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Welcome to the Managing for Training Impact Workshop!

This is the fourth workshop for Africa-based Training Officers organized under HRDA
since 1988 and the first arranged under the new core contract by AMEX International,
Inc. and Creative Associates International, Inc. We welcome your active participation
in all workshop activities and hope that you find the sessions informative and directly
useful in your work.

We are all professionals with years of experience in the world of Human Resource
Development and Training. Within our small group, we share the goals, frustrations
and satisfactions which accompany our responsibilities as training experts. Through
periodic meetings such as this workshop, we can exchange vital information and ideas
on how to improve the impact of training, contribute to the overall development effort
of USAID and, ultimately, make a difference in the lives of individuals and institutions
around us. Improving the quality and availability of skilled human resources is key to
sustaining development activities in any country. Our efforts to build human capital
underpin virtually every sectoral development activity, from improving rural heaith care
delivery to modernizing communication systems.

Although most USAID projects contain training coniponents (“technical assistance,
training and commodities") and a few only fund training, such as HRDA and ATLAS,
the field of Human Resources Develooment is often under-appreciated by
development experts from the technical fields (agriculture, health, etc.). Often we are
ill-prepared to represent convincingly our contributions to development, or our
management needs. This workshop will expose Mission training experts to the latest
information in human resources development and supporting management systems.
You will leave with a deepened understanding of your profession AND many practical
tools to help you manage training.

This workbook contains 8 sections which correspond to the agenda set out for our
eight days together:

INTRODUCTION

ACHIEVING BROADER IMPACT THROUGH TRAINING

MAKING THE MOST OF STAFF AND RESOURCES

RESPONDING TO THE NEEDS OF SPECIAL TARGETS: WOMEN,
PRIVATE SECTOR AND DEMOCRACY AND GOVERNANCE
RE-INVESTING IN TRAINEES: NETWORKING AND STRENGTHENING
ALUMNI ASSOCIATIONS

THE VALUE OF INFORMATION

UNDERSTANDING PROGRAMMING CHOICES

SUPPLEMENTARY INFORMATION

o ronN~

© N o
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The workbook is designed so that it becomes your individualized ciccumentation
source for future reference. Feel free to add hand-outs, documents and notes to each
section, and to arrange your notes along with the yellow dividers included in Section
8. Tabs 9-12 are also provided for you to customize your workbook. Diskettes will be
provided with files that include sample SOWs, memos and other useful documents
which you can take home to load onto your office computer system.

We look forward to your help in making this workshop a rewarding and enriching
experience. We welcome your suggestions and criticisms during and after the
workshop.

The HRDA Project Staff:

USAID/AFR/Office of New Initiatives
AMEX International, Inc.

Creative Associates International, Inc.

March 22, 1994

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. Q
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DATE / TIME

AGENDA

SESSION

Wednesday, March 23, 1994

8:30-9:00
9:00-10:00
10:15-10:45

10:45-12:15
1:30-2:00
2:00-3:45
4.:00-5:.00

Thursday, March 24, 1994

8:30-10:00
10:15-12:00

12:00-12:15

1:30-2:00
2:00-2:30
2:30-3:45
4:00-5:00

Friday, March 25, 1994

8:00-9:30
9:30-10:30
10:45-12:00
12:00-1:00

Monday, March 28, 1994

8:30-10:15

10:30-11:45
11:30-1:18

1:30-2:00
2:00-3:45
4:00-5:00

Welcome, Introductions
Latest Perspective on AID
Logistics, Norms for the Workshop

Understanding Mission Strategles
An Impact Interview
Evaluating Training Programs

Managing the Information Resource for Impact: HRDA
Information System Overview

Using Mission Strategies to Develop HRD Objectives

Case Studies: Using What We Know About Factors that
Contribute to Impact to Plan a Training Strategy

Photo Session

Group Reports from Morning Sessions
Beyond Processing: Increasing Training Offica Visibility
Taking Advantage of the information Resource

Increasing Visibility: Experience from the Field

Orafting 2IO/Ps
PTMS Core Information Gathering and Analysis
Data Quality and the Value of Information

Crisis and Closeout Management

Responding to Needs of Special Targets: Frivate Sector,
Women

What Makes Up Civil Society in Africa: Brainstorming

Luncheon Panel: How Do HRD, Training and
Democratization/Governance Fit Together?

Will You Help My Brother Get an MBA?
Case Studies: Advisory Boards, Recruitment, Selection

Using Databases to Manage Recruitment and Selection

PRESENTER

Paul Knepp
Gary Bombardier

Derry Velardi,
Rita Wollmering

Susan Votaw
Andy Gilboy
Brenda Bryant
Hugh Maney

Susan Votaw

Susan Votaw

Team and all
participants

Isabel Dillener
Andy Gilboy
Martin Hudson

Isabel Dillerer

Larraine Denakpo
Peter Gallagher
Hugh Maney
Andy Gilboy

Donald Hart

Felipe Tejeda
Felipe Tejeda

Andy Gilboy
Susan Votaw

Larraine Denskpo

USAID Human Resources Development Assistance Project (698-0463)
AMEX International, Inc./Creative Associates International, Inc.

March 1994
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DATE / TIME SESSION

Tuesday, March 29, 1994

8:30-10:00 Understanding Institutional/individual Needs
10:15-12:15 Group Session of Country Strategy Homework
1:30-2:00 A Lesson on Buying Shoes
2:00-3:45 Quality Control: The Characteristics of a Good Training
Program
4:00-5:00 Getting Your Money's Worth: US Academic Training

Wednesday, March 30, 1994
8:30-10:00 Open Discussion

10:15-12:15 Professional Development: Interviewing Techniques

Thursday, March 31, 1994

8:30-9:30 Looking at Third Country Programming Options
9:30-11:15 Training Office Information Needs
11:15-12:15 Why Re-Invest?
1:30-2:00 Can't USAID Send Me to Another Seminar?
2:00-3:15 Basics of Scopes of Work
4:00-5:00 Budgeting for Training and Training Services

Friday, April 1, 1994

PRESENTER

Donald Hart
Brenda Bryant
Andy Gilboy

Rita Wollmering

Isabel Dillener

Paul Knepp
HRDM Trainer

Elizabeth Torrey
Hugh Maney
Ron Raphael
Andy Gilboy
Donald Hart

Larraine Denakpo

8:00-9:30 Reinforcing the Likelihood of Impact Andy Gilboy
9:45-11:00 Promoting Linkages of Local Associations Stephen Dike
11:00-12:00 Post-Test, Evaluation Rita Wollmering
12:00-1:00 Lunch and Presentation of Certificates Paul Knepp
USAID Human Resources Development Assistance Project (698-0463) March 1994

AMEX International, Inc./Creative Associates International, Inc.
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Hajera Abdullahi

Souley Alima

Roger Blassou

Hadiza Bolho

Alpha Souleymane Diallo

Moustapha Diallo

Mamadou Diarra

Joseph K. Enuson

Barbara Jensen

Wilbur Jones

Anna Jozefowicz

Lucy Chris Kaliu

Thierno Kane

Z. Kristos Minja

LIST OF PARTICIPANTS

Training Assistant
USAID/Ethiopia

Participant Training Clerk
USAID/Niger

Training Officer
USAID/Benin

Participant Training Assistant
USAID/Niger

Private Sector Training Assistant and PTMS Speciaiist
USAID/Guinea

Training Officer
USAID/Guinea

HRDA Project Manager
USAID/Senegal

Participant Training Officer
USAID/Ghana

Human Resources Development Officer
USAID/Gambia

Clark Atlanta Univ. HRDA Manager
USAID/Zambia

Program Specialist
USAID/Poland

Participant Training Specialist
USAID/Malawi

REDSO/WCA, Regional HRDA Project Advisor
USAID/Cé6te d'lvoire

Training Officer
USAID/Tanzania

USAID Human Resources Development Assistance Project (698-0463)
AMEX International, Inc./Creative Associates International, Inc.

March 1994
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Fatma Ahmed Foad
Naguib
Eugene Ndaro

Methode Mdikumana

Emmanuel Oche Okochi

Gilbert Pouho

Agnes Rakotomalala
Asina Sibetta

Emanuel Antero Garcia
da Veiga

Dominique Zemrag

Jeanne Marie Zongo

Training Office
USAID/Egypt

BEST Project Training Administrator

USAID/Burundi

Acting BUHRD Project Manager

USAID/Burundi

Ag. Head of Training Division/Program Officer for

Training
USAID/Nigeria

Assistant Training Officer
USAID/Guinea Bissau

Program Office
USAID/Madagascar

HRD Officer
USAID/Zambia

General Development Officer
USAID/Cape Verde

Participant Training Assistant
USAID/Morocco

Training Officer
USAID/Burkina Faso

USAID Human Resources Development Assistance Project (698-0463)
AMEX International, Inc./Creative Associates International, Inc.

March 1994
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AID/AA/AFR/DAA

Gary Bombardier

AID/AFR/ONI/TPPI

Paul Knepp
Freeman Daniels
Elizabeth Torrey
Rita Wollmering
Hugh Maney
Barbara Keating
Yvonne Andualem

Ted Clarke

AID/HRDM/TSD

Lucy Sotar
Toni Mitchell

LIST OF PRESENTERS

Deputy Assistant Administrator, Africa

Acting Director

Private Sector Training Specialist, HRDA
International Programs Specialist, HRDA
Public Sector Training Specialist, HRDA
MIS Specialist, HRDA

Data Administrator and Analyst, HRDA
Senior Training Advisor, ATLAS
Associate Training Advisor, ATLAS

Director of Training and Staff Development
Training Specialist

AID/G/OIT (Office of International Training)

Ron Raphael

AMEX International, Inc.

Larraine Denakpo
Donald (Duca) Hart
Andrew Gilboy
Isabel Dillener
Felipe Tejeda

Field Service Advisor for Africa and the Newly
Independent States

Project Manager, HRDA

Private Sector Training Coordinator, HRDA
Private Sector Training Coordinator, HRDA
Assistant Project Manager, HRDA
Vice-President and Corporate Monitor, HRDA

Creative Assoclates International, inc.

Brenda Bryani
Susan Votaw
Derry Velardi

Vice-President and Corporate Monitor, HRDA
Information Dissemination Specialist, HRDA
Workshop Logistics Coordinator, HRDA

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. 7,
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InfoStructure, Inc.

Peter Gallagher President, Information Management Specialist, HRDA
Martin Hudson Vice-President, Information Management Specialist,
HRDA

African American Institute (AAl)
Heather Monroe Chief of Party, ATLAS
Niamani Mutima Program Officer, Field Services, ATLAS
Ken Doucet Placement Officer, ATLAS
Partners in International Training and Education (PIET)
Dawn Gayle Placement Specialist
Carey Needham Programmer, Entrepreneurs International (El)

US-Africa Chamber of Commerce

Stephen Dike Director

Service Corps of Retired Executives (SCORE)

Peter Pallesen Business Consultant

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. %
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WORKSHOP GOAL

To manage and administer more effectively a range of human resource
development programs in order to increase impact in Mission-designated target
areas.

WORKSHOP OBJECTIVES
Participants will:

. be able to analyze the Mission's overall program objectives and develop
appropriate training strategias;

. gain a better understanding of the need to demonstrate impact as well
as learn strategies and develop techniques for achieving high impact
training;

° enhance their skills in utilizing management information (MiS) systems for

planning and managing HRD activities;

. increase their understanding of the relationship of training implementation
documents — such as PIO/Ps and PIO/Ts — to project management,
evaluation, and impact analysis.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. o
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GLOSSARY OF FILES ON DISKETTE

This workbook is accompanied by diskettes with files that may be of use to you in
managing your training portfolio for its impact on your Mission’s and country’s
development goals.

The foliowing table lists the files provided, along with the following information for each

file:
» the file's name;
» the format or software the file is in;
» the use the file is intended to serve;
» suggestions on how to use each file.
FILE NAME FORMAT USE COMMENTS
ACADQUES WordPerfect 5.1 | Sample questionnaire for participants in Fill in Mission and add any
US training. additional questions.
ENGORIENT.MEM | WordPerfect 5.1 | Sample orientation matorials in English Fill in appropriate blanks and add
for arrival in the US, including arrival any special information.
instructions for Washington.
FRORIENT.MEM WordPerfect 5.1 | Sample orientation materials in French Fill in appropriate blanks and add
for francophones on their way to any spocial information.
training in the US, Including arrival
instructions for Washington.
PORIENT.MEM WordPerfect 5.1 | Sample orientation materials in Fiil in appropriate blanks and add
Portuguese for lusophones on their way | any special information.
to training in the US, including arrival
instructions for Washington.
HIRING.MEM WordPerfect 5,1 | Sample job description and Fill in Misslon, project-specific
advertisement in English for a Training information, and any other
Specialist. additional information,
SKILTEST.MEM WordPerfact 5.1 | Sample skills test for a candidate for the | Add any Mission- or project-specific
Training Specialist's position. information, or follow this format to
create your own skills test.
SELPROC.MEM WordPerfect 5.1 Selection procedures for a Training Add any Mission- or projoct-specific
Spocialist. information or procedures, or follow
this format (o create your own
recruitment process.
EVALCRIT.MEM WordPerfect 5.1 | Evaluation criteria for a Training Add any Mission- or project-specific
Specialist. information or procedures, or follow
this format to create your own
evaluation criterie.
SPECREJ.MEM V/ordPerfect 5.1 | Sample letter to a candidate who was Fill in particulars or use this format
not selected as Training Specialist. to create your own letter.
SOW-NEED.MEM WordPerfect 5.1 | Sample Scope oi Work for a Training Follow this format to develop
Needs Assessmont. Scopes of Work for in-country
training needs assessments.

USAID Human Resources Development Assistance Project (698-0463)

AMEX International, Inc./Creative Associates International, Inc.

March 1994

10



HRDA Workshop Notebook: Managing Training for Impact

Page 1-11

U FILE NAME | FORMAT . USE L COMMENTS :
PROVQUES WordPerfect 5.1 Sample questionnaire for local training Fill in Mission, country, and sdd
providers. specific questions as necessary.
TPLAN.MEM WordParfect 5.1 | Sample Annual Mission Training Plan. Follcw this format to develop
Annual Training Plans for your
training office.
WordPerfect 5.1 Sample Mission Training Order, Fill in Migsion-, country- and

L TNGORD.MEM

project-specific information, or
follow this format to develop your
own Mission Training Order.

WIDGRANT.MEM

WordPerfect 5.1

Sample memorandum for e Concept
Paper for an HRD/WID matching grant
program.,

Fill in your country-specific
information, or use this format to
justify other kinds of programs.

ETPAGREE.MEM

WordFerfect 5.1

Sample Inter-Agency Reimbursement
Agreemont to contract for in-country
English language services with USIS.

Fill in your country-specific
information.

ALUMASSN.MEM

WordPerfect 5.1

Samplo flyer on returned participants’
agsociation,

Fill in your country-specific
information or uge this format to
create your own flyer.

TNGMKT.MEM WordPerfect 5.1 Sample flyer describing a human Use this format to create your own

regource development project. description of HRDA or other

Mission-specific projocts.
PICTURES WordPerfect 5.1 Graphics that can be used in Copy the figure box you want into

WordPsrfect documents. your text, then use WordPerfect to

edit its size or position if needed.
AFRONI.LST WordParfect 5.1 List of all personnel at AID/AFR/ONI. Keep current by editing as you

receivo notification of any
personnel changes.

QIT.LST WordPerfect 5.1 List of all personnel at OIT. Keep current by editing ae you
receive notification of any
personnel changes.

HRDA.LST WordPerfect 5.1 List of all personnel working on the Keep current by editing as you
HRDA Project, including AID/AFR/ONI receive notification of any
and contractors. personne! changes.
AFRTO.LST WordParfoct 5.1 List of all training office personnol in Keep current by editing as you
African field Migsiong. receive notification of any
peraonnel changes.
BROCHURE WordPerfact 5.1 Sample HRDA informational brochure. Enter any Mission-specific
information and delete italics.
3RDPIOP. WK1 Lotus 1-2-3 Sample PIO/P budget worksheet for Enter specific information to
version 2.4 third country training. complete the budget.
BUDGET.WK1 Lotus 1-2-3 Samplo worksheot for technical Enter spacific information to
version 2.4 gervicos. complete the budget.
LTPIOP. WK1 Lotuo 1-2-3 Semple PIO/P budget worksheet for Enter specific information to
version 2.4 long-term treining. complete the budget.
STPIOP.WK1 Lotus 1-2-3 Sample PIO/P budget worksheet for Enter spacific information to
version 2.4 short-term training. complete tho budget.

JSAID Ruman Resources Developmeru Assistance Proje=t (698-0463)
IMEX Internasional, Inc./Creative Associales Insernational, Inc.

March 1994
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ACHIEVING

BROADER IMPACT
THROUGH TRAINING

We have been hearing more about impact in Missions recently, especially since
AID/Washington created the Assessment of Program Impact ("API") in the 1980s. That
exercise requires that Missions identify baseline data drawn from their sectors of
interest against which the success of USAID’s development interventions can be
measured. For instance, a health project might record the number of child deaths
due to dehydration before and after implementation of a USAID-financed health activity
intended to increase the use of oral rehydration techniques. A change in the rate: of
deaths may be attributable to the activity sponsored by USAID.

There are special obstacles in the way when we measure investments in human
resources and training against anticipated outcomes. We have to consider human
behavior, unanticipated events, individual intentions and unquantifiable factors to try to
evaluate the impact of training. How we can evaluate the impact of training and
achieve broader impact with our limited training resources are addressed in ‘his
section.

In addition to understanding impact, we need to know how to integrate the Mission’s
strategic development objectives into our training plans. The CPSP helps Missions
focus its activities while providing the USAID HRD professionals with clear guidance on
where to devote training resources. How to integrate the CPSP into your training
activities will also be treated, so that your all of the Mission’s training investments
correlate with its development goals and objectives. We will also learn how to use the
CPSP as a tool to keep training investments targeted.

In this section and in the workshop sessions related to this theme, participants will:

gain a better understanding of the CPSP as a stratagy tool;
understand why demonstrating impact is important;

use the CPSP to develop training strategies;

learn about how to employ training strategies to ensure the greatest
return on investment;

realize how computer applications are key to impact planning and
evaluation.

LA R JR 2

L 4
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A COMBINATION OF FACTORS LED TO A CHANGE IN USAID’'S MANAGEMENT SYSTEM
Economic climate Budget deficit Scarcity of funds
Desire to show better Response to additional
program impact, opportunities and
stewardship of resources responsibilities in a
and operational efficiency changing world
Desire to be more results-
e oriented and strengthen
aﬁ;m:t::‘mb; c;vozg':ﬁs:n overall evaluation
and management system capabiiities through a
performance-based
management system
USAID adopts a
strategic
management
. system
USAID Hum sources Development Assistance Project (698-0463) N March 1994
AMEX Intern al, Inc./Creative Associates International, Inc.
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STRUCTURE OF THE CPSP OBJECTIVE TREE

CPSP OBJECTIVE

TREE TERM EXPLANATION

ILLUSTRATIVE COUNTRY PROGRAM STRATEGY PLAN

Overail goal towards which the
Mission is working; the objective
lying above the manageable interest
of a Mission.

PROGRAM GOAL Increase Participatory Economic Growth

Higher-ievel objectives lying above a
Mission’s manageable interest.

Decrease Population Increase Real Income in the

SUB-GOALS Growth Rate Agrarian Sector

The development result that a
Mission believes s within ts overall
Output by Medium and manageable interest: that the
Smaller Scale Enterprises Mission can materiaily affect and for
and Farmers which it is willing to be held
acccuntable.

Increase Commearcial
STRATEGIC Increase Use of Modern
OBJECTIVES Contraceptives

Increase Increase Lower-level Misaion objectives that

TARGETS

—_— TARGETS OF
£ OPPORTUNITY

Availability of Demard for

Quality Family Famity
Planning Planning
Services Services

Expand Small
Business
Sector

Expand
Agnricultural
Processing and
Marketing

1. Conserve Biodiversity
2. Reduce Rate of HIV/AIDS
Transmission

contribute tc the achiovement of the
strategic objective; aleo called
"Program Outcomes" or "Program

Outputs.”

Missions can direct tunds tc x¥ards additional areas for
perticular political, historical, humanitarian, practical or
experimental reasons; Targets of Opporiunity generally

represent a small portion of the Mission’s portfolio.

Note: These definitions have been extracted from the Agency-wide A.LD. Program Performance Measurement Guidance drafted 2/21/1992.

USAID Human Resources Development Assistance Project (698-0463)

AMEX International, Inc./Creative Associates International, Inc.
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STRATEGIC OBJECTIVE TREES SPELL OUT ANTICIPATED DEVELOPMENT RESULTS AND ACTIVITIES TO ACHIEVE THEM

CPSP OBJECTIVE
TREE TERM ILLUSTRATIVE CPSP STRATEGIC OBJECTIVE EXPLANATION
PROGRAM . Overall objective lying above the
SUB-GOAL " Decrease Population Increase Rate " ma bie Interest of a Mission.
The development result that a
STRATEGIC ) Mission bolieves Is within Its overall
OBJECTIVE Increase Use of Modern Contraceptives manageable interest, that it can
materlally affect and for which it is
willing to bo held accountable.
Lower-level Misslon objectives that
N . . contribute to the achlevement of the
mascers et Al of culy e Domans oy e ojecive e caled
9 anning ervices "Program Outcomes” or "Frogram
Outputs.
Increasa Wbl Increase Integration Increase N
SUB-TARGETS Private Sector 'Encm::;:;zhc of Population and Promotion of y ﬂepo.:c:'l;.tvh: ':l ::lon to
Delivery v Heatth Services FP/MCH rgets.
* Refe rals for
« WP in FP methods HRD for MOH FP
« NGOs « Integrated services staft « Increased Interventions the Mission plans to
ACTIVITIES - . * HRD in . fund In order to achleve its sub-
* Social mktg + Community-based . quantity and
S counselling and . targets and targets.
distribution quality of IEC
referrals
outreach
—r
N
Note: These definitions have been extracted from the Agency-wide A.L.D. Program Performance Measurement Guidance drafted 2/21/1992.
USAID Humagources Development Assistance Project (698-0463) March 1994
AMEX Interna 1, Inc./Creative Associates International, Inc.
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GLOSSARY OF CPSP TERMS

CDIE DEFINED A CONSISTENT TERMINOLOGY TO SUPPORT USAID'S
DESIRE TO MANAGE FOR RESULTS

TERM

Program

Strategic Objective

Country Trends

Program
Performance
Indicators

Performance
Standards or Targets

Performance
Monitoring

Program Outputs,
Program Outcomes
or Targets

Linking Studles

MEANING

The sum of the project, non-project and policy
dialogue actions undertaken by a Mission in pursuit
of a given strategic objective.

The average of 3 highest level objectives on which a
Mission’s activities can be expected to have a
meaningful impact in the short to medium term.

Basic national, social, economic, financial, political
and environmental trends which provide the context
for and ultimate object of USAID activities.

Criteria for determining or calibrating performance in
the attainment of strategic objectives.

Anticipated levels of accomplishment with respect to
program performance indicators.

An institutionalized system for collecting and
reporting program performance data on a periodic
(generally annual) basis.

The major accomplishments for which a Mission is
willing to assume direct responsibility in its efforts to
achieve its strategic objectives.

The special studies sometimes needed to establish
the relationship between program outputs and
strategic objectives.

USAID Human Resources Development Assistance Project (698-0463)
AMEX International, Inc./Creative Associates International, Inc.
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Targets of Those objectives included in a Mission’s portfolio
Opportunity which do not contribute in a direct or measurable
way to the attainment of a Mission’s designated
strategic objectives but which are nevertheless
retained in the pertfolio for historical, political or
developmental reasons.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. 7
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USAID IS DEVELOPING OBJECTIVES IN A COMPREHENSIVE SET OF AREAS

SAMPLE AREA OF ILLUSTRATIVE STRATEGIC
INTERVENTION OBJECTIVE

* Broad economic policy
reform

* Institutional reform and

Economic Growth development

* Improved infrastructure

* Production and productivity

* Increased international trade

* Strengthened democratic

representation
* Supporting human rights
Democratic Initiatives * Promoting lawful
governance
* Encouraging democratic
values

Improved child survival
Improved health
Improved family planning
Improved basic education
Access to shelter and
related services

Human Development

* Improved natural resource

Natural Resources management :
* Improved environmental
quality
USAID Human Resources Development Assistance Project (698-0463) March 1994

AMEX International, Inc./Creative Associates International, Inc.
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ILLUSTRATIVE AGENCY-WIDE PROGRAM OBJECTIVES AND PERFORMANCE
INDICATORS

CORE STRATEGIC OBJECTIVE

SAMPLE PERFORMANCE INDICATOR

1.

Increased Private Sector Growth

Increased private sector proportion of
GDP

Increased level of private sector
employment

Increased level of private sector
employment

Increased Agricultural Productivity

Increased productivity for selected
crops

Increased net farm incomes

Increased food security

Improved Natural Resource
Management

Increased percentage of valuable
hectares protected and managed

Increased percentage of pollution
sources eliminated or reduced

Increased ratio of forested areas to
deforested areas

More Effective and Enduring
Democratic Institutions

Increased respect for human rights

Increased responsiveness of
governments to human need

Decreased violence of contests for
political power

Increased consent of the governed to
the right of the government to rule

Increased Use of More Effective
and Sustainable Human Services

Increased literacy rate of school age
population

Decreased mortality rate

Increased life expectancy

Decreased population growth rate

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. \ Cl
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DETAILED ILLUSTRATION OF PRIVATE SECTOR OBJECTIVES
Performan~e Indicator Program Targets

incraased Private Sector
Growth

|

1.1.

Strengthened Competitive
Markets

Reduced Public Sector
Market Administration
Removal of Import
Restrictions

1.2,

Improved Public Sector
Managoment of the
Economy

Increased Rate of
Privatization

Improved Economic Policy
Awareness

1.3.

Improved Pollcy
Environment

Policy Reform Fromoted to
Increase Levelc of Private
Investment

Currency Exchange
Liberalization Promoted

1.4,

Increased Private Sector
investment

Increased Credit
Availability

Reduction of Administrative
Restrictions

Increase in Savings
Mobilization

1.8,

Expanded Trade and
Investment

Reduce Export Restrictions
Increase in Joint Ventures

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. 9\ O
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DEVELOPMENT IMPACT AND THE ROLE GF HRD

Development assistance aims tc secure and maintain a basic quality of life for coople
around the world. Development assistance meets this objective by changing and
improving the economic, social and political conditions that relate directly to people's
quality of life. The task is complex and requires a variety of interventions to achieve
results.

Designing HRD to Ensure Results Human resource development (HRD) is
one important tool in development
Human resource development projects assistance.

or activities cannot be designed until
other more comprehensive development
program plans are in place. The
strategic direction of the Mission will

dictate planning for education and The role of HRD is to support and
training. enhance the effectiveness of other
development interventions.

HRD builds local capacity and
contributes to the sustainability of
economic, social and political change.

There are three steps to designing HRD
interventions to ensure results:

« Start with the "big picture."
+ Translate the "big picture" into action plans.
* Move from action plans to training needs.

These steps are discussed below.

» Starting with the big picture.

Because human resource development is a support strategy — one critical to
sustainable development — HRD interventions must be designed in response to
Mission plans made with and for the host country. Those plans result from a number
of inputs that include but may not be limited to the following:

* Regional priorities defined by the US government and the Agency for
International Development — an example is the Development Fund for Africa;

* Natior:al priorities established through the government planning process — an
example is a National Development Plan;

» Donor agreements that promote collaboration and influence the role of US
assistance;

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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* Strategies that are developed regionally or bilaterally to focus and concentrate
the USAID investment in a given county — an example is the Country Program
Strategy Statement (CPSP).

A key step in the country planning

process is to articulate the desired There are three steps to designing
impact. USAID must make a HRD interventions to ensure results:
commitment to contributing to promoting _ L )
change at the level of the target > Start with the “b.lg picture.” ‘
beneficiary. USAID must answer these > Translate the "big picture” into action
questions: plans. , o

» Move from action plans to training

needs.

* What changes are we trying to
effect? An example is lower
fertility rates;

* What population is the target of change? An example is rural adolescent girls;

* What is the current situation or status? For example, what is the current fertility
rate among adolescent girls?

* What kinds of changes can we expect to the current situation? |If possible, a
numerical target of change should be established that is both realistic and in
line with intended investments.

* How can the changes be monitored and who will monitor changes? what is the
USAID plan and what role will the government or other entities play?

» Translating the big picture into action plans.

Once the strategic design decisions have been made, the Mission can turn its
attention to action planning. Programs and projects are developed that are aimed at
positively affecting the target beneficiaries and contributing to the specified impact.
The Mission may elect to have one or more programs or projects aimed at a single
strategic objective. One sector or several sectors may be involved. For instance,
lowering fertility rates may involve both the health and population experts and the
education experts. It is their job to determine how the desired change can best be
achieved efficiently and effectively.

The plan of action frequently depends substantially on local capacity — the capacity of
a variety of organizations and institutions to get certain goods and services to target
beneficiaries. If the capacity to do so is limited or performance is inadequate, then
training may be an essential additional element of a Mission’s strategy.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. :;
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Determining the need for human resource development is part of the action planning
process. The steps involved in determining HRD needs include:

* Describing the system that is interacting with target beneficiaries. For example,
describe the institutional network that currently affects fertility rates among rural
adolescent girls: describe the systems that affect girls’ reproductive behavior
including families, religious institutions, public institutions such as schools,
health care providers, and so on.

* Describing the institutions that are key to the USAID-funded initiative. The Mission’s
plans probably call for working with some but not all of the institutions and
organizations identified. For instance, schools and communities may have
been identified as critical while health care providers will play a limited role in
the Mission’s work with adolescent girl fertility rates.

* Determining the capacity of the key institutions and organizations to perform their roles
in the program or project that has been planned. An important element in capacity
assessment is an assessment of the human resource status. HRD activities
will be designed according to the identified institutional needs. Institutions that
are targeted for training may be policy-making bodies, implementing
organizations, community groups, or other types of organizations that influence
the delivery of results. Institutional assessment means making judgements
about both the capacity and current ability of the institution to perform.

» Moving from action plans to training needs.

Once the limitation in capacity and performance have been identified, those limitations
that can effectively be addressed by training can be tentatively defined. These needs
for training must be determinad with the active participation of the targeted institution.
Training of all types of personnel must be considered:

* Leadership or executive personnel;
* Management at senior, middle and supervisory levels;

* Technicians including personnel that may be considered highly skilled or semi-
skilled;

* Administrators that support the leadership, managerial, technical or
administrative functions.

When considering the full range of training needs, types of training options must be
broadly considered as well. Training options include academic and technical training,
long-term and short-term training as well as training in the US, in-country or
elsewhere. It is important to consider all types of training for all types of personnel so

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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that the HRD plan is thorough,

systematic and integrated into Not all limitatlons in Institutional capacHy or
the broader action plan. performance can be remedied through human
Guidelines as to what training resource development activities.

to apply to which limitation are - o
provided under the section For example, restrictive codes may inhibit the
"Understanding Programming growth of small businesses. Such a factor would

influence a hypothetical strategic objective to
increase small business activity but cannot be
directly attacked by training entrepreneurs.

Choices" in this Workbook.

Training action plans should tzke careful note of
these exogenous variables that limit the impact
Mission-funded HRD activities can have.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. ~ ‘1
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DEVELOPING AN HRD STRATEGY

1. Examine the context within which
HRD activities will occur.

.......................

’ ACTION ’

l

2. Examine the systems that deliver
services in the sectors targeted by
the CPSP.

Examine national, regional and Mission
priorities as spelled out in the CPSP.

l

l

3. Determine which institutions are key
to service delivery.

l

4. Analyze the service delivery system
to determine where to intervene.

l

Map out the variety of public and
private institutions *hat affect delivery
of services to the targeted beneficiaries
in the targeted sectors.

l

.......................

Analyze the delivery system to discover
which institutions play the greatest role
in service delivery.

l

.......................

Discover where the bottlenecks to
service delivery occur and where the
impact of interventions is likely to be
highest.

l

5. Determine which constraints can be
relieved by HRD activities.

Analyze the bottlenecks revealed to
see if education or training can

l

6. Develop a strategy for HRD
interventions.

alleviate any of the constraints
identified to service delivery.

l

Determine what types of training and
for which populations will address
which constraints.

USAID Human Resources Development Assistance Project (698-0463)

March 1994
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TRAINING FOR IMPACT

The purpose of a strategy to train for impact is to
specify:

® how training serves the Mission’s aims:

® how training can be implemented and managed for
tangible results.

Implementing a strategy to train for impact generally requires:
® assessing a Mission’s current training implementation process
® examining how the impact of training is currently defined and measured:

® determining how this system can be improved.
WHAT IS IMPACT?

m Impact is change. At the individual level, impact is change in the quality of life.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. ;) Q
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IMPACT HIERARCHY

Region
$
Nation
$
Target Beneficlary Population
$
Sector
$
Institution
$
Individual

u  Development impact occurs on a variety of levels, from individual to institutional to
sectoral to national-level impact.

B Training itself is not impact. Impact is what trainees do with their training. Training
is simply one intervention available to a Mission or institution to produce change.

®  Training is not necessarily a Mission’s strategic objective. However, training and
skills development can be used to contribute to achieving a Mission'’s strategic
objectivess or targets of opportunity.

®m  Demonstrating the impact the Mission has had on a country’s development
requires measuring differences in performance before and since training.

m  Establishing impact means measuring individual and institutional performance prior
to training and following training. The change in performance identified in this way
may be the result — the impact — of the training.

@ In order to contribute to USAID’s aims for development, training must be

e responsive to the country’s plans for development;

o fully integrated into the Mission's programs and projects that support
these plans;

e managad strategically as a tool for fostering USAID's defined
development outcomes.

USAID Human Resources Development Assistarice Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. / ]
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USING TRAINING TO ACHIEVE DEVELOPMENT IMPACT

Training for impact may require a change in how the Mission, the government and
beneficiary organizations perceive human resource development. Training for impact
on development means changing from a focus on individual skill achievement to
looking at employing institutions and sector, concentrating on the utilization of training
at the organizational level.

m  Mission-funded training will only have impact if the recipient organization can
effectively utilize the training.

® The utilization of training begins with how USAID, the employing organization and
the trainee plan for and manage training.

w  Effective utilization of training is the responsibility of the organization whose work
units and staff benefit from training.

m  Demonstrating impact requires collecting baseline data against which training
impact will be measured and performing longitudinal studies to document change
over time.

®  Accounting for productivity — demonstrating training impact — should be the
responsibility of recipient institutions.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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A STRATEGY TO TRAIN FOR IMPACT HAS MANAGEMENT IMPLICATIONS

Training is a highly visible and coveted tool at the Mission’s disposal to support a
country’s development goals. Training for impact requires a Mission-wide integrated
philosophy which fosters human resource development for its impact across sectors
and across projects.

A strategy to train for impact has

implications about how training is Using training to achieve development impact
planned, managed, and utilized. means changing perceptions about why we
It means linking training planning, train and who we train.

including nominating candidates,

to training's ultimate utilization. WHY: To achieve change in an organization.

Indeed, forward and backward
links to selection, design and
evaluation are key to a
successful strategy.

WHO: Individuals who can effect
organizational change.

Training for development impact means changing from a focus on providing an
individual with needed skills to focusing on providing employing institutions and
sectors with individuals with the skills required to effect institutionat or sectoral change.

m  Development impact is likely if:

Misslon-funded training will only

» USAID, the employing produce the desired impact if the
institution and the trainee organization or sector targeted can

use the skills of those trained.

work together to plan and
manage the training;

» the employing institution uses its trained staff effectively.
®  Demonstrating training impact requires:

* defining the indicators of impact;

+ collecting baseline data on these impact indicators;

* ensuring that recipient institutions have set up systems to account for
changes in productivity;

* performing longitudinal studies to document change over time.

® Managing training for its impact on development requires mutually understood
objectives.

®  Training for impact requires transparent and fair selection procedures. This may
mean developing procedures for how people are nominated for training so that
employing institutions are implicated in the application of newly acquired

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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knowledge and are held accountable for utilizing training. Training for impact
means recipient institutional accountability for tracking productivity.

" Mission leadership should initiate a dialogue about the meaning of a strategy to
train for impact with government policy makers and policy implementers if these
procedures are different from existing mechanisms.

m Missions should work closely with government and the private sector to gain
commitment to wransparency in procedures and to take steps to open up the
process for selecting what training to fund.

®  Missions should take advantage of local institutions to assist in identifying training
needs and potential training beneficiaries.

m Missions can create human resource development advisory boards to support
implementation of an effective strategy to train for impact. These advisory boards
can filter and funnel requests for training to USAID and can serve as a critical sieve
for training requests. They can recruit and pre-screen training candidates, help
with follow-on to assure appropriate utilization of training, and can ensure the
collection of baseline data against which training impact will be measured.

®  Deciding what training to fund revolves around the employing institution’s capacity
to plan, manage and utilize training. If an institution cannot demonstrate its
capacity to take the steps necessary to utilize and document the utilization of
Mission-funded training, the Mission should first focus on supporting this capacity
through technical assistance and training. Together the Mission and employing
institution should work to specify the linkages between training proposed and how
training will be utilized. This may require marketing the value of staff development
to employing institutions.

®  Missions can work with representatives of the business community, business
support organizations, and government to constitute a Private Sector Advisory
Board to support USAID objectives in private sector development.

8 Missions can also revamp the process for identifying institutions and candidates
for public sector training. Steps to improve the transparency and efficiency of the
system should link training proposed for funding to how training will be utilized.
Employer stakes in training include degree equivalencies, career development
plans, salary scales, promotion schemes, as well as collecting the baseline data
against which training impact will be assessed.

®  Missions can establish a Public Sector Group to ensure transparency in recruiting
public sector candidates for training and to provide a forum for dialogue on the
exogenous variables—salary scales, degree equivalencies—that affect how training
is utilized.

USAID Human Resources Developmant Assistance Project (698-0463) March 1994
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®  Missions should fully utilize all tools available, including the Participant Training
Management System (PTMS), to manage training and to track training impact.
Missions can identify PTMS Specialists with a vested interest in maintaining the
database as weil as a role in training other staff and contractors in the system's
use and utility. The Mission can request PTMS training for this specialist as well as
for the larger community of PTMS users: project managers, project officers, the
Human Resources Development Officer (HRDO), Training Officer (TO), Mission
contractors, and Mission leadership. Fully using PTMS means knowing what
reports are available to managers and how to use them to support managing for
impact as well as entering training data.

® Impact — its definition, process, and the pre- and post-intervention data required to
demonstrate impact — should be fully integrated into new project design.

m  Contracts for future project should spell out specifically how contractors will set up
and manage the process for training for impact under their projects.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc. ,
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PLANNING TRAINING FOR ITS IMPACT ON DEVELOPMENT

Impact is defined as changes in the quality of life. Training itself is not impact. Impact
is what trainees do with their training. As such, training is simply a pre-condition for

impact—change—to occur.

"| used to do a, b and c at
work. Then | benefitted
from training. Now I do x,
yand z."

The impact of this person’s
training is the difference
between "a, b and c¢" and
X, y and z."

Training was simply the
intervention or pre-
condition that enabled
impact to occur.

In planning training for impact,
several considerations must
be born in mind for impact to
be established—recognized,
demonstrated, and

Training itself is not impact.
Impact is what trainees do with their training.

* "l used to let the day's emergencies determine
my day. Then | learned about time
management. Now | plan my time realistically
each morning, and am more productive and
satisfied."

* "Before obtainirng my graduate degree in the
US, | could not organize and analyze large
amounts of data. Now | enjoy working with
data and seeing the results of my research.”

The difference in performance before and since
training Is its Impact.

measured—following training. These are summarized in the following table.

CONSIDERATIONS FOR DEMONSTRATING TRAINING IMPACT

ISSUE

SOLUTION

recognized?

How will impact be

Clearly define objectives for training

How can impact be
demonstrated?

Measure it

measured?

How will impact be

Compare baseline (pre-training)
data to longitudinal (post-training)
data

Supporting the Mission’s CPSP objectives through training interventions calculated for
demonstrable impact may require a substantial change in Mission procedures.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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Training for impact requires certain pre-conditions at the planning stage. These
include

e verifying and if necessary, supporting the utilizing organization’s capacity to plan,
manage and utilize training — for example, confirming that professional
responsibilities increase with advanced degrees or work experience;

® open, transparent mechanisms for advertising training opportunities, especially for
candidates falling outside traditional nomination procedures — for instance, women,
members of non-governmental organizations, or the local private sector;

e the ability to choose the most appropriate candidates from as large a pool as
possible of qualified candidates;

@ involving all players—participants and employers, individuals and institutions—in
designing the training program;

e incorporating institutional accountability for utilizing the training at the planning
stage;

e establishing the system by which baseline data will be gathered prior to training;
e determining responsibility for collecting longitudinal data following training;

e situating responsibility for comparing pre-training and post-training data to
evaluate the impact of training.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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SAMPLE CPSP PROGRAM OBJECT!VES AND STRATEGY

PROGR. " Increass Participatory Economic Growth "
GOAL
SUB-GOALS Decrease Population Growth Rate Improve Democratic Governance Increase Real Income in the Agrarian Sector
STRATEGIC . - Increas¢ Commercial Output by Medium and
OBJECTIVES Increase Use of Modem Contraceptives Increase Accountability of Government Smaliar Scale Enterprises and Farmers
1
TARGETS Increase | | o Increese Expand Expand A
Availability of nerease mprov Increase Popular Financial & P g
. X Demand for Financial . L . process &
Quality Family . . o Responsiveness Participation In Business .
. Family Planning Accountability & . - . Marketing
Planning Servi Control of Government Public Policy Services (SMEs)
Services rvices Formulation Sectors (SMEs)
TARGETS OF 1. Conserve Biodiversity—improved management of national parks and reserves
OPPORTUNITY 2. Reduce Rate of HIV/AIDS Transmission—targeted IEC, condom social marketing, and STD programs in largest urban centers.
O
4
USAID Human Resources Development Assistance Project (698-0463) March 1994
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SAMPLE CPSP PROGRAM OBJECTIVES AND STRATEGY: POPULATION

" Decrease Populction Increase “

Rate
STRATEGIC Increase Use of Modern
OBJECTIVE Contraceptives
TARGETS Increase Availability of Quality Family Increase Demand for Family Planning
Planning Services Services
SUB-TARGETS Increase Private Sector Dalivery Increase Public Increased Integration of Increased Promotion of
Sector Delivery Population and Health Services FP/MCH
ACTIVITIES: < NGOs * VSC, IUD, Norplant, condoms, ¢ Quality counselling and » Family planning » Referrals for FP services

» Social marketing for family orals, NFP referrals * Prenatal ¢ Increased quantity and quality

planning, HIV/AIDS, and other * Integrated services ¢ Increased MCH use * Posinatal of IEC outreach

STD control e Community-based distribution * HIV/AIDS

e STDs

USAID Humargurces Developmert Assistance Project (698-0463)

AMEX Internati
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SAMPLE CPSP PROGRAM OBJECTIVES AND STRATEGY: PRIVATE SECTOR DEVELOPMENT
STRATEGIC Increase Commercial Output By
OBJECTIVE Medium and Smaller Scale
Enterprises
TARGETS Expand Financial & Business Expand Agricultural Processing &
Services Sectors (Medium and Marketing (Medium and Smaller
Smaller Scale Enterprises) Scale Enterprises)
UB-TARG i
SUB-TARGETS Improve Policy & Regulatory Develop Appropriate Legal .& Strengthen Indigenous
Environment Regulatory Framework for Rational Entrepreneurshi
Exploitation of Natural Resources P P
ACTIONS » Further policy and ragulatory * Modify legal framework » Marketing skills
changes on registration, entry * Establish regulatory capacity to * |dentifying and adapting
and exit, taxation, contracts, monitor and evaluate NRM issues production technologies
marketing (domestically and affected by business activities ¢ Market information
internationally) * Tourism development * Credit
* Reduce or limit the role of * Auditing and accounting
parastatals » Entrepreneurial tra.ning
* Market town infrastructure
» Business plan development
incorporating NRM concerns
s « Cooperative development
? * Regional markets
USAID Human Resources Development Assistance Project (698-0463) March 1994
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STRATEGIC
OBJECTIVE

TARGETS

SUB-TARGETS

ACTIONS

SAMPLE CPSP PROGRAM OBJECTIVES AND STRATEGY: GOVERNANCE

Increase Accountability of
Government

Control in Government

Improve Financial Accountability and

Increase Responsiveness of
Government Policies

Increase Popular Participation in
Public Policy Formulation

Improve the Recurrent Budget
Process

¢ Analysis and implementation
of budgetary process reform

* Improve capacity to design,
implement and audit
accounting and control systems

Strengthen Legislative and
Judicial Processes

Support Development of Public
Interest Groups and Press

» Civics training

* Support other donor reforms
* Human rights

¢ Legal associations

Inciease Civic Awareness and
Responsiveness

* Indigenous NGOs

* Business associations

¢ Environmental action groups
* Human rights groups
 Press associations

Civics training
Support decentralization

USAID Human Resources Development Assistance Project (698-0463)
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EVALUATING A REQUEST FOR TRAINING

The Mission should use human resotrce development as a strategic tool to support
the development objectives in its CPSP.

The criteria for evaluating a request for training are simple. Does the training
requested support any of the strategic objeciivas in the CPSP? If not, the Mission
should reject the request for training.

If the requested training will contribute to a Mission strategic objective, a second
question arises before a training request should be approved. This concerns the
potential for impact. Has the requesting organization or ultimate employer
demonstrated the capacity to plan, manage and utilize training?

If the organization does not have a demonstrated capacity to use the HRD activities
appropriately, the Mission has a choice. This organizational capacity to plan, manage
and utilize training should be supported before the requested training is funded. if the
Mission cannot or will not support this organizational capacity before the training
request is funded, the Mission should not approve the request for training unless
special circumstances and the approval of senior Mission staff warrant granting the
request.

This process is depicted in the following chart.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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EVALUATING A REQUEST FOR TRAINING

A request for training is submitted
to the Mission

NO Reject reguest for tralning

Does the training requested support
a CPSP strategic objective?

YES

Has the employing institution demonstrated the
capacity to plan, manage and utilize the raquested
training?
NO YES
Work with institution to develop
capacity to plan, manage and
utilize requested training
U“ Proceed with requested training
— "
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MAKING THE MOST
OF STAFF AND

RESOURCES FOR
TRAINING

It is all well and good to understand the key role played by human resources
development in achieving USAID objectives in your country. Marshalling the staff
and resources to get the job done is quite a different matter!

An effective Training Officer must simultaneously be on top of the complex institutional
and sectoral training needs in the country as well as the daily demands of managing
the training process. One without the other will diminish the training office’s capacity
to achieve high impact training.

How many Training Officers opt to focus on daily emergencies, postpone visiting new
training institutions, updating current knowledge about employment trends or
developing long-term training strategies? Too often key Mission officers either fail to
understand the management needs of the training office, or regard it as a necessary
but obscure "process" facility. This section and the related workshop sessions will
help enhance your visibility in the Mission and improve your management style.

Participants will:

¢ better understand how HRD and project-related training help Missions
achieve their development objectives;

¢ learn how to increase visibility and participation in key Mission decisions

affecting training through the use of Annual Training Plans and Mission

Orders;

discover how to plan for crises and close-outs;

grow to love and appreciate what a PIO/P can do for you!

walk through the process of hiring additional staff for the Training Office;

discover ways to enhance pre-departure orientation and the monitoring

of long-term trainees.

L K JK R J
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RECURRENT THEMES IN TRAINING IMPLEMENTATION SYSTEMS

A step-by-step analysis of a sample training implementation process reveals a number
of recurrent themes.

O Missions may have shortcomings in how training is planned, managed and
utilized.

O These shortcomings weaken the Mission's ability to train for impact on
development.

O They may also impede a Mission’s ability to demonstrate the impact of training
accomplished to date.

Potential weaknesses in a Mission’s process for planning, managing and utilizing
training are discussed in the following chart, alongside suggested solutions.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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ANALYSIS OF A SYSTEM: HYPOTHETICAL PROCESS FOR PLANNING,
MANAGING AND UTILIZING PUBLIC SECTOR TRAINING

CURRENT ACTIVITY

OBSERVATIONS

!

1

FLANNING FOR TRAINING

!

!

Coordinating ministry (Plan, Education,
Foreign Affairs) contacts various
rninistries to inform them of an
opportunity for training.

There is no linkage between nominating ministry and eventual
utilization of training.

The recruitment process lacks transparoncy.

There is no poscibility of impact on work groupa through cluster
training or phased training.

!

!

Various ministries nominate candidates
for long-term and short-term training.

There is no concerted plenning process.

Nominations are based on the type of training, not on the eventual
utilization of training or trainees.

The actual private sector has no role in planning for training to support
private sector development.

There ia no institutional accountability for utilizing training.

!

