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Participant Training Process 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 and monitoring, and participant departure.
 

The report contains: (1) our recommendations for making clearer
 

assignments of responsibilities, providing better information 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 III. 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 fcr 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 Progran 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 PayrollSavings Plan 
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We have discussed our needs for workload data with Jim Johnson
 
and Valter Munroe of your staff, and are pleased to learn that Jim is
 
receiving mission projections of FY 1967 participant arrivals and man
months-in-training. We would hope that A/IT &a-lysis 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

u3e in preparing the A/IT FY 1967 Manpower Programming Annex (MPA) sub
mission, your staff should furnish us by May 30 the workload data
 
outlined in Attachment B.
 

Attachments
a/s 



-ATACFIZ=ITT, 

Phases I and II
 

Gross Manpower and Dollar Savings
 

.avin,
 

Phase I Recommendation 	 Positions Base Salary Cost
 

Rec #1 	 Abolish Program Arrangements 4 Program Arrangement Officer 
 $35,844
 
Officer functions Positions (GS-11)
 

Rec #2 	 Transfer responsibility for the 1 Administrative Aide position (GS-5) 
 5,181
 
review of adequacy of PIO/P 1 Administrative Ass't position (GS-7) 6,269
 
documentation to the Regional
 
Branches.
 

Rec #3 	 Take-credentials examination out of 1 Project Analyst position (GS-12) 
 10,619
 
the main document flow aa1d limit 2 Regional Aialyst positions (GS-13) 25,020
 
credentials review to professional
 
academic advice.
 

Phase II
 

Rec #J 	 Abolish Expenditure Control Clerk 4 Expenditure Control Clerk Positions 25,076
 
positions. (GS-7)
 

Rec #2 	 Consolidate review of book receipts 1 PDO man-year (composite) 
 13,000
 
in Financial Review Section.
 

Rec #5 Transfer several PSS 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
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Phase I 

Rec #6 

Recomendation 

Abolish full-time direct-hire 
escort positions; obtain technical-
ly qualified program leaders on a 
WAE basis. 

Savings 

Positions 

2 Participant Advisor positions 
(GS-11) 

Base Salary Cost 

$17;922 

Rec #9 Abolish two 
positions 

Orientation Branch 1 Training Officer (Publications) 
position (GS-12) 
1 Participant Orientation Specialist 
position (GS-12) 

10,619 

10,619 

Totals 20 $172,829 

NOTE: These savings are gross, and do not take into account offsetting workload which will be created byimplementation of these recommendations. Nevertheless, we estimate at this time that a net saving
of 15 man-years will be achieved. 
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PARTICIPANT ARRIVALS 

Prcjected FY 1967 

Direct Farmed Direct Farmed Direct Farmed 
Program Pranch 

Functionp'L Specialty 
NESA* 

Programed 
Academic 

Out 
Academic 

Programmed 
Non-Academic 

cut 
Non-Academic 

Programmed 
Observational 

Out 
Observational Total 

Agriculture 

Education 

Industry/Trans ./Tabor 

Dev. Plannng & Admin. 

Health 

Other 
MJ=I-FGIONAL 

Awjrculture 

Education 

Industry/Transp./Labor 

Dev. Planning & Admin. I 

Health 

Other 

TOTALS 

*Excludes multi-regional and contract 



Projecteu if 1967 

Pr,, ram Branch 
Functiunal Specialty 

LATI1 -ANBRI CA* 
Agriculture
 

Education
 

Industry/T-'ansp ./Iabor
 

Dev. Planning & Admin.
 

Health
 

Other (e.g. Cor. 
Dev., Housing_
 
AFRICA*
 

Agricultzu.re 

Education
 

Industry/Transp./labor 

Dev. Planning & Admin. 

Health
 

Other
 
FAR EAST* 

Agriculture
 

Education
 

Industry/Transp./Labor
 

Dev. Planning 
& Admin. 

Health
 

Other
 
7M"-=e multi-regional and contact 

Direct Farmed Direct Farmed Direct Farmed1rogro rmed Out ?rogramned Out Programmed OutAcademic Academic Non-Academic DIon-Academic Observational Observational 
Total
 

http:Agricultzu.re
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PARTICIPANT MAN-MONTHS IN TRA3I-DIG 

Projected FY 1967 

Direct Farmed Direct Farmed Direct Farmed 
Program Branch Programmed Out Programmed Out Programmed Out 

Functional Specialty Academic Aca~emiz Non-Academic Non-Academic Observational Observational Total 
NESA* 

Agriculture 

Education 

Industry/Tranp. /abor 

Dev. Planning & Admin. 

Health 

Other 
MUTI-REGIONAL 

Agriculture 

Education 

Industry/TransD./Labor 

Dev. Planning & Admin. 

Health 

Other 

TOTAIS 
*Excludes multi-regional and contract 



PAR-ICIPA7T DEPARTIJRE 
Projected FY 1967 

Program Branch 
-ctina Svecia!tyLATT Zi ik=- i C A .X 

Agriculture 

Direct 

Prograsrme d 
Academic 

Farmed 

Out 
______c 

Direct 

rojran.ed 
_on-Acade.__c_______________ 

Farried 

out 
_________ _ 

Direct 

Progra-s-med 

Farmed 

out 
Ob s r ai-

_ oa _o__ 
o a 

ducat ion 

In-us try/Trano'./Labor 

Dev. =lanminE * Admin. 

Healtb 

Other (e.c. 
APTRICA* 

AEricu!Lure 

Com. Dev., Hcusinc 

indust-.-/Trans./IAbor 

De.. PlannLrg d: Ai,,nin. 

Health 

Other 
FAR EAST-L 

Agriculture 

Education 

industry/Transp. /Labcr 

Dev. Planning & Admin. 

Health 

-xc 
Other 

uaes multi-regional ana contract 
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PARTICIPANT DEPARTURES 

Projected FY 1967 

Program 

Functional 

Agriculture 

Branch 

Specialty 

Direct 
Programm.ed 

Academic 

Farmed 
Out 

Academic 

Direct 
Programmed 

Non-Academic 

Farmed 
Out 

Non-Academic 

Direct 
Programmaed 

Observational 

Farmed 
Out 

Observational Total 

Education 

Industry/Transp./Labor 

Dev. Planning & Admin. 

Health 

Other 
MULTI-REGIONAL 

Agriculture 

Education 

Industry/Transp./Labor 

Dev. Planning & Admin. 

Health 

Other 

*Excludes milti-regional and contract 



SUMMARY OF SURVEY 

PHASE I - Traces PIO/P from time received in A/IT until 

Participant arrives in U. S. 

PHASE II - Analyzes activities in the implementation of 

participant programs, including participant 

arrival, in-training support and monitoring, 

and participant departure. 

PHASE III - Establishes workload standards for Operational 

Branches of Program Division. 



PHASE II SURVEY OBJECTIVES
 

" 	 Review and recommend improvements in the procedures for
 

accomplishing prograai implementation actions.
 

" 	 Improve methods of coordination between Progrm. Division 

and other A/IT Divisions. 

" 	 Complete establishment of uniform Program Division procedures
 

to be used in applying workload standards.
 



PART I
 

PHASE II
 

FINDINGS AND RECOMMENDATIONS
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A. DUPLICATION OF EFFORT
 

FINDING #l: 

CENTRALIZING EXPENDITURE CONTROL FUNCTIONS IN EACH REGIONAL BRANCH 

* 	 Causes duplication of effort in: 

-- document preparation 

-- review of lo-ation reports 

-- records keeping 

HHampers PDOs ready access to PIO/P expenditure data 

RECOMMENDATION #l: 

* 	 ABOLISH ECC POSITIONS
 

* 	 RETURN TO PAs:
 

-- document preparation
 

-- review of location reports
 

-- records keeping
 

- - check disbursement
 

BENEFIT: 

SAVE MANPOWER -- FOUR POSITIONS, NET TWO MAN-YEARS 
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FINDING 2: 

REVIEW OF BOOK RECEIPTS BY PROGRAM DIVISION: 

* 	 Takes valuable PDO and PA (or ECC) time
 

* Doe. not eliminate need for independent fiscal review 

RECOMMENDATION #2: 

* 	 CONSOLIDATE BOOK RECEIPT REVIEW IN FINANCIAL REVIEW SECTION 

WITH SUBSEQUEN2 EXlaMINATION BY PDO OF DISALLOWANCES 

BENEFIT: 

SAVE MANPOWER -- NET ONE PDO MAN-YEAR 
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FINDING#3
 

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 SECTICK 

* 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 BAS D ON DEPARTURE DATE 

BENEFIT: 

FREES PDOs FROM TIME CONSUMING TRAVEL ACTIVITY AND GIVES TIGHTER 

CONTROL OVER TRAVEL 
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B., LACK OF INFORMATION FOR EVALUATION
 

FINDING 4:
 

EVEN THOUGH A/IT HAS 
 RECOGNIZED THE NEED FOR PARTICIPANT PROGRAM 

EVALUATION, IT HAS NOT ESTABLISHED MECHANISMS TO GIVE INFORMATION 

FOR EFFECTIVE PARTICIPANT TRAINING MONITORING AND EVALUATION 

" 	 No standard system for participant reporting on 

-- courses taken 

-- grades received 

-- progress in completing program 

-- problems impeding progress 

" 	 No standard requirement and guidelines for Training
 

Facility Advisor evaluation 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 #4: 

0 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:
 

-- monthly activity/progress reports
 

-- periodic Advisor evaluation reports
 

" 	 ESTABLISH STANDARD PROCEDURES FOR PDO REVIt AND EVALUATION 

OF PROGRESS REPORTS 

" DEVELOP STANDARDIZED FORMATS FOR PDO EXIT tNTERVIEWS AND 

EVALUATIONS 

* 	 DEVELOP SYSTEM FOR FEEDING BACK TO PDOs T3E AESUIS OF 

EVALUATION STAFF CONSOLIDATION AND ANALYSiS QF PDO, OTHER 

A/IT, AND MISSION EVALUATIONS 

BENEFITS: 

biE1,''J!ER PROGRAMS 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 REPORTS INCLUDING 

COORDINATION WITH THE AGENCY'S INFORMATION MANAGEMENT 

COORDINATOR
 



-- 

-- 
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C. POOR MANPOWER UTILIZATION 

FINDING #:
 

SEVERAL PARTICIPANT SUPPORT SECTION SERVICES ARE NOT BEST PROVIDED 

ON A CENTRALIZED BASIS
 

" Administrative aspects of an action camnot 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 

RECOMMENDATION #5: 

" TRANSFER TO PDOs AND PROGRAM ARRANGERS FULL OPERATIONAL 

RESPONSIBILITY 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 

societies 

-- 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
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BENEFIT: 

SAVE TWO OVERHEAD POSITIONS FOR USE IN LINE OPERATIONS OR REDUCTION 

IN CEILING 



--
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FINDING #6: 

PRESENT CENTRALIZED ESCORT SERVICE DOES NOT NMEET NEEDS OF PROGRAM 

DIVISION 

* 	 Too few escorts to provide service during peak workload
 

season
 

* 	 Escorts only perform administrative services for teams 


not technically qualified to relate participants'
 

observations to program objectives 

FECOMMENDATION #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 #. 

