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Dear Reader,

As part of its endeavour to provide a Smart ( Simple, Moral, Accountable,
Responsible and Transparent ) administration, the State Government of Andhra
Pradesh has launched a major Human Resource Development and T.:aining
initiative aimed at developing a large human resource base of well informed

and responsive functionaries and officials.

The successful and effective implementation of any initiative or
programme in government is largely the result of the involvement and efforts
put in by its functionaries at all levels. Obviously, the most fruitful way in which
to bring this about is to make individual functionaries aware of their role functions
and responsibilities. To achieve this, the Human Resource Development
Institute of AP, as the apex training institution of the State Government
responsible for the overall implementation and co ordination of the state
training initiative, has proposed to bring out departmentwise Manuals in two
parts, namely

1. Departmental Manual

2. Functionary Manual

The Departmental Manua! would indicate the role, responsibilities and
functions of the department. The Functionary Manual will detail, as the
nomenclature indicates, thr-; functions and responsibilities of the functionaries
within the department, at all levels. While doing so, the evolving role of
governmental functionaries in being effective managers of change in a welfare
state has been delineated. The Departmental Manual also details the
department's organisational chart, the rules, reguiations,legislations and
enactments which govern its functioning and direct its activities and the
various interdepartmental interactions it has to perform. The Manual also
facilitates a definition of the department's role in serving the general public as
customer while drawing up a vision for its future development in the coming

decades.



The present Volumes are in 2 parts developed by the Horticulture
Department. As is evident, these publications are the outcome of thorough
study and analysis of the department's role, functions and procedures. They
are intended to serve as useful aid to every employee of he department in
the effective discharge of his functions. It may be noted, however, that these
Manuals do not replace the Codes Manuals and Orders on the subject but
are, at best, .meant to guide and assist the functionaries in the effective
discharge of their duties.

Any suggestions for the improvement, extension or curtailment of
these Manuals may be sent directly to the Director General, Dr. MCR
HRD Institute of Andhra Pradesh , Road No. 25, Jubilee Hills, Hyderabad - 500 033,
for consideration and incorporation in subsequent updations and revisions of

the Manuals.

PVRK PRASAD IAs

Director General

Dr. MCR Human Resource Development
Institute of Andhra Pradesh
&
Ex. officio Spl. Chief Secretary to Government (HRD)
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HEAD QUARTERS

DIRECTOR OF HORTICULTURE / COMMISSIONER OF
HORTICULTURE

Origin of the Post - Reasons for creation and role played:-

1)

2)

3)

The post has originated through G.0.Ms.No.304 Food & Agriculture
(Agri.l) Dept., dated 30-6-1981.

The post is created for administering the new Department of Horticul-
ture in the State.

The incumbent of the post is aiso designated as "Commissioner of Qil
Palm" and discharge the function of the Commissioner of Qil Palm.

Besides general administration of the Department, formulate schemes,
programmes and implement them for overall development of Horticul-
ture and it's growers in the State.

Perform the functions of Functional Registrar in so far as Horticultural
growers co-operative societies and Horticultural Growers Co-operative
marketing societies.

II. Position with in the organisation:-

Head of the department shall interact with the farmers, farmer's bodies,
farmers co-operative societies, processors and other agencies or de-
partments involved in development Horticulture; their marketing, process-
ing and export.

Itl. Functions:-

a) Field Functions :-
Inspect new areas brought under various Horticuitural crops through
implementation of various programmes.

Inspect nurseries working under the control of the department, deliber-
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3)
4)
5)

6)

7)
8)
9)
10)
11)
12)

13)
14)
15)
16)

17)

ate their production potentialities, problems being encountered, assign
targets for production for a given time frame.

Interact with farmers, farmers bodies, agencies, co-operatives efc., with
reference to timely availability of inputs, delivery of incentives etc.

Deliberate with field level functionaries, about crop prospects, incidence
of pests and disease, measures undertaken for their control.

Review progress of implementation various programmes with subordi-
nate staff at field level, guide and advice to overcome the field problems.

Interact with agencies, bodies, departments, N.G.Os. connected with
Horticulture Development and provide suitable and appropriate guide-
lines for smooth and orderly development.

Study processing units, their raw material base, advocate, contract farm-
ing, if necessary in consultation with local staff and farmers.

Study crop prospects and based on it initiate steps for streamlining trans-
port arrangements among various wholesale and terminal markets.

Interact with credit extending agencies, initiate steps for easy flow of
credit to the needy.

Inspect Floriculture units, Mushroom units set up under 100% E.O.U .
before processing their application for disbursal of investment subsidy.

In times of Natural calamities, inspect the affected areas, assess the
extent of damage and report to government besides arranging for relief.

Inspect offices of Assistant Directors of Horticulture/Deputy Director of
Horticuttures in the district with a view to tone up their functioning.

Attend ZRAEC Meetings based on their utility and importance.
Attend Seminars on Horticulture.
Discharge the duties of Membership in commodity Boards.

Attend policy and other important meetings in various places including
the National capital.

Inspect Rythu Bazars to study their functioning and suggest further steps.
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2)

3)

4)

5)

6)

7)

8)
9)

10)
11)
12)

13)

14)

15)

16)

b) Desk Functioning :-

Cause preparation of Budget estimates duly keeping in view the ongo-
ing as well as new schemes programmed for operation in the State.

Propose and obtain sanctions from Government for implementation of
various plan and non plan programmes.

Cause distribution of physical and financial targets among the districts
in the State based on potential and feasibility.

Cause release and authorisation of funds to district officers.

Obtain progress reports on various programmes under implementation
review and communicate remarks besides advocating further steps for
fulfilling the objectives.

Submit progress reports on implementation of various programmes both
to state and central governments.

Draw out need based new schemes/programmes in consultation with
the Government for launching them during the coming period.

Cause preparation of state level credit plan.

Cause preparation of five year plans for the development of Horticulture
in the State.

Organise State level meetings and Seminars.
Organise State level shows and Group meetings.

Cause release of investement subsidy to new floriculture and Mush-
room units.

Register new co-operative Societies pertaining to Horticultural Crop grow-
ers and marketing of Horticultural produce as functional Registrar of Co-
operative Soceities.

Reimburse amounts expanded in various nursery farms functioning un-
der the control of the Department from Horticulture Development Agency.

Obtain Reports on damages caused to various crops on account of
occurance of Natural Calamaties.

Formulate and communicate guide lines for rehabilation of the affected orchards.

Dr. M.C.R.H.R.D Institute of Andhra Pradesh
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17)

18)

19)

20)

21)

22)

23)

24)

25)

26)

27)

28)

Obtain and release relief amounts to the respective district administra-
tors for extension of relief for the norms communicated.

Cause preparation of answers pertaining to Legislative Assembly ques-
tions, Rajya Sabha Questions and Lok Sabha Questions and submit the
same to the respective authorities.

Accord sanctions for incurring expenditure at Directorate level or district
level.

Review the functions of various wings in the Directorate and redistribute
work for easy and smooth functioning of the Directorate.

Receive oral and written grievance representations from the cultivators,
cultivator bodies, Horticulture Co-operative societies members of pub-
lic, public representatives and initiate steps for their redressal.

Take up with the State Government in respective of grievances which
are genuine and are not possible to be at Directorate level.

Conduct review meetings with field functionaries, deliberate the steps
needed for speedy and proper implementation of the programmes and
communicate the minutes and proceedings.

Pass orders for proper and effective functioning of administration in the
department at all levels.

Cause for preparation and sendling of Hints to farmers based on factual
crop position of the crop, for transmission through A.l.R. and
Doordarshan.

Co-ordinate and forward proposals for sanction of incentives from bod-
fes such as National Horticultural Board, APEDA, Ministry of Food
Processing Industries, Spices Board, Coconut Development Board etc.

Discharge the table functions of the Commissioner of Oil Palm. (See the
details under Commissioner of Oil Palm)

Furnish utilisation certificates to Government of India for the funds re-
ceived from them.

He is overall responsible for proper functioning of the Department through
out the State. He shall exercise full control over all the officers and staff,
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1)

3)

4)

5)

6)

7)
8)

9)
10)
11)

12)

13),

prepare plan of action to achieve the objectives and goals of the Depart-
ment. He is responsibie and accountable for the activities, improve-
ments and vision of the department.

He is the appointing authority for 1st and 2nd level gazetted officers and
Government shall be the appointing authority in respect of Gazetted
posts as per rule 7 read with G.O.Ms.No0.230 G.A.(Ser.D) Dept., dt.22-
5-1999.

He is also the appointing authority and Unit officer for the purpose of
recruitment, discharge and reappointment in respect of all the category
of posts other than district level posts.

He shall arrange recruitment, regularisation of services, Declaration of
probation, extension of probation for which he is the appointing author-
ity / unit officer.

He shall prepare/arranged to prepare and maintain/arranged to be main-
tained seniority lists for all the categories of posts.

Preparation of panels and ordering promotion promptly within the time
schedule fixed by Government from time to time.

Transfers shall be effected as per the guidelines issued by Government
from time to time.

Strict discipline shall be maintained at all levels of functionaries.

Personal files should be maintained/arranged to be maintained in the
prescribed formats and adverse remarks if any shall be communicated
promptly and appeals shall be settled in time bound programme regqu-
larly every year.

Notify vacancies to the appropriate recruiting agencies.
Obtain property statements in prescribed formats of Annexure.

Arrange maintenance of service registers properly and with upto date
entries.

Arrange issue of orders under Automatic Advancement scheme to all
eligible employees of different levels.

Arrange fixation of pays and release of increments promptly.
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14)

15)

16)

17)
18)

19)

20)
21)
22)

23)

24)
25)

26)

27)

28)

29)
30)

1)

Finalisation of disciplinary misappropriation /embalssement cases as per
the time schedule fixed by Government.

Pay special attention on all court cases and prompt filing of affidavits
with relevant documents effectively to come out successfully from the

cases.
Prompt settiement of audit objections and P.A.C.Cases.
Settlement of pension cases of Gazetted Officers expeditiousiy.

He shall discharge duties and responsibilities/statutory functions en-
trusted in various rules / acts / and codes.

Observe strict economy in use of vehicles/telephones/stationary and elec-
tricity.
Updating Departmental Manuals at reasonable intervals.

Preparation of plan of action to impart training to in service personnel.

Visit all offices of the Department and guide them for proper functioning
of the department.

Arrange printing and communication of latest technology to all levels of
functionaries.

Computerisation of Department.

Arrange and formulate guidelines for quick disposal of files / representa-
tions received from pubilic.

Review of work done by various levels of officers and guide them prop-
erly at regular intervals.

Deputation of staff to other departments / countries for furtherance of
their skills.

Prompt recovery of pension and leave salary contributions from foreign
employer.

Vision 2020.
Delegation of financial powers are given in Appendix - Il.
c¢) Statutory Functions :-

Discharge the statutory functions of the "Commissionerof Oil palm (See

Dr. M.C.R.H.R.D Institute of Andhra Pradesh




FUNCTIONARY MANUAL HEAD QUARTERS

2)

3)

VL.

the details under Commissioner of Oil paim)

Discharge the functions of "Registrar of Co-operative societies" as func-
tional Registrar in so far as Cooperative societies pertaining to Horticul-
ture.

Function as member - secretary of the Horticulture Development Agency.
Administer the funds under H.D A.

Function as member in some of the statutory bodies or Boards such as
Coconut Development Board, Spices Development Board and discharge
the function of a member.

Jurisdiction:-

The Director of Horticulture / Commissioner of Horticulture is the Head
of the Department and is competent to take independent decisions in all
matters of expenditure against the sanction of programmes.

He is also competent to take independent decisions in so far as general
administration of the Department.

He can also exercise disciplinary control upto the cadre of Horticulture
Officer.

The Director of Horticulture is an information furnishing authority in case
of disciplinary matters pertaining to Assistant Director of Horticulture and
above. '

Enactments, rules and regulations to be followed:-
Bylaws of Horticulture Development Agency:.
Rules and Regulations pertaining to formation of co-operative societies.

Special rulesi.e., "The Andhra Pradesh Horticulture Service Rules 1989"
(Recruitment and Promotions).

Financial and Treasury Codes (Expenditure).

Fundamental Rules, Leave Rules, CCA Rules (administration).
Critical provisions:-

Nil, since there are no enactment's to be followed.

Whom to approach:-

Inter Departmental - Commissioner of Agriculture, Marketing, Vice-chan-

Dr. M.C.R.H.R.D Institute of Andhra Pradesh
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b)
VIII.

IX.

2)

3)

5)

6)

1)

2)

Xl.

1.

2)
3)

cellor of Agricultural University, District Collectors, Project Directors,
D.R.D.As., Executive Directors of S.C.Societies, Commissioner of Tribal
Welfare and Panchayat Raj.

Intra Department:- State and Central Governments.
Administrative accountability:-
To State Government.

Quantification of work output:-

Responsible for achieving the overall physical and financial targets in
time bound manner.

Responsible for proper and effective utilisation of the funds sanctioned
to the Department.

Responsible for proper implementation of the Department's annual pro-
grammes without gate crashing the Government rules, regulations and
guidelines.

Responsible for ensuring the reach of incentives to the targetted groups
without dislocation.

Responsible for directing the administration under his / her control with
an allowed objective of serving the targetted groups.

Qverall responsible in mitigating the problems of Horticulture farmers, mar-
keters, exporters and processors and thereby achieve the cherished goals.

Periodical reporting:-

Monthly progress reports on implementation of various plan, non-plan,
centrally sponsored schemes, central sector schemes, schemes per-
taining to coconut Development Board, Spices Board.

Annual utilisation certificates to Government of India in so far as central
grants.

List of registers to be maintained -

None at personal level. But at Directorate level, the following registers
need to be maintained.

.Budget register.

Expenditure register.

Scheme-wise beneficiaries list.

Dr. M.C.R.H.R.D Institute of Andhra Pradesh
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4)
5)
6)
XIl.

XI.

Stock registers on technical material.

Library

Register of repairs and renewals to the vehicles under control.
Forms of correspondence:-

Follow normal channels of correspondence as prescribed in district of-
fice manual.

No way related to issue of certificates of any kind.

Possible areas of interface:-

Orchardists, prospective gardeners, Processors, Marketers, exporters
of Horticulture Produces, Nursery Men, Credit extending Agencies, Co-
conut Development Board, Spices Board, National Horticulture Board,
Agriculture Universities, Horticulture Research Stations, Seed compa-
nies, Drip Companies and marketers of tools and implements.

ADDL.DIRECTOR OF HORTICULTURE

Origin of the post, reasons for creation and role playe

The post has originated through G.O.Rt.No. 361Focod &
Agriculture(Agri.ll) Dept Dt 13-2-92.

The post is created to advise and assist the Director of Horticulture in
matters of technical nature as the person incharge of the post shall nor-
mally be of seniorlevel with sufficient technical knowledge.

The incubent of the post is to assist the Director of Horticulture/Commis-
sioner of Horticulture in all matters of technical nature involved in imple-
mentation of various horticultural programmes in the State.

Guide the sub-ordinate officers in matters of technical nature.

With the assistance of sub-ordinate technical staff formulate new pro-
grammes for the general development of horticulture in the State.

Position within the organisation:

Stands second in rank in heirarchy of the dept. of horticulture. Shall
interact with the farmers, farmers'bodies,farmers' cooperative societies,
processors, Agril.Universities and sub-ordinate staff involved in the de-
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velopment of the State.
Functions:
a) Field functions:

Inspect new areas brought under various horticultural crops through im-
plementation of various programmes in the State.

Guide the beneficiaries in matters of following of package of practices
and thereby help in bringing them up well.

Inspect nurseries working under the control of the department, deliber-
ate their production potentialities, problems being encountered and sug-
gest remedial measures in so far as technical deficiencies. Verify and
assess whether the unit is capable of achieving the targets given for the
year. In matters of other deficiencies such as shortages in manures
against the stock position, embezzlement etc, bring the matters to the
notice of Director of Horticulture for immediate action.

Interact with farmers, farmers' bodies, co-operatives involved in horti-
cultural development with reference to timely availability of inputs, deliv-
ery of incentives etc.

Study crop prospects and deliberate with sub-ordinate officers, incidence
of pests and diseases and measures undertaken for their control and
also suggest alternatives wherever required.

Inspect existing areas delibrate with farmers concerned and render any
modifications required either in Agronomic practices or in plant protec-
tion schedule for proper upkeep of the crop.

In times of natural calamities, inspect the affected areas, assist the extent
of the damage and suggest rehabilation measures so as to minimise the
adverse effects of the calamity.

Attend ZRAEC meetings acts as a resource person in matter of horticul-
ture development and provide solutions to the problems of the farmers
who attended the meeting.

React with the research Scientists in the ZRAEC meetings either in fi-
nalisation of research programmes for the season or conduct of trials or
on farm trials and suggest alternatives wherever required.

Dr. M.C.R.H.R.D Institute of Andhra Pradesh
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10.
11.

12.

13.

14.

15

11

Attend seminars and group meeting on horticulture.

Inspect Rythu Bazars and other markets to study their functioning and
suggest further steps.

Conduct Annual inspections of the O/o Dy.Director of Horticulture.

Participate in farmer's meet deliberate the problems in the adoption of
new technologies in the field as well as others pertaining to production
and marketing of the produce.

Visit Horticultural Research Stations in the State deliberate and interact
with the Scientist concerned and the problems being encountered by
the farmers of the horticulture.

Attend commodity board meetings or review meetings of the boards in
the absence of Director of Horticulture/Commissioner of Horticulture.

b) Desk functions:
Process the fields involving technical matters.

Assist the Director of Horticulture in preparation of Five Year Plan and
centrally sponsored schemes besides central sector schemes.

Cause preparation answers pertaining to LAQ, RSQ and LSQs.

Beside review meeting with district officers called for the purpose in the
absence of Director of Horticulture/Commissioner of Horticulture.

Help the Director of Horticulture/Commissioner of Horticulture in obtain-
ing progress reports pertaining to various schemes and operations as
well as damages if any caused to various crops either attack of pests
and diseases or an occurance of natural calamities.

Looks after administration in the absence of Director of Horticulture/ Com-
missioner of Horticulture.

As per the guidelines of the Director of Horticulture/ Commissioner of
Horticulture drought need based new schemes/programmes for launch-
ing the same during the years to come.

Receive oral/written grievience representations from cultivators, cultiva-
tor bodies, horticulture cooperative societies, nursery men, seed agency

. men, public representatives and initiate steps for their redressel.
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10.

11.
12.
13.

14,

b)

Vi:
VIL.

b)

VIIL.

12

Assist the Director of Horticulture/Commissioner of Horticulture in distri-
bution of physical and financial targets pertaining to various schemes
under operation among the districts in the State duly taking into consid-
eration the potential and feasibility.

Cause preparation and sending of hints to farmers based on factual
crop condition for the transmission of the same through A.l.LR. and
Doordarshan.

Help in organisation of State level meetings and seminars.

Cause preparation of State level credit plan.

Workout unit costs for horticultural crops with the assistance of the plan-

ning section of the directorate for posing the same to the NABARD for
approval and communication.

Assists the Director of Horticulture/Commissioner of Horticulture in or-
ganisation of Horticultural Shows and Garden Festivals.

Statutary functions: Nil.
Jurisdiction:

The Addl. Director of Horticulture is next to the command of Director of
Horticulture/Commissioner of Horticulture and as such powers of taking
independent decisions are not vested.

The Addl. Director of Horticultiure is an information furnishing authority
in all matters of the technical nature to the Director of Horticulture/Com-
missioner of Horticulture.

