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Participant Treining frocess Survey

We are pleased to submit our report on Phase II of the
Participant Training Process Survey. This aspect of the survey consisted
of a detailed study of A/IT activities in connection with participant
arrival, in-training support end monitoring, and participant departure.
The report contains: (l) our recommendations for making clearer
assignments of responsibilities, providing better informstion for
training program evaluation, and improving manpower utilization; (2)
recommended Program Division procedures for processing direct pro-
grammed and farmed-out academic, non-academic and observational
participants for our use in completing Phase III of the survey; and (3)
before-and-after flow charts of each process examined during Phase II
for your use in reviewing our recommendations.

We believe that implementation of these recommendations will
significantly improve Program Division operations and coordination with
other A/IT Divisions and Participating Agencies. In addition, such
implementation will effect substantial manpower savings which can be
reallocated to A/IT line operations or be eliminated from A/IT ceiling.
For your information, we have attached a summary chart of the manpower
savings pcssible from Phases I and II recommendations, (Attachment A).

In accordance with the previously agreed upon Scope of Work,
we will commence work on Phase III efter receipt of your approval of
Phase II recommendations., If you or your staff have any questions on
this report, we should meet as soon as possible so that we can move
forward with completion of Phase IIl. Members of the survey team will
also be available to work with your staff to take whatever action is
necessary to implement these recommendations.

In Phase III we plan to use the recommended procedures for pro-
cessing direct and farmed-out academic, non-academic and observational
participants (Part II of the attached report) as the basis for establishing
workload standards for PDO's and Program Arrangers. Once these have been
established, we will need projected fiscal year 1967 workload volumes in
order to complete Phase III, i.e., recommended staffing levels for
Program Division operational branches.

Buy U.S. Savings Bonds Regularly on the Payroll Savings Plan
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We have discussed our needs for workload date with Jim Johnson
and Vaelter Munroe of your staff, and are pleased to learn that Jim is
recelving mission projections of FY 1967 participant arrivals and man-
months-in-training. We would hope that A/IT &_alysis of this data and
FY 1966 carry-over workload data will enable you to provide us the
information requested on the attached charts (Attachment B), the
minimum data we need to recommend Program Division staffing levels.

So that we will be able to complete Phase III in time for your
use in preparing the A/IT FY 1967 Manpower Programming Annex (MPA) sub-
mission, your staff should furnish us by Moy 30 the workload data
outlined in Attachment B.

Attachments
8/s



Phase I

Rec #1

Rec #2

Rec #3

Phase IT

Rec #1.

Rec #2

Rec #5

AVTACENEIFT 4
Phases I and IT

Gross Manpower snd Dollar Savings

Savings

Recommendation Positions Base Salary Cost
Abolish Program Arrangements 4 Program Arrangement Officer $35,844
Officer functions Positions (GS-11)
Transfer responsibility for the 1 Administrative Aide position (GS-5) 5,131
review of adequacy of PIO/P 1 Administrative Ass't position (GS-T) 6,269
documentation to the Regional
Branches,
Take -credentials examination out of 1 Project Analyst position (GS-12) 10,619
the main document flow aad limit 2 Regional Analyst positions (GS-13) 25,020
credentials review to professional
academic advice.
Abolish Expenditure Control Clerk Ly Expenditure Control Clerk Positions 25,076
positions. (Gs-7)
Consolidate review of book receipts 1 PDO man-year (composite) 13,000
in Financial Review Section.
Transfer several FSS functions to 1 Administrative Assistant Position 7,479

PDOs and Program Arrangers and (Gs-9)
abolish 2 PSS positions. 1 Administrative Aide Position (GS-5) 5,181



Phase I Recormmendation
Rec #6 Abolish full-time direct-hire

escort vpositions; obtain technical-
ly qualified program leaders on a
WAE basis.

Rec #9 Abolish two Orientation Branch
positions

Totals 0 ameemaol

Savings
Positions Base Salary Cost

2 Participant Advisor positions $17,922
(Gs-11)

1 Praining Officer (Publications) 10,619
position (GS-12)

1 Participant Orientation Specialist 10,619
position (GS-12)

20 $172,829

NOTE: These savings are gross, and do not take into account offsetting workload which will be created by
implementation of these recommendations. Nevertheless, we estimate at this time that a net saving

of 15 man-yerars will be achieved.
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FARTICTIPANT ARRIVALS
Prcjected FY 1967

Direct Farmed Direct Farmed Direct Farmed
Program Pranch Programmed Out Programmed Cut Programmed Out
Functionel Specialty Academic Academic Non-Academic Non-Academic Observational Observational Total
NESA*
Agriculture
Education
Industry/Transp. /Labor .

Dev. Plann.ng & Adnin.

Health

Other

MILTI-REGIONAL
Agriculture

Education

Industry/ Transp. / Labor

Dev. Planmning & Admin.

Health

Other

TOTALS

*Excludes rulti-regional and contract
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LETICIEANT HAK-MOWIHS T TRATHING

Projected ¥Y 1867

Prowvrem Branch
Functional Specialty

Direct
Programmed
Acadenmic

Farmed
Out
Acadenic

Direct
Programmed
Non-Academic

Farmed
Out
Hon-Acadenic

Direct
Programmed
Observational

Farmed
Out
Observetional

Total

LATIN AMERICA¥
iculture

Education

Industry/T?ansp.[Iabor

Dev. Planning & Admin.

Health

Other (e.g. Com. Dev., Housing

AFRICA*
Agricultore

Education

Industry/Transp./Izbor

Dev. Plenning & Admin.

Health

Other

FAR EAST*
Agriculture

Education

Industry/Transp./Labor

Dev. Planning & Admin.

Health

Other .

*kxcludes multi-regionel and contract


http:Agricultzu.re
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PARTICTPANT MAN-MONTHS IN TRAINING
Projected FY 1967

Direct Farmed Direct Farmed Direct Farmed
Program Branch Prograrrned Oout Prograrmmed cut Programmed Out
Functional Specialty Academic Academicz lion-Academic llon-Academic Observetional Observetional Total
NESA*
Agriculture
Education
Industry/Transp./labor

Dev. Planning & Admiun.

Health

Other

MULTI-REGTIONAL
Agriculture

Fducation

Industry/Transoi/Labor

Dev. Planning & Admin.

Health

Other

TOTAIS

¥Excludes mlti-regional and contrect



PARTICIPANT DEPARTR

Projected FY 1967

Program Branch
functional Specialty

Direct
Prograrmed
Acadernic

Farmed
Qut

Academic

D Farmed
Prograrmed Out
4

Ilon~Academic

Direct
Prograrmed
Observetiocnal

Farmed
Out
Observationzl

Total

LATTN AMFRICA¥
Agriculture

zducation

Inzustry/Transp./Lebor

Dev. Flanning &% Admin.

Healtb

Other {s.:. Com. Dev.,

Housingz

AFRICA®

Industri/Transp./Labor

Dev. Planning & Admin.

Health

Other

FAR EAST*
Agriculture

rducation

Industry/Transp./Laber

Dev. Planning % Adnmin.

Health

Other

FuxXcludes mulii-regional and

contract
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PARTICIPANT DEPARTURES

Projected FY 1967

Direct Farmed Direct Farmed Direct Farmed
Progrem Branch Progrermeqd Out Progremed Out Prograrmed Out
Functional Specialty Academic Academic llon-Academic lion-Academic Observational Observational Total
NESA*
Agriculture
Education
Industry/Transp./ILebor

Dev. Planning & Admin,

Hesalth

Other

MULTI-REGIONAL
Agriculture

Education

Industry/Transp./Labor

Dev. Planning & Acmin.

Health

Other

TOTAILS

*Excludes rmliti-regional and contract




SUMMARY OF SURVEY

PHASE I - Traces PIO/P from time received in A/IT until
Participant arrives in U. S.

PHASE ITI - Analyzes activities in the implementation of
participant programs, including participant
arrival, in-training support and monitoring,
and participant departure.

PHASE ITI - Establishes workload standards for Operational

Branches of Program Division.



PHASE IT SURVEY OBJECTIVES

Review and recommend improvements in the procedures for
accomplishing program implementation actions,.

Improve methods of coordination between Program Division

and other A/IT Divisions.

Complete establishment of uriform Program Division procedures

to be used in applying workload standards.



PART I

PHAST IT

FINDINGS AND RECOMMENDATIONS
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A. DUPLICATTON OF EFFORT

FINDING #l:
CENTRALIZING EXPENDITURE CONTROL FUNCTIONS IN EACH REGIONAL BRANCH
. Causes duplication of effort in:
-~ document preparation
-- review of lozation reports
-- records keeping
. llampers PDOs ready access to PIO/P expenditure data

RECOMMENDATTION #1:

. ABOLISH ECC POSITIONS
. RETURY TO PAs:
-- document preparation
-~ review of location reports
-- records keeping
-- check disbursement
BENEFIT:

SAVE MANPOWER -- FOUR POSITIONS, NET TWO MAN-YEARS



FINDING #2:
REVIEW OF BOOK RECEIPTS BY PROGRAM DIVISION:

. Takes valuable PDO and PA (or ECC) time
. Does not eliminate need for independent fiscal review

RECOMMENDATION #2:

. CONSOLIDATE BOOK RECEIPT REVIEW IN IPINANCIAL REVIEW SECTION
WITH SUBSUQUENT EXAMINATION BY PDO OF DISALLOWANCES
BENEFIT:

SAVE MANPOWER -- NET ONE PDO MAN-YEFAR



FINDING #ﬁ:

VALUABLE PDO TIME HAS BEEN USED IN MAKING TRAVEL ARRANGEMENTS

Travel Section not adequately staffed to handle peak
summer workloads

PDO/PAs have not adhered to established lead-time require-
ments in even routine travel requests

PDO/PAs have not routinely forwarded all international
tickets

PDO/PAs have not obtained proposed stop-over information
in advance of participants pre-departure arrival in

Washington

CENTRALIZING TRAVEL SERVICES IN THE TRAVEL SECTIN

Allows use of Travel Section ticket machine for getting
routine airline tickets

Assures conformity with travel regulations

Provides better control over participant international
travel

Provides basis for better Financial Review Section control

over final participant payments

RECOMMENDATION #3:

BEEF UP TRAVEL SECTION WITH TEMPORARY PERSONNEL DURING
PEAK SUMMER WORKLOAD SEASON

REQUIRE PDO/PAs TO USE TRAVEL SECTION FOR ALL BUT

EMERGENCY TRAVEL ARRANGEMENTS
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. REQUIRE USE OF "STOP-OVER INFORMATION CARD" TO OBTAIN
STOP-OVER INFORMATION FROM PARTICIPANTS SIX WEEKS BEFORE
SCHEDULED DEPARTURE
. STRESS NEED FOR "LEAD-TIME" TO SYSTEMATICALLY HANDLE
TRAVEL REQUESTS BASED ON DEPARTURE DATE
BENFFIT:
FREES PDOs FROM TIME CONSUMING TRAVEL ACTIVITY AND GIVES TIGHTER