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 greater flexibility in use of assigned manpower
 

RECOMMENDATION #7:
 

ASSIGN PARTICIPANT SUPPORT SECTION RESPONSIBILITY FOR
 

* Visa extensions
 

* Shipment of Training Materials
 

. Medical claims and expenses
 

* Interpreter and escort arrangements
 

* Travel services
 

BENEFIT:
 

TIGHTER MANAGEMENT OF SUPPORT ACTIVITIES
 



-- 
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FINDING f8: 

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 lDOs 

RECOMMENDATION 8: 

• 	 RE-WRITE COUNSELLING BRANCH FUNCTIONAL DESCRIPTION TO 

EMPHASIZE SERVICE TO PDOs 

" 	 LIMIT MANDATORY REFERRALS TO: 

-- Deaths of participants 

--	 Departing participants requiring medical escorts 

--	 Mental, emotional or behavioral problems requiring 

psychiatric consultation 

--	 Potential or actual non-returnees 

Participant actions which have legal complications or
 

international overtones
 

" 	 PROVIDE FOR PDO DISCREPTIONARY REFERRAL TO OR CONSULTATION 

WITH COUNSELLING BRANCH ON ANY PARTICIPANT PROBLEMS WHICH 

PDO FEELS THIRD-PARTY OBJECTIVE ANALYSIS OR ACTION IS NEEDED 

" CONTINUE EFFORTS TO UPGRADE EXPERTISE OF COUNSELLING 

BRANCH STAFF 

" AFTER IMPLEMENTATION OF THIS RECOMMIENDATION, ANALYZE 

COUNSELLING BRANCH STAFF NEEDS TO DETERMINE WHETHER 

7EDUCTIONS ARE POSSIBLE
 

BENEFIT: 
BETTER PROGRAMS THROUGH IMPROVED PARTICIPANT COUNSELLING -- POSSIBLE 

MANPOWER SAVINGS 
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FINDING :
 

ORIENTATION BRANCH STAFF ASSIGNED TO 
 COORDINATING RECEPTION SERVICES 

AND SPECIAL PROGRAMS ARE NOT FULLY AND EFFECTIVELY UTILIZED 

* 	 Coordinating reception services is not a full-time job
 

* 	 Arranging and coordinating Christmas Programs and Pre-

University Workshop is not a full-time job 

* 	 Other special programs are now handled by Program Support 

Branch with less Regional Branch workload
 

RECOMMENDATIONJ: 

* TRANSFER RESPONSIBILITY FOR PRE-UNIVERSITY WORKSHOP, 

CHRISTMAS PROGRAMS AND MSU COMMUNICATIONS SEMINAR TO 

PROGRAM SUPPORT BRANCH 

* 	 REASSIGN RECEPTION CENTER COORDINATION TO EMPLOYEE 

CURRENTLY IANDLING MSU SEMINAR 

• 	 ABOLISH TWO POSITIONS IN ORIENTATION BRANCH 

BENEFIT: 

SAVE TWO OVERHEAD POSITIONS FOR REASSIGNMENT TO LINE OPERATIONS OR 

REDUCTION IN CEILING
 



PART II
 

RECOMMENVDED PROCEDURES FOR PROCESSING DIRECT PROGRAMED AND FARMED-OUT 

PARTICIPANTS 

A. Academic Participants
 

B. Non-academic Participants
 

C. Observational Participants
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PROFESSIONAL 
 A-R" 

corrected copy of MLR and copy of check transmittal form in master 
file. Records all expenses against PI0/P on Form AID 1380-37, 
Expenditure Control, and keeps this form current and available to 
the PDO at any time. 

2. Reviews miscellaneous requests from participant, e.g. for 2. Prepares (or types PDO draft) responses to miscellaneous
in-training travel, permission to operate motor vehicles, participant requests. As directed by PDO, (a) prepares "Program
permission to send for dependents. If disapproved, drafts Itinerary and Travel Requests" for in-training travel and sends to 
letter to participant. If approved, obtains other Program Travel Section; obtains "Dependent Certification" from parttcipants

Division approval as necessary, and instructs program arranger to 
 whose request to send for dependents has been approved and prepares

handle administrative details, e.g. making travel arrangements, 
 message to Mission advising of "no-objection" and forwarding copies

obtaining necessary documentation and reviewing for compliance of "Dependent Certification" and most recent DSP-66; obtains statement
 
with A/IT regulations. 
 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. Determines need for special programs, e.g. Christmas Programs, 3. Makes arrangements with Program Support Branch for participant

Communications 
 Seminar; and instructs program arranger to make enrollment in special programs, and as necessary arranges for 
arrangements with Program Support Branch. travel, increased per diem and payments to training facilities. 

4. Monitor3 participant's progress by reviewing correspondence, 4. Types correspondence to participant and advisor. Prepares
enrollment, grade and progress reports from participants and documents incident to program changes, extensions, terminations 
correspondence and evaluation reports from training facility (including airgrans to Mission, PPTD to Statistical Control Branch
advisor and by maintaining continuing contacts with participant and request for visa extension to Participant Support Section) and
and adv-sor. Determines need for program changes, extensions or assists in obtaining clearances and making arrangemants. Sends 
terminations and takes necessary action consulting Branch Chief, copies of reports to Mission. Prepares (or types PDO drafted) case 
Counselling Branch, Regional Bureau and Mission as necessary. referral to Counselling Branch and sends with supporting documentation 
Instructs Program Arranger to notify Statistical Control Branch or participant's folder.
 
of te-minations, 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.
 



PROFESSIONAL 


5. Completes pre-departure arrangements including (a) approval 
of participant membership in a professional society, (b) 
planning return international travel of participant, (c) 

instructing program arranger to arrange society membership and 

prepare final LACR and Program Itinerary and Travel Requests for 
domestic and international travel, 


D. Departure D. 

1. 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 particLant pre-

depart-are report and exit questionnaire, 


2. Reviews participant's pre-departure report, exit questionnaire, 
andmasterfile 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) interauLional travel, emphasizing adherence to planned 
itinerary and arrival in home country at the specified time. If
 
participant has been overpaid, collects repayment, or advises
 
mission will collect. If underpaid, advises ission 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 letter of instruction two months 
prior to scheduled departure; (b) types "Program Itinerary and 
Travel Request" for return international travel and forwards to 
Travel Section thirty days before departure; (c) reviews payments 
made to participants 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. 

Departure 

1. Assists PDO in making final week arrangements; picks up 
international tickets from Travel Section; assures training 
materials have been shipped or checks status; obtains 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 imnizations, and to arrange for 
immediate payment of un-reimbursed expenses as directed by PDO. 
Forwards overpayments collected to Financial Review Section. 
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PROFESSIONAL ARRANGER 

4. Prepares exit interview and evaluation reports for own 
and for Branch Chief, Evaluation Staff and Mission. 

future use 4. 
(a) 

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

including 
to 

Mission with copies of participant pre-departure report, PDO 
exit interview and evaluation reports and information on overpayment/
underpayment to participant; and (c) PPTD, Part III, for Statistical 
Control Branch. 



RECOMENDED PROCEDURE FOR PROCESSING SECTION A.2. 

FARMED-OUT ACADEMIC PARTICIPANTS 

PROFESSIONAL 

ARRANGER 

A. Program Development and Arrangement A. Program Development and Arrangement 
1. 
Reviews PIO/P package to determine adequacy of data; objective of 1. Sets up file oftraining; clarity of training needs; type, scope, and duration of 

PIO/P, bio-data, and supporting documents. 
Prepares and sends airgrams to missiontraining funding needs; qualifications of participants, including 

as directed by PDO. 
Obtains Academic Advisory Staff evaluation of transcripts.credentials, experience, and language scores. 
 If documentation is in

complete, instructs Arranger to request data from mission. If
evaluation of transcripts is desired, instructs Program Arranger 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
need for ALIGU language testing and 

program and 2. Prepares Form 1380-29, including special PDO instructionsplacement and Pre-Uniiersity Work- and sends with pIO/P, bio-date, and supporting documents toshop; instructs Program Arranger to transmit PIO/P package, including participating agency.
special instructions from PDO, to participating agency.
 

_. 
Reviews proposed program and cost estimates submitted by participating 3. 
agency for institution selec-ed, type, scope, and duration of training, 
As directed by PDO: prepares corrected PIO/P, obtains
 

PI)0 and Branch Chief approval and forwards to Statistical
and funding requirements; discusses program with participating agency. Control BranchInstructs Arranger for issuance of; prepares program message,to: (a) prepare corrected PIO/P for issuance and including suggested call forward date, to Aission for PDO andprogram message to mission; and (b) arrange ALIGU testing and placement and Branch Chief approval; and arranges with PSBPre-University Workshop. for Pre-UniversitySigns documents and messages. 
 Workshop and with ALIGU for testing and placement.
 
4. Reviews mission response tc program message; notes estimated arrival 4. Assists PDO in making program changes, e.g.,date and reviews for program changes or camcellation; Prediscusses proposed University Workshop, ALIGU testing and placement,changes with participating agency; advises mission 

PI0/P
of changes made. cancellation or amendment. 

B. Participant Arrival B. Participant Arrival 
1. Advises Program Arranger of time for initial P1- and participating 1. Advises WIC of time for participant's arrival interviewagency interview with participant and duration of leIC orientation, and length of WIC orientation. 
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3. Monitors participant's progress by reviewing correspondence and 3. T-pes ccrrespondence to participnnt, advisor, participating 

progress reports, trainL- faciliy adviscr correspondence and agency and .- sgicn. Prepares documents incident to program 

evaluation reports, and participating awency responses and comments; charges, extensions, terminations, (including PiD_ to Statistical 

and -ain-tainiug continuing contacts w-ith participating agency counter- Control Brunch and request fcr 1_-vsa extensior.s no Participant 
cart and, as necessary, directly with participa-nn nd his advisor. Support Section); Sends copies of reports to mission. Prepares 

Consults -with Darticicating agency -eun;erert on need for program (or types P50 drafted) case referral to Counse~ling Branch and 

changes, e.tensions c- termlinations, and _slears wih Branch Chief, sends with supporting ,occzents or participants folder.
 

regional tureau and rsiin as necessary. Instructs program
 
iarrancer o notifv Statistical Control ranch of terminations,
 
changes, or extensions azid Particit--ant Support Section of need
 
for visa eoctensions. i dentifies partici ant personal problems
 
and either works with :articipatinz agency to resolve or refers to
 
Counselling as determined necessary.
 

