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AGENCY FOR INTERNATIONAL DEVELOPMENT
WASHINGTON. D.C. 20523

THE ADMINISTRATOR

MEMORANDUM FOR: SAA/S&T, Nyle C. Brady
AA/PRE, Neal Peden
AA/PPC, Richard Derham
AA/FVA, Julia Bloch
OFDA, Julius W. Becton - . e
AA/ADC, Antoinette Ford RN

SUBJECT: Participgnt Training 2Procedures and Regulations

In response -.to my request that improved information be
available on A.I.D.-sponsored participants, especially to
monitor a significantly expanded program, an Intra-Agency
Committee on Participant Training Information was
established in September 1984 to identify the issues and
to make recommendations. The Committee has compleféd its
deliberations and produced the attached report. Please
review the report and its recommendations.

I am requesting you take two specific actions:
1. Ensure that your staffs and contractors process
all participants through appropriate Mission

Offices in accordance with Agency procedures as
specified in Handbook 10, Participant Training.

5%2 2. Distribute the attached "Memorandum for Project

Managers" which summarizes basic participant
processing requirements.

P i

. Peter McPherson

Attachments:

1. Finél Report of the Intra-Agency Committee
on Participant Training Information

2. Memorandum for Project Managers



FINAL REPORT
OF THE

INTRA-AGENCY COMMITTEE ON PARTICIPANT TRAINING INPORMATION

At the request of the Deputy Administrator, an Intra-Agency
Committee was formed to consider options and make recommendations
for improving participant training information/data systems. The
Committee- has met periodically over the past 6 months. ‘This:-
report contains® the major findings and recommendations of the
Committee,

BACRGROUND

The capacity of the Agency for International Development to supply
Congress, the Administrator and other senior management with
relevant and reliable data on participant training activities is
inadequate,

Over the past few years the number of staff in the Office of
International Training (S&T/IT) and in A.I.D., Miszions directly
involved in handling participants has declined sharply. Only
three U.S. Training Officers remain, two overseas and one in
S&T/IT. Over this same period, the number and type of
*contractors®™ handling participants has increased to over 150 (the
term “"contract® in this report refers to cost reimbursement and
fixed-price contracts, country contracts, grants, cooperative
agreements, RSSAs and PASAs). 1In 1984 the number of participants
in the U.S. for training reached th. second highest annual mark in
the Ageacy's histery -- 10,189. The number of participants is
expected to continue to increase substantially as a result of the
Administrator's decision to emphasize participant training
activities.

DISCUSSION

Committee discussions have indicated that the problems associated
with“participant ‘training data are long-standing, complex and
often technical. The Committee believes that major improvements
to the system will necessarily derive from long-term and
integrated corrective acticfs, hopefully in the context of other
Agency information system developments. The Committee has also
identified several information problems that seriously impair the
Agency's participant training activities and which can and should
be addressed in the short-term. Several recommendations aimed at
resolving these problemd will be reported in a later section of
the report.
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The main information system for collecting and reporting
participant training data is the computerized Participant Training
Information System (PTIS) maintained by S&T/IT. The PTIS data
base is composed of 18 elements describing basic information about
individual participant programs. Appendix A is a table depicting
the contents of the PTIS. Three main documents are used to supply
S&T/IT with the information needed for PTIS records: the PIO/P,

- the Participant Data Form (PDF), and the IAP-66A (a participant
visa form). Atctachment I describes these documents in more
detail. Discussion of the PTIS, the relevant source documents and
the system used to collect and submit those documents constituted
the framework of the Committee's deliberations.

This report of the Committee's findings and recommendations is
comprised of two sections: I, Problems which the.Committee has
already addressed and I1I. Problems requiring action by the
Administrator or Deputy Administrator.

I. DProblems the Committee Addressed

The Committee addressed long- and short-term problems oh,. ﬁ3
participant training information. The following sections: descrzbe
each of these areas.

A, Long=-term Systemic Problems

Problem: No organizational structure exists to resolve
systemic and long-range problems related to participant
training information issues and procedures.

~1lssue and Discussion: Major systemic and/or long-term

“proolems ‘1nvoliving -participant training information-flows
should be addressed in the context of the Agency's overall
management information needs. This will assure that
efforts towards improving participant training information
will also contribute to an integral and comprehensive
Agency-wide information system. It should imptrove the
Agency's capability to enforce the validity of reporting
requirements that should be followed by Missions and
contractors.