CONTROL OVER TRAVEL
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B, _LACK OF INFORMATION FOR EVALUATION

FINDING bk
EVEN THOUGH A/IT HAS RECOGNIZED THE NEED FOR PARTICIPANT PROGRAM
EVATUATION, IT HAS NOT ESTABLISHED MECHANISMS TO GIVE INFORMATION
FOR EFFECTIVE PARTICIPANT TRAINING MONITORING AND EVATUATION
. No standard system for participant reporting on
-- courses taken
== grades received
== progress in completing program
-= problems impeding progress
. No standard requirement and guidelines for Treining
Facility Advisor eveluation reports
» No standard PDO exit interview and evaluation format
. No systematic feed-back of Mission program evaluations
to PDOs
. No overall consolidation and analysis of individual train-
ing program evaluations

RECOMMENDATION #:

+ DEVELOP SYSTEM FOR PARTICIPANT AND ADVISOR REPORTING

For academic participants:

-~ enrollment reports
~= mid-term progress and evaluation reports

-- end-of-term grade, progress and evaluation reports
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For non-academic participants:

BENEFITS:

-- monthly activity/progress reports

-- periodic Advisor evaluation reports

ESTABLISH STANDARD PROCEDURES FOR PDO REVIEW'AND EVATUATION
OF PROGRESS REPORTS

DEVELOP STANDARDIZED FORMATS FOR PDO EXIT INTERVIEWS AND
EVALUATTIONS

DEVELOP SYSTEM FOR FEEDING BACK TO PDOs 'THE RESULTS OF
EVATUATION STAFF CONSOLIDATION AND ANALYSES OF PDO, OTHER

A/IT, AND MISSION EVALUATIONS

BETTER PRUGRAMS FOR 6000 PARTICIPANTS -- MORE EFFECTIVE USE OF

TRAINING DOLLARS

INVESTIGATION OF SYSTEMS TO IMPLEMENT THIS RECOMMENDATION
SHOULD FOCUS SHARPLY ON EXCEPTION REPORTING

ALSO, ATTENTION SHOULD BE DIRECTED TO STANDARDIZING,
CONSOLIDATING, AND ELIMINATING REPQRTS INCILUDING
COORDINATION WITH THE AGENCY'S INFORMATION MANAGEMENT

COORDINATOR
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C. POOR MANPOWER UTILIZATION

FINDING #5:
SEVERAL PARTICIPANT SUPPORT SECTION SERVICES ARE NOT BEST PROVIDED
ON A CENTRALIZED BASIS
+ Administrative aspects of an action camot be easily
divorced from program aspects
. Service does not relieve PDO or PA of workload
. Entire operation can be more effectively handled by PDO/PA
No need for central point of contact for external agencies
. Need for service so infrequent that manpower assigned not
fully utilized

RECOMMENDATZON #5:

-  TRANSFFR TO PDOs AND PROGRAM ARRANGERS FULL OPERATTONAL
RESFONSIBILITY FOR HANDLING:
-- U. S. Community Hospitality arrangements
-- Approval of participant operation of motor vehicles
-~ Permission for dependents joining participants
-= Arrangements for membership in American professional
socleties
-~ Processing of Participants tax statement to IRS for
validation
« CONTINUE TO HANDLE CENTRALLY:
-- Visa extensions
-~ Medical Claims and expenses

-- Shipment of training materials

« ABOLISH TWO PSS POSITIONS



BENEFIT:

SAVE TWO OVERHEAD POSITIONS FOR USE IN LINE OPERATIONS OR REDUCTION

IN CEILING



FINDING #é:

PRESENT CENTRALIZED ESCORT SERVICE DOES NOT MEET NEEDS OF PROGRAM
DIVISION
. Too few escorts to provide service during pesk workload
season
Escorts only perform administrative services for teams --
not technically qualified to relate participants’
observations to program objectives

EECOMMENDATION #6:

. ABOLISH FULL-TIME DIRECT HIRE ESCORT POSITIONS
. OB™AIN TECHNICALLY QUALIFIED "PROGRAM LEADERS" ON A WAE
BASIS
« USE PRESENT INTERPRETER STAFF TO HANDLE ARRANGEMENTS FOR
OBTAINING "PROGRAM LEADERS"
BENEFITS:
CUT FULL-TIME DIRECT HIRE POSITIONS BY TWO

IMPROVE PROGRAMS BY USING PROFESSIONALS TO GUIDE TEAMS
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FINDING #7:
IMPLEMENTATION OF RECOMMENDATIONS 5 AND 6 POINT THE WAY TO RE-
ORGANIZATION OF UNITS IN ADMINISTRATIVE BRANCH
. To consolidate participant support services in one unit
. To justify assignment of supervisor in PSS
. To allow grester flexibility in use of assigned manpower

RECOMMENDATION #7:

ASSIGN PARTICIPANT SUPPORT SECTION RESPONSIRILITY FOR
« Visa extensions
. Shipment of Training Materilals
. Medical claims and expenses
. Interpreter and escort arrangements
. Travel services
BENEFIT:

TIGHTER MANAGEMENT OF SUPPORT ACTIVITIES



FINDING #ﬁ:
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USE OF COUNSELLING BRANCH IS NOT BEST WAY TO HANDLE PARTICIPANT

PROBLEMS WHICH:

« Are really program problems

. Need no special expertise

. Save no time for TDOs

RECOMMENDATION #3:

«  RE-WRITE COUNSELLING BRANCH FUNCTIONAL DiSCRIPTION TO

EMPHASIZE SERVICE TO PDOs

o LIMIT MANDATORY REFERRALS TO:

Deaths of participants

Departing participants requiring medical escorts
Mental, emotional or behavioral problems requiring
psychiatric consultstion

Potential or actual non-returnees

Participant actions which have legal complications or

international overtones

« FROVIDE FOR PDO DISCREPTIONARY REFERRAL TO OR CONSULTATION

WITH COUNSELLING BRANCH ON ANY PARTICIPANT PROBLEMS WHICH

PDO FEELS THIRD-PARTY OBJECTIVE ANATLYSIS OR ACTION IS NEEDED

« CONTINUE EFFORTS TO UPGRADE EXPERTISE OF COUNSELLING

BRANCH STAFF

« AFTER IMPLEMENTATION OF THIS RECOMMENDATION, ANALYZE

COUNSELLING ERANCH STAFF NEEDS TO DETERMINE WHETHER

"EDUCTIONS ARE POSSIBLE

BENEFIT:

BETTER PROGRAMS THROUGH IMPROVED PARTICIPANT COUNSELLING -- POSSIBLE

MANPOWER SAVINGS
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FINDING #9:

ORIENTATION BRANCH STAFF ASSIGNED TO COORDINATING RECEPTION SERVICES
AND SPECTAL PROGRAMS ARE NOT FULLY AND EFFECTIVELY UTILIZED

. Coordinating reception services is not a full-time Jjob

. Arranging and coordinating Christmas Programs and Pre-

University Workshop is not a full-time jbb
. Other special programs are now handled by Program Support

Branch with less Regional Branch workload

RECOMMENDATION #9:

. TRANSFER RESPONSIBILITY FOR PRE-UNIVERSITY WORKSHOP,
CHRISTMAS PROGRAMS AND MSU COMMUNICATIONS SEMINAR TO
PROGRAM SUPPORT BRANCH

. REASSIGN RECEPTION CENTER COORDINATION TO EMPIOYEE
CURRENTLY HANDLING MSU SEMINAR

. ABOLISH TWO POSITIONS IN ORIENTATION BRANCH

BENEFIT:
SAVE TWO OVERHEAD PCSITIONS FOR REASSIGNMENT TO LINE OPERATIONS OR

REDUCTION IN CEILING



PART II

RECOMMENDED PROCEDURES FOR PROCESSING DIRECT PROGRAMED AND FARMED-OUT
PARTICIPANTS

A. Academic Participants
B. Non-academic Participants

c. Observational Participants









PROFESSIONAL

2. Reviews miscellaneous requests from participant, e.g. for
in-training travel, permission to operate motor vehicles,
permission to send for dependents. If disapproved, drafts

letter to participant. If approved, obtains other Program
Divisicn approval as necessary, and inssructs program arranger to
handle administrative details, e.g. making travel arrangements,
obtairing necessary documentation and reviewing for compliance
with A/IT regulations.

3. Determlnes need for special programs, e.g. Christmas Programs,
Communications Seminar; and instructs program arranger to make
arrangements with Program Support Branch.

L. Monitors participant's progress by reviewing correspondence,
enrollment, grade and progress reports from participants and
correspondence and evaluation reports from trzining facility
advisor and by maintaining continuing contacts with participant
and adv.sor. Determines need for program changes, extensims or
terminations and takes necessary action consulting Branch Chief,
Counselling Branch, Regional Bureau and Mission as necessary.
Instructs Program Arranger to notify Statisticel Control Branch

of tewminations, changes or extensions, and inform Participant
Support of need for visa extensions. Identifies participant personal
problems and resolves or refers to Counselling Branch, as required
or determined necessary.

ARRANGER

corrected copy of MLR and copy of check transmittal form in master
file. Records all expenses against PIO/P on Form ATD 1380-37,
Expenditure Control, and keeps this form current and available to
the PDO at any time.

2. Prepares (or types PDO draft) responses to miscellaneous
participant requests. As directed by PDO, (2) prepares "Program
Itinerary and Travel Requests" for in-training travel and sends to
Travel Section; obtains "Dependent Certification” from participants
whose request to send for dependents has been approved and prepares
message to Mission advising of "no-objection" and forwaerding copies

of "Dependent Certification” and most recent DSP-66; obtains statement
re operation of vehicles and evidence of insurance from participant,
reviews for compliance with A/IT regulations and corresponds with
participant re adequacy of insurance coverage.

3. Makes arrangements wlth Program Support Branch for participant
enrollment in special programs, and as necessary arranges for
travel, increased per diem and payments to training facilities.

L. Types correspondence to participant and advisor. Prepares
documents incident to program changes, extensions, terminations
(including airgrams to Mission, PPTD to Statistical Control Branch
and request for visa extension to Participant Support Section) and
assists in obtaining clearances and making arrangemonts. Sends

copies of reports to Mission. Prepares (or types PDO drafted) case
referral to Counselling Branch and sends with supporting documentation
or participant's folder.



PROFESSIONAL

5. Completes pre-departure arrangements including (a) approval
of participant membership in a professional society, (b)
rlanning return international travel of participant, (c)
instructing progrem arrznger to arrange society membership and
prepare final LACR and Program Itinerary and Travel Requests for
doamestic and international travel.

Departure

l. Meets with participant; arranges schedule for last few days in
Washington, including meetings with regional bureau technical and
desk officers and visits to embassies; obtains partidiant pre-
departire report and exit questionnzire.

2. Reviews participant's pre-departure report, exit questionnaire,
and masterfile in preparation for exit interview.

3. Conducts exit interview with participant. Discusses (a) adequacy
of program and criticisms participant may have, (b) how participant
will use training on return home, (c) roles of A/IT, mission training
officer and mission technical personnel in the planning, implementation
and utilization of training in connection with the participant's
country's development, (d) mission personnel to be contacted on return,
and (e) interuai’onal travel, emphasizing adherence to planned
itinerary and arrival in home country at the specified time. If
participant has been overpald, collects repayment, or advises

mission will collect. If underpaid, advises mission will reimburse,
or if participant needs funds instructs program arranger to

arrange for immediate payment.