1

Participating ministries determine training
needs according to their assigned
category (long-term, short-term, private
soctor trainees).

Training planning is not linked to a national manpower plan.

The means for determining participating ministry training needs is
unknown.

The recruitment mechanism is not open, leading to cronyism.

The closed recruitmont system limits the pool of qualified candidates
for training.

The closed recruitment system is virtually inaccessible to women.

)

1

The coordinating ministry provides the
Mission with a list of requested training
slots from each participating ministry.

The communication and recruitment mechanism is opaque and
vulnerable to cronyism,

There is no mechanism for collecting baseline data agains* which
impact will be moasurod.

Deadlines can be missed bacause of administrative sluggishness.

)

)

The Mission retains trainees from the
governmont's list.

The ministries may not be fully aware of USAID criteria, procedures,
regulations.

Training is planned on the basis of slots, not on intended utilization.
Consequently, the Mission cannot rationally support the government's
development prioritios.

)

)

The coordinating m nistry communicates
the results of JSAID selection to
neranating ministries.

This communication does not always take place.

Lack of transparency in the government's communication procedures
mean vulnerability to misunderstanding or misuse.

The Institutions that will employ trainees (and which will therefore
utilize the training) have no input into the training plan.

)

USAID Human Resources Development Assistance Project (698-0463)
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When training is managed by a Mission
contractor under a suctoral project, the
contractor works with the counterpart
ministry to devise lists of requested
training slots.

¢ The procedurs is opaque and can be misused.

* Training planning may not be related to post-training utilization of
acquired skiile.

¢ The utilization of training is not always specified.

+ Contractors may not ba knowledgeable about USAID training
regulations.

1

1

The Mission arranges short-term
in-country training and submits dossiers
for placement in the US and in third
countries.

..........

» Communication between the Mission, government and candidates can
be inadequate.

* Contractors may nct have clear guidelines on how to place trainees.

» Employing (utilizing) institutions may not have sufficient input into the
training planning and definition process.

1

1

Placement is secured.

* Trainees have virtually no input in training plan.

* Employers are not associated with training plan.

¢ The ultimate utilization of the training is not incorporated into the
training plan.

* Appropriate pre-conditions for the utilization of training may not be
taken Into account (careor planning, salary and promotion implications,
other measuros to make sure trainees remain in the jobs for which they
are being trained).

MANAGING TRAINING

1

1

The government assists trainoes with
departure formalities: passport, exit
authorizations, professional leave
permits, or other local regulations,

¢ Administrative lethargy can cause bottlenecks, missed deadlines and
foregone opportunities.

o There is no built-in mechanism for the Mission to make sure these
formalities take place on time.

1

1

The Mission provides advance
maintenance allowances and, if
approved, airline tickets.

e The government or employing agency may not provide salaries for
employees on long-term training.
e There may be no system for handling family issues.

1

!

The Mission provides pre-departure

¢ Pre-departure oriontation may not always take place.

orientation. * Avallable resources are not fully tapped (USIS, alumni).

* Participants may not emerge from pro-departure orientation fully aware
of what Is expoected of them (administrative requirements during
training and utilization of training).

+ The utilization envisaged for the individual training event is not always
fed into the pre-departure orientation program.

1 1
USAID Human Resources Development Assistance Project (698-0463) March 1994
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Participants undergo USAID-funded
training.

Programs may not always take advantage of the full range of
Handbook Ten possibilities.

The eventual utilization of training is not always factored in to the
management of the individuali training event.

Insutficient atiention to the ultimate impact of tralning means individual
and institutionai goals are not always met.

Academic programs may not be routinely supplemented with practical
experiences to assist trainees in applying the theory acquired in the
classroom.

Contractors managing Mission-funded training may not communicate
with Mission training managere on a timely basis.

Mission training managers may not always be aware of spacial
needs—changes in field of emphasis, program extensions—in time to
make programming decisions.

Mission managers may not always make training programming
decisions on the basis of the training event's ultimate impact on the
country's development.

Employers have no financial stake (salarios, support for families,
monitoring costs) in training content or success.

i

i

Contractors who manage training provide
regular progreas reports to the Miasion.

Communication from contraciors may not always be systematized.
There are fow Mission control mechanisms.

Communication within the Mission may be ad hoc and does not always
support training for impact.

)

i

The Mission communicates about trainee
progress to the coordinating miristry.

Communication within the government on trainees may be inadequate,
There is virtually no communication with potential employers about
how training will or should be utilized.

Responsible ministries are not linked to potential employars.

i

i

The coordinating ministry communicates
about trainee progress within the
govornment.

This communication may not take place.
The coardinating ministry has no real investment in training because it
is not linked to the utilization of training.

i

i

Participant completes training and, i
training was in the US or a third country,
returns horne.

The job placement process may not be Initiated in advance of the
trainee's return home.

Individuai and Institutional goals for training may not be met which can
cause delays in repatriation.

Alumni may not bo aware of USAID's expectations.

Follow-up may not be arranged with the returning participant prior to
completion of the training program.

i

USAID Human Resources Development Assistance Project (698-0463)
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UTILIZING TRAINING

)

)

Participant is responsible for securing
post-training employment.

* Re-smployment contracts are not developed as part of training
planning phase.

e There is no mechanism to enforce re-omployment contracts following
training.

* The government has no responsibility for appropriate utilization of
USAID-funded trainees.

* USAID and the government do not insist that alumni return to positions
originally envisaged during training planning phase, if there was one.

* Paricipants might return so close to PACDs that they don't work on the
projects for which they were trained.

¢ Pre-training and post-training productivity is not measured and
compared.

¢ The governmont may not have ostablished appropriate equivalencies
for US degrees,

* Government salary scales may not be differontiated according to
education lovel.

¢ Government salary scales can bo based on soniority, so trainees who
were absent for long poriods on long-term training may make less
money upon return than before they left.

¢ Tralning may not bo valued by employing institutions, as would be
demonstrated by promotions, career planning, and other trainee
utilization programs.

* Paricipants may leavo thoir jobs for International organizations or for
opportunities outsido of their sector or outside of the host country.

o The lack of donor coordination allows for the poaching of qualified
personnel.

)

1

The Mission maintains an ongoing
relationship with alumnni,

¢ The Mission may not maintain systomatized formal contact with ali
Mission-funded alumni.

¢ There are often no formal follow-up mechanisms.

* The PTMS systom may not be current or complete; if it doesn't refloct
all Misaion-funded training PTMS cannot be used to facilitate the
ongoing relationship with alumni.

* The lack of complote data means the Mission cannot demonstrate its
accomplishments In training.

¢ Existing resources like the ATLAS follow-on component are not utilized.

¢ There is often no mechanism to observe the impact of training on
development in the host country.

* Alumni resources are not fully tapped for Mission needs like pre-
departure orientation.

USAID Human Resources Development Assistance Project (698-0463)
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SOMETIMES A MISSION’S HRD IMPLEMENTATION PROCESS IS NOT DESIGNED FOR IMPACT

Often a Mission’s training implementation procedures developed over time, often in response to changing local administrative requirements

or other factors. These historical procedures often exhibit a number of shortcomings, summarized in the following chart.

PHASE OF TRAINING / TYPICAL SHORTCOMINGS

ILLUSTRATIVE SOLUTIONS

Planning tralning: The steps taken &t the training planning stage set the tone for the entire

acquired to support the country's development goals.

training experionce. This inciudes, most importantly, the ultimate application of skills

There may no common understanding of or policy towards training among
Mission staff, contractors, and government players.

The mechanism for training planning, recruitment and salection for the public
sector is often opaque—this lack of transparency leaves the system vulnerable
to cronyism and delays and severely limits the pool of qualified candidates for
training cpportunities.

The links between trainees, their training, and the utilization of their training may
not be adequate, meaning the Mission misses opportunities for impact and
individual trainees may delay repatriation until personal and institutional goals
are met.

Communication between the key players—the Mission, government, the private
sector, Mission contractors, trainees, and their employing Iinstitutions—may be
insufficient to support training for impact

There is often no systematized collection of pre-training data against which
training impact can be measured.

Mechanism for identifying participants from the private sector are sometimes
inappropriate or inefficient.

There is often virtually no institutional accountability for USAID-funded training.

The Mission's training planning process should be revamped.

Every training program should be linked to its anticipated ultimate impact—how
training will be utilized by the individual and employing institution.

All stakoholders—USAID, employing institutions, participants themselves—should
be fully integrated into the planning of training and their interests should be
clearly identified and expressed.

The process of planning training should include collecting baseline data against
which the results of training can be assessed.

The process for recruiting and selecting candidates should be overhauled.

Separate mechanisms should be developed for public versus private sector
training.

USAID Human Resources Development Assistance Project (698-0463)
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PHASE OF TRAINING / TYPICAL SHORTCOMINGS ILLUSTRATIVE SOLUTIONS
Managing Tralning: How training is inanaged determines whether program content ia sufficient to meet individual and institutional objectives defined during training design.
This phase of the training proceas also sets the tone for the participant's ultimate long-term relationship with USAID. Training progrem content, satiefying
development goals and cementing the future relationship betwesn USAID end the participant are all keys to the success of the human resource
development agenda.
Poor communication between players—the Mission, government, esmploying . Training should be managed with the trainee's ultimate utilization in mind.
institutions, contractors managing training, participants themselves—can cause
misunderstandings and delays. . Programs should be designed so that the period of training is as enriched as
possible becauso training might be a one-shot opportunity to contribute to the
There is oftan virtually no communication with potential employers about how individual's and organization’s efficiency.
training will or should be utilized, which means training is not managed for
impact . Program enrichment means establishing mentor relationships, complementing
theoretical training with practical skill utilization experiences, conducting research
The lack of clarity of individual and institutional goals for training at the planning in the home country, as well as the full gamut of Handbock Ten opportunities.
phase can translate into a reduced possibility for impact.
. Employing institutions—the utilizers of training and the loci of impact-—should
Little attention to the ultimate impact of training can mean short-sighted training have a stake in the success of training; this stake should ideally be financial.
programming decisions.
. Employing institutions should be invoived in managing training.
Alumni may not be aware of USAID's expectations of them following the period
of USAID-funded training. . Participants should remain in contact both with USAID and their future employer
during training.
. Training berdficiaries should be fully eware of what is expected of them by
USAID and by their employers, during the period of USAID-funded training and
thereafter.
Utllizing Training: How training is utilized is the clearly the most important pre-condition for the impact of Mission-funded training. Inadequacies in training utilization are manifested by
delayed repatriations, slow post-training re-employment, job dissatisfaction, chronic leaving, and insufficient relations with USAID following training.
Inadequate linkages between planning, management and utilization of Mission- . The Mission and the government should have formal mechanisms for ensuring
tunded training can cause re-employment delays, underutilization, and, in worst appropriate employment and utilization of training.
cases, contributes to brain drain.
. Such mechanisms should address issues that affect job satisfaction, including
Employing institutions may have no stake in Mission-funded training. degree equivalencies, salary scales, possibilities for future training, and other
such concerns—USAID should only provide training to organizations which
The Mission may not have a formal mechanism to guarantee appropriate demonstrate their ability to utilize training and trainees in these regards.
employment of Mission training program alumni.
. The post-training phase should include collecting data and comparing this data
- There is often no source of reliable, standardized data against which the impact to pre-training data—this is the Mission’s only way ot demonstrating impact.
b of Mission-funded training can be measured and demonstrated.
—
USAID Hu esources Development Assistance Project (698-0463) March 1994
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Mission Tralning ILLUSTRATIVE WORK FLOW: PLANNING TRAINING

Strategy suggests FOR ITS IMPACT ON DEVELOPMENT GOALS

targeting selected

institutions and sectors
for training support.
RDO HRDO or contractor HRDO or contractor
Training i H o co?tmctor works with institution to submits finalized
raining is propossd for institutional .
o X define irpact training requests to
an institution. capactty to plan, manage indicators for the Board for pre-
and utilize training. 't r P
requested training. screening.
TO or contractor
de:: RDOuor Tontrarctor Mission performs final transmits Board- Board pre-selects
gna fraining program selection. approved requests to requests for training.
and arranges placement. Mission
TO or contractor TO and/or contractor .
TO or contractor prepares handles pre-departure provide pre-departure Pamclpan.t fiepam
PIO/P. e . . for training.
logistics. orientation.
HRDO = Human Resource Development Officer TO = Training Officer Contractor = for non-Mission-managed training
USAID Human Resources Development Assistance Project (698-0463) March 1994
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Participant departs for training.

Participant urndergoes Mission-
funded training.

ILLUSTRATIVE WORK FLOW: MANAGING AND UTILIZING TRAINING

Contractor, TO and employing
institution monltor training.

Contractor, TO, HRDO and
employing institution make
training programming decisions.

TO or contractor keeps Board
epprised of training progress.

Training follow-on.

Participant rejoins employing

institution and utilizes training.

Participant is repatriated.

Participant completes training.

Contractor and TO maintain ongoing

relationship with participant and

employing institution.

Contractor, employing institution and/or

outside svaluators perform longitudinal

impact studies.

TO = Training Officer

Contractor = for non-Mission-managed training

- HRDO = Human Resource Development Cfficer
N,
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TOOLS TO PLAN AND MANAGE TRAINING

ANNUAL MISSION TRAINING PLANS

The Mission Training Office can do a great service for the Mission if it issues annual Mission
Training Plans that detail, project by project, the projected training starts for the next year.

The Training Office needs to ensure that top Mission management understand and support
the need for such plans so that Project Officers and Managers are required to report their
training plans to the Training Oifice on an annual basis.

Once institutionalized, the Annual Plan is an important means by which the Mission can focus
its training efforts and facilitate its response to a wide range of requests for training
assistance.

The Annual Plan also provides an excellent opportunity to present information on the types of
training provided in the previous year. This information can easily be presented in graphic
form using data from PTMS.

A sample Mission Training Plan follows.

MISSION ORDERS ON TRAINING

Missions regularly issue Mission Orders to outline the policies and regulations related to
particular issues. Training Officers should inquire whether a Mission Order (M.O.) on
Participant Training, In-Country Training or any other training-related issue has ever been
issued. If M.O.s have been issued in the past, the Training Office should bacome familiar with
their content and determine whether a revised order is required, based on changing
regulations and policies.

If no previous Mission Order on Training has been issued, the Training Office should take the
initiative in proposing that an M.O. be issued. Be prepared to make the first draft which can
be circulated among all Mission Offices for comments and suggestions. The Mission Order
provides an excellent medium in which to clarify training-related policies such as the use of
PIO/Ps versus the use of Invitational Travel Orders.

A sample Mission Order on Training follows.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.



HRDA Workshop Notebook: Managing Training for Impact Page 3-12

SAMPLE ANNUAL MISSION TRAINING PLAN

The purpose of this Annual Training Plan is to describe the various training interventions
planned during the next calendar year. The Plan enables Project Officers and Managers to
set reasonable targets for new training starts and to set priority areas for training in
accordance with their project’s stated objectives. The Plan also provides the Mission with an
overall view of training opportunities available to host country nationals in the next year — a
view which is helpful in enabling Mission staff to respond more knowledgeably to outside
requests for training assistance. Finally, the Plan enables the Training Office to predict the
level and type of assistance it will be required to provide — such as approving PIO/Ps,
applying for U.S. visas for participants, and advising Project staff as they carry out their
specific training programs.

l. PROJECT DESIGN ACTIVITIES

During 199x, USAID/x will be actively engaged in the planning and development of major
projects in the fields of xxx and xxx. It is likely that each of these projects will contain both
participant and in-country training components as part of the "solution” to the problems
encountered in the targeted areas. Project design teams will need to consider the training
elements carefully and make provisions for appropriate needs assessments, budgeting of
costs, and administrative support early in the design activity.

For example, an inadequate understanding of the time required or of the administrative
burden ~f selecting and processing candidates will result in unrealistic budgeting as well as in
unrealistic scheduling of major project components.

The Training Office, including the services of the Human Resources Development Advisor (or
other such person), is available to work with those responsible for project design in the
drafting of scopes of work for needs assessments, estimating budgets for training costs, and
other technical matters related to training.

Il. WOMEN'’S PARTICIPATION IN TRAINING ACTIVITIES

Project Officers and Managers need to ensure that female participation is actively sought for
all training activities, regardless of content area, training duration, and training location. At
the very minimum, projects chould show evidence of 25% participation in training activities.
The X Project, as recently amended, has a target of 40% female participation for external
training activities and 50% for in-country training activities. Each project is required to
maintain gender-disaggregated data on participants in every training activity.

lll. REPORTING ON IN-COUNTRY TRAINING

All Projects are required to provide the USAID/X Training Office with information on in-country
training completed. The information is submitted on an annual basis and includes the
following:

USAID Human Resources Development Assistanice Project (698-0463) March 1994
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— training field
— type of training (on-the-job training, workshop, conference, etc)
— dates and length of training program
— total number of participants
— number of men
— number of women
— cost of the training program.

IV. ON-GOING PROJECTS
A. Project X
1. Long-term Training

a. Project X will continue to monitor the progress of the 7 participants currently
enrolled in academic programs in the United States.

b. In mid-1993, approximately 6 private sector candidates and 3 public sector
candidates (from technical ministries and private sector support institutions) will leave
for the U.S. to pursue graduate degrees in business-related fields.

c. Approximately 4 women will be selected to complete their undergraduate training in
two-year programs in the United States. The women will be selected from recent
graduates of commercial and agricultural programs and will be encouraged to study in
fields for which no comparable undergraduate training is available locally.

d. Approximately 10 (5 public and 5 private sector) individuals will be selected to
complete long-term technical training in managerial or technicali fields selected to
improve the analytic and technical capacity of their institution or business.

Project X uses the services of PIET to program long-term participant training in the United
States.

2. Short-term Training

a. Approximately 40 host country nationals (30 private sector and 10 public sector) will
attend short-term training programs in the U.S. or third countries to increase their skills
in areas that will promote private sector entry into export markets and improve the
quality of local goods and services. Private sector candidates for training are selected
by the Project's Private Sector Selection Committee.

b. In addition, training will be provided to approximately 5 persons to improve the
ability of selected training institutions to serve the needs of the private sector.

c. The Project will, in consultation with USAID Officers, also continue to respond
on a case-by-case basis to specific training requests from targeted ministries
and institutions. Approximately five such programs may be carried out in 199x.
One program that is currently being developed will improvs the accounting
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skills of women tax inspectors in the Ministry of Fir.ance. Another program will
provide the leaders of selected women'’s professiorial and business
organizations with learn from the experience of their counterparts in Kenya and
Tanzania.

U.S.-based training will be programmed with the assistance of PIET and Entrepreneurs
International. Third-country training will be managed directly by the Project Office until a
contract is entered into with a U.S. institutional contractor to provide third-country
programming assistance.

3. In-Country Training

a. In collaboration with the Chamber of Commerce, the Project will continue to provide
training to small business owners outside City X. The training programs will increase
the participants’ understanding of accounting, marketing, and financial management
as well as provide them with information cn commercial and tax legislation affecting
their businesses.

b. The Project will work with the Chamber of Commerce and other training institutions
to develop a series of training programs designed to meet the needs of employees in
the formal private sector. Cross-cutting training in skills such as marketing, sales
promotion and financial management will be provided to employees of interested firms
on a cost-shared basis. In-depth training needs analyses will be performed in specific
sectors such as the garment industry.

c. The Project will also provide support for selected in-country programs that serve as
follow-on components for past training activities or that are a cost-effective alternative
to providing third-country or U.S. training. For example, Project X will collaborate with
the Export Promotion Agency to implement a workshop on the exportation of flowers
and ornamental plants which will include the active participation of former participants.
It will also consider requests from key ministries and departments for in-country staff
training in areas that will improve the quality of services the government provides the
private sector.

Most in-country training activities will be contracted for through an agreement with the
Chamber of Commerce. Other activities requiring the services of outside consultants will be
provided for through the proposed U.S. institutional contract for management support
services.
B. Private Sector Support Project
1. Group Visits
2. Individual Marketing Visits

3. In-Country Training

USAID Human Resources Developraent Assistance Project (698-0463) March 1994
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C. Family Planning Project
1. Short-term Training
2. in-Country Training
D. Agricultural Project
1. Long-term Training
2, Short-term Training

3. In-Country Training

E. Combatting Diseases Project

lll. CENTRALLY-FUNDED TRAINING

USAID/X will take advantage of centrally-funded training activities only when such activities fit
clearly into the Mission's overall development goals. Centrally-funded training must be
approved by the appropriate technical office as well as by the program office. An unfunded
PIO/P is required for centrally-funded training and it is the responsibility of the U.S. contractor
responsible for the centrally funded project to provide USAID/X with the required project and
funding nformation needed to execute the PIO/P. As is the case for all training opportunities,
inadequate lead time (of less than six to eight weeks) will probably lead to the Mission's
refusal to approve such training activities.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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SAMPLE MISSION TRAINING ORDER

ORDER NUMBER: EFFECTIVE DATE:
ISSUE DATE:
FROM: The Training Office
PDO

Human Resource Development Officer
Training Officer
PTMS/Training Specialist

SUBJECT:  Mission Long-Term Training Policy and Participant Training Procedures.

A. PURPOSE

This Mission Order is issued to ensure smoother management of the Mission’s long-term
degree participant training programs.

B. BACKGROUND

USAID sponsors long-term participant training in the US and other countries to develop
managerial and technical skills in private individuals and public sector officials in recipient
countries.

USAID's Mission Training Strategy is to use training as a strategic tool to advance both
directly and indirectly the Mission'’s overall sub-goals and strategic objectives and to support
our project portfciio.

C. AUTHORITY

Handbook 10.

D. POLICY

The Mission Notice is based on AID policy as stated in Handbook 10 and in Africa Bureau
guidelines, including PTMS.

E. APPLICABILITY

The following procedures apply to Mission-funded and centrally-funded long-term participant
training that is part of the Mission's portfolio (eg. HRDA, ATLAS).

USAID Human Resources Development Assistance Project (628-0463) March 1994
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F. DEFINITIONS

1) Participant training describes project-funded or centrally funded training that occurs
in the United States or in third countries. For this Mission, participant trainees are
citizens of Country X who are sent abroad for AlD-sponsored training. Such trainees
were formerly referred to as 'Thomas Jefferson Fellows" or "Thomas Jefferson
Associates."

2) Long-term participants or academic participants are those enrolled in an academic
institution with the objective of obtaining an academic degree such as AA, BA, BS,
MA, MS, MPH, MBA, or PhD.

3) Technical participants are those whose training does not have an academic degree
as an objective; training may be short courses, on-the-job training, observation tours,
or university courses without the objective of a degree.

4) The Mission's Country Training Strategy (CTS) describes how training activities
within the Mission will be carried out.

5) Each project has a project training plan which includes a discussion of the focus of
the training component within the project, an overview of yearly overseas and in-
country training for the life of the project, criteria for impact indicators and
measurement instruments, training activities, participant selection process (including
boards or committees), and a detailed, time-phased, twelve-month implementation
plan with a list of institutions initially identified for each training activity, pre- and post-
baseline data collection required and the institution responsible for gathering,
monitoring and evaluating the training event. PTMS inputs are outlined. Other
activities described include pre-departure activities, alumni association participation
and testing dates.

In accordance with Recommendation No. 1c of Audit Report No. 87-05 entitled "Audit
of Long-Term Participant Training in Africa," a life-of-project (LOP) participant training
plan must be prepared prior to disbursement of funds for training under all projects
having a participant training component.

6) Contract-funded participants are those whose training is fully funded and organized
by contractors under a USAID-funded bilateral project. Procedures for contract-funded
participants ara generally the same as for non-contract-funded participants.
Procedures for both contract-funded and non-contract participants are described in
this Mission Order and the Mission CTS.

G. PROCEDURES
1) Extensions of Training Programs
AlD policy discourages program extensions, and the Mission does not regularly approve

them. In planning training programs, project managers and contractors should make
reasonable estimates of the time required to complete the work.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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If special circumstances occur during the course of a training program that add to the time
required to complete it, the project manager (Mission-funded participants) or contractor
(contract-funded participant) should prepare a written request for extension following the
procedures described in Handbook 10, Chapter 30, and send the request to the {4uman
Resource Development Officer (HRDO) for review.

This request should be received well in advance of program completion so that it can be
properly reviewed. The HRDO, after a review of the request, will recommend a decision for
the Mission Director's approval.

2) Degree Objectives

USAID and Mission policy mandate a single degree objective for each training program. Only
the Mission Director can approve a successive degree in accordance with the criteria
specified in Handbook 10.

As soon as it appears that a participant might request a successive degree, the Project
Manager or contractor will collaborate with the HRDO, who will prepare a memorandum with
the details required by Handbook 10, Chapter 2. The HRDO will forward the memorandum
along with appropriate recommendations to the Mission Director for final decision.

J) Conditions of Training Forms

The Training Officer will require all employers with long-term training participants in the US to
sign a "conditions-of-training" form (AID-1381-6) before the individual leaves for training.

These forms require the employer to develop a career plan for the participant, designate
someone in the employing agency to maintain regular contact with the participant during
training, and guarantee the trainee a position upon return which allows him/her to use the
training effectively.

4) Participant Dependents

It is USAID policy that individuals in training under USAID sponsorship not be accompanied
by dependents. The Training Officer will inform training candidates as well as departing
trainees of this policy and ensure that participants have weli-planned care for families prior to
departure.

Project Managers and contractors are also asked to make sure participant trainees have
considered family issues. Those participants whose family relationships and responsibilities
make them unsuitable for long-term training absences should be discouraged from
undertaking long-term training.

Under exceptional circumstances, participant trainees may request permission for their
dependents to accompany them during their training in the United States. If the host country
government endorses such a request, the HRDO will consider it and send an appropriate
recommendation to the Mission Director for final decision. The training unit will ensure that

USAID Human Resources Development Assistance Project (698-0463) March 1994
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participants who request permission for their dependents to accompany them meet the
conditions required in Handbook 10, Chapter 15.

5) Graduate Level Research

It is Mission policy to encourage participants to undertake graduate-level thesis research that
is directly related to Country X or even that takes place in-country whenever feasible.

Thesis writing, compiling documents prior to departure, and employing institutions' input into
graduate research should be addressed by the Training Officer, Project Manager and/or
contractor prior to pre-departure orientation. These issues should be followed up on at the
orientation.

6) English Language Testing

To improve the screening and selection process for long-term participants, English language
proficiency and aptitude will be incorporated as one of the criteria for final selection of
candidates for long-term training in the US.,

USIS's ETC will assist the Mission in evaluating applicants' proficiency and aptitude through
formal tests and interviews. USAID will request ETC either to recommend appropriate English
language training or to recommend that candidates not be selected for training based on
proficiency and aptitude in English. Timing of language activities will be determined by the
Training Officer.

7) Mission Training Committee

A Mission Training Committee will review all candidates nominated by the private or public
selection boards for long-term US training to ensure that they meet all requirements specified
in Handbook 10 and in the Mission's training policy.

The Mission Training Committee is composed of the following:

Chairperson: HRDO
Other members: Training Officer; representatives from the following offices: PRM,
ADO, HPO, and CONT.

The Committee will review and approve all candidates pre-selected by the Boards for long-
term training. The Committee will meet as determined by decision reached by appropriate
Boards.

8) Mission-Wide Seiection Criteria
In addition to the AID-wide selection criteria enumerated in Handbook 10, Chapter 4. the

Mission Training Committee will use the following criteria when reviewing candidates for long-
term US training:

USAID Human Resources Development Assistance Project (698-0463) March 1994
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(a) candidates must have a good academic background and possess the equivalent of a
US undergraduate degree (French Licence/Maitrise, Rwandan Maitrise (high school
completion degree plus four years of university), Dipléme d'Ingénieur de Conception
(high school completion degree plus five year of university) or equivalent degree;

(b) candidates must have at least two years of work experience, preferably in a sector
related to the desired training program;

(c) candidates must have a written letter from their employer agreeing to the training
requested and for:

. releasing candidates for in-country English language training (ELT), if
the course is in an English-speaking country

. releasing candidates for academic training in the US or third country

. identifying a person at the institution to be responsible for the
participant during training, to receive all records, grades, etc. and to
send all documentation and local/institutional news to participant

. agreeing to the impact measures identified by the institution, Project
Manager, contractor, or selection board;

(d) employers must agree in writing to pay participants' salaries during the ELT in-country
and during their US academic training and to guarantee a higher position for the
returned participants in appropriate jobs—this can be based on a trial period for
assessment of the returnees skills;

(e) the proposed training must be relevant to the candidates’ job upon return and the
organization's needs and have impact indicators which are known by participant,
institution and contractor/Project Manager;

() candidates must have good English proficiency and aptitude as evidenced by their
academic records, test results, and the recommendations of appropriate specialists in
ETC.

9) Centralization of Training Files

Project Managers (Mission-funded training) and contractors (project-funded training) are
responsible for delivering copies of all documents related to participant training to the
PTMS/Training Specialist. The PTMS/Training Specialist is responsible for keeping up-to-date
versions of the following documents: correspondences, copies of PIO/Ps, training
impiamentation plans (TIPs), academic enroliment and term reports (AETRs), completed
medical examination forms, and plans of study.

Project Manager and contractors must use PTMS for completing PIO/Ps and seek advice
from the PTMS/Training Specialist for correct PIO/P and other documentation completion.
PMs and contractors should have a familiar and frequent relaticnship with the PTMS/T raining
Specialist and ensure that all needed information is documented on PTMS.

USAID Human Resources Development Assistance Project (698-0463) March 1394
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10)  Participant Training Management System (PTMS)

USAID/X has established a computerized Participant Training Management St'stem (PTMS) to
track trainees. The PTMS/Training Specialist is responsible for maintaining and updating
PTMS and must regularly receive, enter and update relevant participant data into PTMS.

Project Managers are responsible for keeping track of the same information for their centrally-
funded participants as contractors do for their project-funded participants. All must get this
information to the PTMS/Training Specialist so that it can be maintained in PTMS. All PMs
and contractors must know hows PTMS works, what it can produce, and receive a minimal
level of training from the PTMS/Training Specialist.

The PTMS/Training Specialist will send PTMS reports to Mission leadership, Project Officers,
Project Managers, and contractors on a quarterly basis along with the training manager's
report of training activities.

11)  Follow-On

Project Managers and contractors will ensure that all returning trainees report to the USAID
training unit with their employer to meet the Training Officer for a debriefing at which time they
will be required to complete a questionnaire developed by the training unit. Completed
questionnaires will be used for follow-up and evaluation purposes. Measurement of pre-
determined impact indicators will be discussed with the contractor or Projert Manager and
the employer and the timeline of the institution's and individual's measurement articulated.

The training unit will complete the returned participants’ “Follow-up Activities Reports" by each
year's end and forward them to OIT.

H. RESPONSIBILITIES

1) Office chiefs whose projects have participant ‘raining components are responsible for
ensuring that their Project Managers carry out the procedures described in this
Mission Order.

2) The PDO is responsible for ensuring that the training unit carries out the procedures
described in this Mission Crder.

3) The chairperson of the Mission Training Committee will take responsibility for deciding
when to schedule committee meetings or how otherwise to discharge committee's
duties. The chairperson will also be responsible for sending the committee's
recommendations to the training unit, when reviewing candidates for long-term
training, and to the Mission Director, when reviewing requests for dependents to
accompany trainees to the United States.

4) The Project Manager or contractor as well as the employing agency will be
responsible for maintaining contact with participants while they are in training. The
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Training Officer will monitor grade reports and requests for extensions and will initiate
any required action.

5) For training programs with a research component, the contractor or Project Manager,
the institution and the individual participant will discuss possible areas of study which
would benefit the institution and the sector. Documentation needed for such research
should accompany the participant when leaving for training.

The academic advisor should ultimately assist the participant to plan and execute
research which has the most benefit to the institution. The Training Officer will make
all participants, institutions and boards awars that Mission policy prefers country-
specific or applicable research. If in-country research is appropriate, the Training
Officer will see if funding is available.

(8 Additional Programming Considerations

1) English language training (ELT)

AID-funded long-term and short-term participants requiring ELT will take ELT in-country. The
HRDO will request exceptions to this policy; these must be approved by the Mission Director
in writing in advance.

Only participants who are not from Capital City X will receive a maintenance allowance while
attending ELT in Capital City X. The maintenance allowance will be a set daily rate approved
by the USAID Controller. Institutions must continue to pay salaries during this time.

2) Participant Training Procedures

The procedures outlined in this section are for long-term participants and apply mainly to
training in the US. Third country long-term training procedures will be similar to those shown
below except that the Training Officer will arrange the training program through the USAID

Mission in the country where training will take place.

All procedures will be in accordance with Handbook 10.

3) Procedures for Non-Coniract-Funded, Misslon-Managed Training

Mission leadership, including the HRDO, and GOX officials will discuss policy changes
concerning guaranteed salaries during training, establishing degree equivalencies, post-
training job guarantees and institution accountability for training utilization.

a) Private and Public Sector Selection Boards

Two boards, one private and one public, will be set up and managed by the HRDO to
improve upon the transparency of the institutional and individual selection process.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.

Ll



HRDA Workshop Notebook: Managing Training for Impact Page 3-23

The boards will review:

. the type of training (academic or technicai) and its relevance to the institution and
targeted sector

duration

location (US, third country or in-country)

degree objective

the position or alternate position to which participant will be scheduled to return
degree equivalencies

the identification of impact indicators and measurement.

b) Final Selection Procedures

Once institutions or organizational units have been selected and individuals identified, the
relevant GOX ministry must send a letter of commitment to the Training Officer stating that the
participant will be released from official duties during his/her training period. In addition, all
GOX employers with long-term training participants in the US must sign a "conditions-of-
training" form (AID-1381-6) before their personnel leave for training. Training will not be
approved without these written assurances.

The training period will include time required for ELT in-country. The GOX will assure in
writing that each long-term participant, upon his/her returr, will occupy a position at the same
or higher level as the position before training. The participant agrees to return to Country X
and accept the job assigned by the unit or GOX agency.

c) Developing and Processing the PIO/P

The HRDO and Training Officer will jointly review the selection process to ensure the most
open process to attract the most qualified candidates.

The Training Officer uses PTMS to draft a PIO/P.
The PTMS/Training Specialist checks with the controller's office to verify availability of funds.
The controllers’ office assigns a PIO/P number and fiscal data.

The PTMS/Training Specialist issues the PIO/P in final form and routes it for the following
signatures:

Clearances:
. Training Officer
. HRDO
. Project Manager
. Office chief of originating office
. Controller

GOX approval: GOX responsible courterpart (project officer to arrange)
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USAID Approval: PDO
The PTMS/Training Specialist reproduces the PIO/P and distributes it as follows:

2 copies to Controller

2 copies to ASU

2 copies to the Projoct Officer

2 copies to GOX project manager.

d) Participant Files

The PTMS/Training Specialist establishes an official file, which is maintained in the training
unit, with participant's name and PIO/P number. The Training Officer must send copies of all
correspondence concerning the participant to the PTMS/Training Specialist for the official file.
Likewise, the PTMS/Training Specialist will send the Training and Project Manager copies of
all correspondence the training unit receives concerning the participant.

e) Processin: Training Documents
The participant submits the following to the PTMS/Training Specialist:

. 4 certified copies of transcripts and grades;
. 4 certified copies of diplomas;
. 6 ID pictures; and

. 3 letters of recommendation.

The participant turns in original and translated transcripts and letters of recommendation (or
alternatively a contract is made with the USIS ELC for such services).

The Training Officer will pouch ten copies of the PIO/P~—including biodata form—and all
documents to:

ST/IT

Room 201-D SA-16

Agency for International Development
Washington, DC 20523

The Training Officer cables AID/W advising the date documents were pouched and requesting
notification of receipt.

f) Pre-Departure Processing

The Training Officer maintains an action log and follows up by cable as necessary to ensure

that training is properly scheduled and that the call forward (CF) is received on time, whether
training takes place in the US or in third countries.
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The Training Officer arranges for the participant to start ELT in-country, if required. The
training unit follows progress of the participant in ELT.

The PTMS/Training Specialist requests tickets from USAID's travel section. Participants are
prohibited from changing the routing and from making their own reservations. |f they do, and
the reservations are canceled by the airline (double bookings are automatically canceled), the
HRDO may cancel the training program.

The PTMS/Training Specialist prepares and submits visa application forms and photos for US
visa to the US Consular Officer when necessary for US training. For third country training, the
PTMS/Training Specialist arranges to obtain a visa for the country of training.

The PTMS/Training Specialist sets up an appointment with the USAID-approved doctor for the
participant's medical examination and notifies the participant of the date, time and place of
the medical exam. Medical exams are required for any participant attending a training course
of more than two months' duration.

The PTMS/Training Specialist submits a request for maintenance advance to the Controller in
time to allow receipt of the check prior to departure.

The PTMS/Training Specialist communicates procedures and status of each participant to the
Training Officer by memo.

The Training Officer cables AID/W or, for third-country training, the country of training,
advising them of participants' ETA, and provides maintenance advance and ticket to
participant.

The Training Officer organizes pre-departure orientations for participan’s, preferably with other
participants departing during the same time. Alumni of US and third <ountry training will be
invited to share their training experiences as well. Research possibilities, US university
procedures, family maintenance, health, ana other pertinent issues are covered during the
Training Officer's pre-departure orientation.

All participants sign "conditions for ticketing" forms.

a) PIO/P Extensions and Amendments

Long-term training of more than one year is more easily administered if the total estimated
amount for training is earmarked in the first year under a single PIO/P. It is Mission policy to
fully fund all PIO/Ps. However, if available funds are insufficient in the first year of training, the
training unit will amend the PIO/P or issue a new PIO/P when further funding becomes
available.

Requests for extension will be handled as described in the first part of this Mission Order. If a
participant wants to change the area of study, the participant and employing institution must
inform the Project Manager in writing. If the change is justified, the Projact Manager will
obtain the Project Officer's signature and will request the PTMS/Training Specialist to modify
the PIO/P as appropriate.
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The PTMS/Training Specialist checks with the Controller to verify the availability of funds.

The PTMS/Training Specialist uses PTMS to amend the original PIO/P or to issue a new
PIO/P to provide continuing funding. The Project Officer clears amended PIO/P.

The PTMS/Training Specialist obtains signatures on PIO/P amendments according to the
procedures outlined previously.

The PTMS/Training Specialist distributes the PIO/P amendments according to the procedures
outlined above.

GOX officials and selection boards must be informed that extensions are given only on an
exceptional basis.

J. Procedures for Contract-Funded Participante

Contract-funded participants are those participants whose training is fully funded and
organized by contractors under certain USAID-funded bilateral projects.

The procedures for contract-funded participants are generally the same as those described
for non-contract-funded participants, except that the contractor, rather than the training unit,
will be responsible for most of the processing acticns.

Since the role of the contractor in the selection prccess will vary from contract to contract and
board to board, the contract will specify the contractor's actions and responsibilities for most
of the processing actions. In general, contractors rnay:

. participate cn selection boards

. meet with institutions to present the Mission's strategy and to ensure impact indicators

and rmeasurement instruments are formulated

fill out PIO/Ps under the guidance of the PTMS/Training Specialist

maintain all participant records and forward copies to the PTMS/Training Specialist

learn how to use PTMS

ensure that baseline data is gathered and verified

ensure that impact is measured at the pre-determined time by the pre-determined

institution

. participate on appropriate boards with Project Managers, the HRDO and the Training
Officer.
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MONITORING PARTICIPANT PROGRESS

One of the most difficult aspects of managing participant training is understanding the
problems and daily concerns of participants, especially those in long-term training programs.
Mission Training Offices are usually several steps removed from ihe participants since the
bulk of monitoring is done by U.S. contractors such as PIET and AAl.

Yet experience has shown that maintaining contact
with participants in training is a crucial factor in
alumni long-term relationships with USAID.

Here are several ways to keep in touch:

° Monthly or quarterly newsletters
sent to participants.

. Have a contractor organize a
meeting or workshop during the
university spring or summer break.
This could be attended by

Missions with participants in
iong-term training need to
develop strategies for keeping in
touch with those participants.

One strategy is to keep in touch
by mail. Computerized mailing
lists and address labels make this

very easy.

government officials, Mission staff, and participants. Participants welcome
these activities, not only as a support group of fellow nationals, but also as an
opportunity to talk with country and Mission representatives.

. A yearly questionnaire on topics of concern to participants.

. Greeting cards at New Year's or for the Host Country’s national holiday.

The following attachment provides a sample questionnaire sent to participants who had been

in U.S. academic training for at least one year.

USAID Human Resources Development Assistance Project (698-0463) March 1994

AMEX International, Inc./Creative Associates International, Inc.

(o




HRDA Workshop Notebook: Managing Training for Impact Page 3-28

USAID/X SPONSORED PARTICIPANT QUESTIONNAIRE

The purpose of this questionnaire is to help the USAID Training Office (1) understand how we
can better serve your needs, (2) ensure that your training objectives are met in the most
satisfactory fashion, and (3) provide better orientation services for new participants.

Your responses to this questionnaire will be tallied with other responses to produce an
anonymous report which will be made available tc USAID/X staff and other institutions as
required. As soon as the global report is prepared, your individual responses will be
destroyed.

1. Full Name:

2. U.S. Mailing Address:

3. Phone contacts: Home:
Other (where?)

4. May we provide your address and phone number to other Country X participants prior to
their departure for the U.S.? YES NO

5. What is the name of your programmer (also called Education and Training Specialist)?

6. How often are you do you talk to your programmer?

At least once a month

At least once every three months
Only vthen | have a major problem
Never

7. Do you think your programmer has a good understanding of your academic concerns?

YES NO Please explain your response.

8. Do you think your programmer has a good understanding of the problems confronting you
on a daily basis?

YES NO Please explain your response.
J. In addition to communicating with your programmer, would you like to have regular
contzct directly with the USAID/Training Office in Country X? YES NO

It you answered yes, do you have any suggestions as to what kind of contact would be the
most effective?
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10. Do the following services exist on your campus? If so, which ones do you take
advantage of the most?
VERY | SOMEWHAT | NoT
SERVICE EXISTS? | useruL | usEFUL | uSEFUL

International Student Office

African Students
Association

Academic Advisor

11. Which of the following aspects of your daily life causes you the most headaches? Explain
below why you checked specific items.

ETEEETTTTTE

Using English

Housing

Getting Food/Meals/Cooking

Using Library and Research Facilities
Amount of Reading Required
Amount of Writing Required
Shopping for Basic Needs
Interacting with Americans
Interacting with Facuity

Interacting with other Students

the Weather

Transportation (or Lack of)
Medical/Health Concerns

Cost of Rent, Telephone, and Utilities
Worrying about Family

Other (Please List)

Please explain here.

12. De you think you will be able to complete your training objective in the time allotted? If
not, please explain. (Honest answers here will enable us to better assess requests for

extensions.)

USAID Human Resources Development Assistance Project (698-0463)
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13. Given the amount of time you have already spent in the U.S. and the academic progress
you have made, are you PLEASED with the academic program you are enrolled in?
YES NO Why?

14. Do you think the coursework you are taking will provide you with skills and knowledge
that you can put to use in Country X?
YES NO Why?

15. Are your spouse or children with you? YES NO

if so, what is the main benefit of having them with you?

If so, what is the main disadvantage of having them with you?

16. How often do you talk to or contact with countrymates (not in your immediate family) who
live in the United States?

Every Day

More Than Once a Week
More Than Once a Month
Every Two or Three Months
Rarely

Never

17. What was your most recent TOEFL score before you began academic coursework?

18. Did you study English at the American Cuiltural Center in Country X prior to going to the
US.? YES NO

Compared to the English language training you had in the United States, how would you rate
the English language training you had in Country X at the American Cultural Center?

EXCELLENT VERY GOOD GOOD SATISFACTORY WEAK POOR

19. Do you think you were adequately prepared for studying in the U.S. when you started
your academic coursework? YES NO

If no, what additional preparation would you suggest for future participants?
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More English Language Training

More Information About Academic Programs

More Information About Area of Specialization
More Informaiion About U.S. Culture and Customs
Other — Please Explain:

20. What is your overall impression of the time you have spent in the United States so far?

VERY SATISFACTORY - SATISFACTORY ~ SOMEWHAT FRUSTRATING -- VERY
FRUSTRATING

Your comments/suggestions on any aspect of your program are
more than welcome. Also feel free to ask any questions that you would
like to have the head of USAID/X’s Training Office answer for you.

THANK YOU FOR COMPLETING THIS QUESTIONNAIRE. PLEASE MAIL IT TO US AT
THE FOLLLOWING ADDRESS:

TRAINING OFFICE

USAID/X

Agency for International Development
Washington, D.C. 20521-X00(

YOU WILL NEED TO ADD A 29 CENT STAMP.
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PRE-DEPARTURE BRIEFINGS AND ORIENTATION

After participants are selected for training, the momentum of programming and travel
arrangements often detracts from the need to make sure that all parties (the Mission, the
nominating institution or firm, and the participant) understand and are comfortable with the
final training request.

Training Office and/or Project Office

staff should spend time with Pre-departure orientation sets the stage for
participants and nominating the ongoing relationship between the Mission
institutions to go over the final and the participant.

training request (which is spelled
out on page two of the PIO/P) and
discuss expectations about the Pre-departure orientation allows Missions to
training. make sure that the HRD intervention will have
the impact intended during its planning.

As the departure date approaches,

pre-departure information on Pre-departure orientation also allows Missions to
logistics and program content make sure trainees understand what is expected
should be sent to participants and of them during training and upon return.

time should be made available for
individual or group discussions of
pre-departure materials.

The Training Office (or Project Office) will find that pre-departure briefings will be more
effective if a "package” of standard materials is designed and printed. For each training
activity specific information on itineraries, maintenance allowances and other details can be

typed in.

The following package is a sample of materials in English, French and Portuguese. These
materials are included on the accompanying diskette so that each office can tailor them to its
specific needs.
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PRE-DEPARTURE INFORMATION FOR PROJECT-X FUNDED PARTICIPANTS TRAVELLING
TO THE UNITED STATES

TRAVEL ITINERARY:

YOUR PROGRAMMER:

[ The person responsible for you and your training program while you are in the United
States is

Mr/Ms/Mrs

He/She is a staff person of PIET (Partners for International Education and ‘iraining) located in
the New York office of the African-American Institute (AAI).

] The address of the African American Institute is:

AFRICAN AMERICAN INSTITUTE
333 UNITED NATIONS PLAZA, NEW YORK, NEW YORK 10017

° The telephone number is:
949-5666 or 1-800-323-1236
The second number is “toll-free” and can be used anywhere in the United States except in
New York City.
MONEY MATTERS

Before you leave City X, you will receive the following amounts of money as part of your
maintenance allowance:

in cash
in check which you can either cash at a local bank and convert into

U.S. dollar Travellers Cheques before you depart or cash at a bank in
the United States.
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Remember that these funds are not meant to be used during your travel to the U.S., but are
intended to be used during the first 10 to 15 days of your stay in the U.S. You are required
to use these funds (and others which your Programmer provides you) for your lodging, meals
and miscellaneous personal expenses during your training program.

The maintenance allowance that you will receive is calculated based on your location in the
U.S. and the number oi days vou spend at each location.
The amounts you will receive has been calculated as follows:

New York:

Washington, DC:

San Diego:

Your Programmer will advise you of any changes in the amounts estimated above.

OTHER EXPENSES

You will receive $60.00 for the purchase of books for your training program as well as $60.00
for shipping the books back to your home country. You will not be required to present a
receipt for these expenses.

As you travel from one location to another, always ask for a receipt for transportation you pay
for to travel from an airport to a hotel or from a hotel to the airport. You are required to use
the least expensive form of transportation available for such travel. This usually means taking
an Airport Bus or Limousine.

Submit your receipts to your Programmer before you leave the U.S. or to XXX at USAID/X
when you return home.

Travel between the airport and hotel and back is an allowable expense which will usually be
reimbursed. If your training prograiv calls for individual visits to businesses or offices and
you are required to take public transportation or taxis for such visits, you should also keep
your receipts and present them to your Programmer for reimbursement at the end of your
program.

td
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QUESTIONS OF SECURITY

Never keep money, travellers cheques, travel
documents such as passports and airplane
tickets in your hotel room unattended. Ask
at the hotel reception for a safe deposit box
where you can safely store your valuables.
Take care not to lose the key to your safe
deposit box!

Don't leave your baggage and belongings
unattended in the airport or elsewhere. Use
common sense and stay on the alert as you
walk about cities, especially in the evening.
i your belongings should be stolen or if you
are a victim of an attack or criminal incident,
report the incident to the police immediately
and seek advice from your Progrummer by
calling the toll-free number.

YOUR HEALTH

From the time you leave your home country, during your stay in the U.S. until your return to
X, you will be covered by a medical and health insurance coverage called the HAC Insurance
Program. This coverage is in effect as long as your are in training or traveling directly to or
from your training program. You will not be covered should you change your itinerary from
the one originally approved. While the HAC Program will cover most medical expenses, you
may be required to purchase services or medicines yourselt and then submit a claim for
reimbursement. Your Programmer will provide you with full details on the HAC Program.