Enactments, rules and regulations to be followed:- Nil. Since there
are no enactments to be followed.

Critical provisions:- Nil Since there are no enactments to be followed.
Whom to approach:

Inter departmental: Commissioner of Agriculture., Marketing, Tribal wel-
fare, Agril University, District Collectors, Project Directors of D.R.D.As,
Executive Directors of S.C.Societies, Managing Directors of
S.C.Corporations.

Intra Department: Director of Horticulture/Commissioner of Horticulture.

Administration accountability.

Dr. M.C.R.H.R.D Institute of Andhra Pradesh
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XI.
XI.

X,

To the Director of Horticulture/Commissioner of Horticulture.
Quantification of work output :
Responsible for drawing out of scheme proposals in time bound manner.

Gathering and compilation of technical inputs in so far as horticultural
crops including latest technologies in the field.

Capable of providing proper and effective guidence to the personnel
working in the department in matters of technical nature.

Periodical reporting: None at personal level.
List of registers to be maintained.: None at personal level.

Forms of correspondence: Follow normal channels of correspondence
as prescribed in the district office manual. No way related to issue of
certificates of any kind.

Possible areas of interface.: Orchardists, prospective gardeners, proc-
essors, marketers, exporters of horticultural produces, nursery men, seed
agencies, credit extending agencies, Agricultural Universities, Horticul-

tural research stations, drip companies, marketers of tools and imple-
ments.

JOINT DIRECTOR OF HORTICULTURE (A.H.R.D)

L
1.

Origin of the post, Reasons for creation and Role Played

The post has originated through G.0.Ms.No. 508A&C Dept (Agri.llly Dt
24-8-95.

The post is created to help assist the Commissioner of Horticulture in
matters of Human resource Development in the Department

Position with in the organisation

The incumbent in the post stands second in rank in the hierarchy. Shall
interact with the technical subordinate officers, assess their current level
of knowledge in Horticulture crop cuitivation and also the need of or
needs for further equipping them.

Functions
a) Field Functions

Attend meetings at district level or regional level pertaining to human
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resource development.

Interact with subordinate officer at district leve! or further down and as-
sess their correct level of knowledge on horticuiturai crop cultivation

Attend seminars, group meetings pertaining to human resource devel-
opment

Visit institutions of advanced learning and explore the possibilities of
undertaking of training programmes to the departmental personne!

Cause conducting of seminars or group meetings on human resource
development

Attend to special functions such as enquiries on grievances, enquiries
against subordinates etc under specific orders of commissioner of Hor-

ticulture
b) Desk Functions

Assist the Commissioner of Horticulture on formulation of need based
training programme which suit to various categories of staff working in
the department

Assist the Commissioner of Horticulture in identifying various personnel
functionary at various levels of the Department for the training pro-
grammes

Contact institutions of advanced learning with all relevant data such as
nature of courses, time, duration, amount charged or otherwise etc and
put forth before the Commissioner for selection of institutions

With the consent of the Commissioner, communicate orders pertaining
to training programmes to the officers identified for the purpose as well
as to the institutions

With the consent of the Commissioner of Horticulture arrange payment
of course fee etc to the institutions

Identify need based and latest literature which help in human resource
development and seek orders of the Commissioner for procurement of
the same.

Assist the Commissioner of Horticulture in gathering of information per-
taining to computer hardware required in running of the AHRD to all
officers of the department

Assist the Commissioner in procuring the books required for library as a
reference books to the department personnel
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Assist the Commissioner of Horticulture in establishment of trainers,
training institutes and also equip it with training aids including furniture,
stationary etc.

Organise training through trainers
c) Statutory Functions : Nil
Jurisdiction

The incumbent in the post is second in the rank in the hierarchy and not
competent to take independent decisions in all matters of implementa-
tion of AHRD Programmes

The Joint Director of Horticulture (AHRD) is information furnishing au-
thority in all matters of Human Resource Development

Enactment, Rules & Regulations to be followed :

There is no statutory functions assigned to the post

Follow financial and treasury codes in expending the budget provisions
Critical Provisions- Nil since there are no enactments to follow
Whom to Approach

a) INTERDEPARTMENTAL - Interact with scientists of Agriculture Uni-
versity, institutions of Advanced learning, scientists of Agricultire Re-
search Station and subordinate officers of the Department

b) INTRA DEPARTMENTAL - Commissioner of Horticulture
Administrative Accountability - To Commissioner of Horticulture
Quantificatification of work output

Responsible for over all Human Resource Development in the Department
Responsible for achieving the physical and financial targets in the scheme

Responsible for proper and effective utilization of the funds sanctioned
under the scheme

Ultimately through development of Human Resource help in over all
development of Horticulture in the State

Responsible for feeding the field level functionaries with the latest tech-
nologies pertaining to Horticulture

Periodical Reportintg :

Monthly progress report pertaining to the scheme
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2. Expenditure statements pertaining to the scheme
Xl. List of Registers to be maintained

None at personnel level but at office level the following registers have to
be maintained

Budget Register
Expenditure Register

Number of trainings organized and personnel trained

il Egu— sl B

Register of stocks and stores
Xill. Forms of Correspondence

Follow normal rules of correspondence as prescribed in the district of-
fice manual. No way related to issue of certificates of any kind.

XNl. Possible Areas of interface

Field level functionaries of the department, scientists of Agriculture Uni-
versities and research stations, Human resource cell in the Government
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Origin of the Post :

The post has originated through G.0.Ms.No.304 F & A (Agri.l) Depart-
ment dated: 30-6-1981.

The post is created to advise and assist the C & D.H. in matters of tech-
nical nature pertaining to Vegetable Crops, Spices and Mushroom de-
velopment. The incumbent in the post is to assist the C & D.H. in moni-
toring the schemes pertaining to the above crops (3) Guide District level
officers and other subordinate in process of implementation of the
schemes and also provide technical advice in achieving better produc-
tion. Formulate new programmes for the development of Horticulture in
the State

Position with in the organisation

He comes under Category-2 of Andhra Pradesh Horticulture Service. It
is a State Level Post. He will work under the supervision of C & D.H. He
will visit districts under specific instructions of the C & D.H. in special
occasions to review the work of Asst./Dy. Directors of Horticulture. He
shall interact with the farmers, farmer's bodies, farmers' Co-operative
Societies, Processors, Agricultural Universities and Subordinate Staff
implementing the schemes at ground level.

Functions :
a) Field Functions :-
Inspect new areas brought under various Horticulture Crops.

Guide the beneficiaries in matters of following package of practices and
thereby help in bringing them up well.

Inspect the potential areas of vegetable growing areas to implement the
Schemes. :

Interact with farmers, farmers' bodies, Co-operatives in development of
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10.

11.

12.

N O BE W

Vegetable and other Horticultural crops.
Visit Vegetable growing area and suggest P.P. measures to be taken.

In times of natural calamities, inspect the affected areas, assist in as-
sessment of damage and arrange relief to the farmers.

Attend ZRAEC meetings, act as a resource person in matter Horticul-
ture development and provide solutions to the problems of the farmers
who attend the meeting,

React with the research Scientists in ZREAC meetings either in finalisa-
tion of research programres for the season or conduct of trials or on
farm trials and suggest alternatives wherever required.

Attend Seminars, Group meetings on Horticulture

Inspect Rythu Bazars and other markets to study the market trends and
to suggest for furtherance of the functioning of the Rythu Bazars.

Conduct Annual Office Inspections of A.D.H./D.D.H as entrusted by the
CH/D.H

Participate in farmers’ meet deliberate the problems in adoption new
technologies in the field as well as other pertaining to production and
marketing of Vegetables.

b) Desk Functions :

He will process all files to Commissioner in respect of subjects allotted
to him.

Scheme of Special Production of Vegetable and Onion Production in
the State.

Centrai Sector Scheme for production and distribution of vegetable
Minikits

Streamlining Certified Seed Production

Scheme for development of Root and tuber Crops in the State
Scheme for Production and supply of Vegetable Seed.

Component of Foundation Seed Production.

Scheme for Integrated Programme for Development of Spices in Andhra
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Pradesh

Preparation and submission of U.Cs to Government of India and State
Government

Attend to the Audit objections if any in the above Scheme
Preparation and submission of expenditure reports

Issuance of Registration certificates to Private dealers as Seed importer
in respect of Horticulture Crops.

He will also attend to Zonal Seed Review meetings being convened by
Government of India.

He is a member under State Seeds Sub Committee
Cause preparation of answers pertaining to LAQ, RSQ and LSQs

In the absence of C & D.H. and Additional Director of Horticulture, he will
attend to meetings of ADH/DDH and review the progress of work done
under schemes.

Preparation of new schemes based on the potentiality of area expansion.

Cause preparation and sending of hints to farmers based on factual
crop condition for the transmission of the same through A.l.R. and
Doordarshan

Help organisation of State Level meetings of Vegetable growers and
marketers.

Workout Unit costs for Horticultural crops with the assistance of the Plan-
ning section of the Directorate for posting the same to the NABARD for
approval and communication.

Assist the Administration in organisation of Horticultural Shows and Gar-
den Festivals.

¢. Statutary Functions : NIL
Jurisdictions :

He has no separate jurisdiction as he is not an independent functionary
in the department, but he will visit throughout the state wherever, field
problems facing or complaints if any received from the culfivators.

Dr. M.C.R.H.R.D Institute of Andhra Pradesh



VEGETABLES SECTION FUNCTIONARY MANUAL

V.
VL.
VIL.

a)

b)
VIIL.
IX.

XI.
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Enactments, Rules and Regulations to be followed : Nil
Critical Provisions : Nil
Whom to Approach ;

Inter Department: Commissioner of Agriculture, Scientists of Agril. Uni-
versity, D.R.D.A., S.C.Corporation, D.P.A.P, |.T.D.A.

Intra Department: To D.H./C.H.
Administrative Accountability : To C.H. & D.H.
Quantification of work - Output :

Communication of guide lines to implement various Schemes. Fixation
of targets both financial and Physical obtaining monthly progress re-
ports and submission of consolidated report to the Government and
Government of India. Arrangements for timely supply of inputs required
for implementation of the Schemes. Communication of remedial meas-
ures to field functionaries in consultation with Scientists of A.P.A.U. and
I.C.AR.

Periodical Reporting : Nil
List of Registers to be Maintained : Nil
Forms of Correspondence :

Follow normal channels of correspondence as prescribed in the district
office manual, no way related to issue of certificate of any kind.

Possible Areas of Interface :

Growers of Vegetables, Onions, Marketers, Exporters of Horticulture Pro-
duce, Seed Agencies, Credit extending agencies, A.P.A.U., I.C.AR. In-
stitutions Drip/Sprinkler Manufacturing Companies.

ASSISTANT DIRECTOK OF ' i{ORTICULTURE (VEGETABLES)

1.
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Origin of the Post : The post has originated through G.0.Ms.No.304
Food & Agril.(Agri.l} Dept., dt.30-6-1981.

Position in the Organisation :

He comes under Category# of Andhra Pradesh Horticulture Service
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Rules. He will assist the J.D.H. (Vegetables) in processing of all files
connected to the Schemes being monitored from Vegetable Section and
Spices Section. He will assist the JDH (Vegetables) in interacting with
the farmers, farmers' bodies, farmers' co-operative societies, Proces-
sors, Seed Producers, Agricultural Universities, |.C.A.R. Institutions and
Field Functionaries who are actually grounding the Shemes.

Functions :-
A) Field Functions :

He will assist the JDH (Veg) in bringing out of areas under Vegetables,
Onions & Spices.

Process guide lines for implementation of Schemes effectively.

Assist the JDH (Veg) in interacting with Farmers, Farmers' bodies, Co-
operatives in development Vegetables, Spices and other Horticuitural
Crops.

Assist the JDH (Veg) in identifying areas where Vegetables, Onions and
Spices can be grown.

In times of Natural Calamities, he will assist the administration in as-
sessment of amount required to pay relief to victims.

Attends ZRAEC meetings along with senior officers to place feed back
problems before the Scientists '

Attends along with senior officers to all meetings and seminars, Rythu
Sadassulu etc.

b) Desk Functions :

He will assist in processing of all technical files in respect of the follow-
ing subjects allotted to him.

Scheme of Special Production of Vegetables and Onion Production in
the State.

Central Sector Scheme for Production and distribution of Vegetable
Minikits.
Streamlining certified seed Production

Scheme for development of Root and Tuber crops in the State
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Scheme for Production and supply of Vegetable Seed component of
Foundation Seed Production.

CSS - Integrated Programme for Development of Spices

Preparation and submission of U.Cs to Government of India and State
Government

He will attend to the Audit Objections if any in the above Scheme

Collection information from subordinate officers and submission of con-
solidated progress reports and expenditure reports

He will follow higher officers and attend to all meetings with Scientists,
cultivators, ZREA, Seed growers and Departmental Officers conferences.

He will assist the administration in preparation of schemes and sending
of Radio and Television tailks and hints of remedial measures for field
problems, pests and diseases, agronomical practices to be adopted
etc. for development Crop production and area expansion.

Assists in holding of State level Meetings/Seminars, shows etc.

Workout the Unit cost of cultivation and requirement of credit, so as to
enable the bankers to advance loans to farmers.

c) Statutory Functions : Nil
Jurisdiction :

No separate jurisdiction has been earmarked but, he will assist the sen-
ior officers at field level when necessity arises or complaint of any prob-
lems being faced by the farmers/field level functionaries.

Enactment of Rules and Regulations to Be followed : Nil
Critical provisions : Nil

Whom to Approach : Senior Officers of Department
Administrative Accountability : To all Supervisory Officers
Quantification of work output :

He will assist in communication of guide lines for effective implementa-
tions of schemes. Calling monthly progress and expenditure reports
and submission of consolidated reports to Government. Assist the sen-
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Xl.
Xit.

XIn.

ior officers in communication of guide lines, fixation physical and finan-
cial targets under various schemes.

Periodical Reports :

Monthly Progress reports under different Schemes, Expenditure state-
ments.

List of Registers to be Maintained : NIL
Forms of Correspondence :

Normal forms as laid down in Financial Codes.
Possible Areas of Interface :

Growers of Vegetables, Onions, Spices, Marketers, Exporters of Horti-
culture Produces, Seed Agencies, Banks, APAU and I.C.A.R. Institu-
tions and P.P.Equipment dealers.

HORTICULTURAL OFFICER (VEGETABLES)

I

il.
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Origin of the Post : The post has originated through G.0.Ms.No.304
F & A (Agri.ll) Dept., dated 30-6-1981.

Position with in the organisation

He Junior level officer in the hierarchy and comes under Category-5 of
Andhra Pradesh Horticulture Service Rules. He will assist in processing
of all technical matters to higher authorities in respect of schemes being
dealt with in vegetable section. He will assist in interacting with Farm-
ers, Farmers' bodies, Farmers' Co-operative Societies, Processors,
A.PA.U and I.C.A.R. Institutions and field functionaries of the depart-
ment who are actually grounding the schemes.

Functions :
a) Field Functions :-

No separate Field Functions were assigned to this post. But, he will
assist, the officers in survey of areas where Vegetable and Onion Crops
can be grown and to communicate Targets to various districts for imple-
mentation of the Schemes.
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In times of Natural calamities, he will assist the administration in con-
solidation of reports of area damaged, amount required to be paid to the
victims.

He will follow and attend all ZRAEC Meetings/Seminars/Bankers meetings,
District officers meetings along with Senior Officers of the Directorate.

Desk Functions :

He will assist in processing of all technical files in respect of the follow-
ing subjects allotted to him.

Scheme of Special Production of Vegetables and Onion Production

Central Sector Scheme for production and distribution of Vegetable
Minikits.
Scheme for development of Root and Tuber Crops in the State

Scheme for Production and Supply of Vegetable seed Component of
Foundation Seed Production.

Preparation and submission of U.Cs to Government of India and State
Government.

He will attend to the Audit objections if any connected to the above
Schemes.

Collection and submission of consolidated Progress Reports and Ex-
penditure reports.

He will assist the higher officers in issue of certificates to private dealers
as Seed Importer in respect of Horticulture Crops.

He will follow higher officers and assist in Meetings, Seminars, ZRAEC
Meetings and Government level Meetings.

He will prepare scripts to A.[.R. and Doordarshan, regarding latest tech-
nology and answers to field problems, precautionary measures to be
taken to prevent attack of pests and diseases. Control measures to
control attack of pests and diseases.

Assist in collection of data to workout unit cost of cultivation of Horticul-
ture crops, requirement of credit so as to enable the bankers to advance
loans to growers of Horticulture crops.
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c) Statutory Functions :  Nil
Jurisdictions :

No separate jurisdiction, but he will follow senior officers to visit fields to
solve problems being confronted by farmers and field functionaries.

Enactments, Rules and Regulations to be followed : Nil
Critical Provisions : Nil

Whom to Approach : Senior Officers of the Department
Administrative Accountability :

Quantification of work - Output :

He will assist in communication of guide lines for implementation of schemes.

X.

Periodical Reporting :

Monthly progress reports under different schemes and expenditure statements

Xl.
XikL

XIIL.
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List of Registers to be Maintained :
Forms of Correspondence :

Follow normal rules of correspondence as prescribed in the district of-
fice manual, no way related to issue of certificate of any kind.

Possible Areas of Interface :

Growers of Vegetables, Onions, Marketers, Exporters of Horticulture Pro-
duces, Seed Agencies, Banks, APAU and ICAR Institutions. Drip, Sprin-
kler and P.P. Equipment dealers.
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Origin of the post, reasons for creation and the role played:-

The post is sanctioned through G.O.Rt.N0.361, F & A (Agri.ll) Dept.,
dt.13-2-1992. The post is created to monitor the implementation of the
schemes pertaining to Fruits section. The incumbent in the post is to
assist the Commissioner of Horticulture in assessing the assessment of
damage caused due to natural calamities. Perform the functions of
phytosanitary certificate issuing authority meant for export as author-
ized Officer from Government of India.

Position within the Organisation:

The post belongs to category Ill interms of Horticulture service Rules.
The Incumbent in the post is to assist the C.H. in monitoring the fruits
scheme and shall Interact with farmers, exporters of fruits and agencies
involved in development of Cashew, Coconut Cocoa, etc.

Functions:
a. Field Functions:-

Interact with agencies, bodies, N.GO's connected with Horticulture De-
velopment provide suitable and appropriate guidelines for smooth and
orderly administration in district office as per the directions of C.H.

Inspect the affected areas at the time of natural Calamities to assess the
extent of damage and report will be submitted to C.H. for consolidation
and to extend relief to the farmers.

Inspect the offices of ADH's/DDH's in the district with a view to tone up
thelr functioning as per the directions of C.H.

Inspect areas brought under Cashew, Coconut and other fruit crops im-
plemented under Central Sector/Sponsored schemes

Inspect Regional Cashew Nurseries under the control of department,
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deliberate their production potentialities, and assign targets for produc-
tion in a given time

Inspect the units of exporters who are exporting Fruits and Flowers in
the capacity of phytosanitory certificate issuing authority

Interact with these units with reference to timely issue of Phytosanitory
Certificate.

Interact with field level functionaries, on incidence of pests and disease
and measures undertaken for this control

Review the progress of impiementation of Cashew, Coconut, Arid Zone
Fruits and Nutritional Gardens with reference to the progress reports at
field level , guide and advise to overcome bottlenecks and constraints.

Attend seminars and trainings.

Fixation of sale price of T x D Hybrid Coconut Seedlings and communi-
cation to Dt.Officers to remit amount to Government

Discharge the duties as Phytosanitory Certificate.
b) Desk Function:-

Cause preparation of non-plan budget estimates, revised budget esti-
mates and submit to Government

Cause distribution of Physical and financial targets to the district level
staff pertaining to all fruit scheme.

