheJt noJtm-0 on public education. 

3.2.10.2.1 Ca-0tellanl Hou-0e l-0 managed by a Committee and ha-0 a 
CuJtatoJt who l-0 Jte-0pon-0ible no.It day to day ope.1tation-0. See the 
oJtganlzatianal -0t.1tuctu.1te below. 

3.2.10.3 ORGANIZATION STRUCTURE ( CASTELLANI HOUSE J 

lla.1tt1ge.ae..nt 
Coam.i.tte.e. 

CURATOR 

�.i.ve. 
AAA<ld4Jtt 

Se.c.Jte.ta.tq l 

Ga.lle.Jttj 

I Cte.a.JLe.Jti:, 
Atte.n.daJLti:, 
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3.2.11 PRESIVENTIAL GUARV 

3.2.11.1 MISSION 

3.2.11.2 

(.i) To pJt.ote.ct the. li6e. and pJt.ope.Jt.ty 06 Hi-0 Excellency the. 
PJt.e.-0ide.nt and 6amily. 

(.ii) To pJt.ote.ct the. li6e. and pJt.ope.Jt.ty 06 the. HonouJt.able. PJt.ime. 
Mini-0te.Jt. and 6amily. 

ORGANIZATION ANV MANAGEMENT 

The. PJt.e.-0ide.ntial GuaJt.d i-0 compJt.i-0e.d 06 two -0e.ction-0 with 
-0e.paJt.ate. and di-0tinct 6unction-0. The.-0e. Se.ction-6 aJt.e.: 

la) The. Body PJt.ote.ction Unit o~ Plain Clothe.-0 Section. 

lb) The. Uni6oJt.m Section. 

3.2.11.2.1 Tlte. Body PJt.ote.ct..ion. Un.it 0Jt. Plain. Clotlte..6 Se.ct.ion.: 

3.2.11.2.Z 

The. Body PJt.ote.ction Unit i-0 -0tatione.d in-0ide. State. 
Hou-0e. compound which i-0 u-0e.d a-0 it-0 ope.Jt.ationaf: he.adquaJt.teJt.-0. FoJt. 
ope.Jt.ational puJt.po-0e.-0, it i-0 divided into 6ouJt. -0ub-unit-0, lhJt.e.e. l3) 
06 which aJt.e. diJt.e.ctly attached to Hi-0 Excellency the. PJt.e.-0ide.nt and 
one. ll) to the. HonouJt.able. 'e.,iime. Mini-0te.Jt.. 

The. -0ub-unit-0 aJt.e. each c ommande.d by an I n-0pe.ct0Jt. 
who Jt.e.poJt.t-6 diJt.e.ctly to the. o66ice.Jt.-in-chaJt.ge. 06 the. Body 
PJt.ote.ction Unit. Hi-0 Second-in-command ha-0 diJt.e.ct Jt.e.-0pon-0ibility 
6oJt. the. PJt.ime. Mini-0te.Jt.'-0 -0e.cuJt.ity, thu-0 he. ha-0 a dual Jr.ale.. 

The. main 6unction-0 06 the. Body PJt.ote.ction Unit aJt.e.: 

la) To pJt.ovide. immediate. -0e.cuJt.ity 6oJt. the. PJt.e.-0ide.nt and 
6amily and the. PJt.ime. Mini-0te.Jt. and 6amily. 

lb) ContJt.olling acce-0-0 point-0 to the. PJt.e.-0ide.nt and 
PJt.ime. Mini-0te.Jt.. 

Thi-0 involve.-0 -6CJt.e.e.ning me.mbe.Jt.-0 06 the. public wi-0hing to 
have. audience. with both, pJt.oviding in6oJt.mation on -0ituation -ln 
-0peci6ic aJt.e.a-0 to be. vi-0ite.d by the. PJt.e.-0ide.nt and PJt.ime. Mini-0te.Jt. 
and advi~ accoJt.dingly. 
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3.2.11.2.3 The. Uni6 o.tm Se.ction: 

The Un.i601tm Section. ha-0 two main. admin.i-0t1tative/opvr.ation.
al cen.tJte-0 located at:-

(iJ State Hou-0e 

(ii) Vli-0-0en.gen. Road (Ca�te.llani Compound)

The p1te-0en.ce 06 a body 06 men. i-0 al-00 maintained at the
P1te-0iden.tial Complex. 

3.2.11.2.4 The main. 6un.ction. 06 the Un.i601tm Section. 06 the 
PJte-0.i.den.tial GuaJtd i-0 to pJtovide what can. be teJtmed ·�tatic 
�e.cu.titq' 601t the P1te-0iden.t an.d P1time Min.i-0te1t. 

3.2.11.2.5 The main. admin.i-0t1tative cen.tJte 06 the PJte-0.iden.tial Gua1r.d
i-0 located at Bid601r.d Hou-0e. The 066.ice-0 06 both the Head 06 the
P1r.e-0iden.tial Gua1r.d an.d the Veputy Head 06 the P1r.e-0iden.tial Gua1r.d
a1r.e -0ituated at Bid601td Hou-0e. They aJte 1te-0pon.-0ible 6011. the day
to-day admin.i-0t1tat.i.on. 06 the GuaJtd. Thi-0 i.nclude-0 liai-0on. with
-0ecu1r.ity agen.cie-0, etc.



3.2.11.3 
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SUMMARV ANO REVIE• Of 

CURRENT VEAR'S PROGRAMME 

4.1 HEAV Of THE PRESIDENTIAL SECRETARIAT'S COMPLEX 

4.1.1 The. ye.a.It. 1995 wa.1.> a.n e.ve.nt6ul one. 601t. the. HPS' 
Se.c1t.e.ta.1t.ia.t. The.Jt.e. wa.1.> a. 1.>igni6-i.c.a.nt tu1t.nove.1t. in 1.>ta.66 in 1995 
with a.n end 01t.1.>e.d move to the. employment o 6 1.>ta.6 6 on c.o nt1t.a.c.t
g1t.a.tuity te.1t.m1.> in the Se.c.1t.e.ta.1t.ia.t. Suc.h 1.>ta.66 c.ha.nge.1.> we.1t.e. 
1.>.ign.i.6.ic.a.nt in the HPS' 066,ic.e. a.nd the. Ca.b.ine.t o66ic.e w'he.1t.e. a.ga..in 
c.o ntJt.a.c.t- g1t.a.tuity o 6 6 .ic.e.Jt.1.> tended to Jt.e.pla.c.e. 1.>ta.6 6 on the 6 .ixed 
pe.n1.>iona.ble. e.1.>ta.bli1.>hme.nt. 

4.1.2 Ca.bin.et 1.>ta.66 c.ont.inue.d the.iJt. 1994 ta.Mi in ve.tt.ing 
Ca.b.ine.t Minute.I.> 601t. BINVJNG. Ca.bin.et a.1.>1.>ume.d 1t.e.1.>pon1.>ibility 601t. 
the p1t.e.pa.1t.a.tion 06 c.omp1t.e.he.n1.>.ive. l.i1.>ting1.> 06 a.ll nine.I.>, nee.I.>, 
dutie.1.> a.nd le.vie.I.> unde.Jt. C.iv.il a.nd C1t.imina.l Ju1t.i1.>dic.t.ion. 

4.1.3 The Ve.6 e.n1.>e. Se.c.1t.e.ta.1t. ia.t' 1.> pelt. 6 01t.ma.nc.e. wa.1.> une.ve.nt 6ul .in 
7995. Sta.66 tu1t.nove.1t. wa.1.> a.ga.in high with a. 1001 Jt.e.pla.c.e.me.nt 
within the ye.a.It.. 

4.1.4 A g1t.e.a.te.1t. Jt.e.lia.nc.e. on c.ompute.Jt. te.c.hri-olqgy wa.1.> 
e.xpe.Jt.ie.nc.e.d, le.a.ding to moJt.e. 1t.e.c.1t.u.itme.nt 06 c.ompute.Jt. l.ite.Jt.a.te. 

4.1.5 

1.>ta.66. A g1t.e.a.te.1t. e.mpha.1.>i1.> on mon.ito1t.-i.ng a.nd Jt.e.vie.w 06 · milita.Jt.y 
e.xpe.ndituJt.e. wa.1.> a.dopte.d la.te. in 1995 a.n.d w.ill c.ontinue. into 1996 
with 6u1t.the.1t. 1t.e.01t.ga.niza.tion 06 the Ve.6e.n1.>e. Se.c.1t.e.ta.1t..ia.t. 

Ca.b.ine.t 
extended 
monthly 
Ca.b.ine.t 
1.>ta.6 6. 

The. c.on1.>tituting a.nd 1t.e.gula.1t..iza.t.ion 06 a.c.t.ivit.ie.1.> 06 the 
Sub-Comm.itte.e.1.> on He.a.lth, Ag1t..ic.ultu1t.e. a.nd Hou1.>ing 
the 1t.e.1.>pon1.>ib.il.itie.1.> 06 the Ca.bin.et Se.c.1t.e.ta.1t..ia.t. The.1.>e. 
me.e.t.ingl.> a.long w.ith the. 601t.tnightly me.e.tingl.> on the 

Sub-C ommitte.e. on F .ina.nc.e. .impo1.>�d c.o n1.>ide.1t.a.ble. de.ma.nd1.> an 

4.1.6 The a.llude.d de.ma.nd1.> c.1t.e.a.te.d the. need 601t. Ca.bin.et 
ManitaJt. .ing 06 6 ic.e.1t.1.>. Milita.Jt.y 06 6 ic.e.Jt.1.> we.Jt.e. initia.lly .ide.nti6 .ie.d 
6 Olt. 6 .illing the.1.>e. po1.>t1.> but 1.>e.nio1t. publ.ic. 1.>e.Jt. va.nt1.> a.nd c.iv.ilia.n 
1t.e.c.1t.uit1.> we.Jt.e. a.c.c.e.pte.d. 

4.1.7 Falt. 7996, wo1t.k w.ill c.ont.inue. on upg1t.a.d.ing 
c.ompute.1t.iza.t.ion .in the Se.c.1t.e.ta.1t.ia.t1.>. G1t.e.a.te.1t. Se.c.uJt..ity 6e.a.tu1t.e.1.> 
w.ill be. intJt.oduc.e.d a.nd d.ic.ta.phont 1.>e.1t.v.ic.e.1.> will be .in1.>ta.lle.d. 

4.1.B Falt. Ca.b.ine.t, the. WOJt.k pla.n ea.ill.> 601t. the c.omple.tion 06 
ve.tt.ing 06 Ca.b.ine.t M.inute.1.> 1992-1994, the un.ive.1t.1.>a.l a.dopt.ion 06 
the new 601t.ma.t 601t. -6ubm.i1.>1.>ion 06 Ca.bine.t Me.mo1t.a.nda., a.nd wo1t.k. on 
c.Jt.e.a.t.ing a. c.ompute.Jt. da.ta.-ba.1.>e. o 6 1.>ubj e.c.t ma.tte.Jt.1.> 1.>ubmitte.d 6 Olt. 
Ca.bin.e.t'1.> c.on1.>ide.1t.a.t.ion. 



4.1.9 

4.1.10 

4.2 
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The Ve6en..J.ie Sec1r.eta.1tiat will .J.iee J.ii..gn.i6ican.t 1r.ec1tuitmen.t
to en.able the Ve6en..J.ie Boa.ltd to 6un.ct.ion. betteJt, a.J.i outlined in. the
Ve6en..J.ie Act. 

In. 1995, the HPS' Sec1r.etcui..at J.iaw mo.1te utilization. 06
technical and p1r.06e.J.i-0.ional .J.ita.66 .i.n. .J.iuppoJtt 06 the HPS an.d hi.J.i
wide Jr.ange 06 Jr.e.J.ipon.J.i.ibilitie.J.i. In. 1996, .i.mp!r.oved Compute.It
technology an.d mo1r.e competent .J.iuppoJr.t .J.ita66 will be .J.iought. 

CONFIDENTIAL SECRETARIAT 

The yea.It commenced with the 6ollowin.g membe.1t.J.i 06 J.ita66: 

1 Sen.ioJr. Con.fiden.tial Sec1r.eta1r.y to the PJr.eJ.iident
(Admin./Sec1r.eta1tialJ 

1 Con.6iden.tial Sec1r.eta1r.y (Filing, Logi.J.itic.J.i & 

Hou.J.iehold) 

1 Filing Cle1tk 11 (Filing, LogiJ.it.icJ.i & Hou.J.iehold) 
1 Typ.i.J.it Cie1tk 1 1 
2 PeJr.J.ion.at Attendan.t.J.i 
2 Cab.in.et Attendan.t.J.i 
1 CleaneJt 

4.2.2 VuJr.in.g 1995 the1te wa.J.i a Jtapid tu1r.n.ove.1t 06 J.ita66. The
Sec1r.eta.1ty 1tetu1r.ned to wo.1tk in June a6te.1t an ab.J.ience 06 11 month.J.i. 
The Sen.{oJt Con.6idential Sec.1teta.1ty Wa.J.i on J.iick leave with e66ect
61tom Augu.J.it 15 - SeptembeJt 30. The Filing Cle1tk 11 Jte.J.iign.ed and
tha.t vacancy i.J.i J.ititl to be 6itled. One Admin.iJ.itJtat.ive Sec.1teta.1ty
joined the J.ita.66 {n. Ap.1til but wa.J.i late1r. t1r.an.J.i6e1t.1ted togethe1t with
the Typi.J.it Cle1tk 11 to anotheJt J.iection 06 the MiniJ.itJr.y a.t the end
06 Augu.J.it. Vu1r.ing that pe1r.iod, a Con.6idential Sec1r.eta1r.y wa.J.i
aJ.iJ.iigned to the depaJr.tment but J.ihe Jte.J.iign.ed app1tox.imate.i.y th1r.ee
month.J.i tateJr. to join Ca.Jticom. One Wo.1td P.1toce.J.i.J.io.1t Ope.Jr.atoJr. joined
the J.ie.ction. in Septembe.1t; J.ihe pe1t601r.med -0ec1r.eta.1tial dutie.J.i in. the
moJr.ning.J.i and aJ.iJ.iiJ.ited in. 6ilin.g and cte1r.ical wo.1tk in the.
a6te.1tnoon.J.i. On.e Pe.1t.J.ional A.J.iJ.iiJ.itan.t withd1te.w hi.J.i J.ieJtvice.J.i in
JanuaJty and an o66ice. aJ.iJ.iiJ.itant 61tom the 066.i.ce AJ.iJ.iiJ.itant'J.i Poot
wa.J.i 1r.e-aJ.iJ.iigned to thi.J.i aJte.a. He pe.1t60.1tme.d the dutie.J.i 06 Pe.Jt.J.ionat
Atten.da.nt 11 to the P1te.J.iident, but ha.J.i not a.J.i yet been. con6i.1tmed
in thi.J.i po.J.iition. The Section obtained the .J.ieJr.vice.J.i 06 a Wo.1tk
Study· J.ituden.t du.Jr. in.g the Augu.J.it vacation. H .i.J.i peJt 6 oJr.mance wa.J.i
commendable. 

4.2.3 The J.ie..tback.J.i cau.J.ied by the Jtapid tu.1tnove.1t mentioned
above placed almo.J.it too much bu1tden on the 

V,i
pte..te.d J.iec1r.eta.1tiat

� and cie1ticat .J.ita66, but with the 1tetu1tn 06 SenioJr. Con6i..dent{at
Sec.1te.ta.1ty in Octobe.1t, J.iec.1teta.1t-i.a.t dut.i.e.J.i we e placed on an. even
keel once mo.1te. 
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4.2.4 Ag a.in the. .6uppo1t t o 6 the. Ca.b -i.ne.t Atte.nda.nt.6 who -tn 
a.ddit-i.on to the.i1t noJtma.l dutie..6, cont-i.nue.d to p1te.pa.1te. the. .6a.ndw-i.ch 
me.a.! 601t Ca.bine.t me.e.ting.6, ope.Jta.te. the. photocopying ma.chine. a.nd 
1te.cycle. e.nve.lope..6, wa..6 e.ncou1ta.ging. 

4.2.S In .6pite. 06 the. va.ga.Jt-i.e..6 occu1t1ting 61tom .6ho1tta.ge..6 06 

4.3 

.6ta.66 owing to a.b.6e.nce..6 on le.a.ve. a.nd illne..6.6, pe.1t601tma.nce. on the. 
whole. wa..6 06 a.n e.x.e.mpla.1ty na.tuJte.. The. Se.nioJt Con6ide.ntia.l 
Se.c1te.ta.1ty would li�e. to 1te.co1td he.It g1ta.te.6ul tha.n�.6 to a.ll me.mbe.Jt.6 
06 .6ta.66 who ga.ve. 06 the.iJt be..6t a.nd othe.Jt.6 who de.mon.6t1ta.te.d 
wo1tthwhile. .6e.n.6e. 06 1te..6pon.6ibility in the.iJt dutie..6. Spe.cia.l 
me.ntion 601t punctua.l-i.ty a.nd a.tte.nda.nce. .6hould be. ma.de. 06 M�.

C�a.w,o�d. M�. A�gyle. M�. Liftdee a.nd M�. Saul. 

DIVISION Of PROTOCOL 

4.3.1 The. P1totocol Viv-i..6ion continue.d to p1tovide. .6e.1tv-i.ce..6 to 
The.i1t Ex.ce.lle.ncie..6 the. P1te..6ide.nt and Fi1t.6t La.dy. Vu1t-i.ng the. 6i1t.6t 
ha.l6 06 the. ye.a.It, M.6. L. Thomp.6on wa..6 t1ta.n.66e.1t1te.d to the. 
Se.c1te.ta.1t-i.a.t 06 the. He.a.d 06 the. P1te..6ide.ntia.l Se.c1te.ta.1tia.t, wa..6 
1te.tu1tne.d a.6 te.Jt 2 month.6 a.nd ,in Se.pte.mbe.Jt, wa..6 tJta.n.66 e.1t1te.d to the. 
Con6ide.ntia.l Se.c1te.ta.1tia.t. The.· Vivi.6ion .6u66e.1te.d in it.6 compute.It 
woJt� a..6 a. 1te..6ult 06 the..6e. t1ta.n.66e.1t.6. 

4.3.2 In the. la.tte.Jt ha.l6 06 the. ye.a.It, MIL. Alvin Se.a.601td Wa..6 
con6i1tme.d in hi.6 po.6t 06 Ma.na.ge.Jt a.6te.Jt a.cting 601t a. ve.1ty long 
time.. MIL. E. V. Pe.1t.6a.ud Wa.1.$ Jte.-e.nga.ge.d on a. 1 -yeaJL contJta.ct a..6 
P1totocol Advi.6e.Jt 61tom 1.6t Ma.1tch, 1995. 

4.3.3 The. P1totocol Advi.6e.Jt continue.d to d-i..6cha.1tge. the. 
6unction.6 06 Se.c1te.ta.1ty-Ge.ne.1ta.l 06 the. 01tde.1t.6 06 Guya.na. a.nd thu.6, 
the. Vivi.6ion ma.-i.nta.ine.d the. Jte..6pon.6ib-i.lity 601t 6ina.li.6ing a.ll 
a.JtJta.nge.me.nt.6 pe.Jtta.ining to the. Inve..6titu1te. Ce.1te.mony. E6601tt.6 a.Jte. 
.6till be.ing pu1t.6ue.d to de.te.Jtm-i.ne. the. po.6.6ibility 06 .6tJt-i.�-i.ng 
me.da.l.6 loca lly a.t a. 1te.a..6ona.ble. co.6t to e.limlna.te. the. ba.c� -log 06 
me.da.l.6 to be. a.wa.1tde.d to the. Vl.6clpl-i.ne.d Se.1tv-i.ce.. 

4.3.4 The. 6 o llowlng o v e.Jt.6 e.a..6 v .i..6 it.6 we.It e. ma.de. by the. 
P1te..6ide.nt: -

fEB. 1 - 12

MAR. 6 - 13

AJJG. 16 - 20

Vi.6it to Be.lize. 
lAccompa.nie.d by HeA 
Ex.ce.Ue.ncy) 

Vi.6lt to Cope.nha.ge.n 

Vi.6it to T1tinida.d 
a.nd Toba.go 

CARICOM Inte.1t-Se..6.6iona.l 
Me.e.ting 

WM.eel Summit 601t Social 
Ve.ve.lopme.nt 

Summit 06 the. AMocia.tion 
06 Ccvr.-i.bbe.a.n State..6/ � 
06 CARIFESTA V1 



OCT. 8 - 1S 

OCT. 16 - 20 

NOfl. S - 11 
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V .i.-0-it to Pa!t.l-0 

Vl-0-it to United 
Kingdom 

P1tlvate Vl-0it (accompanied 
by H� Excefi.encyl 

50th Ann.i.v�-0CV1.y 06 the 
United Natfon-0 

Common.weal.th Herui-0 
Gov�nment Meeting 

UNESCO 50th Ann.i.ve1t-0CV1.y 

4.3.S F.i.1t-0t Lady M1t-0. Janet Jagan attended the Meet.i.ng 06 
Fl1t-0t Lad.i.e-0 06 the Ame1t.i.ca-0 -in A-0cunc.i.on, Pa1taguay. In addition, 
-0he attended the Annual B1tunch to commemoJtate Ma1ttin Luthe.It K-ing'-0 
B.i.1tthday, and paJtt.i.clpated -in -0eve1tal local 6unct.i.on-0. 

