PARTICIPANT TRAINING

REPORT ON THE DESIGN AND IMPLEMENTATION
| OF A
COMPREHENSIVE PARTICIPAHT FOLLOW-UP PROGRAM
FOR
USAID AND DTEC

Prepared for the
Office of Human Resources and Training
United States Agency for International Development
Bangkok, Thailand

Herbert C. Roberts
Contract No. AS8-0249-S-00-2063-00

October 15, 1982

PO A X - 0%

V57 5‘(/(”4?7,

<2



-i-

TABLE OF CONTENTS

PARTICIPANT TRAINING

REPORT ON THE DESIGN OF A PARTICIPANT FOLLOW-UP PROGRAM
Page
I.  BACKGROUND TO THE REPORT 1
A.  AAG/EA Recommendations ‘ 1
B.  USAID requirements 2
II. DEFINITION OF DTEC/USAID RESPONSIBILITIES 2
A. Under TTMS Project 2
B.  Subsequent to TTMS 3
C. Memorandum of Understanding 3
III. PARTICIPANT FOLLOW-UP 3
A.  Definition 3
B. Data on Returned Participants - 1950-1579 3
C.  Survey of Current Follow-up Activities 4
1. By DTEC 4
2. By TATCA 5
3. By USAID 5
IV. DEVELOPMENT OF A NEW FOLLOW-UP SYSTEM 6
A.  Objectives 6
B. Follow-up Duration
C. Information to be Collected 7
D. Initiation of Record and Cycle 8
E. Equipment to be Used 9
F.  Staff Training 9

G.  Required Actions and Reports 10



-ji-

Page
IV. EVALUATION ’ : 10
A.  Pre-departure Activities ‘ 11
B. In-Training Actities ' 11
C. Utilization of Training N
VI. RECOMNI/DATIONS ' 12

VII. APPENDICES



-1-

REPORT ON THE DESIGN OF A PARTICIPANT FOLLOW-UP PROGRAM

I.  BACKGROUND TO THE REPORT:

A, AAG/EA Recormendations

Following publication of AID Audit Report No. 80-57 on
Participant Training by the Area Auditor General in Washington (AAG/W) on
May 15, 1980, the Area Auditor General for Fast Asia (AAG/EA) reviewed
participant training in Thailand as carried out by USAID and the Royal

Thai Government (RTG

) Department of Technical and Economic Cooperation

(DTEC). In a memorandum to the USAID Director dated June 30, 1980, the
AAG/EA identified three areas which he believed could improve USAID and
DTEC's management of the progran.

These areas are:

1.

Preparing a written statement defining USAID and
DTEC's responsibilities in respect to training.

Developing a follow-up system to monitor the progress
of participants in training and the utilization of
training by those who have returned.

Developing an evaluation system to judge the
participant training program's success.

B.  USAID Requirements:

In the contractor's Scope of Work, USAID requested that the
contractor provide assistance to the Mission in designing and
implementing a comprehensive participant follow-up program. The tasks
envisaged for the contractor are:

1.

"“Briefly survey the current AID/Thai follow-up
system, including return-to-work guarantees.

Identify weaknesses in the existing system and
propose means of strengthening the overall follow-up
program.

Design, and to the extent that time permits,
initially implement a program for returned
participants that meets all requirements of the USAID
and AID/W.

Produce as needed revised questionnaires and survey
techniques, record focus and formats (card or
software programming) and report formats.
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€. Prepare a final report that briefly sets for the
USAID and the RTG the objectives of the revised
follow-up program, the means that will be utilized to
implement this prograin, including the
responsibilities of the parties involved, the
specific types of activities and reports to be
produced and recommendations as to the contributions
required of both USAID and DTEC/TATCA, in urder to
ensure the success of the follow-up program.”

This report address the concerns of both the AAG/EA and USAID.
II. DEFINITION OF DTEC/USAID RESPUMSIBILITIES

A. Under TTMS Project:

The proposal to transfer the responsibility for participant
training to DTEC was made in the Transfer of Technology and Management
Skills (TTMS) project paper in 1975 and implemented with the signing of
the TTMS Agreement in November of that year. DTEC assumed responsibility
for nearly all grant funded participant training activities in early 1976.

Since 1976, DTEC and USAID have followed the guidelines
established in the TTMS Agreement concerning the use of dollar and baht
funds to pay for training. DTEC and USAID have coordinated closely with
each other and with th. RTG implementing agencies after signing project
agreements in establishing the number of participants under each grant
project; allocating available training slots, where more than one
implementing agency is involved; selecting the participants, countries
and institutions to be used and determining whether the training should
be programmed by AID or by DTEC working directly with the U.S. and/or
Third Country training institutions.

DTEC and USAID prepare various reports to document the training
activities and to insure that training funds are available to DTEC and
AID/W when needed. USAID facilities are used to transmit documents and
messages for DTEC.