ARRANGER

5. Assists PDO in completing pre-departure arrangements: (a)
sends participant pre-departure lstter of instruction two months
prior to scheduled departure; (b) types "Program Itinerary and
Travel Request" for return internationsl travel and forwards to
Travel Section thirty days before departure; (c) reviews payments
made to participents and prepares and. forwards final LACR to
Financial Review Section; {d) arranges for participant membership
in and fee payment to professional society; and (e) arranges
travel to Washington through travel section and corresponds with
participant e travel and arrival in Washington.

Departurs

1. Assists PDO in making final week arrangements; picks up
internationsl tickets from Travel Section; assures trzining

materials have been shipped or checks status; obteins IRS validation

of IRS form 2063, "Departing Alien Income Tax Statement and
Certificate of Compliance;" prepares letters to embassies for
participant use in obtaining visas for stop-over count::ies.

2. No action.

3. Conducts final interview with participant to give IRS "Certificate

of Compliance,” international travel tickets, and, as necessary,
courtesy letters to embassies; and to check immunization record

and advise on obtaining needed immunizations, and to arrange for
immediate payment of un-reimbursed expenses as directed by FPDO.

Forwards overpayments collected to Financial Review Section.
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PROFESSIONAL ARRANGER
L. Prepares exit interview and eveluation reports for own future use L., fTypes correspondence and documents as directed by PDO, including
and for Branch Chief, Evaluation Staff and Mission. (2) exit interview and evaluation reports; (b) ETA message tc

Mission with copies of participant pre-departure report, PDO

exit interview and evaluation reports and information on overpayment/
underpayment to participant; and (c) PPID, Part IIT, for Statistical
Control Branch.



SECTION A.2.

RECOMMENDED PROCEDURE FOR PROCESSING

FARMED-QUT ACADEMIC PARTICIPANTS
PROFESSTONAL ARRANGER
A. Program Development and Arrangement A.  Program Development and Arrangement
1. Reviews PIQ/P packege to determine adequacy of data; objective of 1. Sets up file of PIO/P, blo-data, and supporting documents.
training; clarity of training needs; type, scope, and duration of Prepares and sends airgrams to mission as directed by PDO.
training funding needs; qualifications of rarticipants, including Obtains Academic Advisory Staff evaluation of transcripts.
credentials, experience, and language scores. If documentation is In-
complete, instructs Arranger to request data from mission. It
evaluation of tramscripts is desired, instructs Program Arrarger to
request from Academic Advisory Stafff. If participant credentials do not
permit placement in academic program, advises mission.
2. Determines participating agency to develop and implement program and 2. Prepares Form 1380-29, including special PDO instructions
need for ALIGU langusge testing and placement and Pre-University Work- and sends with PIO/P, blo-dats, and supporting documents to
soop; instructs Program Arranger to transmit PIO/P package, including participating agency.
special Instructions from FDO, to participating =gency.
2. Reviews proposed program and cost estimates submitted by participating 3. As directed by FDO: prepares corrected PIO/P, obtains
agency for institution selectedq, type, scope, and duration of training, PDO and Eranch Chief epproval and forwards to Statistical
and funding requirements: discusses program with participating agency. Control Eranch for issuance of; brepares program message,
Instructs Arrenger to: (a) prepvare corrected PIO/P for issuance and including suggested call forward date, to mission for DO ard
program messege to mission; and (b) arrange ALIGU testing and placement and Branch Chief approval; and arranges with PSB for Pre-University
Pre-University Workshop. Signs documents and messages. Workshop and with ALIGU for testing and placement.
L. Reviews mission Tesponse tc program mescage; rnotes estimated errival L. Assists PDO in making program changes, e.g., Pre-
date and reviews for program changes or cancellation; discusses proposec University Workshop, ALIGU testing and placement, PIO/P
changes with participating agency; advises mission of changes made. cancellation or amendment.
B. Participant Arrival B. Participant Arrival

1. Advises Program Arranger of time for initisl ®D0 and participating
agercy interview with participant and duration of WIC orientation.

1. Advises WIC of tirme for participant's arrival interview
and length of WIC orientation.






D.

FROFESSICHAL

3. Monizors participant’s progres
.

s

v adviscr correspondence and
evaluation reports, and perticipeting

and meintaining continuing contacts with T

rers =nd, as necessery, iirectly with part
Conculss with particirpating agen 20
changes, extensions cr= zerminations, and 2ilears with Erench Chnief,
regional Cureau mission as necessery. Instructs progren
wrranger .o notily Statistical Contrel Zraznch of terminations,
changzes, or extensions Zection of need
for wvisz extensions. Identifie scnal problems
end either works with participa s

Counsellirnz as determirnel neces

and his edvisor.

Lipant

and

pe

ci
irz agency <o re

L,
notice to participa
of participant; =nd i
Program Itirerery

return

. arrenger O prepare
international travel.

and

200

Departure

1. Assists participeting agency in arranging participent's last
few days in Washington, including meetings with regional bureaus,
desk end technlcal officers and visits to embassies; obtains
participant pre-departure report and exit questlonaire and
participating egency comments and evaluation.

2. Reviews participant and perticipating agency reports and
participant’'s master {ile in preparation for exit interview.

1terrvart on need for progran

olve or refers %o
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oy reviewing correspondence and

agency responses and comments;
erticipating agency counter-

inciuding drerting cut-off
international travel

D.

ARRANGER

3. Types ccrrespecndéence to participant, adviscr, perticipating
agency end rlssicr. Prepares documents lncident to progranm
chenges, er::rslons, “erminaticns, (including PPTD to Statistical
Contrel Branch arnd request f{or visa extensions =o Participant
Support Section); Sernds coples of reports to misslon. Prepares
(or types PDC drafted) case referral to Counseiling EBrench and
sends with supporting documents cor participants folder.

L. Assists FDO in completing pre-departure arrangerents: sends
participant pre-departure letter of instructiorn two months prior
to scheduled departure; types and serds cut-off notice to
perticipating agency; ani types "Prosram Itinerary and Travel
Request" for return internationel trevel end sends tc Travel
Section thirty days berfore departure.

Departure

1. Assists in meking final week arraagements; plcks up inter-
national tickets from Travel Section; assures *raining
materials have been shipped or checks status; obtains IRS
validation of TRS Form 2053 "Departisz Alien Income Tex
Statement and Certificate of Compliaaze"; prepares letters to
embassies for participant use in obtaining visas for stop-over
countries.

2. No action.



PROFESSIOIIAL
3. izant. CDiscusses: (a)
Adeguacy arzicipant may neve; (&)
how T arn acme; (¢) relation-
snip roles & zency, missiorn treining
officer =zni i jel connection with =he
participan~ cun 5 develog mission personnel %o be
contacted cn re-urn; ani (e) internesicnel travel, emphesizing
adherence to planned itinerery zrd errival in home country at the

specifiea

Sor own future

ARRANGER

3. Corducts final briefing with perticipant to give IRS
"Certificate of Comp.iance", international %ravel tickets and,

as necessary, courtesy ietters to emtassies and %o check im-
munization received and advise on obtaining needed immunizations.

L. Types correspondence and -iocuments as directed by F2O,.
including: (a) exit interview and evaluation reports; (b)

TTh message To ~Ussion with copies of participant pre-departure
report, partici.ating agency comments, and PDO exit interview
and evalustion reports; end (c) FPTD, Part III for Statistical
Control Zranch.


http:2ers=.el







PROFESSIONAL

2. Revlevws misce’laneous requests from participant, e.g. for in-
training travel, permission to operate mctor vehicles, permission

to send for dependents. I disapproved, drafts letiter to perticipant.
If approved, obtains other Program Division approval, as necessary,
and instructs program arranger to handle zdministrative details,

e.g. making traval arrangement Ccbtaining necessary documentaticn
and reviewing for ccompliance with A/IT regulations.

3. Determines
Cormunilcations
irrangements wit

ccrrespendence and
cnce and =2valuation

i ¢ ceatinuing
drograr

141
n P
led
H 0

3
O 0KR
¢t o on

=xtensionz or

(.
¥

¢t 0w
b}
2,

[N

rg Br
n as ne
tizal C
form Fa
Ties g2 personzl pr s to
1ling 3runch, =5 reguired or .

5. Completes pre-d
participant zembersh
return international
arranger to arrange
Prograem Itinerary =zni Trzvel Reg
travel.

ARRANGER

check and one copy of corrected Location Report to participant.

Files corrected copy of MLR and copy of check transmittal form in
master file. Records all expenses against PIO/P on Form AID 1380-37,
Expenditure Control, snd keeps this form current =nd aveilable to
the PDO at any time.

2. Preperes (or types PDO draft) responses to miscellereous
perticipant requests. As directed by PDO, (&) prepares "Program
Ttinerary a2nd Travel Requests” for in-training travel and sends to
Travel Section; obtains "Dependent Certification” from participants
whose request tc send for dependents has been approved znd prepares
nessage tc nission advising cf "no-objection" and forwarding copies
of "Dependent Certification” and most recent DSF-66; cbtains
statement re cperation cf vehicles and evidence of insurence from
participant, reviews for complisnce with A/IT regulations and
cocrresponds wWith psrticipant re adequacy of insurance coverage.

3. HMakes

snrolilment

wravel, incre

Lk, Types ccrresponience *
dccuments incident to Trogr
(includine wirgrams to miss
and reguest for visa extens
zz3izts in cobtaining clears
2opies of report:z tc missicn. ]
2z3¢ raefe

dceumerntsz

5. A4scists PDO in completinz pre-departure arrangements: (z)

sends pzrticipant pre-departure letter of instruction two months

pricr zo scheduled derarture; (b) types "Progrem Itinerary znd Travel
Reguest" for return interrationzl travel and fcrwards to Travel
Secticn thirty days before departure; (c) reviews payments .

msde to participants and prepares and forwards final LACR to Financial
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RECQMMENDED»PROCEDURE FOR PROCESSING

SECTION B.Z2.

FARMED-OUT NON-ACADEMIC PARTICIPANTS

PROFESSIONAL

Program Development and Arrangement

1. Reviews PIO/P package to determine adequacy of data;
objectives of training; clarity of trairing needs; type, scope
and duration of training; suitability of participant; and funding
requirements., If required, contacts regional bureau desk or
technical officers for assistance and/or consults Participating
Agency. As necessary drafts or instructs Program Arranger to
prepare airgram to nission (a) requesting additional documentation
or clarification of training needs; or (v) advising that training
is not available or varticipant is not qualified for proposed
training.

2. Determines participating agency or contractor to develop
program and need for ALIGU language testing and placerent; instructs
program arranger to transmit PIO/P package, including special
instructions from PDO, to participating agency.

