Dr.B.R.AMBEDKAR OPEN UNIVERSITY

Audio Visual Production & Research Centre

Hyderabad.

Prof.Y.V.Umapathi Varma

Director
Lr.No. 1972/AVPRC/2004.




     Date.  01.01.2005

ORDERS

Sub:- AVPRC- Certain changes in the present work allotment of  Producers/ 

                      Production Assts. – Orders – Issued – Reg.

            Ref:- 1. V.C. Orders dated 01.01.2005.

                     2. This office orders No.374/AVPRC/304/95-96.






   *        *       *

         In super session of  the orders issued in  the reference cited, the work allotment relating  to production of Radio, Audio, Video  and Teleconference Programmes of the Programme Officers/Staff  is revised with immediate effect and will be in force until further orders.

Production Unit-I

     Sri C.V.RangaRao, Dy. Director (P)  shall look after the following items of work under the direct supervision of Director.

(a) Coordinate/Supervise Booking of talents/Professionals/Support staff  for  all the units of production and to  release  payments and  monitor the arrangements for  production activity for smooth conduct and transmission of radio/television/live teleconference activities.     

(b) Preparation  of annual  targets of production for approvals by the competent authority. Also assist in preparation of notes/reports, if required  by Admn/Accounts. 

(c) Prepartion of  duty charts for production activity  with the assistance  from respective Producers  and for  outdoor recordings/coverages, misc  programmes, if any.

(d) Assist the Director  in conducting short duration training/orientation programmes.

(e) Coordinate the works related to the programme support services like graphics, scenic design, makeup etc., including general coordination of production units.

(f) Production related correspondence and  production/editing of radio/video lessons including organising teleconferencing through AIR/Doordarshan/Mana TV as and when necessary.

(g) Any other work  assigned to him  by the Director/Rector/V.C.

     Sri U.Ramamohan Rao, rodn. Asst.    shall assist D.D (P) in the programme 

production/transmission and other related activities under a to g above including maintenance of  records as necessary. 

     All   the Producers/Prodn. Assts/Cameraman/Light Asst./Floor Asst. shall be working   

under the  direct control of  D.D(P) and hence all the files/ correspondence/leave applications  etc  shall be routed through D.D(P). The   Admn.   Staff  will  assist  him  in all  programme   production  related  administration/finance matters  including  release  of  payments  to Artists/Professionals  on time.

Production Unit-II

   Dr.T.Krushna Rao, Dy.Director(V)-   shall look after the following items  of programme production work under the supervision of Dy.Director(P)/Director.

(a) Production related correspondence/arrangements and conducting live

teleconferencing  programmes through Mana T.V including production/editing of video lessons for Mana T.V  telecast, as and when required.  

(b) Booking talents, namely, Resource Persons, Professionals/Artists as required in the programmes.  Also prepare the programme proposals  together with budget for the same for getting approvals from to time.

(c) Coordinate with technical wing arranging  technical facilities for studio/outdoor shooting as per the  production schedules drawn.

(d) Arranging programme support services like graphics, scenic design, makeup etc.

for the programmes planned.

(e)Preparation of transmission and recording (production) schedules (studio/outdoor)

relating  to Radio/broadcasts DD-8 and Mana TV Tele sessions including live 

teleconferencing/radio phone-in programmes in consultation with Director (Academic)/Deans of faculties.  He shall also coordinate the dispatch of programme capsules well in advance to DD-8/Mana TV and  All India Radio regularly.  Further  also coordinate all the contractual formalities and correspondence related  to transmission  with broadcast agencies from time to  time.

(f)   Production related correspondence and  production/editing of radio/audio lessons

 including organizing radio-phone-in programmes as required.

      (g)  He shall also look after the transport arrangements for production activity, 

      dispatch  of  broadcast/telecast tapes etc.  The drivers  attached  to the centre shall

       report to him for the transactions related transport arrangements including 

      drawing  petrol/diesel, maintenance of vehicles.  Supdt/JACT(I) shall assist him

            in  maintaining  the required records in the matter.

(h) Any   other  work assigned to him by the Dy.Director (P)/Director.  

Sri B.Srinivasulu, Pron. Asst. shall assist  him  in the  programme  

production/transmission and other related  activities under  a to  g above including  maintenance of   records  together with the producer concerned, as required.

