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•
AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL
MEItlRANDlit

MATERIAL TRANSMITTED:

DATE
March 1, 1994

TRANS. tEl«) NO.
10:150

, \.

I

'"

Handbook 10 - Participant Training

Chapter 8, Attachment 8A - Maintenance Allowances for Third-Country
Training, Mexico, has been revised.

Chapter 13 - Pre-Departure Medical Examinations, reflects a change
to new pre-departure procedures.

FILING INSTRUCTIONS:

1. REMOVE PAGES:

8A-15 and 8A-16 (TM 10:149)
13-1 thru 13-6 (TM 10:146)

REPLACEMENT PAGES:

8A-15 and 8A-16
13-1 thru 13-5

2. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 10:149.

3. KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for
this Handbook on the back.

4. File this TM 10:150 in the front of the handbook binder; discard TM sheet
10: 149.

- - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - -

Address questions about this Handbook to
G/OIT/PP (703) 875-4831

For additional copies of this Transmittal contact FA/AS/ISS (202) 736-4746.



DATE

9-1-88

11-18-88

9-1-88

2-16-89

Various

Various

Various

Various

Various

Various

Various

Various

Various

Various

6-25-91

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: G/OIT/RS

MATERIAL TRANSMITTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

Subject Page

Pages 11-1 thru 11-6, 11-11 and 11-12,
11-14, 11-17, 11-18, 11A-1 thru 11A-4,
Att. 11B and 11C of Ch. 11

One circular and pages 11-13

Pages 6-1 thru 6-9 of Ch. 6, page 8-13
of Ch. 8

Pages 14-3 thru 14-5 &Att. 14B of Ch. 14;
pgs. 18-1 thru 18-3 of Ch. 18, pgs.
26-1 thru 26-4 of Ch. 26, pgs. 32-1
thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19
of Ch. 11

Chapter 34

Chapter 15 in its entirety

Atts. 11F of Chapter 11

Supplement 1A of Ch. 1

Pages 11-7 thru 11-10, Atts. 110(2) &110(3)
of Ch. 11

Pgs. i thru v, LC-1 thru LC-2,
TC-1 thru TC-7, TC-9 thru TC-13, TC-15 thru
TC-19, Ch. 38

TM NO.

10:108

10:109

10: 110

10: 111

10: 112

10: 113

10: 114

10: 117

10: 118

10: 119

10:121

10:123

10:124

10:128

10:132

I..



...I.

12-6-91

6-25-92

10-27-92

11-7-92

12-18-92

5-20-93

10-15-93

3-1-94

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: G/OIT/RS

Pages 11-15 and 11-16 of Chapter 11

Page 11E(2)-1

Att 13B of Ch. 13 and Supp 25A of Ch. 25

Pages TC-8 and TC-14 of the Table of Contents;
pages 25-1 thru 25-4, 25-7 and 25-8 of Ch. 25

Pages 110(1)-1, 110(1)-2, 110(1)-5 thru 110-(1)-12
of Chapter 11

Pages 110(1)-3 and 110(1)-4 of Chapter 11;
25-5 and 25-6 of Chapter 25

Pages 8A-1 thru 8A-14, 8A-17 thru 8A-25 of Ch. 8;
Att 110, 11E-1 &11E(l)-1 of Ch 11

Pages 8A-15 &8A-16, and 13-1 thru 13-5

10:136

10:142

10:145

10: 146

10: 147

10:148

10: 149

10:150

, ~../"..,'.'
\J

ti..· ....~/
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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL
I£tIlRANDlit

MATERIAL TRANSMITTED:

DATE
May 20, 1993

TRANS. MEt«J NO.
10:148

Handbook 10 - Participant Training

Chapter 11 - Attachment 110(1) contains the new transit allowance
rates.

Chapter 25 - enrollment procedures in the HAC program have had minor
revisions and the premium has increased to $120.00.

FILING INSTRUCTIONS:

1. REMOVE PAGES:

110(1)-3 and 110(1)-4 (TM 10:147)
25-5 and 25-6 (TM 10:146)

REPLACEMENT PAGES:

110(1)-3 and 110(1)-4
25-5 and 25-6

2. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 10:148.

u 3. KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for
this Handbook on the back.

4. File this TM 10:148 in the front of the handbook binder; discard TM sheet
10:147.

= = = = = = = = = = = = = = = = =

Address questions about this Handbook to
R&O/OIT/PP (703) 875-4831

For additional copies of this Transmittal contact FA/AS/ISS (202) 736-4746.



,

12-6-91

4-15-92

6-25-92

7-6-92

10-7-92

10-27-92

11-7-92

12-18-92

5-20-93

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFIC~: R&O/OIT/RS

Pages 8A-11 thru 8A-14. 8-17 thru 8A-22
of Ch. 8. pages 11-15 and 11-16.

Pages 8A-5 thru 8A-10. 8A-15 & 8A-16 of Ch. 8

Page llE(2)-1

Pages 110-1 through 110-16, 11E-1,
and llE(l )-1

Pages 8A-23 through 8A-26 of Chapter 8

Att 13B of Ch. 13 and Supp 25A of Ch. 25

Pages TC-B and TC-14 of the Table of Contents;
pages 13-1 thru 13-6 of Ch. 13; pages 25-1
thru 25-4, 25-7 and 25-8 of Ch. 25

Pages 110(1)-1, 110(1)-2, 110(1)-5 thru 110(1)-12
of Chapter 11

Pages 110(1)-3 and 110(1)-4 of Chapter 11;
25-5 and 25-6 of Chapter 25

10:136

10:141

10:142

10:143

10:144

10: 145

10:146

10:147

10:148



AGENCY FOR INTERNATIONAL DEVELOPtENT

HANDBOOK TRANSMITTAL
tEtoWtDlIt

MATERIAL TRANSMITTED:

DATE
December 18, 1992

TRANS. HOI) NO.
10:147

Handbook 10 - Participant Training

Attachment 110(1) of Chapter 11 has been revised.

FILING INSTRUCTIONS:

1. REMOVE PAGES:

110(1)-1 thru 110(1)-10

REPLACEMENT PAGES:

110(1)-1 thru 110(1)-12

2. Initial the Transmittal Memorandum Checksheet (in the back of the
Handbook binder) beside TM 10:147.

3. KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for
this Handbook on the back.

4. File this 1M 10:147 in the front of the handbook binder; discard TM
sheet 10;146.

- - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - -

Address questions about this Handbook to
R&O/OIT/PP (703) 875-4831

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641



10:136

8 10:141

10:142

10:143
~

10:144

10:145

12-6-91

4-15-92

6-25-92

7-6-92

10-7-92

10-27-92

11-7-92

12-18-92

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: R&D/OIT/RS

Pages 8A-11 thru 8A-14, 8-17 thru 8A-22
of Ch. 8, pages 11-15 and 11-16,

Pages 8A-5 thru 8A-10, 8A-15 &8A-16 of Ch.

Page 11E(2)-1

Pages 110-1 through 110-16, 11E-1,
and 11E(l)-l

Pages 8A-23 through 8A-26 of Chapter 8

Att 13B of Ch. 13 and Supp 25A of Ch. 25

Pages TC-8 and TC-14 of the Table of Contents;
pages 13-1 thru 13-6 of Ch. 13; and pages 25-1
thru 25-8 of Ch. 25

Attachment 110(1) of Chapter 11

10:146

10:147

,.':'~...'

"'"



AGENCY POR ZNTERNATZONAL DEVELOPMENT

HANDBOOK TRANSKZTTAL
MEKORANDUK

MATERIAL TRANSMITTED:

DATE
November 7, 1992

TRANS. MEKO NO.
10:146

Handbook 10 - Participant Training

Chapter 13, Pre-departure Medical Examinations, has
been revised to reflect changes in pre-departure
procedures for AID-sponsored fellows/associates.

Chapter 25, The Health and Accident Coverage (HAC)
Program, has been revised to reflect the new HAC
administrator and changes in the HAC program.

The Table of Contents has been revised to reflect new
pagination.

FILING INSTRUCTIONS:

1. REMOVE PAGES:

TC-7, TC-8, TC-13, & TC-14
(TM 10:132)
13-1 thru 13-5 (TM 10:108)
25-1 thru 25-8 (TMS 10:117, 10:129,
10:131, 10:138)

REPLACEMENT PAGES:

TC-7, TC-8, TC-13,
& TC-14
13-1 thru 13-6
25-1 thru 25-8

2. Initial the Transmittal Memorandum Checksheet (in the back
of the Handbook binder) beside TM 10:146.

3. KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date
Checklist for this Handbook on the back.

4. File this TM 10:146 in the front of the handbook binder;
discard TM sheet 10:145.

= = = = = = = = = = = = = = = = =

Address questions about this Handbook to
R&D/OIT/RS (703) 875-4232

For additional copies of this Transmittal contact FA/AS/ISS
(703) 875-1641



DATE

9-1-88

11-18-88

9-1-88

2-16-89

various

Various

Various

various

various

various

various

various

various

various

6-25-91

10-11-91

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: R&D/OIT/RS

MATERIAL TRANSMITTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

SUbject Page

Pages 11-1 thru 11-6, 11-11 and 11-12,
11-14, 11-17, 11-18, 11A-1 thru 11A-4,
Att. 11B and 11C of Ch. 11

One circular and pages 11-13

Pages 6-1 thru 6-9 of Ch. 6, page 8-13
of Ch. 8

Pages 14-3 thru 14-5 & Att. 14B of Ch. 14;
pgs. 18-1 thru 18-3 of ch. 18, pgs.
26-1 thru 26-4 of Ch. 26, pgs. 32-1
thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19
of Ch. 11

Chapter 34

Chapter 15 in its entirety

Atts. 11F of Chapter 11

Supplement 1A of Ch. 1

Pages 11-7 thru 11-10, Atts. 11D(2) & 11D(3)
of Ch. 11

Pgs. i thru v, LC-l thru LC-2,
TC-1 thru TC-7, TC-9 thru TC-13, TC-15 thru
TC-19, Ch. 38

Pages 8A-1 thru 8A-4 of Chapter 8

TM NO.