YOUR RESPONSIBILITIES

Your primary responsibility is to focus your time and energy on the successful completion of
your training program. Your goal is to accomplish the training objectives set out on page 2 of
the PIO/P which is provided here as an attachment.

If you feel that your original objectives can not be attained, contact your Programmer so that
adjustments can be made, if possible. Remember that your Programmer can not make major
changes in your training program, including extensions or changes in the major training
objective, without the prior approval of USAID/X.

You are also responsible for ensuring that all hotel bills, telephone charges, and other bills for
services or goods you purchased, including charges for excess baggage, are paid in full
before you leave the United States.
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AIRLINE RESERVATIONS

You viill be provided with a round-trip ticket before you leave for training. All necessary airline
reservations have been made and confirmed. You will need to re-confirm your onward flights
directly with the airline companies concerned. Once in the U.S. this is very easy and can be
done by telephone, usually 24 hours a day. You can obtain the tcll-free number of the airline
company you will be using by calling Information at tel: 1-800-555-1212,

EXCESS BAGGAGE

You will receive $60.00 for shipping books back to your home country. This money can be
used to pay excess baggage charges at the airport.

On international flights leaving the United States, the baggage allowance is 2 pieces of
luggage. Each piece can weigh up to approximately 25 kilos. What is most important is the
number of pieces and not the weight. If you travel directly from the U.S. to your country
without a long stopover in Europe, you can take advantage of the baggage system by piece if
you check your luggage to travel directly to your home country.

i you are required to stopover in Europe, you may have to collect your luggage in Europe
and register them again after the stopover. In that case, your bags will be weighted an a 20
kilo limit imposed and the fines for excess baggage can be quite expensive.

In either case, it is your sole responsibiiity to ensure that you have adequate funds to pay
excess bzgygage fees should you be required to do so.

Upon re-entry into your home country, you may also be required to pay customs fees for any
merchandise you purchased in the United States.
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YOUR ARRIVAL IN WASHINGTON, DC, THE FEDERAL CAPITAL

ARRIVAL INFORMATION

Upon arrival at National Airport in Washington, DC, you will be met by
a staff person of the Meridian House International Center (MIC). You
shouid look for someone holding a sign with your name. MIC staff
will assist you in finding the appropriate transport to your hotel,

If no one from MIC meets you at the airport, you should follow the
signs marked "Ground Transportation" and take either the
Washington Flyer bus (about $15.00) or, if no bus is scheduled, take
a taxi (about $25.00) to your hotel.

YOUR HOTEL IN WASHINGTON:
The Windsor Park Hotel
2116 Kalorama Road

Washington, DC
Telephone: 202-483-7700

ORIENTATION PROGRAM

In Washington, DC, you will participate in an Orientation Program at the Meridian House

International Center (MIC) from

to

This orientation program will help you become acquainted with American customs and life.
You will also learn how to use the public transpaortation systems and how to make business
and social contacts with Americans. During the program, you will also have an opportunity to

visit some of Washington's interesting sites.

® You are schedulsd to begin your program on

at 8:30 a.m. You

should go directly to MIC at 1630 Crescent Place, in Northwest Washington. It
is not far from your hotel and you can ask for directions from the Hotel

reception.

* MIC's telephone number is 202-939-5552,
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GUIDE DU VOYAGEUR VERS LES ETATS-UNIS A L'INTENTION DES
BOURSIERS DU PROJET X, USAID X

Ce qu’ill faut savoir avant votre départ vers
les Etats-Unis:

Votre itinéraire:

Votre responsable du programme

° La personne chargée de vous et de votre prograr-me pendant tout votre séjour
aux Etats-Unis est

M./Mme.

C’est un membre du personnel de PIET (Partners for International Education and Training)
basé a New York dans les enceintes de I'African-American Institute (AAl).

] L'adresse de I'African-American Institute est {a suivante:

AFRICAN AMERICAN INSTITUTE
833 United Nations Plaza, New York, NY 10017

. Leur numéro de téléphone est le suivant:
949-5666 ou bien 1-800-323-1236

(Ce deuxiéme numéro est gratuit et peut étre utilisé partout aux Etats-Unis sauf & New York

City.)
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AFFAIRES D'ARGENT
Avant votre départ de X, il vous sera remis pour frais de subsistence :
on liquide

en chéques, que vous pourrez toucher dans une banque locale et
acheter des cheques de voyage avant votre départ.

Attention, cet argent n'est pas destiné & des dépenses durant le voyage. Il vous servira
pendant les premiers 10 & 15 jours aux Etats-Unis. En effet, I'h&tel sera & votre charge; les
repas et les autres besoins seront couverts par cet argent requ au départ.

Le montant de la bourse qui vous sera octroyée pendant votre séjour aux Etats-Unis est
calculee an fonction de votre localité et de la durée du séjour.

Les taux applicables & votre programme sont indiqués ci-dessous:

Votre responsable de programme vous avisera de tout changement.

Autres frais:

Vous recevrez 60 dollars pour I'achat de livres en rapport avec votre programme et 60 dollars
pour leur transport jusqu'a Ville X. Il ne sera pas nécessaire de présenter des regus pour ces
dépenses.

Lors de vos déplacements d'une destination & une autre, demandez toujours les regus des
billets de transport de I'aéroport vers I'ndtel ou de I'hétel vers I'aéroport. D'une manidre
générale, il vous est conseillé de prendre le bus ou la "limousine * plutdt que le taxi qui est
beaucoup plus cher.

Remettez tous vos regus a votre programmateur a AAl avant votre départ des Etats-Unis ou &
M/Mme X & I'USAID/X a votre retour de formation.

Il sera procéde au remboursement de toutes les sommes dépensées pour le transport hotel-
aeroport. Dans le cas ol votre programme comporterait des visites & des entreprises ou
autres bureaux, visites organisées par votre programmateur, veillez & garder tous les regus de
transport par taxis et par bus. Ces dépenses vous seront remboursées a la fin de votre
formation.

USAID Humari Resources Development Assistance Project (698-0463) March 1994
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VOTRE SECURITE

Ne gardez jamais argent, chéques de
voyage, documents de voyage comme le
passeport, les billets d’avion et autres biens
dans votre chambre d'hotel. Demandez
plutdt a la réception de I'nétel de mettre un
coffre & votre disposition ou vous pourrez
déposer vos biens de valeur. Dans ce cas,
prenez soin de ne pas perdre la clé du
coffre.

Me vous éloignez jamais dv vos bagages a
I'aéroport ou ailleurs.

Usez du bon sens et soyez alerte lors de vos
promenades dans les grandes villes, en
particulier le soir. Si par hasard vos biens
étaient volés ou si vous étiez victime d'un
incident quelconque, appelez
immmédiatement le numéro gratuit de votre programmeur afin de signaler I'incident et
demander conseil.

VOTRE SANTE

Au cours de votre voyage en direction ou en provenance de votre programme de formation,
et tout au long de votre séjour aux Etats-Unis, vous 8tes couvert par une assurance maladies
et accidents dite " HAC Insurance Program®. Mais parfois vous serez obligé d'acheter des
medicaments et de payer des soins médicaux de votre poche en tant que patient extérieur,
avant dc vous faire rembourser.

VOS RESPONSABILITES

Votre responsabilite majeure est de consacrer le maximum de votre temps et de vos énergies
a votre programme de formation et a I'accomplissement des objectifs de formation y assignés
tels qu'indiqués a la page 2 du dossier du participant (PIO/P) ci-jcint.

Si vous avez le sentiment que les objectifs initialement poursuivis ne seront pas atteints,
entrez directement en contact avec votre programmateur pour que des ajustements soient, si
possible, opérés. Cependant, vous devrez garder a I'esprit que le programmateur ne portera
pas de changements notoires a votre programme que ce soit au niveau de I'extension ou au
niveau des objectifs sans s'en référer a I'USAID/X.

Prenez également toutes vos dispositions afin qu'avant votre départ des Etats-Unis vous ayez
liquidé toutes vos factures d'hétel, de téléphone, et payé les frais d'excés de bagages.

Si pour une raison ou une autre vous vous avisiez a interrompre votre prograrame de
formation vous devrez en ce cas rembourser a I'USAID/X tous les frais de séjour qui vous
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auront été versés & I'avance, pour la période pendant laquelle vous auriez dii étre en
formation.

RESERVATIONS D’AVIONS

Un billet d'avion aller-retour vous a été préparé a I'avance; il vous suffit seulement de
confirmer votre réservation. Notez que c'est & vous seul qu'incombe la responsabilité de
reconfirmer les réservations auprés des compagnies d'aviation concernées. Au moment o
VLIS vous trouvez a.x Etats-Unis, vous pouvez les contacter par téléphone au numéro
gratuit. Demandez ce numéro a l'opérateur au téléphone No.1-800-555-1212.

EXCES DE BAGAGES

Il vous sera accordé un montant de 60 dollars comme frais de transport de livres dont une
partie pourra =saervir & couvrir les frais d'excés de bagages. Sur les vols internationaux en
provenance des Etats-Unis, la limite normale de bagages est de 2 bagages. Chaque bagage
peut peser jusqu'aux environs de 25 kilos. L'important n'est donc pas le poids mais le
nombre de bagages. SivouL voyagez directement des Etats-Unis vers Pays X sans escale
en Europe, vous pouvez profiter de ce principe de deux bagages et enregistrer directement
vos bagages sur Pays X. Mais si vous devez faire escale en Europe, vous aurez & reprendre
vos bagages a l'escale et les faire enregistrer de nouveau vers Pays X.

A ce moment le systéme européen qui limite le poids des bagages & 20 kilos sera appliqué et
vous risquerez de payer les frais d'excés de bagages d'Europe a Pays X. Remarquez que
ces frais peuvent s'avérer trés élevés. Ceci peut vous colter trés cher puisque c'est votre
responsabilité de payer la totalité des frais d'excés de bagages et ceux-ci ne sont pas
remboursables. Tous les effets que vous ramenez des Etats-Unis sont susceptibles d'étre
frappés par la douane du Pays X.
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VOTRE ARRIVEE A WASHINGTON DC LA CAPITALE FEDERALE

Information a I'arrivée:

Dés votre arrivée a I'Aéroport National de Washington, vous serez
accueilli par un employé de Meridian House International Center
(MHIC). i vous faudra repérer quelqu'un qui tient un panneau sur
lequel est inscrit votre nom. La personne préposée par MHIC pour
vous accueillir vous aidera a trouver un moyen de transport vers
I'hétel.

Si personne n'est venu & votre rencontre a I'aéroport, vous suivrez
alors la direction des signes "GROUND TRANSPORTATION" pour
prendre soit le bus (& peu prés 15%) soit le taxi ( & peu prés 35$)
pour arriver a votre hétel.

VOTRE HOTEL A WASHINGTON, DC

The Windsor Park Hotel
2116, Kalorama Road
Washington, DC
Téléphone; 202-483-7700

PROGRAMME D’ORIENTATION

Une fois & Washington, vous participerez d'abord & un programme d'orientation au Meridian
International Center (MIC) du au . Ce programme d'orientation
est destiné a vous familiariser avec la culture et la société américaines. Vous y apprendrez
aussi d'utiles et intéressantes informations au sujet du systdme des transports, 1'utilisation du
telephone, I'art de faire les achats, de prendre des contacts d’affaires, etc. C'est aussi
pendant I'orientation que vous pourrez visiter certains des sites touristiques de Washington.

Le a 8 hnures et demie du matin vous vous rendrez au MIC, situé au Nord-
Wast de Washington DC, 1630 Crescent Place.

Le numéro de téléphone est le 202-939-5552,

En fait, MIC se trouve non loin de votre hétel. Vous pouvez obtenir & la réception de I'hétel
les renseignements pour y arriver.
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GUIA DO VIAJANTE PARA OS ESTADOS UNIDOS NO QUADRO DOS
BOLSISTAS DO PROJETO X
USAID/X

O que vocé precisa saber antes
da sua partida aos
Estados Unidos

O seu itineréario:

O encarregado do seu programa:

® a pessoa responsavel por vocé e o seu programa durante toda a sua estadia
nos Estados Unidos é:

Mr./Mrs.

Esta pessoa faz parte do efetivo de PIET, que é situado em New York na sede do African
American Institute (AAl)

° O enderégo do African American Institute &:

AFRICAN-AMERICAN INSTITUTE
833 UNITED NATIONS PLAZA, NEW YORK, NY 10017

° O numero de telefone do AAIl é:
949-5666 / 1-800-323-1236

(O segundo némero é chamada gratuita e pode ser utilizado em qualquer lugar dos EEUU
fora New York City.
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ASSUNTOS FINANCEIROS
Antes de sua partida de X, vocé recebera para despesas de subsisténcia:

cash (dinheiro em espécie) :
cheques, que vocd podera trocar por travelers checks antes de partir.

N.B: esta importancia nao lhe é providenciada para despesas de viagem. Ao contrario, vai
lhe servir durante os primeiros 10-15 dias nos EEUU. Ela nio deve ser gasta para diaria de
hotel, 0 que 6 sua responsabilidade, mas sim para refeigdes e outras despesas.

O restante da bolsa que Ihe sera entregue ao longo de sua estadia nos EEUU é calculado
em fungao de sua localidade e do prazo da visita.

A diaria (per diem) estabelecida para seu programa & indicada abaixo:

O encarregado de seu programa avisar-lhe-4 de qualquer mudanga nos t8rmos financeiros.

Outras despesas:

Vocé recebera US$60 para a aquisigao de livros relacionados ao seu programa e US$60
para o transporte dos mesmos até X. N&o é necessario apresentar recibo para essas
despesas.

Quando voce viajar, exija sempre um comprovante de pagamento pelo transporte do
aeroporto ao hotel e vice-versa. Em geral, vocé é aconselhado a pegar um ¢nibus ou
"limousine" em vez de taxi, sendo este hem mais caro.

Entregue todos os seus recibos ao seu encarregado do AAl antes de deixar os EEUU;
alternaiivamente, pode remeté-los a M/Mme X a USAID/X uma vez de volta do programa.

O procedimento descrito acima é validc para toda importancia gasta para transporte
aeroporto-hotel. Da mesma maneira, se 0 seu programa inclui visitas a empresas ou diversos
lugares--visitas organizadas pelo seu encarregado--guarde todos os recibos de taxi e &nibus.
Vocé sera reembolsado no fim de sua visita.
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PARA A SUA SEGURANGA

Jamais deixe dinheiro, cheques de viajem,
passaporte ou outros documentos
importantes, passagens aéreas, ou outros
bens de valor no seu quarto de hotel. Pega
a recepgao para colocar estes objetos num
cofre. Cuidado para nao perder a chave do
cofre.

Nunca deixe sua bagagem desacompanhada
no aeroporto ou em outro lugar publico.
Tambem, cabe a todos precaver-se durante
passeios nas grandes cidades, sobretudo a
noite. Se por acaso tiver o azar de ser
roubado, assaltado, ou for vitima de
qualquer incidente, ligue imediatamente ao
seu encarregado, usando o numero gratuito,
para pedir orientagao.

SUA SAUDE

Ao momento de partir para comegar o seu programa de formagéo, e durante toda a sua
estadia nos EEUU, vocé tera cobertura para problemas de satide ou de acidente através de
uma seguradora chamada "HAC". No entanto, ocasionalmente, vocé ter4 de comprar
medicamentos ou pagar consultas com fundos préprios antes de ser reembolsado.

SUAS RESPONSABILIDADES

Sua maior responsabilidade ser& de dar 0 maximo da si mesmo ao seu programa de
formagao e 2 realizagdo dos objetivos estabelecidos e indicados na pagina 2 do seu "PIO/P".

Se vocé sentir que os objetivos nao seréo realizados, entre diretamente em contato com o
seu encarregado para discutir possiveis modificagdes. Lembre-se, contudo, que o
encarregado nao poderé efetuar modificagdes no seu programa sem o consentimento de
USAID/X. Queira igualmente ter o maximo z8lo em liquidar todas as suas dividas, inclusive
faturas de hotel e telefone, antes de deixar o3 EEUU. Voc8 ter4 tambem de pagar excesso
de bagagem.

Se por qualquer motivo vocé dever ou se decidir a interromper o seu programa antes do fim,
vocé teré que reembolsar USAID/X todas as despesas de viagem que |he foram adiantadas
no inicio, por todo o periodo contando de sua desisténcia até o fim normal do programa.

RESERVAS DE AVIAO

Voceé recebera adiantado uma passagem aérea de ida e volta; porém, cabera a voc8 cuidar
de reconfirmar as viagens. Esta responsabilidade é inteiramente sua. Uma vez nos EEUU,
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podera ligar a qualquer agéncia aérea por chamada gratuita. Descubra o numero ligando
informagdes como segue: 1-800-555-1212,

EXCESSO DE BAGAGEM

Vocé recebera US$60 destinados a transportar livros; uma parte dessa soma podera ser
proporcionada a excesso de bagagem. Em vdos internacionais partindo dos EEUU, o
passageiro tem direito a duas malas, que podem pesar até 25 kg. O que importa, portanto,
& menos o peso que o numero de pegas. No entanto se voc8 quiser registrar sua bagagem
sé até a Europa, vocé tera g ie seguir um outro sistema a partir de I4.

O sistama europeu limita o peso da bagagem a 20 kg., e se *océ tiver que pagar algum
excesso, i»30 pode ser oneroso. Qualquer despesa per excesso de bagagem sera
inteiramente a sua responsabilidade; nao 6 ressarcida. Lembre-se iambem que vocé estara
sujeito a tarifas alfandegarias ao chegar ao X.
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SUA CHEGADA A WASHINGTON, DC, A CAPITAL FEDERAL

informacao a chegada:

A partir de sua chegada ao aeroporto Nacional de Washington, voc8 sera acolhido por um
funcionario de Meridian International Center (MIC). Procure uma pessoa que carrega uma
placa com o seu nome escrito. Este individuo o ajudara a encontrar ciadugéo até o seu
hotel.

Se por acaso ndo houver alguem a sua espera, procure o "GROUND TRANSPORTATION"
para pegar o dnibus (mais ou menos US$15) ou um taxi (mais ou menos $35) para ir ao
hotel.

SEU HOTEL EM WASHINGTON

The

PROGRAMA DE ORIENTAGAO

Uma vez em Washington, vocé participar4 de um programa de orientagao no Meridian
International Center (MIC) do dia xx ao xx. Este programa é oferecido para lhe proporcionar
uma certa familiarizagao com a cultura e a sociedade americanas. Vocé vai aprender tambem
muita coisa Util e interessante sobre o sistema de transporte, o uso do telefone, como fazer
compras ou contatos oficiais. Durante este programa vocé sera beneficiado, tendo a
oportunidade de visitar certos lugares turisticos de Washington.

O dia xx as 08:30 voce deve ir au MIC, a 1630 Crescent Place.

O ndmero de telefone do MIC é: 202-939-5552,
De fato, MIC fica perto do seu hotel. Pergunta na recepgao como chegar até 4.
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AVAILABLE RESOURCES

Missions enjoy a number of resources that can be tapped for support to implement a strategy
to train for impact, emphasizing using existing tools in its implementation.

e Before deciding on which option to use, Mission should first analyze the training
required to provide support for its strategic objectives.

e Depending on the country's circumstances, the amount of donor aid available (or
previously available), and the types and levels of US-funded training previously
provided, the Mission may want to carry out an svaluation of past training and of
local training providers as well as carry out training needs assessments in sectors of
priority importance to the Mission. The results of these evaluations and needs
assessments will also be important to the development of technical projects in other
fields (democratization/governance, health, agriculture, naturai resource management,
and so on).

e Finally, the Mission should develop a Country Training Strategy (usually done for a
five-year period) which will set out the Mission's needs and provide the foundation for
making choices on training programming and management which affect the Mission’s
entire portfolio.

Relationships with other US agencies could Rezources are avallable for training,
be formalized, and resources are available for technical assistance to support
for other aspects of training management. Implamenting the Mission’s strategy to
They include: ti.-'n for impact, and for data-related
aspects of measuring and

e Dbilateral projects; demonstrating impact.

e Mission-managed projects;

e contractor-managed prcjects;

o the HRDA project;

o the ATLAS project;

e Paitners for International Education and Training (PIET);

e the HERNS activity;

o African Women in Development (AFWID) advisors and support;

® USIS offices and programs in-country;

o Peace Corps offices and programs in-country;

® local alumni associations;

o the PTMS system;

e other data sources:

® PASAs;

e |QCs.

These resources are discussed below and summarized in a chart.

USAID Human Rescurces Development Assistance Pioject (698-0463) March 1994
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Biiateral Projects

Missions can develop a bilateral project tailored to the Mission's strategic objectives or to the
country’'s most pressing HRD needs. Bilateral Human Resources Development Projects can
offer various types of training. Basic decisions need to be made during project development
on the mix of training types and the management mechanisms to be used for each training

type.

Bilateral projects can be managed by contractors or by the Mission itself. Separate sections
below discuss the pros and cons cf Mission-managed versus contractor-managed projects,
including ATLAS and PIET.

Mission-Managed Projects

Missions can opt to manage their own HRD endeavors rather than procuring contractor
services.

Mission management of US-based training under HRD projects is handled through AID’s
Office of International Training's participant programming contract with Partners for
International Education and Training (PIET), discussed in a separate section below.

Missions can also manage their own third country training activities. While many Missions
have tried to manage these kinds of programs without outside management assistance, it is
often difficult unless the Mission sets up special mechanisms with individual training providers
in third countries. This will work if the bulk of participants can raceive "off the shelf' or
standardized training at a very small number of institutions.

Missions should consider several factors before opting to manage their own in-country
training programs.

* What leveis and types of training will be required? Will the training be done in a local
language?

* Do local training providers have the expertise, staff and resources required to design
and implement the training required, or will outside expertise be needed?

* Is the Mission willing to use project funds to provide the local management support
required for carrying out the activities? Is Mission staff available to manage such
activities?

Mission management of in-country training is most attractive if local resources and training
providers are available to provide the training needed and if the bilateral project can hire a
local or US PSC to manage the training. This option is especially helpful if levels of training
are high and if the Mission wants to be able to carry out needs assessments, evaluations,
and follow-on programs with a minimum of US contracting.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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Contractor-Managed Projects

US programming can be providad through an institutional cortract with a US university or
firm.  This mechanism is most useful when the contractor is also required to provide other
types of technical assistance, in-country or third country training, or other management
support.

Missions c:an aiso contract with firms or training providers to manage third country training.
This can be a contract tc provide specific training programs (at Institution X in Country Y) or
to provide a certain level of services over a fixed period of time. Such services can also be
included in the scope of work of a larger contract to provide other types o1 training-related
assistance.

The Mission can contract directiy with local firms or training providers if local firms have the
capacity required to carry out training programs (either as discrete programs or as part of a
series of courses). The Mission may want to consider whether it wants to use project funds
to increase the institutional capacity of local public or private institutions to provide training or
training management services as this could be an important component of the bilateral
project that should be made clear during project design. There are many different ways that
local institutions can be supported while they provide training services compatible with the
project’s objectives.

Institutional contracts must be competitively bid and a PIO/T issued for contractor services.
As is the case for other major project procurement actions, the time required for issuing a
PIO/T, requesting proposals, reviewing proposals, and completing negotiations can be from
six months to a year. Before the institutional contract is in place, the Mission may want to
have a mechanism available for providing training. One method is to set up the project’s
budget with some training funds outside the line-item for the institutional contract. This allows
the Mission to access PIET (through PIO/Ps) or to manage some third-country training early
on in the project while procurement of the institutional contract is being finalized.

HRDA

The Human Resources Development Assistance (HRDA) Project is a successor to the African
Manpower Development Projects. Major HRDA mandates are increased attention to human
resources development for the private sector, with a target of 50 percent of the project's
trainees designated for this purpose, and 35 percent of the total training opportunities for
African women,

The project emphasizes training activities in Africa: in-country, in third countries and at
regional in-Africa seminars. HRDA is highly flexible, and may e utilized by USAID Missions in
creative ways. HRDA funds can be disbursed to support institutional capacity to plan,
manage and utilize training, both training providers and receivers, as well as to improve the
training procedures and programs of contractors and to support the development of private
sector advisory boards.

HRDA is a cross-sectoral project that will be completed on September 30, 1997. it is
anticipated that AID/Washington ant Congress will approve a successor project.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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HRDA offers Missions a variety of HRD management services.

Field support services can assist requesting Missions with a range of endeavors,
from developing strategies and training plans or strengthening the training
management process to process and impact evaluations of Mission training
activities over tire.

The quarterly newsictter, HRDA Directions, features topical articles on

planning and managing training as well as schedules of upcoming activities.

\Vissions can buy into HRDA. for technical assistance to assist contractors,
sub-contractors, or local organizations to bettsr, plan, manage and utilize
training. Technical assistance czn also be deployed to help establish a
private saector advisory board, public sector training selection group, or to
strengthen the mechanisms and communication between the Mission and
its cornmunity of contrac?ors.

When HRDA is sponsoring a regional workshop, a Mission can send
participants by issuing a PIO/P from a bilateral project. In this case the
actual workshop costs would be picked up through the HRDA core activity,
so the Mission only has to provide travel and maintenance for its
participants.

If a Mission wants to hold its own in-country or reglonal workshop. it can
issue a PIO/T to request HRDA to design, implement and manage the
workshop. The Mission would thus finance workshop costs as well as
individual participants’ travel and maintenance costs.

Missions use an OYB transfer of funds or sign a Limited Scope Grant Agreement in order to
participate in HRDA. The OYB transfer may limit the use of funds obligated to a two-year
period. The LGSA provides greater flexibility of project funding (funds can be used until
the PACD) and may imply closer host-country dialogue and management of the use of

funds.

ATLAS

The African Training for Leadership and Advanced Skills (ATLAS) Project, the successor to
the African Graduate Fellowship (AFGRAD) Programs, offers a variety of services.

ATLAS offers undergraduate, graduate, and postgraduate fellowships for
highly qualifiad Africans to undertake academic programs in the United
States.

ATLA S offers undergraduate tuition scholarships for women in non-
traditional fields of study. even when there is a university in her country.

ATLAS is a cooperative effort of participating governments, American
universities, the Council of Graduate Schools in the Laitud States, and

USAID Hun.1n Resources Development Assistance Project (698-0453)
AMEX Intermnaiional, Inc./Creative Associates International, Inc.
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USAID. The project’s goal is to improve the ability of African institutions
and organizations to plan and promote sustainable development.

® ATLAS provides advanced studies in disciplines critical to development,
such as economics, business, administration, public health, agriculture and
engineering.

e Atleast 30 percent of ATLAS awards are reserved for women in order to
increase their ability to fill leadership and non-traditional roles in African
development.

¢ ATLAS is a Mission’s most cost effective vehicle for long-term US training
because participating colleges and universities provide tuition scholarships
for qualified candidaies. Pre-selection of candidates is conducted
collaboratively, usually by a selection committee which may include the
following: AAI staff, AAl representatives serving in Africa, AID/W ATLAS
staff, USAID Mission personnel and/or host country cificials.

While final selection is not determined by USAID Missions, any candidate who is not
retained through ATLAS's selection process can be funded under HRDA or other project
funds if such funds are available and time before PACD permits.

ATLAS provides post-training professional enhancement activities beyond long-term
training: v

®  Grants of up to $30,000 to local organizations such as alumni groups,
professional voluntary organizations, NGOs, and PVOs which have an
active number of US government-supported former trainees, including
USAID and USIS - applications are found in JROKQ and ATLAS Alert, two
project publications;

®  Publication of the annual AFGRAD/ATLAS Alumni Directory, of IROKO,
ATLAS’s networking bulletin, and of ATLAS Alert, a publication which
features project activities;

¥ Two annual regional conferences, workshops or seminars in Africa as well
as national conferences;

® ATLAS funds can be used for short-term training in the United States for
former long-term trainees who may want to develop new skills or become
familiar with the latest techniques. No English language training is
provided. Participants are placed in three to six month programs at a cost
of approximately $1%,009 to 20,000 per participant. Several USAID
Missions exclusively use ATLAS in this way.

USAID Human Resources Developmeiu Assistance Project (658-0463) March 1994
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Missions wishing to participate in ATLAS's US programs can do so through an OYB
transfer of funds. ATLAS staff can provide Missions with information on budgeting
requirements for the number of long-term participants anticipated over the next several
years. Missions are required to fully fund participants through program completion.

ATLAS offers a number of features:

® Tuition scholarships are provided by the participating universities
throughout the participant’s academic degree program.

* Missions spend no time on contracting for US management of the
program,

* Missions spend less time on management including little
administrative burdens: the contractor assists with visas,
maintenance chacks, and airline tickets.

® ATLAS staff assist in the selection of participants.
®* PIO/Ts are prepared by AID/Washington.
® ATLAS offers post-training enhancement programs.

® More than 200 universities and colleges — including HBCUs —
participate in ATLAS.

Missions can maximize the benefit of using ATLAS by assuring that ATLAS candidates are
selected from fields which are linked to the Mission’s overall strategy and by being
involved in the selection process, ensuring an open fair nomination process.

ATLAS may not be a Mission’s only participant training mechanism and most Missions use
it in conjunction with HRDA or bilateral programs. If a Mission’s training strategy has
identified the need for long-term academic training in the US, the Mission should seriously
consider what ATLAS can offer, praferably by entering into a dialogue with AFR/ONI/TPPI's
ATLAS staff. In addition, Missions should consider to what extent they want to take
advantage of ATLAS to implement follow-on activities for US trained returnees. The
impact of USAID-funded training in a country with a large number of former US
participants from AFGRAD, ATLAS, or other USAID bilateral projects can be substantially
increased if a Mission racognizes the importance of connecting (and re-connecting) with
returnees. A TLAS can also provide an excellent mechanism for implementing follow-on
and networking programs for returnees.

As under HRDA, Missions can issus a PIO/P to sponsor paiticipants at ATLAS-funded
regional workshops. Actual workshop costs would be picked uj: through the ATLAS's core
activity, sc the Mission would only provide trave! and maintenance for its participants.
Missions can also issue a PIO/T to request ATLAS to design, implement and manage an in-
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country workshop. In such a case, the Mission would be responsible for workshop costs
as waell as individual participants’ travel and maintenance costs.

Partners for International Education and Training (PIET)

Programming of US training is provided through AID’s Office of International Training
which has a participant programming contract with PIET (Partners in International

Education and Training).

Participant programming refers to the series of management activities required to identify
(sometimes) and enroll a participant in an appropriate training program or activity and
provide the administrative support required to ensure that the Mission’s training request is
carried out and paid for. The AID PIO/P form is used to earmark and reserve funds for the
activity and to provide the programmer with instructions on the type of training required
and the participants. The Mission is usually responsible for recruiting and selecting
participants as well as for issuing the PIO/P. The Mission must also manage the
monitoring, evaluation and follow-on activities required for its training programs. More
dstailed information on managing US participant training can be found in AID’s Handbook
10.

Using the PIET mechanism for US training is less burdensome than negotiating a separate
contract with a US-based firm or institution to provide programming services. PIET’s
services can be utilized as soon as the project grant agreement is signed and the Mission
issues a PIO/P. Mission managerent is usually done through the Training Office or with
professional level PSCs working in the Mission. Financial tracking and reporting are
simplified if the Mission has MACS input directly into its PTMS system.

OIT’s contract with PIET for participant programming now allows Missions to access a
requirement contract for third-country training. This involves "buying in" to PIET's
contract with a PIO/T for the services requested. This option is attractive in cases where
the Mission wants to send more than a few participants to off-the-chelf courses offered at
a third country institution and it may be an excellent option for implementing training
programs that are well-designed and targeted to respond to specific needs. Since
programming third-country training is a new area for PIET, Missions may first want to
query others who have tried PIET's third-country training services.

Human and Educational Resources Network Support (HERNS) Activity

The Office of International Training (OIT) has developed the HERNS activity "in response to
the Agency’s mandate to assist Missions in designing and implementing their training
programs in a manner that enhances the impact of participant training activities on Agency
and Mission development objectives.” Speacifically, HERNS can assist Missions with
training program design and implementation (including the design of a training componsant
cf a technical project), with process and impact evaluations of training, and with
information management for participant training.

Missions interested in accessing HERNS for technical support should request additional
information from AFR/ONI/TPPI.

UJSAID Human Resources Development Assistance Projeci (698-0463)
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African ‘Women In Development

In the last several years, AID/W's Africa Bureau has strengthened its commitment to women's
participation in development by designating three Africa-based women to serve as regional
advisors on these issues. The African Women in Development (AFWID) Advisors have
regional responsibilities and are located in Céte d'lvoire, Botswana, and Kenya.

AFWID Advisors are available to travel to USAID Missions within their respective regions to
undertake any gender-related activity, for example, conducting research on gender issues,
meeting and working with women'’s groups, or making recommendations on how to improve
the recruitment and selection of women for USAID training.

Missions can cable the appropriate REDSO office to request an AFWID Advisor, providing a
scope of work in the cable. REDSOs fund such consultancias. Missions can also request
the Africa Advisor out of AID/W, Global Bureau, R&D/WID, again providing a scope of work.
R&D/WID would determine the source of financing for an R&D/WID consultancy, which could
incorporate training, technical assistance, or information.

United States Information Service (USIS)

The United States Information Service (USIS) is a close complement to the resources
available at a USAID Mission. USIS's English Language Training Centers (ETC) generally
offer both informal and intensive English language classes on a quarterly basis, an important
component of pre-departure orientation for trainees.

USAID can contract with USIS for ETC Directors to work closely with potential trainees and
with those selected for training regarding the application process, the US academic system,
and cros- cultural issues.

USIS usually offers a library and an audiovisual section. Their programs provide for the
teaching of the English language and for a better understanding of American institutions and
culture. USIS serves as a resource center for English language books and video tapes, and
as an organization working directly with trainees and potential training participants.

Peace Corps

The United States Peace Corps often has experience fielding Volunteers in areas relating to a
USAID Mission’s CPSP objectives. The Peace Corps staff and volunteers often can prove a
valuable resource in support of Mission objectives.

Alumni Associations

An alumni association of former USAID trainees can greatly facilitate the recruitment, pre-
selection, pre-departure orientation, and return activities of training participants, be they short-
term, long-term or in-country. Micsicn can tap into local alumni associations for a variety of
services. Alumni associations can also apply for ATLAS grants, described above.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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Participant Training Management System (PTMS)
The Participant Training Management System (PTMS) is a tool that responds to the
administration, management and information needs of individual USAID Missions in the field.
The system assists Training Office staff to monitor the many steps related to training activities
while providing Project Officers and Managers, the Controller and Mission leadership with
summary reports.
PTMS maintains two categories of information:

* the training funded under the Mission's project portfolio;

* Mission project information.

For each project, PTMS maintains data on:

* the participants themselves—biographical data;

the training undertaken;

* how training was funded;

participants’ employment and the impact of training on participant career patterns;
* the steps required to process training.

Africe Bureau central funds allow basic, intermediate and advanced PTMS training visits to
USAID Missions as well as workshops in Washington, DC and regionally in Africa, targeting
both Mission staff, leadership and contractors.

Additicnal Sources of Data

Missions can take advantage of a number of reports from other data sources, including
reports from AAl, the AFGRAD and ATLAS contractor, and from PTIS, OIT's US-based training
management informaticn system. Participant files, MACS reports, PIO/Ps,

PIO/Ts and PILs represent other sources of data on participants and their training.

Data from these sources can be used as the basis for auditing the data in a Mission's PTMS
system. Data anomalies should be corrected, and the backlog of Mission-funded training
entered into the system so that it can serve its purpose as the Mission’s primary management
information tool for training.

Other Training Resources

Resources and assistance are available from USAID/Washington, including the Office of
International Training (OIT), Bureau of Africa/Operations and New Initiatives/Technica!
Programs and Project Implementation (ONI/TPPI) and current HRDA Washington- based
contractors such as Amex International/Creative Associates International, Inc.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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Information on HRD opportunities and experiences is also available from other USAID
missions in Africa. While attendance at US or regional workshops may not always be
possible, contact either by official Africa-wide cable or by fax should be encouraged when
queries, problems can be answered by other Missions, particularly other HRDOs and Training
Officers. Visits to neighboring Missions’ Training Offices could also be advocated as a
source of input and new ideas for managing training.

PASAs

A Participating Agency Support Agreement (PASA) is an agreement batween two overseas
government agencies. This would be the appropriate mechanism for establishing and
clarifying the relation=hip between the Mission and other overseas agencies (USIS, US Peace
Corps), particularly for human resources, training, financing and project implementation
responsibilities.

IQCs
An Indefinite Quantity Contract (IQC) is a short-term contract which must be carried out within

120 days of the start date. It is a faster mechanism than many others available within USAID
which is particularly appropriate for short-term technical assistance.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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A RANGE OF VEHICLES ALLOW MISSIONS TO CHOOSE THE ASSISTANCE THEY WANT

BILAT.

MSN-MQD

CON-

LOCAL

TYPE OF REQUEST PROJ. PROJ. TRACTORS FIRMS HRDA ATLAS FIET HERNS AFWID usis

Develop a CTS 7/ 4 4 7/

Develop a CTP: 7/ 4

bilateral project

Develop CTP: regional 7 4 7/

project

Set up or train 7/ 4 7/ 4

Advisory Boards

Design US-based 7/ 7 7/ 7/ 7/ /

training

Design third country 7/ 7 7/ 4

training

Design incountry 7/ 7/ 7/ 7/ 7/

training

Set up/manage in- 4 7/ 7 7/ 7/

country ELT

Set up/manage US- 7/ 4 7/ 7/ 4

based ELT

Maneage regional 7/ 4 4 4 4 4

workshop

Manage US-based 4 4 4 4

training

Manage third country 7/ 7/ 4 4

training

Manage in-country 7 7/ 7/ /

training

PTMS training 7/ /
USAID H Resources Development Assistance Project (698-0463) i ) March 1994
AMEX Int onal, Inc./Creative Associates International, Inc.




By}
R

HRDA Workshop Notebook: Managing Training for Impact Page 3-59
BILAT. MSN-MQD CON- LOCAL
TYPE OF REQUEST PROJ. PROU. TRACTORS FIRMS HRDA ATLAS PIET HERNS AFWID usis
Set up/manage s/ 4 4 4 7/ s/ 4 7/
mechanisms to involve
more women
Set up/manage 7/ 7/ 4 7/ 7/ 7/ 4
mechanisms for
private sector HRD
Set up/manage 4 4 7/ 7/ 7/ 4 "4
mechanisms for HRD
%o support
democratization
Provide follow-on 7/ 4 4 4 4
Set up alumni 7/ 7/ 4
association
Evaluate training "4 7/ 4 7/ 4 4 4
USAID Human Resources Development Assistance Project (698-0463) March 1994
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MANAGEMENT AND STAFFING IMPLICATIONS

Maraging training within a Mission is a difficult task. A well-defined project integration system
must be in place so that participants can be recruited, selected, trained, monitored and
evaluated.

Without this system, the Mission has no way of either measuring its impact on development
or conducting any type of cost-benefit analysis.

Certain key questions must be raised to
evaluate a Mission's capacity to manage The Misslon’s ablliity to design,
training for its impact on development manage and evaluate the training
objectives. Interventions required to support
strategic objectives Is directly
. What are the Training Office's linkad to the stature and resources
responsibilities? of the Training Office.

a s the Training Office responsible for
managing millions of dollars of training
interventions?

m  What are the Training Office’s responsibilities in the management and implementation
of programs primarily managed from other offices (such as Agricuiture, Health,
Democracy and Governance)?

®  Does the Training Office have the programmatic, managerial, administrative and
clerical staff it needs to manage its portiolio? Is the Training Office’s staff comparable
to the project staff of a similarly sized technical project?

m s there a full-time, dedicated PTMS Specialist in the Training Office?

The HRDA Project can assist a Mission in determining whether they have the staff and
resources required to ensure that it can achieve its training strategies successfully.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.

44



HRDA Workshop Notebook: Managing Training for Impact Page 3-61

ROLE OF THE TRAINING OFFICE

The Training Office has five major functions:

" to participate in Mission training decisions relating to policy such as HRD
strategy, recruitment, selection, and processing issues;

" to serve as Project Manager when USAID is its own on-site contractor, for
instance, under HRDA, ATLAS, and other buy-ins;

® to facilitate the departure of USAID-funded participants;

] to conduct all follow-on activities with alumni of USAID-funded HRD activities;

. to document all training events in collaboration with project managers and
contractors — this includes entering data into PTMS on all trainees, including in-
country training, following up with all training reports from training institutions,
and follow-up with post-training employment placements.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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STAFFING UP

Missions frequently underestimate the staff requirements to design, implement. monitor and
evaluate training programs. During project development and project evaluations, Missions
should assess the staffing needs of Mission-manager training programs and the staff
requirements of monitoring programs managed outside the Mission. In the African region,
Missions can request the HRDA Project to provide assistance in determining their training
management needs.

How to justify the need for additional staff?

[ Increased workload (new project, project expansion, new activities or activities
that usualiy get short shrift, i.e. evaluation, follow-on, orientation);

[ Decreased support from direct-hire staff in supervision, design, and
management functions.

Where can the money come from?
The decision about whether and when
° OE-funded (from the to hire new staff Is usually based on
Mission's Operating three factors:
Expenses). This is unlikely.
* Need — can the office supervisor

° Project funded by one or clearly justify the need for an
several projects (HRDA, a additional person?
bilateral HRD Project, bilateral * Money — is there money available for
technical projects with a new position?
training components). * Staff time — who will be responsible
for the time consuming process of
Who's going to do the work? hiring someone?

° the Training Officer (FSN,
PSC) can take the lead - thus
unburdening both the DH Supervisor (Program Officer, GDO) and the EXO.
Taking the lead requires scrupulous adherence to USAID practices, getting the
process down on paper and making it as transparent as possible.

The Recruitment and Salection Process

1. Write a position description and get it approved by your Supervisor and the
Executive Officer.

Look at previously prepared position descriptions (such as for Participant Training
Clerk, Assistant, Officer, etc). Modify existing positions descriptions or create a new
one. Don't get caught up in trying to decide what level the position is: that's the
Executive Officer's responsibility and the position-level will be based on the
description.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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A sample Position Description for a Project-funded Training Specialist is provided.

2. Ensure that funding is available. If the position Is to be Project-funded, draft a
PIO/T for the Project Officer.

3. Prepare a memo to the Executive Officer from your Supervisor. The memo should
appoint a Selection Committee and describe the recruitment and selection procedures
to be followed.

This memo must be very carefully thought out since you do not want to change
procedures in mid-stream. Make sure that the Committee members and the Executive
Officer have reviewed the draft memo before it is issued in final form and before any
recruitment or selection procedures are initiated.

4. Proceed with recruitment and selaction.

Make sure that every step is carefully documented and that copies of position
announcements are kept. Essential data from applications received should be
recorded, preferably in a database, so that rejection letters and invitations to tests and
interviews are facilitated. Test scores and interview scores should also be entered in
the database.

5. Draft a selection memo to the Executive Officer.

Providing a summary of the procsss, the results and the Committee's
recommondation. Remember that the final decision will be made by the Executive
Officer based on his/her negotiations with the candidates recommended by the
Committee.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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SAMPLE POSITION DESCRIPTION: TRAINING SPECIALIST

l. POSITION TITLE: TRAINING SPECIALIST

I. BASIC FUNCTION OF POSITION:

Performs a full range of advisory, planning, evaluative, and service functions in support of
Project X-funded training activities. The main area of responsibility will be the implementatiun
of in-country training programs, pre-departure orientations, and follow-on activities for all
participants.

. MAJOR DUTIES AND RESPONSIBILITIES:

A. Provides advice on designing, implementing and evaluating training programs.

In collabaration with the Project Manager, develops plans to put into action USAID
agreements with the host government with respect to project-funded training.

Serves as one of the Mission’s agents in the execution of in-country training activities
financed by Project X.

Consults with host country officials and nationals, answers inquiries and explains policy,
training programs and correct procedure regarding Project X training activities.

In consultation with the Project Manager, host country officials and private sector
representatives, determines the types of training needed, prepares training plans, scopes of
work and other documents required to carry out planned training activities.

As needed in the implementation of in-country training, organizes meetings with appropriate
host-country institutions to develop training plans and define training objectives.

B. Provides support in participant selection, departure and follow-on activities.

In collaboration with the Project Manager and host-country officials, ensures that nomination
and selection of participants are carried out according to guidelines.

Prepares correspondence related to participant selection and to the development of training
programs.

Interviews and debriefs former participants to evaluate the effectiveness of their training
programs and to assess the short and long-term impact of training received in accomplishing
the Mission’s stated goals.

Participates with the Project Manager in defining training needs of host-country institutions
and designing appropriate training programs.

Implements pre-departure briefings and orientation for U.S.-based and third country training.
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Designs and carries out follow-on activities at regular intervals with all former participants.
Reports on such activities on a regular basis.

C. Provides administrative services for the Training Office.

Ensures that the Mission's PTMS database and the database on training programs are kept
up-to-date and provides relevant reports as required.

In collaboration with the Training Assistant, prepares PIO/Ps for Project X and reviews draft
PIO/Ps for other training programs.

Prepares reports on training programs, meetings of selection committees and other summary
reports as required.

Oversees the training assistant’s activities in specific areas as assigned. This mdy include
oversight of filing and documentation of project files, pre-departure preparations for
participants, routine correspondence with the local government and offices in AID/W.

Drafts correspondence in both French and English to respond to routine requests from local
and AID/W offices.

Ensures that Handbook 10 regulations and other policy directives are followed and serves as
advisor on basic participant training issues to managers of other AID projects with training
programs.

Assists the Project Manager in carrying out his/her responsibilities. This includes, but is not
limited to, assisting in the preparation of SPIRs, annual training plans, and tracking of the
Mission’s overall participant training program.

Serves as Project Manager and Mission Training Officer, under the direct supervision of the
Program Officer, during the absence of the Project Manager.

V. DESIRED QUALIFICATIONS:

A. Education:
° Undergraduate degree is required, with evidence of above-average grades.
B. Prior Work Experience:

° At least two-years’ full-time experience in a managerial or professional (including
teaching) position.

C. Post Entry Training:
° Review of Handbook 10

° Attendance at Training Officers' Workshop
(after first year of service)

° PTMS Training and other word-processing or software training
° Project Implementation Training (after two years' or more of service)
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E.

Language Proficiency:

Advanced English skills (equivalent of TOEFL 600)
Fluent French and local language

Knowledges:

Required as selection criteria:

Comprehensive knowledge of various training facilities which are available locally as
well as a good understanding of host country’s educational and vocational training
systems.

Good understanding of the principles of adult education.

Good understanding of host country government hierarchy, the key private sector
enterprises, and education and employment issues as they relate to women.

To be acquired on-the-job:

® Comprehensive knowledge of AID's Handbook 10 and other directives about
participant training.

® Good understanding of a number of database and word-processing programs,
including the use of PTMS and GTI.

F. Abilities and skills:

® Must have excellent written and spoken communication skills.

° Must have excellent interpersonal skills.

® Must be able to develop and maintain a range of working and some senior-level
contacts in governmental, educational and private sector circles.

° Must have the ability to render advice clearly and objectively.

o Must be able to interpret regulatory directives.

® Must demonstrate initiative and good judgement in dealing with special or unusual
circumstances.

V. POSITION ELEMENTS:

A. Supervision Received:

° General supervision from the Training Advisor
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B. Available Guidelines:
° AlD Handbook 10 and other directives
C. Exercise of Judgement:

° Tact and diplomacy required in interactions with participants, host government officials
and other Mission personnel;

° Fairness required in the application of regulations and policies;
° Ability to make decisions or seek outside help in extraordinary circumstances.

D. Authority to Make Commitments:

° Nona.
E. Nature, Level and Purpose of Contacts:
o Deals with officials at intermediate to senior levels in the host government, education

and private sectors to discuss the implementation of Project X training programs.
° Daily contact with AID and Embassy personnel on matters ralated to training.

° Daily contact with participants during the implementation of training programs or in
evaluation or follow-on activities.

F. Supervision Exercised:

° Some supervision of the Training Assistant for specific tasks as assigned by the
Project Manager.

G. Time Required to Perform Full Range of Duties:

° Twelve to eighteen months depending on prior experience.
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SAMPLE ADVERTISEMENT FOR A TRAINING SPECIALIST

Project X is recruiting an Assistant Project Manager andjor Training Specialist. This position
is for a period of at least two years with possibility for renewal. We are looking for a Country
X national with previous managerial and professional experience in a field directly related to
human resources development or economic development. While an undergraduate degree is
preferred, we will accept applications from other candidates having considerable professional
experience in a relevant field. Candidates must be results-oriented, possess excellent
communication and interpersonal skills, and have had successful managerial and supervisory
experience. Advanced English language skills and computer skills will be viewed a3
significant assets. The successful candidate will be required to quickly assume major
responsibilities for implementing all aspects of the Project as well as contributing substantially
in the day-to-day operation of the project's training activities. For a position description as
well as detailed information on application procedures, please pick up application materials
from the USAID receptionist. The deadline for receipt of completed application materials is
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HIRING A TRAINING SPECIALIST: SAMPLE TESTING INSTRUMENT

This is a sample testing instrument for a Training Specialist's position. The questions on
interpreting regulations should be graded to assess the candidate's ability to support his/her
interpretation and are not meant to imply prior knowledge of USAID regulations.