Production Unit-III

     Sri K.S.R.Murthy, Producer (Sel.Gr) -shall look after the following  items of 

     programme  production work under the  supervision of Dy.Director (P)/Director.

 (a) Production related correspondence/arrangements and  Production/Editing of 

      video programmes (lessons)  for telecast through D.D-8 including organizing 

      live teleconferencing of lessons  as assigned from time to time.

 (b)Booking of talents, namely Resource Persons, Professionals/Artists as required for 

      the   production of  programmes.  He will also   prepare the programme proposals 

      together with budget for the same for getting approvals from time to time.

       (c) Arranging technical facilities for studio/outdoor recording  for   the productions 

             proposed following the schedules drawn.

       (d) Arranging programme support services like graphics, scenic design, make up etc 

             for the programmes planned

(e) Maintenance of  transmission details/records in the form of  log  book regularly 

pertaining  to Radio/DD-8/Mana TV broadcast both pre recorded and live programmes.

(f) Production related correspondence and production/editing of radio/audio    

lessons including organizing  radio-phone-in  programmes as required.

(g) Supervise/coordinate the transactions of Audio/Video tapes procurement, 

      receipts and issues  assigned to JACT concerned Unit-ADMN-III.

 (h)Any other work as   assigned to him by the Dy.Director (P)/Director.

    Smt.N.YasodaDevi,  Prodn. Ast.  shall assist him in the programme  

production/transmission and other related  activities under a to g  above including maintenance of   records together with the producer concerned, as necessary.

Production  Unit-IV

    Sri  K.Damodaram,Producer (Sr. Scale)  shall look after the following items of work under the direct supervision of Dy.Director(P)/Director.

(a) Production related correspondence/arrangements and production/editing of video lessons, for telecast through D.D-8 including organizing live teleconferencing of lessons  as assigned from time to time.

(b) Booking of talents, namely,  Resource Persons, Professionals/Artists, as  required in the programmes planned.  He shall also prepare programme proposals  together with budget for the same for getting approvals.

(c) Arranging  technical facilities for studio/outdoor shooting  as per the schedules drawn for the programmes assigned.

(d) Arranging  programme support services  like graphics, scenic design, make up etc. for the  programmes planned.

(e) He shall coordinate the availability and usage of production requisitions pertinent  to all the  stages of Radio/TV  production and arrange to file them properly and Admn. Unit-IV JACT(II) shall assist him in  the maintenance of the required records in this regard.

(f) Production related correspondence and production/editing of radio/audio lessons

including  organizing radio-phone-in-programmes  as required.

(g) He will also look after the preparation of duplication of video tapes as required 

for Student/Study centers utilization including preparation of masters on Video/CD/DVD formats and updating a/v  programme directory etc.

      (h) Any other work as assigned to him by the Dy.Director (P)/Director.

                He is requested to engage  the services of Prodn. Asst.   as  and when  

             necessary   on assignment basis as per the  rates approved by the University.  He 

             will also  arrange to maintain programme production records as required.

      Production Unit-V  

          Smt. D.Udayani, Producer shall look after the following items of work under 

           the  direct supervision of Dy.Director (P)/Director.

(a) Production related  correspondence/arrangements and production and editing of radio/audio programmes for  broadcast through All  India Radio including organizing Radio-Phone-in Programmes as scheduled.

(b) Booking of talents, namely, Resource Persons, Voice Lenders etc.  as required in the programmes.  She will  obtain approvals  for the programme proposals together with the budget for releasing payments on time.

(c) Arranging technical facilities  for studio/outdoor recordings and editing work as

per the schedules drawn.

(d) Assist in preparation of Radio broadcast schedule with Dy.Director(AV)  and coordinate the timely dispatch of broad tapes to All India Radio.  Preparation of  audio master cassette tapes/CDs for duplication and  arrange to supply them to study centers as required

(e) Preparation and updation of audio/radio programme directory from time to time.

(f) Production related correspondence and production/editing of video lessons including organizing  teleconferencing  through  DD-8/Mana TV, as required

(g) Any other work assigned to her from time to time by Dy.Director (P)/Director.

