MANAGEMENT REPORT

MANA(;EMPNT ANALYS[S DlVlblON\

OFFlLE OF MANA()EMENTI PLANN’I{\I(; ,

A(JEN(Y FOR INTERNATIONAL DEVELOPM ENT

P -AAS-9n

|
a2
NP




PARTLICIPANT 'TRATNI N
FROCESS SURVEY

Thage I

ATV EROGRAM DLV TN

A/IW’ = Decsnbor Jo 0 1060,



1010-107
UNTIED STATES GOVERNMENT

Wemorandum

Mre N, Cs Lavergne, A/IT 1109 SA-5 DATE:! December 30, 1064
77
Hnrry . Filtae, A/ MP 28h1-Ng

Farticlipant Tralning Frocess Survey

We are pleased to submit our report on Fhase T of the
Pavticipant Training Process Swirvey. This aspect of the murvey
cemntated of a debnlled study of the PIO/P process from the Lime
Lhin PTO/P arrives In A/IT from Lhe misslon uanbtll the partledipant
nerlves in the Unlted States. Tt contains the followlng recom-
mendntions which were dlsenssed and agreed upen during onr recent
maehingt

1. 'That the Frogram Arrvangervs work divectly For the FNOsj

2+ That responslbllity Tor the clervienl review of
documentation be tvanafevred Lo the Regional Branchea)

3.  'That responsibllity for review of cvedenliinle be mnde
a protesslonnl sdvlisory funchion aund he taken ont of
the main document, flows and

he 'That a dtabistleal Control Cenbter be esbnblished in tho
Fropram Divialon in place of the Analysis ond Stnllsblies
Beanech, with the new unlt to emphaslze conbrol of
docnmenbatlon, definitlon of veporbting requirements, nnl
coordination of the data processing sysbem.

The vreport contalns an outlline of the Cindings nesed to support
Lhete racommendablons as well as a detalled explanation of the prrement
and propoeed work [low.

We halloye that fmplementation of thege racommendablons will
hoawe an dmmediate benaCielal impact on the operntlong of Lhe Propomm
Plvicton.  Conseguently, to facilitate such dmplemenbnblon, members ol
Lhe mrvey team wlll be avallable to work with your stalf to taie
whmlinyver actlion 1s recuired.

Morecover, in accordance with the previously agreel upon foope
of Wk, we wlll commence work immedimtely on Phase IT of the survey.

Altachment
n/n

Buy 1.S. Savings Bonds Regularly on the Payyoll Savings Plan
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TIIRODUCITLON

Al the request of Ethe Acbking Dlraector, Office of Intormaltonal
Treainine, bhe Office of Management Ilannling begon a work mengovement alody
In the Regtonnd. Beranechan o the Progeam Divieion In A/IT. Prot itminaey
Ut b phowed Lhab a more comprehensive survey of Lhe work sl orpontzallon
of e Preopgeam blvislon was required hefore meaningfnl worklond otondaed,
ond olal v ing levels eonld be recommanded for the Regionmal Beanchee, UMl
Fhwdingr wne diconened with the Director, A/T_’l‘ who eonenrred In bBhin nood
o niy axpandad paryey s o0pe.

'he neope of work wna revised to Cocnp on Lhe ant ore proclicelpond
Lraodning proceas whileh bogins when a P]I)/[‘ arvives tn ATD/W and onds shea o
af e bhe parbleolpant complebes hils U8, teadning and deparbs Cor bl how
ronmmbry. To maet the requivementno of the revised reope of worlk, 14 bacon
ngtdont that tha A/MP suryey team would have to cover all of Lhe
retivitles of the Program Divislon, inclnding the Analysls nand ftabiables
Weoaneh ond the Progeam Support Branch, ns well as activities of supporting
arpanizabional units which become dlrectly Involved in the procens as n
rectlt of Program Davelopment Inltlative.

Tl owas nprend that the survey would be conducked in thvee dichined
phincea, yibh n dreaft report of findings and recommendntlons presenbed foa
A tor approval prior to the inltiablon of each subseguent. phasa, hie
nppronch wonld Facilibabe rapld dmplementation of approved rocomiendaliong
during bhe course of or between phases of the study.