B.  Subsequent to TTMS:

Although the TTMS project ended in August 1981, DTEC's
responsibilities for grant funded training activities have continued
under other USAID bilateral and centrally funded projects. But, as noted
by the AAG/EA, DTEC's activities are being carried out without a written
statement tormalizing DTEC's and USAID/S responsibilities with respect to
training.



C. Memorandum of Understanding:

A Memorandum of Understanding defining DTEC and USAID's
responsibilities in the areas of funding, selection, implementation,
follow-up and reporting has been prepared. The Memorandum of
Understanding will come into force upon signature by representatives of
DTEC and USAID. A copy is attached as Appendix A.

[II.PARTICIPANT FOLLOW-UP

A, Definition:

AID's Office of International Training (S&T/IT) definecs
follow-up as a form of continuing education designed to:

1. "Assisi returned participants in reinforcing,
extending and transmitting to others the technical
and managerial knowledge acquired during their
training.

2. Strengthen the bond of friendship and understanding
between the United States and other countries hy
continuing to broaden the returned participants
knowledge about the United States, its people,
instituticns and culture."

DTEC's primary interest in follcw-up is to insure that each
returned participant fulfills his cbligation to worl for the RTG for at
least twice the period of training. USAID is interested in follow-up to
make sure that the training furthers project objectives and where
possible to determine its usefullness to the participants and the Thai
Government.

Beyond these immediate cbjectives, a well inplemented follow-up
program should help returned participants to establish contacts with
Thai and American officials working on or knowledgeable about development
activities in their fields of training and provide them with
opportunities for social contacts with Thai and Anerican officials and
experts with whom they share nutual interests.

B. Data on Returned Participants 1950-1979:

USAID undertook an cxtensive follow-up project in 1974 to
update its records on all participants who had returned from training
since the inception of U.S. assistance to Thailand in 1950. USAID
collected some 38 different items of biographic, training and utilization
information on each returned particinant. Several financial items were
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collected to prepare a monthly report showing on-going funding
requirements for participants in training. A1l of the data was stored on
computer tapes.

After the data was organized, it was printed in three volumes
by the Foreign Affairs Data Processing Center (FADPC). Volume I is an
alphabetical listing of all of the participants who returned between 1951
and 1975; Volume II 1ists every project which had a participant training
element and Volume III is organized by major fields of activity:
Agriculture, Industry and Mining, Transportation, etc. Each volume
contains the participants' names, other selected information and
appropriate totals and tabulations. A 1ist of the items collected is
attached as Appendix B. A set of the volumes is available in USAID-0/HRT.

The participant data, when initially collected and continually
updated, provided historical information on the participants who had
returned and current information on those still in training. The data
could be organized to provide useful information for preparing project
histories and to avoid duplicating training when planning new projects.
The data was used to produce the Directory of Returned Participants in
1975 and to develop a detailed list of all participants wnho had earned
acadenmic degrees in the U.S.

The Thai-Anerican Technical Cooperation Asscciation (TATCA) was
contracted by USAID in 1979 tc up-date the participant computer record;
have the data analyzed; a report prepared and a new Participant Directory
printed. TATCA reviewed the record; contacted as many of the over 10,000
returned participants as possible to update the data Bank and then had
the information analyzed by Dr. Thawat Vichaidit of the National
Institute of Development Administration (MIDA). Dr. Thawat published his
report in Thai and TATCA has asked hin to prepare an English
translation. The Directory of Returned Participants was printed in July
1980. It contains information on the 10,714 participants who had
completed training by the end of 1979,

The tapes containing the 1950-1979 data are now stored at the
Regional Management and Accountng Center (RAMC). Programs to extract
specific information from the data base can be written by RAMC. The
primary value of the old data at this time is historical. It could, for
example, provide information for research into the effects of providing
large amounts of academic and technical training to a developing country
over an extenced time period. It is now too dated to have muck value as
a follow-up tool.

C. Survey of Current Follow-up Activities:

1. By DTEC:

Following the phase out of the USAID training_staff after
DTEC assumed responsibility for the program in 1976, DTEC had 1ittle time
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to devote to participant follow-up. As a result, up-dating of the
computer record stopped, the Participant Directory was no longer printed
and contacts with the returned participants decreased.

DTEC's current follow-up activities are limited to
monitoring the participants return-to-work requirements and to preparing
the annual Returned Participants Follow-up Activities Report.

2. By TATCA:

TATCA has been carrying out a variety of follow-up
activities since 1966 and one of its recent activities is discussed in
IIT B. above.

Earlier this year, TATCA published its first semi-annual
Journal-Newsletter for 1982. The journal contains several items of
interest to returned participants including a 1ist of recent departures
and returnces. It was sent to over 3,000 participants who are TATCA
members. TATCA's membership fee is Baht 30 per year. The second issue
of the Journal-Hewsletter is in process.

TATCA will hold its annual Thai-America Might in Bangkok
in December at which AID Certificates of Achievement will be given to the
returned participants. A two to threc day seminar on "Thailand in the
Year 2000" is being planned in conjunction with the Thai-America Night.