10:108

10:109

10:110

10:111

10:112

10:113

10:114

10:117

10:118

10:119

10:121

10:123

10:124

10:128

10:132

10:135



12-6-91

4-15-92

6-25-92

...

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: R&O/OIT/RS

Pages SA-II thru SA-14, S-17 thru SA-22
of Ch. S, pages 11-15 and 11-16,
Attachment 110(1) of Ch. 11 10:136

Pages SA-5 thru SA-10, SA-15 & SA-16 of Ch. S 10:141

Page 11E(2)-1 10:142

7-6-92 Pages 110-1 through 110-16, lIE-I,
and 11E(1)-1 10:143

10-7-92

10-27-92

11-7-92

Pages SA-23 through SA-26 of Chapter S 10:144

Att 13B of Ch. 13 and Supp 25A of Ch. 25 10:145

Pages TC-S and TC-14 of the Table of Contents;
pages 13-1 thru 13-6 of Ch. 13; and pages 25-1
thru 25-S of Ch. 25 10:146



-------------------~--- --- -

AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MBDANDUM

~ATER1AL TRANSMI TIED:

DATE
October 27, 1992

TRANS. MOO NO. .
10: 145

Handbook 10 - Participant Training

Chapter 13, Att 138, Guidelines for the Examining Physician, has
been revised.

Chapter 25, Supp 25A, Health and Accident Coverage Program, has
been revised.

FILING INSTRUCTIONS:

1. REMOVE PAGES:

Att 138 (TM 10:130)
Supp 25A (TM 10:108)

REPLACEMENT PAGES:

Att 138
Supp 25A

2.
l- ,~.

Initial the Transmittal Memorandum Checksheet (in the back of the
Handbook binder) beside TM 10:145.

3. KEff-1KIS TRANSMITTAL MEMO&~D~, which has an up-to-date Checklist for
this Handbook on the back.

4. File this TM 10:145 in the front of the handbook binder; discard TM
sheet 10: 144.

• • • • • • •

l Address questions about this Handbook to R&D/OIT/RS (703) 875-4169.

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.



PAlE

9-1-88

11-18-88

9-1-88

2-16-89

Various

Various

CHECKLIST FOR HANOBQQK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: R&O/OIT/RS

~AJD(RIAL TRANSMITTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

Subject Page

Pages 11-1 thru 11-6, 11-11 and 11-12, 11-14, 11-17,
11-18, 11A-l thru 11A-4, Att. 11B and llC of Ch. 11

One circular and pages 11-13

TM NO.

10: 108

10: 109

10:110

10:111

10:112

10:113

Various

Various

Various

Various

Pages 6-1 thru 6-9 of Ch. 6, page 8-13 of Ch. 8 10:114

Pages 14-3 thru 14-5 &Att. 14B of Ch. 14; pgs. 18-1 10:117
thru 18-3 of Ch. 18, pgs. 25-1, 25-2, of Ch. 25, pgs.
26-1 thru 26-4 of Ch. 26, pgs. 32-1 thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19 of Ch. 11 10:118

Chapter 34 10:119

Atts. 11F of Chapter 11 10:123

Supplement lA of Ch. 10:124

Pages 11-7 thru 11-10, Atts. 110(2) & 110(3) of Ch. 11 10:128

Pages 25-3 thru 25-4 of Ch. 25 '10:129

Pages 25-7 and 25-8 of Ch. 25 10:131

Pgs. i thru v, LC-1 thru LC-2, TC-1 thru TC-19, Ch. 38 10:132

Various

Various

Various

Various

Various

4-5-91

6-25-91

10-11-91

12-6-91

1-23-92

4-15-92

6-25-92

7-6-92

10-7-92

10-27-92

Chapter 15 in its entirety

Pages 8A-l thru 8A-4 of Chapter 8

Pages 8A-11 thru 8A-14, 8-17 thru 8A-22 of Ch. 8,
pages 11-15 and 11-16, Attachment 1'10(1) of Ch. 11

Pages 25-5 and 25-6 of Chapter 25

Pages 8A-5 thru 8A-l0, 8A-15 &8A-16 of Ch. 8

Page 11E(2)-1

Pages 1'10-1 through 110-16, 11E-1, and 11E(1)-l

Pages 8A-23 through 8A-26 of Chapter 8

Att 13B of Ch. 13 and Supp 25A of Ch. 25

10:121

10: 135

10: 136

10: 138

10:141

10: 142

10: 143

10: 144

10: 145



AGENCY FOR INTERNATIONAL DEVELOPMENT

I
TRANS. Ma«> NO.

10: 144
----------I

DATE
HANDBOQI( TRANSMITTAL MEt«>RAN_DUM ~ctober 7, 1992

MATERIAL TRANSMITTED:

Handbook 10 - Partlclpant Tralnlng

Att 8A of Chapter 8 -- the new malntenance allowance rates for
third country trainlng have been revlsed for Thal1and.

fILING INSTRUCTIONS:

1. REMQIT PAGES:

8A-23 through 8A-26 (TM 10:136)

REPLACEMENT PAGES:

8A-23 through 8A-26

2. Inltla1 the Transmltta1 Memorandum Checksheet (In the back of the
Handbook blnder) beslde TM 10:144.

3. KJ:Ef-~H.lS TRANSMITTAL MEMORANDUM, whlch has an up-to-date Check11st for
thls Handbook on the back.

4. Fl1e thls TM 10:144 ln the front of the handbook binder; dlscard TM
sheet 10: 143.

* * * * * * *

Address questlons about thls Handbook to R&D/OIT/RS (703) 875-4169.

For addltlona1 coples of thls Transmltta1 contact FA/AS/ISS (703) 875-1641.



Pgs. i thru v, LC-1 thru LC-2, TC-1 thru TC-19, Ch. 38 10:132

Pages 6-1 thru 6-9 of Ch. 6, page 8-13 of Ch. 8 10:114

Pages 14-3 thru 14-5 & Att. 146 of Ch. 14; pgs. 18-1 10:117
thru 18-3 of Ch. 18, pgs. 25-1, 25-2, of Ch. 25, pgs.
26-1 thru 26-4 of Ch. 26, pgs. 32-1 thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19 of Ch. 11 10:118

Chapter 34 10:119

Chapter 15 1n its entirety 10:121

Atts. 11F of Chapter 11 10:123

Supplement 1A of Ch. 10:124

Pages 11-7 thru 11-10, Atts. 110(2) & 110(3) of Ch. 11 10:128

Pages 25-3 thru 25-4 of Ch. 25 10:129

Attachment 136 of Ch. 13 10:130

DATE

9-1-88

11-18-88

9-1-88

2-16-89

Various

Various

Various

Various

Various

Various

Various

Various

Various

Various

Various

3-26-91

4-5-91

6-25-91

10-11-91

12-6-91

1-23-92

4-15-92

6-25-92

7-6-92

10-7-92

CHECKLIST FOR HANDBQQK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: R&O/OIT/RS

MATERIAL TRANSMI TTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

Subject Page

Pages 11-1 thru 11-6, 11-11 and 11-12, 11-14, 11-17,
11-18, 11A-1 thru 11A-4, Att. 116 and 11C of Ch. 11

One circular and pages 11-13

Pages 25-7 and 25-8 of Ch. 25

Pages 8A-1 thru 8A-4 of Chapter 8

Pages 8A-11 thru 8A-14, 8-17 thru 8A-22 of Ch. 8,
pages 11-15 and 11-16, Attachment 110(1) of Ch. 11

Pages 25-5 and 25-6 of Chapter 25

Pages 8A-5 thru 8A-l0, 8A-15 & 8A-16 of Ch. 8

Page 11E(2)-l

Pages 110-1 through 11D-16, 11E-1, and 11E(1)-1

Pages 8A-23 through 8A~26 of Chapter 8

ItUQ.

10: 108

10: 109

10:110

10:111

10: 112

10:113

10:131

10: 135

10: 136

10: 138

10: 141

10: 142

10: 143

10: 144

i ~'1l'
'-'



AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
July 6, 1992

TRANS. MEMO NO.
10:143

Handbook 10 - Particioant Training

Attachments 110, lIE, and 11E(1) have been revised to reflect
the Maintenance Rates and Supplemental Allowance Rates for the
1992-1993 academic year.

SUPERSEDES:

Pages 110-1 through 110-14, lIE-I, and 11E(1)-1. (TMs 10:133, 10:134 and
10:142)

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 10:143.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 10:143 in the front of the handbook
binder; discard TM sheet 10:142.

* * * * * * *

Address questions about this Handbook to R&D/OIT/PP (703) 875-4831.

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.



DATE

9-1-88

11-18-88

9-1-88

2-16-89

Various

Various

Various

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: R&D/OIT/RS

MATERIAL TRANSMITTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

Subject Page

Pages 11-1 thru 11-6, 11-11 and 11-12, 11-14, 11-17,
11-18, 11A-1 thru 11A-4, Att. lIB and 11C of Ch. 11

One circular and pages 11-13

Pages 6-1 thru 6-9 of Ch. 6, page 8-13 of Ch. 8

TM NO.

10: 108

10: 1C9

10: 110

10: III

10:112

10:113

10:114

r.... ··....';..~'..