Committee Recommendation: The Committee recommends that
SaT/1T, M/IRM, and selected offices in Regional Bureaus
form a working group to-develop an on-going and long-term
approach to identifying participant training data that can
be integrated into the Agency's core data base. This
approach should include several sequential steps, including:

3
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1. Identify other Agency data sets (e.g., Core Data Base

System, Project Accounting Information System) which
can contribute’ to the development of '‘a comprehensive
participant training data system;

2. Identify resource requirements and sources needed to
effect system improvements;

3. _Design and develop sub-system linkages of selected

‘ data sets to the participant training sub-data set; and

4. Test new sub-system data set in AID/W and selected
field sites.

The entire Intra-Agency Committee should be reconvened in
approximately six months to review the status of activities
undertaken by the smaller working group.

Short-term Problems

Even though participant training information flows must be
addressed in the broader context of long-term solutions,
several problems which currently present serious
impediments to the Agency's participant training activities
should be addressed in the short-term. The following
sections discuss the specific context of these problems and
actions taken to resovle them,

The Office of Internatienal Training (S&T/IT) has overall
responsibility for the Agency's participant training
activities. In addition to establishing requlations and

~procedures affecting participant training, S&T/IT provides

a -number of important support.services to individual
participants, their programming agents and other AID
Offices, These services include providing health and
accident insurance to participants, maintaining participant
visas, handling participant health and legal emergencies,
advising contractors and others programming agents
regarding AID policy and procedures, and responding to
requests for information on the participant training
program. In all of ghe above areas, accurate and relevant
information on indiv-dual participants is needed. However
it has become clear that the present PTIS cannot
consistently. provide accurate and up-to-date participant
information. Major reporting gaps exist.

Three specific pfoblems which require short-term actions
have been indentified. The following sections describe
each. '
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1l Non-Compliance with Adency Requirments

Problem: Non-compliance with Agency'participant
training reporting requlations as specified in Bandbook 10,

Participant Training, has impaired the accuracy of the
Participant Training Information System (PTIS).

Issue and Discussion: The decentralization of
participan:z craining-activities has complicated the task of
ensuring® that participant training policies, procedures and
regulations are known and followed by all contractors and
programming agents. Evidence suggests serious inequities
in the treatment of participants. These inequities
jeopardize the success of programs and create hardship
among participants. Some contractors, in violation of
Handhook 10 regulations, are nct submitting any information
on participants. Pailure to comply with Agency requlations
may be attributed to the fact that many project managers
are unaware of requirements for managing participants. The
scope of work statements of their contracts may not include
language specific to the participant training procedures:;
and ailthough standard provisions of contracts contain
wording on participant training regqulations and procedures
as specified in Handbool 10,-these provisions are often
overlooked.

Actions Taken:

a) Pursuant to Committee recommendations, S&T/IT has
provided PTIS nrintouts of wmarticipants to relevant
Missions, AID/W Offices, Regional and Central Bureaus for
reconciliation. This activity should substantially improve
the reliability of participant listings in the PTIS.
Recommendations indicated below for the Administrator are
also intended to address this problem.

b) Pursuant to Committee recommendations, S&T/IT has
developed a concise written summary of major participant
training policies, procedures and requlations as specified
in Handbook 10 for broad distribution to AAs, Mission
Directors, project managers of participant training
programs and other personnel (contract and direct) involved
in participant training activities.
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2. Lack of Cost Data

Problem: The PTIS contains no cost data for
participant training. In addition, no data collection
instrument or system exists in the Agency for obtaining
overall cost data on participants as individuals or as a
group.

-Issue and Discussion: . Several important data elements.
are not'boIIeCted presentTy. The most important omissions
are cost data for each participant's program. The absence
of cost data for each participant prevents the Agency from
analyzing and reporting costs of participant training
managed by over 150 contractors from throughout the Agency.

Costs associataed with participant training can be
classified in two general categories: program costs which
include such expenditures as tuition payments, monthly
maintenance allowances for participants, purchase of books
and training equipment; and administrative costs which
cover contractor costs including overhead costs, for
programming, placing and monitoring participants.