Cause release of budgets and their authorization pertaining to the
schemes being operated under the section

Submit proposals and obtain sanctions for all fruit scheme
Prepare answers on LAQ's, RSQ's and LSQ"s
Monitor crop lossess in times of natural calamities.

Prepare guidelines both for assessment of damages to crops and ex-
tension of relief to the affected

Obtain final figures of expenditure under C.S.S. and central sector
schemes, prepare UC's and submit to C.H. for approval and to Govern-
ment
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Prepare hints and communicate the same to the subordinate staff for

rejuvenation of natural calamity affected crops
Monitor the work pertaining to nursery Act.
Monitor the work pertaining to crop insurance scheme

Prepare and submit proposals pertaining to crop valuation to the Gov-
ernment for its approval and communication

Attend on cases pertaining to public Accounts committee
Attend registration of application pertaining to private nurseries in the state

Correspond withresearch institute and Agricultural Universities and ob-
tain plant material in respect of cocoa and arecanut.

Obtain results of onfarm trials, demonstrations and trials analyse and
compile the results

Prepare hints pertaining to new crops proposed to be introduced and
get them transmitted through AIR and DD.

Collect fees from the exporters for the issue of phytosanitory cetrtificates

Correspond with Government of India under the orders of the CH with
regards to obtaining of funds for Central Sector Schemes and centrally
sponsored schemes

Co-ordinate with coconut development board, Cashew Directorate and
directorate of Cocoa, Areacanut and other plantation crops to mobilize
funds and incentives from these bodies

c) Statutory functions :-

Discharge the functions of phytosanitary certificate issuing authority
interms of the central act of plant protection and quarantine.

Jurisdiction:

The incumbent in the post is not an independent authority in ail matters
except in case of issuing of phytosanitary certificate and as such not
competent to take independent decisions.

He is competent to take independent decision in issue of phytosanitary
certificate.
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Enactments Rules, Regulations to be followed:
He has to follow the central quarantine Act.
Critical provision:

The incumbent in the post has to follow and implement the central Act
while issuing phytosanitary certificate so as to maintain the creditability
of the country.

Whom to approach:

Interdepartment: Cuddapah, Directorate of Cashew, Directorate of
areacanut and Cocoa, dist.collectors, Vice-Chancellor and Director of
Research of Agriculture University, D.R.D.A.'s, I.T.D.A.'s
Commissionerate of Tribal Welfare and Panchayat Raj GOs' involved
in Fruit development.

Intra department DH/CH
Administrative Accountability: To DH/CH
Quantification of work out put:

Responsible for submission of final expenditure reports, to CDP, Direc-
torate of Cashew, Directorate of Arecanut and Cocoa and Ministry of
India.

Responsible for proper utilization of funds under fruits scheme

Responsible for submission of U.C's to Government of India and its bod-
ies.

Periodical reporting:

Final expenditure reports to the state and central Government pertain-
ing to fruits scheme.

Annual utilization certificate to Government of India in respect of central
grant.

List of Registers to be maintained:
Budget Register
Expenditure

Scheme wise beneficiary list
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Forms of Correspondence:

Follow normal channels of correspondence as prescribed in district of-
fice manual.

Possible areas of interface:

Orchardists, prospective gardeners, nurserymen, Coconut Development
Board, Official of Directorate of Cashew, Cocoa, Agricultural Universi-
ties, Horticulture Research Stations.

GOVERNMENT OF INDIA MINISTRY OF AGRICULTURE
(DEPARTMENT OF AGRICULTURE & COOPERATION)

DIRECTORATE OF PLANT PROTECTION, QUARANTINE AND STORAGE

PHYTOSANITARY CERTIFICATE

From: PLANT PROTECTION ORGANISATION OF INDIA

TO: Plant protection Organisation of

(Name of the country)

DESCRIPTION OF CONSIGNMENT

Name and address of the exporter
Declared name & address of consigne:

Number and description of packages:
Distinguishing marks :

Place of origin :

Declared means of conveyance
Declared point of entry

Name of the produce and quantity :
Declared :

Botanical name of Plants :

30

This is to certify that the plants or plant products described above have
been inspected according to appropriate procedures and are consid-
ered to be free from quarantine pests and practically free from quaran-
tine pests and practically free from other injurious pests and they are
considered to conform with the current phytosanitary requalations of the
importing country
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DISINFESTATION AND/OR DISINFECTION TREATMENT

Date: Treatment:
Chemical(active ingredient) Duration & Temperature---------
Concentration Additional Information

Additional Declaration:

(Stamp of Organisation)

Signature:---------

Name & Designation of
Authorised officer

Place:----------

No. financial liability with respect to the Ministry of Agriculture (Depart-
ment of Agriculture & cooperation) government of India or to any official
of the Directorate of Plant protection Quaranting and storage, in con-
nection with issue of this certificate.

APPEDIX-II

APPLICATION FOR ISSUE OF PHYTOSANITARY CERTIFICATE FOR EX-
PORT OF AGRICULTURE COMMODITY

To For PO Office use
Receipt No. Registration No.----------
Date of Date of
Receipt . Registration No.----------

I/We, the exporter/the authorized Agent of the exporter, herewith submit
an application for Inspection/disinfection/disinfestations and issue of
Phytosanitary certificate for export of the goods described hereunder
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Description of consignment: Documents enclosed
1. Name & Address of Exporter: ( } Import permit
2. Name & Address of Importer: () Letter of credit/
contract/Agreement
( Yinvoice
3.Commodity name  -------v-r-—- ( )Export Licence
(common/Botanical Name)
4. Quantity(wt./Vol/) ( YFumigation Certificate
5. No.of places/packages ( )Shipping/Airway Bill
containers, if any
6.Distinguishing nrarks ( )Others(specify)
FNature of package material
8.Country of origin: N.B.Tick out the documents
port of loading enclosed.
9. Country of export & For PO Office Use:
port of unloading The above documents submitted to

this have been scruitinised and found
10. Means of conveyance
& Mode of shipment

11. Date & Place of In Order/not in order
inspection of goods

12. Invoice/shipping/ Date----
Airway Bill No. & Date Sign. Of S/O

13. Value of commodity(Rs)
14. Purpose of Export : Sowing/planting/consumption

DECLARATION

(1) /We the exporter/the authorized agent of the exporter, on behalf of
M/s declare that the information furnished on this form,
to the best of knowledge and belief is true correct and complete in every
respect.
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(2) l/we shall pay any fees prescribed for inspection/fumigation/treat-
ment of the consignment and any other charges towards issue of
Phytosanitary fumigation/treatment certificate.

(3) liwe shall carry out the instructions given by the Plant protection
Adviser to the Government of India or any officer duly authorized by him
in consignment and issue of phytosanitary certificate.

(4) I/We shall provide any relevant information and related documents
connected with export of consignment and issue of phytosanitary certificate.

Date
Place:

Seal Signature of Exporter/Agent

N.B. (1)Application should be submitted in duplicate duly filled and complete

(2)Duplicate copy is to be retruned to the exporter or his authorized
agent after endorsing the quartine order and receipt of payment.

For plant quarantine use
Assessment of Fees: Receipt of Payment

Commodity Wt(Kg) Particulars Amount Received Rs. (Rupees)
Vol of fees Rs. ps.

1.Inspection from

fees M/g------- by cash/demand draft
2.0utside banker'scheque/pay order/
Inspection T.R.No. dt.

Fee charges drawn on

3.0thers (Name of the bank)

--mmmmmm--——-towards inspection/
(Branch) outside inspection fees other charges

Total (in Rs.)

Amount:in words
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Date : Assessed by checked by Date:
Sign.of staff sign. Of S/o Sign of Sign of DDO/
Cashier Accountant
Quarantine Order No.

(1) The éxporter/authorized Agent of the exporter is directed to present the

consignment/containers lying at -----------—---for inspection/sampling on
at by the following staff/officer of Plant quaran-
tine authority vis., -------—-and arrange necessary facilities for the same

(2)  The exporter/authorized Agent of exporter is directed to arrange fumiga-
tion/treatment of goods/containers/vessel through pest control operator
approved by plant protection adviser to the Government of India under
the supervision of officer duly authorized by him

(3)  The exporter/po specification, if any, of the country of export, for neces-
sary scrutinisation and issue of PSC

Date
State Signature of Designated

Authority

ASST . DIRECTOR OF HORTICULTURE FRUITS SECTION

| Origin of the post, reasons for creation and the role played

The post is sanctioned ihrough G.0.Ms.No.304, F & A (Agri.l) Dept.,
dt.30-6-81. The post is created to assist the ADH in monitoring the
implementation of the schemes pertaining to fruits section. The in-
cumbent in the post is to assist the CH in assessing the assessment of
damage caused due to natural calamities.

. Position within the Organisation:

The post belongs to category IV interms of Horticulture Service Rules.
The incumbent in the post is to assist the DDH in monitoring the fruits
scheme and shall interact with farmers , exporters of fruits and agencies
involved in the development of Cashew, Coconut, Cocoa etc,

34 Dr. M.C.R.H.R.D Institute of Andhra Pradesh



FUNCTIONARY MANUAL FRUITS SECTION

lll. Functions:

1)

3)

4)

5)
6)

7)

8)

1)
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a) Field functions:-

Assist the Dy.Dir.of Horti., in inspecting the areas broughtunder cashew
coconut and other fruit crops implemented under central sector/centrally
sponsored schemes

Inspect regional cashew nurseries under the central department, delib-
erate their production potentialities, assign targets for production in a
given time

Assist the DDH in interacting with field level functionaries on incidence
of pests and diseases and measures undertaken for this control

Helps the DDH in acting as a resource person in review and progress of
implementation of Cashew, Coconut, Arid Zone Fruits and nutritional
gardens with reference to the progress reports at field level, guide and
advise to farmers having bottlenecks and constraints

Attend seminar and trainings

Assist the DDH in fixation of sale price of T x D hybrid coconut seedlings
and communicated to district officers to remit the amount to Govern-
ment head of Account

Interact with agencies farmer bodies, NGO's connected with Horticul-
ture Development and provide suitable and appropriate guidelines for
smooth and orderly development in district office as per the instructions
of CH.

Assist the DDH in Inspection of the affected areas at the time of natural
calamities to assess the extent of damage and the report will be submit-
ted to CH for consolidation and submitted to GOI for sanction of relief to
the farm

b) Desk functions :-

Assisting the DDH in preparation of non-plan budget estimates, revised
budget estimates and submitting to the Government

Helps the DDH in distribution of physical and financial targets to the
district level staff pertaining to all fruits schemes.
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3)

4)
5)
6)

7)

8)

9)

10)

11)

12)

13)

14)

15)

16) -

17)
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Helps in assisting the DDH in release budgets and their authorization
pertaining to the schemes being operated under the section

Helps the DH in preparing answers on LAQ's, RSQ's and LSQ's.
Help the DDH in monitoring croploss in times of natural calamities.

Helps the DDH in submitting the proposals and obtain sanctions for all
fruit schemes.

Help DDH in preparation of guidelines both for assessment of damages
to crops and extension of relief to the affected.

Help DDH in obtaining final figures of expenditure under CSS and cen-
tral Sector schemes, prepare U.C's and submitto CH for approval and
to Govt.

Assist DDH in preparation of hints and communicate the same to the
subordinate staff for rejuvenation of natural calamity affected crops

Assist the DDH in monitoring the work pertaining to crop insurance
scheme

Help the DDH in preparation and sending proposals pertaining to crop
valuation to Government for its approval and communicated

Helps the DDH in attending on cases pertaining to public Accounts Com-
mittee

Helps the DDH in attending the registeration of application pertaining to
private nurseries in the state

Assist the DDH in corresponding with research institute and Agril Uni-
versities and obtain plant material inrespect of cocoa and arecanut

Helps DDH in obtaining the results of on farm trials, demonstrations
and trials analyse and compile the results

Helps DDH in preparation of hints pertaining to new crops proposed to
be introduced and put them transmitted through AIR and DD.

Helps the DDH in corresponding with Government of India under the
orders of CH with regards to obtaining of funds for central sector schemes
and centrally sponsored schemes.
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18)

V.

VI.
VIl

VIl

IX.

37

Helps DDH in Co-ordinating with CDB Cashew Directorate and Directo-
rate of Cocoa arecanut and other plantation crops to mobilize funds and
incentives from these bodies.

c) Statutory functions:- Nil
Jurisdiction:

The incumbent in the post is not an independent officer and also not
competent to take decisions at his level

The incumbent in the post is to assess the DDH pertaining to all func-
tions noted under Il above.

Enactments, Rules, Regulation to be followed: Nil
Critical provision: Nil, since there are no enactments to be followed
Whom to approach:

Inter Dept.: Commissioner of Agriculture, Vice-Chancelior of
Agril.University, Dist. Collectors Commissioner of Tribal Welfare, CDP,
Directorate of Cashew, Directorate of arecanut and Cocoa, DRDA,ITDA
and Panchayat Raj.

Intra Dept. :DH/CH
Administrative Accountability: To DH/CH
Quantification of work out put:

Responsible for submission of final expenditure reports to CDB, Direc-
torate of Cashew, Directorate of arecanut and Cocoa and Ministry of
Agriculture

Helps DDH in proper utilizations of funds under fruits scheme.

He is responsible in assisting the DDH for submission of U.C's for the
funds obtained from Government of India and its bodies.

Periodical reporting:

Helps the DDH in submitting the expenditure reports to the state and
central Govt. pertaining to fruit scheme

Helps DDH in submission of Annual utilization certification to Govt. of
India in respect of Central grant.
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Xl. Forms of correspondence:

Follow normal channels of correspondence as prescribed in district Of-
fice Mannual. No way related to issue of any certificate.

XIl. List of registers to be maintained:

1.
2.
3.
X,

Budget register

Expenditure Register
Scheme wise beneficiary list
Possible areas of Interface:

Orchardists prospective gardeners, nurserymen CDB, officials of Direc-
torate of Cashew Cocoa Agril. Universities, Horticulture, Research sta-
tion.

HORTICULTURAL OFFICER (FRUITS SECTION)

1)

38

Origin of the post, reasons for creation and role played:-

The post is sanctioned through G.0.Ms.No.304, F & A (Agri.l) Dept.,
dated 30-6-81.The post is created to assess the ADH in monitoring the
implementation of the schemes pertaining to fruits section. The incum-
bent in the post assist the CH in assessing the assessment of damage
caused due to natural calamities.

Position within the Organisation:

The post belongs to category V interms of horticulture service Rules.
The incumbent in the post is to assist the ADH in monitoring the fruits
scheme and shall interact with farmers and agencies involved in the
development of Cashew Coconut, Cocoa etc.

Functions:

¢) Field functions:-

Attends seminars and trainings as per the instructions of D.H./C.H.
d) Desk functions:-

Assisting the ADH in preparation of non-plan budget estimates, revised
budget estimates and submitting to the Government
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2)

7)

8)

9)

10)

11)

12)

13)

14)

15)

16)

17)

39

Helps the ADH in distribution of physical and financial targets to the
district level staff pertaining to all fruits schemes.

Helps in assisting the ADH in release budgets and their authorization
pertaining to the schemes being operated under the section

Helps the ADH in preparing answers on LAQ's, RSQ's and LSQ's.
Help the ADH in monitoring croploss in times of natural calamities.

Helps the ADH in submitting the proposals and obtain sanctions for all
fruit scheme

Help ADH/DDH in preparation of guidelines both for assessment of
damages to crops and extension of relief to the affected.

Help ADH in obtaining final figures of expenditure under CSS and cen-
tral Sector schemes, prepare U.C's and submit to CH/DH for approval
and to Govt.

Assist ADH in preparation of hints and communicate the same to the
subordinate staff for rejuvenation of natural calamity affected crops

Assist the ADH in monitoring the work pertaining to crop insurance
scheme

Help the ADH in preparation and sending proposals pertaining to crop
valuation to Government for its approval and communicated

Helps the DDH in attending onrcases pertaining to public Accounts Com-
mittee

Helps the ADH in attending the registeration of application pertaining to
private nurseries in the state

Assist the ADH in corresponding with research institute and Agril Uni-
versities and obtain plant material inrespect of cocoa and arecanut

Helps ADH in obtaining the results of on farm trials, demonstrations and
trials analyse and compile the results.

Helps ADH in preparation of hints pertaining to new crops proposed to
be introduced and put them transmitted through AIR and DD.

Helps ADH in Co-ordinating with CDB Cashew Directorate and Directo-
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V.

VI.
Vii.

ViIL.

iIX.

Xl.
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rate of Cocoa are a nut and other plantation crops to mobilize funds and
incentives from these bodies.

c) Statutory functions: Nil

Jurisdiction:

The incumbent in the post is not an independent officer and also not
competent to take decisions at his level

The incumbent in the post is to assist the ADH/DDH pertaining to all
functions noted under [l above.

Enactments, Rules, Reguiation to be followed: Nil
Critical provision: Nil, since there are no enactments to be followed

Whom to approach:

Inter Dept.: Commissioner of Agriculture, Vice-Chancellor of
Agril.University, Dist. Collectors Commissioner of Tribal Welfare, CDB,
Directorate of Cashew, Directorate of arecanut and Cocoa, DRDA,ITDA
and Panchayat Raj.

Intra Dept. :DH/CH
Administrative Accountability: To DH/CH
Quantification of work out put:

Responsible in assisting the ADH and DDH for submission of final ex-
penditure reports to CDB, Directorate of Cashew, Directorate of arecanut
and Cocoa and Ministry of Agricuiture

Helps ADH & DDH in proper utilizations of funds under fruits scheme.
Periodical reporting:

Helps the ADH and DDH in submitting the expenditure reports to the
state and central Govt. pertaining to fruit scheme

Helps ADH and DDH in submission of Annual utilization certification to
Govt. of india in respect of Central grant

List of registers to be maintained:

Budget register
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2. Expenditure Register
3. Scheme wise beneficiary list
Xill. Forms of correspondence:

Follow normal channels of correspondence as prescribed in district of-
fice manual No way related to issue of any certificate.

Xlll. Possible areas of Inter face:

Orchardists prospective gardeners, nurserymen CDB, Directorate of
Cashew & Cocoa Agril. Universities, Horticulture, Research station.
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DY.DIRECTOR OF HORTICULTURE (FARMS) /DEPUTY
DIRECTOR OF HORTICULTURE, H.D.A.
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Origin of the post:- The post is sanctioned through G.O.Rt.No. 361
F&A (Agri. Il } Dept. Dt 13-2-92

Position with in the organisation : The incumbent in the post is to
interact with the farmers, farmer's bodies, farmers Co-operative socie-
ties, processors and other agencies or departments involved in devel-
opment of Horticulture their marketing processing and export.

Functions :
a) Field Functions :-

Inspect new areas brought under various Horticultural crops through
implementation of various programmes.

Inspect Nurseries working under the control of the H.D.A, deliberate
their production potentialities, problems being encountered, assign tar-
gets for production for a given timeframe. Conduct annual inspection of
nurseries (Physical verification)

interact with farmers, farmers bodies, agencies, Cooperatives etc., with
reference to timely availability of inputs, delivery of incentives etc.

Deliberate with field level functionaries about crop prospect incidence
of pests and disease, measures under taken for their control. Conduct
regional review meetings of officer in-charge farms and review the
progress.

Review Progress of production of plant material in Horticulture farms
and guide and advice to sub-ordinate staffs to overcome the farms prob-
lems. Visit nursery farms and over see auction sale of usufructs.