4. Completes pre-deparvre arrangements including drafting cut-off 4. Assists F5) in completing pre-departure arrangements: sends 
notice to oarticiating agency; plamnino return international travel participant pre-departure letter of instruction two months prior 

of participant; and instructing program arranger to prepare to scheduled departure; types and serds cut-off notice to 

Program itinerary and ravel request for interiiational travel. participating agency; and types "Program Itinerary and Travel 
Reauest" for return intrnational travel and sends to Travel 
Section thirty days before departure.
 

D. DeDarture D. Departure
 

1. Assists participating agency in arranging participant's last 1. Assists in making final week arranLgements; picks up inter

few days in Washington, including meetings -with regional bureaus, national tickets from Travel Section; assures training 

desk and technical officers and visits to embassies; obtains materials have been shipped or checks status; obtains IRS
 

participant pre-departure report and exit questionaire and validation of IRS Form 2063 "Departiu- Alien Income Tax 

participating agency co=ents and evaluation. 
 Statement and Certificate of Compliance"; prepares letters to
 
embassies for participant use in obtaining visas for stop-over 
countries.
 

2. Reviews participant and participating agency reports and 2. No action.
 
_articipant's master file in preparation for exit interview.
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PROFESSIONAL 

(a) 3. Conducts firal briefing -ith particpant to ive TRS3. Conduics exit intervieew -;ithparticiranz. "iscusses: 
Adequacy fowram anid an, criticisms par.icipant nay have; (b) "Certificate of Compliance", international travel tickets and, 

how pa_-ic-ioa-t wsill use --i n or retrn home; (c) relation- as necessary, courtesy letters to embassies and to check i
ship roles T the ar aency, ission trainirn munization received and advise on obtainine needed immnizations. 

officer anJ mission tecr.nical 2ers=.el in connection with the 
artic ccuntry's e- n; mission persor~nel to be 

contacted on rurn; an.(e) inter-na-ional travel, enphasizing 
adherer e - _nned itinerarv a arrival in ho-l.e countr.r a- the 

-a 


specified -Axe.
 

4. T*-pes correspondence and ioctments as directed by DO. 

and 7ission. including: (a) exit inter.iew and e-valuation reports; (b)
4. Prepares e:.:it interview end evaluation reocrts -'or o-wn future 

use and for Branch Chief, Evaluation Staff 
=-A message -o :ission with copies of participant pre-departure 
report, participating agency comments, and P_0 exit interview 

and evaluation reports; and (c) P?D, Part III for Statistical 

Control Branch.
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PROFESSIONAL 
 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, and keeps this form current and available to
 
the PDO at any time.
 

2. Reviews miscellaneous requests from participant, e.g. for in- 2. 
Prepares (or types PDO draft) responses to miscellaneous
 
training travel, permission to operate motor vehicles, permission participant requests. As directed by PDO, (a) prepares "Program

to send for dependents. If disapproved, drafts letter to participant. 
 Itinerary and Travel Requests" for in-training travel and sends to
 
If approved, obtains other Program Division 
approval, as necessary, Travel Section; obtains "Dependent Certification" from participants

and instructs program arranger to handle administrative details, whose requeqt to send for dependents has been approved and prepares
 
e.g. making travel arrangements, obtaining necessary documentation message to mission advising of "no-objection" and forwarding copies

and reviewing for ccmpliance with A/IT reslations. of "Dependent Certification" and most recent DSF-66; obtains 

statement re operation of vehicles and evidence of inFurance from
 
participant, reviews for compliance with A/IT regulations and
 
corresponds with articipant re adequacy of insurance coverage.
 

3. Determines need for special -rograms, e.g. Christma: Programs, 3. Makes arrangements with Prcogram Support Branch for participant
Communications Sezdinar; and insoractz pro7rrz arranger to make enrolLunent in special progr-nz, and as necessary arranges for 
arrangeme.n with Program Supporn BranCh-. -ravel, incrsed per diem arid oaymenos to trainiig facilities. 

h.s,Onitors partioipant's crorraso to r-.vie~::irg correspondence and 4. Tes correspondence to participant and advisor. Preparesprogress reports from participants and ocrresorndence an ialuation doctcsents incident to trorn changes, extensions, temairaticns 
reports From training fricility dis r ind ty niriai.-g continuing (inciudi:ig airgras to rissicn, PP-ID to Statistical Control Branch 
contacts wit - ii ienean-drt for program and recuez for visa extens!on tc Particiant S-uppo. Section) and 
ohange s extension: or a-nd 7kez :ecessr:: a i- assists in obtaining clearances and making arrangements. Sends 
consulting Branch gnief, ng Er:useilir hregi"ona' ureau and copies of reports tc mission. Prepares (or types PDO drafted)
:mission as necessary, Intru'-ts Pr ram A-r er to :ozi7y case refe-rr- to Counellinz Branch and sends with supporting
Statistical Control Br-anc: o.f ein- eensLcous, dcco'e.taticn cr participant's folder.-r 


Farticipant o ' 
identifies prticipant personal probleis -nd fezc---es or refers to 
Counselling Sri-nch, c rteqiired -r de+ei*.ed necessay. 

and inform SurDcr f neede.isEt :-r o 

5. Compiletes pre-depar-ura -'crra'-ie:eer- inclding (a) approval of 5. Assists PDO in cc=npleting pre-departure arrangements: (a)
varticiprnt .-embership in -professional scciey, (b) planning sends participant pre-departure letter of insirction two months 
return international travel of participant, (c) irstructing program pricr to scheduled departure; (b) types "Program Itinerary and Travel 
arranger to arrange society membership and prepare final LACR and Request" for return international Travel and forwards to Travel 
Program Itinerary and Travel Requests for domestic and international Section thirty days before departure; (c) reviews payments 
travel, made to participants and prepares and forwards final LACR to Financial 

http:de+ei*.ed
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RECCMEIDED PROCEDURE FOR PROCESSIM. SEMON B.2. 

FAIM4ED-OUT NON-ACADEMIC PARTICIPANTS 

PROFESSIOKAL 
ARBANGER 

A. Program Development and Arrangement 	 A. Program Development and Arrangement 

1. Reviews PIO/P package to determine adequacy of data;
objectives of training; clarity of training needs; type, scope 	

1. Sets up file of PIO/P, bio-data and supporting documents. 
Prepares and sends airgrams to mission as directed by PDO.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 mission (a) requesting additional documentation
 
or clarification of training needs; or (b) advising that training

is not available or participant is not qualified for proposed
 
training.
 

2. Determines participating agency or contractor to develop 2. Prepares Form 1380-29, inc'uding special PDO instructions, andprogram and need for ALIGU language testing and placement; instructs sends to participating agency with copies of PIO/P, bio-data andprogram arranger to transmit PIO/P package, including special supporting documents.
 
instructions fr,=n PDO, to participating agency.
 

3. Reviews proposed training program and co.t estimates submitted 3. As directed by PDO: prepares corrected PIC/P,by participating agency. As required, discusses and clears 
obtains PDO and 

participating agency counterpart and regional bureau desk or 
with Branch Chief approval, and forwards to Statistical Control Branch 

for issuance; prepares program message, including suggested calltechx.ical offices. When prcposed program and cost estimates have been forward daze, to missionapproved, instracts program arranger 	
for PD0 and Branch Chief approval; andto (a) prepare corrected PI0/P arranges with ALIGU for language testing and placement.for issuance and program message to mission and (b) arrange ALIGU
 

language testing and placement. Signs documents and messages.
 

4. Receives mission responses to program message; notes estimated 

arrival date and 	

4. Assists PDO in making necessary program changes, e.g. ALIGUreviews for changes in program or for cancellation; 
 testing and placement,PI0/P cancellation or amendments.
discusser proposed changes with participating agency counterpart;

advises mission of changes made. 
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PROFESSIONAL ARRANGER
 

B. Participant Arrival B. Participant Arrival 

i. Advises Program Arranger of time for his interview and i. Advises WIC of time for participant's arrival interviewparticipating agency interiew with PDOand of duration of WIC orientation, and length of WIC orientation; advises participating agency of 
participant arrival and schedules arrival intezview. 

2. Conducts arrival interview with participant. Discusses "a) 
 2. Conducts administrative briefing with participant. 
Takes
general background, experience and future plans of participant; international return travel ticket and(b) p.e-departure orientation prepares receipt in triplicate;and rrrogra-m inftrmaticn provided by sends one cony of receipt with tinket to Travel Section, filesmission; (c) roles of A/IT arid par-ticipatins ;rency in planning and 
or.e 

copy in participant's
implementing training program; 
naster file, and gives one copy to participant.(d) the proposea training program Gives ALIGU registrrticr. card, if languagein general terms; testing and placement(e) purpose, content and methods 3f submitting arranged. Records passport and visa information in participant's
required progress reports; (f) questions on material covered in 
 folder.
 

A/IT administrative orientation including A/IT regulations re
 
oDeratbn of motor vehicles, dependents, marriage wnile in training,

insurance, and membership in professional societies; and (g) how 
to contact PDO in an emergency. Signs participant's identification 
card.
 

3. Based cn interview, determines need for additional language 3. Assists
training or changes in 

PDO in making program 2hanges by typing correspondenceprogram; disc-sses -with particinating agency and documentsa and by arranging ALIGJU testing and placement.counter-art and insures necessary changes are made; ad ises -ission
of changes. Instructs program arranger to arrange ALIGU testing
and :-lacment, if now determined necessary. 

4. Instructs and provides information to _roogram arranger to prepare 4. Completes Part I of "Participant Program"Participant Program and -raminine Data" (fFPTD) Part 
end Training Data" (P.'i')I for Statistical and sends original tc StatisticaL Control Branch. 

Control Brann.
 