Actions Recommended:

a) Pursuant to Committee recommendations, S&T/IT has
initiated a study to develop procedures and written
guidance instructing Mission, contractor and AID/W
personnel involved in participant training to include
estimates of program exmenditures on PIO/Ps (presently
submitted for each participant). To capture administrative
expenditures associated with particpant training
activities, the Committee recommends that S&T/IT conduct
periodic-studies sampling participant training activities
under contracts in order to develop and distribute up-dated
estimates of administrative costs for specific AID
participant training projects. S&T/IT has begun
implementation of a cost study to gather information on FY
84 training costs. This study will be completed by
October, 1985,

b) The Committee has recommended that S&T/IT and
M/IRM expand the fields of the current PTIS to accommodate
cost data which will be collected by the use of individual
participant PIO/Ps.
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Note: Missiong already submit PIO/Ps with cost
estimates for participants programmed through S&T/IT;
however, Mission contractors may not presently submit
PIO/Ps or they may not include cost estimates on the
PIO/Ps submitted for contract participants. The
Committee decided to request Mission response and
comment on the above action, Of 50 Missions
respondlng to the Committee's cable, 46 support the
requirement and,four do -not. It should be noted thac
Egybt, the Mission with the largest participant
training pvrogram, did not support this suggestion.

- 3. Lack of Project Numbers

; Problem:- The current Participant Training Information
System does not contain project .numbers for participants.

Issue and discussion: Without the project number for
individual participants, S&T/IT cannot provide relevant
project-specific information to project managers, AID/W
Bureaus and Offices, or Missions; nor can project-specific
participant training data be compared with other project
level data such as date of completion, overall project
cost, and project objectives.-

Action Recommended: The Committee has recommended
that S&T/IT and M/IRM expand the data fields in the current
PTIS to include complete project numbers for each
participant.

II. Actions Requiring the Attention of the Administrator or the
_ Deputy Administrator

The Committee identified several issues which require the
attention of the Administrator or the Deputy Administrator. An
Action Memorandum to the Deputy Administrator was prepared by the
Committee. The following section discusses the contents of this
Action Memorandum and its recommendations. Attachment II is a
copy of the Action Memorandum.

A, Lack of Compliance with Agency Requlations

Problem: Some participants arrive for training in the U.S.
with incomplete or no documentation submitted by Missions
or coniractor field représentatives.
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Issue and Discussion: Other sections of this report
describesd the data collection procedures and documentation
required by the Agency for maintaining adequate participant
training information. Two of these documents, the IAP=-66A
Form and the PIO/P, are issued by the Mission, although
they may be partially completed by contractors for contract
handled particpants. Missions have individual and often
unique procedures for issuing these documents, depending on
such factors as number of participants, size of Mission,
etc. When S&T/IT needs to verify data or collect missing
documents, it is difficult to identify the person in the
Mission who might have the information. 1In some instances,
no information on specific participants could be located in
the Mission.

Recommended Actions: The Committee issued an Action Memorandum to
the Deputy Administrator recommending that the Administrator take
the following three actions:

1. Send a cable to Mission Directors requiring them to
take four actions to ensure that the reporting and
participant training management requirements are in
compliance with Handbook 10. The main voints of the
cable are:

a, Request Mission Directors to establish procedures
to ensure that all participant training data,
including IAP=-66A Forms (Requests for J-1 Visas)
and data from contractors managing participants,
are ccllected and maintained by a single office
within the Mission. This action should obviate
.data problems caused when contract-managed
participants are programmed outside normal
Mission procedures.

b. Request Mission Directors to ensure that all
appropriate Mission personnel (Training Officers,
'Project Managers and their participant training
contractors) suvomit completed PIO/Ps for all
participan:s, including self-financed and
unfunded ?10/Ps for contract-managed participants
(contract here refers to cost-reimbursement and
fixed price contracts, grants, cooperative
agreements, RSSAs and PASAs). All PIO/Ps should
provide cost estimates for each participant's
individual program. Because many Missions
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already supply these cost estimates, the
Committee does not foresee significant
implementation or compliance problems with this
recommendation,

Send a memorandum to the Regional Bureau AAs
requesting them to follow-up with the Missions to
ensure that the actions requested in the cable are
completed and further to request the AAs to take
action to ensure that all Regional Bureau participant
training activities are in compliance with Handbook
10, These actions are:

a. Request that all project managers of regionally
funded or manageJ participant training activities
ensure that their contractors process
participants through the Mission training office.

b. Reguest that all project managers of regionally
funded or manageqd participant training activities
ensure that their contractors submit completed
PI0/Ps for all participants through the Mission
training office. For all PIO/Ps, program cost
estimates must be included on the FIO/P.