Interact with agencies, bodies, departments, NGO's connected with Hor-
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10.

1.

12.

13.
14.

15.
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ticulture Development and provide suitable and appropriate guidelines
for smooth and orderly development. Inspect calamity effected areas
and cause proper assessment and numeration.

Study processing units, their raw material base, advocate contract farm-
ing, if necessary in consultation with local staff and farmers.

Study crop prospects in Horticulture Officers and based on it initiate
steps for streaming transport arrangements among various whole sale
and terminal markets.

Interact with credit extending agencies, initiate steps for easy flow of
credii to the needy.

Inspect Floriculture Units, Mushroom Units, set up under 100% E.O.U
before processing their application for disbursal of investment subsidy.

Inspect offices of Assistant Directors/Assistant Secretaries of Horticul-
ture/Deputy Directors of Horticulture in the district with a view to tone up
their functioning.

Attend ZRAEC meetings based on their utiiity and importance.
Attend Seminars in Horticulture.

Discharge the duties of membership in commodity boards under the
orders of the Commissioner of Horticulture.

Inspect Rythu Bazars to study their functioning and suggest further steps.
b) Desk Functions :

Monitor the release of H.D.A farms for production of piant material as
per Action Plan.

Cause release of H.D.A funds for development/Strengthening of H.Fs.

Monitor the release of departmental funds kept in P.D A/c of H.D.A to
needy districts for smooth imptementation of scheme.

Cause distribution of Physical and Financial Targets among the districts
in the State for the Schemes dealt in through H.D.A.

Cause release of funds to district officers.

Obtain progress reports on various programmes under implementation
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10.

1.

12.

13.

14.

15.

16.

review and communicate remarks besides ad .ocating further steps for
fuifilling the objectives.

Submit progress reports on implementation of various programmes both
to State and Central Governments. Process Annual Farm plans pertain-
ing to all farms.

Cause release of investments subsidy to new Floriculture Units.

Reimburse amounts in various Nursery Farms functioning under the con-
trol of the department from H.D.A.

Cause preparation of answers pertaining to legislative Assembly Ques-
tion, Rajya Sabha Questions and Lok Sabha Questions and submit to
the same with the respective authorities.

Accord sanctions for incurring expenditure at Directorate level or district
level.

Initiate steps for the redress of grievance petitions received by the Com-
missioner.

Take up with the State Governments in respect of grievances which are
genuine and are not possible to be re-addressed at Directorate level.

Conduct review meetings with field functionaries, deliberate the steps
needed for speedy and proper impiementation of the programmes and
communicate the minutes and proceedings.

Assist the Commissioner in-his discharge of functions administration
department at all levels.

Furnish utilisation certificates to Government of India for the funds re-
ceived from them.

The incumbent of the post assist the Secretary H.D.A. for proper func-
tion of the H.F through out the State. He shall prepare plan of action to
achieve the objectives and goals of the H.D.A. He is responsible and
accountable for the activities, improvements and vision of the H.D.A.

Prompt settlement of Audit objections and PAC cases in connection with
H.D.A.

Preparation of plan of action to impart training to in service personnel
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V.

b)

VL.

VII.

b)

VI,

IX.
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under H.D.A.

Visit all offices of the department, H.D.A farms and guide them for proper
functioning of the H.D.A.

Arrange printing and communication of latest technology to all levels of
functionaries.

Work out Unit cost for multiplication of Plant Material and communicate
to all Nursery Farms.

c) Statutory Functions : Nil
Jurisdictions :

The incumbent in the post is not an independent officer and also not
competent to take decisions at his level.

The incumbent in the post is a information furnishing authority to the
Secretary, H.D.A., pertaining to all functions of farms in the State, noted
under Il above.

Enactment, Rules, Regulations to pé followed: Nil
Critical Provisions:Nil, since theré are no enactments to be followed.
Whom to approach:

Inter Department:- Commiissioner of Agriculture, Scientists of Agricul-
tural University, Distfict Collectors, Bankers, Research Stations,
S.C.Corporation, D'R.D.A., D.PA.P, .T.D.As.

Intra Department:- Secretary, H.D.A., and Asst.Secretaries of concerned
districts.

Administrative Accountability:- To Secretary, H.D.A.
Quantification of work out put:

Responsible for achieving the overall Physical & Financial Targets in
time bound manner.

ReSponsjbIe for proper effective utilisation of the funds sanction to the
H.D.A.

Responsible for proper impiementation of the H.D.A. annual programmes
without gate crashing the Government rules, regulations and guidelines.
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4.

XI.

(a)
(b}
(c)
(d)
XH.

XN,

Responsible for ensuring the reach of incentives to the targeted groups
without dislocation.

Overall responsible in mitigation the problems of Horticulture farmers,
marketers, exporters and processors and thereby achieve the cherished
goals.

Periodical Reporting:-
Monthly progress reports.

List of Registers to be Maintained :

H.D.A. Registers:

Plant Materials produced and distributed.

Register of special advances advanced to various farms.
Cash Book.

Reimbursement Register.

Forms of Correspondence :

Foliow Normal channels of correspondence as prescribed in district of-
fice manual. No way related to issue of certificates of any kind.

Possible Areas of Interface :

Orchardists, prospective gardeners, nurserymen, Scientists of Agricul-
tural Universities, Research Stations, Drip Companies.

HORTICULTURE OFFICER (H.D.A)

46

Origin of the post, reasons for creation and the role played by the
functionary.

The post was originated through G.0. Rt. No 1120 A& C (Hort.) Dept. Dt
3-9-94

The person working in the post is alloted to assist Deputy Director of
Horticulture, H.D.A in the preparation & finalisation of Action Plans of
Horticulture Farms under H.D.A under supervision of D.D.H(H.D.A) and
Secretary, H.D.A.
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(i)
(i)
(iv)
v)

(vi)
(vii)

(viii)

(ix)
(c)

47

Position with in the organisation

Comes under category 5 of A.P.Horti.Service Rules. She/He will assist
the D.D.H(H.D.A) in processing of all files connected to the Horticulture
Farms and also schemes dealt in the H.D.A. Section.

Functions :
(a) Field Functions:

He/She will assist the D.D.H(H.D.A) in monitoring and implementation
of Action Plans of Horticulture Farms throughout the State.

He/She attends for Farm visits along with D.D.H(H.D.A) as per the in-
structions of the Secretary, H.D.A.

b) Desk Functions :

Carryout Technical scrutiny of vouchers submitted by Asst.Secretary,
pertaining to Farm expenditure.

Carryout Technical scrutiny in release of specific advances for procure-
ment of inputs required for production of plant material.

Prepare State Action Plans for production of Plant Material.
Prepare guidelines for production of plant material.

Compile progress reports on production and distribution of plant mate-
rial.

Prepare Scheme proposals and progress reports.

Attend review meetings with Asst.Secretaries and H.O. I/C of H.Fs. Pre-
pare material pertaining to General Body Meeting of H.D.A.

Convey the meeting with Assistant Secretaries for achievement of tar-
gets fixed for production of plant material,

Workout unit costs for production of plant material in Nursery Farms.
Statutory Functions: Nil.
Jurisdictions :

The incumbent in the post is to assist the Dy.Director of Horticulture in
monitoring and implementation of action plans of Horticulture Farms
throughout the State.
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V.

VI.

VIl
(@)

(b)

VIIl.
iX.

(i)

(i)

Xl.

Xll.

XIl.

Enactment's, rules and regulations that are required to be followed:
Memorandum of Association & Bye-Laws of H.DA.

Critical provisions:
Memorandum of Association & Bye-Laws of HDA has to be followed.

Whom to approach:

Inter Department, Forest Department, ANGRAU, ITDA, S.C.Corp., Agri-
culture Departments. :

Intra Departmental ADH l/c (Farms), D.H./C.H.
Administrative Accountability: To D.H./C.H.
Quantification of Work Output Expected From The Functionary:

Responsible in assisting to D.D.H (H.D.A) and Secretary ,H.D.A. for im-
plementation of Action plans of Horticuiture Farms.

Responsible in assisting to D.D.H (H.D.A) and Secretary, H.D.Afor proper
and Effective Utilisation of Funds.

Periodical Reporting: Annual Plant Material production report.

List of Registers: 1. Maintenance of Farm wise plant material produc-
tion register.2. Registers of (a) Reimbursement of corpus fund (b) spe-
cific advance.

Forms of correspondence:
Foilow normal rules of correspondence.

Possible areas of interface : With Public and other Departments .Nurs-
erymen, prospective orchardists, seed companies.

DEPUTY DIRECTOR OF HORTICULTURE (PLANNING)

48

Origin of the Post :

The post has originated through G.O.Rt.No 361 F& A (Agri. il) Dept.Dt
13-2-92. The post is created to assist the Commissioner of Horticulture
{ Director of Horticulture in matters of formulation of programmes, plans,
budgets and for monitoring of plan schemes.
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1)

2)
3)

4)
o)

6)

7)

1)
2)

3)
4)
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The incumbent in the post assist the Director / Commissioner of Horti-
culture in all matters pertaining to above subjects.

Position with in the organisation

The post belongs to category-lll in the hierarchy of the department. The
incumbent in the post is to assist the Director / Commissioner of Horti-
culture and interact with district officers, field level functionaries and also
with reference to formulation of programmes and impiementations.

Functions :
a) Field Functions :-

Visit areas covered under various programmes and monitor their imple-
mentation of the programmes.

Organise seminars and group meetings.

Visit crop cutting experiments planned in the districts on various horti-
culture crops.

Visit Horticulture crop areas and assess crop prospects.

Inspect districts, help and guide the subordinate staff in preparation of
credit plans.

Assess cultivation costs and based on that suggest modifications in re-
vising unit cost by NABARD.

Organise programmes on preparation of crop development plans.
b) Desk Functions:-
Assist the Commissioner in preparation of V Year Plan.

Assist the Commissioner of Horticulture in preparation of State level
credit plan.

Prepare unit cost for various horticulture crops.
Cause preparation of information needed to estimates Committee.

Assist the commissioner in monitoring implementation of assurances
given to members of Assembly from Government side pertaining to de-
partment.
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6)

7)

8)

10)

11)
12)
13)
14)

15)
16)

17)

18)

19)
20)

21)

22)
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Prepare information for sanction of schemes by the departmental clear-
ance committee.

Prepare information required by the programme project approval com-
mittee.

Monitor sanction of programmes / schemes from Government.

Obtain sanctions of schemes and communicate to the district level offic-
ers for implementation.

Monitor release of budgets from administrative sanctions in the Directo-
rate.

Monitor authorisation of budget from accounts wing.
Monitor crop estimation survey experiments.
Gather statistical information pertaining to all Horticultural Crops.

Cause preparation of progress reports on implementation of plan and
centrally sponsored schemes and submit to the Government.

Monitor crop condition pertaining to all horticultural crops.

Monitor house proceedings when the Legislative Assembly is in succes-
sion.

Monitor preparation of budget and revised estimates and submit to Plan-
ning wing in the Ministry of Finance, Government of Andhra Pradesh.

Gather answers for L.A.Qs., R.S.Qs., and L.S.Qs. from respective sec-
tions of the Directorate compile and submit to Government.

Cause preparation of budget speech pertaining to Horticulture sector.

Cause printing of budget pertaining to Horticulture for supply of the same
to the members of Legislative Assembly.

Circulate action points on Legislative Assembly proceedings pertaining
to Horticulture, collect the information, compile and submit to the Gov-
ernment.

Computerisation of data pertaining to Horticulture.

¢) Statutory Functions : Nil.
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Iv.

a)

b)

VI.

VII.

b)

VIIL.

Jurisdictions :

The incumbent in the post is not an independent officer and also not
competent to take decisions at his level.

The incumbent in the post is a information furnishing authority to Direc-
tor / Commissioner of Horticulture pertaining to all functions, noted un-
der - Ill above.

Enactments, Rules and Regulations to be followed :- Nil.
Critical Provisions :

Nil, since there are no enactments to be followed.

Whom to Approach :

Inter departmental:-

Commissioner of Agriculture, Vice-chancellor of Agriculture University, Dis-
trict Collectors, Bankers, NABARD regional office, legislative secretariat fi-
nance and planning department, Government of Andhra Pradesh, Commis-
sioner of Tribal Welfare and M.D.of Schedule Caste co-operative Society.

Intra Department:

Other sections of the Commissionerate of Horticulture and Commissioner
of Horticulture.

Administrative Accountability:

TO THE DIRECTOR / COMMISSIONER OF HORTICULTURE

IX.

1.

51

Quantification of work output:-

Responsible for updating the statistical information pertaining to
Horticulutral crops year after year.

Responsible for carrying out crop estimation survey experiments through
the subordinate staff of the Department.

Responsible for preparation of plans programmes, credit plans, budget
information.

Action taken reports on the proceedings of the legislative Assembly.

Responsible for timely obtaining progress of the implementation of the
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Xil.

XM,
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programmes, their compilation and submission to the Government.

Responsible for printing of Horticulture Department. Budget and Budget
speech for circulation to members of legistative Assembly.

Periodical Reporting:

Monthly progress reports on implementation of various plan, centraliy
sponsored schemes and central sector schemes.

List of registers to be maintained:-
Conduct of crop estimation survey register.
Statistical information register.

Rainfall data of the entire State.

Forms of correspondence:-

Follow normai channels of correspondence as prescribed in district of-
fice manual. No way related to issue of certificates of any kind.

Possible areas of interface:-

Credit extending agencies, NABARD, Bureau of Economics and Statis-
tics.
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Origin of the Post :

The post has originated through G.O.Rt.No. 361 A& C (Agri. [l) Dept. Dt.
13-2-92. The post is created to assist the Dy. Director of Horticulture in
matters of formulation of programmes, plans, budgets and for monitor-
ing of plan schemes.

The incumbent in the post is to assist the Dy. Director of Horticulture in
all matters pertaining to the above subjects.

Position with in the organisation

The post belongs to category-V in the hierarchy of the Department.
The incumbent in the post is to assist the Dy. Director of Horticulture and
interact with district officers, field level functionaries and also with refer-
ence to formulation of programmes and impiementations.

Functions :

a) Field Functions :- - NIL -

b)Desk Functions :

Assist the Dy. Director of Horticulture in preparation of V year plan.

Assist the Dy. Director of Horticulture in preparation of State level! credit
plan.

Assist the Dy. Director of Horticulture in preparation of unit cost for vari-
ous horticulture crops.

Cause preparation of information needed to estimates committee.

Assist the Dy. Director of Horticulture in monitoring the implementation
of assurances given to members of Assembly from Government side
pertaining to Department.

Assist the Dy. Director of Horticulture in preparation of information for
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sanction of schemes by the Departmental clearance committee.
Prepare information required by the programme project approval com-
mittee.

Monitor sanction of programmes/ schemes from Government.

Obtain sanctions of schemes and communicate to the district levei offic-
ers for implementation.

Monitor release of budgets from administrative sections in the Directo-
rate.

Assist the Dy. Director of Horticulture in gathering statistical information
pertaining to all horticultural crops.

Helps the Dy. Director of Horticulture in preparation of programme re-
ports on implementation of plan and centrally sponsored schemes and
submit to the Government.

Helps the Dy. Director of Horticulture in monitoring the preparation of
budget and revised estimates and submit fo planning using in the Minis-
try of Finance, Government of Andhra Pradesh.

Assists the Dy. Director of Horticuiture in gathering answers for LAQ's,
RSQ's and LSQ's from respective sections of the Directorate, compile
and submit to Government.

Assists the Dy. Director of Horticulture in computerisation of data per-
taining to Horticulture.

¢) Statutory functions: - Nil -
Jurisdictions :

The incumbent in the post is not an independent officer and also not
competent to take decisions at his/ her level.

The incumbent in the post is a information furnishing authority to Dy.
Director of Horticulture pertaining to all functions noted under Il above.

Enactments, Rules and Regulations to be followed : - Nil -

Critical Provisions :

Nil. Since there are no enactments be followed.
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Whom to approach

Inter Department: Commissioner of Agriculture, Vice Chancellor of Agri-
cultural University, Bankers, NABARD, Commissioner of Tribal Welfare,
Managing Director of Scheduled Caste Co-operative Society.

Intra Department:  Other sections of the Commissionarate of Horticul-
ture and Director of Horticulture.

Administrative Accountability:
To the Commissioner of Horticulture/ Director of Horticulture.
Quantification of work out put:

Helps the Dy. Director of Horticulture in updating the statistical informa-
tion pertaining to Horticultural crops year after year.

Helps the Dy. Director of Horticulture in preparation of plans programmes,
credit plan, budget information.

Helps the Dy. Director of Horticulture in obtaining timely progress of the
implementation of the programmes their compilation and submission to
the Government.

Helps the Dy. Director of Horticulture in printing of Horticulture Depart-
ment budget and budget speech for circulation to members of Legisla-
tive Assembly.

Periodical reporting:

Helps the Dy. Director of Horticulture in reporting monthly progress re-
port on implementation of various plan, centrally sponsored schemes
and central sector schemes.

List of registers to be maintained:
None at personal level.

Forms of correspondence:

Follow normal channels of correspondence as prescribed in district of-
fice manual. No way related to issue of certificate of any kind.

Possible areas of interface:

Credit extending agencies, NABARD, Bureau of Economics and Statistics.
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The origin of the post, reason for creation and the role played by
the functionary.

Through the G.0.Ms.No0.680, Agri. & Coop.(Horti.) Dept, dt.4-11-1994,
the post of Dy.Director of Horticulture is created to assist the Commis-
sioner of Horticulture/Director of Horticulture in the Departmental Fune-
tionaries relating to Marketing & Publicity activities. |.e, for the Organi-
sation of Horticulture Shows/ Seminars/Fairs/T rainings/Registration of
Coop. Societies/Processing of proposals of different Horticulture Socie-
ties being organised in the districts of the State to N.H.B/ MFPI, Gowt. of
India, New Delhi.

Position within the organization and span of interaction within the De-
partment.

The post belongs to Category-Ill as per the A.P.S.H. Rules, it is.a State
Wide post.

Listing out functions to be discharged by the functionary, classification
of these function (field functions, desk functions, statutory functions etc.)

a) Field Functions :-
Inspect new areas brought under various horticultural crops.

Interact with farmers, farmer's bodies, Cooperative Societies with refer-
ence to timely availability of inputs delivery of incentives, marketing of
the produces etc.

Deliberate with field level functionarles about crop prospects, incidence
of pest and diseases measures undertaken for control.

Review progress of the implementation of various programmes with sub-
ordinate staff at field level guide and advise to overcome the field problems.
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Interact with credit extending agencies initiate steps for easy flow of
credit to the needy.

Inspect Rythu Bazaars to study their functioning and suffest further steps
for streamlining the same.

Attend seminars of Horticulture.

Inspect areas affected with natural calamities and arrange for assess-
ment.of the damage besides examination.

Inspect training to farmers, members of cooperative societies on crop
cultivation and marketing.

b) Desk Functions:
Supervise the work in Marketing & Publicity Section.

Inspection reports to be approved by the Commissioner of Horticulture/
Director of Horticulture and to communicate to the District Officers for
taking up the follow up action.

Organise Seminars.

Conduct Horticulture Shows/Nursery Melas/Flower Show/Garden Fes-
tival.

Cause preparation of publicity material Horticulture programmes, Semi-
nars, Shows.

Conduct Trainings.

Cause preparation and printing of package of practices to Horticulture
crops.

Issue of registration certificate for the cooperative societies.

Cause preparation of hints to farmers for transmission of the same
through Doordarshan & All India Radio.