CANDIDATE’S BIRTH DATE: TODAY'’S DATE:
DO NOT WRITE YOUR NAME.

TEST TRAINING ASSISTANT

I. Language Skills

(An exercise on memo writing in English and/or another language could be used. Non-native
English speakers could be tested at the local USIS Center.)

Il. Interpretation of Regulations
Instructions:

In the following section you will be provided with excerpts adapted from U.S.A.L.D.'s
manual on Participant Training Regulations. Several questions about the contents of the
regulation wiil foliow each paragraph and then you will then be given specifics on a
particular case and asked to make a recommendation based on the facts you have and
your interpretation of the regulations. There may not be a right or wrong answer --
what is important is the way you expiain your recommendation. Write your answer in the
space provided or on the back of the page Iif needed.

REGULATION: "It is policy that dependents of individuals in training under AID sponsorship
should not accompany them to join them in their country of training. The presence of
participant dependents in the country of training is discouraged because of cost, the
possibility of program disruption and the possibility that the objective of the training would
uitimately be frustrated if an American citizen child were born during spouse residence in the
United States. However, if both the host government and the mission [this means the USAID
office in Burundi, for example] approve, dependents may join participants while in training in
the United States."

Question:

1. Explain the meaning of the underlined portion of the above regulation.
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REGULATION: " both the host government and the mission approve, dependent relatives
may join participants while they are in training provided ... that the following conditions are
met:

a. The participant has remained in one place for at least six months.

b. The participant has successfully completed one academic or training term in the country of
training.

¢. The participant has furnished proof of adequate financial resources in addition to the AID
monthly allowance. Participants and/or their dependents may not work for the purpose of
dependent support. A general rule for adequate financial resources is that 50% of the
monthly allowance is required for each accompanying dependent.

d. The participant must furnish prior to the arrival of dependents proof (e.g. funds in a United
States bank for at least six months) that he/she can provide adequate support throughout the
length of stay.

e. The participant must furnish proof of health insurance for all dependents to begin on the
date that the dependent arrives and to be valid for at least one year.

f. The participant must provide advance purchase of a non-refundable round-trip ticket."
Questions:

2. What do you ihink is the justification for condition “a" above?

3. Mr. Ndiaye is studying at Kansas State University. His monthly allowance is $650.00. He
would like his wife and two sons to join him. Assuming that he has fulfilled all the other
conditions required above, how much additional money must he have in his U.S. bank
account to be granted permission for his dependents to join him?

4. Mr. Sabimana went to the U.S. six months ago and has recently submitted a petition for his
wife to join him in the U.S. His wife has come to see you to request your assistance in
speeding up the process since she is pregnant and would like to have her child in the U.S. --
in the company of her husband. How would you respond to this request? Provide as
detailed a response as you can.

5. Mrs. Bitoke has been selected for long-term degree training and is scheduled to depart in
about two months. She has already participated in a pre-departure orientation in which
USAID regulations about all aspects of participant training were explained. A man claiming to
be her husband has come to see you to ask whether he would be allowed to accompany his
wife on her training program. You asked him whether his wife had already talked to him
about this. He explained that his wife husband had told him that USAID regulations strictly
prohibit dependents from joining participants in the U.S. Describe what you would now tell
this man and what, if anything, you would teli Mrs. Bitcke about dependent travel.
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lil. Knowledge of Local Educational and Training Institutions (15 minutes)

Read the following profiles of host country nationais working in the private sector. After
each profile describe where the individual might be able to get the training he/she needs
without leaving the country. If no training Is avaliable locaily, please write NONE
AVAILLABLE.

1. A group of women in Kitunga have formed a sewing cooperative. They would like to learn
advanced sewing and embroidery techniques; in addition, they would like to learn how to
better use their resources so that they can purchase more sophisticated equipment. Where
can they get training?

2. Mrs. Dodonay works at a local financial institution. She has a B.S. in economics. She
needs to be proficient in using a computer to analyze financial data, but she doesn't even
know how to type. Where can she get training?

3. Mr. Imex has a large spare parts shop in Nodogou. She would like two of her employees
to learn about stock management. Where can they be trained?
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SAMPLE MEMORANDUM ON THE SELECTION PROCEDURES FOR A TRAINING
ASSISTANT

DATE:

FROM: Training Advisor
Chairperson, Selection Committee

TO:  Selection Committee Members:

Program Officer

Private Enterprise Officer
SUBJECT:  SELECTION PROCEDURES FOR POSITION OF TRAINING ASSISTANT
Background: This position has been advertised for in the local newspaper, radio, and in the
US Mission newsletter. The final deadline for submission of applications is COB April

A copy of the required application materials are attached.

ACTION REQUIRED:

Please review the attached description of the selection process and the draft scoresheet for
the evaluation of candidates.

Your comments and suggestions will be most helpful. | look forward to receiving them a/o
April

Your cooperation is most appreciated.

cc: EXO
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SAMPLE SELECTION PROCESS FOR A TRAIN/NG ASSISTANT

1. INITIAL REVIEW OF APPLICATIONS BY CHAIRPERSON

Disqualify any incomplete applications

Disqualify any applications nct meeting basic requirements: university degree
and two year's professional experience.

Reject clearly uncompetitive application letters — i.e. in weak, unclear English or
not per instructions.

2 ENGLISH LANGUAGE TESTING OF APPLICANTS

Includes standard test and a case study to determine ability to interpret
regulations.

Reject applicants with less than XXX score.

Reward supesior skills with 15 POINTS to those with scores over XXX.

Select top 75-50% for personal interviews (BETWEEN 10-15 APPLICANTS).

3. REVIEW OF APPLICATION MATERIALS BY FULL COMMITTEE USING SCORESHEET

Select 8-10 for personal interviews.

4, SCHEDULE FIRST ROUND OF INTERVIEWS WITH 8-10 APPLICANTS

Committee reviews application materials and uses scoresheet during
interviews.

Select top three to five candidates for second round of interviews.

5. MAKE REFERENCE CHECKS OF TOP CANDIDATES

Report results to committee prior to second interviews.

6. SCHEDULE SECOND ROUND OF INTERVIEWS WITH TOP THREE TO FIVE
APPLICANTS

Determine final ranking of applicants and submit names of top finalists to
Executive Officer.
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Candidate Evaluator Date

SAMPLE EVALUATION CRITERIA SCORESHEET (TRAINING ASSISTANT)

MAXIMUM  BEFORE AFTER

POINTS INTERVIEW INT'V
REVIEW OF APPLICATION MATERIALS 60/150
ACADEMIC EXCELLENCE (15)
Based on:
Review of university grades, 05
"Distinction" for thesis or
any academic years
No failed years 05
Excellent grades 05
in particularly challenging
or relevant field
APPLICATION LETTER (25)
Relevance of Content 10
to Position
Wiritten Expression 10
Appearance/Neatness, etc 05
SPECIAL EXPERIENCE (20)
Experience working in/with 05
private sector
Experience working oulside 05
capital city
Experience/knowledge of 05
adult education
Other special skills 05
list:
SUBTOTAL 60
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Candidate Evaluator Date

EVALUATION CRITERIA SCORESHEET

TRAINING ASSISTANT
Page 2
MAXIMUM  BEFORE AFTER
POINTS INTERVIEW INT'V
PERSONAL INTERVIEWS
KNOWLEDGE AND INTERPERSONAL SKILLS 50/150
Communication 20
Interpersonal skills
Understanding of local 10
educational system
Potential for learning new 10
skills and working hard
Understanding of job 10
responsibilities
REFERENCE CHECK (AFTER INTERVIEW) 20/130
GRAND TOTAL 130
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SAMPLE LETTER TO AN UNSUCCESSFUL CANDIDATE (TRAINING ASSISTANT)
Dear Mr. xxx,

USAID/x would like to thank you for your application for employment as the Training
Specialist.

The Selection Committee ranked you among the top 3 candidates for this position. We have,
however, selected another highly qualified applicant to fill this position.

We appreciate having had this opportunity to learn more about you and your work. We will
keep your application and curriculum vitae on file and consider you should similar positions in
your area of expertise become available.

Again, thank you for your interest in our programs, and | regret that | cannot be more positive
in my response at this time.

Sincerely,

Executive Officer

drafted: TRNG:
CLEARED: PROG:
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MARKETING TRAINING OPPORTUNITIES

In order to reach target audierices and inform them about USAID's human resource
development activities and training opportunities, the Mission's Training Office may want to
develop brochures, newspaper advertisements or other mechanisms to tell the widest
possible audience about a specific project or about the Mission’s country training strategy.

The brochure on the next page was developed
in both French and English and was used by
the BUHRD Project in Burundi for distribution at
the Chamber of Commerce's annual trade fair.

it was developed using WordPerfect 5.1 and
another software program called By Design
which operates "inside" WordPerfect.

Africa Bureau Missions that would like to

The Training Office may find that it
receives fewer unsolicited requests
for training by making available
conclge descriptions of the training
opportunities offered and the target
audlences.

increase staff capabilities to design and produce effective training marketing vehicles can

request HRDA assistance.
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"INVESTING IN PEOPLE IS OUR BUSINESS"

The Burundi Human Resources Development Project (BUHRD) of the Government of Burundi
and the U.S. Agency for International Development provides quality academic and technical
training to Burundians in fields directly related to agricultural and economic development.
The ten-year project, which began in 1987, has already provided training to over 600
Burundians. To daie, 8 have completed graduate degrees in agriculture, agri-business, and
business. Approximately 150 have attended short-term technical training in the United States
or third countries and approximately 500 have benefitted from in-country training programs.

Seventy percent of the project’s trainees work in the private sector and the project has a
mandate to ensure that at least 46% of its training opportunities benefit women.

In the next year, a number of external and in-country training programs are planned.
Approximately 30 Burundians from the private sector will be selected for short-term
individualized training programs of two weeks to three months. Fifteen Burundians working in
the private sector will be selected for long-term technical training of approximately one year in
technical fields for which no comparable training is available in Burundi. Much of the training
will be provided in other Francophone countries so that Burundians are not handicapped by
their languzge skills.

In addition, BUHRD will embark on a new, expanded program of in-country training. First, the
project will contract with local training institutions to carry out needs assessments of small
and medium-sized businesses. The first two assessments will concentrate on the areas of
financial management and marketing. Private busiresses which would like to participate by
having an assessment made of their training needs in these areas can ccntact the BUHRD
Project Manager for consideration.

When these initial assessments are completed, the project will use the results to develop
training opportunities to improve the human resources capabilities of local firms. Innovative
training programs, including on-site training in selected firms, will enable a wide range of
businesses to benefit.

BUHRD continues to provide training to enable public sector personnel and private sector
support institutions, such as the CCIB and the APEE, to develop and implement programs
that are directly supportive of private sector development, especially in the critical areas of
exports and the marketing of agricultural inputs throughout Burundi. These training programs
are developed in collaboration with the departments involved and require considerable
commitment on the part of trainees to achieve consensus on objectives after completion of
the training program.

Finally, BUHRD is working with selected local training institutions to support their efforts to
provide quality training to meet private sector needs.

Candidates for training in the United States or other countries are selected in a competitive

process several times a year. Twice a year the Private Sector Selection Committee (PSSC),
made up of private and public sector representatives as well as representatives from USAID
and from among returned participants, selects between twenty and thirty candidates for trai-
ning. The candidates must be sponsored from a privately owned firm or be independent
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entrepreneurs. Priority consideration is given to candidates from firms operating in an agri-
business sector or firms which could generate jobs for a number of Burundians.

In September 1993, a newly named PSSC will finalize the selection of candidates nominated
earlier this year. Another selection will be made in January 1994,

In addition to the open, general selection process, BUHRD often solicits candidates for other
training programs in specific areas of priority interest. For example, in 1993 BUHRD made
special selections of candidates to attend a Free Trade Zone Promotion trip to Mauiritius, a
Study Tour to Kenya and Tanzania for the leaders of Women's Associations promoting
economic development, and a two-month program in the United States on the marketing and
distribution of fertilizers and other agricultural inputs. Selection for such programs is done
competitively based on applications submitted in response to radio and newspaper
advertisements. Business firms or individuals who would like to suggest topics or training
programs for consideration as special programs, should contact the BUHRD Project Manager.
If the program suggested is of sufficient interest, it could be included in the 1994 schedule.
However, participation of a particular firm or individual cannot be guaranteed and must be
based on an open selection process. The BUHRD Project Manager would especially like to
hear from business associations about the training needs of a particular sector.

The following examples provide information on training already provided by BUHRD. This
does not mean that these are areas in which additional training will be provided in the future.
During the selection process, the Committee has found that the firms or individuals most
often selected are those that clearly express real and felt needs for external training and con-
tacts.

ERCO IMPORT-EXPORT: Mr. Aloys Nyandwi attended a course in Agribusiness
Management in the United States. He learned techniques for managing the workforce,
maintaining, irrigating and harvesting crops as well as methods of packaging in the field.

LE FLAMBOYANT: Mrs. Leocadie Binagana participated in coursework and on-the-job
training in restaurant and kitchen management at Johnson and Wales University in the U.S.
She returned home with increased skills in food preparation and storage as wall as practical
tips for training and motivating restaurant personnel.

GRAPHIM: Mr. Claude Bigayimpunzi attended several months of technical training in off-set
and computer assisted printing. He was able to convince GRAPHIM’s management to invest
in computerized printing equipment to make them more competitive in the local market.

FLORIMEX' Mrs. Juliette Ndikumana attended a one-month program in Mauritius where she
learned the daily operations of a greenhouse and the care and packaging of fresh flowers.
She was also trained in the art of flower arrangements using fresh, dried, and artificial flowers.

For more information about the BUHRD Project and its training opportunities, please
contact BUHRD FProject staff: Project Manager, Larraine Denakpo; Training Specialists,
Methode Ndikumana and Germaine Basita. Telephone 225951 or 226575 for an appoint-
ment or write to BUHRD Project, USAID, B.P. 1930, Bujumbura, Burund!.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.



HRDA Workshop Notebook: Managing Training for Impact Page 4-1

RESPONDING TO THE
TRAINING NEEDS OF
SPECIAL TARGETS:
WOMEN, PRIVATE SECTOR,
DEMOCRATIZATION AND
GOVERNANCE

The HRDA Project broke new ground in building bridges to groups previously under-
represented in USAID human resources development efforts. Targets were
incorporated into the Project Paper and in individual country obligation documents to
ensure that women participated at a minimum level of 35 percent and that the private
sector benefitted from at least 50 percent of HRDA training. To assist Missions in
reaching these goals, core support was arranged for assessments, workshops,
technical assistance and regional conferences to enlarge USAID’s outreach to these
new communities.

The HRDA Project Paper set forward the innovative idea that Missions create Private
Sector Advisory Boards (PSABs) to incorporate local business expertise into the
planning and, in some cases, implementation of training targeted for local private
sector development. Likewise, mary Missions put teeth into their targets for
participation by women by including precise language in LSGAs and PIO/Ts requiring
that women candidates be selected, not merely nominated.

After six years of project implementation, we can demonstrate considerable
accomplishments in designing and implementing training aimed at these two special
groups of beneficiaries. This section is a forum to share information on the successes
and failures of a variety of approaches tried by your offices.

Several years after HRDA was obligated, USAID/Washington adopted Agency-wide
goals to sustain democracy and governance in developing countries. This trend
parallelea the end of the Cold War, increased attention paid to human rights
worldwide, and a shift from politically-driven foreign aid to performance-led devel-
opment assistance.
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The HRDA Project became a convenient — and appropriate — instrument for Missions
to reach a new constituency involved in promoting democratic governance, especially
in non-governmental organizations. Many of us were suddenly thrust into initiating in-
country training programs or technical assistance to strengthen private voluntary
groups, women's associations, legal defence organizations and electoral commissions.
How have we fared with these new demands? Are we equipped to deal with manage-
ment-intensive, in-country training aimed at grass-roots organizations and politically
sensitive national lobbies?

The workbook contains preliminary materials such as information on conducting a
needs assessment using a local organization and ideas on how to develop non-
traditional recruitment mechanism to help you get started in reaching these new
constituencies. The workshop sessions will develop additional themes intended to:

¢ increase your understanding of the link between private-sector growth
and democratization;

¢ integrate needs assessments into your training plans;
¢ learn new approaches to reaching special targets.
USAID Human Resources Development Assistance Project (698-0463) March 1994
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GUIDELINES FOR A PRIVATE SECTOR ADVISORY BOARD

Implementing a private sector training strategy requires a series of tasks to plan,
manage and assure appropriate utilization of Mission-funded training, including

® identifying private sector training
needs; A Mission can establish a Private
Sector Advisory Board to assist in:
® ensuring that these contribute to . .
the strategic objectives identified defining training needs;
in the CPSP; lden?ifymg_p'nvate sector entities to
receive training;
o fnding suiatie candidtes for | * 2T and roscreering it
training; assuring appropriate utilization of
) _ private sector training;
® collecting the baseline data collecting the baseline data against
against which the impact of which private sector training impact
training will be measured; can be measured.

Page 4-3

e developing training plans;
® managing the training process:
e evaluating private sector training activities;
® collecting longitudinal data to assess the impact of training.
Missions can begin by constituting a Private Sector Advisory Board (PSAB) to
support the implementation of these tasks.
Establishing A Private Sector Advisory Board
A PSAB should be constituted according to the lines recommended below for
management structure, composition, and role and responsibilities in implementing the
Mission’s private sector training strategy.
Purpose of the Private Sector Advisory Board
The purpose of the Private Sector Advisory Board (PSAB) is to support the Mission's

strategy for training to contribute to private sector development. PSAB activities can
include recruiting and pre-screening private sector candidates for training, assuring
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appropriate utilization of private sector trainees, and collecting baseline data against
which training impact can be measured. For example:

¢ The PSAB can provide the primary technical review of private sector training

requests and proposals. This includes reviewing the indicators against which
each training event’s impact will be assessed.

The PSAB can perform a critical
role in ensuring that all training
activities that USAID funds are
reasonable and will achieve the
anticipated impacts.

The PSAB can play an advocacy
role for the constituencies it
represents to ensure that all
groups have an opportunity to
access the training the Mission

PSABs have proven most effective
when thelr composition, roles,
respongibilities and restrictions are
clearly outlined at the outset.

Clearly enunciated guidelines limit
misunderstandings and allow PSAB
members to contribute most fully to
advancing the Mission's objectives.

offers to support private sector development.

e The PSAB can report to USAID on the utilization of training in the private

sector.

Recommended PSAB Composition

Many countries have seen the recent development of a number of business support
organizations, each representing a particular constituency including small businesses,
larger businesses, and women entrepreneurs. These business support organizations
are ideal candidates for representation on the Mission's PSAB.

Since the PSAB'’s purpose is to
support the Mission's strategy
for training in the private sector,
at least one human resource
development professional from
the private sector would be an
ideal PSAB member.

To encourage government
support of the Mission’s private
sector training strategy, a
member of a coordinating
ministry (such as the Ministry of
Plan, cf Foreign Affairs or a

The PSAB should represent the varlous

constituencies the Mission wishes to reach with

its private sector HRD strategy.

This can include appropriate representatives from:

business suppont organizations;

organizations supporting women in business;
the private sector HRD community;
government agencies regulating private sector

~ development;

other organizations that are key to the delivery
of services in the sector the Mission wishes to
affect;

USAID.
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cooperating technical ministry) can also be invited to sit as a voting member of the
Mission's PSAB.

Iif the Mission chooses, other ministries who determine the environment within which
the private sector operates can also be included on the PSAB. This might include
ministries responsible for labor codes, financial matters, or others at Mission
discretion.

Environmental issues that are a specified objective or cross-cutting concern within the
CPSP should be addressed in training supporting private sector development. In
such cases, a representative from the appropriate government ministry or from an
environmental NGO could thus also be invited to become PSAB members.

USAID should also be represented on the PSAB. Appropriate representation depends
on the Mission’s staffing pattern. Generally, at a minimum, the HRDO, Training Officer
and Private Sector Development Officer sit on the PSAB. However, since the PSAB's
role in recommending training activities is purely advisory and since USAID should
have final authority to approve training activities the PSAB recommends for funding,
USAID staff should be non-voting members of the PSAB.

The PSAB's role in supporting the Mission’s private sector training strategy is such
that PSAB composition should evolve as the PSAB is tested and its role refined over
time.

The PSAB should first be established to support the Mission with private sector
training under HRDA. As the PSAB evolves, it can be used under other Mission
piojects. These projects’

implementing contractors can Missions can use HRD to support private
ultimately sit as non-voting members sector development In two sssential
of the PSAB and can assure ways:

secretariat services to support PSAB
operations if this function is written into
their contracts.

* Training can be destined for private
sector operators, existing small and
medium scale businesses, or new
business start-ups;

* Training can be provided for the public

Planning Private Sector Training sector environment governing the
Activities private sector — this training should

target both public sector target policy
The private sector training planning makers and day-to-day implementors of
process begins with the organizations, government policy governing the private
cooperatives and companies who will sector.

ultimately benefit from training.

The planning process begins by
supporting organizations that request training for their staff to develop specific and
detailed plans for this training.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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These plans for training include commitments of how the organizations will ultimately
utilize Mission-funded training, and through what data this will be demonstrated.

° The Mission should strive whenever possible to emphasize cluster
training — training work groups rather than individuals.

° Whenever possible, the Mission should emphasize follow-on
training—training a same corps of people sequentially, in phases, as new
skills are applied and new training needs are perceived.

The PSAB can play an important role in the process of planning training to support
private sector development. The PSAB can work with organizations requesting
training to define the requested training activity and to develop proposals for training.

Fortunately, this is easy in the
private sector: private sector Impact criteria should be defined as each
entities generally won't set aside training activity is designed, including:

time for training unless it is for a

specific, clearly defined reason. what baseline data exists;

where this data is housed:
what baseline data will be collected;

The guidelines governing Mission who is responsible for collecting baseline

training in general should apply to

. data;
pr_lva.te sector as well. The * how this data will be gathered;
Mission should work to develop a » when and by whom longitudinal impact
local training capacity when needs studies will be conducted to evaluate the
for training are recurrent. impact of the training requested.

Selection of training
type—academic or non-
degree—and training location—US,
third country or in-country—should be made according to the general recommended
implementation plan.

Managing Private Sector Training Activities

Thae impact of Mission-funded training on development goals will be maximized if the
Mission, its contractors, the PSAB and beneficiary organizations and companies share
the responsibility for managing private sector training activities.

Mission staff or contractors oversee the administration of private sector training
activities. Employers should be encouraged to keep in touch with trainees to ensure
that training remains fully appropriate. The PSAB should be kept abreast of
developments during training for their information and to enhance their role in planning
future training activities.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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Assessing the Impact of Private Sector Training Activities

Assessing private sector training activity impact can be the shared responsibility of the
PSAB, the institutions receiving training and Mission staff.

Depending on the Mission’s staffing scenario, HRDO and Training Office staff can
work with employers to develop their institutional capacity to assess the impact of
private sector training activities against the baseline data collected during the training
planning phase.

Contractors and Training Office staff manage the process. Longitudinal studies can
be the responsibility of outside evaluators if they fall outside project completion dates.

Who Does What?

Under the implementation plan proposed, the management structure can be
described as follows.

® The Mission is responsible for overall management of private sector training
activities, including working with the PSAB to establish initial operational
guidelines, approving requests for training, measuring the impact of training,
and, in association with the PSAB, keeping the PSAB guidelines relevant, timely
and responsive to private sector needs. The Mission also provides secretariat
services for the PSAB unless this function is written into project contractors’
contracts.

® The PSAB is responsible for supporting training planning, reviewing, selecting
and recommending training proposals to the Mission for approval and, in
conjunction with the Mission, for creating initial implementation guidelines and
for keeping these guidelines timely, relevant and responsive.

® Organizations requesting Mission-funded training are responsible for
developing complete training proposals, for defining the impact of training
proposed, for gathering the baseline data against which the impact of training
will be measured, for participating in the management of training activities, and
for appropriately utilizing Mission-funded trainees and training.

Potential Bottlenecks in implementing the Private Sector Tralning Strategy

The Mission may encounter bottlenecks to implementing its private sector training

strategy. Government policy, a host country’s other particular constraints, and the
general environment in which the private sector functions are not discussed here,

since this section deals with potential bottlenecks to implementing the Mission’s

USAID Human Resources Development Assistance Project (698-0463) March 1994
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private sector training strategy, not constraints to the private sector’s operation in the

host country.

POTENTIAL BOTTLENECKS AND SOLUTIONS IN IMPLEMENTING A PRIVATE

SECTOR TRAINING STRATEGY
BOTTLENECK POSSIBLE SOLUTIONS
Establishing the Initiate discussions with leaders within the private sector and
PSAB business support organizations to identify potential PSAB

members.
Call in technical assistance using HRDA funds as necessary to
supplement Mission staff endeavors.

Obtaining requests
for training

Advertise training opportunities using a variety of media
(newspapers; radio; TV; signs posted where potential
beneficiaries are likely to congregate).

Use PSAB members to mobilize their various constituencies.

Determining what
training should
accomplish

Work with companies requesting training to support capacity to
plan, manage and utilize training.
Work with PSAB to train members to evaluate training requests.

Identifying providers
of requested
training

Work with recognized accomplished training providers.
Work to develop local capacity to meet recurrent training needs.

PSAB operations

Establish PSAB procedures, including rotation provisions,
quorum requirements, and clear guidelines on conflict of interest
to make sure that the PSAB functions smoothly.

Make sure that each member knows the PSAB's mandate and
parameters.

USAID
administrative
requirements

Establish guidelines and procedures for selecting training
activities — if the PSAB is trained enough to be screening
training requests properly, most raquests reaching USAID will be
admissible.

As much as possible, work with the same training providers so
that they become knowledgeable about USAID contractual
requirements and procedures.

Minimize required USAID approvals and signators.

Minimize administrative turnaround time — organize a single
meeting once PSAB training activity recommendations are
received to allow one-time discussion and signature of training
task orders.

Explore contracting mechanisms that minimize turnaround time.

USAID Human Resources Development Assistance Project (698-0463)
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GUIDELINES FOR A PUBLIC SECTOR GROUP

The Mission can establish a vehicle to support public sector training. A board similar
to the Private Sector Advisory Board could be constituted to support training for the

public sector.

Purpose
The Public Sector Group (PSG) can have muitiple purposes:
®  to ensure transparency in recruiting public sector candidates for training;
®  toinvolve non-private-sector groups that do not fall specifically within the
government, as in the case of training in support of governance and

democratization;

®  to provide a forum for dialogue on exogenous variables affecting the utilization
of training, issues that must be solved through public policy decisions.

Transparency In Public Sector Recruitment

Building transparency into the nomination process reduces the system'’s vulnerability
to pressure and cronyism. At the same time, an open recruitment process allows
USAID to choose candidates for training from among as large a pool as possible of
qualified people, which will in turn contribute to higher training success rates.

Transparency in public sector

Role In Addressing Exogenous recruitment advances Mission aims by:
Variables Affecting The Utilization Of . .
Training * linking the planning of the HRD

intervention to its intended use;
* concentrating on the employing
organizational capacity to plan,
manage and utilize HRD activities;

Often the existing USAID-to-government
mechanism for planning and utilizing

public sector training reveals issues that « promoting responsibility within
must be solved through public policy employing institutions for accounting
decisions. These issues affect the for productivity and demonstrating the
utilization of training and can range from impact of Mission-funded training.

degree equivalencies to post-training
professional absorption—including issues
such as salaries, promotions, post-
training employment opportunities and professional responsibilities.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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Implementation of a strategy to train for impact can take a phased approach. While it
is understood that resolution of these issues may not occur right away, it is
appropriate that these issues be raised and discussed as a pre-condition for their
eventual resolution.

Suggested Composition

The compositi. .1 of the PSG should reflect the roles of the various ministries in the
Group's objectives:

® supporting the achievement of A Public Sector Group’s roles and
CPSP objectives; responsibliities can mirror those
handled by & Private Sector Advisory

® providing a forum for dialogue Board:

about and resolution of
exogenous variables affecting the
utilization of training in the host
country.

* identifying training needs;
* assessing employing institutional
capacity to plan, manage and utilize

training;
o . * finding suitable candidates for

The Mission should invite as members training;
government officials who are likely to * collecting the baseline data against
contribute to these objectives. While the which the impact of training will be
final list of officials is the Mission's measured,;
decision, the following institutions couid * developing training plans;
be represented on the PSG: * managing the training process;

* evaluating public sector training

the Ministry of Plan activities;

* collecting longitudinal data to assess

the Ministry of Foreign Affairs the impact of training,

the Ministry of Higher Education
the University

sectoral ministries (Health,
Agriculture, Environment, for
instance) when training is to be
awarded in support of sectoral
fields.

The PSG should serve in an advisory
capaclty to the Mission, who retains
final authority over training funding.

USAID should sit as a non-voting member of the PSG, represented by the HRDO and
Training Officer.

As the PSG evolves, its usage could be expanded to other Mission projects. These
projects’ contractors could be included in PSG functioning, ultimately eventually
assuring secretariat services for the PSG. In the interim, secretariat functions would
be provided by the Training Office.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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Who Does What?
A PSG’s management structure can be summarized as follows.

®  The Mission is responsible for overall management of public sector training
activities, including interpreting the implications of a strategy to train for impact
to government policy-makers, inviting Ministry representatives to sit on the
PSG, working with the PSG to establish initial operational guidslines, approving
requests for training, measuring the impact of training, and, in association with
the PSG, keeping the PSG guidslinss relevant, timely and responsive to the
host country’s and Mission’s needs.

® If the PSG evolves to serve other projects, those projects’ contractors can
assume responsibility for PSAB secretariat services.

® The PSG is responsible for supporting training planning, reviewing, selecting
and recommending training proposals to the Mission for approval; for
discussing the exogenous variables affecting the utilization of public sector
training; in conjunction with the Mission, for creating initial implementation
guidelines and for keeping these guidelines timely, relevant and responsive.

®  Organizations or ministries requesting Mission-funded training are responsible
for developing complete training proposals, for defining the impact of training
proposed, for gathering the baseline data against which the impact of training
will be measured, for participating in the management of training activities, and
for appropriately utilizing Mission-funded trainees and training.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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TAKING ADVANTAGE OF ADDITIONAL RESOURCES TO ACCOMPLISH HRD
OBJECTIVES

Mission staff can take advantage of additional resources for training and technical
assistance if they are willing to invest a certain level of time and effort to making
something different work. Training Office staff can actively search for cost-sharing
opportunities with other donors, NGOs and PVOs. By learning as much as possible
about what others are doing in your country you may be able to "create” a special
opportunity.

For example, perhaps a local association has experience training people in
organizational development but is unable to provide per diem to local participants.
You might be able to work out an arrangement where the association agrees to train a
certain number of participants and a bilateral project provides per diem expenses for
participants.

Sometimes there are resources available at a regional office of USAID or a multi-lateral
organization that are available just "for the asking" or can be requested from a visiting
consultant.

Should you become aware of an interesting opportunity, you should suggest it to your
supervisors through a memo in which you describe the opportunity and what it would
“cost" the Mission in terms of staff time, cost, resources and what the benefits of the
opportunity might be.

The attached memo is an example of "selling" an idea to the rest of the Mission.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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MEMORANDUM

SUBJECT: SAMPLE CONCEPT PAPER FOR A HRD/WID MATCHING GRANT
PROGRAM

Your comments/suggestions on the attached will be greatly appreciated.

BACKGROUND

Over the last year the X Project has been working with the Regional AFWID Advisor to
develop activities to strengthen the organizational development of newly established
non-governmental associations whose objective is to empower women by helping
them to improve their economic and legal status.

The initial activity undertaken was the identification of a number of women'’s
associations and the selection of a group of them to participate in a two-country study
tour and organizational development training. Nine women, representing the
leadership of eight associations, attended the training program in countries Y and Z
last May.

In September 1993, the Regional AFWID Advisor and staff from the Project X Office
carried out post-training interviews with the participants at the study tour. The short
term impact of the training received was remarkable: many of the associations are
working on detailed action plans for the next year and two have obtained financial and
in-kind support for some of their activities. The AFWID Advisor’s September Trip
Report contains information on the progress made to date and the current needs of
the various associations.

NEED FOR CONTINUED TRAINING AND INSTITUTIONAL SUPPORT

Given the relative youth of the local NGO community in X, it is important that USAID
continue to seek out innovative ways to encourage the growth of these associations.
As part of the final evaluation process of the May Study Tour, additional training in
organizational development will be provided to those institutions that participated. Our
initial survey of association needs show that much more is needed — especially in
terms of helping the associations carry out their own agendas.

The Project X Office has already talked to the Regional Director of VOCA about the
possibility of having VOCA volunteers work with the Women'’s Credit Association
(WCA). He seemed interested and Project X will work directly with WCA to help them
develop a request for this assistance.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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Many of the associations do not need outside technical support but need to be able
to train their executive staff, their members and their target beneficiaries. Training in
skills ranging from organizational development, strategic planning, marketing, training
of trainers, development of materials, etc is needed by almost all of the associations.
They also need resources such as office supplies and, possibly, computers and
photocopying machines.

USING MATCHING GRANT MECHANISM TO RESPOND TO ASSOCIATION
NEEDS

The WID Office has a Matching Grant mechanism available to Missions for the design
and implementation of WID activities. Project X has funds available for the purpose of
in-country training programs (the target for women's participation in 50%). Project X
and WID could join funds and create an opportunity for the Mission to support both
training and the institutional development of these associations (and others like them).
The process involved would be something like this:

1. $40,000 (50% Project X and 50% WID) is set aside for FY94.

2. Project X issues a request for proposals to local NGOs meeting specific
criteria (to be spelled out later).

3. Project X provides at least one training activity in proposal writing for
interested associations.

4, Proposals must contain a clearly defined training activity that the
association wants to carry out to benefit its staff, members, or target
beneficiaries. The activity proposed must provide training to at least x
number of persons over x number days. The proposal will include a
budget for the activity itself as well as a budget for overhead costs
related to the activity but which would also have long term use for the
association — such as the purchase of a computer, or the one time
purchase of office supplies.

5. A special selection committee reviews proposals and selects 5 to 10 (for
amounts ranging from $3,000 to $5,000). Purchase Order contracts with
clearly defined deliverables (such as training reports and evaluations and
evidence that at least x number persons were trained) are established
with the selected associations and a time-frame given for the
accomplishment of the activity. The asscciations would have to justify
the use of the funds based on some simple accounting requirements
and would have to be willing to provide us with short- and long- term
evaluations of the impact of the training provided.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
/7 .
} 5k



HRDA Workshop Notebook: Managing Training for Impact Page 4-15

CONCLUSION

Obviously more thinking is required on the whole process. The Mission needs to
understand the mechanics of requesting the WID funds and we would need to figure
out exactly where those fuinds could go (could they go directly into Project X). In
addition, every step of the selection, funding and implementation process needs to be
worked out.

All of that can be done if the Mission is willing to enter into this new area of interaction.
The potential impact on the growth of local NGOs and on the growth of women's
ownership of development activities directly related to them is enormous.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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CONDUCTING TRAINING NEEDS ASSESSMENTS USING LOCAL RESOURCES

After the Mission develops a Country Training Strategy, an in-depth needs assessment
may be required to identify the training needs of a target group. In some cases, local
firms or training providers may be able to design and carry out a limited needs
assessment that will help the Mission to plan the types and levels of training needed,
especially for locally provided training.

if a preliminary review of local resources fails to identify firms or individuals with
experience conducting needs assessments, the Mission may want to consider
providing, as support to a local training provider, staff training in the design and
conduct of needs assessments.

While local firms may not have extensive experience in needs assessment per se, they
may be quite capable of gathering and analyzing the data required if given enough
direction. In many cases, having USAID procure such services from local firms —
trying them out and testing their capabilities — is just as important as traditional staff
training and goes a long way towards improving the local capacity to perform
assessments.

A scope of work is attached for an assessment of the training needs in marketing at
small- and medium-sized businesses in a small African city. A local firm with both
expatriate and host country staff was selected to carry out the assessment.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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SAMPLE STATEMENT OF WORK
TRAINING NEEDS ASSESSMENT
MARKETING MANAGEMENT CAPABILITIES OF SMES
UNDER X Project

ARTICLE | — TITLE

Training Needs Assessment of Marketing Management Capabilities of SMEs in X

ARTICLE Il — BACKGROUND

The X Project will increase the number and types of in-country training opportunities it
provides to benefit small business owners in Country X. These training activities will
be implemented using matarials developed based on the recommendations and
findings of targeted training needs assessments. The first series of assessments will
analyze the neads of businesses in the crucial areas of financial and marketing
management.

ARTICLE Ill — OBJECTIVE

The objective of this contract is to secure the services of a consuiting firm to design
and carry out a training needs assessment of the marketing management ~apabilities
in small- and medium-sized enterprises (hereafter referred to as "SMEs") ir: Uity X.

ARTICLE IV — STATEMENT OF WORK

This statement of work covers the following actions:

A. Design of a training needs assessment (two weeks)

The contractor will, in a period not to exceed two weeks, design and prepare all
necessary documentation and questionnaires for a training needs assessment. The
consultants will work in City X. At the end of the first week, the consuitants will meet
with the USAID/X Project Manager to discuss progress to date and to submit a draft
of the checklists described in Section A1 below. The foliowing specific activities will be
carried out by the consultants:

1. Description of Standard Marketing Standards

Based on their own experience working in the private sector and based on information
from other sources, the consultants will develop two checklists of minimal standards of

USAID Human Resources Development Assistance Project (698-0463) March 1994
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performance in marketing management. This will include, but not be limited to:
marketing research, sales forecasting, product planning, sales supervision, and
advertising.

One checklist will provide standards for smaller SMEs with fewer than twenty
employees and/or reported annual earnings of less than . The second
checklist will provide "state-of-the-art" standards for a larger business with more than
twenty employees and/or reported annual earnings of more than . The
consultants will describe the equipment, personnel, training, or other material or
human resources that are usually required to ensure that the standards of each level
are met.

The consultants will develop these standards of performance to serve as guidelines for
the assessment. During the assessment process, the consultants will determine to
what extent each company meets acceptable standards (for its size) and will, as a
result, propose what measures (including training) should be taken to bring the
company up to generally accepted levels of performance.

2, Design of Assessment Activity

The consultants will determine the means by which they will carry out the assessment
(based on the time limitations described in section B below). They will describe the
amount of time they plan to spend in each company, the level of access to marketing
information they require, and the level and duration of contacts required with
enterprise personnel and senior management.

In addition, the consultants will outline the contents of their assessment of each
company as well as the contents of their overall assessment of marketing
management systems in SMEs.

3. Proposal of SMES to Participate in the Assessment

The consultants will use available records in the Ministries of Commerce and Finance,
USAID, and the Chamber of Commerce to develop a list of smaller and larger
companies to participate in the assessment. They will contact companies to
determine their availability to participate in the assessment and propose a list of
approximately 20 smaller and approximately 15 larger companies for the assessment.

The following information must be included about each company proposed:
. Name of enterprise, street and mail address, telephons;

. Legal status;
. Name of CEQ;
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. Number of employees, percentage of employees who are host country
nationals; number, nationality and sex of employees involved in the
marketing management of the firm;

. Major activities of the firm;

. Reported annual earnings for last reported period.

All of the companies proposed must be 51% privately owned. At least 50% of the
companies propcsed must be engaged in an activity related to agricultural (or
livestock) production (such as increasing the value added of a local product or
exporting agricultural products) and at least 20% of the companies must be woman-
owned or managed. (The final choice of companies to participate will be made by the
USAID/X Project’s Private Sector Selection Committee.)

Within three working days from the end of the design period, the censuitants will
submit a preliminary raport containing the following elements: standards of
performance, activity design, and list of companies proposed for the assessment. The
report will be delivered in two hard copies as well as with a diskette version (in
WordPerfect) to the USAID/X Project Manager.

Within two weeks of receipt of the Contractor’s design materials, the Project Manager
will notify ths Contractor in writing if the design is acceptable. If acceptable, the
Project Manager will propose a starting date for the Assessment.

B. Performing the Assessment (three weeks)

Upon successful completion of the design phase, the contractor will provide the
services of two qualified individuals for a period of three weeks to carry out the
Assessment. The consultants will work in City X.

At the end of the each week of the assessment, the consultants will meet with the
Project Manager and the Director of Training at the Chamber of Commerce to discuss
progress to date.

C. Final Report (one week)

The Contractor will prepare a single report describing the results of the assessment
(by category of "smaller' and "larger" business). The report should present realistic
remedies that could be undertaken to improve the standards of marketing
management among similar SMEs. The Contractor may include options for
businesses such as bringing in specialists to pserform certain tasks in lieu of employee
training, but the focus of the recommendations should be on ways to improve
employee performance in critical areas. The description of training activities, while not
meant to provide complete course descriptions, should contain specific suggestions
on training objectives and should specify clearly the audience of such training (i.e. in
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larger companies, marketing directors without formal training in marketing generally
need an intensive course of approximately 30 hours in designing marketing strategies
or sales representatives with secondary school training would benefit most from an
applied course in salesmanship and improving client satisfaction.) Training
suggestions should focus on what is "doable" locally, although in exceptional cases
short-term training abroad may be suggested.

The body of the report should not exceed 25 pages and must be single spaced and
written in French. The specific results at the firm level will be included in an annex.

The final written report must be submitted no later than 10 days after the completion
of the actual assessment. The Contractor will provide 10 copies of the report in
French as well as a diskette of the final report (in WordPerfect).

ARTICLE V — CONTRACTOR CAPABILITIES AND QUALIFICATIONS

The Contractor must have the resources required to design and carry out these
activities. This includes office space, secretarial services, computer facilities,
telephone, vehicle use, etc.

The consuitants who will carry out the activities described above should have the
following minimal qualifications:

] Education: Minimum BA/BS in Business Management, Economics,
Marketing; Knowledge of communication and media strategies for
marketing required.

] Experience: Minimum of three years direct experience in the marketing
rnanagement of a private or parastatal firm; additional experience
providing marketing analysis and strategies to private sector firms also
required. At least one member of the team should have experience
providing training in areas directly related to marketing and promotion.

e Other: Excellent French skills and ability to understand technical
documents in English. At least one of the consuitants must speak the
local language. Extensive knowledge of the formal private sector,
especially the agri-business sector, in Country X.

ARTICLE VI — RELATIONSHIPS AND RESPONSIBILITIES

The Consultants will work under the general supervision of the USAID/X Project
Manager.
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ARTICLE VIl — PERFORMANCE PERIOD

The desired performance period for the Contractor to begin the TNA design is

ARTICLE VIIl — LEVEL OF EFFORT
The total level of effort required for carrying out the activities described above is 72
person days (6 days a week x 6 weeks x 2 persons). A six-day workweek is
authorized.
ARTICLE IX — ILLUSTRATIVE BUDGET
1. Salary (72 workdays @ rate of $x/day)
2. Miscellaneous
(1) Paper and other Supplies
(2) Local Transport

3. Fixed Fee
4. Total

ARTICLE X — EVALUATION CRITERIA

This contract will be accorded based on an evaluation of the offeror's Technical and
Cost Proposals according to the following scale.

1. Technical Proposal
A Level of understanding of services required 20%
B. Evidence of Institutional Capabilities io 20%

perform services required

C. Qualifications and Experience of Design 40%
and Assessment Team
Sub-Total 80%
2. Cost Proposal
Reasonableness and Completeness of 20%
Costs
TOTAL 100%
USAID Human Resources Development Assistance Project (698-0463) March 1994
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REINVESTING IN
TRAINEES:
NETWORKING AND

STRENGTHENING
ALUMNI
ASSOCIATIONS

Who among us builds a house carefully designed to take into account the precise
needs of our family, then does nothing to maintain the structure? We all admit that
when completed, our new home requires regular attention in order to extend its
usefulness to family members, our intended beneficiaries.

Building human capacity is no different. We recruit, select and place participants in
expensive, well-designed training programs, then cut short the follow-on maintenance
once the trainee has returned. Training for high impact demands an entirely different
approach from the Mission, which will be discussed during these sessions.

The popular term "follow-on" implies a sustained relationship cultivated between USAID
and the participant, beginning at the inception of selection and continuing lor.g after
application of the acquired skills at the work place. We have all been exposed to this
new concept, but few of us have absorbed the ramifications — or recognized the
benefits — of well-conceived, comprehensive follow-on programs. The sessions under
"Re-investing in Trainees" will upgrade our knowledge of the importance of failow-on,
and give us practical ways to embark on workable - and manageable - post-training
activities.

By appreciating "impact" and fine-tuning the management of our resources, we then
recognize that USAID should not simply train individuals, hoping that they will apply
their know!zdge to their country’s development. We need to establish multiple
relations - between employer, trainee and USAID - to ensure that our human resource
investments produce positive changes, both at the individual and institutional level. If
we're fortunate along the way, the investments will effect change in a sector, among a
target group, nationally or regionally. But first, we must "re-invest" in the trainee in a
planned, proactive way.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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A variety of topics will be addressed under this theme so that participants will:

¢ appreciate the key role played by follow-on in achieving high-impact

training;

¢ learn strategies for strengthening alumni associations and supporting
professional networks;

¢ learn how to draft scopes of work and budgets for training services and

technical assistance.
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RE-INVESTMENT STRATEGIES

One way to increase the long-term impact of training is not to forget about participants
after they have finished their training program. By recognizing the importznce of "re-
investment" or “follow-on" and making available staff time and resources to support
creative activities, USAID will increase its "return" on participant training investments.

Many Missions have tried a number of strategies — some successful, some failures —
and what works in one country with one group of participants may not work with
others.

In general, Mission should look at two potential groups of participants for their re-
investment activities.

THE *FORGOTTEN" GENERATION

The first group is those who have already returned from U.S. or third-country training
or who benefitted from a program delivered in their own country. In most cases, they
have already been “forgotten" for some time. The Mission will have to invest time in
learning about these participants to discover what they can contribute to achieving
development objectives. Some ways to learn about these individuals are:

° Sponsor "returnees” meetings. Many Mission employees may be
interested in meeting and getting to know returnees. The meetings
could focus on a particular sector such as Health or could bring together
all the graduates of American universities. Put ideas for such a meeting
in a memo and circulate it in the Mission and within the American
community. You might be surprised at the response Make sure each
meeting has a well-defined objective and a clear agenda. The meeting
could generate an article for the local paper or serve as a brainstorming
session for a new project design.

° Initiate a Mentors Program. One idea is to seek American and returnee
volunteers to assign to advise a newly selected candidate for a graduate
degree. Organize an initial get-together for everyone to meet and share
phone numbers. This activity requires a strong leader in the Mission to
give everyone a push. It was started very successfully in Burundi — with
a game show organized to bring together the first group of mentors and
"mentees."

° Meet with returnees to discuss thelr starting a Returned Participants
Assoclation. A sample discussion piece for such a meeting is attached
and is included on the workshop diskette.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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° Actively seek out returnees and involve them in Recruitment and
Selection Panels, pre-departure orientations, and question and answer
sessions during in-country English Language Training.

THE NEXT GENERATION

USAID’s greatest potential for re-investment success is with the generation of
participants that are currently in training or who have just been selected for training.
By involving each participant and his/her nominating institution more fully in the design
and implementation of the training program, the Mission will make an early investment
in commitment-building that, if carefully nurtured, will show tremendous returns.

Here are some simple ways to connect with participants now so that you will not “lose"
them later on:

® Communicate! If your office has several professionals working in it,
assign each participant to a specific individual. The participant will know
who to talk to and the training specialist will be responsible for knowing
all the details of that trainee’s program. Visit the participant’s workplace.
Meet with his or her supervisor. Seek out ways to keep in touch at every
step.

® Clarify commitments. Make sure that the participant understands
his/her responsibilities towards the nominating firm or institution, towards
USAID, and towards the home country. Speil out the estimated length of
the program and the potential sacrifices.

. Encourage networking. Encourage trainees to network with other
trainees from their country, to establish long-distance relationships with
their nominating institution, and to give of their own time and energy to
institutions and groups in the country of training. Often the most
valuable lessons are learned from serving in community and volunteer
groups and not in the classroom.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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i hat is a Returned Participants Association?

A Returned Participant Association is what its members want it to be. It can help members maintain contacts with
people, places and ideas encountered during training. It can utilize the resources and knowledge of its members
to pursue professional objectives and promote the economic development of Country Y. It can provide a vehicle
for sharing ideas and resources.

Eow can we start one?

Returned Participants themselves must be the guiding force behind the Association. Depending on local
circumstances, it can be a club, a membership association, or even a non-governmental “not-for-profit"
organization. The group will need to rely heavily on its membership for resources and expertise as well as
personal sacrifices of time to organize and implement programs and activities.