3. By USAID:

Ho follow-up activities are being carried out by USAID at
this time. USAID will help DTEC implement the new follow-up system
discussed in IV. below.

The activities mentioned above, with the exception of the
Thai-America Night and TATCA Newsletter, are aimed at meeting DTEC and
AID requirements. \lhen participants are contacted, they are usually
asked to provide information about their current employment and
address.  They are seldom invited to express their views about the value
of their training or the extent to which they are using their new
knowledge or skills in their day to day activities.

Unfortunately, neither DTEC nor USAID has :he time to try to
determine any requirements the participants might have for additional
information, books or technical materials to help them make better use of
the expensive training they have received.
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IV. DEVELOPMENT OF A NEW FOLLOW-UP SYSTEM

The new follow-up system discussed below does not rely on the old
data discussed in I[I.B. The data to be collected on the participants in
training and on those who have recently returned will not be as detailed
as that collected through 1979. However, the new data will be stored on
Wang Diskettes and after the participants who have fulfilled their
obligation to the RTG are dropped fron the follow-up system, that
information, like the other, will be retained as it could be usefu] for
training related research in the future.

A. Objectives

The objectives of the new follow-up program are to insure
that each returned participant:

1. Fulfills his obligation to work for the
government or refunds the cost of his training to the RTG.

2. Is given an opportunity to evaluate the
Pre-Departure, In-Training and Utilization phases of his progran and make
suggestions aimed at improving the participant program.

3. Is encouraged to maintain contact with USAID on
activities related to his training and is assisted, within budget and
time constraints, in obtaining specific technical literature essential to
the better utilization of his training.

4. Is invited, as occasions arise, to meet with
visiting AID, university or other experts in his field.

5. Is presented his AID Certificate of Achievement
at one of the Thai-America Night activities sponsored by TATCA and
receives the TATCA Journal-Newsletter on a regular basis.

B. Follow-up Duration:

The RTG Regulations on Training Abroad require each
participant to sign an agreement with his Ministry or Department before
leaving Thailand obligating him to work for the Thai Government for not
Tess than twice the period of training.

Participants sent abroad on short programs would have an
obligation of less than one year. Participants sent on Tong tern
academic programs, which can last for up to 42 months in the case of
doctoral programs, could have an obligation of up to seven years.
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DTEC and USAID have agreed that not all participants need
to be followed for the same length of time. Participants trained for one
month or less wiil be followed for one year. Participants trained for
more than one month but for not more than one year will be followed for
two years. Participants trained for one year or more \i1l be followed
for the length of their obligation to the government.,

Participants will be retained in the follow-up system
until a response to their only or final follow-up letter has heen
received and entered into the follow-up record or the requirenent for a
response has otherwise been satisfied. Their names will then be removed
from the foliow-up system and transferred %o an archive diskette for
permanent retertion.

C. Information to be Collected:

Each participant's follow-up record will contain 20
different items. The information is divided into the categories shown
below.

1. PROJECT INFORMATIOM

Project Number
Training Request (PIO/P) MNumber

2.  BIOGRAPHICAL INFORIATION

Name

Ministry

Department

Division

City

Sex

Education at Selection

3. TRAINING PROGRAM INFORMATION

Country of Training

Field of Training

Institution

Type of Training (Observation/0JT/Academic/)
Workshop/Seminar)

Qualification Earned (Certificate/Diploma/Degrec)

Date of Departure (Call Forward Date)

Date of Return (Arrival in Thailand)
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4. FOLLOW-UP AND EVALUATION TNFORMATION

Date and Number of Follow-up Letter
Date Reply Received
Participant's Evaluation of
-Pre-Departure Activities
-Training Suitability and Management
-Training Relationship to Employment and
Utilization of Training

5. CURRENT EMPLOYHMENT STATUS INFORMATION

Transferred from Original Position to:
-Other Government Organization (G)
~State Enterprise (SE)

Resigned (R)

Away on Further Training (IT)

D. Record Initiation and Follow-up Cycle

A follow-up record will be created for each participant
who has not completed his obligation to the Thai Government as of the
start-up date of this follow-up system. Records for all future
participants will be created at the end of each month.

Each participant's record will be kept active from the
beginning of his training and for two years after his return or until he
fulfills his obligation. Pertinent information will be recorded as it is
received. A participants anticipated completion date would be changed,
for example, in the event that an extension of his program was approved
by DTEC and USAID,

OTEC will try to interview each participant when he
returns to update his record at that time. \Mhether a participant is
interviewed or not, he will be sent a letter and questionnaire
approximately one year after he returns and each year thereafter for two
years or for the duration of his obligation to the goverrment. The
follow-up record will show the month and year when the last letter was
sent and when the last reply was received. The participant's answers
will be added to his follow-up record.

Entry of a date showing that a reply was received will be
one of the key indicators of continuing contact with the participant.
Failure of a participant to reply, after an appropriate time, will
trigger action by DTEC to see if the participant is using his training as
envisaged in Block 19 of the Training Request or in some other capacity
approved by the RTG.
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The participant's record will be removed from the active
follow-up system and stored once he has fulfilled his obligation to the
RTG.