4.3.6 Hl-0 Excellency had ove.Jt one hund1ted and n,inety ( 190 J 
local engagement-0, lnclud,ing cou1tte.-0y call-0 paid by 1te-0.ident and 
non-1te-0ident dign.ita1t.i.e-0. Tho-0e dignita1tie-0 Jtece.ived by H.i.-0 
Excellency included M-0. Anne Patte1t-0on, U.S. Veputy A-0-0i-0tant 
Sec1teta1ty 06 State, Gen. Ba1t1ty Mc Ga661tey, Commande1t
.i.n-Chie6 06 U.S. Southe1tn Command, Velegat.i.on 61tom Mau1tit.i.u-0, 
Venezuela'-0 Fo1te.ign M.i.nl-0te1t, Jamalca'-0 Fo1teign Mln-i-0te1t, S.i.Jt Neil 
Shaw 06 Tate & Lyle, Cuba'-0 Fo1telgn Mlnl-0te1t, FAO V.i.1tecto1t
Gene1tal, B1tazii'-0 Fo1te.i.gn Mlnl-0te1t and MJt. Antoine Ka1tam, Chai1t man 
06 the F1tench Guiana Reglonat Counclt. LoJtd Ve-0a.i. 06 the London 
School 06 Econo mic-0 vi-0lted Guyana at the invitation and/gue-0t 06 
Hl-0 Excettency. 

4.3.1 Hl-0 Excettency Jteceived C1tedentiat-0 61tom 6-i6te.en ( 1 SJ 
Amba-0-0ado1t-0/High Commi-0-0lone1t-0 whom he -0aw the1tea6te.1t on cou1tte-0y 
catt-0. TheiJt Excettencle-0 ho-0ted Fa1tewett Tea-0 60}[ th1tee (3) 
depa1ttlng Head-0 06 Mi-0-0lon and Thell[ wlve-0. 

��B The 6ottow.i.ng pe1t-0on-0 we1te -0wo1tn ln by H.i.-0 Excettency (n 
1995: 

The. Chal1tman and Membe1t-0 06 the Judlclat and Teaching 
Se1tvlce Comml-0-0lon-0, a-0 we.it a-0 M1t. P1tembl-0haut Pe.1t-0aud a-0 Ju-0tlce 
06 Appeal, The Mayo}[ and Veputy MayoJt 06 Ge.01tgetown, M1t. MauJtlce 
Chu1taman to act a-0 Chle.6 Ju-0tice, Me-0-0/t-0. Ca1tl Singh, Vonatd 
T1totman, Venni-0 Hanoman-S,ngh, VeonaJt.ine Bi-0ce-0-0a1t to act a-0 
Pul-0ne Judge-0 and M1t. Mo-0e-0 Nagamootoo a-0 Mlni-0te.1t 06 Local 
Gove.1tnment. 

4.3.9 Hi-0 Excettency vi-0.i.ted Reg.i.on-0 2, S, 6 and on -0eve1tat 
occa-0ion-0, Reg.ion 3. He add1te-0-0ed the commun.it.i.e-0 at public 
meeting-0 in the-0e Reg.i.on-0. He at-00 066.iciated at the Annual 
Inve.-0t.itu1te Ce1temony, and white ln New Yo1tk attending the U.N. '-0 
50th Annive.1t-0a1ty Ceteb1tat.ion-0, he .i.nve-0ted M1t. Samuel Rudolph 
In-0anatty, CCH with the in-0.i.gn.i.a 06 the 01tde1t 06 Ro1ta.i.ma. 



4.3.10 

4.3.11 

4.3.12 

4.3.13 

4.1.14 

4.3.15 

4.3.16 
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VuJting the ye.a.Jt, The.iJt Exc.e.f..f.enc.ie.6 MJt. FJte.de.Jtic.k 
Chiluba., PJte..6ide.nt on Zambia., MJt. Rona.id Ve.ne.tia.a.n, PJte..6ide.nt on 
SuJt.ina.me., VJt. Sam Nujoma., PJte..6.i.de.nt on Namibia. and Hi-6 Holine..6.6 
Abuna. Pa.ulo.6, Pa.tJtia.Jtc.h on Ethiopia. vi.6ite.d Guyana. and .in the.iJt 
honouJt, The.iJt Exc.e.f.le.nc.ie.-0 ho.6te.d Re.c.e.ption.6. The vi.6iting He.a.d.6 
on State Wll/tll a.c.c.ompa.nie.d by theiJt wive.6, exc.ept PJte..6ide.nt Nujoma.. 

Hi.6 Exc.e.lle.nc.y a.f..60 ho.6te.d Re.c.e.ption.6 on the oc.c.a..6ion on 
the Guyana. Public. Se.Jtvic.e. Union' .6 72 nd Annive.Jt.6a.Jty and in honouJt 
on the Vele.ga.te..6 to the Ca.Jtic.om Summit, the FAO ViJte.c.toJt
Ge.ne.Jta.l, the Ve.le.ga.te..6 to t"he. TUC I .6 B ienn ia.l Conn e.Jtenc.e. and MJt. 
Antoine. Ka.Jta.m, ChaiJtma.n on the FJtenc.h Guiana. Regional Counc.il. A

BJtunc.h in honouJt on the P1te.6.6 Wa..6 ho.6ted ea.Jtly in the ye.a.Jt by 
The.iJt Exce.lle.nc..ie..6 a.t State Hou.6e.. 

Hi.6 Excellency attended the Na.t.i..ona.l Vay Rec.e.pt.i..on on 
Canada., India., China., United Sta.te..6 on. Ame.Jtic.a. and Colombia.. He
a.l.60 attended one monthly Lunch ho-6te.d by the EEC Ve.le.gate. and the 
Annual Viploma.tic V.i..nne.Jt ho.6te.d by the Vipf.oma.tic. CoJtp.6. 

Hi.6 Excellency a.ddJtll.6.6e.d the Nation a.t the Fla.g-
Ra.i.6ing Ce.Jte.mony, to ma.Jtk the 29th Ari.nive.Jt.6a.Jty on Independence. 
He a.l.60 a.tte.nde.d Pa.Jtlia.ment with PJte..6.ide.nt Vene.tia. on SuJtina.me. 
and PJte..6ide.nt Nujoma. on Namibia. and Wa..6 a.l.60 pJtll,6llnt a.t the 
ceJte.monie.6 a.t Le Re.pe.nt.i..Jt and EnmoJte. to ob.6e.Jtve. EnmQJte.. Ma.JttyJt.6 1 

Vay 

Hi.6 Excellency de.live.Jted .6llve.Jta.l le.ctuJte..6 to .6tude.nt.6 on 
the UniveJt.6ity on Guyana., and .6tude.nt.6 on 5th and 6th noJtm.6 on the 
New Global Human oJtde.Jt a.t the National CultuJta.l Ce.ntJte. In 
addition, H i.6 Excellency de.c.la.Jte.d ope.n the C itize.n.6' Bank, Ocean 
View Inte.Jtna.tiona.l Hotel and Convention Ce.ntJte., Ba.nk.6 VIH Hou.6ing 
PJtoje.ct and Cuyoil'.6 Kitty Se.Jtvice. Station. 

by the 
.6llVeJta..f. 
Pa.Jttie.6 

The.iJt Ex.ce..il�ncie..6 attended a. 'N.igh.t a, Ca.JLol.6' ho.6te.d 
Polic.e. FoJtc.e., while Hi.6 Excellency Wa..6 .6pe.cia..t gue..6t a.t 
Xma..6 Pa.Jttie..6. H i.6 Exce.lle.nc.y u.6he.Jte.d in the New Ye.a.Jt a.t 
a.t the Guyana. Ve.ne.nc.e. FoJtc.e., Police FoJtce. and Pa.Jtk Hotel. 

VuJt -i..ng the n <.Jt.6t. and f.a.tte.Jt ha.lve..6 on the ye.a.Jt, H <..6 
Ex.c.e.lle.nc.y launched two book.6. 
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4.4 AOMINISTRATIVf VlVlSlON

4.4.1 Th-i.-6 wa-6 a muc.h be.tte.1r. ye.all. 601r. the. Adm-i.n-i.-6tJr.at-i.ve. 
V-i.v-i.-6-i.on. The.1r.e. wa-6 ff-ne.1r.al -i.mp1r.ove.me.nt �n mo-6t -6e.c.t-i.on-6. 
Howe.ve.Jr., -6upe.1r.v-i.-60ll.-6 had to g-i.ve. 1r.e.gula1r. "pep talk�· to -60me. 
-i.nd-i.v -i.dual-6 who we.1r.e. not pull-i.ng the. -i.Jr. we.-i.ght. 1 n -6p-i.te. o 6 
va1r.-i.ou-6 -6e.t bac.k-6, the. V-i.v-i.-6-i.on made. a val-i.ant e.6601r.t to pe.1r.601r.m 
-i.t-6 dut-i.e.-6 -6uc.c.e.-6-66ully. 

4.4.1 Onc.e. aga-i.n -6ta6 6 -6ho1r.tage.-6 and -i.llne.-6-6/ ab-6e.nte.e.-i.-6m ...took. 

4.4.3 

4.4.3.1 

the.-i.1r. toll, but ove.1r.all the. -6e.c.t{on'-6 wo1r.k wa-6 ke.pt unde.Jr. c.ont1r.ol. 
The. -6ta66 mu-6t be. c.omple.me.nte.d 601r. the.-i.1r. pe.1r.601r.manc.e. -i.n -6p-i.te. 06 
the. -6e.tbac.k-6. Spe.c.-i.al me.nt-i.on mu-6t be made. 06 the. 6ollow-i.ng -6ta66 
membe.Jr.-6 who gave. ye.oman -6e.1r.v-i.c.e. whe.n that wa-6 ne.c.e.-6-6a1r.y: 

(aJ M-6. W. Vunda-6, Adm-i.n-i.-6tJr.at-i.ve. A-6-6-i.-6tant, -6-i.ngle./ 
hande.dly manne.d the. Gaze.tte. Sec.t-i.on, the. PAS'-6 de.-6k. and 
he.Jr. own 601r. a -6ho1r.t pe.1r.-i.od whe.n the. · PAS wa-6 on -6-i.c.k. 
le.ave.. On the. latteJr.'-6 1r.e.tu1r.n, M-6. Vunda-6 c.ont-i.nue.d to 
c.a1r.1r.y he.Jr. own dut-i.e.-6 a-6 we.ll a-6 the. dut-i.e.-6 06 the. 
Gaze.tte. Se.c.t-i.on ur

i
t-i.l Ve.c.e.mbe.1r. wh�n a Cle.1r.k. 1 wa-6 

appo-i.nte.d to a-6-6-i.-6t in the. Gaze.tte. Room. 

(b) M-6. R. Ba1r.1r.att, Te.le.phon-i.-6t, who had be.e.n 6unc.t-i.on-i.ng -i.n
the. Re.g-i.-6t1r.y a-6 the. unde.Jr.-6tudy to the. Re.g-i.-6t1r.y 
Supe.1r.v-i.-60Jr. wa-6 c.alle.d upon 61r.om t-i.me. to t-i.me. to a-6-6-i.-6t 
w-i.th the. typ-i.ng, de.-6patc.h and photoc.opy-i.ng -0e.1r.v-i.c.e.-0, -i.n 
add-i.t-i.on to he.Jr. no1r.mal dut-i.e.-6. She. al-00 ac.te.d 601r. the 
Re.g-i.-6tJr.y Supe.1r.v-i.-001r. -i.n he.Jr. ab-6e.nc.e.. 

(c.J M-6. M. He.n1r.y, Typ-i.-6t Cle.1r.k. and M-6. S. 
Te.le.phon-i.-6t, made. -6-i.gn-i.6-i.c.ant c.ont1r.-i.but-i.on).i 
Re.g-i.-0t1r.y whe.n -i.t wa-6 h-i.t by -6ta66 -0ho1r.tage.-0. 

Haze.l, 
�n the. 

(dJ M1r.. M. Ne.l-6on, V1r.-i.ve.1r., wa-6 one. 06 ou1r. t-i.1r.e.le.-6-6 wo1r.ke.1r.-0 
who gave. -6e.1r.v-i.c.e. be.yond the. c.all 06 duty on -6e.ve.1r.al 
oc.c.a-6-i.on-6. 

TRANSPORT POOL

The. 6le.e.t 06 ve.h-i.c.le.-6 ut-i.l-i.-6e.d by the. pool 601r. th-i.-6 ye.all. 
wa-6 a-6 6ollow-6:-

VEHICUS NO. �/MODEL STATUS 

POV 4207 TOfOt4 8a6 wading &\Oal •it 

PCC 136 TOfjOta. &L4 l II and ou.t a, IA10k.luJwp

FOO 1940 Suzulti Jup Give.n to GIS 

PEE 3426 VodgeA.a Gi� :to CtUtoiM Aldi N,u.cat:iC6 Ult-it: 

,cc 5367 N.luan Ca,t 111 and out aj IA10k.luJwp

P88 5413 OaUWl Blue. Bad 011 l.oan. ta GIS

PCC 9230 TOfot:a. Piclwp fn.t£te.d pool a � 
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4.4.3.2 The. .tJta.n.&paJtta.tian .&e.Jtvice..& pJtavide.d by ouJt 6le.e.t wa..& 
ha.mpe.Jte.d duJt.ing 1995 due. ma.inly ta the. numbe.Jt 06 acca..&ian.& ma.&t 06 
the. ve.hicle..6 we.Jte. in me.cha.nica.l waJtk.&hap.& 6aJt one. Jte.a..&an aJt 
a.nathe.Jt (iaclading accident� a,ul. mechanical wea.t and tea.t th�ough 
old age). Apa.Jtt 6Jtom the. downtime., the. e.xhaJtbita.nt ca.&t incuJt.Jte.d 
in ma.inta.ining the. 06 6 ice'.& e.ntiJte. 6le.e.t .&igna.l.& the. ne.e.d 6 oJt 
ma.jaJt Jte.pla.ce.me.nt.& with new vehicle..&. Out 06 a. tata.l ca.&t 06 
$13,t78,192.14 6oJt ma.inta.lning the. 066.ice'.& 6le.e.t 06 vehicle..&, the 
co.&t 6oJt ma.lnta.ining tha.&e. be.longing ta. the. TJta.n.&paJtt Pool wa..& 
$3 ,. 441,3 02. 14. 

4.4.3.3 1 n .& plte. a 6 ouJt ha.nd ica.p a..& Jt e.ga.Jtd.& the vehicle..&, the 
.&e.ctlan wa..& a.ble. ta .&a.t.i.&6y a. gJte.a.t pa.Jtt 06 the. tJta.n.&paJtta.tion 
need.& 06 the. 066ice 06 the PJte..&ide.nt. ThJtoughout the ye.a.Jt, we 
we.Jte. a..&ke.d ta pJtav.ide. tJta.n.&poJtta.t.ian 6oJt va.Jt iou.& a.ge.ncie..&, chle.6 
a.mong which wa..& the Mln.i.&tJty 06 F aJte.ign A6 6a.iJt.&, with the Guya.na. 
1n6oJtma.tion Se.Jtvice. coming a. clo.&e. .&e.cond. Whe.ne.ve.Jt 6aJte.lgn 
de.le.ga.te..& we.Jte. in the. countJty, the bu.& POV 4201 wa.1.i utll.i..&e.d by 
the M.ini.&tJty 06 FoJte.lgn A66a.iJt.&, while G.1.S. u.6ed it to tJta.nJ.ipoJtt 
me.mbe.Jt.& 06 the media. ta cave.Jt 6unct.i.an.& when the PJte..&lde.nt a.nd 
othe.Jt Mini.&te.Jt..6/ dignita.Jtie.J.i ha.d ta 06 6 ici.a.te.. The PJte.J.ilde.ntia.l 
Gua.Jtd..6 a.lJ.io u�e.d ouJt ve.hicle...6 e.xte.nJ.i.i.ve.ly duJtlng the yea.Jt ta 
tJta.n.!ipoJtt the.lJt 1.ita.l, 6 to and 6Jtam tJta.lnlng J.ie..6-!ilon..6 on the 
hlghW'llY, a.J.i · well a.-6 6oJt e...6coJtt .dutie.6 when the PJte.J.i.i.de.nt vi.!ilte.d 
the R�gion.t.. 

4.4.3.4 The O 6 6 .ice ma.lnta. ined the J.iub..6 ldy to waJtk e.Jt..6 wh e.Jt e two 

4.4.4 

mlnl-bu.&e...6 6Jtom the. TJta.n.!ipaJtt Pool bJtought them ta waJtk 6Jtam 
ClanbJtook an the Ea.J.it Caa..&t VemeJta.Jta. and GJtave. on the Ea.J.it Bank 
Veme.Jta.Jta. duJt.i.ng the moJtning.!i, a.nd took them home a.6te.Jt waJtk. 
WaJtkeJt-6 .i.n South Ruimve.ldt weJte. a.lJ.ia a.-6-6.iJ.ite.d with tJta.nJ.ipoJtta.tlon 
pJtovide.d by the 01,6ice. 

THE CANTEENS 

4.4.4.1 Like the athe.Jt J.iec t ,lo nJ.i ., ab ..6 entee lJ.im thJt aug h -lllne-6..6, 
J.iick a.nd annual lea.ve. took lt..6 toll an both Ca.nteen..6. Sa much J.ia, 
tha.t a.t tlme..6 the.Jte. Wa...6 one. �embe.Jt 06 .t.ta.60 an J.iite. J.iome da.y..6. We 
e.ithe.Jt ha.d ta J.ihl6t .!ita.66 6Jtom one ca.nteen to the otheJt aJt ut-ll.i.J.ie. 
the Ca.nte.en Ma.na.ge.Jt a.nd/aJt one 06 the cle.a.ne.Jt..6 ta a.J.i..6-lJ.it. 

4.4.4.2 Vu.Jtlng the yea.Jt the Ca.nte.e.n-6 pJtepa.Jte.d lunche.J.i a.nd .!ina.ck..6 
6oJt mee.ting..6, tJta.ining couJtJ.ieJ.i, a.J.i well a..& 6oJt the Jte.gula.Jt da.ily 
cu.!Jtome.Jt..6. The New Ga.Jtden StJtee.t Cante.en a.lJ.ia pJtepa.Jted J.ina.ck..6 6 oJt 
.!ichaol..6 which we.Jte. an conducted touJt..6 06 the 066.ice. MoJte pe.Jt.!ian..6 
6Jtom the .&uJtJtoun.ding 066,ice..6 ha.ve. be.en utili.J.ilng the. ca.nte.e.nJ.i, 
beca.uJ.ie 06 the ve.Jty Jtta.J.iana.bl.e. pJticeJ.i cha.Jtge.d 6oJt me.a.l..6 and 
Ml.a.Ck-6. 
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���3 The p�actice 0 6  �otating �ta66 between the two canteen� 

4.4.4.4 

4.4.5 

4.4.5.2 

continued du�ing the yea�. Th�ee 6und- �a.i.�.i.ng event� we�e ho�ted 
by the Canteen� to pu�cha�e uni 6 o�m� 6 o� thei� �ta6 6. The�e 
e66o�t� we�e �a �ucce��6ul that each pe��on wa� given mate�-<-al� 
60 � two uni6o�m�. 

Some maintenance wo�k wa� done 
Howeve�, the�e i� �till much mo�e to be 
Wate�loo St�eet. 

CENTRAL REGISTRY 

at both location�. 
done, e�pecially at 

Thi.� wa� a �ough yea� 60 � the R eg.i.�t�y. Thei� wo�kload 
wa� inc�ea�ed but the �ta66 complement wa� neve� at 6ull �t�ength 
becau�e 0 6  illne�� and ab�enteel�m 60 � va�lou� �ea�on�. 
Neve�thele�� the �ta66 wo�ked a� a team to en�u�e that the wo�k 0 6
the �ection did not �u66e�. Thi� i� evidenced .i.n pe�u�ing thei� 
wo�k p�og�amme which i� below. 

TJBf) 

1. 

2. 

3. 

4. 

5. 

6. 

TRaT !Er � TIE VEAR 

En&11te -O'ICCming rrail Me 

1rrp'W\X?JWlt ,in :fhR. 
� Fil-mg 

En&l!t,ing 6-<iv.i Me eaMiy 
�e:tJr.ievab& W'l2n nw1ed 
by 066� 

TJtan..66eJrJ!al 06 6-<iv.i .into 
Co.bi.mt wdh 6i& rx,cket6 

f.k!r.g,ing, Cfu� and 
�06 6� 

Re-vlMt,ing � and 
PeliMnal IrdRx 

1. Att 6-<iv.i do.tQd be60Jte
and up to 1985 wvie boxed
066 ard J.RJ'lt to fu6:teilani
HCJUM 60Jt J.ito!rage.

991 06 m:iu'. wvie �roted 
to th2. �e&vant 066� 
on t.i!re 

ffl 

c� EM-i.eJi �:tJr.lei.x.ti,� 06 
6-<iv.i � betwt rrn,in:ta.,ine.d 

T Mgd «ru ach.i..eved becaw.12. 
:thR. Tfla.ining 066iwr. and 
Re.g� &q:wtvl60Jt IAXJ/cked 
on P�ojecl 

Be.caw..e. 06 810!tt"age 06 
Re.g� Sta66 

TJuUnivlg 066iwr. tdw � 
IAXJ/cklng on tJ,,o.t P�oje.c.t � 
on I.I!.rwe. 
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M�. Sand�a Hazel, Te.le.phoni�t wa� �e.a��igne.d to the. 
• Re.gi�t�y in Ap�il to alleviate. the. �ho�tage. 06 typi�tl. M�. Vanda

Semple., 06 6ic.e. A��i�tant wa� �e.c.la��i6 ie.d a� a Typi�t Cle.�k. in
Nove.mbe.� and �he. joined the. Re.gi�t�y al�o.