       She is requested to engage the services  of  Prodn. Asst. on assignment basis as   and when required as per the  rates approved by the University.   She will also arrange to maintain programme production records as required.

EDT – Unit-I

 Prof.Y.V.Umapathi Varma, Professor (ET) shall  look after the following items

 of  work under the direct supervision of Director.

(a) Programme Research/Evaluation  relating to Radio/T.V lessons produced by the centre, duly obtaining necessary approvals.

(b) Programme formats/Academic content  related works  in consultation with the respective Faculties/GRADE/STUDENT SERVICES BRANCH.

(c) Assist  the Director (AVPRC) in the  preparation of  annual production targets along with D.D(P).

(d) Preview/review of Radio/Television programmes as necessary before or after 

       broadcast in  consultation  with Dy.Director(P)

(e) Design, develop  and  organize academic/extension education/training programmes in the filed  of education technology/audio visual education as approved.

(f) Production related correspondence and production/editing of radio/video  lessons including organizing live teleconferencing through AIR/Doordarshan/Mana  T.V

as and when necessary 

(g) Any other work assigned to him by the Director.

       Prof.(E.T) is requested  to  engage the services of  a  Prodn. Asst. as and when

 required on assignment basis as   per the rates approved by the University. He will also  arrange to maintain programme production/research related records as required.

     The services of  all  the production staff (Professor(E.T)/Dy. Directors/Producers/Production Assistants/Camera Man/Lighting  Assistant/Floor

Assistant/Technicians/Helpers), shall however, be utilized in audio/video, outdoor/indoor production and post production  activities as and when required.  They shall also be  required to attend the duties assigned on holidays and  or before or after office hours for conduct of teleconference programmes/other production work on rotation basis to meet the broadcast commitments. This arrangement  is made   temporarily to meet the transmission commitments on hand as scheduled.

       

                                                                                                                                 DIRECTOR









                             A.V.P.R.C

                                                                                                
To                                                                                                    

The  Persons  concerned

Copy to:

The Dy.Director (Prodn.) AVPRC for information

The Instrumentation  Engineer (Co)

The Steno to  Director(AVPRC) for information.

The Admn Section, AVPRC

Spare – (3)

                            Dr.B.R.AMBEDKAR OPEN UNIVERSITY

Audio Visual Production & Research Centre

Hyderabad.

Prof.Y.V.Umapathi Varma

Director
Lr.No. Dir/Spl-3/AVPRC/2004.




  Date.  09.11.2004

ORDERS

Sub:- AVPRC- Certain changes in the present work allotment of  Officers /Staff 

                      Working  in  Administration Unit – Orders –Issued –Reg.

<<<>>>

       
In supersession  of the orders issued earlier,  the work  allotment  relating to officers /staff of administration unit is revised with  immediate effect and will be in force until further  orders.

UNIT-ADMN (I)

   
 Sri M.Venkateshwar Naiek, Superintendent will  look  after  the following  items of work under the direct supervision of  Deputy Director (Production) / Director.

(a) Preparation of  annual/revised budget of  the centre and  attend to  the related activities in the matter including preparation of notes for EC/FC items/Annual reports/Convocation notes etc.

(b) Attending  to  audit objections  pertaining to the centre from time  to time.

   (c)  Assist  the  Prof.of Education Technology   in  coordinating  the  regular 

        preview/playback arrangements of Doordarshan/Mana T.V at  study centers.

(d) General/miscellaneous   correspondence relating  to other branches and from the outside  agencies, including IGNOU and  other open universities, if any.

(e) Supervision of  the work of  the  staff attached to  the general cleanliness, security etc. and class-IV employees .All the above   staff shall  work under his direct supervision.

(f) He will also supervise the work of administration staff  of the centre  as assigned.

         Maintenance of all the old records/ files/ general  registers  from time   to 

         time with proper indexing for future reference.

   (g)   All   general correspondence ‘from and to’ the Study Centres.

   (h)   Any  other work assigned   by the  Deputy Director,(Production)/Director.
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UNIT- ADMN- (II)

   
Mrs.T.R.Sashikala,  Sr Asst.will  look  after the following  items  of work under direct supervision  of Deputy Director (Production)/Director.