\J
Various

Various

Various

Pages 14-3 thru 14-5 &Att. 14B of Ch. 14; pgs. 18-1 10:117
thru 18-3 of Ch. 18, pgs. 25-1, 25-2, of Ch. 25, pgs.
26-1 thru 26-4 of Ch. 26, pgs. 32-1 thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19 of Ch. 11 10:118

Chapter 34 10:119

Various

Various

Various

Chapter 15 in its entirety

Atts. 11F of Chapter 11

Supplement 1A of Ch. 1

10:121

10:123

10:124

Various Pages 11-7 thru 11-10, Atts. 11D(2) & 110(3) of Ch. 11 10:128

Pgs. i thru v, LC-1 thru LC-2, TC-1 thru TC-19, Ch. 38 10:132

Various

3-26-91

4-5-91

6-25-91

10-11-91

12-6-91

1-23-92

4-15-92

6-25-92

7-6-92

Pages 25-3 thru 25-4 of Ch. 25

Attachment 13B of Ch. 13

Pages 25-7 and 25-8 of Ch. 25

Pages 8A-1 thru 8A-4 of Chapter 8

Pages 8A-11 thru 8A-14, 8-17 thru 8A-26 of Ch. 8,
pages 11-15 and 11-16, Attachment 110(1) of Ch. 11

Pages 25-5 and 25-6 of Chapter 25

Pages 8A-5 thru 8A-10, 8A-15 &8A-16 of Ch. 8

Page llE(2)-1

Pages 110-1 through 110-16, lIE-I, and 11E(1)-1

10: 129

10:130

10:131

10:135

10:136

10:138

10:141

10: 142

10: 143



., ...
AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
June 24, 1992

TRANS. MEMO NO.
10:142

Handbook 10 - Participant Training

Rate adjustments have been made to Attachment 110 and
Undergraduate Tuition adjustments have been made to Attachment
11E(2) .

SUPERSEDES:

Pages 11D-3, 11D-4, 11D-7, 110-8, and 11E(2)-1 (TMs 10:120, 10:133, and 10:134)

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 10:142.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 10:142 in the front of the handbook
binder; discard TM sheet 10:141.

* * * * * * *

Address questions about this Handbook to R&D/OIT/PP (703) 875-4831.

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.



DATE

9-1-88

11-18-88

9-1-88

2-16-89

Various

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: R&O/OIT/RS

MATERIAL TRANSMITTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

Subject Page

Pages 11-1 thru 11-6, 11-11 and 11-12, 11-14, 11-17,
11-18, llA-l thru lIA-4, Att. lIB and llC of Ch. 11

TM NO.

10:108

10: 109

10:110

10: III

10:112

..

Various

Various

One circular and pages 11-13

Pages 6-1 thru 6-9 of Ch. 6, page 8-13 of Ch. 8

10:113

10:114

10:133

10:134

10:135

10:136

10:138

10:141

10: 142

Pages 110-9 and 110-10 of Att. 110

Pages 8A-l thru 8A-4 of Chapter 8

Pages 8A-ll thru 8A-14, 8-17 thru 8A-26 of Ch. 8,
pages 11-15 and 11-16, Attachment 110(1) of Ch. 11

Pages 25-5 and 25-6 of Chapter 25

Pages 8A-5 thru 8A-IO, 8A-15 &8A-16 of Ch. 8

Pages 110-3, 110-4, 110-7, 110-8, and 11E(2)-1

Pages 14-3 thru 14-5 & Att. 14B of Ch. 14; pgs. 18-1 10: 117
thru 18-3 of Ch. 18, pgs. 25-1, 25-2, of Ch. 25, pgs.
26-1 thru 26-4 of Ch. 26, pgs. 32-1 thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19 of Ch. 11 10:118

Chapter 34 10:119

Chapter 15 in its entirety 10:121

Atts. IIF of Chapter 11 10:123

Supplement IA of Ch. 1 10:124

Pages 11-7 thru 11-10, Atts. 110(2) &110(3) of Ch. II 10:128

Pages 25-3 thru 25-4 of Ch. 25 10:129

Attachment 13B of Ch. 13 10:130

Pages 25-7 and 25-8 of Ch. 25 10:131

Pgs. i thru v, LC-I thru LC-2, TC-l thru TC-19, Ch. 38 10:132

Pages 110-1,110-2,110-5,110-6 & 110-11 thru
110-14, pages llE-l and lIE(I)-1 of Chap. 11

Various

Various

Various

Various

Various

Various

Various

Various

1-23-92

4-15-92

6-25-92

8-8-91

10-11-91

12-6-91

3-26-91

4-5-91

6-25-91

7-29-91



AGENCY FOR ~INTERMTWNAL DEVELOPMENT

\...,..

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
April 15, 1992

TRANS. MEMO NO.
10:141

Handbook 10 - Particjpant Training

Attachment 8A, pages 8A-5 and 8A-16 (Cameroon &Mexico), of
chapter 8 has been revised to reflect the new maintenance
allowance rates for third country training.

SUPERSEDES:

Pages 8A-5 thru 8A-10, 8A-15 and 8A-16 (TMs 10:135, 10:136, 10:140)

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 10:141.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 10:141 in the front of the handbook
binder; discard TM sheet 10:140.

* * * * * * *

Address questions about Handbook content to R&D/OIT/RS. (703) 875-4097.

Address questions about copies and distribution to FA/AS/ISS (703) 875-1641.



MLE

9-1-88

11-18-88

9-1-88

2-16-89

Various

Various

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: R&D/OIT/RS

MATERIAL TRANSMITTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

Subject Page

Pages 11-1 thru 11-6, 11-11 and 11-12, 11-14, 11-17,
11-18, 11A-1 thru 11A-4, Att. lIB and 11C of Ch. 11

One circular and pages 11-13

nt..MQ.

10:108

10: 109

10:110

10:111

10:112

10: 113

Various

Various

Various

Various

Pages 6-1 thru 6-9 of Ch. 6, page 8-13 of Ch. 8 10:114

Pages 14-3 thru 14-5 &Att. 14B of Ch. 14; pgs. 18-1 10:117
thru 18-3 of Ch. 18, pgs. 25-1, 25-2, of Ch. 25, pgs.
26-1 thru 26-4 of Ch. 26, pgs. 32-1 thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19 of Ch. 11 10:118

Chapter 34 10:119

Various

Various

Various

Various

Attachment l1E(2)

Chapter 15 in its entirety

Atts. 11F of Chapter 11

Supplement 1A of Ch. 1

10:120

10:121

10:123

10:124

Various Pages 11-7 thru 11-10, Atts. 110(2) &110(3) of Ch. 11 10:128

Pgs. i thru v, LC-1 thru LC-2, TC-1 thru TC-19, Ch. 38 10:132

Various

3-26-91

4-5-91

6-25-91

7-29-91

8-8-91

10-11-91

12-6-91

1-23-92

4-15-92

Pages 25-3 thru 25-4 of Ch. 25

Attachment 13B of Ch. 13

Pages 25-7 and 25-8 of Ch. 25

Pages 110-1 thru 110-6 &110-11 thru 110-14, pages
11E-1 and 11E(1)-1 of Chap. 11

Pages 110-7 thru 110-10 of Att. 110

Pages 8A-1 thru 8A-4 of Chapter 8

Pages 8A-11 thru 8A-14, 8-17 thru 8A-26 of Ch. 8,
pages 11-15 and 11-16, Attachment 11D(1) of Ch. 11

Pages 25-5 and 25-6 of Chapter 25

Pages 8A-5 thru 8A-10, 8A-15 &8A-16 of Ch. 8

10:129

10:130

10:131

10:133

10: 134

10: 135

10:136

10: 138

10: 141



AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE·
March 17, 1992

TRANS. MEMO NO.
10:140

Handbook 10 - Participant Training

Attachment 8A of Chapter 8, pages 8A-7 and 8A-10 are being
reissued due to an inadvertent error in the transmittal number.

SUPERSEDES:

Pages 8A-7 &8A-8, 8A-9 &8A-10 (TM 10:135, 10:136, 10:137 and 10:139).

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 10:140.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 10:140 in the front of the handbook
binder; discard TM sheet 10:139.

* * * * * * *

Address questions about this Handbook to R&D/OIT/RS (703) 875-4169.

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.



DATE

9-1-88

11-18-88

9-1-88

2-16-89

Various

Various

Various

Various

Various

Various

Various

Various

Various

Various

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING. ,

AUTHOR OFFICE: R&D/OIT/RS

MATERIAL TRANSMITTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

Subject Page

Pages 11-1 thru 11-6, 11-11 and 11-12, 11-14, 11-17,
11-18, llA-l thru lIA-4, Att. lIB and llC of Ch. 11

One circular and pages 11-13

Pages 6-1 thru 6-9 of Ch. 6, page 8-13 of Ch. 8

Pages 14-3 thru 14-5 and Att. 14B of Ch. 14;
pages 18-1 thru 18-3 of Ch. 18, pages 25-1, 25-2,
of Ch. 25, pages 26-1 thru 26-4 of Ch. 26,
pages 32-1 thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19 of Ch. 11

Chapter 34

Attachment lIE(2)

Chapter 15 in its entirety

Atts. I1F of Chapter 11

Supplement lA of Ch. 1

TM NO.

10: 108

10:109

10:110

10:11]

10:112

10:]]3

10:1]4

10:]]7

10:118

10: 119

10:120

10:121

10: 123

10:]24

i •. ,.,'..•.'...