OFFICE ASSISTANTS' POOL 

He.�e. again the. �ta66ing �ituation wa� be.low e.xpe.c.tation� 
in te.�m� 06 atte.ndanc.e. and punc.tu.ality. We. began the. ye.a� with 
the. Se.nio� 066ic.e. A��i�tant and 6ive. 066ic.e. A��i�tant�. M�. Floyd 
Whyte. and M�. Vanda Semple. joined the. �ta66 on 1�t June., 1995, and 
19th Se.pte.mbe.�, 1995 �e.�pe.c.tive.ly. Howe.ve.�, by Nove.mbe.� M�.

Semple. wa� t�an�6e.��e.d to the. Ce.nt�al Re.gi�t�y a� a Typi�t Cle.�k.. 
All in all the. 066ic.e. A��i�tant� made. the.i� c.ont�ibution to e.n�u�e 
that the. Admini�t�ative. Vivi�ion c.ak�ie.d out it� mandate. . 

CLEANERS 

The. c.le.ane.�� pe.�6o�me.d the.i� dutie.� in a c.�e.dita�le. 
manne.�. A� u�ual we. had the. e.xc.e.ptionally good one.� and the. 6e.w 
who had to be. upb�aide.d . 

GAZETTE SECTION 

Thi� Se.c.tion c.ontinue.d it� 6unc.tion 06 a��anging 60� the. 
p�inting 06 all notic.e.� in the. 066ic.ial Gazette., a� we.ll a� the. 
�e.lling 06 the. public.ation�. Guyana P�inte.�� Ltd. wa� able. to 
p�oduc.e. the. doc.ume.nt on time. 60� mo�t. 06 the. ye.a�. The.�e. we.�e. a 
6 e.w c.a�e.� whe.n me.mbe.�� o 6 the. public. who had paid 6 o� i��ue.� o 6
the. Gazette.� did not �e.c.e.ive. the.m 6�om the. P�inte.�� and we. had to 
a��i�t in p�oviding the.m with c.opie.� . 

. 4.S.6 Vu� ing the. latte.� qua� te.� o 6 the. ye.a� the. o 6 6 ic.e.� in the. 

• 4.6

Gazette. Room wa� ab�e.nt on annual, mate.�nity and no pay le.ave.. 
That me.ant that the. Admini�t�ative. A��i�tant had to c.a��y he.� 
dutie.� . 

TELEPHONISTS 

The. te.le.pho ni�t� pe.� 6 o�me.d the. i� dut ie.� c.�e.d itably and 
e.n�u�e.d that mo�t te.le.phone. c.all�, whe.the.� the.y we.�e. 60� the. 
PAe.�ide.nt, othe.� 6unc.tiona�ie.� o� junio� �ta66, we.�e. handled 
p�omptly. Vu�ing the. ye.a� the. �witc.hboa�d� whic.h we.�e. ac.qui�e.d in 
1981 began to mal6unc.tion and G. T & T. had to .be. c.alle.d in on 
�e.ve.�al oc.c.a�ion� to �e.c.ti6y the. 6ault�. At one. �tage. the. 
te.c.hnic.ian wa� �o 6�u�t�ate.d, that he. �ugge:�te.d we. di�c.a�d the. 
�witc.hboa�d� be.c.au�e. 06 the.i� age. and ac.qui�e. ne.w one.�. 1 t 
appe.a�e.d a� though the. 6�e.que.nt powe.� outage.� and low voltage. took. 
the.i� toll on the. aging boa�d�. 
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4.4.1 MAINTENANCE DIVISION 

4.4.1.1 Th.i.-0 d.iv.i.-0.ion wa-0 c.a£.£e.d upon to do Jt.out.ine. ma.inte.nan c.e. 
woJtfu .i.n the. e.£e.c.tJt..ic.a£ and c.aJt.pe.ntJt.q aJt.e.aJ.J, a.1., we.££  a.-0 12eep the 
gJt.ound.6 06 the. 066.ic.e. Complex and PSM £.oc.a.t.i.on.6 c.£.e.a.n. It d.i.d not 
£.ive. up to e.xpe c.ta.t.i.on1., a.-0 the.Jte wa.-0 a. noted !a.c.12 06 pJt.ope.Jt. 
£eadeJt.-0h.ip and a. h.i.gh degJt.ee 06 ma.£..i.nge.Jt..i.ng b q  1.Jta.66 membe.Jt.-0. 

4.4.1.t One. c.£ea.Jt. a.Jt.ea. 06 pool/. pe.Jt.6oJt.ma.n c.e wa.-0 that 06 
mon.i.toJt..i.ng and a.dv.i.1.,.i.ng on the qua.£.i.tq 06 woJt/2.6 to be. done, a.1.i 
we.££. cu done b q  ContJt.a.c.toJt.-0 who d.i.d ouJt. ma.jolt Jt.e.ha.b.i.£.i.tat.i.on/ Jt.epa..i.Jt. 
woJt. 12.6 duJt..i.n g the qea.Jt.. Th.i.-0 6a..i.£uJt.e. Jt.e-0u£te.d .i.n the 066.i.c.e ha.v.i.ng  
the .i.n c.uJt. a.dd.it.i.ona.£ expe.nd.i.tuJt.e. to e6 ne c.t woJt. 12-6 wh.i. c.h weJt.e. not 
pJt.ope.Jt.!q pl anned oJt. mon.i.toJt.e.d, and Jt.eme.dq woJt. 12.6 ba.d! q done. 

4.4.1.3 The. Adm.i.n.i.1.JtJt.a.t.lon would be Jt.e.1.Jha.p.i.ng th.i.1., V.i.v.i.-0.i.on .in 
7996 to e.nl.JuJt.e that .it pe.Jt.6oJt m.6 the ta.-012-0 .i.t .l-0 a.-0-0.i.gned. 

4.4.1.4 Some 06 the a.c.t.i.v .lt.ie-0 done .i.n 7995 weJt.e the. no££owing: 

LOCATION 

VILLA. 
CASTELLANI COIIPOUNO 

POOL COIIPLEX 

CaJt.penviq 

SECURITY BUILDING 

CaJt. pe.ntJt.q 

PLAKf ROOII 

E-f.ec.tJt.ic.a.l

CaJt.penviq 

CASrELLANI BUILDING 

E lee.Vt .i.c.a.£ 

NATURE OF tlORK 

Pa.i.nt.lng to .i.nte.Jt.na.£ wa£.l6 

Sa.nd.i.ng and £a.c.que.Jt. woJt.12 to 1.Jta..i.Jt.1.J 

Rep£a.c..i.ng 06 !oc.12.6 to ma..i.n dooJt .6 

Re.p!a.c..i.ng 06 bJt.ol'len w.i.ndow pa.ne-0 

Repta.c..i.ng on blown bu-f.b-0 and tube.6 

Re.pa..i.Jt. to dooJt.-6 and !oc.12 

1YLJ.ita.li. c.ioc.12 c.a.1.Je and c.!oc.12 

1YLJ.ita.££ vacuum pump 

Re.moving damaged PaJt.tq wa££-0 and Jtep!a.c.e 

Re.pia.c.ing buib.6 and tube.-6 

Rep!a.c..i.ng m.i.1.J-0ing £ouve.Jt. pa.ne-0 

Rep£a.c..i.ng blown bui b-0 and tube.6 



OFFICE COIIPLEX 
8UIL01NG •A• 

Call.penVLy/Paint.i.ng 
and Jo.i.nvr.y 

BU1L'01NG •s•
Jobivr.y 
Ca11.penVLy 
Ef.ec.t,,.foal. 

Ca11.pent,,.y 

BU1L'01NG •c•
Ca11.pent,,.y 

E tee.VI.. foal. 
Joinvr.y 

BU1L'OlNG •IJ" 
Ca11.pent,,.y & Pa.i.nt.i.ng 

BU1L'01NG •e•
Ca11.penVLy 
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Tiling to 6look all.ea 
Painting to wa..lt6 
Con-6VLuc.ti timbvr. wa1.l6 
Changing 06 koo6 c.oveking 
Cleaning and kepf.ac.ing 06 call.pet 
Cleaning 06 wal.l6 and w.i.ndoW-6 
Changing 06 loc.k.-6 and kepf.a.c.ing new f.oc.k-0 to dook-0 

Re6Wtbi-0hing 06 066ic.e 6WtnitWte 
Changing 06 koo6 c.ovek-0 
Changing 06 damageJ-0oc.ket ou.tf.et 
Changing 06 af.t damage buf.b-0 and tube-0 
Changing 06 dook f.oc.k-0 

Repaik to back -0taik-0 
Repaik to ceiling 
Changing 06 koo6 c.ovvr.ing 
Repf.a.c..i.ng 06 damag0A..louvek-0 and hook and eye-0 
Repai� to pa11.ty wal.l 
Chang.i.ng bad 6look 
Replacing 06 bf.own buf.b-0 and tube-0 
Re6Wtbi-0hing 06 066ic.e de-0k and c.upboa11.d-O 

Repa.i.k to ceiling 
Painting c.eil.i.ng and wai.t.6 
In-6tai1.ing 06 dook loc.k-0 
In-6taf.t f.ouvke pane-0 
Cleaning 06 koom and poli-0hing 06 6loM a11.ea 

Repa.i.k to 6look and c.upboa11.d 
T il.i.ng 06 6loM 
Repaik to window-0 
In-6tai1. 6fuMe-0c.ent tamp 
Changing 06 bulb-0 and tube-0 
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COMPOUND ANO PATH 

LaboWt e.1t .6 

CaJtpe.ntJt.tj 

C aJt pe. ntk lJ 

PSM Vl.lRBAN STREET 
Ca1tpe.nt1tlj 

PSM aM.TERlOO STREET 
Jolne.Jtlj 

Palntln,g 

Ca1tpe.nt1ty 

Ca1tpe.nt1ty 

E iect1tieai 

BIVFOIW HOUSE 
Ca.Jtpe.nt'.!ty 

STATE HOUSE 
Ca1t pe.nt1t IJ 

Painting 06 d1tive..,,wa,IJ 

Cutting 06 fa.wn-6 

Coating 06 Flag Pole. Stand 

Changing 06 d1tain c ove.Jt-6 

Cie.an lng 06 d1taln.6 and we.e.d-6 c ont1t ol 

Con.6t1tuct c ompo� 

Me.ndlng to .6tai1t.6 

lnl.)taii ne.w doo1t iock-6 

Con -0t1tuct timbe.1t 6e.nce. 

Cutting 06 iawn.-6 

Re.6Wtbi.6hing 066ice. 6WtnituJi.e. 

Painting inte.1tnai uxill-6 

Re.n ov ate. ga1tage. to  Hou-0e. Butjing Club 

b1t oke.n gate. and .6tai1t.6 to  Gucvr.d Hut 
t 

.f.amp-6 and 1te.piac ing 06 tube.-6 and bui.b-6 

Re.placing iock-0 to doo1t-0 and in.6taiiing 
-0.l.idlng doo1t 

Re.pa:l1t 

Re.pact 

Changing 

6ioo1t. 6 and till 

window-6. and 1te.piace. ne.w wlndow-6 

damaged do01t iock-6 

Con.6t1tuct Switch R oom 

Changing 1t oo6 c ove.1ting 

Changing ail blown buib-6 and tube.-6 to 
building and Se.cuJi.itlj Lighting 

S ome. 06 the. majo11. maln te.n an ce. and 1te.hab llit atl on w o1tk.6 
whic h we.1te. done. btJ Cont1tac t o1t..6 in 7995 we.1te.: 

la) Re.plac ing damage.d pipe.-6, wate.Jt pum p-6 and tank-6 at State. 
Hou.6e. and Ca.6te.ila n l Comp ound. 

lb) Con.6tll.uction 06 a 6e.n c e. be.t we.e.n the. Viii.a and Ca.6te.liani 
Hou.6e.. 

lcJ Ge.ne.1t al S e.11.v ic ing and 11.e.pai1ting 06  ai1t-c ondition un it-0. 

(dJ Ex�e.n .6ion 06 Building 8 On" the. 066ice. Complex, 

teJ Ge.ne.1t ai 1te.habii.itation w o1tk.6 t o  Bld6 01td Hou.6e., and 

('J M ajo1t e.le.ct1tic ai w o1tk.6 at Stat� Hou.6e.. 
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4.4.B In tcuc.mJ.:. 06 J.:.ta.66 deve.lopme.nt -i.n 1995, the. 6ollow-i.ng 

066-i.ce.�J.:. �e.ce.�ve.d t�a.-i.n-i.ng: 

NAME 

Ms W. Dundas 
Administrative 
Assistant 

M.s P. Barr 
Typist Clerk 

Ms W. Dundas 
Administrative 
Assistant 

Ms S. Hazel 
Telephonist 

Ms D. Softleigh 
Registry 
Supervisor 

Ms M. Henry 
Typist/Clerk 

Ms J. Sandy 
Canteen 
Supervisor (ag) 

Ms �. Lewis 
Canteen 
Attendant 

COURSE 

Financial 
Management for 
Non-Accounting 
Supervisors 

Registry 
Management 

Organizational 
Development 

F.nglish Language & 
Coanunication for 
the Office 

Degree in Public 
Management 

Advanced 
Typewriting and 
English 

Elementary Cooki�g 

Cake Decorating 
and Pastry 
Making 

DURATION 

February 28 

Monday 13 - 14

March 20 - 24 

June 28 - 29 

1994 to present 

January to 
December 

September to 
December 

April - July , 
September 
December 

VENUE 

Public Service 
Management 

,, 

It 

It 

University of Guyana 

Business School 

Carnegie School of 
Home Economics 

Carnegie School of 
Home Economics 
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4.4.9 FINANCE DIVISION 

4.4.9.1 Vu.1ting the. ea..1tR..y pa.Jtt 06 the. ye.a.It the Acc.ount-0 Vivi-0ion 
6unc.t,lone.d without ,lt-0 6uR..R.. c.ompR..e.me.nt 06 -0ta.66 a.nd ,ln a.dd,lt,lon, 
the.1te. we.1te a. 6e.w .1te-0igna.tion-0. Tha.t ha.mpe..1te.d the wo.1tk to a. c.e..1tta.in 
e.xte.nt. Howe.ve.Jt, ,ln the. R..a.tte.Jt pa.Jtt 06 the. ye.a.It a.dd,i,ti.ona.R.. -0ta.6 6 
wa.-0 1tec.1tui.te.d whi.ch a.-0-0i-0te.d the. p.1tog.1te.-0-0 06 wo.1tk t.1te.me.ndou-0R..y. 

4.4.9.2 The. Ce.nt.1ta.R.. Ac.counting Un,lt wa.-0 .1te-0pon-0ibR..e. 60.1t the. 
e.xa.mina.tion 06 Ac.c.ount-0 06 the. Guya.na Te.R..e.vi-0ion and B.1toa.dc.a.-0ting 
CORPORATION (GTV), Guyana In601tma.tion Se..1tvic.e. (GIS) and 
a.ddit,lona.R..R..y the. P.1te.-0ide.nt-i..a.R.. Gua..1td-0 a.nd Ca.-0te.R..R..an-i.. Commi.ttee. which 
ca.me. unde.Jt the. 066-lce. 06 the. P.1te.-0ide.nt 6.1tom 1995. AR..-00 the 
Vivi-0ion p.1te.pa..1te.d Re.m,ltta.nce.-0 a.nd Withd.1ta.wa.R..-0 60.1t va.1tiou-0 
01tga.niza.ti.on-0 -0uc.h a.-0 the. Guya.na. Ve.6ence. Fo.1tce. lGVF), Guya.na 
Na.t,lona.R.. Se..1tv,lc.e (GNS) a.nd GUya.na. Wa.te.Jt Autho.1tity e.tc.., to do 
ca.pita.£. wo.1tk-0. 

4.4.9.3 Apa.Jtt 6.1tom the.i.Jt he.a.vy -0che.duR..e., M.1t-0. W. BR..a.c.ke.tt a.nd M-0. 
J. We.b-0te.1t (Chiej Accountaat4J a.nd M.1t. A. Fe.b.1tua..1ty (Accountant) 06
the Fina.nee. Viv,l,,t,,lon ne.e.d tQ' be. comme.nde.d 60.1t the.,l.1t ,lnva.R..ua.bR..e. 
input-0 ,ln the c.ompR..e.tion 06 a. document e.ntiti..e.d "Guideline4 Fok The 
Ej�ective Opekation oj GTV'4 Accounting Sq4tea• which wa.-0 p.1tepa..1te.d 
by .the 066ic.e. in June. 1995, 60.1t the. gu,lda.nc.e. 06 GTV'-0 Ac.counting 
Sta.6 6 ., 

4.4.9.4 Mo-0t .1tout,lne. a.c.t-lv,ltie.-0 we..1te. c.a..1t.1t-i..ed out -0a.ti-06a.cto.1tiR..y 
a.nd a.-0 -0che.duR..e.d. Bank Re.c.onc.iR..ia.tion 06 He.a.d 06 the. P.1te.-0,lde.nt,la.R.. 
Se.c.1te.ta.1t,la.t 1 -0 0.1tdina..1ty 1mp.1te.-0t Ac.count No4. 934 and 935 we.Jte. 
b.1tought up to da.te. in 7995 but the. ma.in Ba.nk Ac.count No. 932 a.nd 
-0a.R..a..1tie.-0 Ac.count No. 933 we.Jte. in a..1t.1te.a.1t-0. Howe.ve.Jt, a. -0ta.66 membe.Jt 
wa-0 a-0-0igne.d in the. R..atte.Jt pa.Jtt 06 the. ye.a.It to c.once.nt.Jtate. on 
b.1t-i..nging the. ac.c.ount-0 up to da.te.. A -0che.duR..e. 06 ma,ln a.c.c.ount,lng 
a.cti.vitie.-0 in 1995 i.-0 -0hown be.low. 
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SCHEOULE OF ACCOUNTING ACTIVITIES IN J99S 

PBOGRAIDIE/ACTIVITIES 

Releases, Withdrawals and Remittances 

Submission of Statement of Expenditure to Secretary to 

the Treasury 

Submission of Revenue statement 

Submit employers Income Tax Returns (Forms 11) 

to CODlli.ssioner of Inland Revenue 

Submit employees Income Tax Returns to the 

Coadssioner of Inland Revenue 

Submit quarterly Returns of :i:nsuraace Prem.a 

Return of Revenue paid into (;ousolidated Fund Account 

Maintaining Register of Deposit 

Fund Reimbursement 

Payaent of salaries 

TARGET SET FOR 
THE YEAR 

aonthly 

To be submitted by the 7th day 

of the following month 

To be submitted by the 2nd 

working day of the following 

month 

To be submitted on or before 

28th February 

Submitted on or before 30th 

April. 

Submitted on quarterly basis 

This ia dooe daily 

This is done daily 

This is done daily 

Monthly 

TARGET ACHIEVED 
FOR THE YEAR 

100% 

100% 

100% 

100% 

100% 

100% 

100% 

100% 

100% 

100% 

ARALYSIS OF SUCESS 
OR FAILURE 

salaries are paid in accordance 

with Accountant General"5Circalar. 



PROGRAlll!E/ACTIVITIES 

Preparation of documents and application for 

payment of contributions to International 

Organisation 

Reconciliation of Analysis of Revenue Accounts 

will Data Processing Print out 

Reconciliation between Vote Account Book and 

Statement prepared by DPO, Ministry of Finance 

Reconciliation of Imprest Accounts l'lo, 934 and 

935 

Reconciliation of Main Bank_�d Salaries 

Accounts Nos. 932 and 933 

Submission of collectors Cash Book statement 

Preparation of Annual Draft Estimates 

. . 41 .. 

TARGET SET FOR THE 
YEAR 

This is done quarterly 

This is done monthly 

This is done IIIOlllthly 

This is done monthly 

This is done monthly 

This is done monthly 

Sept Oct, 

TARGET 

ACHIEVED FOR 
THE YEAR 

25% 

l'lil 

Nil 

100% 

Nil 

100% 

100% 

AIIALYSIS OF SUCESS 
OR FAILURE 

Payaeots to International OrganisatioDS 

were freezed. 

Stateaents were not received fro• 

DPU, Ministry of Finance. 

Statements were not received froa 

DPU, Ministry of Finance. 

Due to staffing problems resulted 

accounts not being JlecolioiJ.ed. 

to 

Done in accordance with St Circular, 
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4.4.9.t; Some. 06 the. -0ta66 me.mbe.lt-0 .i.n the. Ce.ntltal Account.i.ng Un.it 
comple.te.d tlta.i.n.i.ng coult-0e.-0 and e.mbaltke.d on othe.lt 1.:itud.i..e.1.:i ,ln the. 
valtiou-0 di-0cipl.i..ne.-0 dult.i.ng the. ye.alt. 

la) 

lb) 

( C. J 

td) 

le. J 

lU 

M1.:i. A. Fe.l.i.x. and M-0. R. Unde.1twood 1 Account1.:i Cle.ltk-0 11 
have. comple.te.d the. Foundat.i.on Celtt.i.6icate. ,ln Acc.ountaney 
lf.C.A) Coult.J.ie. at the. Ge.oltge.tow� Te.chn.i..cal 1n-0t.i..tute.. 