The enclosed report conteins the findings and recommendatlons on

Ihane T which teaces the PIO/P from the time 1t ip recelved in A/I’IF bl
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Lhe parbicipant arrives in the United States. During Phase 1T the aurvey
Lesm will review A/IT activities in comnectlon wlth participant
ndmintpheation and support to establish wnlform procedures and preact foon
within the Prograu Divisioun. Finally, in Phase IIT, a work measurament,
mryey willl be conducted to establish workload standards for Flacal Yenr

1006 shalfing levels for the Program Division.



‘-‘ l =

SURVEY OBJECTIVES

FVATIALE AND RECOMMIND IMPROVEMENTS INt

. Present, Flow of PIO/Ps
. Orgnnization and Assignment of Responsibilities in
Program Division
; Methods and Proceduwres, Tocusing on
-~  Tlimination of Unnecessary Work Steps
—~  Tmproving Management Conbtrols
== Blimination of Duplication
—=  Improving Systems for the Collectlon and

Analysis ol Data
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SURVEY PROCEDURES

fitep-by-step annlysls of work flow through the vaxrious branches in
the Program vlvlision.

hrtalled interviews with over 55 personnel in the Program Division
and the Repglonal Bureaus.

Aystematle analysls of documents and records brought into or

penerated In the work flows
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PLACING THE PROGRAM ARRANGEMENTS OFFICER BEIWEEN THE PROGRAM

DEVELOPMEANT OFFICER AND THE PROORAM ARRANGERS HAE PROVED UNWORKABLE

For 'The Progrun Development Offlcert

. TImpeirs Continulty of Progremming
» Tmpalrs Responsiveness of Program Arrangers and Thereby Adds

"o The PDO's Non-Professional Workload

For The Program Avranger:

. Tmpairs Identiby With The Program
s Inpalrs Froduebiviby

o Supervision Unclear

'or The Program Arrangemenbs Offlcert

v Tmpedes Adequate Supervision

« Requires PAO Lo Rale Persommnel Whose Work She Cannot Adequotely

Juwdge

. Tack of Clear Definltion of Present Role

RICOMAFNDALION .

RELURN 10 DIRECT RELATTONSHIP BETWEEN PDOS AND PROGIRAM ARRANGERS
» Aseign Propgram Avvangers to Work Directly With PDOs

Abolish Program Arrangements Offlcers Functions

Utllize Present Program Arrangements Officers at Polnts Of

Greatest Need
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FUNDING 372
THE REVIEW FOR DEFLCIENCIES OF INCOMING DOCUMENTATION BY 'THE
ANALYSTS AND STATISTICS HDRANCH I8 NOT ESBENTIAL YO THR PLOS

AND UNRECTESSARILY IMPEDES THE WORK PROCESS

» Duplicates Work of PDO

+ Unnecesgoerily Impedes Programming

« Hampers Control and Scheduling of Workload in the Reglonal
Branches

RECOMMENDALION >

TRANGEFR RECFONSIBILTIY TOR THE REVIEW OF ADEQUACY OF DOCUMENIATION 'O
THERE REITONAL IRANCHES
+ Free Anslysle and Statisticnl Persomnel For New
Responsibillities

s Pub PIO/L’ in The Hands of 'The PDO ABAP
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FINDING 33
UNDER CURRENI' PROCEDURES THE CREDENTTAIS REVIEW BY ANALYSIS AND
BTATIBIICS BRANCH DELAYS TTE START OF PROURAM PLANNING
o Occasionally Duplicates Work of PDO