Send a memorandum to the Central Bureau AAs requesting
them to take action to ensure that the Central Bureau
participant training activities are in compliance with
Handbook 10. These actions are:

a. Request that all project managers of centrally
funded or managed participant training activities
ensure that their contractors process:
participants through the Mission. training office.

b. Request that all project managers of centrally
funded or managed participant training activities
ensure that their contractors submit completed
PIO/Ps for all participants through the Mission
training office. For all PIO/Ps, program cost
estimates must be included on the PIO/P.



Elements in Participant Training Information System

PIO/P number
Participaﬁt names
Date of birth
Participant;s sex
Degree objectivé |
Field of stndy . |
Duratioh of traihihél
Location of Training
Country of origin
Directly funded
Contractor's name
Training institution
U.S. training

Third country training
‘Academic training
Technical training

Type of Agreement‘

Appendix A

/0



Attachment I

pata Collection Documents and Procedures Used to

Provide Currently Requested Data Elements

This attachment describes the documents presently used by
A.I.D./W to collect participant training data. Three main
documents are used: the PIO/P, the Participant Data Form

(PDF), and the IAP-66A. Copies of each of these forms are
included here. The following sections describe each of these
documents and the procedures for completing and submitting them.

l.

2.

The PIO/P

The PIO/P (Project Implementation Order/Participants)
is used for three purposes: 1l) to transfer training
funds, 2) to provide training programmers (contract
and A.I.D. direct personnel) in the U.S. with specific
information needed for programming, placing and
monitoring participants, and 3) to provide data for
the Participant Training Information System.

When training funds are included in a project
agreement, no PIO/P is necessary for obligation
purposes. The participants in these projects are
usually handled by contractors. However, the
information contained in the PIO/P is useful and
necessary for training programmers (contract aad
A.I.D. personnel) and S&T/IT statistical needs. Thus,
Handbook 10 specifies that unfunded PIO/Ps be
submitted for all "contract® participants.

The PIO/P is issued by Missions to S&T/IT (and FM) and
alerts S&T/IT to the prospective arrival of new
participants even though the exact names may not be
known at the time of issuance.

The Participant Data Form

The participant data form (PDF) collects data needed
for providing services to participants during their
period of training. These services include health and
accident coverage, visa maintenance, and others. In
addition, the form provides such essential training
data as degree objective, training institution, and
period of study. The PDF is also used to advise the
Agency of program changes or termination. A copy of
this form is included here,



3.

page 2

The PDP is completed and submitted to S&T/IT after a
participant is assigned to a participant training =
programmer or programming agent (contradtor or A.I.D.).

™he IAP=66A Form

Porm IAP-66A, Certificate of Eligibility for Exchange
Visitor Status, is used for obtaining the J-1 visa,

‘mandatpry for all A.I.D.-funded participants. This

form provides several types of information useful for
tracking and classifying participant departure and is
the only information received by A.I.D./W prior to
arrival of the participant when no PIO/P is issued.

The IAP-66A i3 filled out in a mission and signed by

an_ American officer. A copy of the form is sent to

S&T/IT for informational and visa maintenance purposes.

A copy of an IAP=-66A form is included.

Attachments

12



(TM 10:98) Azt 114, Ch 11, HB 10 (P. 1)
1. COOPERATING COUNTRY 2 PIO/P NUMBER

AGENCY FOR INTERNATIONAL DEVELOPMENT -
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PROJECT IMPLEMENTATION ORDER/
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(T™M 10:98) Act 11A, Ch 11, HB 10 (p. 2)

1. COOPERATING COUNTRY 2. MO/® NUMBER
AGENCY FOR INTERNATONAL SEVELOSMENT :
PROJECT IMPLEMENTATION ORDER/
PARTICIPANTS 3. 3  omcinaL 4, DATE
TRAINING REQUEST FORM S AMENSMENT Noo
PAGE 2 OF