3. Reviews preoposed treining program and cost estimates submitted

by participating agency. As required, discusses and clears with
participating agency counterpart and regionzl bureau desk or
techrical offices. When prcposed progran znd cost estimates have been
apprcved, instructs program arranger to (a) rrepare corrected PIO/P
for issuance and progrem message to mission and (v) arrange ALIGU
language testing and placement. Signs documents and messages.

L. Receives mission responses to program message; notes estimated
arrival date and reviews for changes in prograr or for cancellation;
discusser proposed changes with participsting agency counterpart;
advises mission of changes made.

ARRARGER

A. Program Development and Arrangement

1. Sets up file of PIO/P, bio-data and supporting documents.
Prepares and sends airgrams to mission as directed by FDO.

2. Prepares Form 1380-29, including special FDO instructicns, and
sends to participating agency with coples of PIO/P, bio-data and
supporting dccuments.

3. As directed by FDO: prepares corrected PIO/P, obtains PDO and
Branch Chief approvel, and forwards tc Statisticel Corntrol Branch
for issusnce; prepares program nessage, including suggested call-
forward dste, to mission for PDO and Branch Chief approval; end
arranges with ALIGU for language testing e2nd placement.

L. Assists PDO in meking necessary program charges, e.g. ALIGU
testing and placement, PIO/P cancellation cr arcendments.



PROFESSIONAL

Participant Arrivel B.

ARRANGER

Participant Arrival

i. Advises Program Arranger of time for nis interview and
participeting agency interview and of duraticn of WIC orientation,

2. Conducts arrival interview with rarticipant. Discusses {a)
general background, experience and future plens of participant;

(b) r-e-departure orientation and progran informaticn provided by
nission; (=) roles of A/IT and participating cncy in planning and
implementing training program; (d) the proposed training program

in genersl terms; (<) purpose, content and rethods of submitting
required progress reports; (f) questions on materisl covered in
A/IT administrative orientation including A/IT ragulations re
operafion of motor vehicles, dependents, marriage wnile in training,
insurance, and merberchip in professicnal societies; and (g) how

to ceontact PDO in an emergency. Signs participant's identificaticn
card.

3. Beced cn interview, determines need for =zdditional language
training or changes in program; discusses * participating agency
ccunterpart and insures unecessary changes are made; advises mission
of changes. Instructs program arranger tc zarrange ALIGU testing
and rlacement, if ncw determined necessary.,

. Iestructs and provides information to Dpregram arranger to prepare
"Participant Prcgrar and Training Data" {FPTD} Part I for Statisticsl
cntrcl Branch.

In-training Services and Moni-zoring c.

1. Advise:s WIC cf %ime for participant's arrival interview with PDC
and length of WIC crientation; advises Participeting agency of
rarticipant arrival zad schedules arrival interview.

2. Conducts administrative briefing with participant. Tgkes
internationzl return travel ticket and Drepares receipt in triplicate;
sends cne copy of receipt with ticket tc Travel Section, files orn=
copy in participent’'s master file, and gives one ccpy to rerticipant,
Glves ALIGU registraticr card, if language testing and placement

arranged. Records passport end visa informeticn in participant’s
folder.
3. Assists PDC in making pregram changes by typing corresponder.ce

ges
documerits ard by arranging ALIGU testing znd placement.

L, Completec
and

pPart I of "Participant Program znéd Training Data”™ (EPTD)
sends criginal *c Ztatistical Control Brarck.

s miszellaneous requests from rarticipant which participating
not authorized to zprrove, e.g i to cperate

1iclzz, permissisn to send feor 4
oarticipating agency and drafts
aprroved, obtains other Program Division

z 4
o participant. If
e

Foe <
[
3
It
ot
[ ]
)
o
=1
o
ot
[\
e
}—J
0
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1. Prepares
participant

where request
message to miss
of "Dependen: C
statement re or




PROFESSICNAL ARRANGER
e.g. obtaining necessary dccumentation and reviewing for compliance varticipant znd reviews for compliance with A/IT regulations and
with A/IT regulations. corresponds with participant re adequacy of insurance coverage.
2. Consults with participsting zgency counterpart regarding need 2. Assists participating agency in meking arrangements for
for special pregrams, e.g. Christmas Frograms, Cammunications Seminer; speclal programs with Program Support Branch.

instructs program arranger “o ussist participeting a2gency in making
srrangenents with Program Support Brarnch.

3. Monitors participant's pregress by reviewing correspondence 3. Types correspondence tc participant, advisor, participating
2nd progress reports, training fzeility edvisor correspondence and agency and mission. Preperes documents incident to program
evaluation repcrts, and participuting agency responses and corments; changes, extensions, terminations, (including PPTD to Statistical
and maintaining centinuing cont2cts with perticipating agency Control Branch and request for visa extensions tc Participant
ccunterrart and, as necessary, directly with participant and his Support Section); sends ccpies of reports to mission. Preperes
advisor. Consulis with participating agency counterpart cn need (or types PDO drafted) case referral to Counselling Braznch and
for program chonges, extensicns or terminatims, znd clears with sends with supporting documents or participants folder.

Branch Chief, regional bureau =znd mission =23 necessary.

Instructs progrum arranger tc nctiry Statistical Control Branch

of terwinations, changes, or externsions and Participsnt Support Section
of need for visa extensions. Identifies participant perscnal

vrcblems and either works with participating agency to resolve or
refers to Counselling as determined necessury.

4. Completes pre-departure srrangerments including drafting cut-off L, Assists PDO in completing pre-departure arrangements: sends

notice te participating agency; planning return international varticipant pre~departure letter of instructian two months prior

trave: of participent; and instructing progrem arranger to Prepare to schedul:zd departure; types and sends cut-off notice to participating

Program Ttinerary and itravel request for international travel. agency; and types "Program Itinerary znd T.avel Reguest" for return
interraticnal travel znd sends to Travel Secticn *hirty days before
departure.

D. Departure D. Departure

1. Assists partilcipating agency in arranging participent's last 1. Assists 1n meking final week arrangements; picks up irternstional

few days in Washington, including meetings with regional bureaus, tickets fram Travel Sectlcn; essures training materials have been

desk 2nd technical officers and visits to embassies; obtains shipped or checks status; cbtains IRS validation of IRS Form 2063

participant pre-deperture report and exit gquestionnaire and "Departing Alien Income Tax Statement and Certificaste of Compliance;"

participating agency comment:s and evaluaticn. prepares letters to embassies for participant use in obtaining visas

for stop-over countries.



PROFESSTIONAL

2. Reviews participart and participating agency reports end
participant's master file in preparation for exit interview.

3. Conducts exit interview with participant. Discusses (a)
adequacy of program and any criticisms participant may heve; (b)
how participant will use training on return home; (c) roles of
A/IT, the participating 3gency, mission training cfficer and
missiorn technical personnel in the planning, implementation and
utilization of training in connection with the participant's
country's development; (4} mission perscnnel to be contacied on
return; and (f) international travel, emphssizing adherence to
planned ltinerary end arrival in home country at the specified
time.

L. Prepares exit interview and evaluation reports for own future
use and for Branch Chief, Evaluation Staff and Aission.

ARRANGER

2. No acticn.

3. Conducts final briefing with participant to give IRS "Certificate
of Compliance,” internaticnal travel tickets and, &s necessary,
courtesy letters to embassies and to check immunization received

and advise on obtaining needed immunizations.

L, Types correspondence and documents as directed by PDO, including
fa) exit interview and evaluation reports; (b) ETA message to

rnission with copies of participant pre-departure report, participating
ugency corments, and PDC exit interview =and eveluation reports; and
(c) PPID, Part ITI for Statistical Comtrol Branch.









PROFESSIUNAL

2. Monitors program by maintesining continuing contacts with Program
Leader and participants if necessary. Determines need for program
changes, extensions cr terminaticne and tekes necessary action
consuwlting Branch Chief, Counse!.ling Branch, r:gional bureau and
Tission as necessary. Instruct: Program Arranger to nctify
Statistical Control Branch of terminations, changes or extensions,
and inrorm Participant Support of need for visa extensions.
Identifies participant personal rroblems and resolves or refers to
Counse2iling Branch, as required or Jetermined necessary.

3. Ccmpletes pre-departure cluding (a) zpproval of
participant membership in =« ul society, (b) planning
return internaticnzl traval cipant, (¢) instructing mrogram
arranger 10 arrange csoclety rmermtership and prevare final TALg and
Frogranm Itinerary and Travel Request for interzaztioral trevel.

Departurs D.

for last few days in
bureau technical and
rne participants' pre-

o]
o’
[N
oy
[y
jal

Discusses (2) adequacy
t mry hove, (b) hew participent

) roles of A/IP, mission training
perscnnel in the planning, implementation
and utilization of training ir connection with the participant's
country's deverupuent, (4) mizsicn personnel tc be contacted on

return, and (e) internaticnal travel, empteosizing cdherence o

planned itirerary and zarrivel in home cow.try at the specified time,

Tf participant has teern overpaid, ccllect:s revayment, or advises
Mission will collect. If underpald, advisec ission will reimburse,

rticipentc.

ARRANGER

2. Types correspondence to participants and Program Leader. Prepares
documents incident to program changes, extensions, terminations
(including airgrams to mission, FPTD to Statistical Control Branch
and request for visa extension to Farticipant Support Section) and
assists in obtaining clearances and making arrangements. Prepares

(or types PDO drafted) case referral to Counselling Branch and sends
with supporting documentatior »r participent's folder.

3. Assists PDC in completing pre-departure arrangements: (2) types
"Procgram Itinerary and Travel Request" for return international trzvel
and forwards to Travel Section thirty days before departure; (b)
reviews paymenis made to participents and prepares and forwards final
LACR to Financial Review Section; and (c) arranges for varticipart
mermbership in and fee payment to professional society.

D-=parture

1. Assicts FDO in making final week arrangements; picks up international
tickets from Travel Section; assures training materials have been shipped
or checks status; obtains IRS vzlidation of IRS form 2063, "Departing
Alien Income Tex Statement and Certificate of Compliesnce.”

2. No action.

3. Conducts firal interview with participant to give IRS "Certificate
of Compliance," and international travel ticksts; and to arrange for
immediate payment of un-reirbursed expenses zs directed by PDO.
Forwards overpayments collected to Financial Review Section.



PROFESSIClvals

or if participant needs funds instructs program arranger
to arrange for immediate payment.

L. Prepares exit interview and evaluatbn reports for own future
use and for Branch Chief, Evaluation Staff and mission. Prepares
evaluation of interpreter and progrem lesder services and
forwards to Participant Support Section. Prepares letters of
eppreciation to cooperating institutions which have furnished
training at no cost to AID or in special cases recommends
issuance of "Certificate of Cooperation" by Training Facilities
Staff.

ARRANGER

L, Types correspondence and documents as directed by PDO, including

(2) exit interview and evaluation reports; (b) ETA message to mission
wilth copies of participant pre-departure report, FDO exit interview

and evaluation reports and information on overpayment/underpayment to
participants; (c) letters to cooperating institutions or recommerndations
for issuance of "Certificate of Cooperation," and (d) PPID, Part III,
for Statistical Control Branch.



RECOMMENDED PROCEDURE FOR PROCESSING SECTION C.2.