Copies of the first and second letters and questionnaires
are attached as Appendix C.

E.  Equipment to be Used:

USAID installed a Yang Office Information System (0IS)
Model 130-A in March 1982. USAID's installation consists of several
Horkstations (keyboard and TV Screen display), a Master Unit (data
processor and disk/diskette drives) and Printers. The OIS printer has a
maximum capacity of 158 characters per line.

Each participant's follow-up record will be limited to one
line of print.

1. Advantages:
The advantages of using a one line record are that
data sorting, list processing and printing are all greatly facilitated.
The one line record is easy to edit and update.

2. Disadvantanes:

The disadvantages of the one line entry are that the
information must be limited, some words must be abbreviated and
comparisons of levels of utilization from one year to another can not
readily be made.

Should it be decided expand the follow-up record in
the future, both the information collected and the onc line format can be
changed.

F. Staff Training:

Two employees of DTEC's AID Training Division will be
trained to use an OIS to create new follow-up records; sort data; list
process information and print hard copies.

Their training will take about 30 hours and will cost a
total of approximately Dols 5G0.

One USAID-O/HRT employece, who already has a good
background in the use of OIS, has been given a two day refresher course
in data sorting and processing. She will create the follow-up recovds
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and enter all new data until the DTEC staff can be trained. She will
then serve as O/HRT's back-up for the DTEC staff and As a resource person
for USAID. She will be able to organize and print any participant
information in the records which might be needed by DTEC or USAID and the
working report which will be produced for USAID at the end of each
quarter.

G.  Required Actions and Reports:

The DTEC/USAID Memorandum of Understanding discussed in
II. C. and attached as Appendix A calls for DTEC to prepare 1) a honthly
Participant Status Report showing departures and returns during the
previous month; 2) the Annual Participant Follow-up Activities Report =
U-418 required by S&T/IT; 3) a periodic Request for Advance of Funds to
obtain foreign exchange from USAID to pay for training abroad and ¢) a
quarterly Report on Reimbursement of Training Costs showing which
participants resigned from governnuent before fulfilling their obligation
and have been ordered by a court to repay the cost of their training.

In addition to the first two reports, which are directly
related to participant follow-up, three other actions will be required to
keep the follow-up system operating. These are 1) creating and updating
participant follow-up records in the GIS at the end of each month; 2)
sending an annual follow-up letter to each returned participant and
recording their feedback and 3) preparing a quarterly Tist of returned
participants for analysis by DTEC and USAID. The 1ist will contain the
records of all participants being actively followed; show what
information is missing from each participant's record and provide the
basis for detemining what action must be taken in each particular case.
The continued non-reply to a follow-up letter, as mentioned in Iv. C.
above, will trigger action by DTEC to see if the participant is actually
working for the government.

The Tist of required actions and reports is attached as
Appendix D. It shows when the actions and reports are required and which
can be prepared on the 0IS. An illustrative gdarterly report is attached
as Appendix E

V.  EVALUATIOH:

Chapter 2, AID Handbook 10, says that "Evaluation of particpant
training is conducted on a continuing basis, and follow-up activities,
adjusted to local circumstances, are an essential segment of participant
training."

The AAG/EA recommended that "an evaluation should be performed by
DTEC on a periodic basis to judge the effectiveness of the training."
The AAG/EA believes that "As a result of such cvaluations improvenents
could be made in the type of training offered."” - -
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Evaluation is not mentioned in the Contractor's Scope of Work.
However, participant follow-up and evaluation are so closely related that
the follow-up system discussed in IV. above was designed to include on-
going evaluation in three areas:

A. °re-Departure Activities:

Participants will be asked to rate, on a scale of Good,
Fair or Poor, DTEC's arrangements for their language training,
orientation and assistance with passports and visas.

B. In-Training Activities:

Participants will be asked to rate on the same scale their
satisfaction with the appropriateness of the institution sclected for
their training; assistance with travel and housing arrangeaents in the
country of training, payment of maintenance and other allowarces and
access to the persons responsible for managing their prograims.

C. Utilization of Training:

Participants will be asked to select a statement which
indicates, on a scale of Migh, !ledium or Low, the extent o which their
training vas related to their work and the degree to which they are
applying the knowledge and skills acquired during the coursc of their
progranm.

Participants will be invited zo subait written coirients on
any of the above areas and any suggestions they may have which would help
DTEC improve the participant progran.

Although, initially, evaluation questions will be addressed
only to the returned participants, DTEC or USAID nay wish to expand the
evaluation to include comments from the participant's superviscr on
training usefulness, utilization and contribution to nroject objectives,
where applicable. The ease with which letters and questionnaires can be
prepared and sent and the responses processed on the OIS equipment
indicates that a more thorough evaluation could be accomplished with
little added effort.