4, TRAINING REQUEST
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(TM 10:98)

114, Ch

11, @8 10 (p. 3)

KEYPUNCH COPY
FOR AID/W USE ONLY

BATCH NUMBER
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AGENCY FOR INTERNATIONAL DEVELOPMENT
WASHIHGTON, D.C. 20823

NR 26 96

MEMORANDUM TO A.I.D. PROJECT MANAGERS
SUBJECT:  Participant Training Regulations and Procedures

FROM: The Office cf International Training

Issue

mhe Intra-Agency Committee on Participant Training has. determiped
that the Agency's information system for participant’ trainingiksi
incomplete due to the failure of some contractors to rgpo:g;;gqﬁiﬁ@i
information. The Administrator therefore has mandated several
actions to improve the collection of participant traininmg.wisl
information. These actions are necessary to comply with existing
Agency regulations and -procedures for managing participant-training
activities as promulgated in Handbook 10, "participant Training:

Puroose

The purpose of this memorandum is to provide project Manageis Hieh.:
summary information on fundamental Agency regulationsfggye:ning;ggﬁ@
mandatory participant training actinities,j;rhisgmemorandumhfs?fﬁﬁfﬁ
consistent with relevant A.I.D. handbeoks.:

Background

An Intra-Agency Committee on Participant Training Informatiorn.y
established in September 1984 at the request of the Deputy, mits
Administrator to improve the collection of data on participant
training activities in the Agency.. Among the findings of . the::ZiF
Committee-was inadeguate-compliance -with-Handbook -1:0s-Participant
Training regqulations and procedures governing the management of
participants. Failure to comply with these regulations has "~
seriously impaired the Agency's ability to accurately report.
participant data to the Congress, Agency leadership and field
management. In addition, there is evidence that fundamental
services provided by the Agency such as hezlth insurance and
counseling are not being provided to some participants. Agailn, the
basic cause of these problems is the lack of accurate and up-to~dat
information in the Agency's Participant Training Information System
(PTIS) maintained by the Office of International Training (S&T/IT)..

‘Phe present system of data reposting and particpant management will
be challenged severely over the next two years as the number of )
participants increases by 50 percent, To avoid exacerbating
conditions which have led to the current participant training
problems, it is necessary for all A.I.D. project managers and their
respective contractors to comply with Agency rrgulations and
procedures in managing participants. :
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Mandatory Requirements

Participants are managed using one of two general mechanisms: 1)
directly-funded participants managed by S&T/IT's contractors, or
2) contract-managed participants handled by contractors hired by
Missions, regional offices, host governments and AID/W Rureaus
and offices. The term contract is used generically here and
includes cost-reimbursement and fixed price contracts, grants,
cooperative agreements, RSSAs and PASAs.

Regardless of the mode of management,’ all participants must be
trained in accordance with five mandatory procedures. The
following sections explain these regulations and indicate a
contact person within . S&T/IT who can provide you or your
representative with additional information.

1, Visa Recuirements: Participants admitted to the United
States under the A.I.D, Exchange Visitor Program must use the
J-1 Visa. Application for the J=1 Visa is made by completing
the IrP-66A Request for J-1 Visa Form. This form must be
signed by an American FSO in the Mission. No contractors
have authority to execute IAP-66A forms for annual
extensions; only S&T/IT has this authority. If the Mission
“raining Office (or Officer) is not responsible for
processing all IAP-66A Forms, then copies must be shared with
the Mission Training Office and must be sent to S&T/IT. See
Handbook 10, Chapter 14 for additional information. For
probiems with visas, contact S&T/IT, Mary Kay Williamson,
(703) 235-1994.

2. Reporting Requirements: S&T/IT maintains the Participant
Training Information System (PTIS) which desczibes Agency
participant training activities. This data base is used for
two general purposes: 1) to provide needed statistical data
‘to relevant Agency offices and 2) to provide S&T/IT with
necessary data for effective management and provision of
participant training services. Three source documents are
used to enter participagts into the PTIS regardless of
‘whether the participant is directly funded or contract
managed. For additional information or assistance, contact
S&T/IT, Judy McKeever (703) 235-1984.