C. In-training Sertices and Moni-:oring C. In-training Serries and Monitorinf
 

Reviews miscel laneos reaue sts 
 from -wrtinipantvhich participating 1. Prepares ,ror type- PDO ,raft)respcnnes -. : miszellaneousagency is not authorized to approve, e.g. peri ssicn to cpert- participant rocu omotor vehi:. pormissian t.-, send fr derendent2. if dis.ppro ;-, sh; *cbtn-sadvises participating agency - a bee:-,-iiiroved nd rep-n resand dr-afts letter to participant. if message to mission dvisingei' "no objection' and fz:vad cieapproved, obtains other Program Division approvals as necessary, of "Dependent Certifi2aticn'" and mostand instructs rogram arranger c handle arainlstrutive details, statement re oper-ticn of otor v-ehicles 
recent DSF-66; cbtains 

and e- i;cf i~ns ce fror, 
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PROFESSIONAL 
 ARRANGER
 

e.g. obtaining necessary documentation and reviewing for compliance 
 participant and reviews for compliance with A/IT regulations and

with A/IT regulations. 
 corresponds with participant re adequacy of insurance coverage.
 

2. Consults with participating agency counterpart regarding need 2. Assists participating agency in making arrangements for
 
for special programs, e.g. Clistmas Frograms, Communications Seminar; special programs with Program Support Branch.
 
instructs program arranger to assist participating agency in making
 
arrangements with Program Support Branch. 

3. Monitors participant's progress by reviewing correspondence 3. Types correspondence to participant, advisor, participating
and progress reports, training facility advisor correspondence and agency and mission. Prepares documents incident to program

evaluation reports, and participating agency responses and co=ments; 
 changes, extensions, terminations, (including PPTD to Statistical 
and maintaining continuing contacts with participating agency Control Branch and request for visa extensiona tc Participant 
ccunterpar and, as necessary, directly with participant and his Support Section); sends copies of reports to mission. Prepares

advisor. Consults with participating agency counterpart on need 
 (or types PDO drafted) case referral to Counselling Branch and
 
for program ch'nges, extensions or terminatia.s, and clears with 
 sends with supporting documents or participants folder.
 
Branch Chief, regional bureau and mission as necessary.
 
Instructs program arranger to notify Statistical Control Branch
 
of terminations, changes, or extensions and Participant Support Section
 
of need for visa extensions. Identifies participant personal
 
problems and either works with participating agency to resolve or
 
refers to Counselling as determined necessary.
 

4. Completes pre-departure arrangements including drafting cut-off 
 4. Assists PDO in completing pre-departure arrangements: sends
 
notice to participating agency; planning return international participant pre-departure letter of instructicn two months prior

travel of participant; and instructing program arranger to prepare to schedulzd departure; types and sends cut-off notice to participating

Program Itinerary and travel request for international travel, agency; and types "Program Itinerary and Travel Request" for return
 

international travel and sends to Travel Section thirty days before 
departure.
 

D. Departure D. DeDarture
 

1. Assists participating agency in arranging participant's last 
 1. Assists in making final week arrangements; picks up international
 
few days in Washington, including meetings with regional bureaus, 
 tickets from Travel Section; assures training materials have been
 
desk and technical officers and visits to embassies; obtains 
 shipped or checks status; obtains IRS validation of IRS Fbrm 2063
 
participant pre-departure report and exit questionnaire and 
 "Departing Alien Income Tax Statement and Certificate of Compliance;"

participating agency comments and evaluation, 
 prepares letters to embassies for participant use in obtaining visas
 

for stop-over countries.
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PROFESSIONAL 	 ARRANGER 
2. Reviews participant and participating agency reports and 	 2. No acticn.participant's master file in preparation for exit interview. 
3. Conducts exit interview with participant. Discusses
adequacy of program and any criticisms participant 

(a) 	 3. Conducts final briefing with participant to give IRS "Certificatemay ha:-e; (b)how participant will use training on return home; (c) roles of 	
of Compliance," internaticnal travel tickets and, as necessary, 

A/IT, the participating agency, mission training officer and 	
courtesy letters to embassies and to check immunization received
 
and advise on obtaining needed immunizations.
mission technical personnel in the planning, implementation andutilization of training in connection with the participant's


country's development; (d 
mission personnel to be contacted onreturn; and (f) international travei, emphasizing adherence to
planned itinerary and arrival in home country at the specified 
time.
 
4. Prepares exit interview and evaluation reports for own future 4. Types correspondence and documentsuse and for Branch Chief, Evaluation Staff and 	

as directed by PDO, includingmission. (a) exit interview and evaluation reports; (b) ETA message to 
mission with copies of participant pre-departure report, participating
zgency comments, and PDO exit interview and evaluation reports; and(c) PPTD, Part III for Statistical Control Branch. 
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PROFESSIU1AtL ARRANGER
 

2. 1onitors program by zaintaining continuing contacts with Program 2. Types correspondence to participants and Program Leader. Prepares

Leader and participants if necessary. Determines need for program 
 documents incident to program changes, extensions, terminations
 
changes, extensions or terminati ,: and takes necessary action 
 (including airgrams to issiorn, PI'D to Statistical Control Branch 
consulting Branch Cnief, Counse. ling Branch, ragional bureau and and request for visa extension to Participant Support Section) and
mission as necessary. Instruct: Program Arranger to notify assists in obtaining clearances and making arrangements. Prepares

Statistical Control Branch of t.rminationa. changes or extensions, (or types PDO drafted) case referral to Counselling Branch and sends 
and inform Participant Support of need for visa extensions. with supporting documentation or participant's folder. 
Identifies participan- personal rrbl-- and resolves or refers to
 
Cou selling Brancin, as required or determined necessary. 

3. Completes pre-departure arrange:e- including (a) approval of 3. Assists PDO in completing pre-departure arrangements: (a) types
_Larticipant membership in a pro'essional society, (b) planning "Prcgram Itinerary and Travel Request" for return international travel
 
re-urn international travel of participant, (c) instructing rrogram and forwards to Travel Section thirty days before departure; (b)
arranger to arrange society membership and prepare final LA(Ai and reviews payments made to participants and prepares and forwards final 
Prcgram Itinerary and Travel Reauest for e:tioeal travel. LACR to Financial Review Section; and (c) arranges for participant 

membership in and fee payment to professional society.
 

D. Departure 
 D. Decarture
 

1. -.ets with participant; arranges acedule for last few days in 
 1. Assizts FDO in making final week arrangements; picks up international
 
Washington, including meetings with regional bureau technical and tickets from Travel Section; assures training materials have been shipped
desk officers and visits to em:bassies; obtains participants' pre- or checks status; obtains IRS validation of IRS form 2063, "Departing

deoarture reports and exit questionnaires. 
 Alien Income Tax Statement and Certificate of Compliance."
 

2. R-viewz partisipanuts' pre-departure reportz, exit questionnaire, 2. No action.
 
and master file and iiscuaoses program with P Lgram
Leader in
 
preparation fcr exit interview. 

3. Contuctz -exit interiew with part icipcntz. Discusses (a) adequacy 3. Conducts final interview with participant to give IRS "Certificate 
of program arid criticisms participant may have, (b) how participant of Compliance," and international travel tickets; and to arrange for 
will use training on retu.rn hcme, (c) roles of A/IT, mission training irmediate payment of un-reimbursed expenses as directed by PDO. 
officer and mission techn.ical personnel in the pianning, implementation Forwards overpayments collected to Financial Review Section. 
and utilization of trainiro in connection with the participant's 
country's deveul. Ert, (d) mission personnel to be contacted on 
return, and (e) in-ernaticnal travel, emphasizing adherence to
 
planed itinerary and arrival in home cou:.try at the specified time. 
Tf participant has been overpaid, collects repayment, or advises 
s'ission will collect. If underpaid, advises ission will reimburse,
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or if participant needs funds instructs 
to arrange for i-ediate payment. 

program arranger 

4. Prepares exit interview and evaluat~b n reports for own future 
use and for Branch Chief, Evaluation Staff and mission. Prepares
evaluation of interpreter and program leader services and 
forwards to Participant Support Section. Prepares letters of 
appreciation to cooperating institutions which have furnished 
training at no costc to AID or in special cases recommends 
issuance of "Certificate of Cooperation" by Training Facilities 
Staff. 

4. Types correspondence and Cocuments as directed by PDO, including
(a) exit interview and evaluation reports; (b) ETA message to mission 
with copies of participant pre-departure report, PDO exit interview 
and evaluation reports and information on overpayment/underpayment to 
participants; (c) letters to cooperating institutions or recommendations 
for issuance of "Certificate of Cooperation," and (d) PPTD, Part III, 
for Statistical Control Branch. 



RECOMENDED PROCEDURE FOR PROCESSING SECTION C.2. 

FARMED-OUT OBSERVATIONAL PARTICIPANTS
 

PROFESSI0TIAL 
ARRANGER
 

A. Program Develorment and Arrangement 
 A. Program Development -i -d Arrangement 

1. Reviews PIO/P package to determine adequacy of data; objectives of 1. 
Sets up file of PIO/P, bio-data and supporting documents.
training; clarity of training needs; type, scope, availability and Prepares and sends airgrams to mission as directed by PDO.duration of training; suitability of participants; and funding require
ments. If required, contacts regional bu-eau desk or technical officers
 
for assistance and/or consults participating agency. As necessary drafts 
or instructs Program Arranger to prepare airgram to mission: (a) re
questing additicnal documentation or clarification of training needs; 
or
 
(b) advising that training is not available. 

2. Determines narticipating agency or contractor to develop program and 
 2. Prepares Form 1380-29, including special FDO instructions,
need for interpreters, program leaders and special seminars, instructs and sends to participating agency with copies of PIO/P,
Program Arranger to transmit PIO/P package, including special bio-data and supporting documents.
 
instructions from PD0, to participating agency.
 

3. Reviews proposed training program and cost estimates submitted by 3. As directed by PDO: prepares corrected PIO/P, obtainsparticipating agency. As required, discusses and clears with participating 
 PDO and Branch Chief approval, and sends to Statistical
agency counterpart and regional bureau desk or technical offices. When Control Branch for issuance; prepares program message, includproposed program and cost estimates have been approved, instructs Program ing suggested call-forward date, to mission for Ff0 andArranger to (a) prepare corrected PIO/P for issuance and program message to Branch Chief approval; arranges for interpreters and programmission; (b) arrange for interpreters and program leaders; and (c) assist leaders; and arranges with Program Support Branch for specialparticipating agency in arranging with Program Support Branch for special 
 seminar programs.

seminars. Signs documents and messages.
 