(a)  Correspondence/approvals/ files including requisitions/proformas relating   to 

production/and broadcast  of programmes through All India  Radio/        Doordarshan/Mana T.V

(b) Payments to Artists and professionals including  maintenance  of  other production

   related payments, advances  etc., And also maintain  records/registers for

      proper monitoring   of finance matters/production  schedules.

(c)  Staff   remunerations, if any, and  all other payments  connected with  daily wage 

      staff,  bus pass  reimbursement and  drawal, disbursal  and settlement   of monthly 

      advances drawn in the centre including drawal of imprest amount on settlement of 

      imprest account  by the unit ADMN(III)

(d)  Indents /requisitions to D.M.P,  University  Engineer, Computer   Centre etc.

(e)  Maintenance  of  personal files  of A.V.P.R.C staff, deputation  of  staff  to training / 

    workshops  etc.

(f)   Payments to DDK relating to transmission slots/Studios utilization and its

    reconciliation  from time to time.

 (g)  Any other work  assigned  from time to time. Deputy Director/Director.

UNIT  - ADMN-(III)

    
Mrs.N.Vijayalakshmi, JACT  will    look after the following items  of  work  under the  overall supervision of Supdt/I.E (K.L.P)/Dy. Director(Prodn)/Director. 

(a)  Files/records/registers/correspondence    relating to  studio equipment maintenance,

       video  tapes/C.D’s etc., and also assist the  Unit Production (IV)  in the 

       maintenance of  audio visual tapes/issues/receipts.. 

   (b) Typing/Computer typing work  of the ADMN-III including maintaining general

         correspondence records/files etc  pertinent to  Unit ADMN-III

   (c)  Processing repairs correspondence/files of the  production van 

         and Auto allotted to the centre, payment of diesel/petrol bills with assistance of 

         Drivers concerned.

   (d)  Receipts and issues of  stationery  and  postage  account maintenance.
(e)  Processing of  expenditure/bills of Imprest account  together with indents/ stock 

       entries as required.

   (f)   Payment  of  Studio  telephone bills and miscellaneous correspondence with 

study centers relating to technical facilities.

   (g)  Any  other   work  assigned from time to time by IE concerned/Supdt/Dy 

          Director(P)/Director.

…3

: 3 :

UNIT –ADMN-(IV)

 
Sri K.Koteswara Rao, JACT will   look  after the following  items of work  under the supervision of Superintendent/ I.E(KLP)/ Deputy Director(P) /Director.

(a) Inward and  outward   correspondence ,despatches, receipts distribution   day- to- day 

     systematically, including maintaining file movement  register and  distribution of 

     correspondence within  the   centre among the staff and officers.

(b)Maintenance of general  files/circulars/general  orders received from  various

     branches in a proper way including attending to  circulation of the above as  endorsed 

     by the officers. Register for opening new files  be maintained properly.

(c)  Inventory of office furniture,  repairs and maintenance etc., and also  attending to 

     miscellaneous correspondence from time to time.

(d)Attend  to typing/computer typing work of the Unit-ADMN-IV including 

     maintenance of all files/records  etc.,pertaining to Unit-ADMN-IV.

(e)Compilation/Despatch of radio, video, teleconference schedules to  study centers, 

     faculty members  from time to time, on time.

(f) Maintenance of Xerox Machine utilization/ maintenance and also typewriter 

      and   computer maintenance  together with required  utilization registers.

(g)  Any  other work  assigned from time to time by Supdt/Dy.Director/Director.

UNIT- ADMN-(V)
 
 Mrs.B.Rama Kumari, JACT (Steno) will look after the following items of work under the  direct  supervision of Director.

(a) Work  relating to  stenography  of  Director’s office.

(b) Correspondence relating to various branches from   the Director, meetings of the

committees and  other related  matters day to day.

      (c)   Processing Payment of bills pertaining  to Telephone in the  Director’s  

             office/Residence.

(d) Assist the director in the maintenance of  Late/early Permission  

      Registers/Telephone calls Register/Staff movement register/C.L’s, C.C.L.s  

      Registers, Monthly Leave Events etc., including holiday duties, duly connected 

      with the production, O.D’s  etc.,

(e) Assist the  Director  in maintaining duty charts/review reports of the monthly  

     production plans  including  technical operations.