%@an USAID help?

Probably. The x Project of USAID is required to implement a number of follow-on and evaluation activities with
returned participants. If a Returned Participants Association makes proposals to the X Project for specific
activities with professional and development objectives, the Project may provide funding assistance to implement
selected activities.

The Association might also be able to provide a number of services to the X Project such as assistance in pre-
departure orientations, helping participants to define training objectives, meeting with returnees to evaluate training
effectiveness and carrying out impact evaluations of training on the development of the private sector in Country V.

USAID and the X Project can only provide funding for services and activities if the Association has well-defined
goals and a membership willing to serve.

W hat now? |

You tell us. If there is an interest in forming such an association, please contact the X Office at USAID/Y.
Returnees need to be the makers and shapers — but we are willing to provide moral support and other assistance
to help you try to form such an association. The ball is in your court!
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THE VALUE OF

INFORMATION

In fulfiling our responsibilities as USAID training experts, we become full-time
information managers. No USAID section receives and disseminates more information
than the Training Office. Hundreds of trairing announcements, requests for training,
confirmation cables, program designs, candidate biographic information, academic
performance reports and training evaluations flow in and out of our busy offices every
day. Coping with such a complex information highway can determine the level of our
effectiveness as human resource specialists. :>ut simply, is your information highway a
traffic jam or a smooth-flowing expressway — a "go-slow or a fast dual carriageway",
an embouteillage ou une autoroute?

Information has many meanings in the world of USAID participant training. For
example, we try to stimulate the flow of professional information between returned
participants and colleagues overseas by distributing newsletters, sponsoring post-
doctoral training, or promoting in-country topical workshops. At the same time, we
collect information about many things, including:

¢ training programs in neighboring countries;

¢ local training institutions;

¢ women participants likely to qualify for upcoming USAID training
opportunities;

¢ credible local institutions in need of capacity-building;

¢ target populations in need of special attention;

¢ training statistics from past and current USAID projects.

Since 1988, the HRDA Project has promoted the use of the Participant Training
Management System as the principal tool to manage diverse types of information
needed by the Training Office. Through its various revisions, PTMS has become an
integral component of every USAID Training Office in Africa. We know how it enables
us to provide supervisors with up-to-date data on participants, historical perspectives
on training, and data for the annual budget reviews and Congressional Presentations.
PTMS serves as the principal data scurce for external evaluators and auditors. We no
longer need convincing of its utility — only more organizational skill in adapting it to our
needs.
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This section contains information to help you integrate PTMS and other information
systems into your everyday management operation. Collected in this section of your
workbook as well is a series of articles expressing the ultimate value of information.
These articles are representative of the general trends in information management and
are provided to provoke thought as to how information technology may be applied in
our work.

Technology, if properly applied, is only one tool in this endeavor. Resource
management is the key. There are limits to the resources we have to work with, and
the rational application of these resources is critical to any measure of our success.

What are our resources? Simply put, they are time, personnel, money, and
information. It is only through timely, accurate information that we can rationally
allocate time, money and personnel. The key word here is "rational." It has already
been repeatedly demonstrated that we can allocate time, money and personnel almost
at will — some would argue at random. We must continue to strive for the rational
application of these resources.

This workshop will include the following sessions on the value of information:

¢ Managing the Information Resource for Impact: HRDA's Information
System Overview;

Taking Advantage of the Information Resource;

PTMS Core Information Gathering and Analysis;

Data Quality and the Value of Information;

Training Office Information Needs;

Using Databases to Manage Recruitment and Selection.

L 2R 2K 2R 2K 2

The following articles will also be distributed:

"Data Conversion and Audits;"

"Giving Federal Workers the Tools They Need to Do Their Jobs;"
"The Technology Payoff;"

"The Power of Software;"

"What Computers Are For;"

"The Gold Mine of Data in Customer Service."

L 2R 2K 2B 2K J 2
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USAID’S MANAGEMENT INFORMATION SYSTEMS

There are three management information systems that track Mission-funded training.

m  The Mission-based Participant Training Management System (PTMS)

® The Training Information Management System (TIMS), based at AID/AFR

@ The Participant Training Information System (PTIS), maintained at AID/W by

OIT.

These three management information systems differ in terms of purpose, scale, scope

usage, and community of users, as depicted in the following table.

PTMS, TIMS AND PTIS
DIFFERENCE PTMS TIMS PTIS
Purpose Mission-level tool for day-to- Macro-level comparisons of Comparisons of achievements
day management and training achiovements among in US training among all
implementation of the training countrics, multilateral projects USAID countries
portfolio and Africa Bureau geographic
offices
Scope All Mission-funded training: All Bureau-funded training: US, | US training
US, third country and in- third country and in-country
country training under sectoral | training
and training projects
Scale Each Mission has its own TIMS compiles data from PTIS compiles US training
PTMS system Bureau PTMS systems data worldwide
Usage Day-to-day implementation of Management and decision- Management and decision-
tralning portfolio supporting tool on Bureau supporting tool on AlD-funded
training; responses to training; responses to
Congressional and othar Congressional and other
inquiries on Bureau-funded inquiries
training
Source of Data | PIO/Ps, PIO/Ts, PlLs funding PTMS systems throughout the Participant Data Forms (PDFs)
training, participant files Bureau submitted by US contractors
Users Mission staff involvec in Africa Bureau management AID/W management
training management: training
offica, HRDO, project
managers, projsct officers,
Mission leadership

USAID Human Resources Development Assistance Project (698-0463)
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PTMS: A TOOL SERVING A WIDE COMMUNITY OF INTERESTED PARTIES

PTMS is the Mission’s most important tool for planning and following up on training.

PTMS offers information that is of interest to Mission staff
and management beyond the training office.

The larger community of PTMS users can include:

(|

(|

Mission leadership — Director, Deputy Director;
the PDO;

Project Officers;

Mission contractors;

Training Office management: the HRDO, Training Officer and Training
Assistants/PTMS Spacialists.

PTMS data must be complete and up-to-date in order for the system to serve this
wide community’s information needs.

This means that the system must incorporate current data for all training, be it in the
US, in third countries or in-country.

DEVELOPING AND PRIORITIZING A PTMS WORKPLAN

if your PTMS system is not current, you should develop and prioritize a PTMS workplan.
Suggestions are to:

(|

Begin by correcting the existing database — run the anomaly reports, send
reports to Mission project managers for review and complete current data.

Check available resources (PTIS reports, AAl reports, participant files) to obtain
current data.

Continue entering data for participants back to 1990.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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O Move on to high profile projects such as AFGRAD and ATLAS and enter all
participant, training and employment data.

O Work back from 1990 to enter the remaining outstanding data back to 1985 as
time permits.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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MANAGING TRAINING WITH PTMS

PTMS is the Mission’s management tool to track training interventions over time.
PTMS is programmed so that it can be used to monitor individual training programs
as well as the institutions that send participants and employ alumni.
PTMS allows Missions to track informaticn on:

® participants themselves;

e their training;

e the projects providing funding;

e the steps required to process participants for training;

® training management details such as receipt of semesterly progress reports
and participant grade point averages.

PTMS should be fully utilized to assist Missions in managing their training portfolios.

PTMS includes a built-in feature to generate USAID-mandated PIO/P and Biodata
forms. Using the PTMS PIO/P generator has clear advantages:

e staff preparing PiO/Ps and Biodata forms can make unlimited corrections
without having to retype entire forms;

® initiating the PIO/P generation process requires inputting basic data into the
system on the participant(s), training, and funding project information, serving
as the platform to encourage PTMS operators to enter and ultimately maintain
Mission training data.

Monitoring Training Outcomes and Repatriation

The Africa Bureau indicates that Missions should use their Participant Training
Management System (PTMS) tc track three sets of training outcomes:

e the outcome of individual training programs—whether programs were
successfully completed

e reasons for unsuccessful training programs—termination reasons

® each participant’s repatriation status following the completion of training.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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PTMS offers the following categories for these training outsomes and repatriation

possibilities.

Training program outcomes are tracked for each training component within each
training program. This allows Mission managers to track the status of participants
who should be departing for training, participants currently in training, including those

who should be returning, and the overall success of Mission-funded training

programs.
MONITORING TRAINING PROGRAM OUTCOMES
CODE | OUTCOME MEANING

P Planned Training component has not yet begun

A Active Training component is currently underway
Training component was successfully

C Completed completed
Training component was planned and was

L Canceled canceled before it began
Participant transferred from the training

T Transfer component into another component under
the same training event
Training component was not successfully

X Terminated | completed—see codes to track termination
reasons

PTMS can be used to monitor reasons for unsuccessful training by tracking those
training components which were not completed successfully. Trends in unsuccessful

training can be analyzed to point to future preventive measures.

USAID Human Resources Development Assistance Project (696-0463)
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REASONS FOR TERMINATIONS (UNSUCCESSFUL TRAINING)
TERMINATION
CODE REASON MEANING
. Training component was terminated for
A Academic academic reasons
P Personal Participant terminated training
component for personal reasons
Training component was terminated for
H Health health reasons
Participant’s employer terminated the
E Employment training component
Training component was unsuccessful
o Other for another reason

Once a training event is completed (all training components are completed), PTMS
should be used to track each participant’s repatriation status according to the
following possibilities.

USAID Human Resources Development Assistance Project (698-0463)
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PTMS REPATRIATION CODES
CODE MEANING

C Returned to home country

R Returned to another African country

Remained in country of training under

P | other USAID funding

S Remained in country of training under
participant’s own funding

T Remained in country of training in another

status

D Deceased

0] Other repatriation status

Not applicable—used for in-country
training, or when participant is continuing
in another training component under the
same training event

X Non-Returnee

Non-Returnees

According to the Africa Bureau, as shown in the previous table of PTMS repatriation
status codes, participants are only designated as non-returnees when there is no
possibility that they will ever return to their country or region of origin and when all
avenues to effectuate this return have been exhausted.

The Africa Bureau’s repatriation classifications differ from OIT’s categories, which only
recognize "partially financed" participants, corresponding to Code F above. The Africa
Bureau's repatriation classifications respond to requests field Missions expressed to
distinguish among alumni who returned home, those who were still studying under
various financial auspices, those who were working in the Africa region—representing
at least some return on USAID’s investment in development of the region—and those
who would make no contribution to African development.

Non-returnee status is thus reserved for participants who have sucsessfully obtained
waivers of their foreign residency requirements, who have secured permanent
residency in the US, or who have "disappeared" following their training.

USAID Human Resources Davelopment Assistance Project (698-0463) March 1994
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According to the Africa Bureau's PTMS classifications, participants whose return is
delayed or who have left their country of training for another African country fall into
repatriation status categories other than "non-returnee."

USAID Human Resources Development Assistance Project (698-0463) March 1994
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PURPOSE OF THIS SESSION:

To understand how human resource development

objectives can be used to support a Mission’s CPSP.




AL

HOW DOES THE CPSP HELP THE MISSION?

The CPSP . ..

is a strategic planning tooi;

helps Missions assess where they’re going and how
they're doing by providing benchmarks against
which impact can be measured;

helps Missions justify and explain development
programs to local government and private sector
leaders;

helps USAID dovetail its programs with other
donors — Peace Corps, Embassy, PVOs;

forces USAID to be accountable to
AlD/Washington, Congress, and oversight
authorities — GAQ, IGs.




HOW DOES THE CPSP HELP THE TRAINING OFFICE?

The CPSP . ..

B |eads to a Country Training Strategy which links the
Mission’s objectives and targets of opportunity with
training components of existing and planned projects;

@ links Mission development objectives with Country

Training Plans which spell out what training should be
implemented;

® empowers Training Offices to focus their HRD activities,
plan where they’re going and build in impact indicators.




9L |

THE PROGRAM GOAL AND STRATEGIC OBJECTIVES IN THE CPSP
INDICATE HOW THE MISSION SHOULD USE TRAINING

ﬂ PROGRAM GOAL |
: j
ﬂ STRATEGIC OBJECTIVE H
I |
|__COUNTRY TRAINING STRATEGY |
!

COUNTRY TRAINING
PLAN

§
i’ TRAINING u

EVENTS
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HRD AND IMPACT

B Training itself is not impact.

® Impact is what trainees do with their training.

| used to do a, b and ¢ at work.

Then | benefitted from training.

Now il dox, y and z.*

The impact of this person’s training is the difference between "a, b and ¢* and *x, y and z."

® "l used to let the day’s emergencies determine my day. Then | learned about time

management. Now | plan my time realistically each morning, and am more proeductive and
satisfied."

= “Before obtaining my graduate degree in the US, | could not organize and analyze large
amounts of data. Now | enjoy working with data and seeing the resuits of my research."

The difference in performance before and since training is its impact.



The purpose of a strategy to train for impact is to specify:

® how training serves the Mission’s aims;

® how training can be implemented and managed for
tangibie restits.




Designing HRD interventions to ensure results:

> Start with the "big picture."

» Translate the big picture into action plans. -

> Move from action plans to training needs. '4




FACTORS CONTRIBUTING TO IMPACT:

NEEDS ASSESSMENTS ARE THE FOUNDATION FOR
DETERMINING WHAT HRD INTERVENTIONS TO SUPPORT

Institutional needs |
assessment |

— Training needs
assessment

0%
!

Recommendations
for interventions




YOU CAN'T

DO EVERYTHING:
LIMITED HRD RESOURCES and
THE ART OF JUDICIOUS CHOICE

What is the most ﬂ N

strategic use of . "
Mission HRD What resources are available*

funds? H

STRATEGY + RESOURCES - PRIORITIES
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UNDERSTANDING
PROGRAMMING

CHOICES

In progressing through this workbook, we can see how each section supports
managing training for impact.

Using Staff Responding to
Resources Special Targets

Reinvesting in Managing Training l.‘lar:ge:ztrirrﬁ:]ng
Trainees for Impact grar g
Choices

Valuing Information

After understanding how to aim for development impact, marshall our staff resources,
aim at special targets, organize follow-on activities and manage our information flow,
we ultimately arrive at the need to make some programming choices. How do we
decide where to send a participant for training? In what field? or how long? And at
what cost? Many variables need to be scrupulously analyzed in order to match the
training program with the candidate AND the institution, the Mission’s objectives with
your training plan, and the estimated training cost with your budget.

This section of the workbook will present some of the factors to consider to design
appropriate training programs. Sessions will address how to handle requests for
extensions (shouldn't everyone go for the PhD?), juggle the advantages of third-
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country training with U.S., and understand the specific fields of study in relation to the
institutional needs.

The training program you create, taking into consideration many of the eleme. iz
presented in this section, must also conform to your Missiun’s management capability.
Remember that a well-designed, well-intentioned, well-financed training program will
not succeed without solid Mission management, from recruitment and selection
through monitoring, follow-on and evaluation. Juxtaposing all of these critical factors
effectively calls for a Training Officer with solid knowledge about programming choices
and familiarity with the rel: tive advantages and cost bencfits of each. We hope this
section provides some help.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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TECHNICAL ASSISTANCE FOR AN IN-COUNTRY TRAINING PROGRAM
OR SUPPORTING A LOCAL TRAINING INSTITUTION’S CAPACITY?

In determining which training activities to fund, the Mission has two choices:
e funding technical assistance for a specific one-time training activity;
® supporting a local training institution's capacity.

The rule of thumb is as follows.

SHOULD THE MISSION SUPPORT LOCAL TRAINING
CAPACITY OR HAVE TECHNICAL ASSISTANTS
DEVELOP AN IN-COUNTRY COURSE?

Training strategy and
plan developed
Training need
identified
Is it & one-time need? Will the particulas need for
training recur?

Bring in technical assistants Support local capacity to
to provide an in-country provide training that will
course ‘ihat will handle th¢ fulfill the need each time it

need once and for ail. arises.

® The Mission should provide technical assistance for a specific training activity
to meet one-shot training needs that will not recur;

e The Mission should support local training capacity when a given need for
training is likely to recur and whan there is a suitable locus for the training
capacity to be developed.

USAID Human Resources Develcpment Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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LONG-TERM ACADEMIC OR SHORT-TERM NON-DEGREE

TRAINING?

USAID can fund long-term training that aims at academic degree objectives as well as
short-term, non-degree training.

Each training type offers advantages and disadvantages. The type of training
selected depends on the impact desired for each training event.

The following table compares the advantages and disadvantages of academic and
non-degree training.

PROS AND CONS 2JF LONG-TERM ACADEMIC
VERSUS SHORT-TERM NON-DEGREE TRAINING

LONG-TERM ACADEMIC TRAINING

SHORT-TERM NON-DEGREE TRAINING

PROS ¢ wide scope ¢ spocialized skills
+ professional credibility e short absence
¢ individual marketability ¢ regional possibilitios
* resoarch & analytical skills developed ¢ phased training possible
¢ technical experience e can train entira work groups/respond to institutional
* develop writing abilities needs
s oxposure to management techniques «  practical
s puts country into international arena « can promote local network
e extracurricular activities/research e can doliver training in local language
¢ can often reach more women
e can reach more private sector participants
¢ pafticipants might continue to receive salary
e loss expense
e can use more local training providers
CONS lorg absence ¢ limited scope
prerequisites limit pool of qualified candidates * may not afford enough time to develop/become
oxponse comfortable with techniques

degroe equivalency issue in some countries

salary suspension for some employees

family relationshire strained

possibly uncertain employment situation upon return
culture shock

attitudes/wark habits of colleaguos who did not receive
training

re-ontry to the workplace

sonse of isolation from development needs

can be perceived as not significant
per diem issue
no contribution to individual marketability

[!SAID Human Resources Development Assistance Froject (698-0463)

March 1994
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US, THIRD COUNTRY OR IN-COUNTRY TRAINING?

Missions can fund training in the United States, in third countries, and within the host

country.

Each training location offers distinct advantages and disadvantages. The training
location selected depends on the impact desired for each training event.

The following compares the advantages and disadvantages of US, third country and
in-country training.

PROS AND CONS OF TRAINING THAT TAKES PLACE IN THE US, IN THIRD COUNTRIES, AND IN-COUNTRY

US TRAINING THIRD COUNTRY TRAINING IN-COUNTRY TRAINING
PROS * comparative advantage in e similar scope * handa-on training
technical aroas ¢ training can take place in similar s Jlocal
¢ resoearch skills context e applicable
s practical training to compiement ¢ applicability ¢ no family issues
theory ¢ may not require language ¢ builde local training capacity
* leadership development training ¢ short absencos
* participants leam English * network building ¢ mubiplier effect it TOT
¢ exposure to US work methods e cost * no language difficulties or
s exposure to other international restrictions
students s can reach higher numbers of
people
¢ rolatively inexponsive
¢ eallows practicing contont within
local context
* no wider scopo necessary
CONS e ELT requirement lengthens s ELT can lengthen program if ¢ no real international contacts

program
culture shock

attitudes/work habits of
colleagues who did not receive
training

re-entry to the workplace
sense of isolation from
dovelopment needs

requires quality training and
logletics

cost

required

role/responsibility of receiving
Mission unclear

can be logistically complicated
limited scope

leas floxible program content
requires quality training and
logistics

unless program includes other
nationalitias

language skills not anhanced
per diem issue

motivation factor

requires quality training and
logistics

dependence on contractors

USAID Human Resources Development Assistance Project (698-0463)
AMEX International, Inc./Creative Associates International, Inc.
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BACHELORS, MASTERS OR DOCTORAL DEGREE?

USAID can provide university training leading to undergraduate, masters degrees, or

PhDs.

Each academic training objective responds to different utilization requirements. The
training objective selected depends on the impact desired for each training event.

The following compares the advantages and disadvantages of undergraduate,
masters and doctoral education.

PROS AND CONS OF UNDERGRADUATE, MASTERS AND DOCTORAL-LEVEL EDUCATION

UNDERGRADUATE DEGREES

WASTERS DEGREES

DOCTORAL DEGREES

PROS

broad-based training

flaxibility

prectical training to complement
theory

oxpoaure to work methods
teaches self-startingnoss
academic prerequisites mean can
chooso from a large pool of
candidatos

more woman can qualify (more
women have secondary school
credentials)

undergraduate trainoos are
younger, meaning they have
fower family responasibilities
(especially single women: more
willing to undertake lengthy
training)

prepares for managemaont
positions in technical fields
broad technical base

broad theoretical base

thesis can relate to country or
region

high-level research skills
devolops analytical skills
duvelops critical faculties
dovelops writing skills
good for university faculty
development

research can be applied to
country or regicn

expands country's visibility
worldwide

CONS

no prior work experionce to justify
degreo

established training work force
with basic knowledge and skills
length of training

oxlsting degree programs at local
universitios proclude USAID
funding too many undergraduate
degreea

length of training

theosis topic not always pertirient
to post-training job

advisors not always familiar with
country

advisors not always familiar with
USAID regulations

post-training job does not
always justify depth of
research/analytical skills

not technically oriented

langth of training

oxponsive

dissertation topic not always
pertinent to post-training
utilization

advisors not always familiar with
country

advisors not always familiar with
USAID reguiations

USAID Human Resources Development Assistance Project (698-0463)
AMEX International, Inc./Creative Associates International, Inic.
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TAKING ADVANTAGE OF LONG-TERM TECHNICAL TRAINING

Long-term technical training — at the post-secondary, undergraduate or post-graduate
level — offers an alternative to 2cademic degree training. In many cases such a
program can offer the kind of skills and hands-on practical experience that a
participant needs tc enable his/her firm to improve its managerial or technical

capacity.

In other cases, a semester’s graduate coursework in economic planning may provide
the combination of study and research needed for a public sector employee of the
Ministry -3f Plan and is more cost-effective than a full Masters degree program.

By including iong-term technical programs as a training option, Missions may find that
they attract more women candidates for technical programs since more women may
be eligible for post-secondary training than for graduate-level training.

The following list is "food for thought" about the kinds of long-term technical programs
available in many U.S. community colleges, junior colleges and vocational schools.

LIST OF U.S. UNIVERSITIES WITH ANNUAL OUT-OF STATE GRADUATE TUITION
LESS THAN $6,000.00, BASED ON 1991 DATA FROM THE CHRONICLE OF
HIGHER EDUCATION

NAME STATE COST

Alabama A&M Alabama 4,634
University of Alabama, Birmingham Alabama 5,594
Arkansas State University Arkansas 4,270
University of Central Arkansas Arkansas 5,416
Central Connecticut State University Connecticut 5,967
University of the Disirict of Columbia DC 3,631
Georgia State University Georgia 5,906
Savannah State University Georgia 4,761
ldaho State University Idaho 4,354

USAID Human Resources Development Assistance Project (698-0463) March 1994

AMEX International, Inc./Creative Associates International, Inc.
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Lewis and Clark State University Idaho 4,120
University of Idaho Idaho 4,769
Valparaiso University Indiana 4,995
Emporia State University Kansas 5510
Kansas State University, Manhattan Kansas 5,617
Pittsburgh State University Kansas 4,224
University of Kansas Kansas 5,672
Eastern Kentucky University Kentucky 4,968
Kentucky State University Kentucky 5,711
Western Kentucky University Kentucky 4,621
Grambling State College Louisiana 4,730
Louisiana State, Shreveport Louisiana 5,148
Northeast Louisiana State University Louisiana 4,759
University of New Orleans Louisiana 3,495
Husson College Maine 5,445
Bowie State University Maryland 3,677
Frostburg State University Maryland 4222
Morgan State University Maryland 3,649
University of Baltimore Maryland 3,316
Salem State College Massachusetts 4,788
Eastern Michigan University Michigan 3,607
Northern Michigan University Michigan 5,401
Mankato State University Minnesota 4,936

USAID Human Resources Development Assistance Project (638-0463) March 1994

AMEX International, Inc./Creative Associatas International, Inc.
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Alcorn State University Mississippi 4,060
Jackson State University Mississippi 4,120
Mississippi State University Mississippi 5,203
University of Mississippi Mississippi 4,788
Lincoln University Missouri 3,685
Montana State University Montana 5110
University of Montana Montana 4,711
Kearney State College Nebraska 2,624
University of Nebraska Nebraska 5,200
University of Nevada Nevada 5,964
Mayville State University North Dakota 4,349
North Dakota State University North Dakota 2,448
Central State University Oklahoma 3,918
Lewis and Clark College Oregon 3,180
Reed College Oregon 3,180
Clarion University Pennsylvania 4,355
Indiana University of Pennsylvania Pennsylvania 5,241
Lincoln University Pennsylvania 5,650
Millersville University Pennsylvania 5,267
Waest Chester State University Pennsylvania 5,301
Clemson University South Carolina 3,655
South Carolina State University South Carolina 3,873
South Dakota State University South Dakota 4,528

USAID Human Rescurces Development Assistance Project (658-0463)
AMEX International, Inc./Creative Associates International, Inc.

March 1994
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University of Tennessee, Nashville Tennessee 3,774
Angleo State University Texas 4,222
Prairie View A&M Texas 5,868

St. Mary’s University Texas 5,600

Sam Houston State University Texas 5,661
S.W. Texas State University Texas 5,842
Texas A&M Texas 4,946

University of Houston Texas 4,438
University of Texas Texas 5,064

University of Utah Utah 2,718

St. Michaels College Vermont 5,830

Vermont College Vermont 5,864

Radford University Virginia 3,644

Virginia Tech Virginia 5,180

Virginia State College Virginia 2,233

LIST OF US UNIVERSITIES WITH ANNUAL OUT OF STATE GRADUATE TUITION
BETWEEN $6,000.0C AND $10,000, BASED ON 1991 DATA FROM THE
CHRONICLE OF HIGHER EDUCATION

Name State Cost
Auburn University Alabama 6,518
Tuskeegee Institute Alabama 7,890
Arizona State University Arizona 7,398
USAID Human Resources Development Assistance Project (696-0463) March 1994

AMEX International, Inc./Creative Associates International, Inc.
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Northern Arizona University Arizona 6,378
University of Arizona Arizona 7,114
Harding Arkansas 7,120
University of Arkansas Arkansas 7,705
Azusa Pacific College California 7,200

California Polytechnics and California State California 6,500 to

San Diego State California gggg
San Francisco State California 6,702
San Jose State California 8,533
University of Colorado Colorado 9,517
University of Hartford Connecticut 9,745
Strayer College DC 7,799
Barry University Florida 9,270
Florida Atlantic University Florida 8,089
Florida State University Florida 8,653
University of Central Florida Florida 8,674
University of Florida Florida 7,708
University of North Florida Florida 8,769
University of South Florida Florida 8,862
University of Tampa Florida 6,450
Clark Atlanta University Georgia 7,385
University of Georgia Georgia 7,659
De Paul University Illinois 9,742

USAID Human Resources Development Assistance Project (698-0463) March 1994

AMEX International, Inc./Creative Associates International, Inc.
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Loyola University lllinois 8,280
Northern lllinois University llinois 7,258
Southern llfinois University lllinois 7,823
Western lilinois University lllinois 6,840
Ball State University Indiana 7,214
Indiana State University Indiana 6,657
Indiana University Indiana 7,525
University of lowa lowa 9,364
University of Northern lowa lowa 8,103
Wichita State University Kansas 7,918
Murray State University Kentucky 6,674
University of Kentucky Kentucky 6,284
Loyola University Louisiana 8,955
University of Southern Maine Maine 9,280
University of Maryland Maryland 7,070
Boston State College Massachusetts 8,355
Michigan State University Michigan 9,586
Western Michigan University Michigan 8,719
University of Minnesota Minnesota 7,201
University of Missouri Missouri 7,634
Creighton University Nebraska 8,366
New Hampshire Collega New Hampshire 9,719
Rutgers University New Jersey 9,529

USAID Human Resources Development Assistance Project (698-0463) March 1994

AMEX International, Inc./Creative Associates International, Inc.
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New Mexico State University New Mexico 8,398
University of New Mexico New Mexico 7,320
Hofstra University Mew York 8,850
SUNY (State University of New York) New York 8,700
University of North Carolina North Carolina 8,885
Ashland University Ohio 8,138
Cleveland State University Ohio 9,629
Kent State University Ohio 9,420
University of Cincinnati Ohio 7,634
University of Oklahoma Oklahoma 6,589
Oregon State University Oregon 8,327
University of Portland Oregon 8,545
Edinboro State Pennsylvania 6,250
Shippensburg University Pennsylvania 6,283
Swarthmore College Pennsylvania 9,149
University of Pittsburgh Pennsyivania 8,882
Villanova Pennsylvania 9,149
Johnson and Wales Rhode Island 9,406
University of Rhode Island Rhode Island 9,483
Tennessee State University Tennessee 7,750
University of Tennessee Tennesses 9,050
North Texas State Texas 8,368
Rice University Texas 9,267
USAID Human Resources Development Assistance Project (698-0463) March 1994
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Texas Southern University Texas 6,225
Norfolk State University Virginia 8,368
Old Dominion University Virginia 8,499
University of Virginia Virginia 8,874
Washington State University Washington 8,768
Marquette University Wisconsin 9,975
USAID Human Resources Development Assistance Project (698-0463) March 1994

AMEX International, Inc./Creative Associates International, Inc.
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DEGREE EQUIVALENCIES

Establishing degree equivelencies is the process of determining a local match for an
academic degree received through an academic system that differs from the home

country’s.

Inaccurate degree equivalencies
can be a difficulty for students
who have received degrees
abroad, with negative
consequences both on
professional positions and
salaries. Unsuitable degree
equivalencies thus directly affect
the utilization of USAID-funded
training, and accordingly
minimize the impact this training
can have on a country's
deveiopment goals.

Establishing equivalencies
between American and local
degrees is a policy matter.

Mission and contractor staff in francophone
countries should not call a US masters degree
a "maririse."

A Franch maitrise is a four-year undergraduate
degres, undertaken following secondary school
(baccalauréat).

An American masters degree is a two-year
graduate degree, undertaken after
undergraduate school (bachelor’s degres).

Mission staff and contractors in francophone
countriec should simply use the English words
“masters degree," even in French, since the term
is well recognized.

N LT VENEAS b Oy NI T I KA Py 3 1% 14 g m %2 3 50

USAID should work with the suitable government and/or university officials to establish
correct and appropriate degree equivalencies in countries where these have not

already been determined.

The following tables provide recommended degree equivalencies between certain US,

European and African degrees.

JSAID Human Resources Development Assistance Project (698-0463)

AMEX International, Inc./Creative Associates Intemational, Inc.

|46

March 1994



HRDA Workshop Notebook: Managing Training for Impact Page 7-16

RECOMMEMDED EQUIVALENCIES BETWEEN AMERICAN AND FRENCH DEGREES
------ AMERICAN SYSTEM - - - - - - se-e-----<-FRENCH SYSTEM -« ---ccc--.
SECONDARY SCHOOL:
12 years High School Dipioma”
13 years Baccalauréat’
UNIVERSITY:
2 years Assoclates Degroe’ 2 ysars Dipidme d'Eiudes Universitaires
Générales (DEUG)"
Dipidme Universitaire d’Etudes
Littéralres (DUEL)"
Dipldme Universitalre d'Etuden
Sclentifiques (DUES)”
Dipidmo d'Ingéniour de Travaux
Dipidme d'Ingénioui-Tochniclen
Dipiémo do Professsur de Premior
Cyclo do I'Enselgnement
Sacondaire’
1 year Licenca
2 yoars Bacheiors Degree’ 2years Matirise’
2 years Masters Degree’ 2 years Doctorat de Trolsidme Cycle” (pre-
1984 system)
2-5 years Ph.D." 2 years Doctorat d’Etst” (pre-1994 system)
* Recommended equivalency
USAID Human Resources Development Assistance Project (698-0463) March 1994

AMEX International, Inc./Creative Associates International, Inc.
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RECOMMENDED EQUIVALENCIES BETWEEN AMERICAN AND RWANDAN DEGREES
—_— e ATy Sy N RN A AN AND AWANUAN DEGREES

SECONDARY SCHOOL:

10 years Dipléme A3
12 years High School Dipioma’ 12 years Dipdme A2"
UNIVERSITY:
2 years Associates Degres’ 2-3 years Beccalauréat’
2 years Bachsiors Degree’ 2 years Licence’ (all UNR fisids of study
oxcept medicine)
2 yeara Mesters Dogres’ 2 years Uicence’ {medicine)
* Recommended equivalency

Note that the Rwandan higher education system curreitly does not grant degrees above the Licence.

USAID Human Resources Development Assistance Project (696-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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RECOMMENDED EQUIVALENCIES BETWEEN EUROPEAN AND RWANDAN DEGREES

------ EUROPEAN SYSTEM - - - - - - ceeeeceeccc-. RWANDAN SYSTEM «cvvccacennn
SECONDARY SCHOOL:
10 yoars Dipléme A3
13 yeers Baccalauréat’ 12 years Dipidme A2"
UNIVERSITY:
2 years Dipiéme d'Etudu.Unlvoumlrn 2 years Baccalauréat’ (all UNR flelds of
Générales—DEUG study except medicine, agronomy,
and applied sclonces)
1 year Licence 1 yoar Baccalauréat’ (medicine, agronomy,
applled sclencos at UNR)
1 year Maltrieo” 2 years Licence” (all UNR fisldsa of study
beyond excopt medicine)
Baccalauréat
1 year Dipidme d'Etudes _ 2 years Licance’ (medicine)
Approfondies—DEA
1 year Doctorat de Troisidme Cycle No equivalent UNR degree
3-5 years Doctorat d'état No equivalent UNR dagree

" Recommended aquivalency

Note that the Rwandan higher education system currently does not grani degress above the Licence.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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CRITERIA FOR MAXIMIZING THE EFFECTIVENESS OF TRAINING PROGRAMS

Certain elements are correlated with enhanced training program success.

The selection of the training

program is another major Direct communication between employer and
ingredient in successful training employee and between contractor and
programs. The following criteria employer Is a major factor in program

have been shown to maximize success.

the effectiveness of training

programs Formalized systems for communication should

be part of the training program's pre-departure
activities.

Academic training is most

effective when: USAID should mandate follow-up by the
contractor and monitor communication links.

* a wider scope is desired;

» professional skill
enhancement is desired, including public speaking, management, initiative;

* participants have had work experience in their field:

* a competitive job market exists — for instance, when a limited number of jobs
available or an increased number of better qualified applicants and degrees are
used as a screening process;

* research capabilities are desired;

* the employing institution’s commitment is clear and the institution is capable of
providing required monitoring and follow-on;

* internships or other practical training are included as part of the program;
* local or regional linkages are explored as possible research sites;

* theses or research are directly related to the country, institution, job or job
position;

* related extra-curricular activities are pursued.
Advisors may be most effective when:
* participants require assistance with course selection:;

* they have country, project or foreign student experience.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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Participants are most likely to have effective long-term experiences when:
* they are involved in training institution and course selection;

* family maintenance and well-being are discussed and clarified prior to departure;

USAID and contractors disseminate consistent information:;

* follow-on and re-entry programs are provided to participants upon return from
training;

* dynamic communication exists between the Mission and the participant.
Short-term training is most effective when:

* participants cannot be released for long absences, for professional or personal
reasons;

* technical expertise or area specialization is desired:

* participants and employing institutions help identify the need for the specialized
skill;

* funding is restricted;

* the training context takes the local context into consideration.
In-country training is most effective when:

* alarge number of participants is required to achieve a stated goal;

 funding is restricted;

* the participant must be close to family or to the work institution;

* training content must be practiced within the local context;

* no wider exposure is nesded;

* local training institution-building is desired:;

* other terhnical assistance is available in-country.

Tralning outside of the home country (in the US or a third country) is most effective
when:

USAID Human Resources Development Assistance Project (698-0463) March 1594
AMEX International, Inc./Creative Associates International, Inc.
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* a single person or small number of participants is required to achieve a stated
goal;

* funding is not restricted;
* the participant can afford to be away from family or the work institution:

* wider exposure is needed;

no local training institution can provide the required training.

USAID Hurnan Resources Developinent Assistance Project (698-0463) March 1994
AMEX International, Inc./Crestive Associates International, Inc.
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CONSIDERING ALL THE OPTIONS

One of the most important parts of designing effective solutions to training problems is

creativity. Creative solutions are those that place objectives first and look beyond
what has been done before.

° Problem: The Mission has been unable to increase the number of women
trained at the Masters and PhD programs in Health and Agriculture.

& Typical Solution: Increase numbers of women in short-term and in-
country programs.

[ Another Solution: Create long-term training opportunities at the post-

secondary and undergraduate levels where there are likely to be more

female applicants.
. Problem: The local private sector lacks mid-level accounting personnel.

[ Typical Solution: Provide long-term academic training in accounting
university staff.

for

[ Another Solution: Increase the capability of local training providers to

conduct in-house training of private sector accounting staff.
Finding creative ways to solve training problems is not difficult.
One way is to find out what others have done:

e Network with your colleagues in other Missions

Find out how you can e-mail other Missions. Ask others for their suggestions on

specific training solutions.

e Read project evaluations and impact analyses
Look for List of Recent Publications by CDIE. These usually circulate in the
Mission. Order publications on programs similar to yours. Read the
publications!

® Seek out specialized information.

if you don't find a course description that meets the needs of your target group,
ask your Participant Programmer to identify additional courses or to design a

special program.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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The attachments that follow provide useful information on a variety of topics that will
help you find creative solutions.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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FIELDS FOR LONG-TERM TRAINING
NON DEGREE OR ASSOCIATE DEGREE
(A.A. or B.S. level)

Accounting

Actuarial Sciences
Advertising

Agricultural Business
Agricultural Economics
Agricuitural Education
Agricultural Technologies
Architectural Technologies
Architecture

Bacteriology

Biochemistry
Biotechnology
Broadcasting

Botany/Plant Sciences
Business
Admir/Commerce/Mgmt
Business Education
Business Machines Technology
Carpentry

Ceramic Engineering
Ceramic Sciences
Commercial Art
Communication
Communication Equipment
Technology

Computer Information Systems
Computer Management
Computer Programming
Construction Management
Constructiori Technologies
Consumer Technologies
Dairy Sciences

Drafting and Design
Electrical & Electronics
Technologies

Electrical Engineering
Electrical Engineering
Technology
Electromechanical Technology
Engineering and Applied
Sciences

Hospitality Services

Hotel and Restaurant Management
Human Services

Industrial Administration

Industrial & Heavy Equipment Maintenance
Industrial Arts

Industrial Engineering Technology
Information Sciences

Insurance

Interior Design

International Business

Jewelry & Metalworking
Laboratory Technologies

Library Science

Machine and Tool Technologies
Mgmt Information Scierices
Manufacturing Technology
Marketing/Retailing/Merchandising
Mechanical Engineering
Mechanical Engineering Technologies
Microbiology

Mining Technology

Ornamental Horticulture

Pest Control Technology

Plastics Engineering

Poultry Science

Printing Technologies

Public Relations

Quality Control Technology
Purchasing/Inventory Management
Retail Management

Sacred Music

Sculpture

Secretarial Studies/Office Mgmt
Soil Conservation

Solar Technclogies

Statistics

Surveying Technology

Technical Writing

Textile Arts

Textile Engineering

USAID Human Resources Development Assistance Project (698-0463) March 1994
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Engineering Technology Textiles and Clothing
Fashion Design and Technology Tourism and Travel

Farm and Ranch Management Transportation Technology
Fashion Merchandising Veterinary Sciences
Finance/Banking Vocational Education
Food Marketing Welding Engineering

Food Sciences Welding Technology
Funeral Service Wood Sciences

Geological Engineering
Heating/Refrig/Air Conditioning
Horticulture

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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SELECTING TRAINING INSTITUTIONS OR PROVIDERS FOR PROJECT SUPPORT

Developing an institutional capacity to provide training in-country in areas supportive
of the Mission’s objectives is one way to increase the likelihood of training impact.
The HRDA Project, bilateral HRD Projects and bilateral Technical Projects (in Health,
Agriculture, Democracy and Governance) can be used to provide direct support to
selected local training firms, non-governmental associations, professional associations
or volunteer groups.

Once the Mission has & clearly stated Human Resources Development Strategy (in the
form of a Country Training Strategy) it may want to examine the possibility of
strengthening a local institution to enable it to carry out some of the in-country training
required.

WHAT KIND ©F SUPPORT CAN BE PROJECT-FUNDED?

Support to a Training Provider (TP) should not be provided on an ad hoc basis.
Analysis and a budget for such support should be provided in the Project Paper (of a
Bilateral Project) or in the Mission's yearly Training Plan (for a buy-in to HRDA). TP
support can include:

° Technical assistance to evaluate the TP's current programs and future
capabilities;
° Staff training, in the form of short-term external programs, training of trainers

courses, or in-house training in specific areas;
° Commodities: training related equipment and supplies;

° "Subsidies" to support the development and dslivery of mutually agreed upon
programs. This is most easily accomplished by purchasing a service from the
TP. For example, project funds can be used to "buy" the development of a
course on Marketing Fruits and Vegetables which would be offered in-country
to approximately 150 participants;

° Technical assistance to help the TP develon coursework, set up systems for
evaluation and follow-on and other tasks. The technical assistance could be
provided through a contract with an outside or local firm;

° Involving the TP in the recruitment, selection and processing of participants.
This could be accomplished through participation on an Advisory Board or by
contracting with the TP to provide selected services.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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WHAT'S THE PROCESS FOR IDENTIFYING, EVALUATING AND SELECTING
TRAINING PROVIDERS FOR PROJECT SUPPORT?

> Selection Criteria

1) What qualifies as a training institution?
An institution which has training as one of its main objectives and which has
committed or will commit financial resources to providing the staff, materials
and infrastructure required to carry out training programs;

2) What kind of training are we talking about?

This will vary depending on your overall training strategy.

One possibility might te "Training that is intended to enhance the managerial
skills of mid-level employees of private sector firms."

3) Who are the beneficiaries?
Again, this will vary from Mission to Mission. One possibility is "Adult
employees of private sector firms; entreprensurs and business owners."
> The Process:

1) Develop a questionnaire to gather basic information about each institution,
including its financial resources, staff, and target audience(s);

2 Send questionnaire to target institutions — also seek other participation via
newspaper and radio announcements. Collect at least 10 to 15 completed
questionnaires;

3) Review submitted questionnaires and make an initial selection of 6 to 8
institutions;

4) Do follow-on site visits and interviews at pre-selected institutions to gather even
more information about training and resource needs;

5) Require submission of an institutional action plan for a two to three year period
(including financial requirements, training needs of staff and material needs:
also including a calendar of training programs with brief descriptions);

6) Review action plans submitted and select 3-5 institutions for support.
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SAMPLE QUESTIONNAIRE TO TRAINING PROVIDERS

I Name of Institution:

Address: B.P. Street Address:

Telephone: Fax:

Are there other locations where the institution carries out its activities?
Where?

Name and Title of Director:

. History of Institution:

When was it founded? Why?

Hl. Source(s) of financing:
For the last year, what percentage of the budget came from
private sources (including tuition)
the Government
Donors (list principal donors)
Other (explain)
Attach a copy of the financial statement for the last fiscal year.

Was the institution audited? If so, submit a summary of the audit report.

V. Institutional Miss!lon:

What are the principal objectives of the institution?

Is training an integral part of the institution's mission? Why or why not?

USAID Human Resources Development Assistance Project (698-0463) March 1994
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V. Most recent training activities:

List (or provide an attachment) the training activities completed in the last
twelve months (Sept. 91 to Sept. 92). Provide for each:

° the title of the program
# of classroom hours
# of trainees
° Name and relevant qualifications of trainers
® Whether the trainees paid a tuition fee. If so, how much?

VI.  Institutional Structure and Infrastructure:
Provide an organizational chart for the personnel of the institution.
Who, on the permanent staff, is responsible for developing and managing
training programs? Attach a C.V.for each person who has full-time

responsibilities for training development or implementation.

Are outside consultants, volunteers or part-time staff used to carry out training
programs? If so, please describe the circumstances.

What infrastructure does the institution have available to support training

activities?
classrooms large classrooms (for
over 50)
audio-visual equipment overhead projectors
typewriters computers
printers

(Attach an inventory of equipment if possible).

Vil. ldentification of Training Needs:
Who decides what training to deliver? Based on what?

Does the institution deliver training "on demand'? Why or why not?
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Viil. Planning:

Does the institution have an action plan for the future (1 to 5 years)? If so,
please attach it.

Respond to the following (if it is not addressed in an institutional action plan)

What are the five most serious obstacles facing your institution?

What plans have been made to overcome the problems described above?

In a "best-case" scenario, what are the major activities (training or others) that
the institution can accomplish in the next one to five years?
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SAMPLE ADVERTISEMENT TO IDENTIFY LOCAL INSTITUTIONS

The following is a sample ADVERTISEMENT to be placed in local newspapers.

A new element of the HRD Project is to provide staff training and equipment to several
local training institutions and to work closely with the institutions over the next 4 years
to provide quality training, in X languages, to support private sector development. The
training institutions selected to participate in this strengthening program must show a
willingness to devote staff, time, and infrastructure to the design and delivery of
in-country training programs.

Interested public sector or private sector institutions, which provide training to adults in
X City or elsewhere in Country X, are invited to apply. The application process
includes completing a detailed questionnaire on the institution’s staff, infrastructure
and financial resources. Site visits to the institutions as well as interviews with staff
and recent trainees will provide additional information to the Selection Committee
before a decision is reached on which institutions will be supported by the HRD
Project.

Questionnaires are available at the HRD Project Office. The completed questionnaires
must be returned to the same office no later than
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CONTRACTING FOR IN-COUNTRY ENGLISH LANGUAGE SERVICES

In francophone and lusophone countries, the need for in-country English language
training can be met by contracting with local institutions or firms for such services. In
most countries, an agreement is entered into with the United States Information
Agency’s local English Language Program to provide such services. This
arrangement is made using a mechanism called a Participating Agency Service
Agreement or PASA.

From USAID’s perspective a PASA is
entered into by issuing a PIO/T which USIS-provided in-country English
provides funding, often on an annual language services are less costly than
basis, for the English fanguage services US-based training.

required during the upcoming year. o .
USIS is not party to the PIO/T (that In many Missions thq training USIS
means that they do not clear or sign the provides has been highly rated by
PIO/T). USIS regulations call for an participants.
"Inter-Agency Reimbursement
Agreement" which describes the types
and levels of services required and the agreed upon reimbursement rates.

Missions have used various documents to formalize the inter-agency agreemant, some
of them are quite detailed, others provide only a brief outline of the services required.

Attached here you will find a sample Inter-Agency Agreement which was incorporated
as the Description of Services for a project-funded PIO/T. The issuing Mission used
the same template agreement every year, making modifications depending on the
numbers and types of services required.

Suggestions

. Ensure that USIS staff and teachers are as knowledgeable as possible
about the participants’ professional objectives and training plans.

° Work with USIS to develop special courses for special needs. For
example, participants attending short-term programs in the U.S. may
benefit greatly from a 20-hour Advanced Conversation class prior to their
departure. Find out whether USIS can arrange a special TOEFL or
GMAT preparation class.

® Check out other options. Has a private competitor to USIS sprung up?
Consider whether strengthening a local firm’'s capacity to provide English
training might provide broader development impact than using USIS
exclusively. Maybe USIS would like to work with USAID to develop a
local training capacity.
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SAMPLE INTER-AGENCY REIMBURSEMENT AGREEMENT
NO.
between

THE UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT
COUNTRY X

and
THE UNITED STATES INFORMATION SERVICE
COUNTRY X

The following agreement applies to additional intensive, semi-intensive and non-
intensive English language instruction of USAID participant trainees at the USIS
English Teaching Program (ETP) and does not provide supplemental funding for
previously negotiated instruction.

SECTION ONE: INTENSIVE ENGLISH LANGUAGE TRAINING

ARTICLE | — LEVEL OF EFFORT

A. It is estimated that 750 hours of intensive English instruction will be provided
under this agreement. This instruction will be provided over three 250-hour periods.
Each course will be limited to a maximum of eight participant trainees, of equivalent
level, to be nominated at the discretion of USAID. These courses will begin between
March 1, 199-X and August 1, 199-X. Students for each 250-hour course will be
tested simultaneously to determine their level of English proficiency at least three
weeks before entering the program on a schedule determined by the ETP.

B. For the purpose of this agreement, English language instructors will work on
schedules agreed to between them and the ETP, and they will be paid according to
ETP’s policies. Students will be assigned to classes based upon the ETP’s
recommendations as determined by the students’ availabilities and capabilities.

ARTICLE Il — SCOPE OF WORK

A The ETP will establish a training program and schedule and submit the
schedule to USAID for approval. Once the course begins the terms of the schedule
are not subject to change without mutual agreement.

B. Adequate teaching materials will be provided by the ETP.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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C. The ETP will maintain student progress reports and provide such reports to
USAID as specified below:

1.

A report on test resuits including an estimate of the training time required
prior to commencement of university studies in English.

A progress report covering all participants (indicating whether average
progress has been made, evaluating students’ motivation, and noting
problems or recommendations) shall be provided to USAID at the end of
each month. The final monthly report for each program will include a
comparison of pre- and post-test scores for each participant.