4. Receives mission responses to program message; notes for estimated 
 4. Assists Ff0 in making necessary program changes, e.g. ararrival date and reviews for changes in program or for cancellation; dis- rangements with Program Support Branch for special seminars,cusses proposed changes with participating agency counterpart; advises PIO/P cancellation or amendments. 
mission of changes made.
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2. Completes pre-departure arrangements including drafting cut-off notice 
 2.
to participating agency; planning return international travel of 
Assists FDO in completing pre-departure arrangements:
 

participant; and instructing Program Arranger to prepare Program Itinerary 
(a) types and sends cut-off notice to participating agency;


and Travel request for international travel. 
and (b) types "Program Itinerary and Travel Request" for
 
return international travel and sends to Travel Section
 
thirty days before departure.


D. Departure 

D. Departure
 

I. 
Assists participating agency in arranging participant's last few 
 1.
days in Washington, including meetings with regional bureau 
Assists in making final week arrangements; picks up
desk and international tickets from Travel Section;
technical officers and visits to embassies; obtains participant pre-

assures training

materials have been shipped or checks status; obtains IRS
departure report and exit questionaire and participating agency comments 
 validation of IRS Form 2063 "Depa-ting Alien Income Tax
and evaluation. 

Statement and Certificate of Compliance".
 

2. 
Reviews participant and participating agency reports and participant's 
 2. No action.
Taster file in preparation fo- exit interview.
 

3. Conducts exit interview with participant. Discusses: (a) adequacy of 3.program and any critic±s:: participant 7ay have; (b) how participant 
Conducts final briefing with participant to give IRSwill "Certificate of Compliance"use training or return home; and international travel(c) relationship roles of A/IT, the tickets.
participating agency, mission training officer and mission technical
personnel in the planning, implementation and utilization of training in
connection with the 
articipant's countiy's development; (d) mission
personnel to be contacted on return; and (e) international travel,
emphasizing adherence to planmed itinerary and arrival in home country


at the specified ti:me.
 

4. 
Prepares exit interview and evaluation reports for own future use andfor Branch 4. Types correspondence and documents asChief, Evaluation Staff ani ,ission. directed by FDO,
Prepares evaluation of
interpreters and program leaders 
including (a) exit interview and evaluation reports; (b) ETA
(where arranged for by PSS) and forwards
to Participant Support Section. message to mission -withcopies of participant pre-departure

report, participating agency comments, and FD) exit inter
vie. and evaluation reports; and (c) PPTD, Part III for
St-wistical Control Branch.
 



PART III 

FLOW CHARTS 

OF 

CURRENT AND RECOMMENDED 

A/IT TRAINING PROCEDURES 

A. Processing Living Allowance Checks Requests (LACRs) 

B. Providing Information to U.S. Community Hospitality Groups 

C. Approval of Participant's Request to Pring Dependent to U.S. 

D. Approval of Participant Requiests to Operate Motor Vehicles
 

E. Arranging Membership in Amcrican Professional Societies
 

F. Processing of Form 2063-IRS Tax Statement 

G. Handling Participant Medical Expenses
 

H. Obtaining Visa Extensions for Participants
 

I. Shipment of Participant's Training Materials
 



PROGRAM 
REGIONAL 

PROGRA14 AJAN'GER 

1. 	After comleting arrival briefing with 
participant, prepares a two-way memo to 
the ECC (PDO prepares in some cases) 
showing: particiant identifying inform 
ation; date of arrival; whether $240 
advance has been received from mission; 
a.mount of book allowance; transit rate
 
~inaLenance allowance and first month's 
per diem; and raininog location; and
 
sends with issued copy of the PIC/P to 

If $240 has not been received, emergency 
procedures are used to get the first 

twenty day's travel rate allowance and 

the 	mission is infor:med that :he $240 
advance was not received !,, the 

participant. 

CURR27 A/IT TRAINING PROCEDURE 
PROCESSING INITIAL LACR SECTION A.l. 

DIVISION 
BRANCHES 

E)PENDITURE CONTROL CLERK 
PROGRAM DEVELOPMENT 

OFFICER 
ADMI.NISTRATIME DIVISION 
FINANCIAL REVIEW SECTION 

2. Establishes an Expenditure Control 
Folder; prepares an LACR in duplicate 
showing the information listed in step 
ono. 

3. Reviews and signs 
LACR. 

4. 
1 

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

5. Assures compliance with the 
PIO/P and that rate of per 
diem is correct; issues re
quest to Treasury for check; 
receives check and sends to 
ECC; files LA.R. 

Sends participant'check. 



CURRENT A/IT TRALING PROCEDURE 
PROCESSING INIER LACRs Section A.2. 

PARTICIPA-INT NDITTRE CORTROL CLE--LK 

PROGRAM 
RPM-IOU1AL 

DIVISION 
BRANCHES 

PROGRAM DEVELOPMENT OFFICER 
ADI,1INISTRATIVE DIVISION 

FTINANCIAL REVTIEW SECTIOIT 

I. Prepares Monthly Loca
tion Report showing 
books and training 
materials btought and 
travel expenses and 
itinerary; sends 
original and three 
copies to Regional 
Dranch; retains I copy. 

2. Reviews Location Report for correct 
addition and gives to PDO. 

3. Reviews Location Report, corrects as necessar 
signs and dates report and forwards to ECC 
with instructions to prepare LACR if rei

burseable expenses or travel are shown.* 

Prepares- CR for FRD's signature: if 

no rei-mburseable expenses or travel 
are involved, forwards original Loca
tion Reor- to Financial Review Section. 

5. Reiews arc. signs LACR. 

6. Cends 
Loca 
copy. 

withi- orisial andReonrtto E. 
.on -,tla.ed 

-wo copies of
files third 

iAfter initial LACR, only Location Reports are 
utilized unless rei.,burseable exoenses are 

by nte participant or he-has travel to 
report. 
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CURRNT A/IT TRAINING PROCEDURE 
PROCESSING INTERIM LACRs Section A.2 

PARTICIPANT DCPENDITURE CONTROL CLERKj 

PROG AM DIVISION 
REGIONAL BRANCHES 

PROGRAM DEVELOP IiT OFFICER 
ADMINISTATIVE DIVISION 

FINANICIAL REVIEW SECTION 

7. Reviews Location Report to 
insure propriety and notifies 

PDO if c h anges are made; 
issues request to Treasury 
for check; receives check 
and sends to ECC. 

6. Sends maintenance check to participant 

(with copy of Location Report, if 

reimburseable expenses or travel are 
involved.) 



PROGRAM 
REGIODAL 

PROGRALM DE fLPEMP OFFIC'-ER 

1. Advises ECO of rarticipants 
departure date ani requests LkCR 
for final maintenance check.
 

CURRENT A/IT TRiI1G PRCCEDURE
 
PROCESSING FINAL lACR 
 Section A.3. 

DIVISION ADMlqTISTRATIVE DIVISION 
BRAICHES FI11ANCIAL REVIEW SECTION
 

=E-- DIJRE CONTROL CLEK
 

-V 
2. Reviews book expenses against allow

ance advances; determines amount of
 
per diem. Prepares final LACR in
 
duplicate, showing participant
 
identifying information, departure date
 
book allowance advance.
 

Fo.wards to FIRS at least ten working
 
days before participant's departure if
 
he leaves from Washington and fifzeen
 
days if he leaves from elsewhere in the
 
U.S. 

3. Reviews to assure correct payment (may already have mai~ed out 
next month's check if not notified ten days in advance). 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 is to be cancelled and a new one issued for a 
smaller 
sum, form SF 1098 is filled out and sent to C/ACC. 



RECOM&ENDED A/IT TRAINING PROCEDURE 
PROCESSING INITIAL LACR Section A.4. 

PROGRAM ARaGFqt 
REGIOnaL 

PRCGPAM 
AhT PROG 

DIVISION 
M SUPPORT BRANCHES 

PROGRAM DEV-ELOPMETT OFFICER 
ADMINISTRATIVE DIVISION 

FINAECIAL REVIE4 SECTION 

1. After completing arrival briefing with partici
pant, establishes an exrenditure -ontrol folder, 
and prepares an LACH in duplicate showing: 
participant identifyig information; date of ar
rival; whether $240 advance has been received 
from mission: amount of book allowance: transit 
rate maintenance allowance and first month's per 
deim-; and training location.* 

2. Reviews and signs LACR. 

3. Sends original EACR to Financial Heview Section; 
files duplicate in Ecpenditure Control Folder by 
country and PIO/P number. 

4. Assures compliance with the PIO/P and 
that rate of per diem is correct; 
issues request to Treasury for chec2k; 
receives check and sends to PA; files 
IACR. 

5. Sends participant check. 

If $240 has not been received, emergency pro

cedures are used to get the first twenty day's
 
travel rate allowance and the mission is informed
 
that the $240 advance was not received Icy the
 
participant.
 



PARTICIPANT 

l.-repares Monthly Location Report
showing books and training material
 

bought and travel expenses and
 
itinerary; sends original and three 
copies to Regional Branch (PA);
 
retains one copy.
 

2. 

4. 

6. 

REC0OED A/IT TRAINING PROCEDURES 
PROCESSING II=RIM LACRs Section A.5. 

REGIONAL AID
PROGRLAI ARRA24G_17R 

PROGRMDIVISION 
1-0GRA1.1 SUPPORT ERANCHES

PRFOGR-4M DEIELP!MNT 0=- ICE . ADMINISTRATIVE DIVISIONF-INP2CIAL PR-IV'IEW SECTION 

Reviews Loca ion Report for 
correct addition and gives to 
PDO. 

3. 	 Reviews trave expenses and 
per diem, corrects as 
necessary, signs and dates; 
instructs arranger to pre
pare an LACR if reimburseabl! 
expenses or travel are shown,* 

Prepares LACR for PDC's 
signature; if no reimburse
able expenses or travel are 
involved, forwards original
 
Location Report to FRS. 

5. 	 Reviews and signs LACR. 

Sends with original and two 
copies of Location Report to 

Sfiles third cop. * After initial LACR only Locat on Reports are 

utilized unless reimbursable .xpenses are 
claimed by the participant or be has travel 
to report. 
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RECOMEDED A/IT TRAIINING PROCEDURES 
PROCESSING IN1ERIM LACRs Section A.5. 

PROGRAM DIVISION
REGIOUAL AI2D PROGRAM SUP ORT RANCHES ALtaNISTRATIVE DIVISION
PARTICIPANT PROGRAM ARRANlGER PROGRAM DEELOP2T OFFICE FINAICIA-L REVIEW SECTION 

7- Reviews for correctness of maintenance
 
pay-ment, allowance of books purchased, and 
propriety of claims, and notifies FDO of 
changes -ade. 'dhen expenses are claimed, 
returns two conies of Location Report and
 
next month's maintenance check to PA; 
issues request to Treasury for check;
 
receives check and sends to PA.
 