The AAG/EA also suggested that the evaluation "chould determine
the contribution of participant training to the success of projects and
developrient activities." Although the cvaluation information mentioned
above could be useful, criteria fur neasuring the contribution of
training to projects success would have had to have been developed at
the project design stage, as discussed in Appencix 3-H of AID Handbook
3. This involves a level of project evaluation beyond that envisaged in
this follow-up system. - -
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VI.- RECOMMEMDAT IONS:

As indicated in VI. F. above, the data required by the new
participant follow-up system will be entered on USAID's OIS and updated
monthly by O/HRT and DTEC until DTEC staff can be trained and DTEC
acquires its own OIS system. O/HRT will then serve in an advisory role
Vis-a-vis the follow-up system.

In order to move to full DTEC implementation as rapidly as possible,
it is recommended that:

1. Funds be reserved under AID Project 493-0309, Emerging
Problems of Development, to:

a. Purchase a Wang System 105 for DTEC. The system 105
will cost approximately $20,000 and the service ccntract will run
approximately $2,000 per year.

b.  Train two DTEC AID Division staff to use the
equipment. The training will require about 30 hours and cost a total of
approximately $500.

2. That $1,000 be reserved, and supplemented annually as
required, to support other follow-up activities such as:

a. Renewing, on a case by case basis, menberships in
American professional societies.

b. Purchasing select U.S. publications which some .
participants may not be able to obtain through their Ministries.

C. Supplementing training through correspondence courses.

d. Providing opportunities for participants to meet with
visiting AID/W, university and other experts in their fields.

e. Other activities agreed to by DTEC and USAID.
VII. APPENDICES:
A, USAID/DTEC Memorandum of Understanding
B. Data on Returned Participants = 1950 - 1979
C. Sample Letters and Questionnaires
D.  Returned Participants Follow-up Cycle and Required Reports

E.  Quarterly Report on Returned Participants
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MEMORUNDUM OF UNDERSTANDING
AS TO
RESPONSIBILITIES FOR PARTICIPANT TRAINING

This understanding is made on of s 1982, between
the Government of Thailand, acting through the Department of Technical
and Economic Cooperation, hereinafter called DTEC, and the Goverament of
the United States of Auerica, acting through the U.S. Agency for
International Development, hereinafter called USAID.

DTEC and USAID hereby agree that:
A.  BACKGROUMD:

The proposal to transfer the major responsibility for
participant training to DTEC was implemented with the signing of the
Transfer of Technology and Management Skills (TTMS) Agreement in November
1975. DTEC assumed responsibility for nearly all grant bilateral and
centrally funded training activities in early 1976. DTEC's
responsibilities for grant bilateral and centrally funded training
activities have continued since that tine.

B.  FUNDING:

The TTMS Agreement contained a breakdown of those training costs
which would be paid from dollar funds and those which would be paid fron
the Royal Thai Government (RTG) baht contribution. Although the TTMS
project ended in August 1981, the training costs breakdown agreed to
under TTMS now applies to other grant bilateral and centrally funded
projects.

USAID RTG
USAID will pay the foreign exchange DTEC will pay the local
costs of training in the U.S. and currency costs associated with
AID Geographic Code 941 countries. training. These costs may
These costs, based on the gquidelines include but are not
contained in AID Handbook 10, necessarily limited to:

Chapter 7, for Third Country
Training and Chaper 22, for U.S.
Training may include but are not
necessarily limited to:

1. Training and tuition costs. 1. Continuation of RTG
employees' salaries.

£



2. Books, training materials 2. International travel.
and equipment allowances.

3. International per diem 3. Travel within Thailand.
advance maintenance and subsistance
allowances.

4. Health and accident insur- 4, Per dien and subsistance
ance premiuns. allowances in Thailand.

5. Travel in the U.S. 5. English language training
or other countries of training. authorized by DTEC.

6. English language exariinations
and other tests such as GRE, ATGSB and
TOEFL which may be required by U.S.
Institutions.

7. International travel from
the U.S. and back to enable
Thai doctoral candidates to do their
research in Thailand.

C. PAYMENT OF TRAINING COSTS:

USAID, based on approved Training Requests (PI10/Ps), will
transfer funds to the AID Master Disbursing Account on a quarterly basis
to pay for U.S. training arranged by AID's Ofice of International
Training (S&T/IT) or one of its Prograrming Agencies such as the U.S.
Department of Agriculture or The Southeast Consortium for International
Development (SECID).

In those cases where the training takes place in the U.S. but is
arranged by DTEC, such as the program at Mississippi State University,
DTEC will pay the training costs directly to the institution.

Training costs for programs in Thailand and in Third Countries
will be paid by DTEC to the training institutions.

D. SELECTION:

The RTG has established four main criteria governing the
selection of participants nominated by the concerned agencies through
DTEC official channels. DTEC will insure that these criteria are met.
The criteria are:

1. Participants must meet the grade, age, servite and other
requirements enumerated in the RTG Regulation on the Granting of
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Permission to Civil Servants for Education, Training and Observation ‘
Tours Abroad, B.E. 2512; DTEC's Regulations on Training; and, the
Tanguage requirements established by the training institution.