""

Various Pages 11-7 thru 11-10, Atts. 110(2) & 110(3) of Ch. 11 10:]28

Pgs. i thru v, LC-l thru LC-2, TC-l thru TC-19, Ch. 38 10:132

Various

3-26-91

4-5-91

6-25-91

7-29-91

8-8-91

10-11-91

12-6-91

1-23-92

3-17-92

Pages 25-3 thru 25-4 of Ch. 25

Attachment 138 of Ch. 13

Pages 25-7 and 25-8 of Ch. 25

Pages 110-1 thru 110-6 & 110-11 thru 110-14, pages
l1E-l and l1E(I)-1 of Chap. 11

Pages 110-7 thru 110-10 of Att. 110

Pages 8A-l thru 8A-6 of Chapter 8

Pages 8A-ll thru 8A-26 of Chapter 8, pages 11-15
and 11-16, Attachment 110(1) of Chapter 11

Pages 25-5 and 25-6 of Chapter 25

Pages 8A-7 thru 8A-I0 of Chapter 8

10:129

10: 130

10:13]

10: 133

10:134

10: 135

10: 136

10: 138

10:]40

~." ....',i~
\IIIfI



,
AGENCY FOR· INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

Handbook 10 - Participant Training

DATE
February 26, 1992

TRANS. MEMO NO.
10: 139

Attachment 8A of Chapter 8, pages 8A-7 and 8A-IO; Chile &E1
Salvador have been revised to reflect the new maintenance
allowance rates for third country training.

SUPERSEDES:

Pages 8A-7 &8A-8, 8A-9 &8A-I0 (TM 10:135 &10:136).

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 10:139.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 10:139 in the front of the handbook
binder; discard TM sheet 10:138.

* * * * * * *

Address Questions about this Handbook to OIT/RS (703) 875-4169.

For additional copies of this Transmittal contact FA/AS/ISS(703) 875-1641.



CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRN~ING

AUTHOR OFFICE: R&O/OIT/RS

DATE MATERIAL TRANSMITTED TM NO. U
9-1-88 Handbook 10 revised in its entirety 10:108

11-18-88 New Handbook Index 10:109

9-1-88 Chapter 37 10:110

2-16-89 Subject Page 10: 111

Various Pages 11-1 thru 11-6, 11-11 and 11-12, 11-14, 11-17, 10:112
11-18, llA-1 thru llA-4, Att. lIB and llC of Ch. 11

\J ~
Various One circular and pages 11-13 10:113 f
Various Pages 6-1 thru 6-9 of Ch. 6, page 8-13 of Ch. 8 10:114 I

I
Various Pages 14-3 thru 14-5 and Att. 14B of Ch. 14; 10: 117 ~

pages 18-1 thru 18-3 of Ch. 18, pages 25-1, 25-2, F

~of Ch. 25, pages 26-1 thru 26-4 of Ch. 26,
pages 32-1 thru 32-3 of Ch. 32 .

b,
Various Pages 8-9, 8-10 of Ch. 8, page 11-19 of Ch. 11 10: 118 ~tt

IVarious Chapter 34 10: 119 U t
~''), /

~Various Attachment 11E(2) 10:120 tr
Chapter

1-
Various 15 in its entirety 10:121 f

t
~,

~

Various Atts. llF of Chapter 11 10:123 ~
f
~
~':

Various Supplement 1A of Ch. 1 10:124
~

f
I

Various Pages 11-7 thru 11-10, Atts. 110(2) & 110(3) of Ch. 11 10:128 I
Various Pages 25-3 thru 25-4 of Ch. 25 10:129 ~

~U3-26-91 Attachment 138 of Ch. 13 10: 130 ~'

\'p;

r
4-5-91 Pages 25-7 and 25-8 of Ch. 25 10:131 ~

i•6-25-91 Pgs. i thru v, LC-1 thru LC-2, TC-1 thru TC-19, Ch. 38 10:132 l
[;

7-29-91 Pages 110-1 thru 110-6 & 110-11 thru 110-14, pages 10:133 f
f

11E-1 and llE(l)-l of Chap. 11 %<

I:,

110-7 thru 110-10 of Att.
I

8-8-91 Pages 110 10:134 ~,

f:
I'

10-11-91 Pages 8A-1 thru 8A-6 of Chapter 8 10:135 I
l':

U ~,

12-6-91 Pages 8A-ll thru 8A-26 of Chapter 8, pages 11-15 ~.

t
and 11-16, Attachment llD(l} of Chapter 11 10: 136 ~

f'
~

1-23-92 Pages 25-5 and 25-6 of Chapter 25 10: 138 ~

f
2-26-92 Pages 8A-7 thru 8A-10 of Chapter 8 10:139 ~.

~,
~,



AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
January 23, 1992

TRANS. MEMO NO.
10:138

Handbook 10 - Participant Training

Chapter 25, page 25-5, section 25E2 is being reissued because a
portion of the new HAC premium amount was inadvertently omitted.

SUPERSEDES:

~ Pages 25-5 and 25-6 (TM 10:138).

FILING INSTRUCTIONS~

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 10:138.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 10:138 in the front of the handbook
binder; discard TM sheet 10:137.

* * * * * * *

Address questions about this Handbook to R&D/OIT/RS (703) 875-4232.

For additional copies of this Transmittal contact FA/AS/ISS.



10:113 V
10:114

10: 117

DATE

9-1-88

11-18-88

9-1-88

2-16-89

Various

Various

Various

Various

Various

Various

Various

Various

Various

Various

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

( ,-

AUTHOR OFFICE: R&D/OIT/RS

MATERIAL TRANSMITTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

Subject Page

Pages 11-1 thru 11-6) 11-11 and 11-12) 11-14, 11-17,
11-18, 11A-l thru l1A-4, Att. lIB and 11C of Ch. 11

One circular and pages 11-13

Pages 6-1 thru 6-9 of Ch. 6, page 8-13 of Ch. 8

Pages 14-3 thru 14-5 and Att. 14B of Ch. 14;
pages 18-1 thru 18-3 of Ch. 18, pages 25-1, 25-2,
of Ch. 25, pages 26-1 thru 26-4 of Ch. 26,
pages 32-1 thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19 of Ch. 11

Chapter 34

Attachment 11E(2)

Chapter 15 in its entirety

Atts. 11F of Chapter 11

Supplement 1A of Ch. 1

1M NO.

10: 108

10: 109

10: 110

10:111

10:112

10:118

10:119

10:120

10:121

10:123

10: 124

u·

········'·"'·
' -"

'. .~,

Various Pages 11-7 thru 11-10, Atts. 110(2) &110(3) of Ch. 11 10:128

Pgs. i thru v, LC-1 thru LC-2, TC-1 thru TC-19, Ch. 38 10:132

Various

3-26-91

4-5-91

6-25-91

7-29-91

8-8-91

10-11-91

12-6-91

1-23-92

Pages 25-3 thru 25-4 of Ch. 25

Attachment 138 of Ch. 13

Pages 25-7 and 25-8 of Ch. 25

Pages 110-1 thru 110-6 & 110-11 thru 110-14, pages
11E-l and l1E{I)-1 of Chap. 11

Pages 110-7 thru 110-10 of Att. 110

Pages 8A-1 thru 8A-8 of Chapter 8

Pages 8A-9 thru 8A-26 of Chapter 8, pages 11-15
and 11-16, Attachment 110(1) of Chapter 11

Pages 25-5 and 25-6 of Chapter 25

10:129

10: 130

10:131

10: 133

10:134

10: 135

10: 136

10: 138



AGENCY FOR INTERNATIONAL DEVELOPMENT. .

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
January 9, 1992

TRANS. MEMO NO.
10: 137

Handbook 10 - Participant Training

Chapter 25, page 25-5, section 25E2 has been changed to reflect
the new HAC premium rates.

SUPERSEDES:

Pages 25-5 and 25-6 (TM 10:129)

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 10:137.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 10:137 in the front of the handbook
binder; discard TM sheet 10:136.

* * * * * * *

Address questions a~out this Handbook to R&O/OIT/RS (703) 875-4232.

For additional copies of this Transmittal contact FA/AS/ISS.



DATE

9-1-88

11-18-88

9-1-88

2-16-89

Various

Various

Various

Various

Various

Various

Various

Various

Various

Various

"

CHECKLIST FOR HANDBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: OIT

MATERIAL TRANSMITTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

Subject Page

Pages 11-1 thru 11-6, 11-11 and 11-12, 11-14, 11-17,
11-18, l1A-l thru l1A-4, Att. lIB and llC of Ch. 11

One circular and pages 11-13

Pages 6-1 thru 6-9 of Ch. 6, page 8-13 of Ch. 8

Pages 14-3 thru 14-5 and Att. 148 of Ch. 14;
pages 18-1 thru 18-3 of Ch. 18, pages 25-1, 25-2,
of Ch. 25, pages 26-1 thru 26-4 of Ch. 26,
pages 32-1 thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19 of Ch. 11

Chapter 34

Attachment lIE(2)

Chapter 15 in its entirety

Atts. IIF of Chapter 11

Supplement lA of Ch. 1

TM NO.

10: 108

10:109

10:110

10:111

10:112

10:113

10:114

10:117

10:118

10:119

10:120

10:121

10: 123

10:124

! ,:'

""

Various Pages 11-7 thru 11-10, Atts. I1D(2) &IID(3) of Ch. 11 10:128

Pgs. i thru v, LC-l thru LC-2, TC-l thru TC-19, Ch. 38 10:132

Various

3-26-91

4-5-91

6-25-91

7-29-91

8-8-91

10-11-91

12-6-91

1-9-91

Pages 25-3 thru 25-4 of Ch. 25

Attachment 13B of Ch. 13

Pages 25-7 and 25-8 of Ch. 25

Pages IID-l thru IID-6 &lID-II thru IID-14, pages
llE-l and l1E(I)-1 of Chap. 11

Pages IID-7 thru I1D-I0 of Att. lID

Pages 8A-l thru 8A-8 of Chapter 8

Pages 8A-9 thru 8A-26 of Chapter 8, pages 11-15
and 11-16, Attachment IID(I) of Chapter 11

Pages 25-5 and 25-6 of Chapter 25

10:129

10:130

10: 131

10: 133

10:134

10:135

10:136

10:137

I.· . "'~.'.'