s Occaslonally Nobt Useful
-~ Makes Recommendations When Not Required

«=~ Makes Recommendatlons Nullified By Other Considerations

Unnecegaarily Impcedens Programming

RECOMMENDATION #3
"WAKE CREDENITATS FXAMIRALTON OUT OF 'I'HE MATIN DOCUMENY FLOW AND LIMIT

CREDENTIALS REVIEW 70 PROFESSIONAL ACADEMIC AUVICE

» Reduce Manpower Now Davoted to This Overall Function

Eliminate Umiecensary Heconmendabions

Eliminate a Cwrrent Botbtleneck in The Workflow



FINDING ﬁh

PRECENT PROCEDURES FOR 'HE COLLECTYON AND ANALYSIS OF STATISTICAL

INFORMATION 1IAVE NOT GIVEN A/TT AN ACCURATE, TIMELY DATA BYSTEM

In The Coilectlon of Data

. Inck of Coenbtrols in Reporting Statlstlcal Data

. Duplicate Polnts of Subordinate ILevel Data Collection

. Serious Delay in The Coordination of A/IT’S Data Processing
Syshen

Inck of Bffcetive Systems TInterfere Wilth Programming of PIO/PS

In The Analyeis of Slablstlesl Infformatlon

Imck of Delinitlon of Present Report Requirements

Absenee of Contlnuwing Attentlion to A/IT'B Data Needs

»

RECOMMENDAILON 74

RECAST 'WHIE ANATYSIO AND STATTSTICS BRANCIH 'WOWARDS INCRFASED EMPHASIS
ON CONIROL OF NOCTHENIATION, DEFINLIION OF STATISITCAL REPORTING
REQUIREMENT'S AND COCHDINANION OF 1HE DAA PROCESSING SYSTELM

« Rename the dtabistlcal Conitrol Unit To Reflect New

Responclibliiitles

« Bulld In SkiLL In Shatlutical Analysis and Dabta Procesnlng

Syatemn
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A/JU PROGRAM ULV 510N

The following norvedtlve describes fnn detall the flow of the PIO/P
and related documentc from the time bhey are recelved In A/IT from the Miralon
uyntil the tlme the parvticipsznl arrvives o the United States:
| 1. Misslon-issued PIO/P package (includes PIO/P, bio/data,

transeripbs, i required, miceellaneous documents) received in
Anolysis and Slaticbices Brauch rom State Department mallroom.
Mall Clerk dobe abamps 0T0/P and vecords in daily log sheab

4

which is tnllled each doy to show the number of PIO/PS, bjo/
data and miscollancous dociements received and Lhe number of

PIO/fo transmithed Lo Tesuabee  Sectlon for procossing.

2. Transmite onc copy of PIO/P and blo/data 1o Statlstics and

Reports Bection.
3. Asgsembles PlO/P package end, transmits to Coulrol Unidt.

ha, Document Reviever checks PIO/P package for compleleness of
documentation. If PIO/P or bio/dnta in mlesing, a white "partial"
3 X 5 cavd is prepared, and L documentation is nob recoived
within five days.on elrgrom lg sent to Micsion requesting missing

data. Card 4o i1ed by PIO/P nwabor,

Ybe Ir documentalbion 1s complebe or when addltlional documentation is
reviewed to make completey yellow 3 X 5 card is prepared (with -

vittbe Glaane carhon) nd. 111ed.
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11.

Jonbrol Unit ynota dnformatlon {rom documents to large inventory

sheelbs which by the time bthe perticipeob departs conbein all

the egsenlinl dabe vopardding nis broining.  Manile folders are

f1led by country aund PIO/P nunmber.

PIO/P packame Lomped in by scceretary of the Chief, Program
Support Branch.  Loefesod Lo the Program Development Officer
" Y v R - 1 1) ks 1 =l 3 0] 0] [ .

(PDO) in the [Hibi-Regdonal Seebion with rospensibility for

. . R
assipning v/ Po,

Thin PLC wevicws PIO/T for program conbenb, If PlO/P relates
to fLelds ofr  (a) heallh and cdueatlon, (b) sgriculbture, or
(¢) Community Development, hiz o Cers Lo the aproprlote DO

pe [ N
1o bakes action Der PIO/Fe in other

r—t

withilin She Zecbion.
funecbional wyroae.

he scobion baken by o PDO Lo the Molll-Repgional Sectlon
to progrum o PIO/P 1 siwilar vo acbkion Laken by a PDO 1n the
reglonal branchoes vith the exception of the Agriculture PDO who
Corms oub abll hiis preqcones to USDAL The Agelenliure PDO mokes
prrangencihs only Cor inborprebors and escorts,

In tbie Tnabonen, bhe PIO/ P Pocs shesh s prepared by the

reglonul branch vither thao PDO In Maltl-Repional Seclion.