2. Participants must agree to the type and location of the
training.

3. Participants must complete their training within the time
allowed for the particular program. In gerieral, these are:

a. Observation and/or on-the-job training 6 months
b. Master's Degree program 24 months
c. Doctoral program 42 months

Any costs occuring beyond the periods mentioned above will be
borne by the participant unless otheruise mutually agreed by DTEC and
USAID.

4. Participants must sign an agrecment with the RTG to work for
the Government on their return for at least twice the length of their
training.

E. IMPLEMENTATION:

DTEC, with advise and assistance from USAID and the RTG
implementing ayencies, will direct the planning and day to day
implementation of training activities. These responsibilities will
include but are not necessarily limited to:

1. Identifying problem areas in Thai development which can best
be addressed by USAID and other donors through the provision of training;
coordinating with the donors on the allocation of training to the RTG
implementing agencies and establishing priorities for developing the
training prograns.

2. Coordinating, between the donor and the implementing agencies
following the project agreement, the number of participants to be
trained; the selection criteria to be used: and the type, location and
duration of the training to be provided under cach grant bilateral and
centrally funded project.

3. Insuring that the selection of the participants is consistent
with the RTG and DTEC Regulations on Training Abroad; that the selection
criteria mentioned above and the regulations and requirements of the
donors and training institutions are met.

4. Documenting approved training by preparing Training Requests
which reflect the training needs of the participants and their
departments, by completing biographic data forms, furnishing academic
transcripts, and other documents as required.
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. 5. Communicating training requirements to AID/{ through USAID
pouch and telegraphic facilities when the training is to be arranged by
AID and to the training institutions by other means when the training is
to be arranged by DTEC.

6. Taking action on day to day problems which arise in
connection with participants preparing to leave for training such as
insuring that they have their passport and visa; air reservation and
tickets; and attend a pre-departure orientation program when available."

F. FOLLOY-UP:

DTEC will carry out participant follow-up based on the Guidelines
contained in Chapter 30, AID Handbook 10. DTEC will insure that returned
participants utilize their training as required by their agrecment with
the RTG. In those cases where a participant resigns from governaent
before fulfilling his obligation, DTEC will advise the concerncd
Department to initiate legal action to obtain reimbursesent of the
training and other costs.

DTEC, may utilize the Thai-Amcrican Technial Cooperation
Association (TATCA) to sponsor an annual Thai-Aunerica night in Pangkok or
other cities, to arrange Certificate of Achievement presentatioss and to
recognize returned participants for outstanding achievenents.

G. REPORTS:
1. DTEC will prepare the following reports:

A. tonthly Participant Status Report

DTEC will provide USAID O/HRT with a monthly report
showing the Project nurber, Training Request number, nane, field of
training, location, training objective and date for cach participant who
left for training and each who returned from training during the previous
month.

B. Report on Reiumbursement of Training Costs

DTEC will subiit a quarterly report to USAID O/HRT
showing the name of each participant who resign froim the RTG before
fulfilling his obligation and against whom legal action has been taken.
The report will show the participant's name; Project and Training Request
number; country and dates of training; duration of the obligation; date
of resignation; the amount to be reimbursed and the status of collection.
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C. Returned Participant Follow-up Activities Report - U-418

DTEC w711 submit the annual Returned Participants
Follow-up Activities Report to USAID O/HRT by October 15 of each year.
The report will show the number of participants who returned from
Training in the U.S. and Third Countries during the year and provide
other information and success stories as called for in Chapter 30, AID
Handbook 10.

D. Request for Advance of Funds

DTEC will submit Standard Form 1034-a, Public Voucher
for Purchases and Services Other Than Personal, and a supporting Status
of Funds Statement to USAID O/FIN on an as nceded basis requesting
advances to cover training costs under each grant bilateral project.

2. USAID will prepare the following report:

Sumnary of Alloment Ledger Transaction - U-10]

The USAID Controller's Office will subnit the U-10 Report
to AID/W monthly. Transfers of training funds <o the AID/W Master
Disbursing Account, to pay for U.S. training arranged by S&T/IT, are made
quarterly.

DTEC and USAID, by an exchange of letters, may amend any of
the terms of this understanding.

This understanding shall become c¢ffective upon the
signatures of the parties hereto.

Il WITNESS WHEREQOF BOTH PARTIES have affixed their
signatures on the day, month and year first above mentioned.

Director, USAID Director-Ceneral
U.S. Agency for International Departrment of Technical and
Devel opment Economic Coooperation
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APPENDIX C
FIRST AND SECOND
SAMPLE LETTERS
AHD
QUESTIONNAIRES



No. 1803(1)/ » B.E. 2525

Dear

Subject: Returned Participants
Follov-up Information

Now that it is close to one year or more since you have
completed your USAID sponsored training, both DTEC and USAID would 1ike
to know how well you believe the program was arranged and implemented and
how useful the training has been to you in your work.

Enclosed is a short questionnaire which DTEC would ]ike you to
complete as soon as passible.  Since the questionnaire may not cover
everything you would 1ike DTEC to know about your program, space has been
left for you to write in your comments and suggestions.