Timely action in release of funds under various schemes in Marketing'&
Publicity Section.

Cause gathering of market information on Horticulture Crops and Horti-
culture Exports.

Forward the proposals to NHB/MFPI.
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Co-ordinate on conduct of elections to Societies or appointment of Spe-
cial Officers.

c) Statutory Functions:
Settlement of disputes in Fruits & Vegetable Growers Coop. Societies.

The operations jurisdiction of each functionary (i.e., areas where he/
she enjoys delegated powers to take independent decisions and areas
where he is only called upon to furnish information/ date for facilitating
decision at a higher level).

Dy.Director of Horticulture will look after the programmes as furnished
at item No.3

Enactments, rules and regulations that are required to be followed in
discharge of each of the above function (for each function, the related
Act, rule or regulation should be given).

Only for the registration of Horticulture Coop. Societies in the Districts,
the A.P.C.S. Act 7 of 1964 rules should be adopted.

Critical provision(s) of the enactment, i.e. the important/ crucial provi-
sions/ sections (This should also indicate the operational method, pro-
cedure and practices of implementation). -Nil-

In case any help is required, whom to approach - intra departmentai and
inter departmental.

Intra Departments: APEDA, NHB, Commissioner & Director of Agricul-
ture, Director of Marketing, Commissioner of Tribal Welfare, Commis-
sioner of Rural Development, Director of Social Welfare, State District
Collectors, Commissioner & Registrar of Coop. Societies, Commissioner
- M.C.H, National Plant Protection Training Institute etc.

Inter Department: Commissioner of Horticulture/Director of Horticulture.

Administrative accountability (Accountable to whom, in case of omis-
sions or commissions, what remedial action can be initiated by the same
functionary of the higher authority). Commissioner of Horticulture/Direc-
tor of Horticulture

Quantification of work output expected from the functionary and provi-
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sion made for assessment of his/her performance. These may be de-
tailed for functionary to be aware of what is expected to him.

Proper supervision of successful implementation/Organisation of Horti-
culture Shows/Fairs/Seminars/Nursery Melas/Training programmes in
the state. q

Keen supervision of proper implementation of schemes (State & Central )
dealt in the section.

Supervision of accurate utilisation of funds.

Responsible for issue of Registration Certificate of Horticulture Coop.
Societies in the State.

Indicate areas where periodical reporting is provided for and standard
reporting formats have been prescribed (copies of such standardized
formats to be included indicating purpose for which information provided
in the format will be used).

-Nil-
List of our various registers to be maintained by the functionary (For-
mats of such registers to be given, indicating how to fill them).
-Nil-
Forms of correspondence or documentation, formats for issue of certifi-

cates etc, to be indicated.

Correspondence will be made as per District Office Manual. Registra-
tion Certificates of the Coop. Societies will be issued as per the formats
after completion of all formalities.

Possible areas of interface with public and other departments.

Public:Farmers, Processors, Exporters, Nurserymen, Scientists, Profes-
sors, Progressive Horticulture farmers.

Other Departments: APEDA, Commissioner of | & P.R, N.H.B.

Where the same level of functionary may be posted to different areas,
the job responsibilities in each of these possible postings may also be
delineated and the related detailing done in separate chapters of the
Manual (For eg. The level of Mandal Revenue Officer in the Revenue
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The origin of the post, reason for creation and the role played by
the functionary.

The Post of Asst.Director of Horticulture (Mktg.) was created vide
G.0.Ms.No.361, Food & Agri. (Agri.ll) Dept, dt.13-2-92 to assist the Com-
missioner of Horticuiture in the organization of Shows/Seminars/Fairs/
Trainings/Registration of Coop. Societies/Processing of Proposals to
N.H.B/MFPI.

Position within the organization and span of interaction within the De-
partment,

The post belongs to Category/ IV as per the A.P.S.H Rules, itis a State
vide post.

Listing out of function to be discharged by the functionary, classification
of these function (field functions, desk functions, statutory functions etc.)

a) Field Functions:-

Visit new areas covered under various horticultural programmes at the
instance of Commissioner of Horticulture.

Visit Rythu Bazaars to study their functioning and also to suggest further
improvements.

Visit Centres of Horticultural produces marketing and submit reports to
the Commissioner of Horticulture detailing the factual position.

Inspect Co-op. Societies and train the members on marketing aspects
of Horticulture crops, post harvest management, packaging and cold
storage besides enlightening them about the incentives available from
N.H.B, APEDA etc.

Organise group meetings to train farmers on cuitivation aspects of Hor-
ticulture Crops oriented towards export.

Visit N.C.L, Pune to receive guidance and training in the maintenance of
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Leaf ]’-\nalysis Laboratory, Tissueculture Laboratory etc.

Visit centers of advanced learning/research stations to study the latest
development technologies, which ultimately helps in preparation of pack-
age of practices on various horticultural crops.

Inspect crop areas to study the crop prospects besides gathering infor-
mation on possibilities for export of these commodities.

Visit processing units and promote contract farming.
Attend ZRAEC meeting.
Attend seminars and shows.

In times of Natural Calamities visit the affected areas at the instance of
Commissioner of Horticulture and assess the damages, caused and re-
port.

b) Desk Functions :-

Monitor organization of Seminars, Group meetings, Training Pro-
grammes, Horticulture Shows, Nursery Mela, Fruit and Flower shows
and Garden Festival

Forward proposals received for farmers tours after processing to the
N.H.B.

Process and forward proposals received from either individual farmers
or institutions at exporters or marketing cooperative societies to avail
incentives from NHB/MFPI/APEDA.

Prepare Package of practices and cause their printing and distribution.

Process proposals received for registration Horticultural Co-operative
Societies.

Process and initiate steps for timely communications of sanctions, re-
lease of budgets pertaining to the schemes being operated under the
section.

Gather information on marketing aspects of horticulture produces and
put up to the Commissioner of Horticulture.

Gather information on exports pertaining to horticulture crops and put
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up to the Commissioner of Horticulture.
Monitor the work of other subordinates in the section.

Monitor implementation of the schemes, obtain progress reports con-
solidate and put up to the Commissioner of Horticulture.

Attend preparation of answers pertaining to LAQs, RSQs and LSQs and
put up to the Commissioner of Horticulture.

Cause preparation of hints to farmers based on the crop condition and
arrange to transmit the same through All India Radio and Door Darshan.

Arrange publications of publicity material and distribute to the field level
functions.

c) Statutory Functions: - NIL -

The operations jurisdiction of each functionary (i.e., areas where he/
she enjoys delegated powers to take independent decisions and areas
where he is only called upon to furnish information/ data for facilitating
decision at a higher level).

The Asst. Director of Horticulture (Mktg.) will look after the programmes
as indicated at Item-3

Enactments, rules and regulations that are required to be followed in
discharge of each of the above function (for each function, the related
Act, rule or regulation should be given).

-Nil-

Critical provision(s) of the enactment, i.e. the important/ crucial provi-
sions/ sections (This should also indicate the operational method, pro-
cedure and practices of implementation).

-Nil-
In case any help is required, whom to approach - intra departmental and
tnter departmental.

Inter Departments: Commissioner & Director of Agriculture, Director of
Marketing, ANGRAU, APEDA, NHB, Registrar of Coop. Societies, NPPTI,
S.C.Corporation, Tribal Welfare, Municipal Corpn. of Hyderabad, HUDA,
NCL-Pune, lIP-Mumbai etc.
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intra Departments: Director of Horticulture/Commissioner of Horticulture.

Administrative accountability (Accountable to whom, in case of omis-
sions or commissions, what remedial action can be initiated by the same
functionary of the higher authority).

Director of Horticulture/Commissioner of Horticulture.

Quantification of work output expected from the functionary and provi-
sion made for assessment of his/her performance. These may be de-
tailed for functionary to be aware of what is expected to him.

Responsible for successful implementation/organising shows/seminars/
Fairs/Melas/Training Programmes.

Responsible for proper implementation of schemes allotted.
Responsible for proper utilisation of funds.

Responsible for issue of Registration Certificates of the Horticutture Coop.
Societies.

Indicate areas where periodical reporting is provided for and standard
reporting formats have been prescribed (copies of such: standardized
formats to be inciuded indicating purpose for which information provided
in the format will be used).

-Nil-

List of our various registers to be maintained by the functionary (For-
mats of such registers to be given, indicating how to fill them).

-Nil-

Forms of correspondence or documentation, formats for issue of cértifi-
cates etc, to be indicated. Correspondence will be done as prescribed in
the D.O.M. Certificates will be issued as per formats.

Possible areas of interface with public and other departments.

Processors, Cultivators, Marketers, Exporters, Nurserymen, Scientists,
Professors, Progressive Horticulture Farmers.

Where the same level of functionary may be posted to different areas,

Dr. M.C.R.H.R.D Institute of Andhra Pradesh




PLANNING SECTION FUNCTIONARY MANUAL

the job responsibilities in each of these possible postings may also be
delineated and the related detailing done in separate chapters of the
Manual (For eg. The level of Mandal Revenue Officer in the Revenue
Department may be separately responsible for Civil Supplies work, Land
acquisition work etc, in different postings.)

HORTICULTURE OFFICER (PUBLICITY):

vii)

The origin of the post : Reason for creation and the role played by the
functionary.

The Post of Horticulture Officer (Pub) was created vide G.O.Ms.No.361,
Food & Agri. (Ag.ll) Dept., dt.13-2-1992 to attend the work related to
Publicity such as organization of Shows/Melas/Seminars etc.

Position within the organization and span of interaction within the De-
partment.

The post belongs to Category-V as per A.P.H.S. Rules, itis a Zonal post.

Listing out of function to be discharged by the functionary, classification
of these function (field functions, desk functions, statutory functions etc.)
a) Field Functions :-

Attend training programmes on different Horticulture Crops and Semi-
nars.

Attend seminars marketing of Horticulture produces.

b) Desk Functions:-

Process the files relating to N.H.B, MFPI & APEDA

Attend work related to Shows/Melas/Fairs/Seminars/Trainings etc.
Maintain the library and sale of Horticulture Publications.

Maintain Publicity material

Maintain registers & stock registers and issues.

Make arrangements for conducting press meets and other related meetings.

Assist in correspondence with the media regarding Publicity of Horticulture
programmes.

Prepare publicity material on schemes, package of practices on crops.
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Prepare notes to press meet, package of practices on crops, hints to
farmers.

The operations jurisdiction of each functionary (i.e., areas where he/
she enjoys delegated powers to take independent decisions and areas
where he is only called upon to furnish information/ date for facilitating
decision at a higher level).

-Nil-

Enactments, rules and regulations that are required to be followed in
discharge of each of the above function (for each function, the retated
Act, rule or regulation should be given).

-Nil-
Critical provision(s) of the enactment, i.e. the important/ crucial provi-
sions/ sections (This should also indicate the operational method, pro-
cedure and practices of implementation).

-Nil-
In case any help is required, whom to approach - intra departmental and
inter departmental.

Department of Agriculture, Marketing, Nationa! Horticulture Board,
APEDA & ANGRAU.

Administrative accountability (Accountable to whom, in case of omis-
sions or commissions, what remedial action can be initiated by the same
functionary of the higher authority).

Asst.Director of Horticulture (M&P)/Dy.Director of Horticulture (M&P)

Quantification of work output expected from the functionary and provi-
sion made for assessment of his/her performance. These may be. de-
tailed for functionary to be aware of what is expected to him.

Responsible for work entrusted regarding Shows/Seminars/Trainings/
Publications etc.

indicate areas where periodical reporting is provided for and standard
reporting formats have been prescribed (copies of such standardized
formats to be included indicating purpose for which information provided
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in the format will be used).
-Nil-

List of our various registers to be maintained by the functionary (For-
mats of such registers to be given, indicating how to fill them).

Permanent Dead-stock register

Temporary Dead-stock register

Library Register
Journals register
Date of Bill No.& Qty. Rate Amount Qty. Balance Sign.
Receipt Received received issued
from

Forms of correspondence or documentation, formats for issue of certifi-
cates etc, to be incicated.

Normal rules will be followed for correspondence as prescribed in the
District Office Manual.

Possible areas of interface with public and other departments.
-Nil-

Where the same level of functionary may be posted to different areas,
the job responsibilities in each of these possible postings may also be
delineated and the related detailing done in separate chapters of the
Manual (For eg. The level of Mandal Revenue Officer in the Revenue
Department may be separately responsible for Civil Supplies work, Land
acquisition work etc, in different postings.)

SENIOR'CO-OPERATIVE INSPECTOR

1.

66

The origin of the post, reason for creation and the role played by the
functionary.

The post was originated through G.O.Ms.No. 548 F& A (Agri. iI) Dept.
Dt. 15-11-85.

The post was created to assist the Commissioner of Horticulture for reg-
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istration of Fruits and Vegetable Growers Cooperative Societies in the
State under APCS Act, 706, 1964,

Position within the organization and span of interaction within the De-
partment.

Listing out of function to be discharged by the functionary, classification
of these function (field functions, desk functions, statutory functions etc.)
a) Field Functions :- -NIL-

b) Desk Functions :-
Registration of Fruits & Vegetable Growers Coop.Societies
c) Statutory Functions :-
Settlement of disputes in Fruits & Vegetable Growers Coop. Societies.
Jurisdictions : |

Enactments, rules and regulations that are required to be followed .in.
discharge of each of the above function (for each function, the related
Act, rule or regulation should be given). A.P.Coop. Societies Act, 706,
1964.

Critical provision(s) of the enactment, i.e. the important/ crucial provi-
sions/ sections (This should also indicate the operational method, pro-
cedure and practices of implementation).- NIL -

In case any help is required, whom to approach - intra departmental and
inter departmental.

Commissioner & Registrar of Cooperative Societies, A.P, Hyderabad.

Administrative accountability (Accountable to whom, in case of omis-
sions or commissions, what remedial action can be initiated by the same
functionary of the higher authority).

Asst.Director of Horticulture (M&P)/Dy.Director of Horticulture (M&P)

Quantification of work output expected from the functionary and provi-
sion made for assessment of histher performance. These may be de-
taited for functionary to be aware of what is expected to him.

Responsible for Registration of Fruits & Vegetable Grower Coop. Socie-
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ties in the State under the A.P.C.S. Act.7 of 1964.

Indicate areas where periodical reporting is provided for and standard
reporting formats have been prescribed (copies of such standardized
formats to be included indicating purpose for which information providea
in the format will be used).

-Nil-
List of our various registers to be maintained by the functionary (For-
mats of such registers to be given, indicating how to fill them).

-Nil-
Forms of correspondence or documentation, formats for issue of certifi-
cates etc, to be indicated.

Follow normal rules of correspondence as prescribed in D.0.M., Regis-
tration Certificate will be issued as and when complete the all formali-
ties.

Possible areas of interface with public and other departments.
-Nil-

Where the same level of functionary may be posted to different areas,
the job responsibilities in each of these possible postings may also be
delineated and the related detailing done in separate chapters of the
Manual (For eg. The level of Mandal Revenue Officer in the Revenue
Department may be separately responsible for Civil Supplies work, Land
acquisition work etc, in different postings.)

Dr. M.C.RH.R.D Institute of Andhra Pradest



GOVT. GARDENS SECTION

HISTORY AND FORMATION OF THE DEPARTMENT
(PUBL!C GARDENS)

The public gardens was established in 54 acres of land which belonged
to Sri.Balakrishnan in the year 1868 A.D. consisting of some babul (
Acacia Aratica) and other species of trees. It was originally known as
(Bagh-E-Am) Subsequently an engineer of his excellency of Nizam's
Government made improvements and completed in 1872 under the
supervision of Sir Wlikison,an engineer. A zoo was added with many
kinds of birds, forest and wild animals in the year 1872. The (Bagh-E-
Am) is only the place where recreation for the public was available and
the zoo was also visited by the various people of different walks of life.
Certain improvements were made by Sir Mirza Islam, when he was the
president of the council of Ministers Hyderabad. The Gardens were
maintained by the Superintendent , Government Gardens attached to
the PWD department. The post if the superintendent was redesignated
as director of Government Gardens in G.0.Ms.No. 2353 PWD dt, 24-9-
65. The Director of Government Gardens was merged with the Agricul-
ture Department dated 12-2-1976. Directorate of Government Gardens
was merged with the Department of Horticulture by bifurcating it from
the Agriculture Department through G.0.Ms.No 304 Food and Agricul-
ture (Agri.l) Department dated 30-6-1981 w.e.f 1-1=1982. Since it was
merged with Horticulture Department, the Director of Horticulture , the
Director of Government Gardens was redesignated as Deputy Director
of Horticulture (purpose, the Government has accorded sanction for the
post of supervisor grade | ,Senior assistants-two, Junior Assistant -one,
as per the G.0.Rt.No.2198 Food and Agriculture (F.P.IV) Depaitment
dated 11-11-1980. Due to the construction of various buildings, the area
of public gardens was reduced from 54 acres to 35 acres.

MAINTAINANCE OF OTHER GARDENS:

1)
2)
3)

69

The following gardens are also being maintained by the Government
Gardens wing of this department
River side parks on the bank of Musi river which is now called as "R.1.P"

Red Hills Garden.
Legislative Assembly Gardens/Secretariat gardens
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4) Lake View Guest House gardens

5) Dilkusha gardens

6) Manjeera Guest house gardens

7) Ananda Nilayam Garden

8) Green land Guest House Garden

9) Nursing collage garden

RESIDENTIAL GARDENS

10} RESIDENTIAL GARDENS OF Hon'ble Chief Minister, all Hon' ble Min-
isters, Speaker, Deputy Speaker, Chief whip, Government Whip, Chief
Justice of A.P.Administrative tribunal.

11)  All Government gardens in twin cities.

For all the above purposes the following staff were sanctioned.

S, Name of Number of| Posts Posts Total
No. the post posts Sanctioned Sanctioned | Cadre
santioned | in in G.O.Rt strength
prior to G.0.Ms.NO 2198 F&A
1-11-1956 | 2474 PW.D (FP.IV)
dt 17-12-1963| Dept. dt
11-11-1980
1 Dy.Director of Horticulture 1
g Assistant Director (Tech) 1
3 Supervisor Grade | 3 1
4 Supervisor Grade Il 5 1
Supervisor Grade Il 6
Fitter 2
Mechanic 1
Drivers 2
Cleaners 1
10 Mason 1
11 Watchman 24
13 Head Malies 20
14 Head Malans "
15 Malies 218
16 Malans 252
MINISTERIAL
Superintendents 1 1* 2
2 Senior Assistants 1 1 2 4
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3 Junior Assistants 4 - 1 5
4 Typists 1 - -

CLASS IV
1 Attenders 5 1 6
*

The post of Senior Assistant was upgraded as superintendent in
G.0.Ms. No. 1209Food and Agricuiture (argil)Dept dated 5-6-1992,

THE DEPUTY DIRECTOR OF HORTICULTURE (GOVT.
GARDENS)

Position with in the Organization:

He is a subordinate to the Director of Horticulture. The Post of Govern-
ment Gardens was redesignated as Deputy Director of Horticulture (Gov-
ernment Gardens). The post is being continued from prior to the forma-
tion of Andhra Pradesh.