Mlt. K. Au-0tin and M1.:i. S. Hackett, Account-0 Cle.ltkl.:i 11 
have. comple.te.d the. Ba-0.i..c Ce.1tti6.i..cate. in Accountancy 
Coultl.:ie. at the. Ge.oltge.town Te.chnic.al 1n.J.it.i.tute. (G.T.l).

M1t1.:i. Je.nni6e.lt We.b1.:ite.lt, Chie.6 ,Accountant, i-0 plte.J.:ie.ntly. 
pult1.:iu.i.ng a de.glte.e. in AccountaJc.y at the. Un.i.ve.lt-0.i.ty 06 
Guyana lU.G.J which 1.:ihe. 1.:ihould complete. in 1996. 

Mlt. Reginald Bltothe.lt1.:ion, A1.:i1.:ii-0tant Se.clte.talty (Fl (agl i1.:i 
p1te.1.:ie.11.tly pult.J.iuing a Viploma ,i,n Toultil.:im Studie.1.:i at the. 
Un.i.ve.ltl.:iity 06 Guyana. 

Mlt. Noltbe.ltt Be.1.:i-0, Ac.count-0 Cle.Jtfz. 111 (ag) i1.:i on h.i..1.:i 
6 inal ye.alt � ac quiJte. a Viploma in Accountancy at the. 
Univ�lt-0.i..ty 06 Guyana. 

MJt. AndJte. Vazie.l and M1.:i. Je.nni6e.Jt V1take.1.:i,Cl�1tk1.:i 111 (ag) 
alte. p1te.1.:ie.ntly pu1t1.:iuing the. Viplfma in Accountancy at the. 
Un.i..ve.1t1.:i.i.ty 06 Guyana (U.G.J. 

4.4.9.1 The. 1.:ita6 6 me.mbe.lt-0 o 6 the. Ce.ntJtal Ac.counting Unit have. 

4.4.10 

be.en 1.:ie.nt on cou1t1.:ie.1.:i in Ac.c.ountanc.y 1.:io that the.y may enhance. the.iJt 
knowledge. and be. able. to 6unc.tion e.66e.c.tivol.uand e.66ic.ie.ntly in the. 
V .i v .i-0 i o n • -J 

THE STORES OlUISlON 

4.4.10.1 The. Adm.in.i1.:it1r.atio n continued to 6 ocu-0 on implto v ing the. 
ope.1tation1.:i 06 the. Sto1te.1.:i Unit duJting the. ye.alt, but de.1.:ip.i..te. the. 
many initiat.ive.1.:i taken, the.lte. wa1.:i a noted de.glte.e. 06 6ailulte. in it1.:i 
pe.Jt.6 Oltmance.. Failult e. to 6 ollow laid d o.wn guide.line.1.:i 1te.1.:iulte.d in 
the. Stolte.1.:i not being pltope.ltly manag�d. A-0 a 1te.1.:iult 1.:iome. 
une.x.pla.i.ne.d e.x.c.e.1.:i1.:ie.1.:i and -0holttage.-0 06 -0tbck we.lte. di-0cove.lte.d dulting 
a Stock Ve.lt.i.6.ication e.x.e.1tci1.:ie. conducted in 1995. Ce.lttain 1.:ita66 
change.-0 we.lte. e.6 6e.c.te.d to impJtove. the. Un.it' 1.:i pe.lt 6 oJtmance. and the. 
6.i.�ding-0 06 the. Stock Ve.1ti6ication e.x.e.ltci1.:ie. we.lte. 1.:ie.nt to the. 
Se.c.lte.talty to the. T1te.a1.:iulty 6oJt appltopltiate. action to be. taken. A 
Tltain,lng 066.i.ce.Jt with con1.:iide.1table. �x.pe.ltfe.nce. in 1.:ito1te.ke.e.p,ing ha1.:i 
be.en put to ove.1t1.:ie.e. it-0 ope.ltationl.:i until adequate. -0ta66 i1.:i 
Jte.cltu.i.te.d. 
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4.4.11 FIELD AUDIT DIVISION 

4.4.11.1 Inve.ntoJty �nd Stoc.k Ve.1ti6,ic.a.tion e.x.e.1tc.i.&e.. we.Jte. c.on.duc.te.d 
by thi-0 divi-0ion �n the. 6ollowing a.Jte.a.-0: GTV, No1tthe.1tn a.nd 
Southe.Jtn Villa..&, Ge.n.e.1ta.l StoJte.-0, PSM (W4te..tLoo and Dru:b4n St�eet4} 
Ca.nte.e.n.&, Swimming Pool a.nd the. Phy.&iothe.Jta.py Ve.pt. Vi.&c.Jte.pa.nc.ie.-0 
we.Jte. h{ghl.ighte.d ·in the. 1te.po1tt.& p1te.pa.1te.d by the. Fie.id Audit -0ta.66 
a.nd c.01t1te.c.t.ive. a.c.tion-0 .&ugge.-6te.d. ShoJttc.oming-6 we.Jte. d1ta.wn to the. 
a.tte.nt.ion 06 the. .&upe.1tv.i-601t-6 06 de.6a.ulting -6e.c.tion-6 by the. 
Viv.i.&ion a..& we.ii a.-6 the. Ch.ie.6 Adm.ini.&tJta.t.ive. 066.ic.e.Jt, .in the. 
inte.Jte.-6t 06 Jte.me.dia.l a.c.tion-6 be..ing ta.ken . 

4.4.11.2 FoJt a.lmo-6t 6ouJt month.& 06 the. ye.a.It the. th1te.e. 066.ic.e.Jt.& 
who pe.1t601tm the. dutie..& 06 -6toc.k ve.1t.i.6.i.e.1t a.nd 1te.po1tt d.i1te.c.tly to 
the. Fie.id Aud.itoJt (a.gl, we.Jte. ha.m.&tJtung in the. pe.1t601tma.nc.e. 06 the.iJt 
dutie..&, be.c.a.u-6e. 06 the. ac.tion-6 and una.vailab.ility 06 the. latte.It. 
The. Fie.id AuditoJt ( ag I who he.a.de.d the. .&e.c.tion wa-6 a.b.&e.nt due. to 
illne.-0.&, had hi-0 066.ic.e. with the. Jte.le.vant 6ile.-6/doc.ume.nt-0 loc.ke.d, 
duJt.ing that time. and wa-0 ove.1t-6e.a-0. While. .in the. C ountJty hi.& 
c.ontJtibution to the. Unit wa.& non-e.x.i-6te.nt a..& he. wa-0 a.way 61tom the. 
066.ic.e. moJte. o6te.n than not, .&o the. wo1tke.1t.& had to be. .&upe.Jtvi-0e.d by 
the. CAO. The.· Fie.id 06 6 ic.e.Jt -0ub -6e.que.ntly p1toc.e.e.de.d on vacation 
le.ave. ove.Jt-6e.a-0 and did not 1te.-0ume. dut.ie.-0, 

4.4.11.3 The. th1te.e. 06 6 ic.e.Jt.& .&hould be. c.omme.nde.d 6 oJt the. wo1tk the.y 
did. in 1995. 

4.4.12 

4.4.12.1 

PERSONNEL DIVISION 

Although the., autho1tize.d -0ta6 oing 6 0/t th.i-0 Vivi.&ion Wa-0 
te.n (101 it ope.Jr.a.te.d with only -0e.ve.n. l7J o66ic.e.Jt.& du1ting 1995. 
The. PJtinc.ipa.t Pe.1t-6onne.l 066ic.e.Jt wa.& a-0-0igne.d -6pe.c.iat dutie..& in the. 
Cabine.t Se.c.1te.ta1tiat w.i.th e.66e.c.t 61tom Se.pte.mbe.Jt 1995, and the. 
Se.n.ioJt Pe.1t-0onne.l 066ic.e.Jt wa.-0 a.ppointe.d to a.c.t a.-0 P1tinc.ipa.t 
Pe.Jt.&onne.l 066ic.e.Jt. One. Cle.Jtk 11 (GI wa.-0 Jte.c.Jtuite.d to the. Vivi-6ion 
du1ting Se.pte.mbe.Jt 1995. 

4.4.12.2. FJtom the. 1te.c.01td-6 kept by the. Viv.i-6-i.on, the. 6ollowing 
-0ta.ti-0tic.-0 ooJt the. ye.a.Jt 7995 we.Jte. n.ote.d:

O.P. P.S.M. 

Autho1tize.d Sta.66ing a.t 1-6t Ja.n. 7995 196 132 

Autho1tize.d Sta.66ing a.t 31-0t Ve.c.. 1995 196 132 

Po-6ition.& F.ille.d a.t 1-0t Ja.n. 7995 129 83 

Po-0ition.& Fille.d a.t 31-0t Vee.. 1995 120 89 

Re.c.Jtuitme.nt 6 11 

Ruignation ' 3 

Re.t«e.me.nt 3 



V.wm-i--0-0a.f 
TJtaM6Vt (uJ

T 1ta.n-o 6 Vt lout) 
Nu.mbVt 06 pVtJ.ion-o tlta.-ined 
T -ime LoJ.it tlvc.ough latenu-0 
Sic� leave utilized 
Nu.mbVt 06 pVtJ.ion-6 who p1toceeded 
on vacation leave 

5 

1 

:7 

461 M141 ain.6 
1,,291% lda.g.t, 

126 

2 

' 

439 au 51 Jft.iu 

951 da.g.t, 

16 

4.4.12.3 Two 06 6-iceJt-0 in the Vivi-0.lon .lnct1tea.-0ed theiJt quai.i6ication-o 
by obtaining pa-0-0e-0 i..n two -bub j ect4 each at the C. X. C. 
examination. One 066-iceJt commenced -0tud-ie-0 at Unive1t-0.lty 06 
Guyana. Mi Oct o beJt 1995. 

4.4.12.4 A Jteview pe1t601tmance 06 the I Jtoutine dut.le-0 06 the 
Vivi J.ii on i-0 -0hown bel ow:-

TARGETS SET FOR THE VEAR 

CloJ.ie monitoJting 06 leave 
JtOJ.>tVt ,,to en-oWt:e that 
J.ita.66 applied 601t leave M 
imUeated on 1to-0tVt 

RecoJtd 06 a.lR. leave taken in 
leave Jteg.wtVt 

Maintaining p1topVt employee-0'
and poJ.iition 1teeo1td-0 (e.g. 
-0ta66 lut, 1teco1td 06 J.>Vtv.iee 
and time-keeping J.itat,i,.t,tic...6} 

Maintaining 06 1teeo1td-0 06 new 
JteCJtuitJ.i, pVt-0on-o Jtet.ur.ed, 
d,i,bmU-Oed, JteJ.iigned oJt 
-0vr.v.iee-0 te1tm.inated. 

T1tain.ing and -0ta66 
development 

P1toce--0-0ing 06 employee 
bene6it-0 

TARGET 

ACHIEVEO 

,511 

1001 

1001 

1001 

1001 

1001 

. "ANAI.VSIS OF SUCCESS 

OR FAJUJRE 

On account 06 un6o�een 
c.ur.ettrn-0tancu, membVt-0 06 
J.ita66 WVte 601tced to 
apply 601t leave out-Olde 
what � imUcate:d on the 
1to-0tVt. 

Some SupVtv,i,bOJt-0 cw}., not 
J.iubmit 1tepo1tt-0 when J.ita.66 
membVt-0 wVte a.bJ.ient 61tom 
duty. 

We we.Jte able to take 
advantage 06 loea.f 
tlta.ini..ng COWl:J.>U that 
WVte con.ducted. 

The 6ull -0uppo1tt 06 the 
-0ta.66 contJr.ibuted to the 
-0ucee--0-0 06 thu Mpeet 06 
�gi�t!on'J.i woJtk



. . s 2 .. 

4.4.12.S The. ).)tatLtiti.c.).) ).)hown above. c.le.a1r.ly to.f.d tH that the. 
066i.ce. ).)ti..f..f. had a ).)e.Jr.i.ou).) p1r.oble.m i.n te.Jr.m).) 06 ab).)e.nte.e.i.).)m th1r.ough 
).ii.ck le.ave.. 066i.ce.Jr.).) ).)taye.d away 6011. a total 06 2.2 4 2 .S daq� a).) a 
Jr.e.).)u.f.t 06 ).)i.c.kne.).)).) la Lot a, wlticlt wa� n.ot ge.1tu.i1te. iLLAe.��J. Th<.).) 
6iguJr.e. Wa).) 97.S daq� moJr.e. than the. 2 1 45 daq� 11.e.c.011.de.d i.n 1994. 

4.4.12.6 The.11.e. Wa).) a.f.).)o pooJr. pe.11.6011.manc.e. a).) ).)hown by the. 

4.4.13 

punctua.f.<.ty ).)tati.).)t<.c.).) whe.11.e. the. 066<.c.e. 1r.e.co1r.de.d the. lo).)).) 06 901 
M� 39 •i•� a).) a Jr.e.).)ult 06 .f.ate.ne.).)).). While. the.Jr.e. we.11.e. many 
ge.nui.ne. e.xc.u).)e.).) 066e.1r.e.d by ).)ta66 6011. the.i.Jr. late.ne.).)).), the.Jr.e. i.).) no 
doubt .that wi.th be.tte.11. e.66oJr.t).) on the.i.Jr. pa1r.t, maJr.ke.d i.mpJr.ove.me.n.t 
c.ou.f.d be. noted i.n thi).) aJr.e.a. 

GUYANA INFORMATION SERVICES 

4.4.13.1 GI S a).) c.uJr.Jr.e.nt.f.y c.on).)ti.tute.d had two uni.t).), l tlr.e. P-te.�� 
aAd ln.6o�•ation.,an.d tke. Pltotog-tapltic Un.it�J,but the. two vi.11.tua.f..f.y 
ope.11.ate.d a).) one. ).ii.nee. photogJr.aphe.Jr.).) we.11.e. alway).) a).)).)i.gne.d wi.th 
In601r.mati.on 066i.ce.Jr.).) to cove.Jr. a).)).)i.gnme.nt).). 

4.4.13.2 In 1995 the. PJr.e,).)).) and In601r.matlon 066i.c.e.Jr., a).) we..f..f. a).) 

4.4.13.3 

the. photogJr.aphi.c. Uni.t plr.ovlde.d the. 60.f..f.owi.ng ).)e.Jr.vi.ce.).) :-

(a) a).)).)i.).)te.d i.n the. C.OV(?..Jr.age. 06 majoJr. gove.Jr.nme.nt and
nati.ona.f. e.ve.nt).) by ).)e.ndi.ng ).)to1r.i.e.).) on a dai..f.y ba).).<.).) to
Nati.ona.f. and Inte.Jr.nati.onal Ma).)).) Me.di.a age.nc.i.e.).) ope.11.ati.ng
wi.thi.n Guyana;

lb) gathe.11.e.d and di.).)).)e.mi.nate.d de.ve.lopme.nt ne.W).) 11.e..f.ati.ng to 

le) 

(dJ 

ac.ti.viti.e.).) 06 Gove.Jr.nme.nt Mi.ni.).)te.Jr.).), Mi.ni.).)tJr..i..e.).), 
Ve.paJr.tme.nt).) and Age.nci.e.).); 

cove.Jr.e.d a.f.l PJr.e.).)i.de.nti.a.f. a).)).)i.gnme.nt).); 

011.gani.ze.d PJr.e.).)).) Con6e.1r.e.nc.e.).) 6011. 
Gove.Jr.nme.nt Ve.paJr.tme.nt).); 

and 

le) p1r.e.pa1r.e.d we.e.kly Bu.f..f.e.ti.n).) 06 de.ve.lopme.ntal ne.w).) whi.ch 
we.11.e. ).)e.nt to Guyana').) High Commi.).)).)i.On).), Emba).)).)i.e.).), 
Con).)u.f.ate.).) and Guyane.).)e. c.on).)ti.tue.nc.i.e.).) abJr.oad; 

l'J and a).) 6a1r. a).) pO).)).)i.b.f.e. Jr.e.).)ponde.d to i.n6oJr.mati.on and 
photogJr.aphi.c. ne.e.d).) 06 the. ge.ne.11.al pub.f.i.c wi.th Jr.e.gaJr.d).) to 
Gove.Jr.nme.nt Po.f.i.c.i.e.).) and P1r.og1r.amme.).). 

GIS wa).) ab.f.e. to ).)uc.c.e.).)).)6u.f.ly Jr.e.).)u).)c.i.tate. dally ne.W).) 
11.e..f.e.a).)e.).) and me.dia contact).) wi.th the. majo1r.i.ty 06 me.di.a hou).)e.).) 
(,tadio. n.e.w�pape.,t a•d te.Le.vi�io11) in Guyana. 1 n 6ac.t the. me.di.a 
age.nc.i.e.).) have. once. agai.n 911.own de.pendent on GIS 6011. ne.W).) on majoJr. 
Gove.11.nme.nt p1r.oje.c.t).) and pJtogJtamme.).). It a.f.).)o p.f.aye.d the. paJtt 06 
the. "pool .te.po.tte..t• and ).)OuJtc.e. 06 photogJtaph).) 6oJt i.nteJti.oJt v.i..).)i.t).) 
by the PJte.).)i.de.nt and Mini.).)te.Jt).) 06 the. Gove.Jtnme.nt. 
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.f • .f.Jl • .f GI S 1 1., Photog1r.a.phlc. s.e.C:t.ion p.la.ije.d .a. ce.nt�a..l 1r.o.le. i.n a.l.l 
State. vi1.,ft•. A comp.le.tee e.ighty-pa.ge. ail bum o 6 co.louJr. a.nd b.la.ck 
and white. photog1ta.ph1., on ea.eh vl-1,i.t. wa.1., p�e.1.,e.nte.d to · e.a.c.h vi-6lt.Oig 
He.ad. GZS a..l•o 01tgan.ize.d and ma.nage.d the. me.d.ia. c.e.nt1te. 601t each 

4.4.JJ.S 

4.4.13.lt 

4.4.15.1 

4.4.13.B 

4.4.14 

state. vi.•lt ln 199S. · . 

An a.dd.itiona.l. 6unct.ion whi.ch ·1IS unde.Jr.tooll ln 199S wa.1., 
acting a1., the. a.dvvtt.i.6lnp a.ge.nc.y 6oJr. ove.1tnme.nt Mi.ni..�t1tle.1., a.nd
Ve.pa1ttme.nt1.,. A6te.1t i.ni.t,(,.a..l te.e.thi.ng p ob.lem1.,, thl• a.ge.ncy wa.1., 
ab.le. to e.66e.ctlve..ly e.a.Jtn a.ddlti.ona.t. �e.ve.nue.1., be.cau1.,e. 06 the. 
6l6te.e.n pe.1tc.e.nt a.ge.nc.y 6e.e. lt 1te.ce.lve.d �Jr.om the. me.dla hou1.ie.� 60.1( 
ea.ch 06 the.lJr. a.dve.1r.ti1.i.e.me.nt1., p!te.pa.Jr.e.d by IGIS. 

The. ma.jolt con1.,t1t.a.lnt 601t. G/zs du1ting 199S . wa.1.i a.n 
inadequate. pool 06 Zn601t.matlon a,6ic.e.1t.1., �o ade.qua.te.ty 1.,e.1t.vlce. the. 
ma.jolt. obje.ctlve.1., 1.,e.t out ln Se.ctioiw 0:-fdnr:."" :,: The.Jt.e. ha1., howe.ve.Jt 
be.fn .� 9e.ne.1ta.l 1te.cognition 06 the. ne.e.d · f:.o u1tge.nt.ly i.nc1te.a1.,e. . the 
1.,ta66,(,.ng 06 GZS a.nd a pJr.oce.1.,1., 06 1t.e.c.1t.ul.<.tme.nt 06 new 1.ita.66 ,(,.I., a.
6iJt..6.t p1tio11,lty in 1996. · 

Anothe.Jt. ma.jolt c.on1.,t1talnt to GZS 1 1., ability to cove.It 
gove.Jr.nme.nt pJr.oje.c�1.,, pJr.ogJr.a.mme.1.i and e.ve.�t1.,� e.•pe.cla..l.ly out1.,lde. 06 
the. .llmi.t1., 06 Ge.aJr.ge.t.own, ha1., b�e.n .la.ell 06 Jr.e.lla.b.le. 
tJr.a:n1.ipo1tta.tlon. The. a.ge.ncy ha.1., ha.d on I the. ave.Jr.age. two ve.hlc.le.1., 
av�i.lq,b.le. to it th1t.oughout 199S, but they w1ue. co,uta.nt.ly in and 
out 06 the. wo1tll1.,hop, p1t.ima.1t.l.ly be.ca.u1.,e., 06 the.lit. pooJt. 1.,ta.te. a.nd 
age.. Zn addition the. two GIS. d.lr.ive.Jt..6' we1t.e. involved ln a. total c6 
6ou1t. a.cci.de.nt1., duJt.lng 199S; e.ac.h �c.clde.�t 1t.e.1.iu.lting ln GZS h�vi.ng 
to ape.4a.te. wlth a. 1.ilng.le. �e.hlc.le. 604 we.e.,1., a.t a ti.me.. 