FARMED-OUT OBSERVATIONAL PARTICIPANTS

PROF'ESSTONAL

Program Develomment and Arrangement

1. Reviews PIO/P package to determine adequacy of data; objectives of
training; clarity of training needs; type, scope, availability and
duration cf training; suitability of participants; and funding require-
ments. If required, contacts rezional buresu desk or technical officers
for assistance and/or consults rarticipating agency. As necessary drafts
or instructs Program Arranger to prepare airgram to mission: (a) re-
questing additicnal documentation or clarirication of training needs; or
(v) =2dvising that training is not availstle.

2. Determines participating agency or contractor to develop progrem and
need for interpreters, program leaders and special seminars, instructs
Program Arranger to transmit PIC/P package, including special
instructions fram PDO, to participating agency.

3. Reviews proposed training progrem and cost estimates submitted by
participating agency. As required, discusses and cleers with participating
agency counterpart and regional bureau desk or technical offices. When
Droposed program and cost estimates have been approved, instructs Program
Arranger to (a) prepare corrected PIO/P for issuence and program message to
mission; (b) arrange for interpreters and program leaders; and (c) assist
participating agency in arrarging with Progran Support Branch for special
seninars. Signs documents and messeges.

L. Receives mission responses to program message; notes for estimsted
arrival date and reviews Zor changes irn program or for cancellation; dis-
cusses proposed changes with participating egency counterpart; advises
mlssion of changes made.

ARRANGER

Program Development_gmd Arrangement

1. Sets up file of PIO/P, bio-data and supporting documents.
Prepares and sends airgrems to mission as directed by PDO.

2. Prepares Form 1380-29, including special FDO instructions,
and sends to participating egency with copies of PIO/P,
bio-data and supporting documents.

3. As directed by FDO: prepares corrected PIO/P, obtains

PDO and Eranch Chief epproval, and sends to Statistical
Control Branch for issuence; prepares Drogram message, includ-
ing suggested call-forward date, to mission for FDO and
Branch Chief approval; arranges for interpreters and Program
leaders; and arranges with Progranm Support Branch for special
seminar programs.

k. Assists PDO in meking necessary program changes, e.g. ar-
rangements with Program Support Branch for special seninars,
PIO/P cancellation or amendments.






PROFESSTIONAL ARRANGER
2, Completes pre-departure arrangements including drafting cut-off notice 2. Assists PDO in completing pre-departure arrangements:
to participating agency; planning return international travel of (a) types and sendc cut-off notice to participating agency;
participant; and instructing Program Arranger to prepare Program Itinerary and (b) types "Program Itinerary and Travel Request" for
and Travel request for internatioral travel. return international travel and sends to Travel Section
thirty days before departure.
D. De ture D. Departure
1. Assists participating agency in arranging participant’'s last few 1. Assists in meking final week arrangements; picks up
deys in Washington, including meetings with regional bureau desk and international tickets from Travel Section; eassures training
technical officers and visits to emtassies; obtains participant pre- materials have been shipped or checks status; obtains IRS
departure report and exit guestionaire end rarticipating agency comments validation of IRS Form 2063 "Departing Alien Income Tax
ard evaluation. Stetement and Certificate of Compliance”.
2. Reviews participant and participating agercy reports and participant's 2. No action.

master file in preparation for exit interview.

3. Conducts exit interviaw with participant. Discusses: (a) adequacy of 3. Conducts final briefing with participant to give IRS
progran and any criticisss participant may have; (b) how participant will "Certificate of Compliance" and international travel
use training or return home; {c) relationship roles of A/IT, the tickets.

rarticipating agency, mission ireining officer and mission technical
rerscnnel in <the planrning, implementation end utilization of training in
connection with the participant's country's development; (d) missicn
personnel to be contacted on return; &na (e) international travel,
enphasizing adherence to planned itinerary and arrival in home country
at the specified tire.

L. Prepares exit interview and evaluation reports for own future use and h. Types correspondence and documents as directed by PDO,
for Branch Chier, Zvaeluation Steff anl missicr. Frepares evaluation of including (a) exit interview and evaluation reports; (b) ETA
interpreters and progran leaders (where arranged ror by PSS) and forwards nessage to mission with copies of participant pre-departure
to Participant Support Section. report, participating agency comments, and FDO exit inter-

vi=. and evaluation reports; and (c) PPTD, Part III for
Stziistical Cortrol Branch.



PART TTI

FIOW CHARTS
OoF
CURRENT AND RECOMMENDED

A/IT TRAINING PROCEDURES

Processing Living Allowance Checks Requests (LACRs)
Providing Information to U.S. Community Hospitality Groups
Approval of Participant's Request to Rring Dependent to U.S.
Approval of Participant Requests to Operate Motor Vehilcles
Arranging Membership in American Professional Societies
Processing of Form 2063-IRS Tax Statement

Handling Participant Medical Lxpenses

Obtaining Visa Extensions for Participants

Shipment of Participaent's Training Materials



CURRENT A/IT TRAINING PROCEDURE
PROCESSING INITIAL LACR

SECTION A.1.

PROGRAM DIVISION

PROGRAM ARRANG

REGIONA% BRANCHES

EXPENDITURE CONTROL CLERK

PROGRAM DEVELGPMENT
OFFICER

ADMINISTRATIVE DIVISICN
FINANCIAL REVIEW SECTION

1. After completing arrival briering with
participant, prepares a two-weay meme to
the ECC (PDO prepares in some cases)
showing: participant identifying informf
ation; date of arrival; whether 3240
advarnce hes been received from mission;
amount of book allowance; transit rate
maintenance allowance and Tirst mounth's
per dien; and zraining locazion; and
sends with issued copy ot the PIO/P %o

wen
=~ L.

n

# If $24C has not been received, emerzency
procedures are used to get the first
twenty day's travel rate allowance and
the mission is informed that the $2L0O
advance was not received ty the
participant.

1
stablishes an Expenditure Control
older; prepares an LACR in 4duplicate
showing the inrormation listed in step

ne. L

"1 )

G

3.

Reviewgvand signs
LACR. |

Sends original LKER to Financial Review
Section; files duplicate in Expenditure
Control Folder by country and PIO/P
nurcer. |

Assures compfgance with the
PIO/P ard <hat rate of per

diem is correct; issues re-
quect <c Treesury for check;
receives checrk and sends to

ECC; files LACR.
1}

Sends participanfbcheck.




CURRENT A/IT TRAINING

FROCEDURE

PRCCESSING INTERIM LACRs

Section A.Z2.

PARTICIPANT

PROGRAM DIVISION
REGIONAL, ERANCHES ADMINISTRATIVE DIVISION

EXPENDITURE CONTROL CLERXK

PROGRAM DEVELOPMENT OFFICER

FIHANCIAL, REVIEW SECTION

5
1la

Prevares Monthly ILoca-
tion Report showing
books and training
materiels tought and
travel expenses and
itinerary; sends
original and three
cories to Regional
Zranch; reteins 1 cory.

L

2

Jed

. Reviews Location Report for correct
addition end gives to PDO.

l

%
3. Reviews Location Report, corrects as necessary
signs and dates report and forwards to ECC
with instructions to prepare LACR il reim-
turseable expenses or travel are shown.¥

¥
Prepares LACR for PRD's signeture; if
no reimburseable expenses or travel
are involved, rorwards origiral Loca-
tion Repori to Financial Review Sectiond

.

. . v
5. Reviews anc signs LACR.

Cends witlL ori 1 Two copies of
Location Zepers files thira
couy.

i
L

#przer initial LACR, only Location Reports are

utilized unless reimburseable expenses are
clzimed by tne participent or he has travel to
report.
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CURRENT A/IT TRAINING PROCEDURE
PROCESSING INTERIM LACRs Section A.2

PROGRAM DIVISION

REGTIONAL BRANCHES ADMINISTRATIVE DIVISION
PARTICIPANT EXPENDITURE CONTROL CLERK PROGRAM DEVELOPMENT OFFICIR FINANCIAL REVIEW SECTION
N

T. Reviews Location Report to
insure propriety and notifies
PDO if ¢ hanges are nade;
issues request to Treasury
for check; receives check
and sends Lo ECC. I

¥
8. Sends masintenance check to participant

(with copy of Location Report, if
reimburseable expenses or travel are
involved.)




CURRENT A/IT TRAINTKG PROCEDURE

PROCESSING FINAL 1ACR

Section A.3.

PROGRAM DIVISION
REGIONAL ERANCHES

PROGRAM DEVELOPMENT OFFICER

ZXPENDITURE CONTROL CLERK

ADMINISTRATIVE DIVISION
FINANCIAL REVIEW SECTICN

1. Advises ECC of participants
departure date and requests LACR
Tor final maintenance check.

l

1
4

Peviews book expense:s against allow-
ance advances; determines amount of
ver diem. Prepares finel LACR in
duplicate, showing participant
ijentifying informetion, departure date,
book allowsnce advaence.

Forwards to FRS at least ten working
deys befcre participant’s departure if
he leaves from Weshington and fifteen
deys if he leaves from elsewhere in the

U.S.
L

¥

3. Reviews to assure correct payment (may already have mai.ed out
next month's check if rot notified ten days in advence). If
participant owes money, fills out AID 7-128 Notice of Collection
upon participant's refunding excess sends form to C/ACC. If a
check 1s to be cancelled and a new one issued for a smaller
sum, form SF 1098 is filled out and sent to C/ACC.



RECOMMENDED A/IT TRAINING PROCEDURE
PROCESSING INITIAL LACR

Section A.h4.

PROGRAM DIVISION

REGIONAL AND PROGRS
PRCGRAM ARRANGER

M SUPPORT ERAMNCHES

PROGRAM DZVELOPMENT OFFICER

ADMINISTRATIVE DIVISION
FINANCIAL REVIEW SECTION

After completing arrival briefing with partici-
pant, establishes an expenditur= control felder,
and prepares an LACR in duplicete showing:
participant identilying information; date of ar-
rival; whether 3240 advance nas teen received
from mission; amount orf bcok allowanze: lransit
rate maintenance allowance ard {irst montn's per
deim; and training location.™

2

Reviews and signs‘:v LACR.
4

4
Sends original TACR to Financiel Review Section;
files duplicate in Expenditure Control Folder by
country and PIO/P number.

Assures cmpliancévwith the PIO/P and
the® rate of per diem is correct;

issues request to Treasury for check;
receives check and sends to PA; files

TACR.

Sends participan%?check.

If 3240 has not teen received, emergency pro-
cedures are used to ze: tne Cirst twenty day's
travel rate allowance and the mission is informed
that the 3240 advance was not received ty the
participant.