LISTING OUT FUNCTIONS

D.D.H (Government Gardens)was declared as head of office and the
authority competent to accord sanctions for purchase of plant material,
soil, manure, fertilizers, earthen pots, tools and implements by calling
for quotations/tenders or placing indents and orders. Exercise all pow-
ers and functions as head of office, on administrative, accounts and
financial functions and responsible for proper maintenance of all regis-
ters and records as laid down in the district office manual and cash and
cash accounts as laid down in A.P.F.C. He shall follow all government
rules and regulations as laid dewn in various Acts/Codes/Rules. Re-
sponsible for proper maintenance and upkeep of Public Gardens and
gardens listed out in earlier paras . He is also the protocol officer for all
state functions for decoration with foliage and flower plants. He is the
authority competent for auction of fruit bearing trees, dry trees, etc, .He is
the supervising authority over ai staff of Government Gardens for proper
functioning of the government gardens.

ORGANISATIONAL JURISDICTION
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He has no separate territorial jurisdiction except twin cities. Laying out
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5. Enactments, Rules and Regulations : NIL

6. Critical Provisions : NIL

7. Help if required :
He should approach the Director/Commissioner of Horticulture for any .
clarifications or to sort out any problem crept in while implementing the
programmes/maintenance of gardens/commercial nursery. He can also
seek the help of A.P.A.U and |.C.A.R. institutions of India.

8. Administrative Accountability :
Accountability to the Director/Commissioner of Horticulture, administra-
tively, technically,and proper maintenance of accounts.

9. Periodical Reporting :
List appended

10 AND 11
List appended

12. Forms of Correspondence
Follow normal channels of Correspondence.

13. Interface with the Public

72

of new gardens if any sanctioned newly, maintenance and upkeep of all
Government Gardens listed out in chapter |. Ensure proper functioning
of the commercial nursery without sustaining any loss to the Govern-
ment. He shall be responsible for supervision and administration with
the assistance of the Assistant Director (T) and other staff sanctioned.
Consolidated delegation of powers are appended. He has to work under
the orders/directions of Director/Commissioner of Horticulture.

Interface with the public is only with regard to selling from the Commer-
cial nursery attached to the Public Gardens. interface with high dignitories
of Hon'ble Chief Minister, Ministers, Speaker, Deputy Speaker,
Whip,Hon'ble Judges of High Court and APAT.
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ASSISTANT DIRECTOR OF HORTICULTURE
(TECHNICAL) (GOVT GARDENS)

1. Origin of the Post :

The above post was created along with other posts listed out in history
of Public Gardens prior to the formation of Andhra Pradesh for mainte-
nance and upkeep of the Government gardens under the guidance and
supervision of the Deputy Director of Horticulture (Government
Gardens) Commissioner of Horticulture with the assistance of supporting
staff sanctioned.

2. Position with in the organisation

This post was created prior to the formation of Andhra Pradesh and is
being continued without any change. '

3. Listing out Functions :

He is the technical advisor and supervisory functionary for better
maintenence of the Public Gardens, lawns, Gardens, in residences of various
V.I.P's and Hon'ble Judges in the twin cities. He is responsible for proper
planning and execution of beautification of the above gardens, laying of new
lawns and gardens as entrusted by Government from time to time with the
assistance if supervisors, technical and Non-technical staff provided to Public
Gardens, under the guidance of the Deputy Director of Horticulture (Govern-
ment Gardens) and Director/Commissioner of Horticuiture in the twin cities.

He is a drawing and disbursing officer on behalf of the Deputy Director
of Horticulture (Government Gardens), responsible for the maintenance of
registers and records as laid down in the D.O.M. and Financial Code and render
accounts properly, responsible for timely submission of periodicals such as
number statement/ excess savings statement

Reconcilation of departmental figures with these booked by the treasury
and submission of all progress reports prescribed by the head of the depart-
ment from time to time.

He is the supervisory officer for all technical works done by the supervi-
sor, malies and malans in respect of all gardens and lawns in the twin cities.

He visits all gardens and guides the supervisors, malies and malans in
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day to day work for effective functioning and maintenance of gardens.

He is also the protocol officer for all state functions for decoration with
flowers and foliage plants under the supervision of the Deputy Director of Hor-
ticulture (Government Gardens) to all state functions in twin cities.

Organisational Jurisdictions :

He has no separate organisational jurisdiction except the twin cities.
His activities are confined to maintenance and upkeep of existing Govern-
ment Gardens and iawns laying out of new lawns/gardens if sanctioned by the
government under the guidance of the Deputy Director of Horticulture (gov-
ernment Gardens) and Director/Commissioner of Horticulture.

Ensure proper maintenance of the commercial nursery with all varieties
of plants to attract the public and improve the sales and it is his endeavour to
run the commercial nursery without giving scope for sustaining loss to the gov-
ernment.

5. Enactment of Rules: Nil
6. Critical provisions of enactments: Nil
7. Help if required:-

In case of any help or clarification of guidance is required, approach,
Dy.Director of Horticulture (Govt.Gardens) Director / Commissioner of Horti-
culture, Scientists of A.P.A.U. and I.C.A.R. Institutions in India for better man-
agement of gardens / lawns / Commercial Nursery with latest techniques.

Ensure proper functioning of all functionaries attached to Government
Gardens for effective functioning of the Govt.Gardens / Lawns / Commercial
Nursery.

8. Administrative Accountability :

Accountable to Deputy Director of Horticulture (Govt.Gardens) Director
/ Commissioner of Horticulture and Government of Andhra Pradesh, adminis-
tratively, tecnnically and financially.

9. TARGETS FOR SCHEMES, PROGRAMMES, WORKS ETC.

No targets. But, responsible for effective management of Commercial
Nursery to get profits and proper maintenance of all Govt.Gardens, Lawns in
Twin Cities.
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10. Periodical Repors :List appended.
11.  List of Registers to be Maintained : Nil
12. Forms of Correspondence :
Follow normal rules of comespondence
13. Possible Areas of Interface :

Interface with public is only with regard to selling of Plants from Com-
mercial Nursery attached to Public Gardens. Interface with high dignitaries of
Hon'ble C.M., Ministers, Speaker, Dy.Speaker, Whip and Hon'ble Judges of
High Court and APA.T.

SUPERVISOR GRADE - | AND I

1. Origin of the Post :

The above posts were created prior to formation of Andhra Pradesh in
Nizam State along with other posts listed in history of Public Gardens for proper
and better management of Government Gardens / Lawns / Residential Gar-
dens of VIPs., and to assist the officers in maintenance and upkeep of the
Government Gardens.

Il Position with in the organisation :

These posts are being continued from prior to formation of Andhra
Pradesh.

.  Listing of Functions :

Maintenance and upkeep of existing gardens. Laying out gardens, land-
scaping and its maintenance of gardens viz., preparation of land and levelling,
flower beds preparation, sowing and transplantation, preparation of compost,
potting and re-potting, application of manures and fertilisers, watering trim-
ming / pruning and propagation of plant material, collection seeds, besides
this, they are responsible for maintenance of all stocks of all inputs like, fertilis-
ers, soil, manures, earthen pots, tools, implements and other gardening mate-
rials. Attends protocol works of State functions, exhibitions, Horticulture Shows
in arrangements of foliage and flowering pots for decoration. He himself has to
execute / supervise the works. He has no administrative functions specifically.
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IV. Organisational Jurisdiction :-

He is responsible for execution of works and supervision of work done
by Supervisor Gr.lll, Malies and Malans. His jurisdiction shall be as fixed by
the authorities from time to time.All functions shall be executed with the help of
other supporting staff. He is not an independent authority. But discharge his
duties under the directions of higher officials. No specific powers were del-
egated to this functionary.

V. Enactment or Rules: Nil
VI. Critical provisions of Enactment: Nil

VIl. Help if required: In cases of help is required in execution of grounding
of the schemes approach higher officers ADH/DDH/Director / Commis-
sioner of Horticulture.

VHI. Administrative Accountability:-
Accountable toD.H/A.D.H./Director/Commissioner of Horticulture.
IX. Targets for Schemes, Programmes Works Etc.:-

No targets were fixed specifically. But, responsible for effective man-
agement, maintenance of Commercial Nursery to get profits and proper main-
tenance of Commercial Nursery to get profits and proper maintenance of all
Govt. Gardens, Lawns in Twin Cities.

X. Periodical and Reports: Nil
Xl. List of Registers to be Maintained : : Nil
Xll. Forms -of Correspondence :
Follow normal! rules of correspondence
Xlll. Interface with the public

Interface with high dignitaries of Hon'ble Chief Minister, Ministers V.I.Ps.,
and Hon'ble Judges of High Court and APA.T.
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ASST DIRECTOR OF HORTICULTURE (PLASTI CULTURE)

I Origin of the Post: - GO.Rt.N0.361 F& A (Agri. Il ) Dept. Dt. 13-2-92
Reasons for creation and Role Played:

The person working in the post is allotted for State level monitoring of
Plasticuiture programs under the supervision of Joint Director of Horticulture
(Veg) & Commissioner of Horticulture (AP) Hyderabad.

ll. . Position with in the organisation :

He comes under category 4 of Andhra Pradesh Horticulture Rules.
He will assist the Joint Director of Horticulture (Veg & PC) in processing of all
files connected to the schemes dealt in Plasticulture section. He will assist the
Joint Director of Horticulture (Veg) in interacting with the farmers, drip firms
etc.

i Functions :
a) Field Functions :-

He will assist the Joint Director of Horticulture (veg) in monitoring the
implementation of Plasticulture programs through out the State.

He attends for field visits as per the instructions of Commissioner of
Horticulture whenever required.

b) Desk Functions :

He will process all files of Plasticulture section to the Joint Director of
Horticulture (Veg) and to Commissioner of Horticulture (AP) Hyderabad., in
respect of the following subjects allotted to him.

a. CSS Use of Plasticulture in Agriculture Drip Irrigation (Installation)
b. Green Houses & Mulching
C. Shadenets

d. State Plan schemes for popularization of new technologies - Tissue culture .
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V.

He will assist in preparation and submission of UCs to State And Central
Governments.

He will assist in Registration of drip irrigation system manufacturers.
He will assist in holding of State ievel meetings etc.

¢) Statutory Functions : Nil

Jurisdiction :

No separate jurisdiction has been earmarked. He will assist the senior

Officers whenever necessity arises.

V.
VL.
VI.

a)

b)

VIIl.

IX.

XI.
XIl.

Xiil.

Enactments, Rules, Regulations to be followed: Nil
Critical Provisions: NIL
Whom to approach:-

Inter Department;  Commissioner of Agriculture, Bankers, NABARD,
Commissioner of Tribal Welfare, M.D.of Schedule Caste Society..

Intra Department: - CH/DH.
Administrative Accountability : To JDH. & CH
Quantification of work output:

Responsible in assisting for overall implementation of Plasticulture Pro-
gramme.

Responsible in assisting for finalizing the accounts the account pertain-
ing to the funds released by Central & State Governments.

Periodical reporting:

He assists in sending U.C's, Progress Reports to Government of India
and State Governments.

He assists in sending BE's, RBEs to State Government.
List of Registers to be maintained: NIL
Forms of Correspondence: Follow normal rules of Correspondence.

Possible areas of interface : Drip companies, farmers, scientists of
Agril. University, Scientists of Research Station.

HORTICULTURE OFFICER (PLASTICULTURE)
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Origin of the post, reasons for creation and Role played: The postis
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sanctioned through G.O.Rt.No.361 F & A (Agri.ll) Dept., dated 13-2-92.
The person working in the post is allotted to assist Asst Director of Hor-
ticulture (PC) for State level monitoring of Plasticulture programs under
the supervision of Asst Director of Horticulture (PC) and Commissioner
of Horticulture (AP) Hyderabad.

Position in the Organisation:

He comes under category 5 of AP Horticulture Service rules, He will

assist the Asst Director of Horticulture (PC) in processing of all files connected
to the schemes dealt in plasticulture section. He will assist the Asst Director of
Horticulture (PC) in interacting with the farmers, drip firms etc.

lll. Functions:

" 9o oo o
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a) Field functions:

He will assist the Asst Director of Horticulture (PC) in monitoring the
implementation of the plasticulture programmers throughout the state.
(Drip Irrigation, Green Houses and mulching.

He attends for field visits along with Asst Director of Horticulture(PC) as
per the instructions of the Commissioner of Horticulture whenever re-
quired.

b) Desk functions:

Security of proposals for 4 ha cases under drip Irrigati  Installations
submitted by the District Officers for sanction by the Commissioner of
Horticuiture.

Compitatior: of the progress reports,

Preparation of guidelines.

Preparation of scheme proposals, progress reports etc.
Attend review meetings with District Officers and drip firms.

Convey the meeting with District Officers and review the progress of
implementation of plasticulture programs.

Area wise crop wise covered under plasticulture programs being imple-
mented in the state are spiit up and communicated to Government of
India and other agencies.

Organise drip Demonstrations etc., on the eve of important functions/
Horticulture shows etc.

c) Statutory Functions : NIL
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V.
V.

VL.
Vi

VHI.

IX.

XI.

XH.

X1,
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Jurisdiction: No separate jurisdiction is earmarked.

Enactmemts, Rules, Regulations to be followed : Guidelines of Gov-
ernment of India and State Government time to time.

Critical Provisions : NIL
Whom to approach:

Inter Departmental: District Officers, Plasticulture Development Centres
in the ANGRAU, WALAMTARI.

Intra Department : Commissioner of Horticulture.

Administration accountability: To the Asst Director of Horticulture
(PC), Joint Director of Horticulture (PC) Commissioner of Horticuiture.

Quantification of work out put:

Responsible on assisting to Asst Director of Horticulture (PC) for imple-
mentation of Plasticulture programs.

Responsible in assisting to Asst Director of Horticulture (PC) for and
proper and effective utilization of funds finalizing the accounts pertain-
ing to the funds released by Central and State Governments.

Periodical reporting :

Sending Ucs Progress reports to Government of India and State Gov-
ernments.

Sending BEs, RBEs to State Government.

Expenditure statements pertaining to the plasticulture programs.
Beneficiary lists pertaining plasticulture programs.

List of the Registers to be maintained.

Register of drip installations of more than 4 ha cases/ and more than
one lakh cases in the State.

Forms of Correspondence: Follow normal rules of Correspondence.

Possible areas of Interface: Drip firms Scientists of Plasti Develop-
ment Centres of Agriculture University.
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ASSISTANT PIRECTOR OF HORTICULTURE (MUSHROOM)

81

Origin of the Post :

The post has originated through the creation of State Plan scheme on
Mushroom processing and pasteurization unit vide G.0.Rt.N0.1120, A
& C (H) Dept., dated 03.09.1994

The postis created for the Spawn production, for organizing the training
programmes, and assisting the Commissioner of Horticufture in main-
taining the Regional Mushroom labs and in overall development of Mush-
rooms.

Besides the assistant Director of Horticulture post (Mushrooms_ - is cre-
ated to assist the Commissioner of Horticulture in planning, implement-
ing and monitoring all the mushroom development activities

Position with in the organisation :
In hierarchy position it is IV category post.

The Asst. Director of Horticulture interacts with Mushroom growers en-
trepreneurs, consumers, scheme beneficiaries, Regional lab person-
nel and departmental staff.

Functions :
a) Field Functions :-

To assist the Commissioner of Horticulture in all mushroom develop-
ment activities

To supervise the spawn production (To produce spawn as per the
demand)

To organize the fraining programmes

To prepare pure culture, Mother Spawn and maintain cultures of different
media
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5.

10.
1.
12.

13.
14.

15.
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To assist the Commissioner of Horticulture in monitoring the Regional
Mushroom labs at Visakhapatnam, Eluru, Kurnool and Nizamabad

To organize special training programmes on the request of other depart-
ments like women welfare, youth welfare, DRDA's, S.C. Corporation,
TRYSEM, NISET etc

To inspect the export oriented mushroom unit for processing the appli-
cation to avail the investment subsidy facilities.

Attend seminars on mushrooms

To inspect the mushroom outlets sanctioned to individuals through
N.G.Os

To inspect & solve the problems of the Mushroom growers
To interact with the growers and consumers

Inspection and physical verification of stores and stocks pertaining to
other laboratories

Organise seminars and group matters pertaining to mushrooms

Assisting the Commissioner of Horticulture, Andhra Pradesh in review-
ing the physical progress of all mushroom laboratories

Organise recipe demonstrations
b) Desk Functions :

Persuing the scheme sanction and implementation of plan and C.S. S.
Schemes of mushrooms.

Assist the Commissioner of Horticulture, Andhra Pradesh in reviewing
the financial progress of all Mushroom labs

Assist the Commissioner of Horticulture, Andhra Pradesh in Reimburse-
ment of amount to all Regional lab Assistant Secretaries.

Monitor Spawn production, implementation of schemes, organization of
training programmes.

Communicative hints to mushroom grower in cultivation of mushrooms,
preparation of recipes through A.l.R. and D.D.

Carry out publicity on cultivation of mushrooms, preparation of recipes,

Dr. M.C.R.H.R.D Institute of Andhra Pradesh




FUNCTIONARY MANUAL MUSHROOM SECTION

V.

V.
Vil.

b)
VIiL.

IX.

XI.
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utilities of mushrooms to interm, diabetics and cardiac patients etc.
through N.G.Os Hospital.

c) Statutory Functions : Nil
Jurisdictions :

The incumbent in the post is not competent in taking independent deci-
sions.in matters of implementation of the programme. But correspond-
ent in accepting trainees for mushroom training.

Enactments to be followed : Nil
Critical Provisions : Nil
Whom to Approach :

Inter Department :- Agri. Dept., A.N.G.R.A.U, Research Stations, Dis-
trict Officiers.

Intra Department :- CH/DH

Administrative Accountability :

To Commissioner of Horticuiture, Andhra Pradesh
Quantification of work - Qutput :

Responsible for assisting Commissioner of Horticulture, Andhra Pradesh
in implementing all Mushroom promotion and development activities.

Responsible in expanding the Budget provision given in the schemes
Responsible in assessing the eligibility for sanction of investments subsidy
Periodical Reporting :

None at personal level, but at office level, submit the following reports to
Government

Monthly physical and financial progress report to Government pertain-
ing to Mushrooms schemes.

Progréss report on Production and distribution of Spawn to the Com-
missioner of Horticulture, Secretary, H.D.A.

List of Registers to be Maintained :

Not at personal level. But at office level maintain the following registers:
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Xil.

Xl

Budget Register

Expenditure Register

Register of denoting the trainings conducted and number trained
Forms of Correspondence :

Follow normal channels of correspondence as prescribed in the district
office manual.

Possible Areas of Interface :

Mushroom growers, N.G.Os, Marketers, Consumers and R & B, APIIC,
DGS & D officials.

HORTICULTURE OFFICER (MUSHROOMS)

34

Origin of the Post :

The post has originated through the G.O.Rt.No. 1120 A & C (H) Dept,
dated 03.09.1994

The Post is created for the spawn Production for easing out training and
cultivation of Mushrooms and matters connected therewith.

The Horticuiture Officer (Mushroom) should assist the ADH (Mushroom)
in matters of Mushroom Spawn production, trainings, cultivation and
processing besides implementing centrally sponsored scheme and state
plan schemes.

Assist the A.D.H. in organization of recipe demonstrations
Position with in the organisation

In hierarchy position it is 5th category post and shall interact with pro-
spective mushroom growers, and mushroom consumers, entrepreneurs,
Regional lab personnel, and scheme beneficiaries, department staff and
N.G.Os involved in development of mushroom cultivation.

Field Functions :-

Visit prospective villages, towns and areas. Identify beneficiaries for
Mushroom cultivation for conduct of mushroom recipe demonstration

Organise mushroom recipe demonstrations
Attend training programmes on mushrroms
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Organise training programmes on mushrroms

Attend Seminars on mushroom cuitivation

Visit Agriculture research stations to study and learn spawn production
Visit mushroom units and suggest P.P. measures

Organise group meetings on marketing aspects of mushrooms

Inspect E.O.U. mushroom units before investment subsidy is sanctioned

Check and verify utilization facilities provided under mushroom recipe
demonstrations.