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



RECOIMDED A/IT MTAnm;G PROCEDURE 
PROCESIE'G FINAL LACR 

1X1uU~AM Llv.lo±O1,RBDIOUJAL AND PROGRAM- SUPPORT -AETCIES 
PROGRAM DEVE EN OFFICER PROGRAM AlRaTIG 


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

2. Rev.*iews book excenses against allowai.ce advanced; 
reviews amount of per diem received; prepares

final LACR in duplicate, shoving participant 
identifying infonoation, departure date and book 
allowance advance. Forwards to FRS at least ten 
working days before departure if participant leave, 
from ashing-on and fifteen days if from elsewhere
 
in the U.S. 

3. 

Section A.6.
 

INISTRATIV DIVISION 
FIIA,,CIAL REVIEW SECTION 

Reviews to insure correct payment (may 
nail out next month's check if not notified
 
ten days in advance). if participant owes
 
money, fills out Form A= 7-128 (i1otice of 
Collection) upon participantr's refunding 
excess, and sends form to C/ACC. If a check 
is to be cancelled and a new 
one issued for
 
a smalIer su., 2F 1098 (Schedule of 
Cancellation of Checks) is completed and
 
sent to C/ACC.
 

http:allowai.ce


CURRENT A/IT PROCEDU 
PROVIDING L.TNKOMATION TO U.S. CO,2,1UNITY HOSPITALITY GROUPS 

SECTION B.1. 

PROGRA4 
REGION~-L 

ARRANGER 

PROGRAM DIVISION 
AIND PROGRA. SUPPORT BRAITICRS 

PROGRAM DEVELOP1,0T OFFICER 

ADMISTRATIVE DIVISION 
PARTICIPA/ T SUPPORT SECTICN 

ADIMESTRATIVE AIDE 

1. Receives form AID 1350-4, "Information 
for U.S. Hospitality Grcups" mat 'ilong 
with PIO/P and bio-data. Includes in 
file given to PDO. 

I. 
2. After developing program and travel 

itinerary, or after meeting Participant, 
drafts letter to Community Hospitality 
contact, instructs PA t,, send mat to 
Participating Agency cr PSS, or takes no 
action; returns folder to PA. 

3- a. Types letter dr-afted by PDO or 
prepares letter to Hospitality contact; 

or 
b. Forwards mat to Participating Agency 
with P- /P or bio-daTa; 

or 
c. Files mat in folder; 

or 
d. Forwards mat along with copy of form 
AID 1380-18, "Pro rm Itinerary and Travel 
Request" to PSS. 

Advises PSS of any subsequent travel 
plans or changes in 330-LS. 

# Steps 3a-c ore usually used even 
though step 3d .srequired, 

4. Receives fr-s, holds pending receizt of 
"Transnortation Inztructicnc," AID 13-185, 
from Travel Section. Ccmjleten iowtar Icrtion 
tf 'Cr- AID 1380-4 nat using 1360-13 - nd 
13- 155 . :ends through Central Services 
ad RecordE Section to A/AS for reuroducticn. 

4
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REGIONAL 
PROGRAM ARRANGER 

PROGRAM 
AND PROGRAM SUPPORT BRANCUES 

PROGRAM DEVELOPMENT 

DIVISION 

OFFICER 

AI sTIAT P 

AR=S2RATIVE 

T 

AIDE 

ION 

Checks Contounity and Home Hospitality 
contacts (T.P.#5), COSERVE Directory, and 
NAFSA Directory if P is academic, to 
determine name and actress 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 and 
distributes one copy each to Regional 
Branch, Training Facilities Staff, and 
Information Staff. 



RECO,.SNDE A/IT PROCDURE
 
.ROVIDING INPRMATION TO U.S. COU.,NITY HG0SPITALITY GROUPS SECTION B.2.
 

REGIONAL 
PRCGR4 DIFISIO'N 

A-ID PRCGPAM EU!PPORT 
PROGRAM ARRANGER 

ERANCHES 
PROGRA DIVISION 

REGIONAL ATI RCGRAM SUPPORT BRAN CHES 
PROGRAM4 DEV"ELOPIENT OFFICER 

1. Receives form AID 1380-4, "Infornation for U. S. Hospitality 
Groups" at along with PIO/P and -io-data. Includes in file 
given to PDO. 

2. 	 a. .fter developing procra:m and travel itinerary, instructs Program 
Arranger to arrange home hospitality. 

or 

b. Instructs Program 	Arranger to forward case, including hospitality 
information, to participating agency.
 

3. a. 	Completes lower portion of form AID 13 0-4 mat based on
 
program/travel infornation, and sends through Central Services 
and Records Section to A/AS for reproduction.
 

Checks Co:tLmunity and Home Hospitality Contacts (T.P.#5), 
CCSE V Directory, and NAF-A Directory if P is academic, to 
determine name and address of contactee. (If none listed, 
notifies Training Facilities Staff.) 

Sends to contactee, six copies of AID form 1380-4 under
 
covering form letter AID 13E0-3S.
 

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

or 

Forwa-ds case, including hospitality information to 
participating agency. (If no hospitality contact available,
 
notifies Training Facilities Staff).
 



CURRENT A/IT TRAINING PROCEDUE SECTION C.1.APPROVAL OF PARTICIPANT'S .REQUESTBRING DEPFUDENT TO U.S.
 

PROGRPAM DIVISION 
AD!.TFISTRATIVE DIVISIONREGIO.IAL AND PiROGRAM SUPPORT BRANCHES 


PROGFA/,!DEVELOP'.T OFFICER 
 PARTICIPANT SUPPORT SECIION
PROGRAI ARRANGER ADIUIFSTRATIVE ASSISTANlT 

1. R~ce~ive '-uest from Paroicipant directly 
oF .hrc-LnFirt. Agency or Coritractor.
 
Rev'-_wS in ter.. of eff>r-z 
on Farticiranz's
 
progz-a-m. If iispprove6, drufts letter
 
,f OpoveI '0 Particip-nt. If .pprcves
 

rogran Arrin-er to se:: :=eo
 
of 
 to 
 - :SS.#: 

2. Types disapproval letters; or prepares
 
memo of approval and sends to Participant
 
Support Section.
 

3. 
 Receirez PDO' nppro;nl of Participnnt Request. 
PrepanrS and ;ends tc Participant 3 copies of 
fom AID 13tC-5, "Dep :ndent Certification" 
and -, de-ien inforzation card for each 

dependent. 

-. Sc-3mas Sect-ion Clief's name -ndtitl on 
01380-5, prenr=-z -way memo to tle USAID 

and obt-n.- Se. io. Chief's signature on 
memo. 
2iles ore copy of 13c0-5 -rhd memo. Sends 
USAID cne c:.p:yof 1380-5, orinin-i of 2-way 
memo, !1.njz dup]-icte copy of ino:!t DSP-66 
on P. Senis Frtioipant copy of 2-wLy memo.

[Iq0£: If lPiricipt requesot.- aefore no 

!iav If_s cor_, 	 Distribute c copy of 1 -wny memore "-!.io. se::clo ruiueot 	 '.:n-a.ri 


to Regirnl nnch. 
GPD. ',*e 	 :ntifies .'.s i1- of nopprcv-/
 

i a--'nd obti: Depn:iert 5Files 1380-5 and copy of 2-way memo

!:Oy 

-n
Certifi, lon 1:..Cpy Participant's folder.
 



RECOMENDED A/IT TRAfINIG PROCEDURE 
 SECTION C.2.
APPRCVAL OF P.TICIPA1'S REQUEST TO BRING DEPEEnMTS TO U.S. 

PROGRAM DIVISION 
REGIONALPROGRAM DEVELMP IT O-FICER AND PROGRAM SUPPORT BRANCHES 

PROGPA4 A-RPJNiGER 
I. 
Receives request from Participant directly or through


Participating Agency or Contrautor.
 

Reviews in terms 3f effect On Participant's program. 
 If

disapproves, lraftzs 
leitter of' disapproval to Participant.

If approves, notes approval 
on P's recue, t and forwards to
 
Program Az-rranger. 

2. Types disapproval letter; 
or prepares and sends to Participant two
 
copies of form AID 1380-5 "Dependent Certification" and a

deDendent informnation card for each denendent. 

3. Receives compiet 1380-5 and dependent information cards from
Partici-, nt. Prepares 2-way memo to U!.AID, obtains FDG signaturecn memo and 1380-5's; -ends memc aloig with second copy of 1380-5 
and duplicate of latest DSP-66 to USAID. 
Sends Particiant copy
of 2-way memo. Files original 1380-5 and copy of memo in P's
 
folder. 
S-:nds dependent informtion cards to PSS. 

# NOTE: If Participant re-uests before he heaves home country,
Mission sends re-juest to PDO. PDO notifies Mission of 
:.tprova Iditapprcval and t.hIey- obtain "DeFendent 
Certification'" and forward oupy to PDO. 



CURRENT A/IT TRAINING 
APPROVAL OF PARTICIPANT REQUESTS TO 

PROGR M DIIISION 
REGIONAL AM PRCGRAIM SUPPORT LMANCHES 

PROGRAM DE.fELOP. OFFICER PROGFRAM ARRAINGER 

1. Receives recuest from Particinant
 
including written justification by
 
his Traininr Facility Advisor,
 
directly or through a particinating
 
agency.
 
Reviews requesT, ccnsidering P's
 
program and AID policy. If objects,
 
drafts letter to participant aivising
 
of disapproval.
 
If has no objection, drafts memo of
 
justification through Branch Chief to
 
Program Division Chief. 

2. Ty-oes (or prepares) and sends dis

approval letter to Participant's
 

Training Facility Advisor; or types
 
(or prepares)aid forwards memo of 
justification, along with supporting
 
documentation to Division Chief.
 

I 


PROCEDURE 
OPEHATE MDTOR VEhICLES Section D.I. 

ADMINISTRATIR E DlIISION 
PARTICIPANT SUPPORT SECTION 

DIVJISION Ch-_ ADINISTRATIVE ASSISTAUP 

3. Approves or dis
approves re
quest and
 
returns package
 
to Regional
 
Branch.
- i 
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PROGRAM 

PROGR.M DIVISION 
REGIONAL AIND PROGFRAM1 SUPPORT 

D011EIPIENT OFFIC-A 

BRAPNCHES 

PRCGRAM ARRAGER DIVISION CHIEF 

.DMII-STRATIVE DIVISION 
PARTICIPANT SUPPORT SECTION 

ADMIiISTRATIVE ASSISTANT 

4. Receives approval/disapproval of 
request. If disapproved, prepares 
(or gives to PDO to draft) letter of 
disapproval to Participant'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 

5. Receives request and Justification 
from Regional Branch. Prepares and 
sends form AID 1380-15 "Operation of 
Automobiles or Other Motor Vehicles" 
under cover of form letter AID 1350-30 

to P's Training Facility Advisor. 