B When PIO/P 15 progranmed within Secbioun, PDO pulls an

N o " e /e .7 .
Trrore L iue cnpy ol bhe MLU/P) Lio/dobta and PIF and

W

trencmibe bo popropriste cegiongd brauch where it 1s

)
logped 1a or £lled.






15,

PIO/P package Is glven to mall clerk who prepares 5 X 8
card [illed by PIO/P number and country and & 3 X 5 name card.,
Also preparcs strip 1le for ready reflerence inalcating PIO/P
number, nam2 of participant and assigned PDO. PIO/P package
referred to the PDO indicated in the PIF. (There are sub-
sboad tel voriabions in the flow of the PIO/P among the reglonal
branchos From the btime 1L pets Lo Lhe Dranch Chilef until 1t ds
recolved by the IO, Boyverbtheless, the procedure outlined

above Lo typicnl ).

PDO reviess PLO/P package Lo determine: (a) adequncy of dabaj
(b) obJjectives of trainlng; (¢) clarity of tvainlng nceds;

(d) type off Leaining and scope) (e avadilability of training;
(1) suibobllity of participants and (¢:) fonding, regquirements.
Moy veview agoilost projeet descrisiion in CAR 1 and contact
regional burenu desk offleers or Lechnicoal suveciallsts [or
asslotance.  Mokeno decislon whebher to "fuen out" to partilcipat-
ing agency or contractor or to implement directly.

I0 divestly dmplenented, develops or arvanges trainlng
programs o pavhicipant including: (a) ploacement In trajuing
facility; (b bawing end dovablorn of bralning:: (¢) prepuration
of itineravy; and (d) debermining costs of training. Prepores

or instiucte Program Arranger to prepere follow-up lebters to

faeillibione L "rarmed oul”, insbruebs Pregrom Arranger 1o
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USATD; (L) arrenges Por interpreters, escorts and technical
leaders; (¢) aveanges Tor languages testing il necessary,

ALTGY levsge Lradning, pre-unlversity workeshop; (d) preparcs

nev PXO/F pnce sheot for lounance,  For direclly dmplemented

programs only! () prepaves Letber of Assignment or Fleld

Purchase Order to training Cactlity (where required); and (f)

maken domestic travel arvanpgements.

19, For both divectly implemented end "Torm-ont" wrograms, Program
Avranger:  (2) yeepores on basis of PDO insbruchion (or types
PO dealt) prosvom messace inceluding svgecestoed bl forward
date and sends wilh proposed program to UBATD, obiaining DO
and Branch Chic{ clearance; (b) avranges for interpreters,
escorts and Lechniccl Llesoevs: (o) arvivonges Langvapge beshing,
ALICGU 1onpuage beoining, pro-universiby worhsion: (1) prepaves
or bypes DO draft of .LIO/.P face sheoch Yo RO and Branch Chilef
crearance: (o) completes P ol types Povticipant Profile
Troining Qocord (PPIR) and traoomibs to Gtatistics and Reports
gection; and () tiles maberinl ia pavbiciyant's olaer pending

aceipt of "avrival notice" Crom USAID. Tor dircclly dmplemented

programs only: (2) prepoves boelber of agsslomment or Fleld

Purchase Oracsy (b)) woranpges domesblc travel.

’

20, DBronch Chicel reviews TIO/P face sheet, Initlels and forwards to

Toananes Hechion.