RECOMMENDED A/IT TRAINING PROCEDURES

PROCESSING INTERIM LACRs Section A.S.
FROCRAM DIVISION
PARTICIPANT REGIONAL AMND PFT.OGRAM SUPPORT ERANCHES ADMINISTRATIVE DIVISION
PROGRAM ARRANGER PROGRAM DEVELOPMENT OFFICER FINANCIAL REVIEW SECTION

l.rrepares Monthly Location Report
showing tcoks end training material
bought and travel expenses and
itinerary; sends original and thred
copies to Regional Branch (PA);
retains oﬁfﬁcopy.

n

. Reviews Loégﬁion Report for
correct addition and gives to
PDO. l

3. Reviews traveIPexpenses and
per diem, corrects as
necessary, signs and dates;
instructs arranger to pre-
vare an LACR if reimburseable
expenses or tﬂavel are shown

L. Prepares IAC‘!‘I'? for PIC's
signature; if no reimburse-
able expenses or travel are
involved, forwards original
Location RepFrt to FRS.

5. Reviews and s?éns LACR.

A
3ends with origiral and two
copies of Location Report to
FRS; files third copy.

an

* After initial LACR only Locatjon Reports are
utilized unless reimbursatle expenses are
claimed by the parzicipant cr|he has travel
to repor:.
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RECOMMENDED A/IT TRAINING PROCEDURES

PROCESSIKG INTERIM LACRs Section A.S.

PROGRAM DIVISTION
REGIONAL AND PROGRAM SUPPORT ERANCHES ADMINISTRATTVE DIVISION
PARTICTIPANT PROGRAM ARRAINIGER PROGRAM DEVELOPMENT OFFICEH FINALCIAL REVIEW SECTION

V

[f. Reviews for correctness of maintenance
payment, allowance of tooks purchased, and
propriety of cliaims, and notifies PDO of
changes made. ‘When expenses are claimed,
returns two copies of Location Report and
next month's maintenance check to PA;
issues reguest to Treasury for check;
receives check and sends to PA.

c J

8. Sends maintenance check and
copy of corrected Location
Report to participant.




RECOMMENDED A/IT TRAINING PROCEDURE
PROCESSIKG FINAL LACR

Section A.6.

PROGEAN DIVISION
REGIONAL AND FROGRAM SUPFORT TRANCHES

PROGRAM DEVELOPMEIT OFFICER

PROGRAM ARRAMNGER

FIMINISTRATIVE DIVISION
FINANCIAL REVIEW SECTION

1. Advises PA of participant's departure date and
réquests LACR for final maintenance check.
L

R

eviews book expenses ageinst allowance advanced;
eviews amount of per diem recsived; prepares
insl LACR in duplicate, showing particirpant
identifying information, departure date and book
allowance advance. Forwards to FRS at least ten
working days before depeariurs it participant leaveg
from Washington and fifteen deys if from elsewhere
in the U.S.

| —

o

ey kg

1
Reviews to insure correct reyment (may
mail out next month's check if not notified
ten days in edvance). If rarticipant owes
noney, fills out Form ATD T-128 (llotice of
Collection) upon participant's refunding
xcess, and sends form to C/ACC. Ir a chesk
is o be cancelled and 2 new one issued for
& smeller sum, ZF 1098 (Schedule of
Cencellaticn of Checks) is completed and
sent %o C/acCcC.


http:allowai.ce

PRCVIDING INFCRMATION

CURRENT A/IT PROCEDURE

SECTION B.l.

TO U.S. COMMUNITY HCSPITALITY GROUPS

PROGRAM ARRANGER

PROGRAM DIVISICN
REGIONAL AND PROGRAM SUFPORT ERANCHES

PROGRAM DEVELOFMENT OFFICER

ADMINISTRATIVE DIVISION
PARTICTPANT SUPFORT SECTICN
ADMINTSTRATIVE AIDE

Receives form AID 1380-%,
for U.S. Hospitality Grcups”
with PIO/P and bio-data.
file given to PDO.

"Information

mat zlong

Includes in

N

2. After developing pregram znd travel

itinerary, or after meeting Participant,
drafis letter to Ccrmunity Hospitality
contact, instructs FA *to send m=t to
Participating Agency cr PSS, or takes no
acticn; returns folder to FA.

DC or

2. Types letter drafted by P
prepares letter to Hospitality contact;
or
b. “b ards mat to Part;01pct1rg Agency
with PIC/P or bio-dats
cr
c. Files mst in rclder;
or
d. Forwards mat along with co

AID 138¢-138,
Request" to PSS.

|

cpy of form

“Prcir.m Itinerary _nd Travel

Advises PSS of zny subs
plans or changes in 13

# Steps 3s-c zre usuzlly used
thcugh step 3d is required.

2veln

N
orms, helds pending receivt of
tion Instrueticne,” ATD 13-185,
ticn.

)

”Cmp'utdg ;uw~r rcrtion




PROGRAM DIVISION

REGIONAL AND PROGRAM SUFPORT BRANCHES

PRCGRAM ARRANGER

PROGRAM DEVELOPMENT OFFICER

ADMINISTRATIVE DIVISION
PARTICIPANT SUFPORT SECTIGN

ADMINISTRATIVE AIDE
¥

Checks Cammunity and Home Hospitality
contacts (T.P.#5), COSERVE Directory, and
NAFSA Directory if P is academic, to
determine name and aciress of contactee.

(If none listed, notifies Training Facilities
Staff.)

Sends to contactee six copies of AID 1380-4
under covering form letter AID 1380-38.

Files one copy in PSS files by country end
distributes one copy each to Regional
Branch, Training Facilities Staff, and
Information Staff.



RECOMMENDED A/IT FROCEDURE
FROVIDING INFORMATION TO U.S. COMMUTITY HOSPITALITY GROUPS

SECTIOK B.2.

PRCGRAM DIVISION
REGIONAL AND PRCGRAM SUPPORT ERAJICHES
PROGRAM ARRAIGER

PROGRAM DIVISION
REGIOHAL AND FRCGRAM SUPPOR
PROGRAM DEVELOPMENT OF

T
L

ERANCHES
CER

Receives form AID 13E0-4, "Information for 1. S. Hospitality
Groups" mat elong with PIO/P and Rio-data. Includes in Tile
given to PDO. I

v
After developing program and travel itirerary, instructs Program

Arranger to arrange home hospitality.
or

Instructs Program Arranger to forward cas
information, to participating agency.
|

a. Completes lower portion ¢f Torm AID 13E0-4 mat tased on
prograz/travel informarion, and sends through Central Services
and Records Section to A/AS for reproduction.

Thecks Commurity and Home Hospitality Contacts (T.P.#S),
COSERVE Directory, and NAFCA Directory if P is academic, to
determire name and address of contactee. (I rone listed,
notiries Training Facilities Staff.)

Sends to centactee, six copies oi AID form 1350-4 under
covering form letter ATD 13£0-35.

Files one copy in participant folder, and distritutes one
copy each to Training Facilities Stvaff and Information Staff.

or

t. Forwards case, including hospitality information to
rarticiparting agency. (If no hospitality contact available,
notifies Training Facilities Ztaff).

e
>

including hospitality



CURRENT A/IT TRAINING PROCEDURE SECTICN C.1.
APPROVAL CF PARTICIPANT'S REQUEST BRTUG DEPENDENT TO U.S.

PROGRAM DIVISICN ADMINISTRATIVE DIVISION
REGICNAL AND PRCGRAM SUPPORT BRANCHES PARTICIPANT SUPFORT SECTION
PROGRANM DEVELOEMENT CFFICER PRCGRAM ARRANGER ADMINTISTRATIVE ASSISTANT
1. Receive cm Participent directly
¢r thre ncy or Contrictor.
Revisws eff20t on Parzicipent's
Drogram roves, Jdrafts
of disa Participanc.
instruc rranger Lo scu
of =ppm £55.7

N
- Types disapprovel letters; or prepares
memno of approval and sends to Participant
Support Section.
[

n

) %
3. Receive:z PDT =pprov:l of Participint Fequest.
Prepares 2nli sernds tc Perticipent 3 copies of
form ATD 138C-S, "Dep:ndent Certifiestion”
and = depenient Iinformstion card ©or ezcn
dependent.

=

rero. Sends
Seway
it DSP-866
remo.

HioTE:
1o " 1
3i- 3. Files 138C-5 2nd copy of 2-way memo in
Cert Pzrticipant's folder.




RECOMMENDED A/IT TRAINING PROCEDURE
APPRCVAL OF PARTICIPANT'S REQUEST TO BRING DEPENTENTS TO U, 3.

SECTION C.2.

PRCGRAM DIVISION
REGIONAL AND PROGRAM SUPPORT BRANCHES

PROGRAM DEVELOPMENT OFFICER

PROGRAM ARR/IGER

Receives request from Participant directly or through
t

&
Participating Agency or Contractor.
Reviews in terms of e
disappreves, 3
I approves, t
Frogram Arranger. #

Tfect on Participant's program. If
to Participant.
rt and Torwards tc

# NOTE: 1If Purticipunt r23ussts before n2 leaves home couniry,
Missicn sends reguest to PDC. PDC novifies Mission of
srproval/disappreoval und they cbizin "Dependent
Certification” and rorward cupy to PDO.

Types disapprcval letter; or prepares =znd sends to Participant two
cepies of form AID 1380-5 "Dependent Certification" and 2
dependent information card for =zach dependent.

20-5 and depenient informetion cards from
S 2-way remo o USAID, obteins FDC signature
sends meme zleng with second copy of 1360-5
5% DSP-G6 %o USAID. Sends Farticipant copy
original 13%0-5 urd copy of memo irn P's
ent informavicn czrds tc PSS.

Vg en




CURRENT A/IT TRAINING PROCEDURE

APPROVAL OF PARTICTPANT REQUESTS TO OPERATE MOTOR VEHICLES

Section D.1.

PROGRAM DIVISIOL

REGIONAL AND PROGRAM SUFPORT FRANCHES

PROGRAM DEVEIQPMENT OFFICER

PROGRAM ARRANGER

DIVISION CHI=F

ADMINISTRATIVE DIVISION
PARTICTPANT SUPPORT SECTION
ADMINISTRATIVE ASSISTALT

Recelves recuest from Participant
including written justification by
his Training Facility Advisor,
directly or through a participeting
agency.

Reviews reguest, ccnsidering F's
program and ATD policy. If objects,
irafts letter to particlpant aivising
of disapproval.

If has no objection, drafts memo of
Justirication through Brench Chief to
Program Division Chief.

(-

¥

Types (or prepares) and sends dis-
epproval letter to Particlgant's
Tralning Facility Advisor; or types
(or prepares)eud rorwards memo of
Justification, along with supporting
documentation to Division Chief.

3. Approves or dis-
approves re-
guest and
returns package
to Regional
Branch.

|
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PROGRAM DIVISION
REGIONAL AND FROGRAM SUPPORT BRRANCHES

PROGRAM DEVELOPMENT QFFICER

PROGRAM ARRANGER

DIVISICYN CHIEF

ADMILISTRATIVE DIVISION
PARTICTIPANT SUPPORT SECTION
ADMINISTRATIVE ASSISTANT

4

L. Receives approval/disapproval of
request. If disapproved, prepares
(or gives to PDO to draft) letter of
disapproval to Perticipant's Train-
ing Facility Advisor. (Copy to P
and participating agency if
appropriate.)

If approved, forwards to PSS for
action, retains copy of material
for P's file.L

Rezelves request anmd Justification
Trom Regional Eranch. Prepares and
sernds form ATD 1380-15 "Operetion of
Automociles cr Other Motor Vehicles"
under cover or form letter ATD 1350-30
tc P's Treining Facility Advisor.