6. Receives comoleted form AID 1380-15 
and evidence of insurance coverage 
from P's Training Facility Advisor. 

Reviews to assure the form is properly 
completed and insurance coverage meets 
AID's recuirements. If doesn't meet, re
turns form to P advising of minimum 
coverage requiremen-s. 

if does meet, posts pertinent info 
(date completed, PIC/P or Contract No., 
Participant name, Training Facility, 
location, Insurance Cc. and PDO name) 

from material received to PS record. 
Forwards original 1360-15, evidence of 

I 
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PRO-RAM DIVISiOU1 
REGIONAL AID PROGRAM SUPPORT ERANCH:ES AfDIISTRATVE DIVISION 

PARTICIPANT SUPPORT SECTION 
PROGRAM DEVELOPrI-E OFFICER PROGRAM ARRANGER DIVISION CHI ADNM,-ISTRATIVE ASSISTJUT 

~1
coverage, and copies of all correspondence 
to Regional Branch. 

7. Receives package from PSS and files 
in Participantib folier. 



APPROVAL OF 
RECOME,2NDED A/IE PROCEDURE 

PAErICIPANT REQUESTS TO OPERATE MOTOR VEHICLES 
SECTION D.2. 

PROGRA.i 

PROGRAM DIVISIOG 
REGIONAL AND PROGR4 SUPPORIDE!ELOPMENT OFFICER BRANCHES 

PROGRAM ARRANGER DIVISION CHIEF 

1. Receives request from Participant, 
including written justification from his 
Training Facility Advisor, directly or 
through Farticipating Agency. 

Reviews request, ccnsidering P'3 program
And AID policy. If objects, drafts (or
instructs Progr:-m Arranger to prepare) 
letter of disapproval. 

If has no objection, drafts (or instructs 
Program Arranger to prepare) -eo of 
justification to Program Division Chief, 
through Branch Chief. 

2. Types (or prepares) and sends dis
approval letter to Participant's 
Training Facility Advisor (.opy to 
Participant and Part. Agency, if 
appropriate); or types (or prepares) 
.nd forwards memo of justification, 
along with supporting documentation, to 
Division Chief. 

%L 

$-
3. Approves or disapproves request 

package to Regional Branch. 
and returns 
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PROGRAII DIVISION 
REGIONAL '0DPROGRAM DEVELOP1.E'l OFFICER PROGRAM! SUPPORT BRAN=CIES 

PRCGIRAM- ARRANGER DIVISION CHIEF 

4. 	Receives approval/disapproval of'reques:'.
If disapproved, prepares (or gives to PDO 
to draft) latter of disapprcv-.1 to 
Particiant's Training FtciiLtY Advisor. 
(Copy to P and Part. Agency if appropriate.)

if approved, prepares and sends form 
AID 1380-15, "Operation of Automobiles 
or otner Motor Vehicles" under cover of
form letter AID i380-30 to Participant's
 
Training F-acility Advisor. 

5. Receives compleied form and evidence of 
insarance from P'- Training Facility
Advisor. Revie;ws to assure form is 
properly completed, insurance meets
 
AID's requirements and covers P's
 
period of vehicle use 
 or ont year (wh.ch
ever is lessor). 

If doesn't meet, returns form to P advising 
of minimum coverage requirements. If 
meets, advises Participant. Files form
 
and 	 evidence of insurance coverage in P's 
folder.
 



ARRAGING 
CR-7REtT A/IT TRAIhIHZNO PROCEDURE 

!-1ERSHIP I31 A14RICAN PROFESSIONAL SOCIETIES 
Section E.l. 

PROGRAM DJnISION 
REGIONAL AD PROGRAM SUPPORT 

PROGRAM DEVELOPlENT OFFICER PROGRAM 
1. Consults with Participant and 

determines, from "List of 
Approved Professional Societies'% 
orie society appropriate for P to 
join, or selects a professional 
American journal for P to sub
scribe to. 

BRANCIIES 

ARRINTGER. 

ADESKrIIS1-RATVE DIVISION 
PARTICIPAITI SUPPORT SECTION 

ADMINISTPAT-VE AIDE 
PARTICIPANT 

2. Prepares form AID 

1380-12, "Recommenda
tion of Participant 
to American Profes
sional Society" in 
triplicate. Sends 
original and one copy 
to PSS, files one copy 
in P folder. 

4 
3. Sends original 1380-12 to the pro

fessional society, from which she 
receives application for member
ship. Sends to Participant. 

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

5. Prepares LACR, form AID13-15, re
questing a check for menoership or 
journal subscription fee; obtains 
Section Chief signature; sends 

'I 
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REIONAL 
PROGRAM DIVISLC N 

JAINDPROGRAI SU6FbRT EPA1.C}£ES ADMINISTRAdTIVE DIVISION 

PROGRALM DEPELOpIU OFFICER PROGRAM AR.RANGEh 
PARTICIPANT SUPPORT SECTION 

ADMTISTRATIVE AIDE 
PARTICIPANT 

original to Financial Review Section 
(FRS) and cop-, to Regional Pranch 
Expenditure Control Clerk. 

Upon receipt o' check from FRS, 
sends with covur letter to profes
sional society. Copy of letter to 
USAID. Sends copy of check trans
mittal form Tc Regional Branch. 

7. Files copy of check 
transmittal form in 

P's folder. 



ARRANGUTG 
RECOIM$ENDED A/IT TRAINING PROCEDURE 

M4BERSHIP IN A1EICAN PROFESSIONAL SOCIETIES 
SECTION E.2. 

PROGPAM 

PROGRAM DIVISION 
REGIONAL AND PROGRAM SUPPORT 

DEVELOPMENT r*,iCER 
BRANCHES 

PROGRAM ARRANGER PARTICIPANT 

1. Consults with Participant and determines 

from "List of Approved Professional 

Societies" one nociety appropriate for 
P tc join, or selects a professional 

journal for P to subscribe to. 

4

(Note: This Drccedure applies to directly 

implemented PIO/P's only; Participating 
Agencies ana Contractors arrange 

membership for other AID-sponsored 

participants.) 

2. Prepares form AID 1380-12, "Recommendation 

of Participant to American Professional 

Society" in duplicate. Sends original to the 

professional society, from which she receives 

application for membership. Sends application 

to Participant. 

3. Completes application forms and forwards to 

professional society, and notifies Program 

Arran er of acceptance. 

4. Prepares LACR, form AID 13-15, requesting 

a check, obtains PDO signature, sends 

original to Financial Review Section. 

5. Upon 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 TRANINC PROCEDURE #PROCESSING FORM 2063-IRS TA.X STATET 
SECTION F.l. 

PARTICIPANT 

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

RIDNTION & COUNSELLING 
ORIENTATION BRAITCH 

CLERK-TYPIST 

DIV. PROGRAM DIVISI 
REGIONAL AND PROGRAM SUPPORT

PROGRAM DEVELOP ,1E'T OFFICER 
BRANCHES 
PROGRAM ARRANGER 

DISION 
PARTICIPANT SUPPORT SEC. 
ADMINISTRATIE ASSISTANT 

2. F-brwards form 2063 to 
Regional Branch. 

3. Two months prior to P's 
departure, sends him form 
2063 under cover of form 
letter AID 138C-25, 
"Participant Pre-Departure 
Letter," with instructions 
to complete and return to 
Participant Support Section 
(except contract P's who 
are instructed to send direct
ly to District Director, IRS. 

4. Completes form and 
either sends to DDIR or 
returns to FSS. 

# As described in Training 

Procedure #29. ractice 
.-aries from th_ prescribedprocedure depending on PDO, 

PA, and ECC. 

47 

5. Obtains departure 
infonnaticn and records 

on fo.id. ForaD to IRSstuf and return. Sends 
validted stub to Program 
Arranger 
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PARTICIPANT 

CIENT, TION & COUNSELJ_-n;G 
ORIENTATICN BRATNCH 

CLERK-TYPIST 

DIV. PROGRAM DIVISION 
REGIONIAL AUD PROGRA24 SUPPORT 

PROGRA4 DEVELOP1E21T OFFICER 
BRAINCHES 
PROGRAM ARRANGER 

ADMINISTRATIVE DIVISION 
PARTICIPANT SUPPORT SEC. 
ADIM41STRATIVE ASSISTANT 

F
6. Gives 2063 stub to 
Participant during exit 
interview. 



RECOMMENDED A/IT TRAINIIG PROCEDUREPROCESSINTG OF FORM 206 3-IRS TAX STATEMENT 
SECTION F.2. 

1. 

PARTICIPANT 

Partially completes forum 2063 during 
A/IT Administrative Orientation and 
gives to Orientation Branch Lecturer 

ORIE0TATION AND COUNSELLING 
OF T4ATICN BRANCH 

CLERK-TYPIST 

DIVISION-1 
REGIONAL 

PROGRAM DIVISION 
& PROGRAM SUPPORT 
PROGRAM ARRANC-ER 

BRANCEaS 

2. Forwards form 2063 to Program Arranger. 

3. Holds in P's file. 

Sends participant 2063 under cover ofform letter AID 1380-25, "Participant Pre-
Dearture Letter" 2 months prior to scheduled 
departure, with instructions to complete and 
return. 

'. Completes form and 
Program Arranger. 

returns to 

5. 

6. 

-4-Records departure information on form andforwards to IRS for validation on 2063 stub 
and return. 

Gives 2063 stub to participant during exit 
interview. 



CURRT A/IT TRAINING PROCEDURE 

HANDLING PARTICIPAJT MEDICAL EXPENSES 
(No Changes Reccosended) SECTION G.
 

ORIENTATION AND COUNSELLING DIVISION ADI.ENISTRATIVE DIVISION 

ORIENTATION BRAN1CH PARTICIPANT SUPPORT SEC7ION 

CLERK-TYPIST PARTICIPANT AM!INISTRATIVE ASSISTAM 

1. Completes upper section of Form 1632A-2 
"Notice of Claim," (one copy) showing 
participant identifyirg information and 
stamps PSS Section Chief name in 

"Certifying Officer" and "signature" 
lines (for all participants attending 

A/IT Orientation and other AID sponsored 
participants as requested by PDO) and 

includes in Orientation Kit provided to 
participant. (Additional c.Lim forms 
are provided by PSS as requested by P, 

Participating Agency or Campus 

Coordinator.) 