Zn .6umma.Jty, whi.l1.,t GZS gJr.e.w e.nq1tmou1.i.ly in .6tatu.Jr.e. a.nd i.n 
the. 1.,e.4v.ic.e.1., it pltovlde.d · duJr.ing l99S, i.,t i1., 1.,tl.ll only pe.46o4ming 
at a. 64a.ction 06 the. te.ue..l it nee.d-6 to i, 01tde.1t to ju.6t.i6y i.t1., al...l
e.nc.ompa.1.,1.,.ing ti.tte. 06 · the. •Gu911114 la�oA.11a.tio11. Suvice..6". Zt1., 
c.u4Jte.nt budge.t ne.e.d1., to .be. inc.1te.a.1.,e.d two 6 old 1.,0 that it ca.n 
e.1.ita.b.ll1.,h, with a.de.quate. e.quipme.nt, 1.,�c.h ne.e.dtd 1.,e.c.tlon1., a.1.i a. 
pub.llc.a.tlon a.nd docume.nta.tlon unit; a. ,-Ce.te.v.i1.,ion and 4a.dlo unit; 
a.nd a Re.glona..l unit - with Regional cjoJr.4e..6ponde.nt•, living and 
wo1tklng ln the. ten Jte.gion.6 o, Guyana. Gt•e.1ta..l.l�GZS .6hou.ld now be 
conce.lve.d 06 44 a.n e..6.6e.nti.a.l N4tlona.l Zn601t.matlon and 
Communication Age.nc.y in itl.i own Jr.ight. 

CASTELLANI HOUfE 

4.4.14.1 Vu.1tlng 199 S 1.ie.ve.Jr.a..l a.Jtt e.x.hi.bitlon.6 6e.atu1ting the. WOJr.kl.i 
06 Stanley GJr.e.a.ve..6, E.R.. BoJt.Jf.owe..6, ]'hi:l.llp MooJr.e. a.nd ma.ny othe.Jt. 
Mti.,e,t.!, a.nd a.ge.nc..ie..& we.4e. he.id a.t Ca.1.ite.lla.nl Hou-6e.. Me.mbeJt.6 06 
the. pub.lie (6otl Gq1111e..6e. a.ltd Fo.te.i9au..6) we..1te. ab.le. to e.xa.m.lne. the. 
va4ying e.xhibi.t-6 di.6p.la.ye.d. 
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4.4.14.f The.1te. we.11,e. o.Jtganize.d tou.Jt.-6 by l.lchool-6 to the location 
du1tlng Fe.b1t�a1ty, May and Se.pte.mbe.4 and the gene.Ital con-6e.n-6u-6 that 
the -6tude.nt-6 Welte ve1ty lmplte-6-!>ed with what they -!>aw. 

4.f.14.3 Some educ.ational p1tog1tamme-6 which took the 601tm-6 06 
-!>ympo�la, panel di�c.u-6-6-ion-6, lec.tu1te1t-6 and video -!>how-6 we1te 
-6ucce-6-66ully Jtun. on theme-!> -!>uc.h a-6 The u.-!>e 06 timbe.11, in 
a1tc.kitectu1te in Guyana, Colou.Jt Symbol-!> amon9 the Ame1tindian 
peopte-6 06 Guyana, MaJttln Ca1tte1t '-6 Reading-!>, V.i..ocou1t-6e-6 in the 
Altt-6, etc. The public wa-6 invited to the ac.t.i.v.i.tie-6 and the 
Jte,6pon,6e wa-6 ove.Jtwhelmlng. 

4.4.14.4 Appltoximately 6ou.Jt hund1ted pupil-!> 61tom all 06 the 

4.f.f5

Nult-!>UIJ School..t. in Ge.011,getown pcut.ic..i.pated in the 6ollow.i.ng 6ouJr. 
activ.itie,6 on the lawn-!> 06 Ca-!>teltani Hou-!>e: 

lat d1tawlng with c.1tayon-6. 
l•J d1tawing and c.olou1ting a muJr.al on the 11,oadway aJtound the 

building u-6ing chalk. 

lei palntlng u.olng po-6te1t palnt, and 

'ldJ viewing a Chlld AJr.t Exh.i.b.i.tlon. 

PRESIOEIITIAl GUAU 

4.4.15.1 Vu1tlng 1995, the P1te-!>ldential GuaJr.d Se1tvlce wa..6 bette.Jt 
ln-!>tltutio naliz ed with ,it,6 admlni,6tJtatlon 6alllng diJtec.tly unde.Jt 
the Oft6 lc.e 06 the PJr.e-!>ldent. It p1tovlded c.omp1tehen-6ive -6ec.u1tity 
-6e1tvice-6 601t both H.i-6 Exceltenc.y and the P1tlme Min.i.-6te1t duJr.lng the 
ye.alt. No Jtepoltt-6 06 attempt-!> on the tl6e oft p1tope.1tty 06 e..i.the.Jr. 
le.ade.Jt-6 wa� Jteco1tded ai the GuaJtd-6 dl,6c.ha1tged the.i.Jr. 1te-6pon-6lbillty 
adequcitely. 
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,.1 

,.1.1 

i.1.2 

;.1.3 

5.1.3.1 

ADMINISTRATIVE SUPPORT S{RUICES 

MISSION 

Assist the Office of the President, Public Service Management in executing its 
programmes effectively by providing Office Management~ Secretarial, rinancial, 
Transport and Canteen Services ·• · 

Registry 

1 Senior Registry 
Supervisor 

6 Typist Clerks 

3 Office Assistantl 

3 Cleaners 

_0R;.;.;G_A_N ... IZ_A_T_1_0N ___ s_TR_u_c __ ru .. R __ EI 
I 

Assistant Secreter 

Transport 

2 Driven] 

DESCRIPTION or OIVISijON 

Accounts 

1 Accounts 
Clark 111 

1 Office 
Equipment 
Operator 

The division functions aa an era of the Adalinistrat~ve Support Division of 
the Office of the President and operatee ae an inst tutionalised link that 
facilitates the effective functioning of all the di ieions in tha Ministry. 
Services are provided in the following areas. 

(i) 

(ii) 

(iii) 

(iv) 

( vii) 

(viii) 

Staff Development. 

Small and urgent disbursements. 

Typing and records management, 

Providing, installing and maintaining office furniture, equipaant 
and physical facilities. 

Providing and •upplying all officers with sanitation and stationary 
materiala. 

Providing transportation and 11eeaangarial services. 

S.1.3.2 Tha division is directly responsible to tha Princip~l Assistant Sacretery 
(General) within the Office of the Preaidant. Howe~ar its day to day adainiatration 
falls under the control of the .Permanent Secretary, Public Service Mansgemant. 
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:. J.4.1 

,.1.4.2 

,.J .4.3 
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otstRJPTioN gr stCJIQN§ 

OfFICE 11ANAGQJ,NT 

Thie divlaion 1• headed by en Aaelatant Secratary who ia raaponalbl• for&• 

• Superv1aing the Miniatry•a Acoounta Section•

• Cnauring that the building ere adequately 11aintained.

• Suparviain9 the Regietry.

• ProvidlnQ trenaportation Servlc•••

• Purohaa.lnQ.

• Kaintaining reco�d••

• tnauring that all offioe aqyip .. nt ar• praparly 11aintaift•d•

Thie aect!Oft 1a headed by• Senior Regiatry Supervi•r end 1a reepot1aibl• 
tor auparviaing th• R99latr1 .. within the Office of th9 Preaident and 
providing lecl"etariel dutlee, including typ.t.n1 end f illno. Thia aection le 
alae raapanaibl• for Oftlca Aeelatant Servla ... 

ACCOUNTIN9 Y!IT 

Thia unit 1• ... aponalbla tor oparat1"g • ..,._J,apraat that la o••r•d to
provide tunda for aull and urgent exp8'1a••• 



SI •• 

s 

The aotual •tatting po1ttianew«r• •• rollowet• 

PDIT NOe IN NO• wo. VACANCIES 

ESTABLISHMENT P'tl,.1.£1) �CTlNG 

Aaaiatant Secretary l 1 • • 

lan.C..t R99latry 
SupeHiaor 1 1 • 

AcettUnta Clerk 111 1 • 1 1 

Orlv•te 2 1
I 

l I • 

Typia\ Clede 11/1 5 5 • 

Office Aeaiatant 3 3 • • 

Office tquipllim\ 
Opal'ator 1 .. I l l 

Cantnn IUpffY.lael' 1 1 • • 

Cant.een At\Mdan\11 2 2 I • • 

Cleaner• :, s • • 

TOTAL 20 11 2 3 
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S.2 TRAINING AND DEVELOPH�N'r DIVISION 

S.2.1 MISSION 

To Assist Ministries. Departments and Regional 
Administrations in the Efficient and Effective 
Development and Utilisation of their Human 
Resources for the Implementation of Government 
Policies and Programmes. 

S.2.2 General Overview 

S.2.t.1 'l'he Training and Development Division constitutes one of the 
four Divisionsot the Public Service Management. Office of the 
President. 

The Division is further divided into four Sections namely:

(a} Internal Training Section 

(b) Staff Development Section

(c) Training Administration Section

. (c) Library Services Section

S.2.2.2 Consistent with its Mission Statement the Training and 
Development Division seeks to provide a wide range of training 
opportunities primarily to the Public Service. and to some extent 
to the Public and Private Sectors. 

S.f.2.3 Training opportunities are provided at two levels. namely 

S.2.2.4

Local and Overseas. 

Local Training 

Local Training is provided at 

(a) Public Service Management.
Public Service Training Centre

(b) In-House Training-Regional
Administrations and other
Government Departments as requested

(c) The University of Guyana

(d) The Government Technical Institute
Georgetown and the New Amsterdam
Technical Institute.
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t.2.5.1
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Overseas Training 

At the overseas level training is don• mainly through the 
Technical Assistance Schemes such as, the c,mmonwealth Fund for 
Technical co-operation (C.F.T.C.). the Indian Technical and 
Economic Co-operation Programme ( ITEC) and tjhe British Technical 
Assistance (BTA), the Caribbean Development Bank (C.D.B.), the 
Netherlands Government and PAHO/WHO. 

2.2.5.2 Being the country's Point of Contact w�th overseas training 
� "''t t,.!. t� t.i C.l\J"u.:, "''a'l.\u � QOl?u.1. "t.'"Ullli"',."l l.'eS Wh 1,�•,,\i dli'Vi},'l:>'l t:+- ... r J:.,;.""&l ..._'i{'':{' ... 

S.2.3

S .. 2.3.J 

S.f.3.f

initiatives, staff development programmes were granted to Public 
officers. The programmes were very useful and applicable to � 
their work situation. 

Staf�ing and Organization 

Th.ere was no change to th.e structute of th.e Division, 
however at the end of 1995 the Manager (ag), Staff.Development 
Section continues to head the Training and Oevelopment Division. 

In addition,the vacancy created by the dismissal of the Training 
Analyst in 1994 is still unfilled. �hus. a� the end of th.e y�ar 
there remained the following unfilled vacan�ies in the Division: 

(a) One {1) Training Officer,
Training Administration Section

(b) One (1) Training Officer,
Staff Development Section

(c) One (1) Training Analyst,
Internal Training Section

{d) One (1) Manager, 
Internal Training Section 

(e) One (1) Manager,
Staff Development Section

(f) One (1) Statistical Records Cle�k
Staff Development Section.

(g) One (1) Secretary - Training
Administration Section.
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!'RAINING AJID DBVBLOPHBN!' DIVISIOR

Sf'RUCf'URB 

I PS 1------------1 TRG & DEV'T COMMITTEE 

HD TRG & DEV'T DIV (DPs, I 
SECRETARY 

I.NTERHAL TRG MAHAGER 'STAFF DEV'T MANAGER' TRG ADMIN MANAGER 

I I I I I 

TRG TRAIHIHG TRG TRG Ol!'F'R TRAIN- SEC-
OFF'RS ANALYST OF.I!'' R SH ORT I.NG RETARY LIBRARY 

( 4) STAFF COURSES OFFICER 
DEV'T 

--------
' 

XTERNAL TECH- SEC- RECORDS E 

& 

T 

P/TIME .NICIAH RETARY OFFICER 
RAI.NERS 

---------

ROLBSi 

Course development 
and delivery. 
Training needs 
analysis. 
-Contracting for
outside trainers, 

ROLBS: 

Plan,monitor and 
advise on staff 
development,, 

Evaluate short 
courses. 
Information and 
advice on short 
courses .. 

ROLBS, 

Course costings• 
Training information, 
Course bookings. 
Training records and 
statistics. 

Levels do noc represenc grades 

I 



5.2.5 INTERNAL TRAINING SECTfON 

5.2.5.J Objective: 

To deliver training programmes to Public 
Servants in such a manner that enab�es the 
aequisition of knowledge, skills an� 
modification in attitudes and value� for 
the efficient and effective delivery of 
services. 

5.2.S.2 Description of Section: 
I 

The Internal Training Section has r�sponsibility for the 
formulation. development and delivery of short supervisory and 
general clerical/administrative training courses. 

5.2.S.3 Staffing 

The functions of this Section were carried by the following 
staff: 

Post No. in No. Vacancies 
Establishment Fil led 

Manager, Internal 
'l'raining 1 - 1 

'!.'raining Officers 4 3 1 

Training Technician 1 1 -

Training Analyst 1 - 1 

Typist Clerk 1 - 1 

TOTAL 8 ! 4 . 4

S.2.S.4 This Section also utilised the services of Cadres/ part-time
resource personnel as the objective circ�mstances dictated. 

S.2.5.S During the year 1995, the Typist/Clerk was transferred to the
Registry by order of the Permanent S�cretary, Office of the 
President, Public Service Management. 
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5.2.6 STAFF DEVELOPMENT SECTION 

S.f.6.J Objective:

To plan. develop, manage and evaluate staff 
development activities across the Public 
Service. 

S.2.6.2 Description of Section:

The Staft Development Section, has responsibility for the 
identification. design and evaluation of in-house training 
courses tor the Public Sector. It also monito.r:sHinisterial and 
Regional Training and Development Committees and processes 
nominations for short courses overseas. 

Statt Position as at 31st December, 1995 

Post Na. in No. Vacancies 
Establishment Filled 

Manager, Staff 
Development 1 - 1 

Training Officer, 1 1 -

Staff Development 

Training Office� 
Short Courses 1 1 -

Records Officer 1 - 1 

TOTAL 4 2 2 

S.2.6.3 Central Training and Development Committee

The Central Training and Development Committee is responsible for 
the development and review of the Central Training Policy. 

S.2.6.4 Ministerial and Regional Training and Development
Committee 

In order to 
Development 
Regions. 

further the objectives of training. Training and 
Committees were established in Ministries and 
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5.t.1 TRAINING ADMINISTRATION SECWION 

5.t.1.1 ObJ ec ti ve: 

(1) To negotiate with external donor agencies 
sources of funding for the e~ecution of 
Staff Develo~ment Training. 

(ii) To provide Administrative Support to the 
Internal Training and Staff Development 
Sections. 

5.2.7.2 Description ot Section 

The Section is responsible tor the long trr11 forecasting and 
management ot Statt Develop11ent Training in t e Public Sector and 
wider Public Service through Donor Agenc · es and bi-lateral 
agreements with the Government ot Guyana. 

5.2.7.3 Staffing: 

5.2 .. 

The Division has an Officer at the level of :Manager with vacant 
positions for a Training Officer and a Secr~tary. 

Post No. in No. Vacancies 
Establishment Filled • 

1 

Hanager,Training 
Administration 1 1 -

Training Officer 1 - 1 
I 

Secretary l - 1 1 
I 

TOTAL 3 1 I 
i 2 
i 

-·--· -- "· .. - -· 

5.2.S.J Objective: 
LIBRARY SERVICES SECTIO~ 

! 
To ~rovide a comprehensive coverage ofi material 
to reflect on the subject. scope and r¢sponsibilities 
of its parent body. Office of the Pres/id~nt, Public 
Serv'ic:e Management. and more p·articularly the training 
functions of the Training and Developm~nt Division. 

5.2.1.t Stat ting 

Post No. in No. ~acancie's Remarks 
Establishment Filled 

i 

Library Manager 1 1 i 1 SAO (ag) 

Librarian III 1 1 1 
I 

Library Asst. - - 1 
! 

Library i 
Attendant - - 1 

TO'rAL z 2 
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S.3 Scholarships Administration Division 

S.3.1 MISSION 

S.3.2

S.3.2.1

S.3.2.2

S.3.2.3

S.3.2.4

To ensure the provision of technical and 

professional specialist training at both

the undergraduate and post-graduate levels, 
to satisfy national development priorities. 

The Scholarships Administration Division comprises the 
following Sections: 

(1) Scholarships,

(2) Placement and Contracts,

(3) Planning and Analysis,

(4) Finance and AdministrationJ

with responsibilities as follows: 

·Scholarships: The Section leads the process of advertising
scholarships. processing applications and preparing
recommendations for selection. issuing joining instructions,
rendering support to students during their awards, and monitoring
student progress. The section is the principal point of contact
for all potential and actual students from the time of
application until their studies are completed.

Placeaent and Contracts: The Section ensures that selected award
holders receive and sign a contract which correctly reflects the 
terms of the award, before commencing their studies, and that 
appropriate copies are placed on file for reference on completion 
of their studies. The section helps students to find suitable 
positions in the Public Sector by acting as a broker between 
students and employment-opportunities. The Sec·tion a-lso ensures 
that the trainees honour their obligation. 

Planning and Analysis: The Section supports the process of 
developing policy and strategy for the scholarships activity as 
a whole, providing information and advice for the Head of 
Division, Permanent Secretary and the Training and Development 
Committee. 

Finance and Adainistration: The Section assists the 
Scholarships Administration and Training and Development 
Divisions in executing their programmes efficiently and 
effectively by providing financial and administrative services. 



S.3.3 

POST 

Head, Scholarships 
Administration 

Secretary 

Manager, 
Scholarships 

Student Affairs 
Officer 

Manager, Placement 
and Contracts 

,. 

Contracts Officer 

Placement Officer 

Manager, Planning 
and Analysis 

Training Analyst 

Statistics and 
Records 

R 

M 

esearch 

anager, 

Officer 

Assistant 

Finance 
and Administration 

A ccounts Clerk III 

Accounts Clerk II 

egistry Supervisor 

eneral Clerk 

R 

G 

T 

0 

C 

ypist/Clerk 

ffice Assistant 

'leaner 

• • 66 •• 

STAFFING AT 31 DECEMBEI 1995 

NUMBER IN APPOINTED TEMPORARY VACANT 
ESTABLISHMENT 

1 - - 1 

1 - - 1 

1 - - 1 

,, 

8 2 1 5 

1 - - 1 

1 - 1 -
2 - 1 1 

1 1 - -
1 - 1 -

1 1 - -

1 - 1 -

1 1 - -

1 1 - -
1 1 - -
1 - - 1 

2 2 - -
4 3 1 -
2 1 1 -
4 2 2 -
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S .4.1 

S .4.2 

S .4.2.1 
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MANAGEMENT SERVICES DIVISION 

MISSION STATBMBJIT 

To provide a consultancy service to 

Ministries/Departments and �egional 

Administrations with a view to assistiQg 

them to operate efficiently and 

effectively. 

ORGA!fIZATIOK AllD HAKAGBMBJrr 

ORGANIZATIONAL STRUCTURE 

C.M.S.O

P.M.S.O

2 TYPIST/CLERKS 

I 

S.M.S.O S.M.S.O S.M.S.O S.M.S.O S.M.S.O

4 MSO 11/1 4 MSO 11/1 4 MSO 11/1 3 MSO 11/1 

I 
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DESCRIPTION OP DitISIOH 

The Management Services Division fun¢tions in a ·matrix style. 
Project teams are formed from the total pool of H.S.o s, matching 
their skills with the requirements of tpe particular project. 
This arrangement would usually exist i for the duration of the 
Project. 

s · . .f.3.2 The Division's management group, co�prising of the S.M.S.O .s 
P.H.S.O and C.M.S.O, would have respcimsibility for identifying 
projects, establishing Terms of Referende, and evaluating projects. 
These activities would be in addition to normal responsibilities 
and would be executed periodically. All senior officers would also 
be expected to work on the assignments which they manage. 

s .AJJ The key tasks of the Division are: 

s .s 

S .• S.J 

- Review and design of structures.
Conduct management and operational audits to determine
organizational effectiveness.
Analyse work methods and develo� improved wethods.
Develop work schedules for staf� and equipment.
Develop records management syst

�
ms and procedures.

Re-plan work areas, including o fices and workshops.
Develop material stock control ystems. · · 
Evaluate the effects of each of the above.
Provide implementation support 

J
o the re-structured

Ministries. 
Research into areas/issues of P blic Management
practices in order to identify areas for Reform.