"""

& ....,":':'
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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
December 6, 1991

TRANS. MEMO NO.
10:136

Handbook 10 - Participant Training

Attachment 8A, pages 8A-9 &8A-I0 of chapter 8: Costa Rica; has
been corrected to reflect the maintenance allowance rates for
third country training.

Attachment 110(1) Allowance Rates 1992 has been revised to
reflect the new allowance rates. Section I1D3a Typing of
Academic Papers has also been revised.

SUPERSEDES:

Pages 8A-9 thru 8A-26 of Chapter 8, pages 11-15 &11-16, and Attachment 110(1)
of Chapter 11. (TMs 10:112, 10:127, 10:133 and 10:135)

FILING INSTRUCTIONS:

.~. 1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 10:136.

* * * * * * *

v KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 10:136 in the front of the handbook
binder; discard TM sheet 10:135.

* * * * * * *

Address questions about this Handbook to OIT/RS (703) 875-4169.

For additional copies of this Transmittal contact FA/AS/ISS.



OATE

9-1-88

11-18-88

9-1-88

2-16-89

Various

Various

Various

Various

Various

Various

Various

Various

Various

Various

Various

Various

3-26-91

4-5-91

6-25-91

7-29-91

8-8-91

10-11-91

12-6-91

CHECKLIST FOR HANOBOOK 10
PARTICIPANT TRAINING

AUTHOR OFFICE: OIT

MATERIAL TRANSMITTED

Handbook 10 revised in its entirety

New Handbook Index

Chapter 37

Subject Page

Pages 11-1 thru 11-6, 11-11 and 11-12, 11-14, 11-17,
11-18, llA-l thru lIA-4, Att. lIB and llC of Ch. 11

One circular and pages 11-13

Pages 6-1 thru 6-9 of Ch. 6, page 8-13 of Ch. 8

Pages 14-3 thru 14-5 and Att. 14B of Ch. 14;
pages 18-1 thru 18-3 of Ch. 18, pages 25-1, 25-2,
of Ch. 25, pages 26-1 thru 26-4 of Ch. 26,
pages 32-1 thru 32-3 of Ch. 32

Pages 8-9, 8-10 of Ch. 8, page 11-19 of Ch. 11

Chapter 34

Attachment lIE(2)

Chapter 15 in its entirety

Atts. IIF of Chapter 11

Supplement lA of Ch. 1

Pages 11-7 thru 11-10, Atts. 110(2) and 110(3)
of Ch. 11

Pages 25-3 thru 25-6 of Ch. 25

Attachment 13B of Ch. 13

Pages 25-7 and 25-8 of Ch. 25

Pages i thru v, Pages LC-l thru LC-2
Pages TC-l thru TC-19, Chapter 38

Pages 110-1 thru 110-6 and 110-11 thru 110-14, pages
llE-l and lIE(I)-1 of Chap. 11

Pages 110-7 thru 110-10 of Att. 110

Pages 8A-l thru 8A-8 of Chapter 8

Pages 8A-9 thru 8A-26 of Chapter 8, pages 11-15
and 11-16, Attachment 110(1) of Chapter 11

TM NO.

10:108

10:109

10:110

10:111

10:112

10: 113

10:114

10: 117

10:118

10:119

10:120

10:121

10:123

10:124

10:128

10:129

10:130

10: 131

10:132

10: 133

10: 134

10:135

10: 136
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SUBJECT: Requests for Handbook 10, Participant Training

Handbook 10, Participant Training, has been revised in its entirety. Initial
• distdbution to all USAID Missions and programming agents currently under

contract \\'i th the Agency is in process. If you do not receive a copy and/or
have need for additional copies, please send a written request containing your
address and the number of copies needed, to:

Agency for International Development
IRr4/PE
Room 1109, SA-14
Washington, D. C. 20523-1407

~ Effective immediately, the Office of International Training will no longer
issue Participant Training ~Iotices. Any changes related to Handbook 10,
infor,.nation or policy, will be issued as il handbook circular and/or handbook
change.

; .,

(TM 10: 111)



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 10 10:132 Sept. 1, 1988 i

HANDBOOK 10

This total reV1Slon of Handbook contains many new policies and procedures. The
Handbook should be thoroughly reviewed by all persons involved with the Participant
Training Program. To assist the experienced training professional in reading this
material, OIT has identified those chapters or sections of chapters of particular
importance.

CHAPTER

1

2

3

4

CHAPTER TITLE

Introduction to
Participant Training

Training Factors in
Project Development

AID Mi ssion and
Project Officer
Responsibility for
Participant Training

Training Needs Assess
ment and Selection of
Participant

SECTION

lC

All

3A

4A

SUBJECT

Describes Participant Training
Program and policy framework.

New and expanded requirements
on factors to be addressed
prior to or during project
design

Requirement to designate an
AID officer to oversee
management of participant
training

New policy on selection of
participants, identification
of training needs and
participation of women

4Dl Availability of the Training
Needs Assessment Guide from OIT

5

6

Training Cost Analysis

Project Implementation
Order/Participants
(PIO/P) and SupPlemental
Documentation

All

6A
6C

New Agency system to estimate
and monitor training costs

Definition of those trainees
who are to be covered by a
funded or unfunded PIO/P and
the preparation of an
abbreviated PIO/P
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Page No. Effective Date Trans. Memo. No.
ii Sept. 1, 1988 10: 132 AID HANDBOOK 10

CHAPTER

7

CHAPTER TITLE

Partially Financed
Part iC"i pants

SECTION

7A

SUBJECT

Eliminates "independently
financed" participants and
requires that every
participant program have some
AID funding

u·····"····.""
" ".

8

9

Third Country Training

Training Implementation
Pl an (TIP)

8A

9D1a

,
Revises the criteria for the
countries in which third
country training can take place

Duration of academic training

9D1d Terms under which participant
relinquishes U.S. housing

9D3g Treatment of mandatory and
optional programs in the TIP

10

11

Participant Budget
Worksheets

Allowances

lOBS

llA8 & 9

llB1

Definition of Training Cost
Analysis System

Trips to the home country

Definition of AID allowances

11B4 Definition of types of
technical training and
appropriate allowances

11C1h Explanation of allowance
payment and sample format
for participant signature

11C4c Conferences, seminar and
field trip allowances

11C5a(5) Settling-in/advance
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24 Participant Training 240 Responsibilities for
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30 Program Extensions 30Clg Visa Control
and Transfers 30C2 Transfers and transmittal

sheet
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Participant's Training types of program termin-
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34 Evaluation All A new chapter on the
Participant Training
Evaluation System (PTIS)
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within the life of the
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provides illustrative
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'-',* 38 Participant Taxes All Describes IRS requirements
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*SUPPLEMENT SUPPLEMENT TITLE SUB~IECT

1 Glossary Handbook Alphabetical listing of
10 Terms definitions from Handbook 10

chapters

\.-I 2 Handbook 10 Forms Alphabetical listing of AID
Forms included in Handbook 10

JI. Revised
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AID 1380-94 (4-77)

DEPARTMENT OF STATE PARTICIPANT TRAINING NOTICE
AGENCY FOR INTERNATIONAL DEVELOPMENT

OFFICE OF INTERNATIONAL TRAINING

SUBJECT REFERENCE NOTICE NO.

H8 10, CHAP, 1.C 89-4 11/9/88
FY 88 Training Notices CANCELLATION DATE

Pee- l of 3 P_gn

SUPERSEDES

The following is a list of training notices issued by aIT for
fiscal year 1988 which should be included in your Handbook 10:

88- 1 - Academic Participants Maintenance Rates 1987-88 Academic
year [Supersedes TN 87-7]

88- 2 - Implementation of New Participants Examination and
Certification Form

88- 3 - FY 86 and 87 Training Notices

88- 4 - Per Diem Rates for Mid-Winter Community Seminars
[Supersedes TN 87-9]

88- 5 - Academic Participants Maintenance Rates 1987-88 [Amends
TN 88--1]

88- 6 - Supplemental Allowance Rates to be provided students
living in student housing and participating in meal
plans [Supersedes TN 87-9]

88- 7 - Attendance at Mid-Winter Community Seminars

88- 8 - Changes in the HAC Program [Supersedes TN 85-10]

88- 9 - Academic Maintenance Rates 87-88 [Amends TN 88-1]

88-10 - A.LD. Participant Counseling [Super:sedes TN 85-2]

88-11 - Payment of Health and Accident Coverage [HAC] Premiums
for A.I.D. Sponsored Participants [Amends TN 85-11]

88-12 - U.S. Income Tax Responsibilities of Participant Trainees

88-13 - Accepting -Green Card- Holders as Participant Trainees

88-14 - Participant Visa Status

88-15 - Repatriation for Terminal Illness

88-16 Reduction of HAC Premiums

88-17 - Arrest or Detention of A.I.D. Participants
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88-18 - Participant Identification Number Assignment Procedural
Change

88-19 - Office of International Training New Telephone Numbers

88-20 - FY 88 Administrative Fees for OIT's Participant
Programming Agents [Supersedes TN 85-4]

88-21 - FY 88 Training Notices

88-22 - Reporting of Non-Returnees [Supersedes TN 87-16]

88-23 - HAC-Premium Payment/Claim Submission

88-24 - Out-of-State Tuition Waivers from Florida State
Institutions

88-25 - Programming for OTC/San Juan

88-26 - Academic Participants Maintenance Rates for 1988-89
Academic year [Supersedes TN 88-lJ