Receives corpleted form ATD 1360-15
end evidence of insurance coverage
from P's Training Facility Advisor.
Reviews to assure the form is properly
completed and insurance coverage meets
ATD's reguirements. If dcesn't meet, re-
turns form to P advising of minimum
coverage requirements.

If does meet, posts pertinent info
(date completed, PIC/? or Contract No.,
Participant name, Training Fecility,
location, Insurence Cc. and PDO name)
from material received o P33 record.
Forwards original 1380-15, evidence of

L



PROCRAM DIVISION

REGIONAL AND PROGRAM SUFPORT ERANCEES ADMINISTRATIVE DIVISION
PARTICIPANT SUPPORT SECTION
PRCGRAM DEVEILOPHMENT OFFICER PROGRAM ARRANGER DIVISION CHIER ADMINISTRATIVE ASSISTANT

\

coverage, end copies of all correspondence
to Regional Rranch.

I
7. Receives package from PSS and files
in Participant’s roldier.




APPROVAL CF PARTICIPANT REQUESTS TO OPERATE MOTOR VEHICIES

RECOMMENDED A/IT PROCEDURE

SECTION D.2.

FROGRAM DIVISION

REGICNAL AND PROCRAM SUPPORT BRANCHES

PROGRAM DEVELOFMENT OFFICER

PROGRA! ARRANGER

DIVISION CHIEF

Receives request from Participant,
including written justirfieation from his
Training Facility Adviscr, directly or
through Participating Agency.

Reviews request, ccnsidering P's program
and AID policy. If objects, draris (or
instructs Progrem Arranger to prepare)
letter of Jisapproval.

If has no objection, drufts (or instructs
Program Arranger to prepare) memo of
Justification to Progrzm Divisicn Chier,
through Branch Chier.

L

RV
Types (or prepares) and sends dis-
zpproval letter to Participant's
Training Facility Advisor {copy to
Participant and Part. Agency, if
appropriate); or types (or prepares)
and rorwards mero of Justification,
aleng with supporting documentation, to
Divisionr Chief.

L

3.

Apprcves or disapproves request and returns
package to Regional Branch.




PROGRAM DIVISICOU

REGIONAL AND PROGRAM SUPPORT BRANCHES

PROGRAM DEVELOPMENT OFFICER

DIVISION CHIEF

1

PRCGRAM ARRANGER
v

s approval/disapproval of rzques’,
pproved, nrepares (cr gives to PDO

+) lstte sapprovel to

=3 Truining Facility Advisor,

© P and Part. Agency if appropriate.)
oved, prepares znid sends Torm

= o
L
G
I
}=
:
[

0O H
h

o~ o
Hoom

g
= g
g

form letter AID 1380-30 to Participant's
Training Fzcility Adaviscr.

Receives completed rform and svidence of
insurance from P's Training Facility
Advisor. Reviews to assure form is
preperly ccmpleted, insurance meets

AID's requirsments and covers P's

reriod of vehicle use or one year (wh..ch-
ever is lescor).

If doesn't mest, veturns form to P advising
of minirum coverage requirements., If
meets, advises Participant. Files form

znd evidence of insurance coverage in P's
fclder.




CURRENT A/IT TRAINING PROCEDURE

ARRANGING MEMBERSHIP IN AMFRICAN PRCFE3SIONAL SOCIETTES

Section EZ.1.

PROGRAM DIVISION
REGIONAL AND PROGRAM SUPPORT ERANCHES

ADMINISTRATIVE DIVISION

PARTICIPANT SUPPORT SECTION PARTICIPANT
FROGRAM DEVEIOPMENT OrFFICER PROGRAM ARRLGER ADMINISTPATIVE AIDE
1. Corsults with Participant and
determines, from "List or
Aprroved Professional Societies",
one society appropriate for P to
join, or selects a professional
Anerican journal for P to sub-
scribe to,
L ]
-
2. Prepares form AID
138C-12, "Recommenda-
tion of Participant
to American Profes-
sional Society" in
triplicate. Sends
original and one copy
to PSS, riles one copy
in P folder.
|
R
3. Sends original 1380-12 to the pro-
fessional society, from which she
recelves epplication for member-
ship. Sends to Participant.
L
N

. Completes application and sends to the
professional society, and notifies PSS
of acceptance.

¥
Prepares LACR, form ATD13-15, re-
gquesting a check for membership or
journel subscription fee; obtains
Section Chief signature; sends

l
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PROGRAM DIVISICN
REGICNAL AND PROGRAM SUPFORT ERANCHES

PRCGRAM DEVELOPMENT OFFICER

PROGRAM ARRANGER

ADMINISTRATIVE DIVISION
PARTICIPANT SUPPORT SECTION
ADMINISTRATIVE AIDE

PARTICIPANT

L

. original to Financial Review Section

(FRS) and copy to Regioral Branch
Expenditure Control Clerlk.

Upon receipt o” check from FRS,
sends with cover letter to profes-
sional society. Copy of letter to
USAID. Sends copy of check trans-
mittal form tc Regional Branch.

—

3
T. Files copy of check
transmittal form in
?'s folder.




ARRANGTIG MEMBERSHIP IN AMERICAN PROFESSIONAL SOCIETIES

RECOMMENDED A/IT TRAINING PROCEDURE

SECTION E.2.

PROGRAM DIVISION
REGIONAL AND PROGRAM SUPPORT BRANCHES

FROGRAM DEVELOPMENT Ur1CER

PROGRAM ARRANGER

PARTICIPANT

Conzults with Participant and determines
rrom "List of Approved Frofessional
Societies™ on= cociety aprropri=zte for
T tc join, or selects a professional
journal fer F to subscribe to.

[

T

(Wote: This prccadure applies to Airectly
implemented PIO/P's only; Participating
Agencies anua Contractors arrange
membership for other AID-sponsored
participents.)

n

¥

Frepares form ATD 1380-12, "Recommendation

of Participant to Americar Professional
Scciety" in duplicate. Sendc original to the
professional society, from which she receives
application for membership. Sends application
to Participant.

L

3. Completes application forms and forwards to
professional society, and notifies Program
Arranger of acceptance.

Prepares LACR, form AID 13-15, requesting
a2 check, obtains PDO signature, sends
original to Finzncial Review Section.

Upcr. receipt of check from FRS, sends
with cover letter to professional society.
Sends copy of letter to USAID. Files
check transmittal form and one copy of
1380-12 in P's folder.




CURRENT A/IT TRAINING FPROCEDURE #
PROCESSING FORM 2063-IRS TAX STATEMENT

SECTION F.l.

PARTICIPANT

RTENTATION & COUNSELLING DIV.
ORIENTATION BRANCH
CLERK-TYPIST

PROGRAM DIVISION

REGIONAL AND PROGRAM SUPFORT BRANCHULS

PROGRAM DEVELOPMENT OFFICER

PROGRAM ARRANGER

ADMINISTRATIVE DIVISION
PARTICIPANT SUPPORT SEC.
ADMINIETRATIVE ASSISTANT

1. Partially completes form
2063 during A/IT Administra-
tive Orientation and gives
to Orientation Branch
Lecturer. L

—

2. Forwards form 2063 to
Regionz1 Branch,
1

3. Two months prior to P's
departure, sends him form
2C63 under cover of form
letter ATD 138c-25,
"Participent Pre-Dzparture
Letter,” with instructicns
to complete z2nd return to
Participant Support Section
{except contract F's who

are instructed to send directe
ly to District Director, IRS.
]

1
4. Completes form and
either sends <o DDIR or
returns tc FSS.

L

# As described in Training
Procedure #£9. Fractice
varies rrom th: prescribed
procecure depending on PDO,
PA, and =CC.

R
5. Oht=ins departure
informaticn =znd records
on form. Forwerds to IRS
for validaticn on 2063
3TuD and return. Sends
vzlidated stub to Program
Arranger |
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PARTTCIPAITT

CRIENT., TION & COUNSELLII.G DIV,
ORTENTATICN BRANCH
CLERK-TYPIST

PROGRAM DIVISION
REGIONAL AIlD PROGRAM SUFPORT BRANCHES

PROGRAM DEVELOPMENT OFFICER

ADMINISTRATIVE CIVISION
PARTICIPANT SUPPORT SEC.
ADMINISTRATTIVE ASSISTANT

PROGRAM ARRANGER
J

6. Gives 2063 stub to
Participant during exit
interview.




RECOMMENDED A/IT TRAINTHG PROCEDURE
PROCESSING OF FORM 2063-IRS TAX STATEMENT

SECTION F.2.

PARTTCIPANT

ORIENTATION AND COUNSELLING DIVISION
ORIENTATICN BRANCH
CLERK-TYPIST

PROGRAM DIVISICN
HREGTONAL & PROGRAM SUPPORT BRANCEES
PROGRAM ARRANCER

L. Partially completes rorm 2063 during
A/IT Administrative Orientaticn and
glves tc Orientation Branch Iecturer

Sends participant 2063 under cover of

form letusr AID 1380-25, "Participant Pre-
Departure Letter" 2 months prior to scheduled
departure, with instructions to complete and

Records departure information on form and
forwards to IRS for velidstion on 2063 stub

L
2. Forwards form 2063 f% Program Arranger.
|
3. Holds in P's file. ‘L
return.
%4
“. Completes form and returns to
Program Arranger.
|
5.
and return.
é.

Gives 2063 stub to participant during exit
interview.



CURRENT A/IT TRAINING PROCEDURE
HANDLING PARTICIPANT MEDICAL EXPENSES
(llo Chenges Reccmmended)

SECTION G.

ORIENTATION AND COUNSELLING DIVISION
ORTIENTATION BRANCH
CLERK-TYPIST

PARTICIPANT

ADMINISTRATIVE DIVISION
PARTICIPANT SUPPCRT SECTICN
ADMINISTRATIVE ASSISTAN:

Campletes upper section of Form 1632A-2
"Notice of Cisim," (one copy) showing
participant identifyirg informaticn and
stamps PSS Secticn Chief name in
"Certitying Officer" and "signature"
lines (for all participants zttending
A/IT Crientation and other AID sponsored
participants as requested by PDO) and
includes in Orientation Kit provided to
participant. (Additional cizim forms
are prcvided by PSS ac requested by P,
Participating Agency or Campus
Coordinator.) |

v

When P incurs medical expenses, pays $10
of fee (as required), and submits receipt
along with 1632A-2 directly *¢ Insurance
Company. Sends supplemental claims when
incurred. |

a. Rec2ives from Insurance Co. one copy of
theilr check nmemo to Participzant cn 211 claims
paid. Filies by country, and withirn country,
alphabetically by name cf P.

or
b. Receives from Insurznce Co. uny incompleted
claims forms (1632A-2) reczived. Completes,
if possible, or forwerds zo P directly or
through PDO to ~omplete zri return tc Insuraznce
Co.

or
c. If P hss pot submitted receipt for 310 payment,
reczives 2 copies ¢f Tnsurcnce Co. form letter to
Participant advising th:t $10 Jeducted from
insurasnce payment.