4, 
2. When P incurs medical expenses, pays $10 

of fee (as required), and submits receipt 

along with 1632A-2 directly; to Insurance 

Company. Sends supplemenral claims when 

in curred. 

3. a. Receives from Insurance Co. one copy of 
their check memo to Participant on all claims 
paid. Files by country, and within country, 
alphabetically by name of P. 

or 
b. Receives from Insurance Co. any incompleted 

claims forms (1632A-2) received. Completes, 

if possible, or forwards :o P directly or 
through PDO to complete and return tc Insurance 

Co. 
or 

c. If P has not submitted receipt for $10 payment, 

receives 2 copies cf Insurance Co. form letter to 

Participant advising %hat $10 deducted from 

insurance payment. .4 
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O.RIETATION AND COUNSELLING DIVISICTI AD1,MTISTRATIVE DIVISION 
ORINTATION BRANdCH PARTICIPANT SUPPORT SEC'ION 

CLERK-TYPIST PARTICIPAflT A.IESTRATIVE ASSISTANT 

Files one copy in PSS files and sends 1 
copy to PDO. 

or 
d. If P has submitted claim for expenses over 
$750 or for uncovered expenses, receives 2 
copies of Insurance Co. form letter to 
Participant. Requests bills from Insurance 
Co. and checks fee figures. Prepares and 
sends Letter to P (with carbon copies to 
USAID ard the creditor(s) advising that the 
excess or uncovered expenses are his responsibilicy. 
(If P has departed, advises USAID and creditor, 
only). If P advices unable to pay, prepares 
airgram to USAID requesting collection from 
Host Goverrent or sponsor, and advice as to action 
taken. If no USAID response, but collection 
letter from creditor, prepares airgram to 
USAID reauesting collection or advice of charge 
to appropriate PCI/P. If receives Host Country 
check for payment, forwards to creditor. 
If receives advice from USAID that Host Country 
Embassy in U.S. will pay, prepares and sends 
letter to creditor with copy to Embassy. If 
receives advice of charge, requests a late 
bill from creditor; then prenres SF-147 for 
signature of Regional Branch or PSB Chief, 
and sends to creditor for signature. Wnen 
returned, authorizes for payment and sends to 
C/FED. Advises USAID cf amount paid. 

Sends copies of all communications to PDC, most 
of which were previously cleared with him. 



CURRENT A/IT TRAINING PROCEDURE 
OBTAIhNI G VISA EXTENSIONS FOR PARTICIPANTS 

(Ntochanges recommenuded) SECTION H. 

ORIENTATIONI & COUNSELLING 
OR_=--TATION BRANCH 

DIV. ] ADMIISTRATIVE DIVISION 
PAirICIPAUNT SUPPORT SECTION REGIONAL 

PROGRAM DIVISION 
AND PROGRAM SUPPORT BRANCHES 

CLERK-TYPIST PARTICIPANIT ADMIN1ISTRATVE ASSISTANT PROGRAM ARRANGER PDO 

1. Ccmpletes firs; three lines 
of AID 1380-15 "Visa Information 
Card" using 3do/data and form 
AID 13-52 "Participant Arrival 
Data." Includes cazdLn Crie%
taticn kit given to P. during 
A/IT admin. orientaticn. 

2. C-mpletes fourth line 
of 1380-16, using Passport 
and Visa stamps. Returns 
to Orientation Officer. 

3. Forvwards completed 1380-16 
to .. +iciua_ , Supocrt Section. 

NOTE: If Participant doesn't go 4. Files 1340-16 card in 
through A/IT orientation, anyone 
of the fclowing can happen: 

card file, by month of expi
ration of visa date. (In some 
cases, forwards card to 

a. F0/PA requests Or. Br. to Regional Branch for PA to 
send F kit and obtain 1380-16; or pull off visa information 
b. PA has participant complete and return card.) Each 

card, and forwards to PSS; or month, pulls cards for 
c. Camous Coordinator has F 

complete 130-16, arld for'aris 
following month's expira
tions and prepares form AID 

to PSS; cr 1380-56 'Expiration of Stay 
. 

PSS. 
no card i submitted to Report" for each PDC, listing 

by countr-y all participants, 
their PI/P nur-bers, estimated 

$I 
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ORIENTATION & COUNSELLING DIV. ADI{NISTRATIVE DIVISIONORIENTATIO BRANCH PROGRAM DIVISION
PA-RTICIPANT SUPPORT SECTION REGIOILAL AND PROGRAM SUPPORT BRANCHESCLERK-TYPIST FPARTICIPANT ADMINISTRATIrE- ASSISTANT PROGIA.14 ARRANGER PDO 

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

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 addresses 
for all P's requiring ex
tension on reverse of form
 
1380-56. For P's not listed,
 
but requiring extensions, 
adds names and other data to
 
list and prepares 1380-16
 
card based on info in P's
 
file. Forwards to PDO, with 
any questions regarding need
 
for extensions.
 

6. Reviews 1380-56, 
using folder, his own 
card file or personal

knowledge; initials in 
"PDO Column," opposite 
each P. name. Returns 
package to Pogram 
Arranger.
 

7. Returns V80-56 to PSS. 

http:PROGIA.14
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4. 
8. Receives completed form
 
1380-56 (and visr cards where
 
none previously submitted). 

Palls 1580-16 cards, from 
file for month covered. Where 
no extension is reauired because 
P has departed cr is departing 
before expiratic:: of current 
visa, notes departure date on 
card and refiles in "Inactive" 
file, kept alphabetically by 
P name. 

Where extension required, pre-

Dares form DSP-66 and form
 
AID 1380-17, "Letter of
 
Instructions" (name of P and 
PIO/P number on bottom of
 
form), obtains Section Chief's 
signature on DSP-66 and form 
letter; completes fifth line 
of 1380-16 and refiles by 
month of expiration of extension;
 
forwards DSP-66 and form letter
 
to participant. v 

--
9. Obtains visa extension,
 
completes lower portion of
 
form letter 1380-17, tears
 
off, nnd returns to PSS.
 

# Current procedure for contract particisnts vries in this step. Contractor submits completed form DSP-66 (and visa info caii in some cases)to PSS. Admin. Asst. prepares 1350-17, obtains Section Chief signature on DSP-66 and letter, and sens to Participant. Where no 'via
 
card in file, sets up skeleton card, requests F ,o complete visa card and return.
 

-p 
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10. Pulls visa card, revises 
extension date if necessary, 
mnd refiles in month of 
expiration. lotes on returned 
portion of L360-17 that PSS 
as received end noted, and 
fo.-wards to Regional Branch. 

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



CURRENT A/IT T _AII:G PROCEDURE Section I 
SHIPI-ET OF PARTICIPA' 'S ?PA. IING MAT ELIALS 

(No changes reconended) 

ORIETNATION & COUNSELUING DIVISION ;C-'-ST-k!iV Di ViSiOD PROGRAM Di7ISION 
ORIETATION BRANCH PARICIPA:T PARTICiPA7IT SUPPORT SECTION RMIOAL & PROGRAM SUP2ORT BRANCHES 

C=.K-TYPIST ADONIS-'RATIVE ASSISTIUT PROGRAM ARRANGER 
1. Prepares shining labels, in 5 

copies, showing participant 
identifyi. i norr:ation, and 
includes with 1C hian copies of 
zorm AID_ 1330-43 "Decla-ation of 
Contents" in rientation ki
prcided to Farticicant at A/IT 
Adinistrative Orientation, or 
-.hrojh mail at reouest of FDO 
to Participants not attending. 
(Additional forms and labels are 
provided by PSS. Program 
Irranger, Participating Agency or 
"e.us Coordinator). 

2. Packs t'_rainig material and 
attaches shipping labels, 
senas via Railway Express 
to inter-rc itime Forward
in Co. (_E). For eich 
package. coletes form 
!3 0-43 in duplicate (ex
cent contract j-rticipants 
who cc-.plete in triplicate) 
rezains one copy for 
records, (if contract, give 
one copy cc Canpus Coordi
:,ator) and forwards origil 
to S. 
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3. Receivts original 1380-43 from P; 

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

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

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

Branch. 

Files carbon NOA in pending file kept 
by country, and within, by numerical 
order of NOA. 

'I 

4, 
6. Files in P's folder. Uses as 

reference in subsequent checking 
or status of shipments, at request 
of Mission or Particinant. 



On1R;t~JC1, 
pFATCPR_ 

A.SIV sIvirSIC:2~I~AIo; RAC A:T S :ICNiPT!C!P_..'__i! ZUEPORT SEC__i RE 
PROGRAMCI DIVISION 

TRGIO.ALPROGRAM SUPPORTIONA BRAfICHES 

c L2-~-iP~z______________________ AD~a:J~hDZPA.SISTANT PROGRAM ARAING 

Receives weekl. from I.T, 4 copies 
each of a voucher and an Invoice 

rucrrZion form.; for each refer
ence nucther on voucher (which 
indica:es each contry nip:nTent 
zent),receives 3 cocies of T-Yi's 

rn::i-tal leter -to 'ISAID, cack
inq ni 

i+ copcies
nj:m e D- vesst, 

0oA numbers 
of invoice show
etc, copies 

of th ill of la'ing, and Railway 
rs receipts paid 1y E-1. 

o. -.uils uend in :,IA's for co untries 

t. wic :erst have teen sent; 

checsO .0A's against pack-inr list 
an- invoice. 
ceen cneckeo 

*.-Ten all nu.,bers have 
on each packing list 

ana invoice for each reference 
n-cer on voucher, separates 
doc,r.n for discribution. 

Sfends to O/FRD: 3 cooies of 

-:oucher and invoice information 
fcr:m and packares of I t<rans
mitta! teer, invoices, and 

b 11 of ladine for each reference 
n'cmber on voucrer. 7ends to US.TD 

i officer: a P25 'rans
-itaZ -oze over Secio:.,nief's 

sianactaeI -icpy of "iM crans
cictal teter "o USAJZ, andi ccpy 
Cf eacn ..CA included in shirmen. 

I~ 
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Retains for P!S files: 
of .'vlchar and 7nroic-
FD--on which she has 

1 copy each 
inforpation 
no-ed the date 

FSS received 
C/ 2--fiea 

and date forwarded to 
in "Vouchers" folder; 1 

co -.y each 
US;.I!:. 

2f PSS tran-srmital note to 
transmaittal let-er, pack

ing sist, til! of ladinm, and 
i nvoices--s--apled tocether and put in 

otry folder filed alphabetically
for each geographic region. Uses fliF 
to answer status of shipment inqojirie 
from P:OC, M.ission or Partcipacnt. 