B) Desk Functions :

Initiate steps for production of spawn in the lab
Remittance of spawn sale proceeds

Conduct sale of spawn

Maintenance of stores and stock

Maintenance of Registers

Stock and issue Register

Cash Register

Spawn Mushroom Register

To furnish monthly progress report on spawn Mushroom production and
spawn sale proceeds

Preparing for audit review

To clear the dusts of the growers who visit the lab
Furnishing technical information to growers better

Assist the ADH in all the activities

C) Statutory Functions : Nil

Jurisdictions : Nil

Enactments, Rules, and Regulations to be followed : - Nil
Critical Provisions : Nil
Whom to approach :

INTER DEPARTMENTAL: A.N.G.R.A.U, District Officers, Agri. Dept.
Research Stations.
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INTRA DEPARTMENTAL
To The Director/Commissioner of Horticulture

lAdministrative Accountability:- To A.D.H. and D.H/C.H.

Quantification of work output:-

Assisting A.D.H., in implementing all mushroom promotion and devel-
opment activities.

Assist the A.D.H. in expanding budget provision given in the schemes.
Helps the A.D.H., in assessing the eligibility for sanction of investment
subsidy.

Periodical Reporting :

Monthly progress report on Spawn and Mushroom production and spawn
sale proceeds.

List of Registers to be Maintained :
Stock Register

Spawn Register

Mushroom Production Register

Cash Books

H.D.A. Sale Register

H.D.A. Expenditure Register

Training Register

Forms of Correspondence :

Follow normal channels of correspondence as prescribed in the district
office manual.

Possible Areas of Interface :

Mushroom growers, Mushroom Processors other bodies or agencies
connected with Mushroom development.
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ASSISTANT DIRECTOR OF HORTICULTURE - TISSUE .
CULTURE
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Origin of the post : The post is originated through G.O.Rt No. 361 F& A
(Agri. Il) Dept Dt. 13-2-92.

Functions :
a) Field Functions :~

Conduct the survey for selection of elite plant material i.e., healthy, dis-
ease free, pedigree mother plants.

Identification of varieties suitable for different regions of the State.
Collection and bringing plant material identified for multiplication.

Distribution of tissue culture plants to different districts depending upon
their requirement.

Visit periodically to different areas of the State to study the performance
of the Plant material supplied from the lab and collect the feed back from
district officers concerned.

Attend seminars and trainings on biotechnology.

Conduct training programmes to the interested farmers and other needy
persons.

b) Desk Functions :

Preparation of annual ptan for production of plant material to engage the
lab around the year to cater the needs of the farmers.

Collecting the information from the district officers about the crop wise
and varieties wise requirement of plant material.

Supervision of the preparation of the media required for production of
plant material.
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Maintenance-of photoperiod, tefnperature and humidity as per setting
should be checked.

Inspection of incubation room to see the performance of material under
production.

Ensure proper transfer of material to green house for hardening.
Maintenance of progeny block (parent).

c) Statutory Functions :- Nil

Jurisdictions :

Laboratory and Greenhouse .

Enactment, Rules, Regulations to be followed :-  Nil
Critical Provisions : -

Nil, since there are no enactments to follow.

Whom to Approach :-

Inter Department:-

Station Director, AIR, Project Directors of D.R.D.A,, D.P.A.P., Project
Officers of I.T.D.As., in places, where I.T.D.As. exists, Scientists of Agri-
cultural Research Stations, District Tribal Welfare Officer.

Intra Department:  Director / Commissioner of Horticulture.
Administrative Accountability :

Quantification of work - Output :-

Responsible for overall production of the plant material.

Responsible for achieving the physical and financiat targets under all
horticulture schemes in time bound manner.

Responsible for ensuring proper distribution of plant material to the tar-
geted groups in time bound manner.

Responsible in spreading the latest technologies pertaining to horticul-
ture to improve production and productivity of horticultural crops.

Periodical Reporting :

Monthly progress reports pertaining to production and distribution of plant
material.

Dr. M.C.R.H.R.D Institute of Andhra Pradesh



FUNCTIONARY MANUAL TISSUE CULTURE SECTION

2. Weather Watch Report.
IX. List of Registers to be Maintained :
l. In the lab the following registers have to be maintained:-

1. Budget Register.

0

Register of stocks.

Plant material. At different stages.
Glassware

Chemical reagents

Dead stocks.

Library Register.

Register of advance and loans.

Register of bank drafts received / issued.
Cash Book.

Register of Check Books.

Attendance Register.

X ® N o o 2 w0 T oo

Forms of Correspondence :

Follow normal rules of correspondence as prescribed in the district of-
fice manual. No way related to issue of certificate of any kind.

Xl.  POSSIBLE AREAS OF INTERFACE: horticulturists, scientists of horti-
cultural research stations and agricultural universities. and then re-
lated govt of India agencies.

HORTICULTURE OFFICER - TISSUE CULTURE

1. Origin of the post : -

The post is originated through G.O.Rt. No. 361 F&A (Agri Il) Dept. Dt.
13-2-92

2. Functions :

a) Field Functions :-
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Assists the ADH in conducting the survey for selection of elite plant ma-
terial i.e., healthy, disease free, pedigree mother plants.

Helps the ADH in the identification of varieties suitable for different
agroclimatic regions of the State.

Assists the ADH in collecting and bringing plant material identified for
multiplication.

Assists the ADH in the distribution of tissue culture plants to different
districts depending upon their requirement.

Attend seminars and trainings on biotechnology.

Helps the ADH in conduction of training programmes to the interested
farmers and other needy persons.

b) Desk Functions or Lab Functions :-

Assists the ADH in the preparation of annual plan for production of plant
material to engage the lab round the year to cater the needs of the farm-
ers.

Assists the ADH in collection of the information from the district officers
about the crop wise and varisties wise equipment of plant material.

Assists the ADH in ensuring proper transfer of material to Green House
forwarding.

Heips the ADH in the maintenance of progeny block (parent).
c) Statutory Functions :- Nil

Jurisdiction :-

Laboratory and green house.

Enactments, Rules, Regulations to be followed:  Nil
Critical Provisions:-

Nil, since there are no enactments to be followed.

Whom to approach:-

Inter Department :-

Station Director, AIR, Project Directors of DRDA, DPAP, Project officers
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of ITDAs in places, where ITDAs exists, Scientists of Agricultural Re-
search Stations, District Tribal Welfare Officer.

Intra Department:- DH/CH

Administrative accountability:- To DH/CH through ADH Concerned.
Quantification of work - Output :

Responsible for over all production of the plant material of good quality.

Responsible for achieving the physical and financial targets under all
horticulture schemes in time bound manner.

Responsible for ensuring the proper distribution of plant material to the
targeted groups in time bound manner.

Periodical Reporting :

Helps the ADH in submitting monthly progress reports pertaining to pro-
duction and distribution of plant material.

List of Registers to be Maintained : Nil
Forms of Correspondence :

Follow normal rules of correspondence as prescribed in the district of-
fice manual. No way related to issue of certificate of any kind.

Possible Areas of Interface :

Horticulturists, Scientists of Horticultural Research Station and Agricul-
tural Universities and the related Government of India Agencies.
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Origin of the Post :

The post has originated through G.0.Ms.No.304, Food & Agriculture
(30th June) 1981.

The post is created to advise and assist the Director of Horticulture in
matters of non-technical nature such as Administrative, Public Services,
office procedures accounts and audit, as the person posted in the post
is senior most ministerial member who gained sufficient experience,
knowledge in application of rules and procedures.

Guide the sub-ordinate staff in matter of all non-technical nature of du-
ties and functions in the administration.

He will also assist the Director of Horticulture, for implementation of rules
and procedures correctly and in case of any doubt, the doubts will be
clarified.

He will assist the Director of Horticulture to maintain discipline in the
administration, maintenance of office record room and record properly
and strictly in accordance with the procedures laid down in different rules/
codes and Acts etc.

He will also assist the Director of Horticulture, in all disciplinary/ embez-
zlement/ misappropriation/PAC cases for passing appropriate orders and
submission of replies in respect of items reflected in PAC reports of the
Department.

He will assist the Director of Horticulture, proper maintenance of Roster
Registers/ personal files/property statement and all establishment reg-
isters.

He will also assist the Director of Horticulture, to file counter affidavits in
A.P.A.T. and Higher Court.

Dr. M.C.R.H.R.D Institute of Andhra Pradesh




FUNCTIONARY MANUAL ESTABLISHMENT SECTION

xi)
Xii)

Xiii)

93

Position with in the organisation

He is the personal assistant to the Director of Horticulture as far as ad-
ministrative aspects are concerned and interact with district level ad-
ministration for effective functioning of the Offices.

Functions :
a) Field functions :

The functions of the Administrative Officer shall confine to mainly to
office. But, in case of necessity, he will follow the Director of Horticulture
or other senior officers to districts to deal with the case of misappropria-
tion/Embezzelement cases.

b) Desk Functions :-
files in respect of the processing of the following subjects:
Recruitment/appointments to all categories of posts in the Department.

Appointments of all categories of posts above the level of Junior Assts.,
under Automatic advancement Scheme.

Regularisation of Services of all categories of posts other than district
level categories.

Extension/Declaration of Probations.
Preparation of panels and issue of promotions

Deputation of staff to other Institutions/Agencies/Departments and for-
eign service.

Sanction of leaves other than casual leave and compensation leave.
Sanction of additional charge pay under F.R.49.
Verification of Anticidents Reports

Maintenance of Confidential Reports/Record Sheets to Non-Gazetted
staff.

Regularisation of periods of compulsory wait for postings.
Issue of No objection Certificates to go abroad to all officers and staff

Issue of N.D.C. in respect of all retired Officers.
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Issue of retirement notices
Office orders other than Turn duty.
Scrutiny of P.Rs. of all staff working in Estt.| Section.

Preparation and communication and maintenance of preliminary sen-
iority lists and final seniority lists of all categories of employees in the
Department.

Maintenance of Roster Registers in respect of all categories for which
the Director of Horticulture is the appointing authority including Class IV
in the Directorate.

Notification of vacancies to various recruiting agencies according to Act.
2/94 and Compulsory notification of Employment Act.

Absorption of Full Time Contingent employees/part time employees in
to regular Class IV

Prompt communication of adverse remarks if any to all concerned and
finalisation of appeals filed there under.

Transfers and postings including on counselling system.
Maintenance of Consolidated Periodical Register for the entire office.
Maintenance of all registers prescribed in D.O.M.

Amendments to Service Rules.

Preparation of Arrear list.

Verification of personal Registers/periodical registers and all registers
and records maintained by the Estt.| Section

xxviii) Maintenance of Attendance Registers of all Sections including Gazetted

XXiX)

IV.
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Officers of the Directorate,

Acceptance of resignations of all staff of Directorate, all Officers other
than district level posts.

Jurisdictions :

He has no independent jurisdiction to take any dicisions on any file ex-
cept sanction of Casual Leave to ministerial and Class IV and signing of
fair copies which are intended to the other Heads of Departments/Gov-
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ernment.

He has independent territorial jurisdiction. But he is only an assistant in
matters of non-technical nature of work.

Enactments

All normal Government Rules Financial, Treasury and Accounts Code/
D.0.M./ACT 2/94 AND ALL SERVICE RULES.

Critical Provisions : (I.E. General Rule 22 Of Apsss Rules, 96) Rule Of
Reservation/Rule 20 Of A.P.Civil Services (C.C. & A) Rules, 1991 And
Rule 9 And 10 Of A.P. Civil Services (Conduct) Rules, 1998,

Whom to Approach :

INTER DEPARTMENTAL: government pleaders/public prosecutors/ addl
public prosecutors/asst. public prosecutors and government.

INTRA DEPARTMENT: Director Of Horticulture, A.P,, Hyderabad/ Com-
missioner Of Horticulture, A.P., Hyderabad.

Administrative Accountability : he is accountable to the commissioner/
director of horticulture, in respect of ail matters connected, administra-
tion service matters/ office maintenance/ record maintenance/ discipline/
cases in the department/ office and prompt disposal of all files connected
to the above subjects.

Quantification of work - Output : no separate target for quantification
of work output; is prescribed. he is expected to process all files relating
to service management/ dealingwith disciplinary and/ embezzelement/
misappropriation case effectively and timely. updating the files and reg-
isters are the target for this posts.

Periodical Reporting :

No particular return is prescribed for this post. all periodical are of gen-
eral in nature,

List of Registers to be Maintained :
Not prescribed specifically.
Forms of Correspondence :

Follow methods of correspondence laid down in district offfice manual.
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no specific format for issuance of any certificate as this functionary was
not entrusted with such responsibility.

Possible Areas of Interface :

Government pleaders/ asst. govt. pleaders/ public prosecutors/ add!.
public prosecutors/ asst. public prosecutors: of different courts.
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Origin of the Post :

The post has originated through G.0.Ms.No.680, Food & Agriculture
Department, dt. 04-11-1994.

The post is created to advise assist the Director of Horticulture in mat-
ters of non-technical nature such as Administrative, Public Services, of-
fice procedures accounts and audit, as the person posted in the post is
seniormost ministerial member who gained sufficient experience, knowl-
edge in application of rules and procedures.

Guide the sub-ordinate staff in matter of all non-technical nature of du-
ties and functions in the administration.

He will also assist the Director of Horticulture, forimplementation of rules
and procedures correctly and in case of any doubt, the doubts will be
clarified.

He will assist the Director of Horticuiture to maintain discipline in the
administration, maintenance of office record room and record properly
and strictly in accordance with the procedures laid down in different rules/
codes and Acts etc.

He will also assist the Director of Horticulture, in all disciplinary/ embez-
zlement/ misappropriation/PAC cases for passing appropriate orders and
submission of replies in respect of items reflected in PAC reports of the
Department.

He will assist the Director of Horticulture, proper maintenance of Roster
Registers/ personal files/property statement and all establishment reg-
isters.
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He will also assist the Director of Horticulture, to file counter affidavits in
A.P.A.T. and Higher Court.

Position with in the organisation

He is the personal assistant to the Director of Horticulture as far as ad-
ministrative aspects are concerned and interact with district level ad-
ministration for effective functioning of the Offices.

Functions :

Field functions: The functions of the Administrative Officer shall con-
fine to mainly to office. But, in case of necessity, he will follow the Direc-
tor of Horticulture or other senior officers to districts to deal with the case
of misappropriation/Embezzelement cases.

Desk Functions: files in respect of the processing of the following sub-
jects:

All disciplinary/ Embezzlement/ misappropriation cases including court
cases connected to the above cases.

Sanction of ieaves to all categories of employees including staff working
in moffusil other than district level posts and H.Os. upto 30 days by
ADHs/DDHs concerned without substitutes.

Reimbursement of Medical expenses to employees and Officers.
Official language

Exemption from passing of language test.

Annual office inspections of all Heads of Offices

Selection and sponsoring of candidates to study B.Sc.(Hort.) and
M.Sc.(Hort.) to ANGRAU.

Maintenance of property statements in respect of categories of employ-
ees above the record category in head office and H.Os. and above cat-
egory of officers of Moffusil.

Sanction of advance increments for possessing Higher qualifications
Sanction of incentive increments under family welfare programme.

Maintenance of casual leave account of all Officers of Directorate & ADHs
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& DDHs of moffusil Offices.

Maintenance of Turn duty and issue of turn duties.

Vigilence cases/A.C.B. cases.

Scruitiny of P.Rs. of all staff working in Estt.ll Section.

Permission to acquire/dispose of movable/iImmovable/ foreign goods.
Permission to study morning and Evening colleges.

Maintenance of Stationery and printed forms Register.

Mainttenance of record room

Destruction of riped records

Maintenance of Telephonesf/installation of new telephones and corre-
spondence connected to Telephones.

Purchase of stationery modern office equipment/furniture and all tem-
porary/ permanent dead stock to the Department.

Write off of negative differences.
Wrrite of values of articles torn by wear and tear
Write of irrecoverable amounts misappropriated/embezzeled

Passing of recovery orders from Officers and staff if any loss to Gowt. is
sustained due to fraud/negligence etc.

Jurisdictions :

He has no independent jurisdiction to take any dicisions on any file ex-
cept sanction of Casuai Leave to ministerial and Class IV and signing of
fair copies which are intended to the other Heads of Departments/Gov-
ernment. He has independent territorial jurisdiction. But he is only an
assistant in matters of non-technical nature of work,

Enactments,

All normal Government Rules Financial, Treasury and Accounts Code/
D.O.M.JACT 2/94 AND ALL SERVICE RULES.vi. critical provisions: (i.e.
general rule 22 of apsss rules, 96) rule of reservation/rule 20 of a.p.civil
services (c.c. & a) rules, 1991 and rule 9 and 10 of a.p. civil services
(conduct) rules, 1998.
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Whom to Approach :

inter departmental: government pleaders/public prosecutors/ addl pub-
lic prosecutors/asst. public prosecutors and government.

intra department: director of horticulture, a.p., hyderabad/ commissioner
of horticulture, a.p., hyderabad.

Adrftinistrative Accountability : he is accountable to the commissioner/
director of horticulture, in respect of all matters connected, administra-
tion service matters/ office maintenance/ record maintenance/ discipline/
cases in the department/ office and prompt disposal of all files connected
to the above subjects.

Quantification of work - Output : no separate target for quantification
of work output; is prescribed. he is expected to process all files relating
to service management/ dealingwith disciplinary and/ embezzelement/
misappropriation case effectively and timely. updating the files and reg-
isters are the target for this posts.

Periodical Reporting : no particular return is prescribed for this post.
all periodical are of general in nature.

List of Registers to be Maintained : not prescribed specifically.

Forms of Correspondence : follow methods of correspondence laid
down in district offfice manual. no specific format for issuance of any
certificate as this functionary was not entrusted with such responsibility.

Possible Areas of Interface : government pleaders/ asst. govt. pleaders/
public prosecutors/ addl. public prosecutors/ asst. public prosecutors: of
different courts.

INSTRUCTIONS ON OBSERVANCE OF COURTESIES IN DEALING
WITH MEMBERS OF PARLIAMENT AND STATE LEGESLATURE.

REQUEST FOR INFORMATION FROM THE MEMBERS OF PARLIA-
MENT AND STATE LEGISLATURE:

When a request for information is received from members of parliament
or state Legislature, on details of administration or any other factual
information, the officer should immediately acknowledge it in a letter
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and tell the member that a reply would be sent shortly and accordingly
send it as soon as possible. However, in matters pertaining to services,
no reply need be sent.

INTERVIEW WITH OFFICERS:

When a member of the Parliament or state legislature comes to see
him, an officer should raise from his seat to receive the member and to
see him off.

For purposes of interview, member of parliament and members of State
Legislature should be given preference over other visitors, and in very
rare cases where an officer is unable to see a member of Parliament or
state legislature, at a time about which he had no previous notice, the
position should be politely explained to the member and another ap-
pointment fixed in consulation with him.

Where for unavoidable reasons, which should not arise, the officers are
unable to grant interviews to members of the State Legislature and Par-
liament during office hours even though it be beyond the hours fixed for
interview, they should be so intimated politely only at the instance of
interviewing officers and not by the steno or receptionists of their own
accord.

PUBLIC FUNCTIONS - INTIMATION OF ARRANGEMENT OF SEATS:

At public functions, seats befitting their position should be reserved for
members of parliamnet and State Legislature. Where any such function
is presided over by an Officer. Members of the Parliament and State
Legislature present should be given seats on the dias.