Special progress reports as deemed necessary by the ETP.
USAID will be given prompt notification if at any time it is felt that any

student(s) in the program is (are) incapable or unwilling to make normal
progress.

D. The ETP will provide classes as specified below:

1.

The intensive course will run approximately 23 hours a week for a total of
250 hours, beginning on a schedule to be agreed upon by USIS and
USAID. USAID will be charged for tuition and administrative costs for
each intensive course of 250 hours.

The ETP will register and process all students enrolled in intensive
courses for the next appropriate TOEFL session. The fee of $50.00 per
student is based on the actual ETS fee schedule (currently $45.00) plus
a processing fee of $5.00 per application.

ARTICLE il — COST OF INTENSIVE PROGRAM

A. The ETP will be reimbursed the following fees in U.S. dollars for services related
to intensive programs:

1.

Tuition cost per 250-hour course = $
(with 1 to 8 students). This cost

includes all books and classroom supplies

for the students.

2. Administrative cost per 250-hour course = $
3. TOEFL testing ($50/test) = $
(up to 15 tests with $200.00 reserved for
DHL costs if needed)
USAID Human Resources Development Assistance Project (698-0463) March 1994
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4, Administrative cost for each additional
placement test scheduled ($55/test)

il
A5

B. An estimated 250 hours of intensive language instruction, the actual cost of
TOEFL registration and processing (not to exceed $ ), and the actual cost of
additional placement exams (not to exceed $ ) are foreseen for a total amount
of § .

SECTION TWO: SEMI-INTENSIVE PROGRAM

ARTICLE | — LEVEL OF EFFORT

A. It is estimated that 350 hours of semi-intensive English instruction will be
provided under this agreement. This instruction will be given through courses of 50
hours each. These courses will preferably be held in the afternoon or early evening
for 4-12 hours a week for up to 350 hours of instruction. Each semi-intensive course
will begin on a mutually agreed upon date; the first semi-intensive course is scheduled
to begin on or around October 4, 199-X, and the last one will begin no later than
August 1, 199-X. Course content for these classes will vary considerably, but may
include components to strengthen English skills for academic and non-academic
training, opportunities to improve business English skills, and to discuss cross-cultural
topics.

B. USAID participants selected for semi-intensive courses will be tested at USIS at
least two weeks before the start of classes and will be put in classes according to
English ability. Class size will be between 1 and 12 students.

C. The ETP will maintain student progress reports and provide such reports to
USAID as specified below:

1. A report on placement test results.
2. A mid-term and final progress report for each student.
3. USAID will be given prompt notification if at any time it is felt that any

student(s) is (are) incapable or willing to make normal progress.

ARTICLE Il — COST OF SEMI-INTENSIVE PROGRAM

A. The ETP will be reimbursed the following fees in U.S. dollars for services related
to semi-intensive programs:

1. Tuition cost per 50-hour course = $
(1 to 12 students) This cost includes
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all books and classroom supplies for students.

2 Administrative cost per 50 hour class = $

It
<

3. Administrative cost for each additional
placement test scheduled ($55.00)

B. An estimated 350 hours (i.e. 7 courses of 50 hours each) of semi-intensive
language instruction plus the actual cost of additional placement exams (not to exceed
$ ) are foreseen for a total amount of $

SECTION THREE: NON-INTENSIVE ENGLISH LANGUAGE TRAINING

ARTICLE | — LEVEL OF EFFORT

The ETP agrees to admit USAID participants into its regular evening English language
program. New candidates must take the placement exam following the schedule
published for new students. The names of the candidates for the ETP are to be
submitted to USIA by the second day of registration announced before each term.
Notice of placement exams and registration dates will be given in writing, not less than
five working days prior to the beginning of the registration period by memo addressed
to the USAID Executive Officer with another copy provided directly to the USAID
Training Office.

ARTICLE Il — SCOPE OF WORK

A. The ETP agrees to report on the attendance of all enrolled personnel at mid-
term and on their attendance and progress after each completed term.

B. The ETP agrees to register continuing students the first day of registration upon
notification from USAID of those candidates’ eligibility for re-enroliment.

C. The ETP reserves the right to refuse to register any continuing student whose
previous work was not deemed satisfactory.

ARTICLE Ill — COST OF NON-INTENSIVE PROGRAM

A. USAID agrees to reimburse USIA the tuition and book fees announced for Host
Country Nationals for each of its enrolled candidates. Currently the tuition fees are xxx
francs per term for classes meeting 4 hours a week and xxx francs for classes
meeting 2 hours a week. The book fee is currently xxx francs per book, which is
usually used over the period of two terms.
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E. USAID agrees to pay an administrative fee of the equivalent of xxx francs per
term for each student registered.

C. The maximum amount payable under this agreement for non-intensive English
training is $
SECTION FOUR: REIMBURSEMENT IN U.S. DOLLARS

ARTICLE | — REIMBURSEMENT PROCEDURES

A. USIS will request reimbursements from USAID for the services described above
on a quarterly basis.

B. Reimbursement requests will be submitted to USAID on Standard Form 1080 or
1081 to effect an inter-agency reimbursement in U.S. dollars.

C. Reimbursement requests under this agreement, together with dates and types
of services provided with the names of the individuals enrolled in each program,
should be submitted to:

USAID
Controller’s Office
P.O. Box XXX
City X, Country X

D. Reimbursement will be made no later than one month after proper requests are
submitted. All reimbursements must be made by August 20, 199-X.

ARTICLE Il — TOTAL AMOUNT OF AGREEMENT

A. The maximum amount payable under this agreement is $ which
includes:

a. Intensive English language instruction and TOEFL Testing $
b. Semi-Intensive English instruction $
c. Non-intensive Evening English instruction $

TOTAL NTE: $

B. The ETP will keep a close account of all costs incurred and accrued hereunder
and will promptly notify the AID Director whenever, in its opinion, the said maximum
will not be sufficient to cover all reimbursable costs anticipated under this agreement.
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SECTION FIVE: LIFE OF AGREEMENT

A. This agreement goes into effect on October 1, 199-X and continues in force
until September 30, 199-X.

B. This agreement can e revoked in writing by either party by giving 30 days’

notice. The revocation will not effect programs already in progress at the time of
revocation nor those scheduled to begin within the 30 day period.

SIGNED on this day

Public Affairs Officer Administrative Officer

usIS US Embassy

Director/Representative

USAID
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DESIGNING AND IMPLEMENTING GROUP STUDY TOURS

The group study tour, which takes place in one or several countries, is a relatively new
training activity that has been carried out with success in recent years. This type of
training program has grown out of a need to provide participants with an opportunity
to view a specific problem or issue from a variety of perspectives — and to make direct
contact with others who have already worked through varying solutions to the
problem.

The best study tours are highly focused. Objectives are clearly defined for
participants with similar needs. Often a study tour is an opportunity to provide
participants with differing points of view

on an issue with a better understanding The third-country study tour often
of possib|e solutions. The hope that responds to a need to view situations

not the case when African participants
travel to the United States.

From a Mission viewpoint, the third- R e

country study tour is one of the most

difficult training programs to design and implement, unless the Mission has an
institutional contract in place which can provide for such an activity. 'When that is not
the case the Mission has several options such as securing a direct contract with an
outside firm or "buying in" to an existing requirements contract. In each case, the
Mission’s Contracting Officer (or Regional Contracting Officer) should be consulted for
advice on the most expeditious contracting mechanism to use.

often underlies such programs.

A sample scope of work follows.
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SAMPLE SCOPE OF WORK

East African Study Tour for Organizational
Development Support of Women’s Groups

l BACKGROUND

In Country X, women'’s principal economic role is to produce food crops to feed their
families. In addition, women process basic foods for daily use, market their harvests
in local and regional markets, and, increasingly, produce and market cash crops as
well as engage in other non-agricultural productive activities (such as basket making
and sewing) to augment their household incomes.

In the capital and secondary towns, businesswomen and professionals are increasing
in number and the traditional role of woman as homemaker is being eroded as
women begin to provide significant contributions to family incomes.

Women are using a variety of strategies to cope with their changing economic roles,
and, as in many other countries, associations of like-minded women are emerging and
are struggling to carry out agendas designed to increase women's skills and
competitiveness as well as provide mentoring and networking support. Many of these
newly developed women’s associations in Burundi are experiencing growing pains as
they attempt to attract new members, set long-term goals, implement operational
strategies and develop organizational skills to carry out the tasks they have set for
themselves.

USAID/X’s development program aims to strengthen domestic and export markets for
Burundian agricultural produce and products. Women will continue to provide most of
the labor required for agricultural production here and it is important that women
become effective and efficient managers of the processes required to increase
production and sales of processed ("value-added") agricultural products.

Experience in other African couritries has shown that women's groups, cooperatives,
associations, and "tontines" provide an important framework for empowering women.
Since these associations are just being to emerge (and in many cases women are
only just talking about forming such associations), it is opportune to provide selected
women from the economic sector with knowledge of the growth and organization of
such groups. We hope that such a "nudge" will enable women here to move forward
more surely.

These associations will benefit greatly from an opportunity to learn about the
davelopment of similar organizations in neighboring countries. Direct contacts with
the members of "sister" organizations will provide Burundian women with guidance
and skills in organizational development that they need to ensure the successful
growth of their own associations.

USAID Human Resources Development Assistance Project (698-0463) March 1994
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A two-week study tour will be organized for a group of approximately 9 host country
nationals selected for their positions officers of selected women’s associations (see
Attachment Il for a list and brief description of the associations concerned) and one
government official who collaborates and supports the activities of these associations.
The participants will be selected, in part, based on their English and Swahili skills in
order to minimize reliance on interpreters.

Il. DESCRIPTION OF THE TRAINING PROGRAM
A. Training Objective

The study tour will offer members of the women'’s associations an opportunity to meet
with other similar organizations and to foster networks among associations in the
region. It will provide them with specific management and planning tools for
improving the organizational development of their member associations

B. Duration

The study tour will be two weeks in length and will be scheduled for February or
March 1993. It will include approximately 4 days in Tanzania and approximately 10
days in Kenya.

C. Management of the Study Tour

USAID/X will request REDSO/ESA RCO assistance to contract with a private firm in
Kenya to undertake the arrangements and management of the study tour, including
the hiring of a trainer and interpreters. The Contractor will work closely with the
AFWID advisor in Nairobi and the USAID/X Training Office in the planning and
implementation of the study tour.

D. Contractor’s Responsibilities
1. General

The Contractor will be responsible for providing for airport to hotel transportation,
assistance in clearing customs and immigration, making hotel and local transport
arrangements, scheduling meetings with the appropriate women’s groups, providing
interpreters, accompanying the group to all meetings and visits, arranging for and
implementing meetings of the participants and for a two-day training program for the
participants, arranging for two working luncheons.

The Contractor will be responsible for making all arrangements (except for air travel
from City X-Dar Es Salaam-Nairobi-City X) for this training program, including but not
limited to the following:
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a. Providing USAID/X, for its approval, with detailed information on the
training program including scheduled meetings and an outiine of topics
to be covered during the workshop sessions at least three weeks prior
to the start of the training program;

b. Providing a workshop organizer who will meet the participants in
Tanzania and accompany them throughout the training program;

cC. Making appropriate hotel reservations for the participants;
d. Contracting with personnel for training and translation services:;
e. Arranging for all training-related transportation in Tanzania and Kenya as

well as arranging for airport to hotel transportation throughout;

f. Setting up meetings as appropriate with women'’s associations:

g. Providing assistance to participants in case of emergency or accident,
including making arrangements for medical consultations if required,
and;

h. Providing USAID/X with a final report summarizing the activities, providing
copies of handouts used during the workshop sessions, assessing the
participation of the Burundians throughout the program, and evaluating
the effectiveness of the program in reaching the training objectives.

2, Specific
a. Pre-departure Briefing

After the initial description of the study tour (see Il.D.1.a above) is approved, the
Contractor will provide USAID/X's HRD Project Manager with full details
including information on program logistics, lodging information, etc. for the
study tour at least two weeks prior to the departure of the group from Country
X. USAID/X will provide a pre-departure briefing to ensure that all the
participants are aware of the objectives of the training program and their
individual responsibilities.

In general, the participants should spend between six and eight hours a day in
meetings or visits directly reiated to the objectives of the study tour.

b. Tanzania Visit
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Sunday: Arrival, free evening.

The participants, will leave City X for Dar Es Salaam on a Sunday (Air
Tanzania). The Contractor will meet the participants at the airport and provide
them with transportation to their hotel.

The Contractor will ensure that the participants are registered at the hotel and
will provide them with information on nearby restaurants, prices of taxis, and
other related information to enable the participants to organize their evening
themselves.

Monday Morning: The Contractor will arrange a meeting of the participants with
representatives from several organizations. The morning can be spent making
introductions, reviewing the objectives of the program and learning about some
of the Tanzanian organizations. The Tanzanian organizations should provide
information on the history of their association, how they organized for regional
and national membership, the structure of the assn, governing bodies, day to
day operations, etc.

Monday Afternoon to Wednesday: The Contractor will arrange for and
accompany participants to meetings and site visits with several women's
associations. During each meeting, the Burundians should have an opportunity
to ask questions about the other organization and to meet with some of the
organization's leaders and members.

The contractor will provide logistic support and provide for local translation
services (Swahili to French) if required.

Visits will be arranged to offices or project sites of selected associations and
participants will learn about the role of the officers in the association and how
its governing board works.

One working luncheon should be arranged for the participants and their local
counterparts. The luncheon should be arranged at a women’s assn facility and
not at a hotel or restaurant; the luncheon will be a chance for the participants to
learn about local foods and customs and to discuss informally with their
Tanzanian counterparts.

if possible, one morning or day might be spent traveling to another location to
see how the regional office of one of the associations works. The location
should not be more than two hours’ ride from Dar es Salaam.

c. Kenya Visit
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Thursday: Travel to Nairobi. Depending on the airline schedule, the Contractor
may arrange for additional activities in Tanzania in the morning.

The Contractor will meet participants at the airport and provide transportation to
their lodging at a site outside Nairobi, but within approximately two hours drive
from the city.

Friday and Saturday:

The Contractor will organize and implement a two-day workshop in French to
provide the participants with an opportunity to brainstorm on what was viewed
in Tanzania, its applicability to Burundi, and to list questions and other areas to
be explored. Sessions will include:

the process of organizational development;
working within a membership organization;
setting agendas;

organizing productive meetings;
encouraging membership growth;

setting organizational gcals;

developing annual plans, etc.

Sunday: free day: The Contractor will provide the participants with suggestions
for possible activities (shopping, restaurants, etc) for this free day.

Monday: remain at site outside Nairobi:

The Contractor will arrange meetings and site visits similar to what took place in
Tanzania.

Tuesday morning: The Contractor will provide participants with transportation
to return to Nairobi and to settle in new accommodations.

Tuesday afternoon, Wednesday and Thursday morning:

The Contractor will set up separate meetings for smaller groups or individuals --
for example, the representative of the Women's Lawyers Association should
spend at least one full day learning about the "sister" organization in Kenya.
Depending on the English and Swahili skills of the participants, the Contractor
may have to provide translation services (English to French) for some of the
groups.

As in Tanzania, on one of the days in Nairobi (possibly Thursday) the
Contractor will arrange for a working lunch with local counterparts.
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Thursday afternoon: Synthesis Exercise. The Contractor will arrange for and
implement a vession with all of the participants to review what was learned,
gained from the Study Tour. Each participant should make a list of new ideas
and suggestions for strengthening her association. During this session, the
Contractor will also provide the participants with an opportunity to evaluate the
Contractor’s performance and to evaluate the usefulness of specific visits and
of the training sessions.

Friday mo.ning: return to Country X on Kenya Airways: The Contractor will
provide transportation from the hotel to the airport and will ensure that
participants meet all regulations prior to their departure.

d. Post Training Meeting

USAID/X will mest with participants within two weeks of their return to discuss and
evaluate the training program. In addition, approximately six months after completion
of the training the Training Office, in consuitation with the AFWID Advisor will develop
an evaluation mechanism to assess the impact of the training on the organizational
development of the associations involved.

E. Interpreter’s Services

Participants will not require full-time interpreter services, since many of them will speak
either English or Swahili and can be expected to assist each other during much of the
program. For visits that do not involve the entire group, such as those to be
scheduled at the end of the tour in Nairobi, the Contractor should arrange to have an
interpreter available to accompany some of the groups, especially for those visits of a
more professicnal nature (such as the Women's Lawyers Group). The workshop
organizer, who must be proficient in French, will also be available to serve as
interpreter on occasion.

F. USAID/X’S Responsibilities

USAID/X will be responsible for making the following arrangements for the
implementation of the training program:

1. Selection of participants;
2. Pre-departure briefing;

3. Ensuring that participants have the necessary visas, health and travel
documents;

4, Ensuring that participants are provided with full maintenance; allowances
(for direct payment of hotels, meals, etc) prior to their departure;
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5. Approving the final program description for the training program;

6. Booking international flights and providing participants with fully-paid
confirmed tickets prior to their departure;

7. Enrolling participants in a medical insurance program that will provide for
reimbursement of major medical expenses incurred during their training
program;

8. Post-training mesting and iullow-on activities.

lll. CONTRACTOR’S QUALIFICATIONS
A. Workshop Organizer

Qualifications: At least two years' experience organizing workshops and/or study
tours, in a professional or volunteer capacity is required.

Advanced French language proficiency, evidenced by previous professional work
using French as the language of communication, is required.

Evidence of an interest in and understanding of women's associations and activities in
Kenya and Tanzania is preferred.

B. Trainer/Facilitator:

Minimal Qualifications: At least three years’ professional experience working with
non-governmental and volunteer associations, including experience conducting
training sessions on organizational development.

Advanced French language proficiency, evidenced by previous professional work
using French as the language of communication, is required.

At least two years’ experience, in a professional or volunteer capacity, as officer or
board member of a prominent Kenyan or Tanzanian women'’s association, is
preferred.

C. Institutional Capaclty:

The Contractor must provide evidence of institutional capacity required to carry out
contract responsibilities. This evidence includes, but is not limited to, information on
completion of similar responsibilities, information on office staff and resources
(including fax and telephone lines), as well as on contacts within Tanzania, for the
Tanzania portion of the trip.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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IV. EVALUATION CRITERIA
Technlcal Proposal: 75%

The Technical Proposal should be no more than 10 single-spaced typed pages and
should be organized as follows:

1. Proposed Technical Approach.
2. Institutional Capacity and Key Personnel.

The proposal will be evaluated based on the following criteria:

1. Proposed Technical Approach (35 pts)

. Understanding of Contract Responsibilities

. Tanzania Portion

o Kenya Fortion

2. Institutional Capacity and Key Personnel (40 pts)

. Appropriateness of Previous Experience

. Appropriateness of Resources

. Experience, Qualifications and French Language Skills of
Key Personnel

. Previous Experience working directly with Women's
Associations

Cost Proposal: 25%

Cost Proposals should include all costs associated with the design and
implementation of the study tour except those directly related to the trainees’ airline
travel, lodging, per diem, visas, airport taxes and health insurance. These latter costs
will be provided for the trainees by USAID/X.

V. ESTIMATED BUDGET

A. Staff Costs:
Workshop Organizer

Salary 30 days @ $250/day $ 7,500
Travel NBO/DAR/NBO 500
Perdiem:
Tanzania: 10 days @ $107/day 1,070
Kenya: 4 days @ $100/day 400
Tralner/Facilitator
Salary 5 days @ $250/each 1,250
Perdiem: 3 days @ $100/each 300
Interpreters '
Salary 5 days @ $350/day 1,750
USAID Human Resources Development Assistance Project (698-0463) March 1994

AMEX International, Inc./Creative Associates International, Inc.
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Sub-Total: Staff Costs: $ 12,770
B. Administrative Costs:
Rent meeting space: 14 days @ $100/each 1,400
Communications 250
Photocopying/Secretarial 250
Local transport: 14 days @ $100/each 1,400
Working Lunches (25-30 participants):

Tanzania: 30 @ $15/each 450

Kenya: 30 @ $15/each 450
Overhead costs 500

Sub-Total: Staff Costs: $ 4,700
Contingency @ 10% $ 1,747

Sub-Total: Administrative Costs: $ 6,447
TOTAL BUDGET: $ 19,217

VI. PAYMENT SCHEDULE
Payment to the Contractor will be based upon the following schedule:

. 40% of total costs payable upon approval of detailed information on
training program as specified in li.D.1.a (p.2) above.

. Final Payment upon receipt and acceptance of final report as specified in
I.D.1.i (p. 3) above.

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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SUPPLEMENTARY

INFORMATION

In the spirit of training for impact, we have designed this workshop with impact in
mind. We have worked to change and improve how you, the Africa-based USAID
HRD professionals, manage your Missions’ training portfolios in support of USAID
development objectives throughout the continent.

Change — the application of the skills you acquired and ideas you discussed during
this workshop — will continue well beyond this short time together in Washington. This
workbook is thus intended to grow with you, during this workshop and in the months
to come.

Please use this section to organize your own HRD materials. To get you started, we
have included dividers for each of the major themes of the workshop as well as one

for your own professional development. Tabs 9 through 12 are also included for you
to customize your workbook to meet your own needs.

We are including the following print-outs and articles to help you get started.

HRDA Directions, March, 1994
ATLAS Alent, June, 1993
Iroko, August, 1993
Fact Sheet on ATLAS Services
OIT Acronyms
Africa: A Flicker of Light
State Department Finds Widespread Abuse of World’s Women
Data Conversion and Audits
Develpoment, Democracy and the Village Telephone
The Gold Mine of Data in Customer Service
The Power of Software
The Technology Payoff
What Computers Are For.

Good luck!

USAID Human Resources Development Assistance Project (698-0463) March 1994
AMEX International, Inc./Creative Associates International, Inc.
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Human Resonrces Development Assistance Project (1HRDA)

Timely, Professional Support for Your HRD Needs

Assisting with Training Management

Well-managed training enhances its impact. Technical assistance can improve dayv-to-day management of
the training office, train new statf and develop Mission training, strategies and multi-vear plans. The development
of multi-vear training plans and the desiyn of training components in project activities - regardless of sector-- are
enhanced by thorough considerations of the potential impact of the training, proposed. HRDA /AMEX staff and
its subcontractor, Creative Associates International, Ine,, have considerable expertise in impact analvsis in Africa,
FIRDA ZAMEX statt canvwork with interested Missions to identify wavs to achieve greater training, mmpact such as
re-investing in returned participants and upgrading the quality of training offered by local providers.

——

WISHFUL THINKING

Supporting Technical Field
and Outreach Services

Training Officer: 1'd like to have more input into the
mix of activitics that make up the Mission’s training
portfolio.

The greatest untapped resouree for private sector
development in Alrica is its business people, many of
whom have benefitted trom US.-sponsored training,
HRDA/ZAMEX supports networking and outreach
within the African business community by helping
Missions develop outreach mechanisims for local
business assodiations, encouraging participation of
returnees in discussion groups and trade fairs, or
arranging reundtables for Atrican entreprencurs to

share their successes.

Project Officer: Twish I could measure the impact of
in-country training programs.

Project Decclopment Officer: Twant to get technical
offices to focus on training as a development tool
during project design,

Project Manager: I'm tired of lengthy contracting
procedures and frustrated because I can't pet the kind
of technical support [want when I need it

To help strengthen local training providers, )
FIRDA/AMEX staft can conduet training needs
assessments, evaluale the capacity of Jocal training
providers and assist in the implementation of HRDA
traming activities. Institutional strengthening of
training providers can include onssite coaching of trainers, or training-of-trainers courses to improve skills in
assessment, design and course delivery. HRDA canalso help create training advisory boards to work with
Missions toreeruitand select participants or help training advisory groups to work more effectively by
streamlining procedures to ensure both transparency and efficiency.

Developing Outlines for Scopes of Work

USATD AWashington statf can assist Missions in drafting scopes of work (SOW) to enable Missions Lo access
technical services more quickly. Sample SOWs are available for services most frequently requested. Missions can
obtain assistance on FIRD-related tasks ranging from initial project designs to impact analyses of training
completed.

Exchanging Information

Participant traming and in-country training are two of the most effective tools for achieving development
objectives and TIRDA is committed to improving training management to ensure masimiri impact.
HRDAZANEX staff facilitate mmformation exchange through publications and workshops. Directions is published
quarterhy to provide information on innovative ideas, strategies apd programs to mmprove traming management .
HRDA SAMEX stalt can also help Missions and Tocal training providers produce their own newsletters or design
and conduct regional workshops targeting special training needs.

X
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Human Resources Development Assistance Project (HRDA)

Accessing HRDA Services

To receive technical field support, most Missions can access AMEN and its subcontractor Creative Associates
Iulcnmtmn.ll Inc ACAID, 1o provide services through HRIDA's requirements or Q" LUH“:\L["“!lt‘tlllt‘ntl\' called a
“buy-in”--using funds already obligated to HRDA or to another Mission project. Procedures for using the Q
contract are even easier than pmudmc for using an 1QC tUndefinite Quantity Contract) and are less
time-consuming than most other procurement options.

The Steps

1

For more information, contact AFR/ONUTPPI staff at:

Mission identities FIRDA activity or services
required.

Mission querios AFRZONI/TPPLabout the
services needed. AFR/ONTI/TPPE staff
provides Mission with sample documents and
information on similar past activities,

Mission prepares PIOY T with scope of work
(SOW) and budget. PIO T s sent to THHRDA
Project Ofticer Paul Knepp in AFRZONT/TPPI
for action. Note: A diskette in Wordperfect
format containing the scope of work should
accompany all PIO/Ts and be sent via
international courier service to: Paul Knepp,
AFR/ONI/TPPI, Room 301-M, 515 22nd
Street, N.W., Washington, D.C. 20523,
Telephone: (202) 663-2713.

4

AFR/ONIZTPPE reviews and approves the
SOW and estimated budget or recommends
modifications to the Nission.

Approved SOW is sent by the Project Oftficer to
the Office of Procurement which reviews and
approves the SOW and then forwards it to
AMENX.

AMEX prepares formal response to request
and submits it to the Project Officer.

AFR/ONT/TPPL contacts Mission to discuss
technical assistance candidates, proposed
timeline and other issues,

QOffice of Procurement evaluates AMENX's
proposal, negotiates terms, and issues delivery
order.

Mission provides concurrence for field visit.
Following completion of the delivery order,
AMEN conducts a de-briefing with Mission.

Contact Telephone ! Fax/E-mail ‘, Mailing Address
Paul Knepp (202) 663-2713
¢ 2 133-2692 ? {ne q I !
HRDA Project Officer (202) 663-2692 I [ll'll Knepp@alr.oni E
I reeman Daniels AFR/ONI/TPPI '
Private Sector (703) 235-4442 Room 301-M |
Training Advisor SA-2 ;
CElizabeth Torrey oD |
izabeth lorrey - Washington, D.C.
lnler'm.timml Program (703) 235-9091 (703) 235-9086 2()523_0834
~ Specialist 5
Rita Wollmering, i ;
Public Sector (703) 2355129 f‘ i
|

Training Advisor

Larraine Denakpo, HRD/\//\MI X l’m]mt Manager, and Donald Hart and Andrew €

Gilboy, the Private Sector |

Training Coordinators, and other AMEX/CAIL staff should be contacted through AFR/ONI/TPPI.

For your files ...
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ATLAS

AFRICAN TRAINING FOR LEADERSHIP AND ADVANCED SKILLS

We are pleased to announce that the African-American Institute (AAI) has been awarded
a five-year contract with the Agency for International Development to administer the African
Training for Leadership and Advanced Skills (ATILLAS) Project, Phase'l. ATLAS is a
cooperative effort of participating governments, American universitics, the Council of
Graduate Schools in the United States, and the Agency for International Development
(A.LLD.).

The goal of the ATLAS Project is to improve the ability of African institutions and
organizations to plan and promote sustainable development. The project’s objective is to
strengthen leadership and technical abilities and enhance the professional excellence of
individuals serving in African public and private. sector entities, including universities,
research centers and other key development institutions.

The ATLAS Project, as a successor to the African Graduate Fellowship (AFGRAD)
Programs, will continue to offer undergraduate, graduate and postgraduate fellowships for
highly qualified Africans to undertake academic programs in the United States. ATLAS will
provide advanced studies in disciplines critical to development, such as ecconomics, business
administration, public health, agriculture and engineering. At least thirty percent of the
awards will go to women in order to increase their ability to fill leadership and non-
traditional roles in African development. It is estimated that approximately 600 participants
will be trained during the five year period, with the first to begin their programs in the 1991-
92 academic vear.

The most significant departure from the AFGRAD Program is the elimination of A.LD.
centrally-funded scholarships. Primary funding for ATLAS Fellowships will be provided by
the participating USAID Missions. The African-American Institute’s cooperative
relationship with the Council of Graduate Schools and the contribution of tuition
scholarships by U.S. universitics will continue under the ATILLAS Project.

USAID Missions participating in ATLAS will determine their training needs in relation to
their overall and sector strategies and the objectives of A.LLD.’s Development Fund for
Africa (DFA). DBricfly put, the overall goal of the DIFA is to encourage broad-based,
sustainable ¢conomic growth.

AV



An exciting component of ATLAS is the post-training professional enhancement program.
The enhancement program encourages professions development and networking among
AFGRAD and ATLAS alumni as well as among returned participants from other USAID-
funded training programs. The new field activities will include:

* national and regional symposia on topics critical to African development

* support grants to African professional societies and organizations

re-entry workshops in Africa

* regularly updated directories and newsletters for alumni and networking through
alumni associations

AALI selected four subcontractors to assist in meeting the challenges of ATLAS:

* The African Academy of Sciences (AAS), based in Nairobi, will be
primarily involved in the symposia and other ficld activities

* The National Association for Equal Opportunity in Higher Education (NAFEO)
will be the liaison with historically black colleges and universities

« Arthur D. Little, Inc. (ADL) will design special seminars for participants
in the U.S. and provide expertise for some of the field activities

* Management Systems International (MSI) will assist AAI in refining the
existing AAl management information system to mecet the requirements of ATLAS.

For further information contact: (Mrs.) Heather Monroe
Chief of Party, ATLAS
The African-American Institute
833 United Nations Plaza
New York, N.Y. 10017

AR
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TEL (212} 949-5666 FAX (212)682-6174 TELEX 666-565 CABLE: AFRAM

FACT SHEET ON ATLAS FIELD SERVICES

Background

In pianning the African Training for Leadership and Advanced Skills Project (USAID
AFR 698-0475), one of the major concerns was how to keep the skills and knowledge acquired
in long-term US training programs current and relevant among returned participants. What could
be done in terms of follow-on programs for the more than 2,500 AFGRAD alumni and the
thousands of USAID-financed participants across the continent?

These issues prompted a concern with what the Project Paper was to call "professional
enhancement."” It was decided that enhancement could take several forms, both individually as
well as institutionally. To cover all the individuals which AFGRAD had trained, a networking
newsbulletin was established, called IROKO: also the Project would update its "Directory of
AFGRAD/ATLAS Fellows" every year, and mail a copy to every single alumnus. In addition
there weculd be a series of professional seminars, conferences, workshops, colloquia, and
symposia on themes of general development importance. Finally, to promote institution-building
and sustainable enhancement environments, ATLAS planners incorporated a small grants
program to voluntary associations and professional societies in Africa whose membership
included USAID-financed participants. Together, these four major activities areas comprise what
is called ATLAS Field Services:

@ Publication of the AFGRAD/ATLAS Alumni Directory;

® Publication of IROKO, the Project’s networking bulletin;

® Conferences, workshops and seminars in Africa (2 per year);

© Small grants to voluntary associations whose goal is the professional
enhancement of their members

Objectives, Results and Future Activities

Both IROKO and the Alumni Directory began publication in Fall 1991, and response to
date has been very encouraging. To the extent possible, IROKO is written by former AFGRAD
alumni and current ATLAS students, but IROKO is far more than an alumni newsletter.
Substantively, its goal is to provide useful information on issues and activities pertaining directly
to African development, and the Prcject will continue to make IROKO’s field relevance the
main thrust of the publication. In terms of conferences and workshops, ATLAS has sponsored
activities on the the African Family in Uganda; on Governance in Senegal; on Export Marketing
in Tanzania and Ghana; and plans to hold conferences on the Environment and on Science
Education in Africa in 1993. The Grants Program will be operational by carly 1993, and the
Project continues to receive Grant applications. Candidates must be voluntary associations which
number USAID-trained participants as members; grants are given only once, up to a maximum
of $30,000. Application forms arc sent out to AFGRAD and ATLAS alumni via IROKO and
also to USAID Missions via another Project publication, ATLAS ALERT. Intcrested persons
should also contact his or her local AAI Program Representative.

AtH



Issue #3

February, 1993

In our continuing efforta to
keep micgiona informad and to
amocth the flow of information
between you and ug, thise QIT
Training Tipg is devoied (by
popular demand) to listing the moat
commonly used acronyma within AID
and OIT. If you feel that you don't al-
ways underetand what somaona ia re-
[ ferring fo when they say “RFP",
*0YB", “AIDAR", or *08DBU", you are
not alonel Although we are not defin-

ing terms here, at leaat by having
them spelled out and available for
quick reference, you're work may be
made a Lttle eacier. There are two ss0-
fiona: one which deals with acronyme

moat commonly encountered
when working with OIT and: a
aacond which containg com-
mon acronyma used within
AID, including onea that are
general fo the field of development. If
you coma acroas an unugual acronym
that you think chould be included in
thie Training Tipa, send it in to Diane
Pavi, OIT/PETA. FYI, you can a-mail
or fax ma at (703) 875-4229. | will
try to make revisiona ABAP!

ACCRAO American Association of Collegiate Registrars and Admissions Officers

ABS Annual Budget Bubmission

AED Academy for Educational Development

AETR Academic Enrollment and Term Report

AFR Bureau for Africa

AFR/ONI/TPPI Bureau for Africa/Office of Operations and New Initiatives/Technical Projects
and Program Implementation

AIDAR Agency for International Development Aquisition Regulation

AID/W Agency for International Development/Washington, DC

ALI/GU American Language Institute/Georgetown University

AMA Advanced Maintainance Allowance

AMIDEAST American-Mideast Education and Training

AP] Assessment of Program Impact

ASIA Bureau for Asia

ATLAS African Training for Leadership and Advanced 8kills

BWS Budget Worksheet

CAPS Central American Peace 8cholarship Program

CABP Central American 8cholarship Program

CA88 Cooperative Association for 8tate 8cholarships

CBI Caribbean Basin Initiative

CDs8 Country Development Strategy 8tatement

CEU Continuing Education Units

CF Call Forward

CID Consortium on International Development

cig Commonwealth of Independent 8tates

CLASP Central and Lafin American 8cholarship Program
CM Chief of Mission

co Contracting Officer -

COTR Contracting Officer Technical Representative
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Office of International Training

CcPgpP
CTp
DCM
DDIR

DH

DIR
DPA
EHRDO
EHRTS
El

ELT

EPT
ET8
EUR
FAA
FAR
FHA

FM
F8N
FTA
FTE

GC
GDO
HAC
HBI1O
HBCUs
HC
HERNS
HOPS 1I
HRDA
HRDO
IAPG8
IAPGGA
IG

IE

INS

IR8

18P
LAC
LASPAU
LEG
LOGFRAME
LOP
MDA
MEDEVAC
META

‘English Proficiency Test

OIT Training Tips

Country Program 8trategic Plan

Country Training Plan

Deputy Chief of Mission

Deputy Director

Development Associates (does not currently use acronym)
Direct Hire

Director: Office of the Director

Designated Programming Agent

Education and Human Resources Development Office(r)
Education and Human Resources Technical 8ervices

Entrepreneurs International F
English Language Training @k

Educational Testing 8ervice
Bureau for Europe —
Foreign Assistance Act

Federal Aquisition Regulation

Bureau for Food and Humanitarian Assistance

(ol - ] i

Office of Financial Management = M o
Foreign 8ervice National aﬁgg ggg

Field Training Advisor Fiﬁﬁg@@gﬁﬁ

Full Time Equivalent

Office of the General Consel Mﬁﬁ@@@n

General Development Office(r)

Health and Accident Coverage ment
Handbook 10; Participant Training

Historically Black Colleges and Universities

Host Country

Human and Educational Resources Network Support
Honduras Peace 8cholarship Program

Human Resources Development Assistance

Human Resources Development Office(r)

University form requesting J-1 (exchange visifor) visa
University form requesting J-1 (exchange visitor) visa for AID participants only
Office of the Inspector General

Institute of International Education

Immigration and Naturalization 8ervice

Internal Revenue Service

Information 8ystems/8trategic Plan

Bureau for Latin America and the Caribbean

Latin American 8cholarship Programs at American Universities
Bureau for Legislative Affairs

Logical Framework

Length of Project

Master Disbursing Account

Medical Evacuation

Maria Elana Torano Associates, Inc.
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OIT Training Tips

MiIC Meridian International Center (formerly Washington International Center)
MMA Monthly Maintenance Allowance
Mou Memo of Understanding
MTO Mission Training Order
MUCIA Midwest Universities Consortium for International Activities
NAFEO National Association for Equal Opportunity in Higher Education
NAFSA NAF8A: Association of International Educators
(formerly NAFSA: National Association of Foreign 8tudent Affairs)
. NAPA National Association of Partners of the Americas
. NASULGC National Association of Btate Universities and Land
Grant Colleges
QJOTO . NCIv National Counril for International Visitors
NE Bureau for the Near East
. NIg Newly Independent 8tates (Task Force)
On-the-Job- . N8 New 8tate Department Building (Main Btate)
st OE Operating Expenses
Tralnmg oIT . Office of International Training
OIT/DR Office of the Director
OIT/PETA Policy, Evaluation and Technical Assistance Division
oIT/PP Participant Programming Division
. OIT/R8 Resources and 8Support Division
OIT/RTP Reimbursable Training Program
oJT On-the-Job Training
08DBU Office of 8mall and Disadvantaged Business Utilization
PAAD Program Assistance Approval Document
PACD Project Assistance Completion Date
. PAF Project Authorization and Request for Allotment of Funds
PAGA Participating Agency 8Services Agreement
PBS Program Budget Submission
PDM Program Design and Management
PDO Project Development Office(r)
PDF Participant Data Form
PD&8 Program Development and 8upport
PEC Program Evaluation Committee
PERT Program Evaluation Review Technique
PES Program Evaluation 8ystem; Project Evaluation 8ummary
PETA Policy, Evaluation and Technical Assistance Division
PID Project Identification Document
PIET Partners for International Education and Training
PIL Project Implementation Letter
FlO Project Implementation Order
Plo/C Project Implementation Order/Commodity
Pio/P Project Implementation Order/Parficipant
PIO/T Project Implementation Order/Technical Services
PIP Project Implementation Plan
PIR Project Implementation Report
PMIS Project Management Information 8ystem
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OIT Training Tips

PO

POD

PP

PRE
PRISM
PROAG
PROG
PSTNA
PTIS
PTM8
PTN
RADIAS
R&D
R&D/AGR
R&D/E&I
R&D/EID
R&D/ED
R&D/ENR
R&D/H
R&D/MGT
R&D/N
R&:D/0OIy
R&D/PO
R&D/POP
R&D/R
R&D/UC
R&D/WID
RDO
RDO/C
REDSO
REDSO/EA
REDSO/WA
RFP
ROCAP
R8

R88A
RTAC I
RTP

8A

8IM8
sow

TA

T.C. T,

Program Office(r); Purchase Order

Program Objectives Document

Participant Programming Division; Project Paper
Bureau for Private Enterprise

Program Information 8ystem for Birategic Management
Project Agreement

Program; Program Information 8ystems
Private Bector Training Needs Assessment
Participant Training Information 8ystem
Participant Training Management 8ystem
Participant Training Notice

R&D Information Access 8ystem

Bureau for Research and Development

Office of Agriculture

Office of Energy and Infrastructure

Office of Economic and Institutional Development
Office of Educatior,

Office of Environment and Natural Resources
Office of Health

Office of Management

Office of Nutrition

Office of International Training

Office of Program

Office of Population

Office of Research

Center for University Cooperation in Development
Office of Women in Development

Regional Development Office

Regional Development Office/Caribbean
Regional Economic Development Service Office
REDSO/East Africa (Kenya)

RED80O/West Africa (Ivory Coast)

Request for Proposal

Regional Office for Central American Program
Resources and Support Division

Resources Bupport 8ervices Agreement

LAC Regional Technical Aid Center
Reimbursable Training Program

State Annex; Bpecial Assistant

8tatistical and Information Management Staff
8cope of Work

Travel Authorization

Thircd Country |
Training
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OIT Training Tips

. TCA

TCN
TCG

1T
. TDD
DY

TEBS

. TIP

TJF
TJFP

. TNA
.INAG

TOEFL
TPM
USAID
USDH
UsiA
usis
usTTi

. WID

AA
AAAS
A/AID
ACT
AD

~ ADC

AFDB (F)
AG

. AID
. AID/AFR

AID/A8

. AID/ASIA
. AID/B

AID/CDIE
AID/EOP
AID/ES

~ AID/EUR

AID/FA
AID/FHA

~ AID/FM

AID/GC

Training Cost Analysis

Third Country National

The CenTech Group, Inc.

Third Country Training

Terminal Disbursement Date

Temporary Duty

Training Evaluation and Support Services
Training Implementation Plan

Thomas Jefferson Fellow

Thomas Jefferson Fellowship Program

Training Needs Assessment

Training Needs Assessmen! Guide

Test of English as a Foreign Language

Training Program Manager

Country Mission of the U.8. Agency for International Development
United Btates Direct Hire

United 8tates Information Agency (Washington, DC)
United Btates Information Service (overseas)
U.8. Telecommunications Training Institute
Women in Development

World Leaning (does not currently use acronym)
(formerly The Experiment in International Living)

Assistant Administrator

American Academy for the Advancement of Bcience
Administrator; Office of the Administrator
Action

Administrative Decision

Advanced Developing Country

African Development Bank (Fund)

Auditor General

Agency for International Development

Bureau for Africa

Office of Administrative Bervices

Bureau for Asia

Office of Budget

Center for Development Information and Evaluation
Office of Equal Opporfunity Programs

Office of Executive 8ecretariat

Bureau for Europe

Directorate for Finance and Administration
Bureau for Food and Humanitarian Assistance
Office of Financial Managment

Office of the General Counsel
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Office of International Training

. AID/HRDM

. AID/IDP

. AID/IG

. AID/IRM

. AID/LAC

. AID/LEG

. AID/NE

. AID/NIS
AID/OMS

. AID/OP

. AID/OPS

. AID/OSDBU

. AID/PAR

. AID/POL

. AID/PRE
AID/R&D
AID/SP

. AID/XA

. AIDS

. AIFLD

. AL

. APO

. ASAP

. .ASDB (F)

. ASEAN
BIFADEC

C/AID
CDC
CDIE
CIDA
CM
CN
COB
cp
CR8
CRSP
cris
cwsg
Cy
DA
DA/AID
DAC

DCC
DEA
DFA

OIT Training Tips

Office of Human Resources Development and Management

Office of International Donor Programs

Office of the Inspector General

Office of Information Resources Management

Bureau for Latin America and the Caribbean

Bureau for Legislative Affairs

Bureau for the Near East

Newly Independent 8tates Task Force

Office of Overseas Management Support

Office of Procurement

Directorateé for Operations

Office of 8mall and Disadvantaged Business Utilization
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EC European Community; Economio Council
ECA UN Economic Commission for Africa
ECE UN Economioc Commission for Europe
ECLA UN Economic Commission for Latin America
ECO80C United Nations Economic and 8ocial Council
EDC Education and Development Center
EDF European Development Fund
EEC European Economic Community
EER Employment Evaluation Report
EO Executive Order
ES Office of the Executive Becretary
EGCAP Economic and 8ocial Commission for Asia and the Pacific (UN)
ESDS Economic and 8ocial Data 8ervice
ESF Economic 8upport Fund
ETA Estimated Time of Arrival
ETD Estimated Time of Departure
EXIM Export-Import Bank of the U.8.
EXO Executive Officer
FACS Financial Accounting Control 8ystem i
FAO Food and Agriculture Organization of the United Nations
FAS Foreign Agricultural 8ervice
FF Ford Foundation
FPO Fleet Post Office AN
F8 Foreign 8ervice l: S l ‘ \‘\
Fal Foreign Service Institufe \ ) f " eIt
FSO Foreign Bervice Officer
FY Fiscal Year (Oct. 1 - Sept. 30) oreign Service Instiute
FYl For Your Information
GATT General Agreement on Tariffs and Trade
GDP Gross Domestic Product
GNP Gross National Product
G8 General 8chedule
IAF Inter-American Foundation
IBRD International Bank for Reconstruction and Development (World Bank)
IDA International Development Association (World Bank);
International Disaster Assistance
iDB Inter-American Development Bank; Islamic Development Bank
IDCA International Development Cooperation Agency
IFAD International Fund for Agricultural Development (UN)
IFC International Finance Corporation (World Bank)
IMF International Monetary Fund
IRM Information Resources Management
. 181C Institute for 8cientific and Technical Cooperation
. JICA Japan International Cooperation Agency
LDC Less Developed Country
LiC Low Income Country
Loe Least Developed Country
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Middle Income Country

Management Information 8ystem

Non-Government Organization

Newly Industrialized Country

Not to Exceed

Organization of American 8tates

Office of Director; Other Donor; Organizational Development
Office of Development Assistance; Official Development Assistance
Organization for Economic Cooperation and Development
Office of Foreign Disaster Assistance

Office of International Cooperation and Development (USDA)
Office of Management and Budgot

Overseas Petroleum Exporting Countries

Overseas Private Investment Corporation

Overseas

Operational Year Budget

Pan American Development Foundation

Performance Appraisal Report; Project Appraisal Report;
Office of Policy Analysis and Resources

Position Description

The Agricultural Yrade, Development and Assistance Act (Food for Peace)
Title | - loans

Title Il - grants @
Title I1l - loan, but conditional grant

Bec. 416 - surplus commodities

Ports of Entry

Private 8ector Investment Program

Presidential Training Initiative for the Islands Caribbean
Private Voluntary Organization

Request for Contracts Action

Regional Contracting Officer

Rockefeller Foundation

Regional Housing and Urban Development Office
8enate Appropriations Commitee

Bouthern Africa Development Coordination Conference
8outh East Consorfium for International Development
8upport for Eastern Europe Democracy Act

8tandard Form (e.g. 8F 171)

8enate Foreign Relations Commitiee

A listing of potential contractors deemed qualified after an evaluation
of submitted prequalification information
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) . 8ID Bociety for International Development
. 8TATE United 8tates Department of 8tate
. T&A Time and Attendance
. TDA Trade and Development Agency
. TDP U.8. Trade and Development Program
. TF Task Force
. Tic Time in Class; Trade and Investment Council
. TITLE X1l 8ection of the Foreign Assistance Act which places emphasis on utilization

of land grant universities and other institutions in fostering development
in food and agriculture

. UN United Nations
UNCDF United Nations Capital Development Fund
UNCSTD United Nations Conference on 8cience and Technology for Development
UNCTAD United Nations Conference on Trade and Development
UNDP United Nations Development Program
UNDRO United Nations Disaster Relief Organization
UNEP United Nations Environment Program
UNESCO United Nations Educational, 8cientific and Cultural Organization
. UNFPA United Nations Fund for Population Activities
. UNGA United Nations General Assembly .
UNHCR United Nations High Commissioner for Refugees
UNICEF United Nations International Children's Fund
UNIDO United Nations Industrial Development Organization
UNITAR United Nations Institute for Training and Research
UNRISD United Nations Research Institute for 8ocial Development
UNRWS United Nations Relief Works Agency
. USDA United 8tates Department of Agriculture
USEC U.8. Mission to European Communities (8tate)
. uUsG United 8tates Government
. USNATO U.8. Mission to the North Atlantic Treaty Organization (State)
. USOA8 U.8. Representative to the Organization of American 8tates
. USTR U.8. Trade Reprosentative
. WEC World Economic Center
. WFC World Food Conference (UN)
. WFP World Food Program (UN)
. WHO World Health Organization
. WHO/GPA World Health Organization/Global Program on AIDS
. WRI World Resources Institute
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AFRICA

A flicker of light

Economic reform and political realism are starting to yield limited gains in
Africa. But the obstacles to recovery are still immense

HE most dispiriting thing about Africa

is not that it is the world's poorest conii-
nent; nor even that it is the only one where
people were poorer at the end of the 1980s
than they had been at the start. it is thateven
if its economy (minus South Africa) were to
grow at the rate confidently projected by the
World Bank for the rest of the 1990s, Afri-
cans would have to wait another 40 years to
clamber back to the incomes they had in the
mid-1970s. Exclude Nigeria, and the wan
would last a century.

Africa has lurched backwards at a time
when poor countries elsewhere have sprung
ahead. In 1965 Ghanaians were less poor,
believe it or not, than South Koreans or
Thais; Nigenans were better off than Indo-
nesians. Today the total wealth of Africa,
with twice the population of the United
States, is little more than that of Belgium.
Disappointment crowds into
the continent: unfilled bellies,
untreated and untreatable dis-
ease, unschooled children and
unfinished wars. Can Africa re-
verse this dismal trend?