-2 -

ORIENTATION AND COUNSELLING DIVISIC ADMITVISTRATIVE DIVISION
ORIENTATION BRANCH PARTICIPANT SUPPORT SECTION
CLERK-TYPIST PARTICIPANT ADMINISTRATIVE ASSISTANT
3

Files one copy in PSS files and sends 1
copy tc rDO.

or
d. If P has submitted clzim for expenses over
3750 or for uncovered expenses, receives 2
copies of Insurznce Co. form letter tc
Participunt. Requests bills from Insurznce
Co. znd checks fee figures. Prepares und
sends letter to P (with carbon copies to
USAID znd the creditor(s) z2dvising that the
excess or uncovered expenses are his responsibilicy.
(If P has departed, advises USAID and creditor,
only). 1If P =zivices unzble *0 pay, prepares
sirgram to USAID reguesting collection from
Host Governrent or sponsor, and zdvice as to zction
taken. If no USAID response, but collection
letter from creditor, prepares airgram to
USAID requesting collecticn or =2dvice of charge
1o appropriate PIO/P. If receivesz Host Country
check rfor vayment, forwards to creditor.
If receives =2dvice from USAID thzt Hest Country
Embassy in U.S. will pay, prepares znd sends
letter to creditor with copy to Embassy. If
receives advice of charge, requests a late
bill from creditor; then prepares SF-1L47 for
signature cf Regionzl Branch or PSB Chief,
and sends to creditor for signature. When
returned, authorizes for payment and sends to
C/FED. Advises USAID cf =mount paid.

Sernds coples of all communicaticrs to PDC, most
of which were previously cleared with him.




CURRENT A/IT TRATNING PROCEDURE
OBTAINTIIIC VISA EXTENSIONS FOR PARTICIPANTS

(Mo changes reccommended)

SECTTION ii.

ORTENTATION & CCUNSELLING DIV.
ORTENTATION BRANCH
CLERK-TYPIST

PARTICIPANT

ADMITITSTRATIVE DIVISION
PARTICIPANT SUPPORT SECTION
ADMINISTRATIVE ASSISTANT

REGIONAL AND PROGRAM SUPPORT BRANCEES

PROGRAM ARRANGER

PROGRAM DIVISICH

FDO

1. Ccmplates first thres lines
of AID 1380-16 "Visa Informstion
Card" using 3io/dzta and form
AID 13-52 "Pzrticipant Arrival
Data.” Includes cardin Crier-
teticn kit given to P. dwring
A/TT admin. orientaticn.

L

{

2, Completes fourtn line

of 1380-16, using Passport
and Vise stamps. Returns

to Orientation Officer.

&«

3. Forwards completed 1380-16
to Farticip=znt Suppert Secticn.

NOTE: 1If Participant doesn't go
through A/IT orientation, =znyone
cf the fcllowing car happen:

. FDC/PA requesti:s COr. Br. to
send F kit and cbtein 1380-16; or

t. PA nas participant complete
card, and forwards tc PSS; or

2. QCarmpus Coordinstor has P
complete 1380-16, and forwards
to PSE; cor

3. no card is subnitted to
pPSS.

L., ®les 1380-16 card in
card file, by month of expi-
ration of visa date. (In some
cases, forwards card ic
Regional Brznch for PA to

rull off wvisz information

and return casrd.) Each

month, puils cards for
following menth's expira-
tions 2nd prepares form AID
1380-56 "Expiration of Stay
Report" for each FDC, listing
by country all participents,
their PIC/P nwbers, estimated

N2
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ORTENTATION & COUNSELLING DIV. ADMINISTRATIVE DIVISION PRGGRAM DIVISION
ORTENTATICN BRANCH PARTICIPANT SUPPORT SECTION REGIONAL AND PROGRAM SUPPORT BRANCHES
CLERK-TYPIST PARTICTPAIT ADMINISTRATIVE ASSISTANT PROGHAM ARRANGER PDO
N2

departure date, and expiration
date cf U.S. stay (according
to info on 1380-16 card).
Refiles card. Forwards listing
to PDO with copy to his Branch
Chief.

L

R
5. Receives form 1380-56;
checks files for needed
extensions. For P's listed,
completes "revised departure
date" column (or "no action
required" column) and
furnishes current az2ddresses
for all P's requiring ex-
tension on reverse of form
1380-56. Tor F's not listed,
but requiring extensions,
adds names and other data to
list and prepares 1360-16
card based on infe in P's
file. Forwards to PDO, with
any questicns regarding need
tor extensions.

W
6. Reviews 1380-56,
using folder, his own
card file or personal
knowledge; initials in
"PDC Colurn,” opposite
each P. name. Returns
package to Program
Arrznger,

]

7. PReturns 380-56 to PSS.
]



http:PROGIA.14
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ORIENTATION & COUNSELLING DIV. ADMINISTRATIVE DIVISION FROGRAM DIVISION
ORIENTATION BRANCH PARTICIPANT SUFPORT SECTION REGIONAL AND PROGRAM SUPPORT BRANCHES
CLERK-TYPIST PARTTICIFANT ADMINISTRATIVE ASSISTANT PROGPAM ARRANGER PDO

8. Receives completed form
1380-56 (and risc cards where
none previously subtmitted).

Pulls 1380-16 cards, from

file for month covered. Where
no exvension is required because
P has departed or is devarting
before expiratic: of current
visa, notes departure date on
card and refiles in "TInactive"
file, kept alphabeticslly by

P nare,

Where extension required, pre-
vares form DSP-66 z2nd fcrm

AID 13380-17, "Letter of
Instructions” (name of P and
PIC/F number on bottom of
form), obtuins Section Chief's
signature on DSP-66 and form
letter; complstes Tifth line

of 1380-16 and refiles by
menth of expiration cf extension;
forwards LSP-66 snd form letter
to participant. 7

- |

i
2. Obtainz visa extension,
completes lower porticn of
form letter 138C-17, tears
off, =nd returns to FSS.

|
# Current procedure for contract participants varies ir this step. Contractor submits completed form DSP-6& (z=nd visa info card in scme 22se3)

to PSS. Admin. Assti. prepares :13%0-17, obtains Section Chief signzture on DSP-66 and letter, z2nd sends tc Participent. Where 1o vics

card in file, sets up skaleton card, recguestis T To complete visa card and return,

J

€p
s
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ORIENTATION & COUNSELLING DIV. ADMINISTRATIVE DIVISION PROGRAM DIVISION
ORIENTATICN BRANCH PARTICIPANT SUPPORT SECTICH RECGIONAZ AND PROGRAM SUPPORT BRANCHES
CLERK-TYPIST PARTTICIPANT ADMINISTRATIVE ASSISTANT PROGRAM ARRANGZR PDO
+

10. Pulls visa card, revices
exiension date if necessary,
2nd refiles in month of
expiraticn. liotes on returned
rortion of 1380-17 that ESS
has received and noted, und
fo.wards to Regicnal Branch.

L

ll. Posts revised visa
record in P's folder, and
files 1380-17 in folder.




CUSRENT A/IT TRAINIING DROPEDURE

SEIPMENT OF PARTICIP.
(No changes recc:

NT'S TRAININIG MATER

.denaec)

Secticn I

ORT

ENTATION & COUNSELLINC DIVISICH

ORIENTATION ERANCH
CLERK-TYPTST

PARTICIPALT

FCMInISTRATIVE DIVISION
PARTICIPANT SUPPORT SECTION
ADMINTISTRATIVE ASSISTANT

REGTONAL

PROGRAM DIVISION

& PROGRAM SUFPORT

PROGRAM ARRAIIGER

BRANCHES

Preparec shipping iabels, in 5
copies, showing rartizipant
identirlyinz information, and
ircludes with 10 tlank coples of
form ATD 1330-%3 "Decleration of
Contents" in Jrientation kiz
proevided 1o Participant at A/IT
Administrative Orientation, or
“hrcugh mail at reguest or PDO

)

¢ Farcicipantis not eattending.
Additionel fourms and larels are
orovided by PSS. Prograna
Arranger, Participating Agency or
Cearmpus Coordinator).

L

—

<+

o
Paxe)
=

¢s <raining material and
a\kes shipping labels,
as via Railway Express
Ilter iz ~itime Forward-
Co. (iMF). TFor eich
cage, completes forn
L3 in duplicate (ex-
cept ceontract rmriicipants
who cc:nleue in triplicate)
retains one copy ror
rezords, (if contract, give
one COozy toe Campus Coordi-
nator) and forwards origimll
koo ™aEl

|-

P
Omt'

Ly




ORIENTATION & COUNSELLING DIVISION
ORTENTATION LRANCH
CLERK-TYPIST

PARTICIPANT

ADMINISTRATIVE DIVISICH
PARTICIPANT SUFPORT SECTION

PROGRAM DIVISION
REGIONAL & PROGRAM SUPPORT ERANCHES
PROGRAM ARPANGER

ADMINISTRATIVE ASSISTANT
4

3. Receives original 1280-43 from P;

reviews to assure no personal
effects are included. If included,
notifies IMF to remove and partici-
pant that he must arrange shipment
and payment himself. Sends 1380-43
to Regional Branch.

1

Receives two copies "Notice of
Arrivel” from IMF for each package
they receive. Checks weight to
assure maximum allowable is not
exceeded. If exceeded, notifies
Mission to collect peyment for
excess from P befcore releasing
shipment, and send to AID/W by
advice of charge to aprropriate
PIO/P. Forwards original NOA
~hecked in red pencil to Regional
Branch.

|

4. Files 1380-43 in P's folder.

!

Files carbon NOA in pending file xept
by courntry, and within, by numerical
order of NOA.

[ 4
6. Files in P's folder. Uses as
reference in subsequent checking
oL status of shipments, at request
of Mission or Farticipant.



& COULISELLINC ZTIVISION ADMTWISTRATIVE DIVIZICH PROGRAM DIVISION
TICH ERANCH PARTICIPANT PARTICT : REGIONAL % PROGRAM SUPPORT ERANCHES
LEFK-TYPICT ADMINT ST PROGRAM ARRAINIGER

. Receives weekly from IMF, 4 ¢
c T a voucher e

72aT1ion 1orn

invoice show-
¢, 4 copiles
and Railway

-~ ~ ~f— - . -
. Zends tc {/rRD: 3 coples or
-roucher and invoice infcrmeation

2
>
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[N BIYRN:

ATION & CCOUISELLING DIVISION

CRIFNTATION BRANCH
CLIRK-TYPTIST

PARTICTPANT

REGIOQNAL

PROUGRAM DIVISION
& PROGRAM ZUPPORT EBRANCHES
PROGRAM ARRANGER

Tiles: 1 copy each
Invoice Informeticn
s nas noted the date
na date forwarded +o

n "Vouche“"" folder; 1

cl SS transmitliel note to

S T ran sqlthal letter, pack-
ing list, Y11l of lading, and
involces--stepled tosether and Dut in
country Tolder triled alp hebetically
for each geogravhic region. Uses rild
TO answer status cof shipment inq‘.liries
from PIO, Mission or Perticipant