88-27 - OIT New Telephone Numbers [Supersedes TN 88-191

88-28 - Supplemental Allowance Rates to be Provided Students
Living in Student Housing & Participating in Meal Plan
[Supersedes TN 88-6]

88-29 - Not Issued

88-30 - Partially Financed Training

88-31 - Academic Participants Maintenance Rates for 1988-89
Academic year [Supersedes TN 88-26]

88-32 - Shared Housing

88-J3 - Correct Address for Submitting HAC Claims

88-34 - Replacement of Lost lAP 66A Forms

88-35 - Returning Participants to Training Following Medical
Evacuation

{}
~
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If you need copies of any of these training notices,
please send your request (including name, address and
number of copies) to:

Gwendolyn Outterbridge
Office of International Training
Rooll 214, SA-16
Agency for International Development
Washington, DC 20523-1601
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CHAPTER 1

INTRODUCTION TO PARTICIPANT TRAINING

PURPOSE OF PROGRAM

The AID Participant Training Program is a vital element of the U.S.
forei gn econanic assi sta nce progr'am. Its primary goal si nce its
inception in 1944 has been and remains the development of the human
resources potential of citizens of developing countries. The
Congressional mandate is to support:

II •.• to assist the people of developing countries in their efforts to
acquire the knowledge and resources essential to development and to
build the econanic, political and social institutions which will improve
the quali ty of the i r 1i ves. II

AUTHORIZATION AND POLICY FRAMEWORK

The authorization and policy framework for the Participant Training
Program is contained in two documents: the Foreign Assistance Act of
1961, as amended, and AID Policy Determination No.8 (Supplement lA).

1. ForeiEn Assistance Act of 1961, as amended (FAA)

The FAA contains the basic statutory authority for the Participant
Training Program. The following sections are of particular note:

a. Section 101, FAA -- Authority for training foreign nationals
of countries receiving U.S. development assistance is contained in
several sections of the Foreign Assistance Act of 1961, as amended, and
stems from the statement of general policy of Section 101 (a):

IITherefore, the Congress declares that a principal objective of the
foreign policy of the United States is the encouragement and sustained
support of the people of developing countries in their efforts to
acquire the knowledge and resources essential to development and to
build the economic, political, and social institutions which will
improve the quality of their lives. 1I

b. Section 105, Education and Human Resources Development -- As
one of the four major fiel ds of development assi stance, the development
of human resources is specifically authorized in Section 105:
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(l) "In order to reduce "illiteracy, to extend basic
education, and to increase manpower training in skills related to
development, the President is authorized to furnish assistance for
education, public administration, and human resource development.

(2)" ••• Assistance under this section shall be provided for
advanced education of people of developing countries in such disciplines
as are required for planning and implementation of public and private
development acti vi ti es. II

c. In addition, training is specifically authorized in the
following sections of the FAA:

(l) Section 103, Agriculture, Rural Development and Nutrition

(2) Section 104, Population and Health

(3) Section 106, Energy, Private Voluntary Organizations, and
Sel ected Development Acti vi ties.

d. In the case of Training in Africa, the FY 88 Continuing
Resolution created a Development Fund for Africa (DFA). For funding
purposes participant training is now under DFA instead of functional
accounts.

2. Policy Determination No.8

Policy Detennination No.8 of July 13,1983 (Supplement lA)
establishes AID policy for participant training fulfillment of the FAA
provisions. It states the purposes and uses of participant training,
describes types of training programs, and articulates certain areas of
policy emphasis such as providing opportunities for women, training
duration, etc.

The Agency's participant training administrative and program policies,
responsibilities, procedures, and reporting requirements are promulgated
within this AID Handbook. Except as noted, this guidance governs
training in both the United States and in third countries. This
Handbook is supplemented from time to time by Particie.ant Traini!!.9
Notices.

II

'. '''\.'.''\J

r ··.·'.'-'
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lC. APPLICATION OF HANDBOOK

It is AID policy that all AID participant training, no matter how
funded, managed or implemented, is subject to the pol icies, procedures,
and reporting requirements established by Handbook 10 and parti~itont

Traini~ Notices, except where specifically excluded by Hanaooo or
walvealn accoraance with Handbook 10.

10. DEF INITI ONS

1. par~i7i~ant -- a foreign national whose education or training is
fundearin or-sponsored by AID and takes place outside of his/her home
country. The tenn is a shortened fonn of "Partl"Ci"pant in Development. II

Foreign nationals traveling on invitational travel orders are not
participants (see Chapter 16 -- Travel and the Arrival Notice ~tem).

2. ParticiEant Trainin] -- the human resources development component
of a development proJect which m~ also include technical assistance and
commodities procurement, or the entire activity of a project which
trains foreign nationals outside their home country to fulfill the host
country·s human resources development objectives.

3. Partici~ant Training, Program -- the sum total of AID's worldwide
trainTng portr01To whlcn fs composed of all training conducted outside
host countries under all AID funding mechanisms.

4. Contractors -- for the purpose of this Handbook are:

a. organizations which are under contract with AID missions and
bureaus or host country government; or

b. recipients of grants from AID missions and bureaus; or

c. other Federal agencies under interagency agreements; or

d. host country government entities such as embassies in
Washington which are are responsible for planning and/or managing
participant training, including selection, placement, oversight and
follow up.

5. OIT Contractor/RSSA -- contractors and U.S. governnent agencies
under-contract to or otner arrangements with AID's Office of
International Training, with responsibilities for participants
essentially simil ar to those of contractors.
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6. Pro~ammi~ Officers -- employees of contractors and OITls
contractor7~ woo actually manage participants' programs.

7. Academic Partici~ants -- those who are enrolled in an academic
institu€1on wf"tli tne OTijective of obtaining an academic degree; e.g.,
A.A., B.A., B.S., M.A., M.S., and Ph.D.

8. Technical Partici~ants -- those whose training does not have an
academic aegree as an ODJective; training m~ be short courses,/~
on-the-job training, observation tours, or university courses without ,.
the objecti ve of a degree.

lEo DESCRIPTION OF PARTICIPANT TRAINING PROGRAM g
AID's Participant Training Program had its origins in 1944 with Latin
American participants whose programs consisted of on-the-job training or
observational tours desi gned to improve i ndustri al productivi ty. Later
under the Marshall Plan beginning in 1948, the focus turned to postwar
European reconstruction and expanded to include the use of educational
institutions and other privately operated training facilities.

The large majority of participants are mid-level professionals already
established in a career or occupation. The education and training they
receive in the United States provide them with greater technical skills
or a higher academic degree to better meet the challenges of development
in their own countries. Through their training in laboratories,
offices, agricultural or industrial settings, they use and become
familiar with American methods, technologies and equipment.

Short-term technical training generally consists of institutional or
observational programs, where participants have the opportunity to learn
about or observe first-hand the operations of their American counter
parts. These brief technical programs are also provided for top manage
ment, industrialists, educators, scientists, public administrators and
other key persons.

Undergraduate degree programs have been largely restricted to countries
with very 1imi ted numbers of coll ege graduates capabl e of pursu"j ng
advanced degrees and to special efforts to identify and train dis
advantaged segnents of developing countrysl population.

The Participant Training Program is largely decentralized. AID Missions
and regi onal and central bureaus i niti ate programs and projects which
involve training, determine the parameters of that training in concert

--------------------------------
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with the host governments, arrange for the selection of participants,
and determine the mode of implementation. Almost two-thirds of all
participants are managed by contractors under contract to Missions,
Bureaus and host governments. In some cases, host government entities
(e.g., embassies in Washington) manage participants without a U.S.
contrac tor.

The Office of International Training (OIT) has central leadership and
coordination responsibility for the PartiC"ipant Training Program. It
develops, for Agency clearance and approval, policies and procedures
which govern the program and are incorporated in this Handbook. On
request, OIT provides assistance to Missions and host countries con
cerning the development and management of participant training and main
tains various services for all participants such as health and accident
coverage and orientation. In addition, OIT through its contractor/RSSA
provides programming services to about one-third of all participants.

1F. REQUIREMENTS

All AID bureaus, offices and missions; other Federal agencies; AID
direct and host government contractors and grantees; host government
ministries, embassies and other entities; universities and other
organizations and institutions which have responsibilities for the
selection, placement, management and follow-up of participants as well
as other aspects of the Participant Training Program are required to
observe the policies, procedures and guidance established by the FAA,
Policy Determination No.8, and this Handbook.

16. SOURCE OF INFORMATION- -

Information on the Participant Training Program and guidance on the
application of the policies and procedures established by this Handbook
may be obtained from:

Agency for International Development
Office of International Training
Washington, D.C. 20523
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PARTICIPANT TRAINING

I. Introduction and Background

For more than three decades, AID has emphasized the training of
developing country scientists, technicians, administrators and managers as
well as the improvement of specialized training capacities in developing
countries. Such training is an essential component of AID's development
strategies in all sectors, complementing other forms of assistance and
continuing commodities or technical assistance have been expended.

"Participant training", as used here, refers to AID-sponsored training of
selected individuals in the U.S. or in other (third) countries. The more
generic term "development training" includes both external participant
training and training in local institutions. Where training is and "input" to
a project in the logframe sense, the term "project-related training" applies.

Participant training is a major, but not the only, means of assisting the
development of high-level skills and institutional leadership. Other methods
include:

technical or capital assistance for the development of local training
capacities, ranging from specialized short course training to
universities and technical institutes;

technical assistance to help countries establish local scholarship
programs and their own administrative and funding mechanisms for
external training;

technical assistance to strengthen institutional capacities for
assessing manpower demand and to improve personnel policies and
management practices affecting the utilization of trained personnel; and

encouragement of professional organizations, informal networks,
technical publications and information systems to keep trained personnel
current with developments in their field and to facilitate career
advancement and mobility.
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Purposes of Participant Training

AID policy encourages participant training for three purposes:

(1) staff development for AID-assisted projects;

(2) strengthening of key development institutions; and

(3) establishment of local training capacities.