The question matters not
only because such a yawning
gap in global riches nags at the
rich world's conscience. Afni-
cans are reproducing faster
than the rest of the world’s
poor; in 30 years their num-
bers will double. Without
better prospects at home, many
hundreds of thousands more
will be knocking at the rich
world’s door, while the rich
world, dogged by troubles of its
own, may tire of pumping in
aid without visible results.

As recently as the mid-
1980s, Africa’s disastrous per-
formance could be blamed |
chiefly on the folly of its lead- |
ers’ economic policies. Most
governments smothered their l
economies after independence
with a nonsensical regulatory
regime of permits and licences
guaranteed only to throttle

| Sources World Bank; IV

farmers and entrepreneurs while lining the
pockets of the bureaucrats who handed
them out. Soaring commodity prices helped
hide inefficiency in the 1970s. But when
prices plunged, governments carried on
spending and borrowing as if the good
t.mes had never ended. Their economies
ground steadily to a halt.

In recent years, however, parts of Africa
have been trying to introduce their most
radical adjustments since independence.
The Africa of wretched refugee camps and
bloody ethnic wars still grinds on, in An-
gola, Sudan, Liberia, Somalia and Burundi.
Yet over the past ten years another Africa, of
plate-glass skyscrapers and new stockmark-
ets, of political opposition and outspoken
newspapers, has emerged. Elections prolif-
crate; this year democracy should come to
South Africa, Malawi and Mozambique.

e
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* Latest EIU estimates

Some 30 African countries have abandoned
their experiments with socialism—usually
after a sharp arm-twist by foreen credi-
tors—in favour of the free-market creed
preached by the World Bank and the 1mF.

There is nothing remarkable in princi-
ple about the advice given in the ugly name
of structural adjustment: that governments
should spend within their means, keep their
exchange rates competitive, free up prices,
strip out subsidies, stop meddling in busi-
ness and sell off state enterprises. But in
practice, it has implied reforms for Africa
every bitas wrenching as those under way in
Eastern Europe. To the extent that it has
been practised by Atrica's governments, has
any of it worked?

Back from the precipice

Listen to the hostile grumbling on the
ground and the answer 1s a resounding No.
Bitter Senegalese stormed through the
streets of Dakar last month when the price
of imported rice, sugar and cooking oil dou-
bled following the devaluation of their cur-
rency, the CFA franc. Angry Zimbabweans
rioted when their government ended bread
subsidies. Ghana's reforming finance min-
ister, Kwesi Botchwey, says he gets hounded
out of conferences for suggesting that adjust-
ment has bred any success. “Structural ad-
justment”, comments Ishrat
Husain, the World Bank’s chief
economist for Africa, “is the
most emotionally charged sub-
Ject L have ever come across.”

Africans’ hostility is almost
matched by that of people
working in the vast develop-
ment industry—which, unlike
academic dissenters, has to
pick up the pieces scattered by
reform. Britain's Oxfam, which
has worked for decades 1n Af-
rica, told the World Bank and
1MF last September that adjust-
ment “can only be judged a
complete failure.”

Since Zimbabwe's govern-
ment introduced fees at health
clinics, reports Oxfam, three
times as many women at Hara-
re central hospital have died in
child-birth. Since Zambia dis-
mantled its state marketing
monopoly for maize, private
barons have staked out infor-
mal monopolies in easte:n
Zambia and now pay farmers
well under half the old state
minimum. Stripped of import
protection, Zambia's textle in-
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AFRICA

dustry has collapsed.

But making a more comprehensive as-
sessment is fiendishly difficult. National
statistics on Africa are usually wrong, out of
date or both. A World Bank econometrician
published a study in 1992 called: “Why
Structural Adjustment has not Succeeded in
sub-Saharan Africa”. The Bank retrieved it
from the printers, re-issued it with a less
controversial title and pointed out that the
analysis was anyway flawed: it failed to dis-
tinguish countries that merely signed up to
a reform programme from those that car-
ried such a programme out.

The World Bank is due to publish
shortly its biggest study yet of adjustment in
29 sub-Saharan countries. It asks two chief
questions. How much of what these coun-
tries promised did they actually do? And
was the result a better economic perfor-
mance tn 1987-91 compared with 1981-86?

The news is not all bad. The Bank judges
that six countries got the macroeconomic
fundamentals nght: Ghana, Tanzania,
Gambia, Burkina Faso, Nigeria and Zim-
babwe. On average, all six improved their
industria} output, exports, savings and in-
come per person. Farmers in Ghana started
planting more cocoa again. Tanzania and
Nigeria now grow more food than they im-
port. As farmers came to be taxed less
heavily, they produced more for export,
Uganda struck 20,000 phantom names off
its civil-service payroll, Ghana 11.000.

All of which is quite some achievement.
But the fairly up-beat tone of the repoit 1s
belicd by its more gloomy analysis. In no
single country did reform work unambigu-
ously in the right way. Worse, the six star pu-
pils had deteriorating rates of investment.
Worth $1.6 billion in 1993, foreign direct in-
vestment 1s so negligible in Africa (it gets a
paltry 3% of global lows) that the study does
noteven measure it, let alone assess its rates
of return. Only 13 of the countries studied
even keptany data on private investment.

Ghanaisthe nearest the Bank can find to
a model reformer. Its cconomy grew by an
impressive 4% annually in 1988-92. But to
achieve this, Ghana has been drip-fed by a
Fund and Banl. determined to nurture a
success in Africa. Little private foreign in-
vestment has foifowed. and it has gone into
gold, not into menufacturing. Ghanaians
are still among Africa's poorest people: Gop
per person is $450. Grana's national sav-
ings rate averaged 7.5% of &b P over 1987-91,
compared with 33% for the fast-growing
East Asian “tiger” economies; 1= gross do-
mestic investment rate 1s only 16% of GDP,
Were the Bank 10 pull out tomorrow. Cha-
na’s cconomy might well deteriorate again.

About the best that can be said of Africa’s
star performers 1s that things are no longer
getting worse. They have heaved themselves
back from the precipice to roughly where In-
donesia, Malaysia and Thailand stood 1n
1965. Be patient, urges the Bank. and invest-
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ment will come. For the rest, the Bank's re-
port amounts to an admission that coun-
tries have not done what they promised.
Cameroon and Tanzama, for example,
still subject “at least 100” items to import
quotas. Eighteen countries still fix the price
they pay to farmers for their chief expon
crop. Malaw stll forbids smallholders 10
grow sugar, tea or burley tobacco. Striking
Nigerians have twice forced their govern-
ment to maintain the costlystate subsidy on
fuel sold at the pump. Less than a fifth of
Africa’s state firms have been sold off, and
virtually none of the important ones like
airlines, mining, teleccommunications and
electricity. Ghana is selling part of its stake
in Ashanti Goldfields Corporation, its top
export-earner, this month; and Zambia its
copper mines. But Nigeria has privatised
less than 5% of its total portfolio. In ten
years, Kenya sold almost nothing at all.
Worse sull, Nigena's latest military
ruler, General Sani Abacha, threw out the
countrv'sentire reform programme Injanu-
ary. He fixed an official exchange rate at
twice the free-market rate, and ordered in-
terest rates down to negative real levels. Ni-
rerta was one of the Bank’s six star pupils.

Reform better, not less

Those whodisagree with the World Bank or-
thodoxy worry that Africa’s economies are
too fragile to withstand such demanding re-
forms. Kevin Watkins, chief econoinist at
Oxtam and a cnitic of adjustment, argues
that the high real interest rates required to
meet short-term 1M F monetary targets. cou-
pled with the removal of impont protection,
throttle exactly the small industries thar Af-
rica needs to nunture. Untempered deregu-
lation can undermine livelihoods of the
poor. he aruues, as 1t has for the tarmers that
Oxfam works with in castern Zambia,

This cniticssmis far, as far as 1t goes. The
Bank does tend to assume that smallholder
farmers - the voiceless majonty- automat-
cally benefit from market reform because
they are no longer forced to sell ar low offi-
cial prices: exporters, because devaluation

makes their exports newly competitive;
food croppers, because their produce is no
longer undermined bvartficially cheap im-
ports. Freeing up official food prices does
not always hurt the rural poor, adds the
Bank, since the chief beneficianes of subsi-
dised food were almost all city dwellers.
Zambian farmers may fall prey to monopo-
listic private middlemen in the shor term,
it argues; but competition will soon draw
others in and push producer prices up.

The Bank’s confidence veers towards
complacency. The best its own report can
say is that: “The majority of the poor are
probably better off and almost certainly no
worse off.” Yet even the best-argued criti-
cisms of the Bank amount less to a case
against reform and more to one for doing it
differently. Land reform in Ethiopia, for ex-
ample, is returning vast inefficient state-
held farms to peasant tarmers. But 80% of
Ethioptans, says their povernment, live at
least half aday's walk from the nearest road.
Better crop prices scarcely touch these peo-
ple. Even if thev do, men, who tend 1o be
cash-croppers. cannot always be relied on to
share their extra carnings with the women-
folk, who often farm for their family's needls.

Entreprencurs across the continent dis-
prove the insulting proposition that Afy-
cans do not respond to the profit motive 1n
the same way as anvbody else. Sit for mere
than a minute~as vou are guaranteed 1o
do—~in a Lagos "po-slow" tratfic jam, and
Nigerian hawkers peddling vellow plastic
brushes and live chickens will be at your car
window. Or browse through the border
markets 1n Benin, Niger and Chad. where
ptles of African-print wraps and finely em-
bratdered cotton boubous woven bv Nige-
nan textile workers have been smuggled in.

Doing reform better means investing 1,
the decent roads, village gramn-stores or
credut facihues that will enable smalihold-
ers and entrepreneurs to reap its rewards,
The nagging by Oxfam and its friends has
not been lost on the Bank. It now lends
more for health and schoolirg. But since it
does not lend suns of less than $100.000, 1t
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AFRICA

is ill-placed to meet small-scale rural needs.
Aid agencies fill some of the gap. In the end
African governments must do a better job of
this sort of thing themselves.

Yet African governments still skew so-
cial budgets towards prestigious teaching
hospitals and universities, or six-lane high-
ways to the international airport, according
to David Sahn and René Bernier of Cornell
University. Kenya, for example, spent three-
quarters of its investment budget for educa-
tion on higher education in 1990 but none
on primary schools. The Central African Re-
public spent virtually its entire health bud-
get (97%) on hospital-based, curative medi-
cine. True, poor countries cannot afford to
lose all their skilled consultants or profes-
sors. But even reforming governments find
subsidised middle-class bureaucrats or sol-
diers to be ferocious defenders of their jobs,
privileges and perks. Re-orienting social
spending towards the rural poor, say Bank
officials, meets fiercer resistance than al-
most any other reform.

Making honesty pay
Ultimately, it is political as much as eco-
nomic failings which have handicapped Af-
rica’s efforts to reform. Governments fear
the protests which reform tends to provoke;
and the paraphernalia of state control—ra-
tioning goods, issuing licences, staffing state
anterprises—tends to suit governments that
swant friends and fellow tribesmen in the
right places. Why, asks one businessman,
has Kenya been so reluctant to privatise
anything? Why was France, which has busi-
ness interests across francophone Africa
and whose political parties receive hand-
some donations from African friends, so re-
luctant to allow a devaluation of the CFA
franc that would anger African leaders?
Foreign investors who might otherwise
be attracted by Africa’s cheap labour are de-
terred by the hassle of dealing in countries
where the rule of law is so weak that even
simple contracts can be difficult to enforce,
and where financial systems are crude and
poorly regulated. Across much of West Af-
rica, private land ownership is not recog-
nised outside the capital. Farmland can be
acquired only by lease, and lessees are then
beholden to the whims of local chiefs.
Businesses that do persevere—many of
them Lebanese—have to bribe the um pteen
badly-paid functionaries who can other-
wise make business impossible. This “in-
formal welfare system” breeds obstructive
bureaucracy, and forces compantes to pay
heavily for the mobile telecommunications,
private secunty and courier services that
thrive on the state's incompetence. In Nige-
T, where about $3 billion, or 10%, of Gor,
pappeared out of the public accounts in
#992.and halfthat amount leaked out in the
first half of last vear, the cost of top-level
crookervto the economy s high indecd.
Privatelv, the Bank s deeply gloomy

about Africa’s lack of political interest in re-
form. But its determination to see success
tempers its instinct to disapprove. The al-
most cheery tone of the forthcoming report,
says one insider, was deliberate gloss. Af-
rica-bashing, argue Bank officials. makes for
frosty meetings with African leaders, less co-
operation, and an ever-deteriorating for-
eign image. “Investment won't come to Af-
nica if it looks like a loser,” says Edward
Jaycox, head of the Bank’s African affairs.
The Bank desperately needs to see success
Just as aid agencies tend to sec failure. [ts
growth forecasts for Africa invaniably prove
optimistic. “Knowing what the truth is,”
one Bank official is said to have remarked.
“self-deception has become a way of life.”

So, in public, the Bank tip-toes deli-
cately around state crookery, scarcely men-
tioning the word “corruption”, and never
in the same breath as an individual country.
The closest it has come recently to success-
fully punishingan African laggard was with
Kenya. It suspended aid for nearly two years
after President Danielarap Moi abandoned
reform in 1991. President Moi gave in; the
Bank tumned the drip back on. Last month
Kenya lified virtually all foreign-exchange
controls. Will it convince investors? Not if
they believe, as many do, that President Moi
is behaving nicely only to fend offhis credi-
tors, and could well change his mind again,

Bossing or bullying governments that
are already prickly about having their sover-
eignty trampled on is unlikely to deliver de-
cent results in the long run, however. Per-
haps the Bank should choose more carefully
the governments it backs, then back them
properly: so far, it has despaired of only a
very few extreme cases, such as Zaire, where
it shutiits office this vear.

Under a more selective redime, the Bank
would have to back wholcheartedly those 1t
believed in. That might mean pushing for
far-reaching debt relief: Uganda, for exam-
ple, a genuine reformer, is cruelly handi-
capped by the obligation to apply more
than half its export earnings to servicing its
foreign debt. About half of al| external debt
owed by Africa is to rich-country govern-
ments, which—unlike the Bank—can
choose 1o write it off. The sight of a reform-
ing economy rewarded by alleviation of its
foreign debt might even encourage envious
nerghbours to follow.

Hope from the south

In Uganda. Ghana, Namibia. even in Ethio-
p1a and Eritrea, Africa has begun to wel-
come a new breed of leader, reluctant to
blame the rich world for failure and readier
10 accept responsibility for Africa's future.
Since Uganda’s president, Yower, Muscve-
ni1, started work on a home-grown reform
plan. Ugandans—many of them Asians
kicked out by Idi Amin—are even beginning
tobring their famulies and moncy back. The
Madhavani famuly, for example, has re-

i AVl Lo LUty

turned to run 1ts 22,000-acre sugar estate in
Jinja. Asian entrepreneurs in East Africa
could even inch into the role played by the
overseas Chinese in South-East Asia,

Yet Uganda and Ghana are stjl| tiny, ag-
ricultural economies, surrounded by re-
gions of civil strife. When the South-East
Asian “tigers” broke through from poverty
to relative wealth, they were helped by the
proximity of Japan. Black Africa, a conti-
nent of paupers, has not had a comparable
regional leader—until now.

The opening up of post-sanctions South
Africa—its first all-race clection is in April—
could help the rest of Africa make a fresh
start. South African trade delegations have
been shuttling off to Namibia and Ghana,
Tanzania and Zimbabwe, chasing orders to
supply orange juice and peanut butter, con-
tracts to mine gold and gemstones. De Beers
is looking for diamonds in Ghana, in ajoint
venture with the Ghanaian government.
Eskom. South Africa’s electricity company,
is planning a southern Africa electricity
grid. A South African firm has just bought
half the state-owned Tanzanian Breweries.

A tiny 5% of Africa’s trade is currently
with other African partners, while most
goes along the old colonial trade routes to
Europe. Yet South African exports to Zam-
bia have more than doubled in value since
1992; to Zimbabwe they have jumped 50%.
Botswana, neighbouring South Africa, has
Africa’s fastest-growing economy. The ten
members of the Southern African Develop-
ment Community are trying to turn them-
selves into a regional trading area which
South Africa may soon join,

If nothing else, the past decade has
taught that results take time, and that disap-
pointment with reform has a lot to do with
inflated expectations. The African National
Congress, which will dominate South Afri-
ca's first democratic government, will be
under popular pressure to repeat the rest of
Africa’s mistakes by buying good times now
ata high economic price for the future. If it
can resist, and can curb the political vio-
lence, the 1990s could bring the first bright
prospects Africa has had for years.
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STATE DEPT. FINDS
- WIDESPREAD ABUSE
- OF WORLD'S WOMEN

R

STARK PICTURE IS PAINTED

Data on 193 Countries Show

Day-to-Day Discrimination
Is a Fact of Existence

By STEVEN GREENHOUSE
' Spociaito The Now York Times
WASHINGTON, Feb. 2 — Fer the
lirst time, the State Department. has
focused on the treatment of women in

sithd aborttens in China; Burmsse and
Thal girls coerced intd prostitetion;
maids beaten in Saudi Arabia, and giris
.ritually mutilated In the Sudan and
| Somalia. .

i In painstaking detail, the report on
' 193 countries issued this week paints a
dreary picture of day-to-day discriml-
nation and abuse. In Zaire, girls spend
one-third as much time In scheol as

.boys and do most of the heavy farm "

work. In the Republic of the Cengo, .

adultery is illegal for women, but not
for men. Indonesian women are loath
to go out alone at might because they
are widely seen as fair game for sexual
attack. :

““We wanted to highlight the situation
that many women face around the
world,"” said Tlmothy E. Wirth, the
state Department’s counseior who
oversees human rights policy. “There
's a problem of rampant discrimina-
tion agamnst women, and physical
abuse 1s just the most obvious exam-
ple.”

Women's Groups’ Suggestions

State Department officials said they
3reatly expanded the report's exami-
=w tlon of the women's situation around
waorld partly in response to sugges-
s from wamen’s groups, and partly
{0 step up the heat on many coungries
{0 Improve the way women are (reated.|

Although Hillary Rodham Clinton
and other influential figures tn the
White House have made. concern for
women's issues a hallmerk.of this Ad-
ministration, and althougiM¢. Wirth, a
fermer senator from Colorddo, is a
cloue politteal ally of the Cli¢ons, the
Statz Department officials dettad that
the White Houce plnyed 4ny role in the
new emphasis in the rights report.

‘“This Administration has been com-
mitted on women's {sguss from day
one, focusing on family leave, children,
and health care,” Mr, Wirth said. "“This

is what this elecuon was largely
about.”

“'Half the wo1 ld are women, and until
you improve their situation, you're not
going to improve human rights around
the world,"” said Nancy Ely-Raphel, the
State Department’s deputy assistant
secretary for human rights. “We felt
not enough attention was being paid to
the women's situation in many coun-
tries, You only have to look at our
coumtry. We're slowly moving ahead on
thede issues, and we want to push that
around the world.”

"This year’s human rights report took
a broad view of women and human
rights, looking not just at abuses by
governments, but at the indignities and .
discrimination that governments often
haw= little to do with.

But the State Departinent’s human
rights team reported progress in a
bandful of countries. In Turkey, the
Government has opened shelters for
battered women, and Turkish women
are wirking In igcreasing numbers in
the professions, business and govern-
ment, the courts. In Mexico,
womesn now some senior positions
in the Congress, and the Government is
spunsoring widespread education pro-
grams pn women's rights.

" ‘important Breakthrough’

“It's an important breakthrough for
the Administration to teli governments
around the world that this is something :
we are at least starting to give lip
service to and hopefully will take more:
seriously In the years to come,” Patn-
cia Ireland, president of the National
Organization for Women, said in an,
interview. “‘But we shouldn't exempt:
ourselves from criticism. "

In the United States, the situation tor
women could stand a lot of improving,
many {eminists say. Women earn 70
percent of what men do on average,
and Government estimates show that

there were more than one million at-.
tacks on women by their husbands or-

companions last vear.
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Of all the countries examned. the
State Department foctised most closelv
on Thailand and the siuaton of 1ts
wamen, especially on the 200,000 1o
500,000 prostitutes that hurnan rights
groups estimate are in that country.
The report notes how procurers oiten
give the parents of young women an
advance against their future earnings,
money that is frequently used to buiid a
new house. The report said the procur-
ers prefer tratficking in women from-
hill tribes and neighboring countries:
because they are cheaper to buy and:
their inability to speak Thai makes
them easier to control.

‘“Despite occasional high proiile
raids on brothels, laws aganst prosti-.
tution have not been effectively en-
forced,”” the report said. “In many
cases, brothels pay off local govern-
ment representatives and police.” The:
report said that one human rights
group noted many instances in which;
the Thai police drove Burmese women
into Thailland and delivered them (o
brothels.

An underlying theme of the report's:
discussion on women’s rights is how
governments often turn a blind eye to.
the abuse of women — and_how in
many countries the law ijtself discrimi-
nates. In Morocco, for exampie, the law ,
excuses killing one’s wife if she is:
caught in the act of adultery, but a,
women would not be excused for killing .
her husband in the same circum-
stances. In Bolivia, women’s groups
report that the police are unsympathet-
ic to battered women, and in Camer-
oon, wife beating 1s not grounds for
divorce.

Dowry Disappointments

In India. dowry deaths are *‘a partic-
ularly serwous problem,” the report
said, describing a phenomenon in
which a groom or his family kills his
wife out of anger that her dowrv 1s
Insufficient. Government figures show
there were 4,785 dowry deaths 1n 1992,

Female genital mutilation remains
comman in the Sudan and Somatia, the
report said, citing an independent ex-
pert who estimate.! that 98 percent of
Samali women have undergone such
procedures. This mutilation often re-
sults in severe urinary problems, iniec-
tions and even death.

Women were hit especially hard
the Somali civil war, the report addeq.
noting that some clans have engaged in
“systematic rape and abduction i
young women to serve as sexual slaves
to roving gangs.’' It described an inci-
dent in which marauding members or
une clan raped dozens of women 1nside
4 mosque where they had sought rei-
uge. Rape was alsoused as a weapon in
the war in Bosma, the report said,
pointing to a strategy by Bosnian Serbs
o rape Mushim women as a means of
driving peaple to flee their towns.
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by Sam Pitroda

[ was born in 1942 and raised in
a poor village in one ot the poorest
arcas of rural India, a place with
kerosene lamps and no runming wa-
ter. In 1980, at 38, [ was a LS, ciu-
zen and a selt-made telecommunica-
ttons nullionare. By 1990, [ was 47
vears old and nearine the end ot
aearbe vdecade back i Indra s tead-
er oot a controversial but Lirgedv <ae-
cesstul ettort to bwild an Indian -
tormation industry and begin the
mmmensce task of extendimy digitat
relecommunications to every cornet
of mv native country, cven to vil-
lages like the one where |was born.

That cftort persists today at an -
creased pace, but it remains contro-
versial. Some of the controversy has
centered on me and my methods.
Maost of 1t focuses on the etficacy and
logic ot bnnging intormaton tech-
nology to people who are in alohal
terms the poorest ot the poor,

Common scense and aeeepred
thinking about cconomic develop-
ment have lone held o ndientone o
supply Third-world viilaves with
state-ot-the-art technology, What
subsistence tarmers need 15 naot
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Modern telecommunications
makes as big a difference to the
Third-World poor as literacy
or high-vield agriculture.
Development,
Democracy, and

the Village Telephone

igh-tech scence and complex svs-
tems, the argument gogs, but mm-
munmzations, basic hreracy, discase-
and drought-resistant cereals and
otlseeds, simple pumps, deep-drop
tarlets, two-phase clectrification -
all the “appropriate” technotouies
that the unsophisticated rural poor
san use and understand.

Pavree with this areumentas taras
iteoes. Vhird-World tarmnng villages
need water, hvgiene, health, and pow-
er, and the need s usually reat,
Aot the vanmene tadls shore e ats
detimition ot “appropriate. It ie-
nores technology's protound social
imphications. And 1t comes danger-
ously close to consipning the Third-
World poor to a hite ot rinrd-rate
capactties and opportumey, The poli-
cres ot development avencies like
the World Bank woo often it “ap-
propriate technology™ to the two-
dimensional, twopenny solutions
that briny the poor 1o the doorwav
ob the modern world but notactaal-
Ivoacrossthe threshobd,

For ine, three facts about {hard:
World development stand out with
areat toree. First, high technology 1s
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dready an essenual element i ct-
fective water sourcing, sanitation,
construcuon, agnicuiture, and other
auevelopment activities. Geohvdro-
logic survevs are carried out from
satellites. Bioengimeering has revo-
lutionized crop production. Appro-
priate cechnology has moved well
beyond the water screw and the in-
clined plane.

Second, modern welecommunica-
tions and clectronic imtormation
systems are thoroughly appropnate
technologies even in those regrons ot
the world that sull Tack adequate
water, tood, and power. The reason
is simply that modern telecom-
munications 1s an mdispensable aid
tn meeting hasic needs, [t a ULS,
community needed, sav, widespread
immunizations or replicement ot a
power enid, would the telephone
see a vital or an arelevant tool in
setung the iob done? Would the tele-
phone scem more or less critical i
the tob were tied to a natural calami-
wv such as tlood or droueht and re-
quired the mamhizauon ot diverse
resources over a broad area?

Third, as a great social leveler, in-
tormation technology ranks secend
only to death. It can raze cultural
barriers, overwhelm cconomic -
cqualities, even compensate tor in-
tellectual dispannies. In short, high
technology can put uncqual human
peings on an equal tooting, and that
makes 1t the most potent democra-
tizine toot ever devised.

In 1942, the village of Titilagarh in
the Indian state ot Orissa, southwest
ot Calcutea, had a population ot
4,000 or 7,000 and no clectricity or

Sam (Satvan) Preroda was born and
educated 1 india and had a suc-
cesstul career in cdigital switching
technology in the United States
fwhere he holds more than 50
patentsi before returning to India to
hecome an adviser to the prime
miuster of India on National Tech-
nologv Missions and eventualty
chatrman of the tndian Telecom
CGommssion, He s an originai
member of the World Telecommu-
Scalion Advisory Gogactl or thie tn-
ternationel Telecommunication
Unton m Geneva.
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telephones. My carly education took
place m one-room schools, and most
ot my classmates had no shoes or
Dok, My ity was of the i
caste - lowly carpenters - vet mv ta-
ther was an ambitious man. He nev-
er learned English unul | brought
him to the United States to enjov his
retarement, but he did busiess with
the English and used what opportu-
nities he had to build a prosperous
trade in lumber and hardware and
to send most of his eight sons and
daughters to high school and on to
university. For 12 vears, [ lived with
one or more of my brothers and sis-
ters 1n towns and cities tar from
home and srudied hard to ser the
kind ot grades that would outwerch
my orrgins. In 1964, | succeeded. |
was onlv 21 vears old, and I had nev-
er used a telephone, But myv master<
degree in physics, specralizing in
clectrontes, from Maharaja Savaiirao
University in the ity of Baroda 1n
Guarat state, gave me membershup
in a new technological caste that <u-
perseded the one Fwas born to.

My older hrother and I decided
that I should apply to a umversity in
the United States to do posteradun
work, and my father readily agreed
to grve me S0 toward rthis educa-
tion, expecting me n return to bring
my brothers and sisters to the Unit-
ed States one by one as T made my
way in the world. T applied o the
University ot Oregon and the Hlinors
‘nsutute of Technology but did not
apply tor scholarships, on the theory
that an expression of need night re.
duce mv chances of getang i, [ was
aceepted ac both schools and chose
Hiners The wtaie of Ortssa pave .
atravel grane of $S600, just cnoush
tor a taste ot every torm of transport:
a boat to Genoa, a tramn to London,
an airplane to New York, and a Grey
hound bus to Chicago.

Larnived in December, 1964, with
mv tather's $400 in mv pocket. Tu-
ition tor the tirst semester was $700),
Fpand halt on account, found a cheap
apartmer t to share with another In-
dian, and Landed a0 ina phvsical
chemistry Jab to carn my keep and
the rest of my tmvon, A vear fater. |
R N 1 Y B N S T R TR N S S T T
engineening. [had notonly learned to
use a telephone, 1 had, in essence,
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learned to make one. More impor-
tant stiil, Thad learned enough to de-
stgn an electronie telephone switeh,

Telephone switching 1s what oper-
ators used to do by hand in the cariv
davs ot the centurv. Using a board
with cords and plugs, the operavor
created a manual connection be.
tween the telephone tn the caller's
hand and the phone being called
across town. Voice transmisston
then took place by means of analog
clectrical signals derved trom a vi-
brating diaphragm 1n one handset
and translated bar  1nto sound
waves i the other, Tre svstem was
marvelously sim
ple, but, by tech-
nological stan-
dards. dreadfully
Labor intensive.
it ail the calls
the United States
werehandied thate
way todav, every
U.S. crizen would have o be a tele
phone operator.

Fortunately, clectromechanical
switching appeared i the 19205, af.

Telecommunic
not closing but widening
the gap between the First
World and the Third.

lowing the svstem to locate and con-
neet two phones entirelv by means
ot electrical signals opening and
“Hesing metallic contacts, These
switches were automatie, but thev
had moving parts, and any device
that moves wears out. So, while they
required no operators, they did need
people to carry out routine mainte-
nance and regular replacement.
Finally, in the 1960s, I myself was
involved in the invention and evolu-
ton ot digieal electronie switching
cquipment, which has two huge ad-
vantages overits analog predecessor.
First, without moving parts and able
to perform its own automatic main-

fions was

tenance, it never wears out. Second,
1t uses microchips as its basic build-
ing blocks and therefore takes up
very little space. A large metropoli-
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tan switching station tor 50,000
phones once occupred a six-to-ten-
tloor building and needed hundreds
ot people to keep it operauional. fhe
same capacity ¢an now be housed in
one-tenth of the space and requires a
statt of perhaps ten people to operate
its computer and sottware controls.
Indeed, the only scrious remaminy,
drawback is that digital switches
stull produce hear and must be ar-
conditioned to prevent overheating.

Over the next tew vears, | worked
for GTE in Chicago, designing and
refining digital switching cquip-
ment and analog-to-digital conver-
ston technology. 1 was responsible
for nearly 30 patents and enjoved a
prominent position at GTE's annual
patents banquet in the late 1960s
and carly 1970s. I married an Indian
il T had met at the universiey i
baroda, started a tanuly, brought my
parents and most ot my brothers and
sisters to the States, and besan to be-
come a middle-class American.

But mv tather kept tethime me |
wils teo voung to get ito the habitot
working tor other people, and T was
beginning to ure ot pats on the back
for the parents I'd wan, so T quit
In 1974, with two local telecom
entreprencurs, I foundled Wescom
Switching Inc. - their money, my
technical expertise -and we began
manufacturing digital switching
cquipment that [ designed. In 1980 -
six vears and more than a dozen
catents later - we sold out 1o Rock:
well International, As part of the
deal, T agreed to work tor Rockwell

To survive, India had fo
bring telecommunications to
its villages. To thrive, it had
to do so with Indian

talent and technology.

for three years and undertook naot 1o
compete in telecommunications tor
five years. My 10% of the company
came to roughly $3.5 million in cash.

i ictt Tittdagarh in 1951 to o te
hoarding school in Guiarat; I left In-
dia in 1963 to go to graduate school

in the United States; now an 1980, 1
was a nullionaire, and to mv own
surpnise |tele nearlv as much eutl

catteravroon s o lifel T had
Jreamed ot wealth and success, but
now | suddenly contronted the tact
that | had walked out on india. The
sheer immensity ot India’s prob-
fems, the huee gap berween mv jux-
urtous U.S. suburb and the strug-
gling poverty of villages hike the one
where | was rmised, the seltishness
of My own suceess so tar, all ot 1t
werghed on myv nund and set me otf
m pursuit ot another American
dream: the exploration ot a new tron-
tier and challenge. In mv case, that
chatlenge was to use telecommuni-
cations as an agent of change -a
bridge between the First World and
the Third.

Ao bcaai Y oW ol e vice
sresrdent e Bockoeaelh 1 bewan ob-
serving telecommunications it
work in underdeveloped countries.,
What { saw dhisturbed me. On the
whole, telccommunications was not
somuch closme as widenme the qap
hetween the nich countries ot the
north and the peer countries ot the
south. The Fre-t World, inventing
and deploving new wechmology as
it were fast food, scemed headed
in the direction of unfimueed and
universal intormation access. Even
in the Second World, information
technology had penctrated tar
cnoueh to destrov the mtormation
srenopoby chat sapported totalitan:
anmism and to faunch Fastern Lu-
rope toward the West. However, 1n
the Third World.
relecommuni-
catrons and i
formation tech-
nology renuimed
an urban luxury,
and an unrchable
once av that. India
had fewer than
2,500,000 wele-
phones in 1980,
almost all ot them in ahandtul ot ur-
ban centers. In fact, 77 ot the coun-
try’s urban population had 35% ot
the nation’s telephones. The coun-
try had only 12,000 pubhce tele-
chones or 7uo,000,600 people, and
7% ot India’s 600,000 villages had
no telephones atall,
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What was worse, India, Tike most
of the Third World, was using 1ts
priceless toreign exchange to buv
the West’s abandoned technoloev
and install obsolete cquipment
that doomed the poor to move hke

telecom snals where Europeans,
Americans, and fapancese were be-
cimnuig to move hke mtormation
srevhounds. The technological dis-
parity was getuny bigger not small-
er. India and countnies ke her were
talling tarther and tarther behind not
just 1 the ability to chat with rela-
tives or call the doctor but, much
more critically, in the capacity to co-
ordinate development activities,
pursue scientit. * study, conduct
business, operate markets, and par-
ticipate more tully m the interna-
tional community.

Worce sl Daas perrectiv eeriam
dhat no farge country enurely lack
e an indigenous electronies indus-
trv could hope to compete economu-
callv in the comine century. To
survive, India had to bring telecom-
munications to its towns and vil-
lages; to thrive, 1t had to do it with
Indian talent and Indian technology.
In other words. there were two goals
o work toward: telecommunica-
tons and other information tech-
nologies could not only help Indians
create wealth in every walk of lite.
J telecom and information industry
could also create wealth ot its own.
Unless we had both, we had no tu-
sLre s diuation.

Worst of all, [ bevan to see that -
tormation technology plaved an in-
dispensable role in promoung open-
ness, accessibility, accountability,
connectviey ah'nm(‘l';h:‘,', Jdecentral-
vzatton —all the “<oft” qualites so
essenttal to ctiectve social, econom-
ic. and political development. In-
dia needed the capacity to network
people, ideas, and initatives. Tele-
communications was as critical and
tundamental to nation bulding as
water, aerrculture, health, and hous-
ing, and without 1t, india’s democra-
ey could founder.

I began fooking tor an entry into
Indran telecommucations, a ngd
SLEAUCRICY WL about 4 gquarter of
a nvllion emplovees: one tor every
ten telephones.
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In 1981, a tnend in Bombay sent
me a newspaper clipping reporting
that Prime Minister Indira Gandhi
hiad set up a high-level commazie
to review telecom development. |
wrote to 1ts chairman and asked for
an interview. From mv name and
location. he concluded that | was
an Italian-American with telecom
products to peddle. [ wrote back at
greater lengteh to sav [ had nothing at
all to sell except the conviction that
India possessed all the talent neces-
sary to pursuc telecommunications
modernization on her own. He invit-
ed me to India. He could not abso-
lee "y promise me an appointment
anc would have o pay mv own
way -but he did ask me to come,
Ultimatcely, 1 spent two hours with
the entre high-level comnunttee,

My messaue was that India should
abandon clectromechanical switeh
ing and move immediateiv toward
digital svstems for switching and
transmission. Mv reasoning was
twotold. First, ¢lectromechanicdl
switching was ill-sutted o the Indy
an climate and o Indian conditions.
With few available telephones, most
fines were intensively used, and
electromechanical equipment was
much more likely than digital 1o
maltunction from overuse. (We later
discovered that some public phones
in India generate as many as 36 calls
per hour at peak volume, compared
with mavbe 10 1o 12 in the United
States.! Electromechanical switches
are afso more vulnerable to dust and
moisture. Analog transmission, h
nally, sutters over distance, while
digital transmission 1s what LIves
thosc astontshingly momuare con
nections haltway around the world.
In a country with low welephone
density like India, distance - and
theretore statie - were nearlv un.
avordable.

Sceond, the development ot digital
technology would help build native
imndustries 1 electronics, software,
and related ticlds. Morcover, Indi
needed one prece of digital equip-
ment that no other country manu-
tactured but that many developing
nations could use: a small rural ex.
chanee. In the Unied States and Ew
rope, the smallest exchanges built
will accommodate 4,000 to 10,000

himes, and, in small towns and ruraj
areas, these exchanges are istalled
and then deliberatelv underutilized.
This kind of waste v be ole b
m a country where the number ot
small exchanges s unv. In India, ex-
changes with a vast overcapaciry
would have 1o be mstalled 1n hun-
dreds of thousands ot villages, and
waste on such a scale was unthink-
able. Development o an etficient ex-
change tor 100 to 200 telephones
would not onlv solve India’s prob-
lem, 1t would give the country
a4 valuable gh-
tech export.

Thecommittee
was rmpressed -
by mv enthust-
dsm 1t nothing
else—and surgest-
ed T meet the
PIIC mMiniste:.
Two weeks later, Mrs. Gandhi's ot-
fice agreed to give me ten minutes of
her tume. Because | needed ar least
an hour 10 sor my message across,
however, T ourned the otfer down.
New Dethy was tull ot people who
had been warting years to get wen
minutes with the prime munseer.
but T reaily did need an hour. By
pushing what tew connections |
could muster, | eventually got my
background papers into the hands ol
two advisers to Mrs. Gandhi's son
Ranv. One ot them spent several
hours studving the nile, and in
November. atter five months of try.
g, [ zotan hour with Mrs. Gandha,
her semor cabmet colleazues, the
chiet muinisters ot several Indian
states, and Rajiv, whom 1 met tor
the trst trme that dav bur who was
already an advocate tor my point
ot view.

I began my slide presentavon al-
most as soon as Mrs. Gandhi walked
meo the room. There was a tot of
eround to cover, and | covered 1t as
swittly as 1 eould. | summarized
world telecom statisties and corre-
tated telephone densiy to produc
uvity, citicieney, prosperity, and
gross national product 1 about 50
countres. | poimnted out that only 4
handful of countries had achieved
anpversat service and raised the pos-
sibility that 1t was not so much
wealth that created telephone denst-
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ty as telephone density that created
weaith. | reminded them that Indian
telecom was charactenized by high
unsatisfied demand. low aczessibili-
tvas well as density, poor connectiy-
ity, lack of dependability, substan-
dard mamtenance, superannuated
technology, overcentralization, bu-
reaucracy, bad management, and
limited capital. 1 underlined India‘s
relance on imported equipment of
traditional, not to say obsolete, de-
s1gn, and tied that equipment to poor
service and system intlexibility. |

| wanted to set India on the
path tc universal telephone
accessibility by the turn of
the century.

lid out a program that emphasized
rural aceessibility, customer service,
digital switching, and large-scale
technological innovation and inte-
gratton, all of it accompanied by pn-
vatization, deregulation, and organi-
zatonal restructuring. [ outlined
plans for design, production, instal-
lation, networks, tax, E-mail, teley,
and more. At the end, T spoke of re-
sources and management and then
otfered three alternatives.

The tirst alternative - obviously
unaceeptable -was to do nothing at
alland let the svstem limp along un-
tlat tnled completely, The second
wis to pursuce the present develop.
ment plan, using imported technolo-
£y to address some problems and 1g-
nore others. But the present policies
meant that India would fall steadily
tarther and tarther behind the devel-
oped world, with dire consequences
tor India’s cconomy, government,
and people

My third alternative was to adopt
radical new technologies, products,
and programs, hire new people -in
particular, a core group of young re-
scarch-and-development engineers
to develop new hardware and soft-
warce -and sct India on the path to
universal telecommunications ac-
cessihihiey by the turn of the centu-
v, | suggested the creanon of new
orgamzations with the power to 1s-
sue bonds and sell stock to raise



massive sums of capital. I talked
about large-scale manutacturing
plants to meet domestie and export

!
Lotatnd Tproposad arelecom von

MIssion to oversee regulatory re-
quirements. I spoke ot the need tor
a generaaonal chanye m telecommu-
mecations thinking.

Prime Minister Gandhr listened
attenuvely to the enure presenta-
tion, and when 1t was over, | an-
swered a number ot questons, In the
davs that tollowed, the word w :nt
out that the prime munster was in-
terested in a plan to modernize Indi-
an telecom, and I began three vears
uf commuting between Chicago and
New Delhi to put together a strate-
pte tramewark, plan the program,
give shape to an R&D entiey tor de-
velopig human resources and new
rechnology, and Tobby st all throueh
s parliament and intricate qov
ernmental bureaucracies.

Living in the United States tor the
mast productve vears ot my e had
altered my values and pereeptions
beyond recognition. My approach to
husiness, and for that matter to hite.
had become pertormance onented.
But every rew weeks 1 ett Chicago
for New Delhiand a set ot standards
and values that were teudal, hierar-
chical, and complex bevond beler,
From my now thoroughly American
point ot view, India was in desperate
need ot modernization. And mv
Trustraung ctlorts to nstatl some o
the modermzing mechanisms only
underscored how badly the countny

Every few weelks, | flew to a
culture that was feudal and
complex beyond belief.

needed technology to orgamize, sim-
plity, cconomize, and create the in-
trastructure to meet basic human
needs. T saw so much patential 1o
technology’s problem-solving capac-
ity that cven as |struggled through
quagmires of social and political
confusion, I was near to drowning i
tdeas ana oxuaenent.

Through all ot 1t, Raiv Gandh
was my ally. [ saw in him a voung,
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Gzt meddern man, direet and
honest. cager to explore telecom s
role tn Indian development, He and 1
Rad rcked at oar first meetig and
sincsey became friends. Over the
neal bowovears we toueht togethes
for dozens of administeaauve expers-
ments and retorms using intorma-
non technology  computenization
ol Lalways, 100 examplie, and ol iand
records, which was vital to the
progress ot land retorm. At the mo-
ment, however, we worked together
tor the creation ot the Centre tor De-
velopment of Telemates, C-DOT as
it came to be known.

the sarde was uphidl, Every ane-
portant decrsion had a political
an well as an cconomie mmpact.,
For example, a
few months atter
Ve Wi
Mrs. Gandin, In
Jdia siened a deal
with a French
multnational to
manutacture o
digital swatching system, so those
who stood to protit trom this ar-
rangement opposed our coneept ot
anindigenous digital industry and
labeled 1t redundant. One European
CEO wrate a strongly worded letter
to Mrs. Gandhi pomnting out that his
company had already spent $1 bl
s developimyg diciad technoogy
and questtoning the wisdom of so
masstve an mvestment by the Indian
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Jovernment. Given Indra’s fimiced
resources and the vast needs of its
people, that argument had wide po-
liucal support.

in 1984, the breakup ot the ULS.
Bell Svstem set i moton a process
ot deregulation and privatization
around the world and gave our pro-
posals the extra boost they needed.
in August, C-DOT was registered as
a nonprofit socicty funded by the
government but enjoving complete
autonomy. Parliament agreed to give
us $36 million over 36 months to
Jdevelop a digiral switching system
sutted to the Indian network. An ex-
ceutive direetor was appointed, we
tound hive rooms n a rundown pov-
crnment hotel, and we went to work
using beds as desks.

A tew months later, in October,
ivad Indira Gandhy was assassinat-
wd, and her son Rasiv became prime
minister. He and T decided that 1
should press the minative for all it
was worth, Since [ could not simply
pull up stakes and move to Delhi -
hack 1n Chicago, my tather was
dving ot cancer -1 began spending
about halt my ume in cach city. [ did
not tinally move to India with my
wite and children unul Auguste,
1986, after my father's death. In the
meantme, I continued to commute,
now more otten than ever.

Fiom e fon, Dwas a pricpal ad-
viser to C-DOT with a salary of one
rupee per year, an arrangement |
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modeled on Roosevelt's dollar-a-vear
men dunng the New Deal. | wanted
the chance to work for a cause, an In-
dian cause in partcular, and [ knew
that 1in order to succeed, I had o
place myselt above the suspicion ot

Activity was bliss. Our
engineers were very young and
never seemed to rest.

greed or selt-interese. In anv case,
what could I have carned? The wp
government salarv ar that ame was
5,000 rupees per month - then about
3400 - and I was spendimyg more than
ten times that amount ot my own
moncey just on plane tare and hotels.
I any case, 1t was an arranygement
that no one in New Delhr under-
stood. One day the deputy minster
tor clectronics tonk me aside and
said, “Mr. Pitroda, what 15 1t vou re-
ally want out of this?” My answer,
“Nothing,” puzzled him. Whethe
or not he believed me, my motives
remained a subject of discussion in
New Delhi tor the next six vears,
with eventual dire resules tor me.
For the moment, however. activi-
ty was bliss. Our engineers were
conspicuously voung, and they nev-
et seeed to sieep on test, Most had
been ready to leave india when this
opportunity came along. Now thev

threw themselves imto India's tuture
and worked with an energy that the
underdeveloped world is not com-
monlv supposed to generate.

From the outset, C-DOT was
much more than an cogineering
project. It did ot
course test the
technical ability
ot our voung ¢n-
gineers to design
a whole tamily ot
digital switching,
svstems and as-
soctated software surted to india’s
peculiar conditions. But 1t was also
AN eXererse o onauonal seit-assur-
ance. Years carlier, India’s space andd
nuclear programs had given the
country pride m its screntitic capa-
bility. Now C-DOT had the chance
to resurrect that pride.

From the outset, consequently, |
was interested i process as well as
product. Technology mav he com-
plex, but human motvatons and in-
teractions are even more so. I knew
India had great voung engineers, and
I beheved there was nothing they
couldn’t accomphish 1t we ¢hal-
lenged them and gave them a proper
environment to work m. Part of our
mission was to inspire 4 whole gen-
cration ot younyg talent and thumb
our noses at the nav-savers, the po-
e eactonanes. and the vented
interests whose prospenty rested en-
urely on mmports. 1 set impossible
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targets. I cheered people on. Know-
ing as | did that voung Indians did
well in the Unired States, I tried to
create an American work environ-
ment. Iset about insulling a bias wo-
ward action, tcamwork, risk, tlexi-
bility, simplicity, and openness. [
was almost brutal in mv determina-
tion to root out hicrarchy and bu-
reaucracy: | once shouted and made
a thoroughly mortitying scene i or-
der to get typists w stop leaping o
their feet everv time a manager en-
tered therr work space to use one of
the two telephones we started out
with. I did mv best to shield our
vOHLE CnZIeers troni |mwaucr.’us,
poitticians, and business interests.
At the same time, [ opened our
doors to the media, which responded
with excieenmient, optimism, and the
kind of hero waorship that we hoped
would attract more vouny, people 1o
technology careers.

By 1986, C-DOT had sprawling,
chaotie offices, 425 emiployees (aver-
dpe age 251 and the drive, activiy,
and opunusm o a U.S. presidential
campargn. My methods had been
hitghly unconvenuonal tor India and
highly unpopular with a lot ot the
old guard, but within C-DOT we had
accomphished wonders.

By 1987, within our three-vear
limit, we had delivered a 128 line
viab oxchange, o 120 line pnivate
automatic branch exchange tor busi-
nesses, a small central exchange
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Tup from 35% in 1990, Using the soff. ]
|

ware ('(n‘rcctly. workers on a network
can do in a dav what would otherwise
tuke them five, savs G, Michaol Ash.
more, a vice-president at ¢s¢ Index Inc.,
a Cambridge (Mass.) consulting firm.
Indeed, networking software can bhe
instrumental in reengineering work pro-
cesses by delivering information directly
te the workers on the front lines, That
helps break down the old corporate pyr-

amids. “Networking fits the new man.
agement model,” says Craig Burton, a
former Novedi Ine. exeeutive who heads

In 1990, millions of
office workers began
playing  a  mind-
numbing card game
on their personal
computers. Packaged
with a hot-selling
new version of Mij-
crosoft Corp.'s Win-
dows program, Soli-
taire  proved so
distraeting that Boe-
ing Co. and other
companies

removed it from all their pes.