CENTRAL PERSONNEL DI�ISION 

Mission 
The Central Personnel Division is responsible for establishment 

control, the introduction and maintenance of personnel systems and 
procedures, formulation, interpretation and implementation of 
policy on all aspects of conditions of service and liaison with the 
unions on public service issues. 
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S .S.2.1 
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ORGANIZATION AND MANAGEMENT 

ORGANIZATIONAL CHART 

I 

(1) CHIEF
PERSONNEL OFFICER

(1) PRINCIPAL
PERSONNEL OFFICER
POLICY & RESEARCH

(1) SUPERNUMERARY
PRIN PER. OFF. 
POLICY RESEARCH 

(1) PRINCIPAL

PERSONNEL OFFICER
OPERATIONS

I 

PERSONNEL 
DOCUMENTATION 
OFFICER 

(1) SENIOR
PERSONNEL
OFFICER
POLICY

I 

(1) SENIOR
PERSONNEL
OFFICER
RESEARCH
AND DATA

PERSONNEL 
OFFICER 

(2) 

PERSONNEL 
OFFICER 
DATABASE 

(1) 

TOTAL ESTABLISHMENT= 15 

SENIOR 
PERSONNEL 
OFFICER 
OPERATIONS 

(2) 

SENIOR 
PERSONNEL 
OFFICER 
ENQUIRIES 
CASES (1) 

PERSONNEL 
OFFICER (1) 

SENIOR 
PERSONNEL 
OFFICER 
INSPECTION 
(1)
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5 .�S.t.t The staff position at the end of 1995 was as follows: 

POST· 

CHIEF 
PERSONNEL 
OFFICER 

PRINCIPAL 
PERSONNEL 
OFFICER 

SUPERNUM
ERARY 
PRINCIPAL 
PERSONNEL 
OFFICER 

SENIOR 

AUTHORISED 
ESTABLISHMENT 

1 

2 

1 

PERSONNEL 6 

OFFICER 

PERSONNEL 
OFFICER II 4 

PERSONNEL 
DOCUMENTA- 1 
TION 
OFFICER 

ACTUAL 
POSTS 
FILLED

2 

1 

4 

ACTING/ i VACANCIES 
TEMPORARY 
APPOINTMENT 

1 ,: 1 

2 

1 4 

1 

REMARKS 

1 PRINCIPAL 
PERSONNEL 
OFFICER 
ACTING 

1 CLERK II 
EMPLOYED 
AGAINST ONE 
PERSONNEL 
OFFICER POST 
IS ACTING 
PERSONNEL 
OFFICER II 

--------------------------------------------------�--------------------------

TOTAL 15 7 2 

S.·•.S.f.3The deta.J...1.s of stat£ changes are listea helow:-
: a,•c ·. . ·· - · :: 't' • f ·, · . : �=- ,:i · ·• • .. · >:· :: ,r

, ... � TYPES :,OF..,. .. CHANGES . NAME cOF OFFXCER ... .. .. D2SIG!JA.TiON
 . . ' .. 

8 

RE-,.EMPLOYMENT J. MC.CORDY SENIOR P�ONNEL 
OFFICER 

SINCE ONE (1) 

PERSON FUNCTION
ED AGAINST ONE 
OF THE VACANT 
POSITIONS, 
ACTUAL STAFF
ING STRENGTH 
AMOUNTS. TO 7+1

=8 

EP'.FECTIV.E 
DATE OF 
CHANGE 

1995-10-02 

� � 
----------------------------------------------
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Description of Division 

The Central Personnel Division is divided into two (2) Sections to 

facilitate the execution of its responsibilities namely: -

(a) Policy Section

developing and formulating policy submissions, including 

regular review and updating of personnel policies; 

carrying out surveys (e.g. on remuneration practice), 

analysing data and preparing reports to inform policy 

development and review; 

developing and maintaining database of Public Service 

Manpower, which will enable policy to reflect supply and 

demand factors more accurately; 

revising the Public Service Conditions of Service to 

increase recruitment and retention of able staff; 

revising and simplifying the Public Service Rules; 

preparing documentation on condi:tions of service and 

Public Service Rules for distribution to Personnel 

Divisions across the Public Service 

Liaison with the Public Service Commission; 

Communication and consultation with relevant unions; 

(b) Operations Section

revising and simplifying personnel procedures to be 

operated by Personnel Division across the Public Service; 

p_reparing instructions and documentation covering the new 

personnel procedures with provision for regular updating; 

duplicating and distributing documentation on Conditions 

Of Service, Public Service Rules and Personnel Procedures 

as standard reference and guidance documents to all 

Personnel Divisions 

briefing all Personnel Divisions on the new procedures, 

and identifying their requirements for training in 

personnel management and administration, to be provided 

QY....Training Division 
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providing advice and guidance to Personnel Divisions; 

responding to enquiries on personnel matters and 

processing cases not covereq by the powers to be 

delegated to individual ministties 

CENTRAL PERSONNEL DIVISION (P.S.M.)

Basically, the task of this Division is.to introduce appropriate 

conditions of service which ultimately i�prove ·the quality of life 

of Public Servants within the budgetary framework approved, and to 

develop personnel policies, procedures and systems which would lead 

to the standardisation of personnel practices in agencies. 

In pursuit of the above during 1995� some of our proposed 

activities were completed while the fi:p.alisation of others was 

deferred. Some highli'ghts of those comp;J..eted were: 

Increase in advance to purchase pro�ective clothing for those 

categories of workers who are eligible to seek this advance 

Increase in rates of advances to public officers to repair 

motor vehicles 

Increased advances for Public Ser�ants for the purchase of 

means of transport for use on official duty and payment of 

increased travelling allowances 

Increased rates of subsistence and :related allowances 

Increase in the rates of Refres�ent Allowance payable to 

Public Servants who work overtime 

The division also maintained an effective working relationship 

with the Management Services Division with respect to the 

provision of positions for MinistrjJes/Department/Regions. 

Our relationship with the Union officials was cordial. 

Meetings were held to discuss matters concerning public 

servants' welfare. 
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6.0 
. SUMMARY 

AND 

REVIE� 

OF · 

CURRENT YEAR·s 

PROGRAMME 
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Recruitmenta1-

(a) Ms. Karen �mith, Cleaner - 1995-02-20

{b) Ms. Denise Hill, Typist Clerk 11 - 1995-03-01 

(c) Mr. Michael Davie, Office Assistant - 199-03-06

{d) Me. Shaundelle Yearwood, Accounts Clerk 11 - 1995-06-06 

{e) "'8. Gertrude Blue, Cleaner - 1995-07-04 

Dismiesales-

{a) Mr. Gavin Beaton, Driver - 1995-05-03 

( b) Me. Karen Smith, Cleaner - 1995-05-25

(c) Natalie Smith, W.P.D. 11 - 1995-10-31.Me 

Training Coureea-

(1) Ms. Allison Hope, Typist Clerk 1, attended an Induction Orientation
Course at Public Service Management's Training Division, with effect
from 1995-02-20 to 1995-02-22, inclusive.

(2 ) Ma. Claudine July, Typist Clerk 1, attended Training Courses on 
English Language and Communication for the Office with effect from 
1995-02-14 to 1995-02-17, Registry Management in the Public Service 
with effect from 1995-03-13 to 1995-03-14, and Typing Techniques with 
effect from 1995-06-25 to 1995-06-29. These courses were conducted by 
Public Service Management's Training Division. 

(3) Ms. Karen Alexander, Typist Clerk 1, attended English for the Office
Course et Public Service Management's Training Division with effect
from 1995-06-26 to 1995-06-29, inclusive.

(4) Mr. Michael Davie, Office Assistant, attended an Office Assistants'
Course at Public Service· Management's Training Course with effect

from 1995-09-22 to 1995-09-23, inclusive. 

(s) Ms. Rhonda Godfrey, Typist Clerk l, attended an Induction Orientation
Course at Public Service Management's Training Division with affect
from 1995-09-26 to 1995-09-28 1 inclusive.
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SUMMA.RV A.ND &EfllEII OF TH£ TRAINING 

AN1J UEVELOPMENT fHlllSION 

INTERNAL TRAINING VIV1$ION 
Target Set for 19951 

The aim of this Section for 1995 was to provide training to up
grade the operational skills of six hundred land seventy ( 670) 
public officers in the Managerial. Secretari�i and other areas 
of self development. · ' 

Four ( 4) Modular Programmes were offered leading to certificates. 

Those Programmes were:� 

6.2.2.1 

(a) Action Centr.ed Supervision
(b) Professional Secretarial Practice
(c) Organizational Development
(d) Training for Trainers.

IHTERHAL TRAIHIHG - CENTRAL TRAINING PROGRAM ES 

Courses Planned (Training Courses Delivered 
and Attendance) 

Haae of Course Ho. of Ho. of Ho. of) Participants 
Courses .courses 

Projecfed Planned Executed Actual 

Induction/Orientation 3 3 60 77 

Trainer for Trainers l l 15 9 

Organizational 
Development 2 l 30 14 

Managing Meetings 2 l 30 10 
; 

Effective Work Review 2 l 30 17 

Interpersonal 
Relations and Staff 
Conflict 2 2 30 34 

Registry Management 
in the Public Service 2 2 40 55 

Financial Management 
for Hon-Accounting 
Supervisors 2 l 30 14 

Remarks 



Name of Course 

?ersonnel Practice 

rnd Policy 

�ccounting for 
�ccounts Supervisors 

:ounselling Skills 
Eor Supervisors 

.,dvanced Report 

rlriting for 
Supervisors 

)ccupational Health 
and Safety 

Office Assistants 

Seminar 

Basic Govern-en� 
Accounting Procedures 

English Language and 
Communication for the 
Office 

Professional 
Secretarial Practice 

Proficiency in 
Typewriting 

Customer Care/ 
Proaoting the Right 

Image 

First Aid for the 

Office 

Action Centred 
Supervision 

TOTAL 

No. of 
Courses 

Planned 

2 

2 

2 

2 

1 

2 

2 

2 

2 

2 

1 

1 

2 

39 

. • 19 . .

No. of 
Courses 
Executed 

No. of Participants 

Projected Actual 

2 30 25 

2 30 23 

2 30 32 

1 30 10 

1 15 12 

1 40 24 

1 40 12 

2 40 52 

2 40 38 

2 40 30 

1 20 18 

1 20 12 

2 30 37 

32 670 555 

Remarks 
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Reguested Programmes 

The Section bas assisted the Staff Develo�ment Section in 
the execution of fifteen (15) requested t�aining programmes

from government agencies. 

During the year the following Ministries and Regions made

requests for training programmes: 

of Courses Agencies No. of No. of 
Courses Barticipants Remarks 

English Language and Ministry of 1 22 
Communication for the Agriculture 
Office 

- do - Min. of Education 1 24 

and Cultural 
Development. 

- do - Ministry of 
Home Affairs 1 26 

- do - Ministry of 
Finance - - Cancelled 

- do - Min. of Trade� 
Tourism and 
Industry 1 18 

Customer Care RDC- Region 16 1 25 

- do - RDC- Region 12 1 16 

I 

Supervisory Management RDC- Region 16 1 13 
I 

- do - RDC- Region 12 1 I 18 

- do - RDC- Region 17 1 I 10 
' 

Report Writing RDC- Region 16 1 38 

- do - RDC- Region 12 1 32 
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Name of Courses Agencies No. of No. of 
Courses Participants Remarks 

Managing Meetings RDC- Region 16 1 24 

- do - RDC- Region 12 1 32 

Secretarial Practice RDC- Region 12 1 18 

TOTAL 15 332 

6.t.2.3 Special Programmes 

The Office of the 
collaboration with 
Education conducted 
Communication. 

President, Public Service Management in 
the Institute of Adult and Continuing 

a training programme on Language and 

6.t.t.11 The aim of the programme was to help Public Servants improve
their oral and written language skill in order to enhance their 
perfor•ance within their organi.Zations. It was envisaged that 
at the end of the programme, participants would be competent to 
write the 1995 CXC English A examination. 

6.f.f.J.f The programme commenced on May 26, 1994 with thirty three ( 33)
participants. 

Participants were selected from the following Ministries, 

Ministry 

Ministry of Education 

Ministry of Health 

Ministry of Foreign Affairs 

Ministry of Public Works, 
Communication & Regional Development 

Office of the President/ 
Public Service Management 

Ministry of Agriculture 

No. of 
Participants 

11 

7 

2 

1 

10 

2 
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6.f.f.3.3. In January 1995. ten ( 10) participants registered to write the
CXC English A exaaination in June 1995. 

The participants were, 

Elizabeth Persaud 
Sharon Halley 

Ewart Sampson 
Hadira Tackoordeen 
Ann Dyer 
Lucinda Nurse 
.Nicola Johnson 
Anne McLean 
Wendy Moore 
Zoeann Peters 

Ministry 

Ministry of Health 
Office of the Pr;sident. P.S.M. 
Office of the Pr�sident 

- do -
- do -

Ministry of Healih 
- do -

Ministry of Foreign Affairs 
- do -

I 
Ministry of Agri�ulture 

6.f.f.3.f The Training programuofficially concluded in June 1995 and the
participants wrote the examination. In! November. 1995. the 
Ministry of Education Examination Division �eleased the following 
results to this Office, 

Ann Dyer 
Sharon Halley 
.Nicola Johnson 
Ann McLean 
Lucinda Nurse 
Elizabeth Persaud 
Zoeann Peters 
Ewart Sampson

Nadira Tackoordeen 
Wendy Moore 

Grade 

IV 
III 
III 
III 
IV 
II 
III 
III 
IV 
III 
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6�f.f.4 Training in Accountancy 

As part of the work activities, the Section targeted to up-grade 
the skills of accounting personnel through the country, by 
sponsoring two {2) programmes at the Government Technical 
Institute and the Hew Amsterdam Technical Institute. Two hundred 
and forty-eight (248) persons were targeted to be trained at the 
Institutes in the Basic Certificate in Accounting and the 
Foundation Certificate in Accountancy programmes. The Section 

exposed one hundred and s:l.xty-one { 161) persons to its 
accountancy training programmes, thus achieving 64.9 percent of 
its target. This low percentage is as a result of not conducting 
the programmes at the Bew Amsterdam Technical Institute. This 
was so because of under-subscription to the programmes at the 
location. 

Below is a breakdownt 

6.f.f.4.J <LT.I's F.C.A. programme

Projected 
Completed 
Students 

77 24 

6.f.1..4.f G. T. I. ' s B. C. A. P rogramaes

Projected 
Completed 
Students 

79 24 

Actual 

Commencing Total 
Students 

50 74 

Actual 

Coamencing Total 
Students 

53 77 



6.2.t.S 

6.2.2.6 

6."l..2.1 
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Programmes Not Executed for the year 
ending 31st December. 1995 

These programmes were cancelled due to the under subscription of 
nominees: 

Name of Courses 

Organization Development 

Managing Meetings 

Effective Work Review

Financial Management for 
Non-Accounting Supervisors 

Advanced Report Writing for 
Supervisors 

Basic Government Accounting 
Procedures 

No. oif Courses 

1 

1 

1 

1 

1 

Total _.§. 

The Internal Training Section had targeted training six hundred 
and seventy (670) public officers on its thirty-nine (39) central 
training programmes for the year 1995. 

The Section has executed approximately 82.8\ (i.e. 32 training 
courses). of its targeted thirty-nine (�9) training courses for 
the period. Also the Section achieved approximately 82.8\ (i.e. 
535 trainees) of its targeted six hundred and seventy ( 670) 
trainees to be trained for the same pertod. 

The 17.2\ (i.e. 7 training courses) of;the scheduled training 
courses were cancelled due to under-subscFiption of participants. 

The Section ... , · designed. developed and ptinted twenty-three ( 23) 
training programmes and several dozens of handouts. 

Nine ( 9) training circulars were distributed to the various 
government organ:izations by the section. 
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6.f.f.l The Internal Training Section assisted the Staff Development Unit
in the coordinating of forty-eight (48) trainees of the Public 

��.1,011e. Service Career Training/at the Audi tor General's Department. 

l,.t.t.9 Course Evaluation 

An evaluation of training impact survey was conducted. 

The thirty-two (32) training programmes executed by the Internal 
Training Section had a positive impact in the development of the 
Public Service. 

Both participants and supervisors were happy for being given the 
opportunity to pursue some kind of training and stated that there 
had been improvement in the trainees' performance, and were 
encouraged to implement what they had learnt. 

Planned 
Activities 

38 Central 
Training 
Programmes 

1995 Calendar 
of Training 
Courses. 

A Review of the Internal Training Section\ 
Work Programme 1995 

Objectives 

To provide public 
officers with 
the relevant skills, 
knowledge and 
attitude necessary 
for enhancing their 
job performance. 

'l'o inform the 
Ministries, Depart
ments and Regions 
of the available 
training courses 
for the year. 

Action 

Plan. develop 
and execute 
the training 
programmes. 

Plan. develop, 
print and 
distribute the 
Calendar of 
Training 
Courses. 

Duration 

Jan. 26-
0ct. 26 

Jan 
Feb. 

Remarks 

32 Training 
programmes 
were coapleted 
6 programmes

were cancelled 
due to under
subscription 
of trainees. 

Completed 



Planned 
Activities 

Preparation 
of 1994 
Annual Report 

Meeting of 
the Account
ing Advisory 
Committee 
Sub-selection 
Committee. 

P.S.H/IACE 
English 
Language and 
Co11munication 
for the 
Office 
Programme. 

Preparation 
of 19'96 
Budget and 
\lark 
Programme. 

Training in 
Accounting 
Programmes. 

Objectives 

Review the areas 
of success and 
failures with a 
view to correct 
failures. 

To select suitable 
and qualified 
applicants for the 
1995/96 G.T.I. and 
N. A. T . I. Bas i C 
Certificate and 
Foundation 
Certificate and 
Accounting 
Progra11mes. 

To provide public 
officers with the 
relevant skills 
necessary for 
efficient and 
effective 
Communication in 
the Office. 

To inform the 
Management of the 
Section\ proposed 
programme of 
work and its cost 
for 1996. 

To provide account
ing personnel 
within the public 
sector with the 
relevant skills 
and knowledge to 
function 
efficiently and 
effectively·in 
the Accounting 
Units of the 
Public Sector. 
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Action Duration 

Compilation of Jan. 
Section's 
activities 
over the 
year. 

Coordination 

Advertisemen
1
t

Processing olf 
applications1 

Launching of 
Programme 

July 

Hay '94 
to 

June 
1995 

Sept. 

Jan 
July 

.. 

Aug. 

Remarks 

Co11pleted 

Completed 

Completed 

Completed 

Completed 

Completed 
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6.3 STA.IT DEVELOPNEll'I SECTIOR 

,:.1;.1· · .···.:·;r";.:_Tl:fi;s-· l!l'ect:fg�.��,g!'i:J'i.:.Jt�� .r�t�ll't1 ��t the id�ntification, design and·.

6.3.! 

6.3.4 

evaluation of inhouse t£ajning courses for the Public Sector, also 

monitors Ministerial and Regional Training and Development Committees. 

A Central Training and Development Committee comprising of senior 

Permanent Secretaries, U G's Vice-Chancellor, etc.twas formed to identify 

and prioritise areas of training and development consistent with the 

national development policies. [ In order to further the object ivies of 

training in their respective Ministries and Regions, Training and 

Development CoRmlittees were also established in Ministri&S and Regions, 

as shown below. 

Ministerial Training & Development Co mmitt e es: 

Ministries 

Ministry of Agr icultur e 

Ministry of Education and 
Cultural Development 

Ministry of Home Affairs 

Ministry of Legal Affairs 

Ministry of Financ e 

Office of the President 

Ministry of Public Works. 
Co mmunication & Reg. Dev. 

Ministry of Health 

Ministry ot Foreign Affairs 

Ministry of Labour. Human 
S ervic es & Social Security 

Ministry of Trade 

Status 

functioning 

never 
inaugurated 

functioning 

not function
ing 

functioning 

Liaison Officer 

P.P.O. 

P.P.O. 

P.P.O. 

A.S. Training 

P.P.O. 

P.P.O. 

P.P.O. 

P.P.0. 



6..3.S 

6.3.6 

. 1,.3.7 

. . '' . .

Regional Training and Developaent Committee, 

Regions .Status Liaison Officer 

Ho. 1 Functioning S.P.O. 

llo. 2
" P.P.O. 

)lo. 3
" P.P.0.-

)lo. 4
" P.P.O 

llo. 5
.. S.P.O. 

Ho. 6
.. P.P.o; 

llo. 7
.. P.P.O. 

)lo. 8 llever Inaugurated 

110 .. 9 " .. 

llo. 10 Functioning S.P.O. 

In the case of Office of the Presiden13Tr�ining and Oevelopaent 
Comaittee, the modality is still being ad�ressed. 

Regions llo. 8 and 9 Training and Developaent Committees were 
never inaugurated aerely due to logistical reasons. 

Constraints 

The Coamittees that were established were not· functioning as 
e£fectively as they should. This situation was largely due to the 
absence of a training culture and thus institutional support and 
commitment to training was lacking. However, during the second 
half of 1995 there was a aarked iaptoveaent in training 
activities initiated by Training and Development Division for 
Ministerial and Regional Administrations. 
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6.3.B Training Programmes - Ministerial and Regional 

Ministry/Region 

Ministry of Public 
Works. Comm. & Reg. 
Dev. 

Ministry of Home 
Affairs 

Ministry of Educa
tion and Cultural 
Development. 

Ministry of Agric. 

Ministry of Trade 

Region Ho. 1 
Bariaa/Waini 

Region No. 2 

Programme 

Government 
Accounting 
Procedures 

Typewriting
, 

English and 
Communication. 
Occupational 
Health and 
Safety 

Customer Care 

Ho. of 
Partici
pants 

20 

18 

20 

46 

40 

English and 
Communication 18 

English and 
Communication 18 

English and 
Co1111unication1 22 
Supervisory 
Management, 22 
Managing 
Meetings, 22 
English and 
Communication, 24 
Supervisory 
Management, 24 
Managing 
Meetings, 22 

Managing 
MeetingS. 

22 

No. of 
courses 

1 

2 

1 

2 

2 

1 

1 

1 

1 

1 

1 

1 

1 

1 

Location 

Boardroom, 
Kingston 

G.R.O. 

Secretariat 

11.R.C.

11.C.E.R.D

Boardroom 

Boardroom 

Moruca 

.. 

.. 