Project-related Training: AID will support short-term and long-term training
as needed to ensure the effective implementation and institutionization of
AID-supported projects. The types and levels of training as well as the
number of trainees to be supported should be as determined by project design,
provided that:

a) the project is otherwise consistent with AID policy, CDSS and sector
strategy papers;

b) all costs of training are considered in assessing the
cost-effectiveness of the project; and

c) the training is coordinated and integrated with other essential
project inputs.

Where trainees are expected to replace or to function as counterparts to
technical assistance personnel (whether sponsored by AID or other donors),
project design must ensure that training is phased appropriately and
coordinated with the schedule for arrival and departure of such technical
assistance personnel.

Institutional Strengthening: AID will support training as needed to
strengthen key private and public institutions (see Institution Development
Policy Paper). The institutional priorities for training are determined by
CDSS and sector strategy analyses. Training may be provided under a general
participant training program, under a training program focused on a specific
sector or as a component of a project supporting a specific institution or set
of institutions.

t..·.·.'·.•l

\J

A broad range of training may be justified for specific institutions, provided
that the training contributes to specific strengthening objectives for those
institutions (e.g., improved management, research and development capacity,
logistic delivery). Those programs which are general or sectoral should focus
more selectively on the types and levels of training most Widely needed in key.,. '.•..•.
sectors. Institutional needs may be identified by: '--"
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a) institutional profiles identifying key technical or managerial
constraints to institutional functions;

b) assessments of manpower supply, demand and utilization;

c) assessments of the existing local training capacities.

Training of Trainers: AID will support training as needed in response to the
above purposes, AID Policy does not encourage:

general participant training which is not linked to specific development
objectives identified in CDSS and sector strategy documents. Policy on
training priorities is flexible, recognizing that needs will differ
greatly among countries and over time. However, the intention is to
discourage the use of participant training programs as general
scholarship funds.

training of teaching faculty in technical fields or disciplines not
judged by CDSS or sector strategy to be of developmental priority. The
range of fields in which training for teaching faculty may be justified
will be substantially broader than the project portfolio of the country
program. However, advanced training for teaching faculty should be
concentrated on fields which strengthen local training capacities of
development importance.

training which could otherwise be accomplished cost-effectively in local
institutions. Where training capacity exists in a local university or
technical institute, there will be a presumption that the training
should be accomplished locally. Further, where there is a substantial
need for training in any field in which local capacity is not judged to
be adequate, the presumption is that the first priority for external
training should be the development or strengthening of local training
capacity through faculty training and other means.

General Policy Guidance

The appropriate balance to be struck among the three purposes for participant
training must be determined in the development of the CDSS. The country
program as a whole, of which participant training is but one part, is expected
to support private as well as public sector activities and institutions as
well as such macro objectives as policy dialogue, reinforcement of
market-oriented development and the expose of key leaders to U.S. institutions
and practices. It is AID policy to measure the consistency of the participant
training programs with these objectives in terms of their strategic
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relationship to the approved CDSS, rather then by counting the number of
private sector individuals or acknowledged leaders included in the training
programs.

AID policy is to use participant training to address specific human resources
constraints to development, e.g., leadership for key institutions, teaching
faculty in priority development fields, key project staff. Long-term external
training is not in most cases a cost-effective response to general shortages
of high-level manpower or the need for on-going staff development and
in-service training. Therefore, AID policy is to discourage the use of
participant training programs as general scholarship funds and to encourage
the provision of participant training to meet specific needs as identified in
CDSS analyses, sector assessments, institutional profiles and project design
exercises.

Fields of study will be determined primarily by mission assessments of needs
as reflected in CDSS and project documentation. Project Papers in all sectors
should identify human resources requirements and implications as specifically
as possible, whether or not the purpose of the project Js human resources
development. Where training is required to ensure the availability of key
staff or counterpart personnel, the project paper should specify how the
training will be provided and should include the costs of training in economic
analysis of the project, whether provided as project-related training or under
an identified general participant training program.

All participant training programs are expected to provide opportunities for
women. AID affirms that all training programs are expected to give attention
to means of ensuring substantial participation of women. Where relatively few
women are expected to participate, there must be indications of initiatives
being taken to increase the number of women in participant training programs.
Indicators will include the following information:

1. number of men and women included in participant training program;

k.·.}".;
\"I

2. constraints to women's participation;

3. opportunities for enhancing women's participation;

4. strategies to overcome these constraints or make use of these
opportunities; and

5. benchmarks to measure progress in implementing these strategies.

Due to the rapidly rising costs of training, all participant training programs
are expected to be supported by thorough needs assessments and economic
analysis. Particular attention should be given to cost-effectiveness issues,
including: alternative modalities for training and personnel development;
incentives affecting the recruitment and retention of trained personnel; and,
provisions for recurrent salary costs. ~

~ Revised
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All feasible steps should be taken to ensure that AID-sponsored trainees
return to work (1) in their home countries and (2) in positions where their
training is utilized effectively. The timely return of trainees and their
continued employment in fields relevant to development (not necessarily
specific institutions or institutional roles) will be major criteria for
evaluations of training programs.

Where patterns of unsatisfactory return rates or subsequent employment are
identified, particular attention should be given to whether the needs
assessment and trainee selection processes are appropriate and to whether
project design and institutional assessments have adequately considered the
professional incentives and support systems needed to attract, retain and
utilize key staff effectively.

Specific Policy Guidance

Participant training supported under functional accounts other than
Section 105 (EHR) is expected to increase, through both training components of
projects and sector-specific staff development projects. Where the training
relates mainly or exclusively to development in a specific sector, the project
should be funded from the respective sector account.

The purpose of the general participant training programs is institution
development not otherwise supported by current sector projects. All
AID-assisted countries are expected to have access to a general participant
training program either as part of the bilateral country program or under a
regional or sub-regional program.

External training funded under the Section 105 account should be limited to
general participant training programs and to training as needed for EHR
project implementation. Where institutionalization of a technical capacity
(e.g., research, training, analytic or planning capacity) is a primary purpose
of the project, it may be appropriate to train more than the minimum number of
specialists to establish a "critical mass" and ensure a self-sustaining team.
Where projects include training for personnel additional to those expected to
be employed directly in the assisted project or more than one candidate for a
position, the project paper should specify the purpose for the additional
training and should include the social and economic impact of this training in
the economic and social analysis of the project.

Training in the U.S. should be limited to fields in which training is not
available locally, for which U.S. training is cost-effective, or which support
other strategic considerations such as the exposure of key leaders to U.S.
institutions and practices. AID has no implicit preference for one form of
training over another, but it does expect that the option of training more
cost-effectively in local or third-country institutions be explored before

~ relatively expensive training in U.S. institutions is recommended.
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Long-term academic training in U.S. institutions should be concentrated on
graduate training. Most long-term training for non-teaching managers and
technicians should be at the Master's level. Ph.D. training should be limited
to teaching faculty, researchers and scientists, and key administrators of
programs or institutions which employ scientists and researchers. In some
specialized technical fields a baccalaureate, associate degree or certificate
program may be appropriate. However, non-specialized undergraduate training
in U.S. institutions is not encouraged and should be supported only as a
limited and interim response for countries which have not yet developed local
training capacity at this level.

With a few exceptions, AID support for academic training in U.S. institutions
will be limited to three calendar years. Where it is anticipated that
individuals may need training for periods longer than three years, for example
to provide time for language preparation, alternatives should be considered
(e.g., providing language training and preliminary coursework in the home
country or a third country, non-thesis master's training, or completion of
thesis/dissertation work in the home country). Where no alternatives appear
feasible or cost-effective, exceptions should be justified in the original
PIO/P and may be approved on a case-by-case basis. The main basis for
exception is to provide a fourth year for completion and defense of a Ph.D.
dissertation. However, where training in the U.S. for longer than three years
is justified, a return trip to the home country should be provided in the
third year.

Continuation training involving more than one consectutive degree should be
anticipated in the original PIO/P. The main justification for such training
is where the first degree is incidental to enrollment in the second degree
program. Continuation funding for unanticipated additional degrees either
priviately, but the host government or by the participating university should
be firmly discouraged.

Local and external short-term training is encouraged, both as a means of
moderating the costs of training and as one of the most pedagogically l.....~.•~
effective ways of providing training relevant to specific needs. Short-term
training may include periods of internship and observation of relevant
institutions and enterprises as well as formal courses and workshops. Such
training may be particularly appropriate for individuals (key managers,
entrepreneurs, women) who cannot easily arrange time for extended study
abroad. Where there is a large or recurrent demand for short-course training
in specific fields, either in a single country or in a region or sub-region,
establishment of local capacity to provide such training on an on-going basis
should be considered.

;.~}

~
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Post-training followup and professional support should be anticipated, either
as a component of participant training projects or as a separate activity.
Examples of such followup include support for professional networks, alumni
associations or professional journals and information systems.

Technical assistance to establish local scholarship programs is encouraged,
either as a component of participant training projects or as a separate
activity, for example to assist countries with training needs assessment and
planning, or with the development of capacities for the external placement and
support of their own students on a continuing basis.

Supplementary Guidance on Private Sector
Training Needs

Reimbursable training programs, now managed as part of AID's Office of
International Training, will be encouraged both for the middle income
countries and as a means of facilitating training sponsored by the private
sector.

Private sector views should be sought and included in the assessments of needs
and the establishment of priorities. Where the trainees are expected to be
privately employed, the employers should playa role in trainee selection.