“It sure blew peoples” produe-

tivity,” admits Wes Cherry,

the Microsoft programmer who
developed it. But then a funny

objects in the real world,

It terms of increasing productivity,
networking may be the most important
shifts Some 60% of 4l business Pes in
the ULS. are now able to trade files,
documents, and electronic mail with oth-

Crs on a network,

from networking programs, imaging
technology, and relational data-base SyS-
tems. And just on the horizon are poten:
tially huge wains from innovations <uch
as ohjecoriented prosramming, a meth-
od for ereating intaitive software out of
prefabricated “objects™ that behave like

the Burton Group, a Salt Lake City re-
search firm. He believes that sgroupware
programs, such as Lotus Development
Corp.’s Notes, will take the technology
even further, allowing co-workers to pool
inforniation more intelligently,
SUCE AND pIcE. Other productivity hoost-
ers include imaging and work-flow soft-
ware. In essence, these technologies re-
duce paper to digitized images so
documents zip through the organization
instantly, rather than from in-basket to
in-busket. That can increase pro-
duetivity by 20% to 60% in a
bank or other paper-intensive
business, says Michael How-
ard, a consultant at Gartner
Group Ine. in Stainford,
“7"/ Conn. And thanks to power-

thing happened: When useful ful ne'w pes, he says, the cost
ainlications for Windows ar- - per worker for an imaging
1, workers had already B : i : e system has  dropped from
Stered clicking and dragging i, Ll "tgﬁlz;?}t'&‘{éj} 825,000 to $10,000 since 1990,
on-sereen objects—skills honed |E2 : 2y F“"ﬁ'”{‘&&‘ﬂ?f»‘i&x ) N New data-base programs also
with Solitaire. Recently, the game L S P T SR K RO L , %{’?) increase cfficiency. Oracle Sys-
won an 1T(l.ustry award for its : : AR \ y ? n’ tems, Syvbase, Informl‘\g. and oth-
foresight™ in getting people to L ot A ; ers sell so-called relational data
use mouse pointing devices. - Fo By {6 plogies.drive p aa @l bases that put information in a
’ g e . . 7 3 % ’ 5 N
I'he Solitaire episode illustrates ! formuat flexible enough for non-
a lesson that Cnrlpor'lto Arrlc}'iC'x & GRAPHICAL USER INTERFACES programmers to slice and dice
a2 € L/ 1. < £ 31t D D « .
learned the hard way in the (f% 8 make compute 8,°6asy o usel A This has changed the face of re-
1980s: No matter how powerful |Ef: al'obiedt o B'SCTO8 o folder 2 tailing: A relational data buse lets
the computer or how far-reaching |Esrs Ahcai ha o ale Lot a f Rz faoa| a chain know when to send more
the information network, it i S sl bt kol yvellow  sweaters to  wiich
means little if the average office [ NETWORKING SOFTWARE ; stores—and when to shift to blue.
worker can't use it. Improved : oupware allows farHing Arotps of G farae o In the future, software will be
softfvzxre is key to making infor- B2 ollah i stdaaanstiat il o 1] oven casier to create and use,
mation technology aceessible and ) 2| thanks to object-oriented pro-
. . B B . 31 .
l;uslm-s.\‘(fs more pl‘(xlll(‘tl'\'(,‘. Com- et o g N 0. 8P ; s gramming,. At the Ctﬂltf-l‘ fer Ad-
pared with workers using ordi- B2 FLEXIBLE DATA BASES 41 vanced Technologies, individual
nary software, those using a Pl ; R ey {| programmers are achieving 100%
“sraphical user interface” such as B s g Jogether g St | leaps in productivity via such
G . . 3 - Pl . 4AC et « B (3
on Windows or Apple Computer 3 e S aiZano e .0 sharep methods, says Jerrold M. Grosh-
N . . : ' i A .
Ine’s Macintosh can accomplish | Fd AL g /0 01s0, €0 0 phgsfueicsid | ow, the lab's director. But the
twice as much in a given me, raehanges each time, say,a sales clerk'enters a3 pE | larser payolf, he says, will come
according to the Center for Ad- |[e aNsOCon. i i M d | when groups of 100 or more pro-
‘anced Technologies, a Fairfax e < iMAClNG . “BA | crammers learn to share ohjects:
{Va.) research lub run by Ameri- o - |l vet another techrology  that
. , . . . B R e o : D .
can Management Systems Ine., a aging soltware converts paper to digifized Vaeq | promises to help people collabo-
(‘()I’n‘plll(fr-f;fV.\'l'('('f; company., b A AL Arm ran K adEis rate Iwm:r. .I‘I\'vn for prog am-
Ihe graphical interface is just s g & vty el Seisd | mers, Solitaire won't suffiee in
or ample of software teehnol- -f\ the wge of network computing,
0 at-can boost productivity. 1 s L ; Rttt g By Frean 1. Schwartz in New
Lguglly dramatic results stem S1ganizanon o P9S80 O AT Pt BULEEA Y
e e NOCe s 4 5 ; 4% e
i) %
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In 1990, millions of
office workers buyrs .,
playing &« mind-
numbing card game
on their personal
computers. Packaged
with a hot-selling
new version of Mj-
crosoft Corp.'s Win-
dows program, Soli-
taire  proved so
distracting that Boe-
ing Co. and other
companies
removed it from all their pes.
“It sure blew peoples’ produe-
tivity,” admits Wes Cherry,
the Microsoft programmer who
developed it. But then a funny
thing happened: When useful
lications for Windows ar-
71, workers had already
Stered clicking and dragging
on-screen objects—skills honed
with Solitaire, Recently, the game
won an industry award for its
“foresight™ in setting people to
use mouse pointing devices.

The Solitaire episode illustrates
a lesson that Corporate America
learned the hard way in the
1980s: No matter how powerful
the computer or how far-reaching
the informatjon network, it
means lit"if the average office
worker can't use it, Improved
software is key to making infor-
mation technology accessible and
businesses more productive. Com-
pared with workers using ordi-
nary software, those using a
“graphical uscr interface” such as
on Windows or Apple Computer
Ine.’s Macintosh ean accomplish
twice as mueh in a given time,
according to the Center for Ad-
ranced Technologics, a Fairfax
(Vo.) research lab run by Ameri-
can Management Systems Ine., a
computer-services company.

The graphical interface is just
axample of software techno'
at can boost productivity.
elly dramatic results stem

e
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NEW APPROACHES ARE STARTING TO GET BIG RESULTS

! from networking programs, imagring
technology, and refational data-base SYS-
tems. And just on the horizon are poten-
tally huge yrains from innovations such
as ohjeet-oriented programming, a meth-
od for creating inviitive software ot of
prefabricated “objects™ that behave like
objects in the real world.

In terms of increasing productivity,
networking may he the most important
shift. Some 60% of all business PCs in
the U.S. are now able to trade files,
documers, and electronic mail with oth-
. network,
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up from 35% in 1940, Using the soft.
ware correctly, workers on a network
can do in a day what would otherwise
tuke them five, says G. Michael Ash-
more, a vice-president at ¢sc Index Inc,,
a Cambridge (Mass.) consulting firm.
Indeed, networking software can be
instrumental in reengineering work pro-
cesses by delivering information directly
to the workers on the front lines, That
helps break down the old corporate pyr-
amids. “Networking fits the new man-
agement model,” says Craig Burton, 4
former Novell Inc. exeeutive who heads
the Burton Group, a Salt Lake City re-
search firm. He believes that groupware
programs, such as Lotus Development
Corp.’s Notes, will take the technology
even further, allowing co-workers to pool
information more intelligently.
SLICE AND DICE. Other productivity boost-
ers include imaging and work-flow soft-
ware. In essence, these technologies re-
duce paper to digitized images so
documents zip through the organization
instantly, rather than from in-hasket to
in-basket. That can inerease pro-
ductivity by 20% to 60% in 4
bank or other paper-intensive
business, says Michael How-
ard, a consultant at Gartner
Group Ine. in Stamford,
Conn. And thanks to power-
ful new res, he says, the cost
per worker for an imaging
system has dropped from
£25,000 to $10,000 since 1690,
New data-base programs also
17 increase efficiency. Oracle Sys-
' tems, Sybase, Informix, and ath-
ers sell so-called relational data
bases that put information in a
format flexible cnough for non-
programmers to slice and dice.
This has changed the face of re-
tailing: A relational data base lets
a chain know when to send more
yellow  sweaters to  whjeh
stores—and when to shift to blue.
In the future, software will be
ever casier to ereate and use,
thanks to object-oriented pro-
gramming. At the Center for Ad-
vanced Technologies, individual
programmers are achieving 100%
leaps in productivity via such
methods, says Jerrold M. Grosh
ow, the lab's dircctor. But the
largrer payoff, be says, will come
when groups of 100 or more pro-
grammers learn to share objects:
vet another technology  that

-
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A SWEEPING RE@RGRE@E@W@% OF WOR TSELF IS BOOSTING PRODUCTIVITY

B ehind its faux-Georgian iacade,
the Federal National Mortgage
Assn. seemed the Very essence
of a modern, high-tech organization, The
market prowess of Fannie Mae, the na-
tion's largest buver of home mortgages,
wias built on an imposing foundation:
banks of mainframe computers. The
blinking behemoths processed huge
quantities of loan information and }ar-
mitted the company to pool millions of
mortgages into easily sold securities,

But by the early 1990s, those main-
frames and a highly centralized man-
:psement system had become barriers to
37 annie Mae's further expansion. Despite
their enormous power. the Washington-
based company's computers simply
couldn’t keep up with the growing vol-
ume of work. So Fannie Mae began re-
making itself, breaking down the old
centralized departments that slowed
things down and replacing them with
work teams that linked financial, markoet-
ing, and computer experts at the start
of each deal. Tving it all Logether is g
network of more than 2,000 personat
computers and new software that makes
the machines az~essible 1o workers with
4 minimum of training,

The $10 million investment in the new

3
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computers paid for itself in less than a
vear. When interest rates plunged in
1992, refinancings surged. Volume
soared. But so did productivity: Even as

Fannie Mae handled $257 billion in new |

loans. nearly double its 1991 vojume, it
had to add onlv 100 more employees to
4 work force of nearly 3,000, *If we had
not used this technolo- pre

gy," says Vice-Chairman
Franklin D. Raines, “our
business would have col-
lapsed.” Instead, Fannie
Mae’s profits jumped 13%,
to $1.6 billion.

The Fannie Mae story
is a small part of a revo-
lution that is sweeping
America’s offices and fae.
tories. At last, after years
of costly struggle, U. S,
business is finally making
the information revolution
pay off. Cne reason: His.
torically, it has taken
companies a generation or
more Lo truly master ma-
jor new waves of technol B
ogy. For instance. U. S, manufacturers
first used electric motors in the 1890s,
but productivity didn't take off until the
technology finallv dominated factories—
nearly 30 vears later. Now, 40 years af-
ter IBM sold its first commerciy] main-
frame, information technology  has
penetrated everv corner of the L. S.
eeconomy. What's more, today's comput-
ers are cheap and, thanks to new soft-
ware and networks, tar more accessible
and useful.

PARADOX LOST? Hur the reg) hreak-
through isn't just in teehnology, [t's the
SWeeping ehanges in management and
oreamzational structure that are redefin-
ing how work gets done. Largely prod-
ded by rising global competition, these

overhauls are known jnoseiy as “reenyi- |
neering.” a4 process that questons trudi- |
I tional assumpuions ang proceaures—and

then starts over. Often, this means
breaking down the old functional fief-
doms—in marketing, engineering, manu-
facturing, and finance. for instance—and
redeploying workers in muitidisciplinary
teams. such as the ones at Fannie Mae.
that concentrate on gewuny the right |
products and services to the customer. |
. Once the work has
been redefined, the new
information technology
plays a key role. “User-
friendly” software, pc
networks, handheld wire-
less terminals, and oth-
er gadgets are used to
move information to the
front lines—to give the
folks on the factory floor
or in the customer-ser-
vice department the
knowledge they need to
act quickly.

FFor instance, when
Aluminum Co. of Ameri-
ca began feeding produe-
tion data back to the fac-
tory floor, workers at its
Addy (Wash.) magnesium plant quickly
saw ways to hoost productivity by 72%.
Says Harvard business school professor
Gary W. Loveman: “Gains come not he-
cause the technology is whiz-bang, but
beecause it supports hreakthrough ideas
in business process.” For Fannie Mae,
changing the process meant doing lots
more work with just a few more people.
For dozens of other corporations, reengi-
neering has meant being able 1o take
on more work—even while downsizing.

That's the formula for 2 productivity
explosion, If this new industrial revoiy
ton eontinues to spread from big outfits,
such as Fannie Mae 10 hundreds of
thousands of smaller companies, the
LS economy could be in for o new era
of eeonomie growth, Ineremscd productiy-
ity, driven by o sea change in technolosry
and manawgzement, mav set off 1 nowertul |
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cvele of fatter profits, new investment,
higher wages, and a rising standard of
‘ving,

[t's a stunning reversal of the picture
just a few vears ago. Throughout the
1980s, U. S. businesses invested a stag-
gering 31 trillion in information technol-
ogy. For a long time, it looked as though
most of that monev was going doewn a
rat hole. Economists spoke ol a produc-
tivity paradox: Despite the huge invest-
ment, businesses saw little pavoff. Prof-
its were flat, and produetivity growth
was stagnant. And, most troubling of
all, in the service sector. where busi-
nesses sank more than $800 billion into
technology, the results were the worst.
Overall, national productivity rose at a
puny 1% annual rate, compared with
nearly 5% in Japan, and the U.S. stan-
dard of living stagnated.

Now, there are tantalizing hints that
the big payoff may final', be at hand.
The first sign: Since the bottom of .he

and what history tells us is chat this is
an early stage of a major expansion of
employment,” savs Federal Reserve
Board Chairman Alan Greenspan.

Increasingly, business leaders and
ceonomists are pointing to the melding
of new corporate structures and ad-
vanced information technology to ex-
plain the productivity surge. A new look
at investment by 400 large companies
from 1987 to 1991 shows. for the first
time, evidence of a real technology pay-
off. According to the soon-to-be-published
analysis by Erik Brynjolfsson and Lorin
Hitt of Massachusetts Institute of Tech-
nology's Sloan School of Management,
the return on investment in infermation
systems averaged a stunning 54% for
manufacturing and 68% for all business-
es surveyed. And perhaps most signifi-
cant. productivity gains aren't just com-
ing from cost-cutting or cost avoidunce:
The reengineered corporations are hoost-
ing their top lines, too.

hovers at 7%, partlv because the ehang-
0s in corporate structure are causing
short-term dislocations—known cuphe-
mistically as downsizing. g
Corporations have been laving off §
huge numbers of middle managers be-
cause the reengineering and technoiogy
make it possible to do without them. in
the old corporate hierarchies, middle
management’s function was to transmit
info mation fron. the field or factory 1o .
the executive suite and relay commands
from the corner office back to the
troops. Data bases and computer net-
works now do the job—{aster. better,
and for less. “People who don't add val-
ue are going to be in trouble,” suys Mel-
vyn E. Bergstein, president of Technolo-
gy Solutions Co., a systems integrator.
“If your job is just passing orders along,”
vou could get lost in the shuffle.
Skepties insist that only a handful of
large, high-profile companies have
reaped benefits from a combination of

recession in 1991, productivity gains
have been outpacing overall economie
srowth, While productivity always picks
up in a recovery eycle, this is the first
postwar recovery in which preductivity
raced ahead of growth. And even though
productivity growth sagged in the
weather-ravaged first quarter of 1993,
in the eight quarters since the trough,
output per hour hus inereased at an av-
erage annual rate of 2.3%. In 1992, pro-
ductivity rose nearly 3%, its best show-
ing in 20 vears teharts), Most
encouraging: Service-sector productiv-
itv finally sprams: to life. matehing the
gains that began in manuacturing in
the 1980s.

The second sum: In the taee o o slug-
gish recovery, corporate profits are up
sharplv. Much of the profit surge comes
from lower interest rates. but higher
productivity is plaving a role, too. “The
productivity level emerging in this age 1
opening up profit margins, It is ereating
a4 signiticant amount of new Ivestment,

Such results are making all sorts of
economists take notice. Morgan Stanley
& Co. economist Stephen S. Roach. who
sounded the alarm about the productiv-
ity paradox in the mid-1980s. is now
convinced that information technology
is driving what he's calling a productiv-
itv-led recovery. “We're just beginning
the journey,” he says, “but we've moved
to a higher productivity growth path.”
SKIMPY EVIDENCAE. Not every economist
is convinced that the U.S. is on the
verge ol such a produeuvity explosion.
Skepties point out, for example, that
the usual evidence 15 nowhere o he
found: If we were reallv seemg produc
tivity vamns. incomes would rise. which
wouid spur inereased demand for goods
and services, and, eventuallv, new hir-
ing. So tar, real wages continue to stag-
nate and in this reeovery, job growth
is lageing (pasgge 72).

One expianation is that it's simplv o |
Ariy n the process to see such eon-
erete evidenee, And unemplovment still |

technology investment and structural
chunge. They sav that outfits such as
Apple Computer, Chrysler, and General
Llectric may be racking up impressive
gains (page 79), but they are the ex-
ception. Recently, however, evidence has
begun to accumulate that these success
stories are being repeated throughout
the economy. Richard L. Florida, pro-
fessor of management at Carnecie Mel-
lon University, recently surveved 2,000
small and midsize businesses in the ¢
Great Lakes states. He found that as
many as 60% realized some improved
return by restrueturing work.

Small companies are aiso bemng in-
fected by the bir companies they deal
with. As the large outtits extend their
mectronie tentacles, the new intorma
tion technologies are moving down the
corporate food chaim, 1rrom big huvers
to their suppliers, through the serviee
seetor, and even into small businesses
DuPont Co., for example, no longer ex-
PECLS INVOoices trom some ol 115 vendors,
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Instead. it just processes bills electron-
ically, And with about 5% of s suppli-
ers, the chemical giant doesn't even
bother with purchase orders. Outside
vendors are linked electronically with
DuPont’s internal inventory svstem.
When the suppliers see that DuPont is
running snort on an item. they simplv
deliver replacement zoods. *When vou
do it ecleetronieally,” savs Thomas F
Holmes. director of materials and logis-
tics, “vou simplifv the process.”

Just ask Phoenix Designs Inc. in Zee-

land. Mich. A vear ago, the Herman
Miller Ine. subsidiary sold office furni-
ture the old-fashioned way. Independent
dealers sent a salesperson to a cus-
tomer's office, where the rep would
gather ideas for a designer. who would
work up a draft. After siy back-and-
forth weeks, the sales rep would finally
show the customer a proposal. The ar-
rangement drove buvers nuts—and cost
Phoenix sales,
DESKTOP DESK. Now, thanks to some PCs
and a custom software program called Z-
Axis, salespeople have hecome their own
designers—and are generaung proposals
in four or five davs. One dealer, Conti-
nental Office Furniture & Supply Corp.
in Columbus, Ohio, has made a sale each
of the 70 times it has used the system.
And some small dealers have reported
an average increase in sales of 1,000%.
The next step bezins next month: a
portable system that will allow sales
reps to work on designs in the cus-
tomer’s office. So far, Phoenix has spent
about 81 million and has been rewarded
with a 27% jump in aftertax income.
“We're convinced this is the way to go,”
savs Gary W. Van Spronsen, Phoenix
vice-president of market development.
“The whole idea is to streamline 4 cum-
bersome process.”

Could such recnineering cure the
health-care idustry? Hospitals are virt-
ally temples of teehnology, full of diag-
nostic equipment and back-of‘jce com-
puters that tally up bills. Bu doctors,
the hospitals’ produetion workers, have
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vice-president at PictureTel Corp., a
Danvers (Mass.) maker of videoconfer-
eneing equipment, savs some buvers still
justify the eost of a svstem by savings
on travel, but the real payoff lies else-

tion out of factories,” says Gary Reiner,
GE's vice-president for business devel-
opment. “We have found that in manv
cases technology impedes productivity.”

[nstead. GE's bigg breakthrough has

When physicians at the University of
Virginia Hospital were asked Lo use com-
puters to order drugs and other treat.
ments, they were <o angry thev staged
a joh acton. Now, a new o, s of comput-
er-literate residents has embraced the
svstem. “Almost five vears into the pro-
eess, we are finallv where we want (o
he savs pediatries vrofessor Thomas
AL Massaro, “using technoiogy to im-
prove productivity,”

Doctors and other proressional-ciass
Luddites won't be abie 1o eseape the
web ol intormation technoiogey for longr,
wwever. Electrone mail. videoconter-
‘neing, laptops, car faxes, and cellular
shones have enanged the very detini-
ion of the office. Hobert 1 Mitro, semor

[

|

I

i

1

. . . . I
resisted changes in their work routines. |
|

f

|

i

where: "Customers tell us that the ben-
efit is in their ability to bring together
more expertise, faster.” The impact. he
savs, is really on the revenue line, not
on costs.

WORKER INPUT. Lxtending the networks
and the information throughout the or-
ganization also heips improve quality,
responsiveness, and. inevitablv, sajes and
profits. “In factories, people on the line
are thinking iike industria) cngimeers,”
savs Carnegie Mellon's Florida,

That's certainiv true at General [lee-
trie Co. After spending 2 bundle on tech-
nology in the 1980s, some Gp managers
now helieve that redesiening work js
the real long-term solution 1o produe-
tVItY problems. “We've taken antomi-

been giving workers flexibility and un-
precedented authority to decide how to
do their work. “All of the good ideas—all
of them—come from the houriy work-
ers,” savs Reiner. At GE Power Svstems,
4 $6.8 billion unit that makes generating
equipment. changes in production meth-
ods eut inventory carrying charges by
S40 miltion to $100 million a vear,
Perhaps the biggest opportunity for
reengineering is where the old approach
to intormation technology has been most
disappointing—in financial-serviees com-
panies. The big banks and insurers were
notorious in the 1980s jor plugging n
more and more number-crunching power
every vear and trading up to every new ]
11Zmo out of Silicon Vallev, Bt pressed
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v Josses In real estate and other prob-
iems, insurers are giving up their hide-
bound wayvs.
Aetna Life & Casualty Co.. for exam-
ple. has completely overhauled the pro-
+cess of issuing a poliev. A vear ago, Aet-
na had 22 business centers. with a staff
-~ of 3,000. It ook about 15 davs to get a
basic policy out of the office, in part be-
© cause t) different emplovees had to han-
i dle the application. Now. the operation
has been pared down to 700 emplovees
in four centers—and customers get their
policies within five davs. How? Because
a single -+ siwing at a PC tied to a
network cun perform all the steps neces-
sarv—calling into an actuarial data base,
for example—to process an application
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immediately. When all the relevant infor-
mation is gathered, the policy is passed |
along the network to headquarters in |
Hartford, where it's printed and mailed |
within a day,

monre WITH LEsS. The technology has
also given Aetna’s sales toree more au-
tonomy. The old hierarchy of supervisors
and agents has been replaced by work
teams of about 17 people. At Aetna's
Tampa ofiice. the new svstem for issuing
policies will save 340 million and im-
prove productivity by 25% this vear, ac-
cording to Bob Roberts, who heads the
office. Adds Aetna Chairman Ronald E.
Compton: “Reengineering helps us solve
that modern business dilemma—how to
do more with less, and do it better.”

Jq?mohﬂdn problemt’ To find Gt
: problent”

ogpiald By dbitology, wit s
@ n noteinthis computer S Or-
e

ek Iater, the” patient

-t tfre i yed hitving réad Ciming's note=which as Stored with the pr-
tieit's recoidd In thehibspitil's compater systom—doctors.did the spinal tap,
"M casiexeiplifiod horw roenginecring hoepitals with soplisticated compi:
er‘hetworks' canr help-ciré. oné of medicine's worst flls<inefficiency. “Up to 40%
of all hoepital costs are related to the generation and storage of information, so
it makes sense-that information technology cun improve éfficiency,” says Dr. Wil-
liami-M! Tierney of Wishard Memorial Hospital in Indianapolis. o

"Wishard now requires doctors wo order all drugs and treetments for patients
via computer. The system then automatically warns of potential problems,
such as allergic reactions or duplicated tests. Deetors tend to make fewer
mistakes and order fewer tests. The result: Costs per patient are 3900 less. “Th
stay competitive,” concludes Tierney, “ductors really have to get into the elec-
tronic medium.”

' ‘ By John Carey in Washington

That's what banks must do., as well. .
‘The first step woward automation was, of |
course, the now-ubiquitous automated
teller machine. More recently, bank
have bhoosted their bottom lines bv sim
uly rarming out costiv information-pro-
cessing jobs, such as check processing,
Today, about half of the nation's check
processing—once the mainstay ol the i
bank back office—has been tarmed out o |
more efiieient specialty firms, such as
Eleetronic Data Systems Corp. and Per- 1
ol Svstems. (
Now, banks are using technology to
make their front-office workers far more
efficient. At Cleveland's Society Nation-
al Bank, for example, routine custom-
er-service work has been automated so
that 70% of phone calls are handled
through a voice-mail svstem. That frees
customer-service reps to help depositors
who really need a human's assistance.
And laptops have liberated loan officers
from their desks. “If vou call us and say
vou want to refinance.” savs Lxecutive
Viee-President Allen Gula Jr., “we'll
meet vou in vour parking lot at iunch.”
But the real challenge for financial
institutions will be to get rid of the mil-
lions of tons of paper—irom checks to
loan applications—that soak up millions
of employee hours and add billions of
dollars to costs. Une possible solution is
image processing. Some big insurers a
ready use these setups to move digi
pictures of documents through their of-
fices at the speed of electrons, rather
than at the speed of the guy from the
mail room. In addition. many workers
can look at a document simultaneously.
INERTIA. Fannie Mae hopes to sharply
cut costs of mortgage applications by
banishing paper. It's linking 3,000 lend- i
ers by computer and developing soft-
ware that will cut processing time by
putting the whole operation on comput-
cr networks. Todav the average eost of
processing 4 new loan is 35,337 or 4.5%
of the loan amount. But the most effi-
cient lenders can do the job for half
that. Their secret: slashing paperwork,
“The technology exists,” savs Raines.
“It's a matter of overcoming the inertia.”
Perhaps nowhere in the serviee sector |
has information technoiogy had more of
an impact than in rewailing. In the 1980s,

t
l
|
!

Wal-Mart Stores Ine. leaped to No.1in |

the U5, retail business by keeping its

prices low, its stores better stocked, and ¢

its inventories tight. [ts not-so-seeret
weapon was technologv—ineluding satel-
lite networks linking each point-of-sale
terminal to distribution centers and
headquarters in Bentonville, Ark. Iy
tracking every sale to see what's seilir
and what's sitting, Wal-Mart avoids ec:
v marxdowns to inventorr.

Now, «cores of retallers are tollowing

I
|

|
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ON THE CONTINENT, A NEW ERA IS ALSO DAWHING

When it comes to
information technol-
ogies, the 1Y80s
seemed  to  Jast
longer in Europe
than in the U.S.
By 1990, recession
and rising global
competition were
foreing U.S. corpo-
rations to question
their use of technol-
ogy. In Europe,
however, companies
were still laying plans to move into
the unified market and into Eastern
Europe. A5 businesses expanded, so
did computer budgets.

By now, a new era has dawned on
the Continent: a period of slow eco-

| we can focus on the best way to orga-

nize the work,” savs Torsten Engevik,
I director and chief information officer at
1A, He's fine-tuning marketing with
data on everv sale and may eliminate
invoices entirely hy paving suppliers
! for goods as thev enter a v rarehouse.,
SUPUPS. [CA is hardlv alone. Other Fu-
ropean companies that are jumping on
the reengineering bandwagon range
from Britain's Reuters Holdings and
tolls-Royee Motor Cars to Union Bank
of Switzerland, Ciba-Geigy, and Sie-
mens. “As competition hots up, they're
seeing the need to rethink what
they're doing,” says William Barnard,
managing partner in Europe for Ander-
sen Consulting’s strategic management
practice. in Europe, Andersen now
competes with outfits such as Oasis,

The companies doing the most reen-
grineering are those th; t face new com-
petition, whether thra + deresrulation
or the single market. netailing, finan-
al services, and telecommunications
are ahead, while auto, steel. and ma-
chine-tool makers are lagging. Some-
times, as in Italy and Germany, strong
unions stall reengineering. Then there
are cultural factors. Pride in their craft
keeps German workers from embracing
change, says Gunter Conrad, a part-
ner at Andersen Consulting in Munich:
“When you used to be the best manu-
facturers in the world, it is sometimes
difficult o admit that other ways of
doings things might. be better.”

The cultural impediments in Europe
are nothing compared with those in
Japan. Its hi 4

nomic growth and unpre-
cedented competition. And
that's bad news for the
computer salesmen who
used to find companies such
as Sweden'’s IcA Handlarnas
pushovers for new gear. By
the early 1990s, as Sweden
prepared o join the Euro-
pean Community, the Stock-
holm-based 37.9 billion food
cooperative was worried
that competition would grab
market share and crimp its
fat  profit margins. A
streamlining was in order,
and ICA's information Sys-
tems would have to play a
role,

Up until then, all those
computers had done little
to help the bottom line. In
fact, because the three sales
regions couldn’t share their
data, the movement of

goods to retail stores was

inefficient, and the regional offices
sometimes ran marketing campaigns
that conflicted with one other. To
straighten things out, 1A hired An-
dersen Consulting.

Today, a “reengineered” 1ca has
linked all of its 8.350 retail stores na
single raainframe data base. With in-
ventory data more readilv available,
the company has been able to shut 4
third of its warehouses and distribution
centers and has halved its overall
costs. It slashed the wholesaling work
force of 5,000 by 0% over three vears,
even as revenue grew more than 15%,
More job cuts are planned. but the
gains aren't merely in cost reduction,
“Now that we have the infrastrueture,

BMS Bossard, and Index Managemeat.
Asin the U.S.. a major reengineer-
ing goal is improving relations with
customers. In 1990, John Parcell, man.
| aging director of Reuters’ British arm,
was deluged with customer complaints.
The problem was that severa] depart-
ments were dea'ing independently with
subscribers of Reuters' information ser-
vice. There were too many slipuns,
and Reuters wag lesing marko share.
Pareell deeided to reorganize his separ-
I ate marketing, sales, and installation
i departments into 2 multitude of three-
| person teams. Now terminals are in-
I stalled in less than two davs, down
l
|

from five, and thev're up and running
in a4 matter of minutes,

p
!

be far more efficient, says Yotaro Suzu-
ki, senior vice-president of the Japan
Institute of Office Automation. “But
reengineering would require changing
basic facets of the Japanese business
environment and culture.”

“Different countries and industrios
are not just going to adopt the North
American model,” says James I3, Short.
assistant professor of information man-
agement at London Business School.
Ultimately, Europe and Japan will have
to find their own paths to the produc-
tivity targets being set by economie
competitors in the U. S. and elsewhere,

By Fred Guterl in London, with
Jonathan B. Levine in Paris and Neil
Giross in Tokyo
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' Wal-Mart's tootsteps—necause they
must. At Detroit-based Frank's Nursery
& Crafts, managers can use wireless
handheld seanners to cheek inventory
on the store shelves, It can even add
stocKk In stores where the weekend
weather torecast is vood. Pressure is
coming tfrom manutacturers as well. To
make its retailers more efticient, Levi
Strauss & Co. ereated its own inventory
tracking system. According to Paul Ben-
. chener, Director of Global Quiek Re-
sponse. the results have been handsome.

About half of Levi's 100 biggest accounts | cost Asian producers. Jobs drled up, fac-

use the system and. for them, sales
+ shot up 24% last vear, At the other
i big stores. sales rose a paltry 3.6%
. The future? Ask Jehn W. Fitzge-
| rald. vice-president of information
services at McKesson Corp., the na-

These intormation svstems are now
snowballing as more and more suppli-
ers and vendors get on the networks.
Strawbridee & Clothier. a Philadelphia
retailer, has been getting rid of ven-
dors that are not hooked into its point-
of-sale svstems. “Thev couldn't compete,”
suvs Corporate Viee-President Thomas
S, Rittenhouse.

The new links even hold out the
pronuse of revival for U, S. clothing
manufacturers. Apparel makers took a
terrible beating in the 1980s from low-

|
t
!
i
!
|
!
|

ficiently ard So where's
product?”’

For such improvements to reaily per-
meate the all-important service secter
hundreds more companies will have (€
ret on board. Manv will first have 1o
undo what they did in the 1980s,
Steven Walleck. a director at MceKinsev
& Co. "The people who were throwing
capital at the issue of labor productivity
got the cart before the horse.” he savs.
And now, “a lot of wreek-and-rebutid is
required.”

Before it's over, we may not recognize

SUVE

' tion's largest distributor of pharmaey
i and health and beautv-aid products. i
McKesson has been using computerized
1 inventory systems for more than a
decade. And Fitzgerald thinks he ai-
- ready sees the next wave of productiv-
itv-enhancing change: svstems that tivht
lv link customers, retailers. distributors,
and manutacturers. Instant response
means less money spent on interest
¢ charges, idle pldn[,b. and inventory build-
t ups. The paper invoice will go the wav
» of the quill pen. "We're going to have a
| seamless network. [v will be transparent

+1 1o evervbodv, and all without paper.”

|
|
|

tories elosed. But reorganizing around
the new networks has brought the in-
dustry fresh hope, Levi's, for example, is
replacing its 19th-century piecework sys-
tem with new, team-based production.
The objective is to start building the
clothing that has actually been ordered
instead of piling up sleeves and pants
leigs tor garments that might never be
needed.

At the same time, Levi's is planning
to upgrade its natonal distribution syvs-
tem. Retailers, savs Levi's Benchener,
“started demanding more cefficieney. They
saids "We can get orders to vou more ef-

the workplace. Technology is turning
sales reps into designers and produc-
tion workers into engineers. It is wiping
out whole layers of managers and emp-
tying warchouses. Savs Ford Motor Co,
engineer Peter K. Sferro: “We won't
need draftsmen. desigrers, purenasing
azents, or even mnid makers.”

That will mean big changes tor work-
ers. Those who survive the downsizing,
savs Bergstein of Technolowy Solutions,
“will have more tasks, more responsibif
ity, and more information 1o work withy
They should earn more money
According to Prineeton niversity econ-

b et
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omist Alan B. }\ruezer. workers who

use computers earn an average of 10%

to 12% more than those who don't, even

tor the same joh. Seeretaries who use
computers, for instance, enjov a premi-
um ol up to 30%. And, savs Krueger,

the differential has held up despite a

hir increase in the number of workers

with computer skills.
And those who don't get those up-
uraded new jobs? One possibility is that
thev'll decline into an expanding under-
- class. But that, too, may bhe a short-

term phenomenon. Technology may actu-
i ally close the gap between the techno-
workers and the less skilled. New graph-
ical programs. such us software written
for Microsoft Corp.'s Windows, are mak-
ing computers more accessible to mil-
lions of workers.

Where will the work come from?
“Farmers asked the same question in
the 1800s, and sweatshop workers asked
it in the early part of this century,” says
Morgan Stanlev's Roach. “In each of
those times, the svstem was flexible
enough to come up with new job-creat-
ing solutions.” After all, a decade ago,
Microsoft empioyved 300 people. Today,
the number is 15.000.

THE Kay. Major technological changes
have always meant enormous upheaval
for hoth economies and societies. But
the U.S. will surely be far better off
with technology-driven vroductivity
i gains than without them. Improved pro-
' ductivity is still the only way we know

to boost a nation's standard of living,

And U.S. productivity gains, in turn.
. can come only from technology and the

workplace changes it spawns. “It's abso-

lutely unambiguous,” savs Columbia Uni-
© versity economist Frank R. Lichtenberg.
“Productivity gains are crucial for our
long-term economic well-being.”

That's especiallv true in an era of in-
tense international compeution. If U, S.
companies don't take advantage of tech-
nological and management innovation,
their foreign competitors will. The same
reengineering wave that is transform-
ing American business is building in Eu-
rope ipage 61) and could someday spread
to Japan.

More than macroeconomic poiicy,
international trade agreements, and oven
access W natural resources, the ability to
narness extraording: - technologieal
change will define economic winners and
losers in the foreseeable future. And it
appears that. after a decade of trving,
American business mayv tinally have the
kev to the new industrial revolution,

By Howard cleckman in Washingion,
with John Caren tn Washington, Russelll
Mitehell in San Francisco, Tim Smart in
New Haven, Chris Roush in Tumpa, and
hurea reports

@A@@H&‘E@ OUTPUT: IT'S: Ea@? .Bllgﬂ’
COULITIENG WIDGETS ALVEGRE

It's easy to mean-
sure the output of
a steel mill. Steel
does not change
much from year to
year, so gauging
production means
toting up how much
was made of the
.different grades.
*But what about a
computer frctory,
where every year
“the power of the
products unprove and prices drop? Or
a hospital, where no one is even sure
what output means?

The U.S. is using a Model A system
to calculate the performance of an In-
tel 486 economy. The government uses
a simple definition of productivity: in-
flation-adjusted output per hour of
work. The problem is the way output
is gauged—essentially, the value of
goods sold less the cost of goods pur-
chased. When the statistical system
was devised in the 1930s, goods-pro-
ducing industries accounted for 57%
of output and 40% of the nonfarm jobs.
But by 1992, goods accounted for just
0% of output and 22% of employment.
In some fields, such as financial servic-
es, government statisticians simply
can't define Just what is being gald.

None of this would matter much if
investors, business planners, and poli-
cymakers didn't depend on productiv-
ity numbers. As the Clinton Adminis-
tration dabbles in industrial policy, it
will inevitably look to productivity
numkrs to pick winners and losers.

Three separate problems distort the
data: Government lumps industries in
sroups that make no econormic sense,

so the same amount of information is
provided.for buggy whips (SIC 3199)
as for microprocessors (SIC 3674). The
Bureau of Labor Statistics (BLS) gives
data for 17 categories of apparel man-
ufacturing but only one for comput-
ers. Also, the measurement of output,
especially in.services, often amounts to

little more than:an informed guess. .,
And statistical agencies’ budgets have -
" been squeezéd:so hard that they have

trouble producing data on schedule.
€0 neuan A mnjor revision of the
data.classifications is under way, but it
will take years to implement. Even
then, fundamental conceptual problems
will need to be tackled. For instance,
in an information economy, intellectual
property is a key output. You'd never
know it by how we evaluate software:
Exports are valued at the cost of the
disks and the manuals, so a $500 pro-
gram might be entered at just a few
dollars. And the understanding of ser-
vice output is s0 poor that despite the
financial-services boom of the early
and mid-1980s,: the government data
show the finance sector grew more
slowly than the overall economy.

“If -we're going to measure outpiit,
wo first have to figure out what it
means,” says former BLS head Janet
L. Norwood. One of the biggest prob-
lems, she notes, is adjusting data for
qualitative changes. [n the late 1980s, a
major government effort resulted in
a4 new way to measure the value of
computers that aceounts for their in-
creasing power. That helped, but until
other improvements are devised, in-
vestors and government planners may
he flying blind into the 21st century.

By Stephen 1. Wildstrom in
Washington
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What computers are for

CAMBRIDGE MASSACHUSETTS

T WAS always hoped that information

technology (17) would make workers
more productive. But even as computers
doubled their share of America’s instatled
capital base—rising from 7% in 1980 to
14% in 1991—economists looked in vain
for evidence that they reallv do enable
fewer workers to produce more, higher-
valued output. Now thev have some.

The problem has been one of mea-
surement. Executives commonly cite five
reasons for investing in 1T: labour say-
ings, improved quality, greater product
variety, better customer service and faster
responses. Economic statistics measure
only the first of these directly—and, be-
cause it takes time to learn how to use new
computers, even labour savings can take a
long time to appear.

But if economists cannot measure the
benefits of 17 directly, they can at least
look at the behaviour of customers. A re-
cent study by Erik Brynjolfsson, of the
Massachusetts Institute of Technology's
Sloan School of Management, suggests
that customers have indeed bought more
from those firms that had invested more
in the technology needed to churn out a
greater variety of higher-quality products
athigh speed than from their rivals.

This finding contrasts with many pre-
vious studies, a difference Mr Brynjolfs-
son explains in two ways. First, his data
are more recent, covering 1987-91. And
previous studies used aggregated industry
statistics, whereas he looked at 1T invest-
ments in each of 367 mostly large compa-
nies, with a combined total of nearly $2
trillion in sales. His calculations therefore
tue account of 11’s ability to change the
market share of individual firms. This can
be dramatic. Mr Brynjolfsson found an
average gross annual return on 1T invest-
ment of 81% for manufacturing and ser-
vice companies together.

Stephen Roach, an economist at Mor-
gan Stanley, was one of the first to notice
the surprising lack of measurable benefits
from investments in 11, He agrees that
benefits are at last starting to emerge, but
says that Mr Brynjolfsson is too optimistic
about the pace of change. For evidence, he
points to America’s service industries,
which spent nearly $900 billion on 11 in
the 19805, more than 80% of the total in-
vested. Although services’ share of overall
employment grew from 65% in 1980 to
77% in 1990, its productivity stagnaced.
Thatof manufacturing grew at 2% a vear.

With the 19905, argues Mr Roach, this
began to change. Recession cut the growth
of white-collar jobs in service industries
from an average 3-#% a vear in the 1980s to
virtually zero in 1991. In the ensuing re-
covery, service productivity grew at the
same pace as manufacturing produetivity
for the first time in eight years. Indeed,

Waiting for the revolution

improved productivity accounted for
nearly all economic growth in the initial
stages of the recovery, compared with
only about 60% or so ir. most previous re-
coveries, Mr Roaeh sees this as evidence
that increased competition has at last
forced service industries to wring pro-
ductivity improvements out of IT.

Yet progress is both painful and un-
even. In early 1993 recruitment picked up
but productivity growth alinost stopped.
And the small pains in productivity
hardly seem to justify the huge amounts
spenton computers. During the 1980s the
cost of the technology at the fingertips of
the average white-collar worker doubled.

The experience of the information
revolution has a precedent. A recent study
by Paul David of Stanford University
found that it took industry two decades to
reap the benefits of investments in elec-
tricity. Firms began investing heavily in
electric motors around 1900, yet pro-
ductivity stagnated until about 1920. It
took managers that long to make the most
of their newly electrified factorics.
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II.

I1I.

IV.

THE TERMS OF REFERENCE

A Suggested Outline

BACKGROUND

This section should present information on why the contract, or consultancy, is
necessary. I should 1ell a conrracring officer why the funds are being solicited, in the
contexi of what project, and why the expertise required is not already available. The
direction of the text should proceed from the more general to the specific and should
avoid details that are not clearly relevant to the job heing contracted for. Often one
half page will suffice; rarely should the background information exceed one page.

OBJECTIVE

The Objective refers to the objective of the T.O.R., not of the work to be done. It
should be a very concise statement.  This section should avoid listing tasks to be
performed.  An example of a concise statement is: "The objective of this scope of work
Iy to engage the services of a qualified consultant 1o train local accountants in cost
analysis and pricing. "

SCOPE OF WORK

This section can also be called "statement of work” or, if the overall terms of
reference is designated as scope of work, this section would be called "Contractor’s
Duties and Tasks." It is to this chaprer that contractor and Mission will refer 1o
determine of the assignment is proceeding as proposed and if the contractor has done
his or her work according to cxpectations.  The SOW describes what the consultant
will do.  Tasks here are appropriate.  While relevance is alwavs a concern,
completeness rather than brevity is the essence of ihe SOW.  Except in terms of
reference for long or complex assignments, where these elements may be brokken our
separately, the SOW will also specify the timing and schedule of activities and the
personnel required.

DELIVERABLES

Deliverables include ar the minimum reports that the contractor is responsible for.
The T.O.R. should specify the langnage and to whom the report is to be given.
Deliverables may also include arnwork, graphs, and even debriefings and
presentations if these are to be formal and planned. [f there are factors that increase
level of effort or cost in a contractor's work with respect to deliverables, they should
be spelled out, e.g., translations, numbers of copies, and the like.

-
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VI.

VII.

RELATIONSHIPS AND RESPONSIBILITIES

This chapter describes supervisory and logistic responsibilities. It specifies the
individual who gives technical direction as well as the project manager responsible for
the contract, if the two are not the same. It tells who provides what, such as office
space, computers, secretarial support, and so forth

QUALIFICATIONS

The statement of qualifications should proceed from a rigorous analysis of the tasks to
be perforaied. One should avoid a perfunctory listing of academic requirements as
well as a confusion of essential requirements with skills or knowledge which are
desirable but not essential. The qualifications statement should serve as the basis for
recruitment und selection.

BUDGET

The budger is a separate page which will not be sent out with the T.O.R., since to do
s0 would be 1o allow competitive bidders to know exactly whar the Mission is willing
to pay. Budgets for personal contractors normally include: salary, per diem, travel
and transportation, communications, visas and innoculations, they may also provide
Jor photocopying, secretarial support, car rental, and miscellaneous. In the case of
institutional contractor, there will be marters of overhead and fee.



MANAGING TRAINING FOR IMPACT

TAX INFORMATION FOR PIO/P FREPARATION

for questions, further details contact:

David LaMar, OIT, SA-16 Room 17, Wash. DC, 20523-1601
tel: 703-875-4321, fax: 703-875-4346

The U.S. Internal Revenue Service collects taxes on the income of
each individual. Monies provided to participants are considered
"income" and are taxable. AID’s Office of International Training
is responsible for ensuring that approprlate income tax forms are
completed for each participant who receives training of whatever
sort in the United States. Upon receipt of the necessary
information from the part1c1pant's programmer or contractor, OIT
declares each participant’s income from U.S. goverﬁment sources
and calculates whether any tax is owed on the income received.

In most cases, AID will pay the IRS directly for any tax owed by
a participant. The funds used in such cases come out of the
training funding document -- either a funded PIO/P, or from
contract furds for programs not programmed through OIT by PIET.

It is the Mission’s responsibilty to ensure that funds are set
aside for the payment of participant taxes.

Which participants are most likely to be required to pay taxes on
their "revenue?"

OIT has determined that participants fall generally into 5
groups. Of these five groups, only two are unlikely to be liable
gfor payment of U.S. income taxes. During project development
and prior to the issuance of each PIO/P, the Mission must
determine which group each partlclpant or category of participant
fits into. If the participant’s income is likely to be taxed,

the Mission should budget the appropriate amount in its overall
Project budget and in the individual PIO/P for the
participant(s).

The five categories of participants are:
CATEGORY 1: SCHOLARSHIP/FELLOWSHIP PARTICIPANTS

* in an accredited degree-granting U.S. academic institution

* are studying toward a degree or receiving training in a recognized
occupation

* did not leave a permanent job in their home-country

or
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MANAGING TRAINING FOR IMPACT

e left a permanent job to obtain training for another job in a separate field

or

e have a promise of a job upon completion of USAID-funded training and
training is required for that job.

THESE PARTICIPANTS GENERALLY HAVE A TAX LIABILITY. FOR BUDGETING
PURPOSES. USE THIS FORMULA FOR DETERMINING TAX:

TO TOTAL ANNUAL CO8TS8, CALCULATE ALL TRAVEL, INSURANCE, AND NON-
TRAINING RELATED EXPENSES8 WHICK ARE PAID TO THE PARTICIPANT OR ON
BEHALF OF THE PARTICIPANT. B8UBTRACT $2,350 FROM THE TOTAL AND
MULTIPLY BY 17% TO OBTAIN THE TAX ESTIMATE.

CATEGORY 2: JOB-RELATED SHORT-TERM TRAINING
PARTICIPANTS

e in training related to their home-country employment
e at a U.S. academic institution or a private/public training facility

e training is 12 months or less

THESE PARTICIPANTS8 GENERALLY WILL HAVE NO TAX LIABILITY. NO
BUDGETING REQUIREMENTS.

CATEGORY 3: JOB-RELATED LONG-TERM PARTICIPANTS

e 1in training related to home-country employment
* at a U.5. academic institution or a private/public training facility
e training is 12 months or more

e trainin is required by the home-country employer for the participant to
keep his present job

or

* training is for the purpnse of maintsining/improving skills for the present
job.

THESE PARTICIPANTS8 GENERALLY HAVE A TAX LIABILITY. FOR BULGETING
PURPOSES, USE THIS FORMULA FOR DETERMINING TAX:

TO TOTAL ANNUAL COSTS8, CALCULATE ALL TRAVEL, INSURANCE, AND NOMN-
TRAINING REI'ATED EXPENSES WHICH ARE PAID TO THE PARTICIPANT OR ON
BEHALF OF THE PARTICIPANT. B8UBTRACT $2,350 FROM THE TOTAL AND
MULTIPLY BY 17% TO OBTAIN THE TAX ESTIMATE.
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CATEGORY 4: NON-SCHOLARSHIP/FELLOWSHIP, NON JOB-
RELATED PARTICIPANTS

e not studying for a degree

e meet no job-related criteria

THESE PARTICIPANTS8 HAVE THE GREATEST TAX LIABRILITY. FOR
BUDGETING PURPOSES, CALCULATE TOTAL EXPENSES PAID TO THE
PARTICIPANT OR PAID ON HIS/HER BEHALF. B8UBTRACT $2,350 FRCM THE
TOTAL AND MULTIPLY BY 17% TO OBTAIN THE TAX ESTIMATE.

CATEGORY 5: PARTICIPANTS FROM A TAX TREATY
COUNTRY

These participants are generally exempt. To make sure, check
with the OIT Tax Advisors. Countries with tax treaties include:
Egypt, Morocco, Poland. Zambia and South Africa are currently
negotiating tax treaties with the U.S.