(f) All  confidential  files of the staff.

   (g) Any  other work  assigned from time to time by the Director.

DIRECTOR




      A.V.P.R.C

To

The persons concerned

Copy to:

The Dy.Director (P), AVPRC

The Instrumentation Engineer(KLP) AVPRC

The Steno to  Director (AVPRC)    for information

Dr.B.R.Ambedkar Open  University

Audio Visual Production & Research Centre

Hyderabad.

Prof.Y.V.Umapathi Varma

Director
Lr.No.  1973 /AVPRC/2004.




              Date.01.01.2005

ORDERS

           Sub:-  AVPRC- Certain changes in the present work allotment of  Technical 

                     Officers/Staff/Orders/Issued- Reg.

          Ref:-   1.Vice-chancellors’s orders dated 01.01.2005






*        *       *

  1. In supersession  of the orders  issued earlier, the  work allotment relating to Technical  Officers/Staff   is revised with immediate  effect  and  will be in force until further orders.

Technical Unit -I

  2.  Sri K.L.Prasad , I.E, Sri U.H.Raghuramachandra I.E  and Sri M.Divakar, Technician shall look after  the following items of work  under  the  direct supervision of the Director. 

      (a) Coordinate  arrangements pertaining to  video/television production activities 

            including  teleconference  through D.D-8 and Mana T.V and  such other 

activities  pertaining to technical operations in the programme production.

       (b) Participate in  the technical operations pertaining to video/television 

             production as member of the production crew.  

       (c) Ensure proper  check for  technical  quality of programmes   produced  for   

             broadcast through  D.D.8/Mana T.V.

    (d) Look after Engineering duties connected with installation, operation and 

          maintenance  Radio/T.V production equipment as and when necessary.

    (e)  Maintenance  of the records pertinent to  utilization of audio video equipment  

         under their control regularly.

    (f)  Preserving/converting both audio and video programmes  available on tape  

          format (s) to CD/DVD form.

    (g) Coverage of programmes for news/record purpose and such other  

          miscellaneous  recordings as required from time to time.

    (h) Any other  work assigned by the Director from time to time.

  3.    Sri  S. Shanti Kumar, Helper and  Sri K.T.Rajasekhara Murthy, Helper shall    assist in the studios/outdoor shootings  for smooth conduct of production/transmission related activities. They shall also  assist  in the  upkeep of the studio neatly in the video unit i.e.  video  studio/MCR/Dubbing  Room etc.

Technical Unit-II

       4.   Sri  M.Sri  Krishna, Technician, shall   look   after the following items of work  

        under the  direct supervision of  I.E (Co)/Director.

(a) Technical operations relating  to  Radio/Audio productions,  including coordination of   technical  operations  pertaining   to  editing and mixing  of  Radio/Audio  programmes.  He shall  also maintain  required equipment utilization records/Files etc., pertaining to Radio/Audio.

(b) Ensure  proper technical  quality  check of the programmes produced  for broadcast through  All  India Radio  and  coordinate the transmission  activities   smoothly..  

(c) Identify  the requirement of new equipment/items for  procurement.

(d) Also initiate  necessary steps  for   equipment  maintenance in the  audio , audio  editing   setups in the  studio, on time.

(e) Engineering duties connected with installation, operation and maintenance of Radio/TV Production equipment as and when necessary.

(f)  Maintenance of AC units in coordination with I.E (CO)

(g)Any other work  assigned from time to time by  I.E ( Co)/Director

 5.    He  will  be assisted by Sri M.Nageswara  Rao, Helper  in proper up keep of the studios   and attending to arrangements in the production work in outdoor/indoor

       recordings  and  audio edit set up.

Technical Unit-III

6. Sri G.Eashwar Babu, STA shall look  after the following  items of work under the  direct supervision I.E(Co) Director.

(a) Maintenance of A.V. equipment including studio lighting system  duly preparing weekly maintenance  schedules.

(b) Coordinate with units Tech-I and Tech-II and identify regular  maintenance activity and see that production work is done smoothly. Prepare  necessary  proposals for repairs and maintenance of equipment  as and when required  in consultation with I.E (Co)

      (c)  Coordinate the activities  pertaining  to Editing,   post  production  of  television

            programmes including Video Master Cassette Tape preparation/duplication for 

            copies  etc. 