After you have completed the questionnaire, please return it to
DTEC at your earliest convenience.

Yours Sincerely,

/l/



II,

III1.

Iv.

RETURNED PARTICIPANTS
FOLLOW-UP QUESTIONNAIRE

BACKGROUND INFORMAT ION:

Name:

Date of Departure: Date of Return:

Current Employer:
Ministry

Department :

City

EVALUATION OF PROGRAI{ ARRAHGEMENTS:

Please select one of the categories at the right which best
describes the statements below:

Good / Fair / Poor
In my opinion:

Pre-Departure activities in Thailand

such as obtaining language training,

orientation, and assistance with

passports, visas, were /[

In-Training activities such as the

appropriateness of the institution

selection for my training, assistance

with in-country travel and housing

arrangements, payment of maintenance

and allowances and access to the persons

responsible for the management of my

program were /[

UTILIZATION OF TRAINING:

Please select the following statement which best describes the
appropriateness and utilization you are making of your training at
this time:

/ My training was directly related to my work and I am using
the knowledge and skills I acquired during training on a
day to day basis.

/] My training was only indirectly related to my work and I am
able to apply only part of what I learned.
/ Very little of what I studied or observed during training
was related to my work and I am rarely able to apply
anything that I Tearned.

PARTICIPANTS COMIMENTS OR SUGGESTIONS:

Please comment on any aspect of your training or make any
suggestions which you believe could help improve the participant
program. .



APPENDIX D
RETURNED PARTICIPANTS
FOLLOW-UP CYCLE
AND
REQUIRED REPORTS

0



CREATE AN

RETURN PARTICIPANTS
FOLLOW-UP CYCLE
AND
REQUIRED ACTIVITIES AND REPORT

JAN FEB MAR APR MAY JUM JUL AUG SEP OCT NOV DEC
D UPDATE

PARTICIPANT RECOP:S X X X X X X X X X X X X
(Enter new data and

feedback)
SEND FOLL

oN-UP

LETTERS TO RETURNED X X X X
PARTICIPANTS 1/

PREPARE PART ICPANT

FOLLOW-UP

REPORT FOR

USAID AHD DTEC 1/ X X X X
(List of active
records for analysis)

PRODUCE PARTICIPANT

STATUS RE
S&T/IT (L
Participa

PORT FOR
ist of X X X X X X X X X X X X
nts who

Departed and Returned
during the previous
month. Sample

attached)
PREPARE R

1/ 4/
EQUEST FOR

ADVANCE OF FUNDS - - - - - - - - - - - -

(On an As
basis)

Needed
2/ 3/

PREPARE REPORT ON

REIMBURSEMENT OF

PARTICIPANT TRAINING X X X X
COSTS (In cases of

non-utilij
attached)

zation. Sample
2/ 3/

PREPARE RETURNED
PARTICIPANT FOLLOW-

UP ACTIVI

PORT = U-

S&T/IT
1/

TIES RE-
481 FOR ,

2/ 3/ X
Repcrt or document will be produced on the OIS at USAID until DTEC

obtains its own equipment.

Report required per DTEC/USAID Memorandum of Understanding - Appendix A.
eport will be prepared manually by DTEC. .

Report will be prepared manually by DTEC until DTEC acquires its own OIS.

[;‘/
/:f/ L
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PARTICIPANT TRAINIMG
e FOLLOY-UR_ACTIVITIES PEPORT_

ENTRY

PROJ AND
VR g

EXPLANATIO0H OF REPORT ENTRIES

NECCRIPTION -

First four dijits indicate Project No. Mext five indicate Training Recucst (PIG/P) Mo.

LE
11IH LEPT DIVISION
—_— e CTY
SX
ED

——  CIry
or TEG

FIELD

Rame entry Tindted to 23 characters. Some longur fanily nanes nay he truncated.

First four letters indicate thoe participants Minfstry; the next four show the Departwent and the next 19 shov the Division.

——--Indicates citv_to.wvifch particivant currently assigned.

Indicates sex. Polite tiies of iir., ilrs. and Ms. not usad in this report.

Indicates participants education at time of snlection.

. ~. Indicates countiy(s) of trainina. ! to two may be entered. Some possihilities include:

HXG - tloro Kong IO - Indonosia BGD - Bangladesk CAll - Canaty JAP - Jepan AL - alaysia
PHI ~ Pilippines NEX - texice IND - India HEP - Hepal WSA - linited States PTR - Puerto Rico
SRI - Sri lznka ISL - Israel

Indic2tes major field of training.

5T
TYP

QUAL

ERiD

DATL
BEFT  DATE
RETYH

Indicates ivstitution which provided hulk of participants training. ST ’ ' AR

Indicates type of training. Sone possibilities are: ACA - Acadenic 0BS - Observation
WT - On-the-joh WKS ~ Workskop SEM - Senifrar
-Indicates qualification carned, Somn possibilities are: = o o
A - liaster or Arts BFD - foctorate in Educrticn CER - Certificate Program T DR
MS - Master of Science PHD - Loctorate in Philosphy DIP - Dinlona

Indicates progran starting date (Call Forvard).