21 . Issusnce Sechilon recelves gpproved PIO/P ond processes it for

lonunnee.,


http:t:aini.ng




A/IT PROGORAM DIVISTON

The followlng narrative describes in debail the proposed flow of tho
PIO/P from the Lime it 1is recelvea in A/IT from the Misslon until the tlme the

poct beipont arelves in the Undted Shatos:

Lo Mission lssuerd PIO/P packoge (dncebules PIO/P, bio data, transcripts, if
vegiired, mivcellavenus docwnerts) recelved in Statistical Centrol
Cenber ffrom Shate Dopachbment Mol Ll Reoms Reviaweypdole Ghamps ]7]1()//1’,
retaing one couy of PIO/P S hio/Duta; and fovwards romalning documentas

ba Progrom Duapport Beaueh or apervoprlote Reglonal Branchn,

AT W PIO/P Forwerded sa Prosevoug Bupport Branch:
PIO/P prchage logped in by seerebary of Lhe Chilefl, Progran Support Branch.
Then velervad to the Peogeom Development OO0rlear (PDO) in the
Mulbi-Resional Sechion responaible o ansioning PlCVﬁ?u. This DO reviews
PIO/P Cor progeoam conbent. If PIO/P velates to Clelds of: (a) health
and educabi-u, (b)) apetmitbore, or (o) Commnlty Development, he relers
Ley the appropriate DO within the Scehion. e hﬂmslﬁezumimlforlﬂﬂ/ﬂ4
In other Mmcelbionol ereas,
The action tnken by o PDO G the Muilbl-Repional Section Lo propgram o
PTO/P 1o sl lny bo acigon kaken by a PDO in Lhe replonal branches with
fhe exceapbion of tha aecicvlioce P vho Caving oub 103 his programs Lo
USDHA.  The Acvleulbuve PO malies aveangements only Cov inlevpreters and
cocorts.  In bhis dinstance SHhe PIO/P face sheel Le prepared by reglonal

bronches rather thon PDO in MoLLi-Regiounl Secetion,

2Al. When PIO/P i programmed wibhin the Secetion, PUO pulls an informatilon
nopy of I—’LH')/.!‘ 14 ‘b‘l.o/l)zr(',m. and bransmits Lo approoviate regional

branch.


http:narraii.ve

2024 I the PIO/P 1e a contract (non-funded) cype, 1t is transmitted to
Univercity Contvacl Sceblon.  (Whe Action tuken to progrom o
PIO/P I wimdlar Lo the action Laken by a PDO in ropgional branches

. /o . )
Lo progvam o PLO/P which 1s farmed out to a pavtleipating agency., )

2A3.  IC the PIO/P tnwvolves Uhipd Connbry Training, PDRO trancmils PIO/P
package te Overseons Tvoalndng Sectlon.  For excluslve Third Country
PIO/PG, PDO pulls certoin Informatlon rrom PIO/F, Lransmlts an
nformal ion copy bo appropciate regiconol broaneh, aond Ciles other
copys for combinnbion U.se, Thivd Counbry Teaining FDO gets

Infocmal fon copy from Hulil-Reglonel Seclion. Replonal branches

take aobion.

2B. I PIO/P Porwarded Gto Regional Branch Chilef, Chilel rovieus PIO/P package

and assigns to PDO (e.g. Industry, Agricwliure, Public Adminlstration,

L1y

Bieation), PIO/P pactore given Loodnench Chief's secvebary who logs in

and gives Lo Progvan Dovelopmont Q000 cor,

3. PO reviews PIO/P packnge bo determine:  (a) adequacy of data; (b)
cbjectives of braining: (¢) elariby of training needs; (d) type of traln-
ing and seope; (e} avedlability of Grainivg; (£) suitabillity of participant;
and () Cunding reguirements, 0 required, conbacls regional burcau deslk

nifleers ov Techinioo! cpectolicls f'or assisbones.

o 8 orlginal documontat ion fnecwmplebe, FDO dncbructs Peogram Avranger to
nod adrpgram bo mlseion roguesting daba. U evoluablion of transcripts
desdred, instruchs Progron Srvongor bo send request to credentlals

ahienl Conbrol Cenlere  Indbintes preparoation of de-

<
=

ovaluabor in 85

talled mropran.


http:certc.in






http:Pvcj)KI.am

Tle

-5 -

Rpanab Chilel reviews PIO/P face sheet, dinitlsls snd forwards to

Sbatiestleal Control (Centere

Gtatlstical Contrcel Cenber recelves approved PIO/P and processes it for

1seuance,.