Mabaruma 

" 

Anna Regina 

Ho. of 
Contact 
Hours 

36 

76 

40 

72 

40 

40 

40 

20 

20 

8 

20 

20 

20 

108 
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Ministry/Region Progra1111e No. of Ho. of Location No. of 
Partici- Courses Contact 
pants Hours 

Pomeroon/ Supervisory 22 t
u " 

20 

Management 

Supenaam Report 22 l
.. " 

8 

Writing 

English and 22 1
.. " 

20 

Communication 
for the 
Office 

Region No. 3- Report 22 1 Boardrooa 5 

Essequibo Writing 
Island/West 

Demerara. Managing 21 1 
" 

Meeting 

Region No. 6- English and 19 1 20 

East Berbice/ Coamunica-

Corentyne tion 

Managing 24 1 9 

Meeting 

Supervisory 20 1 25 

Management 

Report 20 1 5 

Writing 

Induction/ 

Region Ho. 7- Orientation 20 1 40 

Mazaruni/Cuyuni 
Supervisory 15 1 40 

Management 

Report 20 1 5 

WritinCJ 

Managing 20 1 8 

Meetings 
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No training activity was carried out by Statf Development Section 
in the following Ministries: 

a) The Ministry ot Legal Affairs was undergoing restructuring.
..._ . . ., . .. � � - ....... 

'lrut,·d.tli1u:stae!J:•o:f Health; Labour. Buiiuu.'i S·ervices and Social
Security, Office of the President, Public Service

Management, and Finance had programmes structured but the
lack ot structural support prevented their implementation.

6.3.10 Impact of In-House Training in Ministries 

A survey was conducted by means of a questionnaire to assess the 
impact of training on the eleven (11) Ministries. Three hundred 
and eleven (311) public officers were trained In-House. 

The following were the findings: 

1 100% ot those interviewed stated that 
programmes�re relevant to their respective 
operational situation. 

2. 80% percent of the trainees stated that
they were allowed to apply what they
learnt in their work situation.

3. 80% of the supervisors interviewed stated
that there was improvement in the performances
of those trained.

6.3.11 Short Courses Overseas:

The following list indicates those Ministries/Agencies that 
benefitted from Training Overseas in 1995: 

OrgaZ.isation No. of Course Country Duration Sponsor 
Persons 

�in. of Health 2 Masters in Jamaica 1 year PAHO 
Health science 

1 Health Educ. Jamaica 14 mths UN�,PA 

2 Lab diagnosis Trinidad 
of Diseases & Tobago l week GOG 

1 Condom Logistics 
Workshop Barbados 1 week PAHO 
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Organization No. ot Course Country Duration Sponsor 
Persons 

Min. of Health 1 Anaerobic St. 
Cont'd Bacteriology Vinceint 1 week I.D.B.

2 Masters in Colombia 18 mths Colombia
Public Health 

Min. of Finance 1 Project 
Management Barbados 3 mths C.D.B.

2 Regional Work- St. 
shop Vinc.nt 3 days c.D.B.

G.T.V 1 Television 
Production Japap 3 mths J.I.C.A.

Min. of Foreign 2 Latin America & Chile 3 weeks Q.A.S.
Affairs Caribbean in 

the World Order 

1 Diplomatic Indir 6 weeks I.T.E.C.

Auditor General 3 Audit Manage- St. 1 week I.D.B.
ment and Vincent 
Supervision 

Min. ot Reg. 2 Small Industry India 8 weeks l.T.E.C.
Development Promotion 

Bureau of 2 Standardisation India 3 mths I.T.E.C.
Standards and Quality 

Otfice of the 2 News Agency India 6 mths I.T.E.C.
President Journalism 



6.3.12 

Activities 

Meeting of Staff 

Preparation of 
1994 Annual Report 

Planning and 
designing of 
Ministerial and 
Regional training 
programmes for 1995 

,.-a.,'rt; 
Implement In-House 
in all the 

A 

Ministries 

Advertise the 
sponsorship of 
programmes at the 
University of 
Guyana. 
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A REVIEW QF -TBB STAPF .. DEVEJ.,O.PMENT SECTION'S 

- WORK PROGRAMME---19 95 

Objectives 

To assess the impact of Training 
Activities carried out in 1995. 

To re-work strategies for the 
implementation of training 
activities for Staff Development 
through the Public Service and 
Regional Administrations. 

To highlight the achievements and 
review the Division's performances. 

To recommend suitable inputs 
for the continual strengthening 
of future programmes. 

To focus on the training needs of 
the Ministries and Regions and 
to implement training activities 
systematically. 

To expose participants to specific 
training programmes relevant to 
their training needs. 

To facilitate the training of 
identified Public Servants in 
specific areas. 

Remarks 

Completed 

Completed 

Completed 

Completed at 
Ministries ot 
Education, Works, 
Trade ,Home 
Affairs. Agricul 
ture and Legal 
Affairs. 

Completed 



Activities 

Visit to Region 
Ho. 9. 1. 7 0 6. 4. 
10. 3. and 2

Evaluate training 
programme. 

Preparation ot 
Work Programme for 
1996 

Evaluation of Staff 
Development 
Activities. 

Advertising Short 
Courses 
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Objectives 

To implement training program•es 
to cater for needs and as a 
follow-up to the programme be�an 
in 1995. 

To assess the strengths and 
weaknesses of the programme. 

To systematise the implementa�ion 
of the Section's training 
activities. 

To measure the impact of traiQing 
relevant to objectives. 

To disseminate as wide as pos,ible 
short courses available. 

Remarks 

Completed 

Completed 

Completed 

Completed 

Completed 



.. 95 .. 

6.4 TRAINING ADMINISTRATION SECTION 

6.4.1 Overseas Training Awards 

The Division received and processed awards listed hereunder over 
the period under review: 

Target Set 

A total of forty 
prospective students 
were targeted to 
proceed on training 
through Annual 
Technical Assistance 
Schemes overseas. 

Target Achieved 

Schemes 

I.T.E.C

C.F.T.C.

I.D.B.

C.D.B.

U.N.D.P. 

O.A.S. 

Netherlands 
Government 

PAHO/WHO 

Japan 
Government 

CFRAH 

No. of Awards

Offered 

10 

2 

3 

1 

1 

1 

1 

5 

4 

1 

Guyana/Colombia 
Joint Commission 2 

Total 31 

Analysis of Success or 
Failure 

The section processed 
31 out of the 40 
projected awards. 

Short falls were as a 
result of a change of 
directions of Donor 
Agencies in terms of 
training priorities. 
budgetary cuts in some 
instances and the tardy 
response from local 
agencies with regards 
to nominations. 
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Public Service Career Training Programme 

In an effort to address the critical vacancies at the 

a) Customs and Excise Department
b) Ihland Revenu� D•partm�nt
c) Accountant General's Department and:
d) Auditor General's Department

the Training and Development Division. linitiated the Public 
Service Career Training Programme in Febru�uy 1995. Forty eight 
(48) entries to the Public Service were s�lected to pursue a one
{ 1) year programmed work study attachment. at the above stated
departments on a three months rotation ba�is. On the successful
completion of the training which is schedulled for February 194'6,
the •rrainees will be considered for employtnent in one of the four
Departments by the Public Service Commis�ion.

6.4.3 Commonwealth Fund for Technical Co-opera�ion 
{C.F.T.C.) 

6.4.3.1 Hr. Sam Njie, Senior Programme Officer� Kanagemen t Training. 
Services Division of the Commonweal th Secretariat { C. F. T. C. ). made 
an official visit to Guyana. Hosted �y the Office of the 
President, Public Service Management. he held discussion, with a 
number of agencies wh[cla are in receipt of awards by the 

t 

Commonwealth Fund for Technical Cooperation. 

6.4.3.2 Mr. Njie's main purpose for visiting Guy�na as outlined in his 
request to this Ministry. was to establi�h contact and discuss 
important issues as they relate to Manage�ent Training Services 
Divisiodiprovision of training and sponsorship, together with an 
exploration of ideas in order to provide a streamlined and 
efficient service to governments and scholars. 

6.4.3.3 Discussions were held with the following 4gencies - Minister and 
Peraanent Secretary, Office of the Pre�ident. Public Service 
Management. Guyana Management Institute. jlnsti tute of Adult and 
Continuing Education. Women's Affaits Bureau, Regional 
Educational Programme for Animal Heal th Assistants. Consultative 
Association for Guyanese Industry and caricom Officials. 

6.4.3.4 The general objective focused on C. F. T. ¢ 'S new initiative for 
intra-regional training, and encouraging a greater majority of 
short term, medium term. staff development and mid career 
specialist type training. Work attachments were also stressed. 

6.4.3.5 The H.T;S.D. Division is quite interesteF1 in the establishment 
of new projects in the Caribbean and a� such the new plan on 
stream provides a wider scope to underdeveloped countries. This 
plan offers three categories of funding1t 

a) The Block Grant
b) Regional Funding Budget
c) Country Programmes.
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�) Block Grant - This grant is offered mainly 
to fledgling institutions over a three year 
period. It is geared to allow the institution 
to develop and become se�f sufficient by the 
end of this period eg., REPAHA, UG, GSA. 

b) Regional Funding Budget - This is a single
grant which can be utilised by any single
institution to promote intra-regional
participation for conducting seminars,
workshops, etc. Also incorporated in this
plan is the facility to provide experts
in cases of severe need to conduct in-country
training programmes.

c) Country Programme Budget - This programme
refers to the existing Annual Scholarship
Grant trom which Guyana usually benefits.

6.4.3.6Discussions were held with agencies on C.F.T.C' s new plan and how 
these agencies fit into it and the establishment of a better 
organized communication link between the agency and the point of 
con tact ( PSH). 

6.4.3.7Dr. Anne Hudson, Professor in International Education
., 

was 
referred to this Office by C.F.T.C., since she was conducting a 
study of Higher Education in the Caribbean. Her purpose, to 
establish the consistency of training offers to Guyana annually. 

6.4.4 Courtesy Week Seminar 

6.4.5 

As part of the contribution to National Courtesy Week, the 
Training and Development Ui vis ion organized a three { 3) day 
workshop for employees in the Public Service/Public Sector. The 
aim of the workshop was "To sensitise frontline staff to the high 
standard ot courtesy that is required in their day to day 
encounter with the public." 

The Training Administration Section was actively involved in the 
preparation for the realisation of this workshop. A total of ten 
(10) persons benefitted from lectures and discussions.

Other Activities, 

Generally Training Administration Section provided Administrative 
Support t'o the Staff Development and Internal Training Sections 
by costing training activities, circulating information on 
training and development programmes, facilitating the departure 
of nominees for overseas courses, providing physical arrangements 
for the counting of training programmes and maintaining overall 
records of training activities during 1995. 



6.S 

Key Areas 

Publication in 
Public Sector 
Administration 

Provision for a 
system for un
restricted 
access to and 
effective 
utilisation of 
material 
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LIBRARY SERVICES SE0.rIOR 

Target Set 

Obtain through 
purchase and gifts 

Review subscrip
tion to current 
periodical. 

Catalogue and 
classify new 
publication. 

Grant library 
membership to 
eligible members 

Provide photo
copying services 
to the Division 
as well as 
members ot the 
public. 

Target Achieved 

Eight (8) publica
tions were 
purchased l~cally 
and accessioned. 

Notices were sent 
out requesting 
invoices for the 
new year. 

At 31st Dedember, 
1995 a tot~l of 
eighteen (lj8) 
persons werle 
granted membership 
and 1768 persons 
utilised the 
library. Loans 
comprised of 675 
books and 12 
periodicals. 

A total of $4,800 
was collected as 
at.31/12/9$ tor 
photocopying. 

Remarks 

Submission made 
to purchase (8) 
eight text books 
from overseas• 
Submission still 
awaiting 
Permanent 
Secretary's 
approval. 

Three (3) replies 
were received to 
date. 

Done 

.Done 

At present the 
machine is out 
of toner. 



Key Areas 

Undertake stock 
retention 
measures 

Employ stock 
preservation 
measures 

Target Set 

Recover overdue 
materials and 
collect fines. 

A total ot eight 
books have been 
taken otf the 
shelt to be sent 
to the binders. 
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Target Achieved 

Fines collected 
for period 
September to 
December totalled 
$408.00. 

Remarks 

Two lecturers 
attached to 
FCA and BCA 
programme have 
not returned 
books lent for 
classroom use 
despite notices 
sent to them. 

Overdue notices 
are being pre
pared to be sent 
to staff and 
other members of 
the library who 
have overdue 
books. 

Subject to money 
available to pay 
binders. 



6.6 

6.6.1 

Key Areas/ 
Objectives 

SCHOLARSHIPS 

1. Update priority
areas for
training.

Select 
suitable 
candidates for 
available 
scholarships. 
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SCHOLARSHIPS ADIIIRISTRATIOR DIVISIOR 

Targets Set 

1) Ascertain
priority areas
for training
in 1995/96
(local) and
1996/97
(overseas).

1) Establish number
of overseas
sch,olarships
available,
advertise and
select nominees.

2) Advertise G.O.G
awards for
Scholarships to
U.G. for 1995/96.

3) Record and
categorise all
applications
received.

4) Acknowledge
receipt of
applications.

5) Develop interview
schedules

Targets 
Achieved 

This activity was 
completeq. 

Four (4) U.K. and 
five (5) Canadian 
Commonwealth Awards 
f_or 1996/97 were 
offered. I Nine (9) 
persons >,!,ere 
nominate<li. Five 
applicat

i
ons for 

Cuban Aw rds tor
1995/96 ere sub
mitted a d  three 
(3) persons were
selected by the
Cuban au�horities.

79 applications 
were recrived. 

All appl�cations 
were cat�gorised. 

All applications 
were acknowledged 

Interview 
schedules were 
prepared 

Remarks 

Applications 
Received: 
UK - 20 
Canada - 22 
Cuba - 11 



Key Areas/ 
Objectives 

SCHOLARSHIPS 

COKT'D 

3. Monitor the
progress of
Award
holders.

Targets Set 

6) Conduct inter
views and select
candidates.

7) Submit
recomaended list
for approval.

8) Process and
prepare selected
applicants for
their studies.

1. Prepare students
register.

2. Liaise with
students.
Missions and
Institutions
where applicable
re the welfare
of students.
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Targets 
Achieved 

Twenty three (23) 
medical students 
were interviewed but 
no selection was 
made up to the end 
of 1995. Ho other 
interviews were 
conducted. 

Ho recommendation 
was submitted. 

Processed seven (7) 
Overseas Awards for 
the year 1995./96 
U.K. - 4 

Cuba 3 

Completed 

Timely in
formation was 
not received 
on all students. 

This section 
served 129 
commencing/ 

continuing 
students, A 
breakdown 
hllow.s, 

Remarks 

The absence 
of SAO's

in some 
Missions 
especially 
Brazil and 
Russia 
made it 
difficult 
to monitor 
students. 



6.6.f The Scholarships section processed/served 
commencing/continuing students as follows:; 

i) 

ii) 
Local 
Overseas 

54 

75 

A breakdown by country including Guyana is as followss 

overseas 

Brazil 
Barbados 
Canada 
Germany 
Trinidad 
CIS 
United Kingdom 
U.S.A. 

Venezuela 

Local 

U.G. 
G.S.A. 

REPAHA 

Commencing 

4 

Continuing 

23 

1 

16 

1 

7 
10 

10 

2: 
1 

48 

3 

3 

Total 

23 

1 

16 

1 

7 
10 

14 

2 
1 

48 

3 

. 3

129 

We also served two students from Lesot1o who are continuing 
studies at the University of Guyana. 



6 .. 6.3 

Key Areas/ 
Objectives 

PLA.NBI.IIG ARD 
AJIALYSIS 

1. Analyse the
effectiveness
of Training
priorities.
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1 

Targets Set 

Identify stra
tegies for 
determining 
Government's 
training 
priorities. 

2 Analyse offers of 
training received 

3. Offer Career
guidance to
secondary school
students.

4. Provide training
by radio service
in relation to
scholarships
operations.

5. Research breaches
of students,home
and abroad.

Targets 
Achieved 

As a result of the 
introduction of 
fees at the 
University of Guyana 
a decision was taken 
by Government to 
sponsor those Public 
Servants who were 
already pursuing 
studies at the 
University. 

Where new offers of 
training were 
received these were 
analysed by the 
section. 

Th1s was done with 
the fifth and sixth 
form students of 
Queens College and 
the fourth and 
fifth form students 
of Richard Ishmael. 

This activity did 
not take place. 

The section 
continually dealt 
with such matters 
as they arose. 

Remarks 

This 
sponsorship 
scheme was 
de-activated 



Key Areas/ 
Objectives 

Unplanned lfork 

6.6.4 

PLACBKBBT ABO 

'eo1,ucts 
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Targets Set 

Update Immigration 
list. 

Target:s 
Achievled

This was done 

Assist Scholarships This was done 
Section in sending out 
letters for interviews 

Update yellow cards This was done 

Update IDB students' This was done 
files 

Update record of This was done 
persons who did not 
return. This was done 

Update list of persons This wa• done 
who returned home and
had to be placed 

P:r;epare data on 
persons who did 
environmental studies 

This was done 

1. Ensure that 1. Obtain reports on
who 

Reports/ are to be 
obtaine� from the all Government 

sponsored
graduates are
placed where 
their skills 
may be 
adequately 
utilised

- have not re
turned as 
scheduled 

- are expected
to graduate in
1995. 

Scholarr· hips
Section 

I 

I 

Sixty f
1
�ur ( 64) 

personsj were 
expecteid to 
gradua�e. To date 
only twenty six 
(26) persons have
graduatted and 
return�d home.

Remarks 

The section 
continued to 
experience 
difficulty 
in placing 
graduates 
at Govern
ment 

agencies 
because of 
low wages.

In some
cases we 
have had 
to threaten 
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Objectives 
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2. 

Targets Set 

Prepare and circu
late to agencies
List of Students 
expected to 
graduate in 1995. 

3. Issue letters to
perspective
graduates
- requesting

information on
courses taken

- reminding them
of their obliga
tion to report
to Office of the
President.

4. Review placement
policy

5. Review placement
procedures

Targets 
Achieved 

Twenty two (22) 
persons were placed 
in jobs. Four are 
still awaiting 
placement. One 
trainee who was 
placed has since 
been retrenched. 

A list was sent to 
the various 
Ministries/Depart
ments by way of 
circular memorandum

This was done where

applicable 

This was not done 

This was not done 

Remarks 

persons with 
legal action 
in order to 
get them to 
take up jobs 
in the 
(_iovernment. 
In other 
cases some
agencies 
took a very 
long time 
to make 
employment 
decisions. 

To be pursued 
in 1996 

To be pursued 
in 1996 



Key Areas/ 
Objectives 

PLACBNBRT UD 

CORTRACT$ CORT' D 

2. Ensur� that
all Government
sponsored
graduates
discharge
their
obligations

I 
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6. 

7. 

8. 

1. 

2. 

Targets Set 

Arrange interviews 
(where applicable) 
for persons 
expected to 
graduate 

Monitor the 
recruitment of 
graduates with 
prospective 
employers 

Visit agencies to 
assess utilisation 
of trainees' skills 

Review systems to 
monitor the travel 
of bonded trainees 

Maintain records 
of bonded trainees 
and abscondees 

3. Submit cases of
breach of agree
ment to the
Solicitors for
Advice/Legal
action

4. Examine proposals
for pro-rata
repayment of cost
of training

Targets 
Achieved 

This was not 
jdone due to 
staff shortage 

This was, an on 
going eldercise 

I 

This was done 
when applicable 

I 

This wae done 

I 

This information 
is beint 
computetised and 
the activity is 
ongoing1 

As cases arose 
these w�re sent 
to the Solicitor 
General for 
advice/;l.egal 
action 

No further work 
was done on this 

Remarks 

To be pursued 
in 1996 



6.6.5 

Key Areas/ 

Objectives 

!'IBABCB ABD 

ADHIRISTRATIOB 

1. Finance

Monitor the 

budgets of the 

Scholarships 
Admin. and 

Training and 

Development 

Divisions, 

and provide 

financial 

support service. 
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Targets Set 

1) Prepare Cash

Flow for 1995

Budget.

2) Maintain cost

centres.

3) Maintain file on

(ITDF) Computer

transactions.

4) Maintain accounts

for overseas

missions and

international

organizations.

Targets 

Achieved 

Completed 

Maintained 

Maintained 

Maintained 

5) Prepare �onthly Completed 

statements of

expenditure

6) Computerise 100\ completed 

students' register

7) Maintain Cost Maintained 
of Training Requests
Register.

8) Prepare Costs of

Training

30 completed 

9) Reconcile !TDC with Completed 

Cost Centres.

Remarks 

10 to be 

completed 

in 1996 



Key Areas/ 
Objectives 

FIIIAIICB AJID 

ADHIII. COIIT'D 

2. Registry

3.General Office
Hanageaent
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Targets Set 

11) Prepare budget
for 1996.

1) Maintain steady
output of good
typing.

2) Maintain proper
records.

3) Process mail
efficiently

4) Maintain adequate
supply of
stationery

5) Provide proper
messengerial
service.

1) Process Leave
applications.

2) Circulate staff
notices.

3) Record and monitor
punctuality.

Targets 
Achieved 

Completed 

The quality of 
typing was 
good. 

Satisfactorily 
done. 

Satisfactorily 
done. 

Adequacy 
maintained. 

This service was 
satisfactory 

Completed 

Notices were 
circulated. 

Punctuality 
was rtcorded 
and monitored. 