     (d)  Receive  indents and process them  for procurement of spares for A.V equipment, 

      and  maintaining files  and the technical stores with the  assistance of Unit 

      ADMN-III for approvals and  proper  maintenance  of technical stores 

      account.

     (e)  Assist the I.E(Co)/ Director for upkeep and  general  cleanliness of  the studios

         regularly.

(f) Responsible for studio firefighting equipment, insurance of audio video equipment

     studio acoustics, general electrical installations, repairs and maintenance of AC 

     units in coordination with I.E (Co)/Technical Unit-II.

      (g) Any other work assigned from time to time  by I.E (Co)/Director.

7. Sri Nalinisekhar, Helper shall assist in proper upkeep of the studios and assist STA 

      to meet the equipment maintenance schedules drawn.

8. Sri K.L  Prasad shall act as I.E (Coordination) and look after the work as assigned hereunder  the direct supervision of Director.

(a) Coordinate, monitor and supervise the technical operations including the work of

   Officers/Staff of the technical unit, as in-charge.

    (b) He will also prepare the duty charts for both studio and out door schedules for 

          production   of audio/video programmes regularly.

    (c) Identify and process the procurement of technical spares for the A/V equipment 

   which are required regularly.

    (d) Preparation of proposals for procurement of new equipment, technical furniture 

         etc  and maintenance files/equipment utilization records 

    (e) All the Technical officers/staff shall route their correspondence through I.E(Co).  

         He is  also requested  to  record the correspondence relating to  technical  

         operations/maintenance.

    (f) Consolidate  the equipment  utilization of  different equipment in the 

         studios  every  month  once and  put up a brief report  together with the

         equipment utilization  registers maintained  in Units Tech I  and  II and assist in 

         installation, operations and maintenance of  Radio/T.V production  equipment.

GENERAL PROCEDURES

In view  of the shuffling of duties of the technical personnel, the following procedure shall be observed for smooth functioning of  the centre.

    (i)    The studio entrance  (main) door  will be   opened  every  day by 10.30 A.M  from 

            among the officers/ of the cadres  of I.E.(Co) S.T.A/Technicians. The studio 

            should be opened  only by anyone of the above officers duly indicating the details 

           of opening/closing  (for the studio  main door   only).

(ii)    However, the studio  rooms like Video floor, Video editing, Audio studio etc.,   

are to be opened by the  technical officers  who  are in charge of that particular technical area/studio  under proper  recording  of the same in the registers.  The respective studio  rooms shall be opened by 10.45 A.M and closed only after 4.45 P.M. 

(iii)   Further they   will be vigilant about  equipment  placed in their custody.  The 

         equipment details available in each of the studio room are displayed for reference.

         If any  discrepancy is noticed, the same   may be brought to the notice of 

         the I.E.(Co)/Director  immediately.  The temporary movement of equipment from 

         one room to another shall be recorded in the equipment inventory register together 

         with  cause for which such shift was necessary.

 (iv)    Ensure/Arrange for cleaning of equipment,   studio floor  etc., 

         under their control with  the assistance of the Helpers,/Sweepers regularly.

   (v)    Any  displacement or  any information   connected with  failure of  equipment  

            may be reported together with their  remarks/observations to I.E (Co)/Director 

            under their control immediately  so as to  initiate necessary action in terms of 

            maintenance  or otherwise for ensuring systematic functioning of the studios.

10.WORK ALLOTMENT ON HOLIDAYS/BEFORE OR AFTER OFFICE HOURS

   The services of all the technical staff (I.E’s, STA, Technicians and Helpers), shall, however, be utilized in audio/video, outdoor/indoor production and post production  activities as and when required.  They shall also be  required to attend the duties assigned on holidays and  or before or after office hours for conduct of teleconference programmes/other production work on rotation basis to meet the broadcast commitments.  This arrangement  continues to be purely a  temporary arrangement to meet the transmission commitments on hand as scheduled.










       DIRECTOR








                             
A.V.P.R.C





   
To

All the Technical  Officers/Staff  concerned

Copy to

Production/Admn. Officers/Staff by circulation
.