Indicates date of return_to Thailand. _Future datog indicate the profected date of roturn. :

FOLLGY-UP
L RPLY
SENT RECD

— PART EYAL

o IT Ut

TRIS RESCH
IN TR

DATE_F-UP

Follor-up Tetters will he sent to each retarned participant for tuo years or lermath of cownitment to RTG.
LTR SENT indicates number of letter and date sent., RPLY RECD indicates date of reply.

—Iadicates participants sclf evaluation of : __PD_-_Pre-Departury Activitigs on_scale of G-Good, F-Fair_or P-Poor; IT-In-training
arrangenents on the saiie scale and Uil - Utilization of [raining as H-High, ii-tiediun or L-Low.

Letters and dates appearing in this column indicate the pacticpant: T-Transforred to another Hinistry or Depertient approved
ty govcrment; SE-Is now vorking for one of the Thal State Enterprises, IT-In further training or R-Resfyned from Government.

ENDS

Indjcates approxiate_date on witich participant.can be dropped fron the follou-up systam after the reply froa his final
follov-up letter has been receivnd and data entered,

Questions concerninn interpretation of any iten in this v port nav be atdressed to DTEC or USAID,



http:IT-In-traini.n2
http:rific.it

PARTICIPANT TRAINING
— FOLLOU-UP ACTIVITICS REPORT.

PROJECT LIST

The perticipants mentionest in this repart were trained or aro currently in training under one of the folloving projects:

—— - PROIEC - MUBRIFR — - - o - TITLE . - STARTING DATE PLAMEED CONPLETION DATE

I UThlb BILATCRAL PROJECTS

AT3-G70 (1) 520 Povalapminnt 17775 187492
— e -~ == . [{Participants wire procrazaed under e e — e e . N
4:3-0075 = Projact bevelepaart ani Suppart)
L2072 (Q) Iransfer of Technoluav and tanagewwnt Skills 11/75 68/61
A05-070 0 {4,) . Porulation Planning 07/7% 12/G2
462-0215 (G) Hon-Fonial Vocatioral Education ¢4/80 2/€3
402-0707 (1) Hill Area CDdvecation 03/70 03/05
—— . 655-0300 (4) - Peneweble Men-Convertional Eacray R 110 2 & B oo twae
10500 (5) (L) Anti-tlalari= 0e/70 n/r3
93-0su2 (C) kuierging Problets of Develeprent 0g/co 06/8%
Le-0514 (1) Reeote Sansing for Developuert 07/79 07783
M5-6217 (4) Asricultural Planning 12/80 10/84
~IE AL/ FUNLCD PROJECT -
A15-0284 Regiona) Citfes - Low Incese Shelters - -

ITILAIDA CENTRALLY FUNDED FRUJECTS

— Y N L JNPIEGC. e - . I e
oeer 7 Workshop on Faaily Planning Logjistics - -
aa! Thanacenant
CCul Tratning 1n Faaily Planntng - -
00cA Integrated Population and Developaent Planning - -
o0nsy Population = Regiaral Yort<hop oo fvaleation - -
— S 1IS0 .. __ _Energy ianagement Trafning _ . o - —
93¢ LG Alternative Cnerav Technoloay - -
o3¢ qan7 Convzntional Encrgy Training

1/ Tiese four dgit nunhers were arbitrarly assignod to help fdontify the Contrally Funded participants in the OIS record.
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APPENDIX E
ILLUSTPATIVE QUARTERLY REFORT
e ON

PARTICIPANT FGLLOU-UP
FOR
— e o—. _USAID_AND_DTEC__




e o DILLAUSAID . L

FORTHLY STATUS REPONT

LIST OF PARTICIPAITS WO DEPARTEYD FOR TRAIHING DURILG

PRCJ TR LI DEPT CIVISION CTY SX ED CTRY FIELD INSTU TYP DATE
LV IR GF TRG TRG DEPY
OTEC/USALD

NONTHLY STATUS REPORT

LIST CF PARTICIPANTS MHO RETURNED FROM TRAINING UURING

PR0s TR

MIN DEPT  QIVISION CTY SX ED  CTRY FIELD  INSTN  TYP QUAL DATE DATE

koo 1, OF TRG TRG EKMD DEPT RETH
DTEC/USAID
GUARTEELY REPOKT
REWMDURSELENT OF TRAINING (0515
PRUJLLT PART ICIPANTS COUNTRY  DATE  DATE UUPATION GF DATE CF ANOUNT COLLECTICH PROCESS
L NAE or OF CF 0l ICATION RESTGHA- 0 BE AMQUH ERIGD STATUS
e S - oo TRAINLIG . DL, . RET. . (ZHOCTOST . R peloubben 08T flﬂ%?fl.,-.OXdIln/LATE

OF TRAINILG) (PROTATED FOR

TINE HORKED)