Remarks 

Improvement 
is being 
adversely 
affected by 
lack of 
space. The 
quality of 
file jackets 
available 
now is very 
poor. 



Key Areas/ 
Objectives 

FI.NANCE A.ND 

ADMI.NISTRATIO.N 
CONT'D 
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Targets Set 

4) Maintain building
and compound.

5) Maintain Staff
Inventory

6) Maintain Inventory
for office
furniture and
equipment.

7) Procure office
supplies and
maintain adequacy.

8) Prepare work
programme for
1996.

Targets 
Achieved 

Maintained 

90\ up to date 

Maintained 

Completed 

Completed 

Remarks 
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6.7.1 
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IIA1IAGBIIBll'. SERVICES , DIVJ:S:IOR 

SUMMARY MD IBYID OP WOll PROGRfJO«B 

TARGET SIT TARGl".l' ACBIBVID 

1. Up(lating, ,,24 procedures
in , tAe r,,port on� ..
Regiiitry Reforms in the
Public Service.

. I 

Drafts completed 

2. Monitor the submission
of 1994 Annual Reports
across the Service.

In process 

3. Review of Security Unit Completed
of the Ministry of Home
Affairs.

4. R�tionalisation of
Reon. functions of completed 
Finance, Trade and
Foreign Affairs.

5. Review of National
Frequency Hgt.Unit Completed 

6. Review of the Admin.
Support Div. OP. Completed 

7. GABBI/Hin.of Health
merger:-
- structure

8. Ministry of Labour
Review of social 
Services Division. 

9. Proposed merger of
Protocol functions
OP/Hin. of For. Aff

In progress 

Draft report 
completed 

Completed 

AIIALYSIS or

SUCCBSS/l'AILURB 

Drafts to be 
checked and 
finalised. 

RePorts from the 
respective agencies 
are coming in very 

slowly. Reminders were
sent to defaulting 
entities. 

Awaiting response 
from the HOH re- memo 
sent by PSH.

Report sent to client 
for co1111ents, if any. 
Awaiting response for 
final report. 

Submitted to Minister. 



10. Publication of
Bulletin

11. Transportation
Management system
study.

12. Review of
relationships re-
Health, Region 3

13. Establish Registry-
Guyana Export
Promotion Council.

14. Review of T &HD
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The bulletin was originally an MSD effort. 
Suggestions were mooted to have the 
bulletin be a 'Public Service' effort. 
This new approach envisaged assistance from 
the GIS. This has not been finalised due to 
the inability of the Head of this Unit to 
meet with us due to his work pressure. 
A positional paper has been sent to the PS 
re- MSD's future role in the production of 
this bulletin. 

Completed 

Completed 

Incomplete 

In progress 

Report submitted to 
Minister. 

Project on hold. 
Agency to recruit 
required staff. 

Project delayed due to 
protracted illness of 
a team member. A new 

work plan has been 
developed and the 
project should be 
completed by the 
projected date. 

15. Review of the Palms. Draft completed Submitted to client for 
comments prior to 
preparation of final 
report. 

16. Review of stores
Min. of Education

17. Review of Security,
Gateman functions.
West Dem.Reg.Hosp.
(Communications)

18. Establishment of
Mechanical Unit.
Min. of Pub. Works.

In progress Draft being prepared. 

Completed 

Completed 
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19. Review of the Chambers Completed 
of the Dir.Pub.Pros(DPP)

20. Establishment of Sub
Region. Min. of Pub.
Wks.,Comms.& Reg. Dev.
(Region No. 1)

21. Transfer of Hydraulics/
Sea Defence from Agri.
to Min. of Pub. Works.

22. GMI

Completed 

601 complet.ed. , Legal amendments and 
assets transfer 
including vehicle 
registration are 

Completed 

matters outstanding. 

Report submitted to 
Minister. 



6.1.2. 

6.1.3 

STAPP DBVBLOPMBWT 
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No member of staff attended any Training Course for the period 
under review. 

CORTI RUING 

NAME SPONSORED COURSES 

1. Linden Prince Dip.of Pub.Admin.
. (UG) 

COMPLBTBD 

1. Ms. L. Parris Univ. of Aston
MSc,Pub.Sec.Mgnt. 

STAFFING 

DURATION 

2 years 
'93- ? 

1 year 

REMARKS 

on leave 
from UG . 

Completed. 

A. The Division started the year with an approved establishment
of twenty-four (24) posts. These included two clerical
positions. 

The actual staffing as at 31/12/1995 is depicted in the Table 
below. 

POST AUTHORISED 
EST'LMENT 

C.M.S.O 1 
P.M.S.O 1 
S.M.S.O 5 
M.S.O 11/1 15 
TYPIST/ 2 

CLERK 

24 

B. Becryitment
Nil

c. Transfers
Nil 

D. Transfers 
Nil

E . Promotions

in 

out

ACTUAL SUBS. ACTING/ VACANCIES 
TEMPORARY 

1 1 - -

- - - 1 
3 2 1 2 
6 3 3 9 
- - - 2 

10 6 4 14 

Mr. Linden Prince was promoted to MSO II W.E.P 1/8/94.
Ms. Veronica Clarke was promoted to SMSO W.E.F 1/1/94.



6.1.4 

6.1.4.1 

6.1.4.2 

6.1.4.3 

6.1.4.4 

6.1.4.5 

F. Resianations 
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Mr. Nestor Baptiste resigned W.E.F 19/2/95.
Mr. Richard Morris resigned W.E.F 1/11/95. 

G. Dismissals
Nil 

CQISTRAilffS 

As mentioned earlier, of the approved staff strength of twenty-two
(22) (technical posts), the Division ha4 an actual strength of ten
{10). Of these, the CMSO was on study leave for the greater part
of the year and there were three (3) of:fJicers who were very new as
they were all recruited during November and December of the
previous year. This obviously constr,ined the Division in the
amount of projects it could have handle

,
· since these officers were

exposed to our in-house training that as stretched over a three
months period before being exposed to�. ive' projects. 

Failure to meet deadlines by some officers was also another problem
area. This was based primarily on som, of the officers'attitude
towards work and the inadequate amount/of computers available in
the Division. 

I 

The- Division had two (2) posts of Typist/Clerk which have been
vacant for quite some time now. With the acquisition of two (2)
computers sometime ago, officers beganiproducing their own typed
reports. At the moment, this has becom� an accepted practice and
an expectation from Management o.f the Division. If this position
is to continue in the future, then additional computers need· to be
acquired and the required training 

I 
done. It may also have

implications for the Job Description of the officers attached to
this Division. 

Another area of concernW4' the lack of commitment by some clients
to expeditiously execute their role in the interventions. There
were many instances where assurances/deadlines given by clients
and/or their officers in the delivery 0£ information/data were not
met,resulting in inordinate delays and frustrations. 

Further, drafts sent to clients for their verification/comments
prior to finalisation of the report, ,.,ere often delayed for lengthy
periods resulting in the Division being unable to satisfactorily
complete the studies in reasonable time. 
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6.7.5 PROJECTIOlfS FOR 1996 

1995 saw the emergence of formal British Technical Assistance in 
the area of Public Service Reform, a continuation of efforts that 
commenced in 1990/91. This was expressed in the form of a one 
year, in the first instance, consultancy attachment in which the 
Government of Guyana - Office of the President benefitted from the 
presence of a full time Strategy Advisor and a full time Consultant 
attached to the Management Services Division. In the case of the 
latter, on-the-job guidance and support was offered to the Division 
in overall operational matters. 

6.7.5.1 In 1996, it is expected that this support will continue with the 
possible renewal/extension of the consultancy support from KPMG to 
an additional year. While the Division will be expected to respond 
to efficiency scrutineers requested by Cabinet, it is also 
envisaged that a significant part of the new work programme will 
focus on projects identified in the Public Service Reform Strategy 
paper. This document emerged from the presence of the Strategy 
Advisor and was accepted for implementation by the Public Sector 
Reform Committee chaired by the Head of the Presidential 
Secretariat. Key areas identified for Management Services 
Division' s involvement include the issues of Public service 
�'autonomisation", rationalisation between and within line agencies 
and public service staff planning and control. Efforts will also be 
directed to enhancing the existing capability within the Division 
through the implementation of the 1990/91 KPMG recommendations and 
in-house training which is focused on new working techniques and 
strategies. 

6.7.5.2 Successful implementation and effectiveness depends on ensuring a 
work force that is both stable and competent. This, at the moment, 
continues to be problematic as the unattractive salary levels 
continue to be a deterrent to attracting and retaining staff of 
appropriate calibre. 
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CEitl'RAL PERSONNEL DIVISION 

-----------------------------�------ ------- - ----- --- - --

KEY AREAS TARGET SET TARGET ACHIEVED REMARKS 

,.,., 
Policy formulation 
re: Personnel Rules 
and Procedures, and 
Conditions of 
Service of Public 
Servants 

Review of the principle Not completed 
used to determine the 
quantum of compensation 
payable to Public 
Servants for loss/ 
damage of personnel 
articles on duty 

Review of allocation Not Completed 
of Government quarters 

Distribution of Job Completed 
Description/Specifica-
tions to Ministries/ 
Departments/Regions 

Meeting with Principal 
Personnel Officers re: 
consultation on 
Personnel Management 
issues 

Review of station and

subsistence allowances 

Delegation of some 
specific functions of 
Office of the 
President, Public 
Service Management 

Ongoing 

Completed 

Draft was done 

Overseeing the return J Not completed 
the Gu}'l'llc'J employees 
from management of 
the Regional 
Administrations to 
Guywa, 

Rationalisation of Not completed 
generic Job Oescrip-
tions/Specifica-
tions 

Distribution of 
1995Inventory of 
positions in the 
Publi.c Sez;vice 

Completed 

The recommendation submitted 
was reviewed and another 
proposal was submitted to the 

Permanent Secretary, Office of 
the President, Public �ervice 
Management 

Job Descriptions/Job Specifica
tions would be issued to 

Ministries/Departments/Regions 
on request 

Two meetings were held during 
1995 

Relevant circulars were issued 
to the Public Service 

I . -fk. t 1.s,.v1.ew of the �l'llfiNf.ellt 
Secretary, Office of the 
President, Public Servico 

.Management that: the per5bfl,N!,I

practitioners in the Public 
Service are not of the required 
calibre to take forward the 
fundtions to be delegated. 
Formal training of Personnel 
Officers under the Public 
Service Reform Strategy should 
remedy this situation. 

The Public Service Management 
and the Ministry of Public 
Works Collllllunications and 

Regional Development are pursu 
irig this matter 

This activity would be under
taken with consultancy support 

under the Public Service 
Reform Programme 
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- -------
--- - ---------------------------------- ------------------------- - - --- - - - - - - - ---- - - - - - - - - ·

KEY AREAS TARGET SET TARGET ACHIEVED 

--- - -- - - --- - -------------------
---------- - - -- --- - -- ---- -- ------ - - - - - -

:w�ai11i.iig ��tli.;:; coin; 
putation of arrears 
resulting from im
plementation of the 
Job Evaluation 
gradings. 

Review of policy re: 
approval of leave in 
the month of Decem
ber by Public 
Service Management 

Updating and com
puterising informa
tion re-residential 
telephone facilities 

In Progress 

In progress 

Review of Performance In Progress 
Appraisal Forms 

Consideration of the 
merger of Scale A 
Upper and Lower 
Travelling 
allowances 

Updating the Public 
Public Service Rules 
1987 with amendments 

Partially 
completed 

Completed 

REMARKS 
- - - - - - - - - - - - - - - - - - - - - - ,

A recommendation was snbmicted 
to the Permanent Secretary, 

Office of the President, Public 
Service Management 

Staff was engaged in acquiring 
and updating (PRKS) data for 
inputting on che Personnel 
Record Keeping System. 

This is another activity 
which is being undertaken 
under the Public Service 
Reform Programme 

A recommendation has been 
submitted to the Permanent 
S�cretary, Office of the 
President, Public Service 
Management 

Review of Public 
Officers Acting Re
gulations and Con
solidation of 
Acting/Duty/Res
ponsibility 
allowances 

Partially Completed A recommendation has been 
submitted to the Pe rmanen c. 
Secretary, Office of the 
President, Public Service 
Management 

6.8.t 

Improvement o( 
Personnel Record 
Keeping to access 
information quickly 

Implementation of 
the decisions of 
the Joint Committee 

Verification of all 
personal and position 
information entered 
in the Personnel 
Record-Keeping System 

Not done 

Ongoing 

Collection of addition- Ongoing 
al personal data on 
Public Servants for 
the Personnel Record 
Keeping System (e.g. 
work history, 
educational 
particulars) 

The Committee's recommenda
tions were not supported by 
illustrations and sugges
tions re corrective actions 
to be taken 

Data received for Ministries 
/Departments/Regions were 
used to update the system 

No further work was done and 
this activity since the ODA 
in collusion with the World 

Bank are making arrangements 
for an improved and more 

adequate system for our Public 
Service Record Keeping 
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KEY AREAS TARGET SET TARGET ACHIEVED REMARKS 

�,����ti�: .. �·.'?:L£.:' -���:��:::.�·:-�:��-�=::�:if�:�-;;:_�:��:_-�:;r:.-�-;���-��r;·:���I��::.·::;�� :! .·�···· -. : .: ... � - .. · .•.. ,-: .. --:·�., · ··.;-: -1..·,:·:�:
Distribution of in- On•going 
formation in the 
Personnel Record Keep-
ing System to the 
other Public Service 
Agencies 

6.B.3
Industrial Relations Processing representa- Ongoing 

tions from the recog-

6.1.4 
Training 

nised bargaining agents 
and the public re: 
perceived grievances 

Holding scheduled Ongoing 
meetings with Guyana 

,Publtc Service Union 
to discuss matters 
'relating to the 
welfare-. of Public �ll'G 

Personnel Management Ongoing 
Training for staff of 
line Personnel Units 
and Central Personnel 
Division with Technical 
Assistance provided by 
the British Overseas 
Development Administra-
tion 

1996 PROJECTIONS 

Meetings were held with ·the 
GPSU focussing mainly on 
salary increases for public 
servants 

Programme to be determined by 
Consultants 

Once again, 1996 will be a very cha11Jnging year for the staff of 

the Central Personnel Division with itEf task of effecting change in 

the execution of the Personnel function in the Public Service. 
i Under the Public Service Reform Strategy there would be several 

tasks to be undertaken. Given the current staff sh8i=-tage in the 

Division, it is expected that there would be greater dem.a.n.ds on the 

time and efforts of the staff. On-the�job coaching to equip staff 

members with the knowledge and skills 1 to perform the tasks would 

continue, and · opportunity would alsci> be provided for them to 

undertake relevant formal training. 
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PUBLIC ADMINISTRATION PROJECT 

2480GUA 

PROJECT COORDINATING UNIT 

ANNUAL REPORT 1995 

7.1 MISSION STATEMENT 

7.'l. 

7.'l..1 

7.'l..'l. 

Improve the capacity of the Public Sector to preform its core functions through programmes 
aimed at facilitating adequate staffing of the Public Service and eliminating staff redundancies; 
creating conditions for accountability in Financial and Personnel Management as well as in 
fundamental operational programmes and preparing a long term strategy and programmes for 
Public Sector Reform. 

ORGANIZATION AND MANAGEMENT 

The Organization Structure approved is set out in Appendix I.( Rage 125) 

Vacant positions at December 1995 are indicated on Appendix I. 

The Project comprises the following components:-

!. Public Sector Management Strengthening 

11. Recruitment Programme

iii. Coordinating Unit

Public Sector Management Strengthening 

a. Inte.grated Financial Management System:-

The principal objective is to develop a sound basis for effective budgeting,
accounting, cash management and internal and external control.

An integral part of this component is the strengthening of the revenue and
customs systems.



7.2.3 

1.t..3.1

1.2.3.2 

1.2.4 

b. 

1 to 

Regional Administrations System 

The project will finance consultants to review the organizational and 
administrative aspects of the service delivery!fimctions and to establish norms, 
procedures and information systems using ni-odem management principles. 

c. Personnel Management

The assistance would support the consolidation of a modern personnel
management system including recruitment, etnployment and salary administration
and a comprehensive public service policy aq,d a performance evaluation system.

The system would link and define personnel policy responsibilities at the center
and personnel operational responsibilities in the line personnel units within the
Ministries/Regional Administrations/Constit111tional Agencies.

d. General Administration

I 

In order to provide adequate management ofth� fundamental functions in
Ministries/Regional Administrations/Constitutional Agencies, basic equipment is
to be provided.

Recruitment Programme

The objective is to attract qualified Guyanese and possibly other nationals to
fill Key positions in the public service with the aim of strengthening the
managerial and technical capacity in Key ar�as of the public service.

Originally targeted to "overseas" professionals there was agreement between the
Bank and the Government of Guyana to certain amendments to the Development
Credit Agreement to allow for "locals" to qialify as well for a non-taxable
incentive of up to US$25000, payable in two instalments within a three (3) year
tour of duty.

Coordinating Unit

This Unit is established to facilitate the proqurement of equipment and the hiring
of consultants, and also has the following responsibilities:-

manage IDA financing and provide administrative support to the 
Government 
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keep close contact with the Counterpart Institutions for all parts of the 
project and coordination of the execution of four Public Sector 
Management Strengthening Components and the Recruitment Programme 
and provide technical support as required, and 

monitor compliance with IDA's legal agreement. 

7 .2.S SUMMARY AND REVIEW 

1.2.S.1 Public Sector Management Strengthening 

Integrated Financial Management System 

a. Cabinet did not approve a submission for the award of a contract to Crown
Agents/CEMCO. The Senior Minister of Finance (ag.) Subsequently appointed a
Select Committee to review the Terms of Reference of the Integrated Financial
Management System Component against other initiatives being taken in the
Ministry of Finance. e.g. IDB/UNDP Technical Assistance Programme.
Mr Jit Gill, Task Manager, World Bank visited during June 1995 and had
discussions with the Committee and discussed the report of the Committee with
the Senior Minister of Finance (ag.).

Mr Gill also prepared and submitted an Aide Memoir to the Senior Minister of
Finance (ag.) for signature.

b. Diagnostic Study - Regional Administrations System

The final report was received and was forwarded to the Head of the Presidential
Secretariat and the Senior Minister, Local Government.

c. Personnel Management

Bids in regard to the procurement of hardware and software for the PRKS were
opened on July 17, 1995. Approximately G$I2M in expenditure was anticipated.

Work so far completed on this component has been reviewed by an independent
consultant and his report was being considered by the Public Sector Reform
Committee with a view to determining further directions.



1.2.5.2 

7.2.5.3 

d. General Administration
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Responses to International Tenders in regard to heavy equipment, communications
equipment and equipment specific to the needs of the Civil Aviation department

were received and opened on July 17, 1995. Anticipated commitments were in the 
vicinity of G$448M. 

Letters of invitation to bid were issued to local firms during the week of June 19, 
1995 for the supply of transportation equipment. Replies were received from ten 
(10) firms on July 24, 1995.

Cabinet approval satisfied by the World Bank allowed for the execution of 
contracts with Suppliers for goods totalling •pproximately G$448M. At 
December 19 5 goods valued at approximate C,$107M had been procured. 

Recruitment Programme 

At December 1995 three (3) candidates had been recruited under this programme. 

Experience has shown that the conditions offered under the programme ha11enot been 
attractive enough to easily facilitate recruitment of Guyanese professionals into the Public 
Service. The main constraint appears to be the low level of Public Service Salaries. 

Coordinating Unit 

Provision in the 1995 Budget for the Unit totaled $366.5, comprising IDA funding 
of$362.SM and Government of Guyana funding of$3:SM. 
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Expenditure for 1994 was as follows:-

Budgeted 
Supplementary 

Amount released 
Payments made 

Goods 
Consultancy 
Recruitment cost 

Balance /(Deficit) 

Shortfall in 
IDA projection 

G$M 

3.50 
1.06 
4.56 

4.02 
4.20 

G$M 

362.50 

107.70 
33.36 
4.10 

145.16 

217.34 

1.2.6 CONCLUSIONS 

1.2.6.1 Achievements 

1.2.6.2 

Progress in the area of procurement had improved. Capital Equipment procured 
under this component totalled 0$107.70. Additional equipment worth 
0$420.Million had been processed, but this expenditure will now take place in 
1996. 

The following Ministries/ Agencies benefited from the procurement of computer, 
telecommunication and transportation equipment during 1995. 

Ministry of Finance 
Guyana School of Agriculture 
Ministry of Agriculture 
National Dairy Development Programme 
General Registrar's Office 



7.2.6.3 GENERAL 
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Minisuy of Health 
Civil Aviation Department 
Prisons Department 
Guyana Police Force 
Guyana Fire Service 
Ministry of Home Affairs 
Customs and Excise Department 
Defence Board (Guyana Defence Force) 

The total IDA input is US$12M to be utilised as follows:-

I. 

ii. 

iii. 

Equipment 

Public Sector Management 
Strengthening 

Recruitment Programme 

Coordinating Unit 

Consultancies $M 

3.5 

Consultants 
0.1 

Consultants 
0.6 

Goods SM 

6.0 

Travel Exps etc. 
1.7 

Goods 
0.1 

1.2.6.4 While total procurement of goods was targetted at US$6.1M, US$2.1M of that amount was tied to the 
requirements of consultancies under the Public Sector Management Strengthening component and the 
Project Coordinating Unit; the balance ofUS$4.M is for general procurement. 

February 08, 1996 
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