Invitations for such functions, if not printed, should be.in the form of
demi-official letters addressed by the highest officer arranging the func-
tion and should be politely worded. When any meeting convened by
Government is to be attended by Members of State Legislature and
Parliament, special care should be taken to see that notice is given to
them in good time regarding the date, time, venue etc., of the meeting
and it should be ensured that there is no slip in any matter of detail,
however minor it may be.
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In public functions prominence should be given to Legislators, and non-
officials. (Govt. Memo No.303/Ser.C/91-1, dated: 27-08-1991 of Gen-
eral Administration (Ser.C) Dep;artment)

RESTRICTIONS TO ATTEND FUNCTIONS ARRANGED BY NON-OF-
FICIALS INVOLVED IN CRIMINAL OR CIVIL OFFENCES AGAINST
STATE:

The Government Officers should not associate themselves with func-
tions arranged by person involved in Criminal or Civil offences against
the State. (Govt. Memo NO.301/Ser-C/, dated: 11-04-1984 of G.A. (Ser.C)
Dept.)

FURTHER INSTRUCTIONS ON EXTENSION OF PROPER RE-
SPONSE BY OFFICERS TOWARDS MEMBERS OF PARLIAMENT AND
LEGISLATURE:

CONTACT WITH OFFICIALS OVER TELEPHONE:

When M.L.As. or M.Ps. make a telephone to officer and that when re-
quired officer is not available, the reciever of the phone shall take the
telephone number of the peoples representatives and telephone to him/
her when the officer is availabie for communication. (Govt. Memo No.165/
Ser-C/85-1, dated 27-2-1985 of G.A.(Ser.C) Dept.)

The Officers should show due courtesies towards M.L.As., M.Ps. by
promptly acknowledging their letters. Any communication received from
them should be replied with utmost expedition. In cases, where it is not
possible to send a full reply to the Member, an interim reply should be
sent acknowledging the receipt of the letter indicating whereever possi-
ble, the action initiated thereon. The final reply should follow quickly.
(Govt. Memo No.490/Ser-C/85-2, dated 1-8-1985 of G.A. (Ser.C) Dept.)

The functions of the leaders of the opposition are confined to the Legis-
lature and they do not transact any Government business and discharge
executive functions in accordance with the provisions contained in the
Constitution of India, the Business Rules and the Secretariat Instruc-
tions framed thereunder. Therefore no official meetings can be convened
to be addressed by them and the presence of the Officers at that time
would not arise. On the same anology it has been decided that officers
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need not attend the meetings if any, convened by the Members of Leg-
islature. (Govt. Memo No.400/Ser-C/85-1, dated 10-10-1985 of GA (Ser-

C) Dept.)

Whenever, a decision on the request of the Legislature is likely to take
some time, the interim reply should be sent to the MLA/MPs within a
month of receipt of the representation indicating the present stage and
the probable time by which a decision would be possible. (Govt. Memo
No.507/Ser-C/89-1, dated 24-04-1989 of G.A. (Ser.C) Dept.)

Letters received from members of Parliament and State Legislatures
should be acknowledged promptly. All such letters should receive care-
ful consideration and should funish to members of Parliament and should
be responded to at an appropriate level and expeditiously. The officer
should furnish to members of Parliament and of State Legislatures when
asked for, such information or statistics relating to matters of local im-
portance as are readily available and are not confidential. In doubtful
cases instructions should be taken from a higher authority before refus-
ing request.

The Officers should ensure that in a public function organised by any of
its offices in any part of the country the members of Parliament/State
Legislatures of the area are invariably invited and entry passes wher-
ever necessary are sent to them in advance to avoid any inconvenience
to them in this regard.

The Officers should ensure that while addressing communications to
the members of Parliament, proper protocol confirming to their position
in the warrant of precedence (copy enclosed) should be observed. In all
official correspondence where the name of an MP is to appear alongwith
others, the name should be listed according to the position assigned to
the MPs in the warrant of Precedence. Care should also be taken to
address each of the as member of Parliament (or MP) and not as mem-
ber of Lok Sabha or Member of Rajya Sabha. They may be addressed
as Member of Parliament or MP {Lok Sabha)/Rajyasabha)

(Lr.No.11013/2/92-Estt. (A) dated 21-12-1992 of Govt. of India Ministry
of Personnel, P.G. & Pensions. (Department of Perasonnel & Training.
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New Delhi) and Endt. No.3/Genl.C/93-1, dated 20-1-1993 of G.A. (Ser.C)
Dept.)

As per Rule '3-B' of A.P. Civil Services (Conduct) Rules, 1998 issued in
G.0.Ms.No.72, G.A. (Ser.C) Dept., dt. 3-3-1998, no Government serv-
ant shall (a) in the performance of his official duties, act in a discourte-
ous manner (b) in his official dealings with the public or other wise adopt
dlatory tactics or wilfully cause delays in disposal of the work assigned
to him.

The following two principles shall be borne in mind while extending cour-
tesies to MPs/Legislatures:

that Government servants should show courtesy and considerations to
members of parliament and of State Legislature and ii) that while they
should consider, carefully or listen patiently to what the members of par-
liament and of State Legislatures may have to say, they should always
act according to their own best judgement.

In cases, however, where an officer is unable to acede to the request or
suggestions of a member, the reasons for his inability to do so should be
courteously explained to the member.

Small gestures have symbolic value and officers should therefore, be
meticulously correct and courteous in their dealings with members of
Parliament and of State Legislatures.

SEATING ARRANGEMENTS TO MPs & MLAs:

d)
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To avoid inconvenience to members of Parliament and of State Legisla-
tures who may come late, the block seats meant for them should be
kept reserved till the end of the function and should not be occupied by
other person, even though they may be vacant. The seats provided for
them should be atleast as comfortable and as prominently placed as
those for officials. (N0.25/19/64-Estt (A) dated 8-11-1974 of Government
of India/Bharat Sarkar/Cabinet Secretariat/Mantrimandal Sachivalaya,
Department of Personnel & Administrative reforms New Delhi).
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ACCOUNTS SECTION
ACCOUNTS OFFICER

I Origin of the Post :

Separate Accounts Branch was created in Directorate of Horticulture
with the personnel belongs to Treasuries and Accounts Department in
G.0.Ms.No. 196 Fin. & Plg. (FW Admn. | ) Dept. Dt. 18-6-87.

With the following Staff to look after Audit and Accounts of Horticulture

Department exclusivesly.

i) Accounts Officer - One post
i) Asst. Accounts Officer - One post
iii}) Jr. Accounts Officers - Four posts
iv) Senior Accountants - Six posts
v)  JrAccountant - One post
vi)  Typist - One post

1) The post was created to assist the Head of the Department in financial
and accounts matters and he is a financial advisor of the Head of the
department and work under the administrative control of the Head of
the Department.

2) He/She will have right to express freely his/her opinion on all files involv-
ing financial implications. The Accounts Officer shall also offer advice to
his/her own initiative wherever he/she consider that such advice is nec-
essary to prevent the commission of any financial irregularity.

Position with in the organisation

The Accounts Officer shall be the Deputy Head of the Department as far
as financial and accounts matters are concerned, and assist the head of
the department in financial, accounts and audit matters.
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Functions :
a} Field Functions:

The Accounts Officer shall supervise the audit of accounts of all heads
of offices of the department and ensure proper maintenance of accounts
at all levels of functionaries in the department, and responsible for over-
all supervision and effective and proper maintenance of Accounts in the
department on behalf of the Head of the Department.

b) Desk Functions :

The Accounts Officer shall supervise the audit of accounts of the depart-
ment and ensure proper functioning of Accounts Branch in the Directo-
rate. If any misappropriation /embazzlement/multification of accounts
where Government sustained loss of more than Rs.800/- is noticed dur-
ing audit it shall be brought to the notice of the Head of the Department/
A.G./Govt.

The Accounts Officer shall arrange timely and regular audit of accounts
of all Heads offices in the State in Horticuiture Department every year
and disposal of inspection reports, draft paras in Comptroller of Audit
General reports/Accountant General's Inspection reports and depart-
mental audit reports.

The Accounts Officer has to arrange preparation of Number Statements
Budget Estimates/Revised Budget Estimates/Material Alteration state-
ment Excess and Savings statements.

Release of budget grants under Plan/Non-Plan and the relevant files
have to be maintained in  Accounts Branch.

Preparation of proposals for supplementary grants/re-appropriation and
to ensure timely preparation of savings and excess.

Reconciliation of Departmental figures with those booked by Treasury
every month.

Obtain reconciled statements of expenditure and receipts every month
from all Drawing Officers and review the expenditure.

He/she competent to sanction any kind of regular leave without limita-
tion upto the category of Sr.Accountants and upto 60 days in respect of
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Jr. Accounts Officers.
Supervise the work and performance of the internal audit parties.

Undertake tours of various sub-ordinate officers at least 5 days in a
month with the permission of the Head of the Department.

E'xercise control and ensure that complete accounts of the whole de-
partment are maintained in the Accounts Branch.

Responsible to see that detailed contingent bills are sent to the Account-
ant General in time and to bring the cases of delay to the notice of the
Head of Department.

Responsible for watching expenditious disposal of pension cases within
the department.

For this purpose; he / she should obtain periodical returns from all heads

of offices in prescribed form and to pursue them at every stage ftill their
finalisation.

Advise the Head of the Department and commiltes constituted under
the powers delegated to the Head-efttte Department in respect of pur-
chase of Stores/Articles. He has to be a member of the Departmental
Store Purchase Committee, where constitutgd, and also for condemna-
tion /disposal and Auction Committee.

Tender advise regarding procedure to bé adopted in all the above: case.

Deal with all matters relating to the Public Accounts Committee rig'ht
from the time a draft para and draft appropriation accounts and audit
reports are received till evidence is tendered before the P.A.C. He shall
personally assist the Head of the Department and later Secretary to
Government who are only the authorities to tender evidence before
PA.C..

Tender his/her advice on the files referred by the Head of the Depart-
ment on pension/leave and other establishment cases.

Initiate annual appraisal and performance reports of the staff posted in
Accounts Branches.

He/She shall accept the decisions of the Head of the Department and
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action taken on them

In case the advice is given to a Gazetted Officer regarding his personal
claims is not accepted by the Head of the Department concerned and if
the Accounts Officer considers the decision of the Head of the Depart-
ment is not in conformity with the rules and regulations in force, he/she
shall enter the particulars in a register to be maintained in the form given
below and submit it to the Head of the Department concerned so that
the later, may have an opportunity of reconsidering his orders. Extracts
from this register in respect of items regarding which the difference of
opinion has persisted should be sent quarterly to the Director of Treas-
uries & Accounts on 5th January, April July and October.

Ensure maintenance of Accounts of the Department properly and effec-
tively.

Fixation of Pay of the employees of Office of the Commissioner of Hor-
ticulture.

Release of Increments to all Gazetted Officers.

Establishment matters and correspondence with Director of Treasuries
and Accounts.

Processing of files for sanction of Loans and Advances.

Processing of files related to sanction of Pension and pensionary ben-
efits in advance.

Processing of files related to final payment/part final payment/tempo-
rary advances of G.P.F.

Maintenance of attendance register and other registers prescribed in
D.OM.

All files relating to Public Accounts Committee.

Appropriation of Accounts and Comptroller & Audit General Reports.
Inspection files of Director of Treasuries and Accounts.

Inward and outward work of Accounts Branch.

EXTERNALLY AIDED PROJECTS AND CENTRALLY SPONSORED
SCHEMES:
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Preperation of cost of components of Projects financed by external agen-
cies and Centrally Sponsored Schemes and preperation of Project re-
imbursement claims and to obtain audit certificate for the project ac-

counts.

Maintenance of full cadre streng:h particulars under Non-Plan with sup-
porting Government orders year after year and alert the Pay and Ac-
counts Office/District Treasury Offices not to allow the pay and allow-
ances if the further continuance has not come or if the existing posts are

abolished.
Statutory Functions: Nil.
Jurisdictions :- Head quarters.

Enactments, Rules and Regulations to be followed :
NIL

Critical Provisions : NIL
Whom to Approach :
INTER DEPARTMENTAL:

Director of Treasuries and Accounts/Finance Department/Planning De-
partment/Agri. & Coop. Dept/G.A.Services Dept. in Secretariat/A.G's
Office/PAO Office, Dist. Treasury Officers.

INTRA DEPARTMENTAL: To D.H./C.H.
Administrative Accountability :

To D.H/CH.

Quantification of work - Output :

No separate target for quantification of work output is prescribed. He/
She is expected to process all accounts/audit and financial files/pension
case/proper management of accounts branch for effective functioning
of the department in respact of audit and accounts.

Periodical Reporting :
All accounts periodicals prescribed in Budget Manual and Treasury Code.

List of Registers to be Maintained : All registers prescribed in D.O.M
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Xil.

Xl

and Treasury Code in the formats prescribed therein.

Forms of Correspondence : HE/SHE shall follow methods of corre-
spondence is laid down in D.O.M.

Possible Areas of Interface : Accountant General/Pay and Accounts
Office/District Treasury Offices/All connected departments in Secretariat.

ASSISTANT ACCOUNTS OFFICER
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Origin of the Post :

Separate Accounts Branch was created in Directorate of Horticulture
with personnel belongs to Treasuries and Accounts Department in
G.O.Rt.No. 361 F&A (Agri. Il) Dept. Dt. 13-2-92.

To look after Audit, Accounts and financial matters of Horticulture De-
partment exclusively and this is one of the post sanctioned to the Ac-
counts Branch.

This post was created along with other posts of Accounts Branch to
assist the Accounts Officer and head of department to assist in Drawing
and Disbursing matters of the department.

He/She will assist the Accounts Officer and look after all Accounts mat-
ters at Head quarters office.

Position with in the organisation :

The Asst.Accounts Officer is a direct subordinate to the Accounts Officer
of the Accounts Branch

And Head of the Department in accounts matters connected to the Head-
quarters office.

Functions :
A) Field Functions :- NIL

B) Desk Functions : His immediate supervisory officer is Accounts Of-
ficer and he should attend to all other itmes of work entrusted by Ac-
counts Officer in addition to the following items of work

Drawing and Disbursing Officer, Office of the Commissioner of Horticul-
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ture, Hyderabad.

Submission of detailed contingent bills in time to pay and Accounts
Officer/Accountant Genral, A.P., Hyderabad and to bring cases of delay
to the notice of Head of Department.

Release of increments upto the jevel of non-Gazetted category and main-
tenance of Service Registers.

Processing of files related to Final payment part final payment/tempo-
rary advance of GPF upto the level of Sr.Assts.

Reconciliation of Departmental Figures with PAO.

Preparation of ali kinds of bills including arrear bills and arrange prompt
payments Scrutiny and

Proper maintenance of Cash accounts in the office.
Settlement of TA bills and LTC bills promptly.
Jurisdictions :

He/She has no independent jurisdiction to take any independent deci-
sion on any file except with the orders of Head of the Department/Ac-
counts officer.

He/She has no independent territorial jurisdiction.
Enactments, Rules and Regulations to be followed : NIL
Critical Provisions : NIL

Whom to Approach :

INTER DEPARTMENTAL

D.T.A/A.G.A. P, Hyderabad/PAO and Finance Department/Planning De-
partment and Agril and Cooperation Department in Secretariat.

INTRA DEPARTMENTAL: ACCOUNTS OFFICER.
Administrative Accountability :

He/She is accountable to the Head of the Department and Accounts
officer of the Commissionerate in respect of all Contingent bills & ar-
rears bills.
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IX.

Xl.

Xili.

XIll,

Quantification of work - Output :

No separate target or quantification of work out put is prescrihed.
Periodical Reporting :

All accounts periodicals prescribed in Budget manual and Treasury Code.

List of Registers to be Maintained : Secrutiny of all registers pre-
scribed in D.O.M And Treasury code in prescribed formats and ensure
proper maintenance.

Forms of Correspondence :
He/She shall follow methods of correspondence as laid down in D.O.M.
Possible Areas of Interface :

Accountant General/Pay and Accounts office/Dist. Treasury Offices and
all connected departments in Secretariat/Director of Treasuries and Ac-
counts.

SENIOR ACCOUNTANTS (AUDIT)
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Origin of the Post :

Separate Accounts Branch was created in Directorate of Horticulture
with the personnel belongs to Treasuries and Accounts Department in
G.O.Rt.No. 361 F& A (agri. I)Dept.Dt. 13-2-92.

To look after Audit/Accounts and financial matters of Horticulture De-
partment exclusively and these posts are part of the total cadre strength
of the Accounts Branch.

These two posts are created to assist the Jr.Accounts officer to conduct
departmental audit of the accounts of Heads Offices of the Department
of Horticulture including Hars. Office.

Position with in the organisation

Sr. Accountants are direct sub-ordinates to Jr. Accounts Officers. They
should work under the direct supervision of the Jr. Accounts Officers
(Audit). They shall assist the Jr. Accounts Officers (Audit) in effective
conduct of audit of accounts of all heads offices of the department.
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A) Field Functions :-

To assist/the Jr.Accounts officers in conducting audit of accounts of heads
of offices in their respective areas of operation fixed and allotted by the
HOD and guide the departmental officers in proper maintenance of ac-
counts strictly in conformity with the rules laid down in different code

rules.
B) Desk Functions :

During their period of stay at Headquarters, they should attend to audit
reports and any other item of work entrusted by the Accounts Officer/
HOD specifically.

Jurisdictions :

AUD!T PART |:  All Heads of offices of Horticulture Department located
in Andhra Region.

AUDIT PARTY LI

All Heads of offices of Horticulture Department located in Rayalaseema
and Telangana Region.

Enactments, nil
Critical Provisions : nil

Whom to Approach : Jr. Accounts Officer/Accounts Officer of the
Commissionerate.

Administrative Accountability :: Accountable to Jr. Accounts Officer/
Accounts Officer and Head of the Department.

Quantification of work - Output : Completion of audit under the guid-
ance of Jr. Accounts Officer as per time schedule given by the Accounts
Officer.

Periodical Reporting : NIL
List of Registers to be Maintained : NIL
Forms of Correspondence :

Audit shall be conducted and inspection notes has to be prepared and
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XIil.

L.

submitted to the Head of the Department through Accounts Officer.
Possible Areas of Interface :

Jr. Accounts Officer/Accounts Officer/Concerned Scheme sections of
Head of the Department.

Origin of the Post :

Separate Accounts Branch was created in Directorate of Horticulture
with the personnel belongs to Treasuries and Accounts Department in
G.O.Rt.No. 361 F& A (Agri. 11} Dept. Dt. 13-2-92.

To look after Audit/Accounts and financial matters of Horticulture De-
partment exclusively and these posts are part of the total cadre strength
of the Accounts Branch.

These two posts were created to conduct Audit of accounts of all offices
in the department in Govt. Memo.No. and guide the departmental offic-
ers in proper maintenance of accounts Registers and Records in con-
formity with the procedures and code rules.

Position with in the organisation

The Junior Accounts Officers are direct subordinates to Accounts Of-
ficer of the Horticuiture Department and they are expected to attend to
conduct of Audit of accounts of department maintained by the depart-
mental officers. They will be assisted by one Senior Accountant to each.

Functions :
A) Field Functions :-

To conduct audit of accounts being maintained by all officers of the De-
partment (Heads of Offices) as per schedule of programme approved
by the HOD and guide them in proper maintenance of accounts strictly
in formity with the rules laid down in different Code rules. If any misap-
propriation, embazzlement, of classification is noticed immediately it
should be brought to the notice of Accounts Officer to take further action
in the matter.
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