A. The Project Implementation Order for Participants
(PIO/P) 1s sent from the Agency office or Mission
providing training to S&T/IT and is used for all
participants, however funded or managed. The PIO/P is

a funding document for participants managed by S&T/IT.
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Por contractor-managed participants, even though the
contract is the funding document, a non-funded PIO/P must
be issued~by the Mission (although the contractor may be
requested to complete the form) for informational
purposes. All PIO/Ps must contain cost estimates for
respective training programs.

B. The IAP-66A (Request for J-1 Visa Form), described in
1 above, is an official form of the Immigration and
Naturalization Service (INS). It is used by S&T/IT for
two purposes: 1) to secure annual renewals of J-1 Visas
as required by the INS, and 2) to supply a number of data
elements required by the PTIS. Generally, the original
IAP-66A is completed prior to travel to the U.S. by a
Mission Training Officer, contractor or other field staff;
it must be signed by a Mission officer. (In Missions
where no Mission officer is available, an Embassy officer
can sign.) In response to the signed IAP-66A, the U.S.
Embassy issues the J-1 Visa. As noted above, only S&T/IT
executes IAP-66A for Visa extensions. Copies of original
IAP-66As must be sent to S&T/IT. It is important that the
Mission Training Office (or Officer) be advised of all
IAP-66A activity in a Mission to ensure comprehensive data
collection. ‘

C. The Participant Data Porm (PDF) is coﬁpleted by the
contractor after the participant arrives in the U.S. This
form provides essential data on individual participants.

Eeaith'and Accident Coverage Requirements: It is A.I.D.'s

policy that all participants be provided adequate health and
accident coverage (HAC) while away from their home
countries. All A.I.D. sponsored participants, except host
country participants, must be enrolled in the mandatory HAC
program provided by the Agency. The PDF (see 2C above)
automatically enters participants in the HAC program. At
present, host country contractors may use the HAC insurance
or may opt to use another insurance program of their
choosing. They must, however, have evidence of their
insurance program., For additional informaction, contact
Mildred Taylor at 235-1965.

Participant Allowance Requirements: All participants,

however managed or tunded, must receive official allowances
as promulgated in Handbook 10, Appendix C. Appendix C is
attached here for your information and indicates the wide
range of allowances available to participants. The most
important allowances are the academic residential allowance
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(a monthly maintenance allowance supplied to academic
participants), the technical maintenance allowance (a monthly
maintenance allowance supplied to technical participants),
and the advance maintenance allowance given to participants
prior to departure for the U.S. to cover transit expenses,
Project managers must take action to ensure that advance
maintenances allowances are allocated to rarticipants
according to Handbook 10 regulations. Participants often
arrive in the U.S., with inadequate funds, a situation which
may cause serious hardship and create a very counter=-
productive impression of the U.S. on the part of the
participant. PFor additional information on allowances,
contact S&T/IT, Dan Terrell at 235-1885. Por waivers to
off}cial allowance policy, contact the Allowance Committee,
S&T/IT.

Other Reguirements: All Agency written agreements which
provide for participant training include a standard provision
requiring that the organization under contract rfollow the
policies and procedures established in Handbook 10. 1In
addition to the requirements explained above, Handbook 10
provides guidance in a number of other areas and should be
familiar to project managers :

participants for the Agency.

Invitational Travel

Foreign nationals traveling to the U.S. or a third country under
Invitational Travel are hot participants. Handbook 22, Chapter 7
(attached) clearly defines the relationship between invitational
travel and participant training.

Attachment
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HANDBOOK 22 CHAPTER 7

Invitational Travel authorizations are not issued for foreign
nationals traveling for purposes of training in any of the

.categories.included in the. Agency's Participant Training Progtam
(see Handbook M0 - Participant Training).

(1) A participant is a foreign national traveling to the
United States or a third country for training through meetings,
seminars, or conferences as authorized by a PIO/P. Foreign
nationals traveling to the United States or third country for the
purpose of attending meetings, seminars, or conferences as
consultants or experts are not considered participants.

(2) The distinguishing factor is the benefit principle
derived as a result of the travel. Should the foreign national
gain more benefit from the purpose of training to promote the LDC
development program, the foreign national is a participant. 1If
the purpose of the foreign national's presence is to gain more
benefit for the Agency's program than for the recipient country,
he/she is not a participant.
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