Privately sponsored training should be encouraged in those countries with a
significant private sector. AID support is appropriate as needed to assist
private sector training initiatives with logistic arrangements, external
placement, planning and assessment. However, the direct costs of local and
external training should be met by employers, the business community or the
individual to the maximum extent possible.

Privately-employed individuals and local employers of professional personnel
should have access to any local training programs, training support services
and follow-up professional services (e.g., professional organizations,
publications and information services) supported by AID

Private sector employment of AID-financed trainees is consistent with AID
development policy, provided that employment is in the country-of-origin and
in a field for which the training was originally justified.
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Where AID programs facilitate privately-sponsored training or include
privately-employed individuals in general participant training programs the
same guidance as for publicity sponsored or employed trainees applies with
respect to ensuring that privately-sponsored or employed trainees return to
their home country and to positions in which their skills are employed
effectively. Further, the training priorities for privately-employed
participants in AID-sponsored programs are expected to be similar to the
priorities for the country program as a whole.

Conclusion

It is AID policy to encourage the use of participant training to improve
national training capacities, ensure the availability of key project staff and
professional counterparts, and contr"ibute to the on-going process of improving
the technical, managerial and policy leadership of private and public sector
development institutions.

It is expected that participant training will expand, particularly those types
of training related to specific sectoral and institutional objectives. While
this policy guidance affords considerable flexibility to missions in
determining priorities for fields of study, types and levels of training, the
guidance required greater attention to the analysis of human resources
constraints in all sectors and to the development of cost-effective training
strategies.

Assisting countries to develop the managerial, technical and policy leadership
required to decide and implement their own development plans in an essential
component of AID's development strategy. To be fully effective as a strategic
investment for AID, it is also essential that the participant training
programs be related as directly as possible to the local processes of policy
dialogue, technology transfer and institutional development.

(s) M. Peter McPherson
M. Peter McPherson
Administrator

July 13, 1983
Date
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CHAPTER 2

TRAINING FACTORS IN PROJECT DEVEUFMENT

2A. POLICY

1. It is AID policy that training, as a component of development
proj ects, is to be desi gned to overcome i dent ifi ed human resource
constraints to successful project implementation.

"
\-I 2B.

2. It is also AID policy that AID missions in their sector-specific
training develop a "critical mass" of skilled persons who will be able
to initiate and implement specific development activaies and prepare
others to perform necessary development activities in the future.

REQ UIREME NTS

1. AID missions and bureaus are to train a sufficient number of
participants in the United States and/or third countries to ensure the
effective implementation and institutionalization of AID-sponsored
projects.

2. Tra i ni ng needs asses sments (see Chapte r 4 -- Tra i ni 11[ ~Jeeds

Assessments And Part ici,Pant Sel ecti on), are to be conductea-
COffioorativeTy-wldi' the Fiost country prior to or during project design
in order to establish the number of participants to be trained, the
type, level and location of their training as well as the availability
and general <J.Ialifications of the participant candidates (see Handbook
3, Project Devel~ment). The Office of International Training (OIT) has
preparea a Tralnln9. Needs Assessment Guide (TNAG), which can be used by
AID missions and nost countrles witn pr01essional assistance in the
conduct of training needs assessments at the national, sector and
specific level of the proposed project. The TNAG is avail able from the
OIT.

3. Training cost analysis (see Chapter 4 -- Trainina Cost Anallsis),
is to be employed by AID throughout the life or-~project to account
for training expenditures.

4. Participant "training, whether grant or loan funded, managed by OIT
or by one of several contractor options, is to be coordinated and
integrated with other essential project elements, especially where
train';ng is not the pr.imary focus of the project. A training
implementation plan and schedule is to be developed and agreed to by all
parties implementing the project to ensure that training begins and ends
on schedule.
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5. The costs of participant training are to be contained and training
programs and training components of projects are to be developed and
managed (by OIT or a contractor) to assure both quality and
cost-effectiveness.

6. When technical assistance personnel (e.g., Agency contractor staff)
are expected to replace or function as host country counterparts while
the counterparts are in training, the arrivals and departures of the
individuals concerned must be planned during project development to
ensure coverage.

PROCEDURES

In the conceptual stages of project design and the preparation of the
Project Identificati on DoclJTlent (PID) and the Project Paper (PP), the
AID mission (bureau in cases where there is no mission) and the host
country must consi der several key trai ni ng factors that will affect
project development. These training factors are:

1. Host Count~ Personnel and Assessed Trainin~ Needs

The nature and scope of the project will indicate the types and
number of host country personnel requi red at varyi ng level s of
competence and at different stages of implementation. A training needs
assessment, however, will establish the availability of existing skilled
personnel to implement and then maintain the completed project. The
difference between available skilled host country personnel of the
types, levels and numbers of personnel needed determines the participant
training components of the planned project.

If the technology required to implement the project is well established,
accepted standards of perfonnance competency may be readily avail able.
For new or unusual technologies, however, it may be necessary for a
specialist to conduct research in order to set a realistic standard of
performance and the type of required training. The availability of
training programs must also be established because, in some fields of
industrial and commercial activity, processes and technologies may be
closely held by U.S. finns or are proprietary in nature, thus limiting
the prospects of AID obtaining the desired training for its participants.

2. Categories of Trainin~

a. Academic Trainin~

Academic training is defined as a program in an accredited
institution of higher education leading to a degree. Degree programs
are normally at the graduate level, but associate and bachelor degree
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programs are appropriate when required. AID in Policy Determination #8,
ParticiEant Trainin.9, (Supplement lA of Chapter 1) limits a
parffclpant's acaaemic program to three years unless a longer period is
justified by the mission director. The completion of training and the
prompt return of the participant to the job in the host country are
required. Experience has shown that prolonged absence from the home
country lessens many participants' readiness to contribute to the AID
project for which training is undertaken. AID also requires that a
participant training program have a single degree as an objective,
unless a successive degree is justified in accordance with the following
cri teri a:

(1) the original program objective has changed and a
successive degree is necessary for the successful implementation of the
AID development project;

(2) the second degree is requested and justified by the host
country project personnel and the AID Project Officer and approved by
the mission director as appropriate to the project;

(3) the participant has completed the initial degree without
significant delay and the required successive degree can be obtained in
a peri od of time not prejudicial to the success of the AID project; and

(4) the participant is from a country with no~ificant

historl of non-returned2artici~ants. -- -

Authority to approve a successive degree rests with the mission
director. Where a known training program objective is actually the Ph.D
degree and obtaining a Master's degree is a precondition for acceptance
into the doctoral program, then the higher degree should clearly be
identified as the final program objective when the initial PIO/P is
prepared and the dual degree objective approved by the host country and
AID mission director. Program documentation should then also approve a
training period beyond the AID prescribed three-year limit. In such
instances, further funding for the Ph.D should be based on the
participant's academic standing and timeliness in completing the
Master's degree.

Only the mission director can approve a successive degree in accordance
with the preceding four criteria. A new PIO/P funding the Ph.D should
clearly state the justification. Bureaus and missions are res~onsible

for assuri n9. contractor com~l i ance wftFi Uie 'precedi n..9.

b. Technical Trainin.9

All training not classified as academic is considered to be
technical. Technical tra'ining may be in the fonn of observation visits,
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on-the-job training (OJT), special seminars or programs, and training in
an academic institution not leading to a degree. In the latter case,
such training is usually supplemented with observation or OJT programs.

(1) Observation Traininr is defined as scheduled visits to
facilities, frequent1y Tn severalocations, to learn a process, method,
or system through observation and discussion. Observation training
should emphasize the acquisition of development ideas, attitudes and
values.

Such training is often appropriate for middle and high-level officials
and others with substantial professional experience who need to be
updated or exposed to new ideas and technologies, but who cannot be away
from their jobs for extended peri ods of time.

Participant teams from a single country or multi-country teams with
homogeneous interests and level s of responsi bil iti es are often sui ted
for observation training.

(2) On-The-Job Trainiflg is defined as learning by doing a
specific task on the JOD t'Firougn personal side-by-side instructi on and
interaction.

On-the-job training is often combined with other types of training to
provide practical experience. If an OJT element is desired as a part of
academic training, it must be clearly stated in the PIO/P or train"ing
documentation. Sufficient time and funding must be included to provide
for this cooperative educational experience.

(3) ~ecial Seminars or Programs are defined as those created
to meet special, cTear1y aeTinea needS 5rj)articipants in a development
project. These frequently are tailored programs and can be costly,
sometimes extremely so, but highly effective when focused on a specific
development need. Due to the specialized nature of these programs,
significant development time is frequently required to prepare for the
training program.

Special programs may be provided by academic institutions, private
industry, vocational trainers, governnent agencies and others, but
should be evaluated to ensure they clearly meet the needs of the project.

3. Location of Trainin~

The purpose and objectives of the planned training as well as its
quality and cost must be considered when making decisions on training
facil ities and locatiof)s. The estimated costs to AID and the host

"W



AID HANDBOOK 10

Trans. Memo. No.
10: 108

Effective Date
Sept. 1, 1988

Page No.
2-5

2C3
countr~ for usi n..9 such fac'j1 ities and locations must be carefull.x .
we ijne our1 n~'prorect aes~n. Essenti ally, tnere are th ree focati on
cnolces: D.~ trafning, thlrd country training and in-country training.

a. U.S. Trainin~

U.S. training offers a number of advantages. Foremost among
these is the large array of schools, colleges, institutions and training
institutions that offer a broad selection of technical subjects and are
willing to accept AID participants. In the area of science and
technology, and particularly where advanced degree study is for persons
who may have major impact on their country's development problems,
American pre-eminence in technological training and education argues for
programming in the United States. The positive long-range political
benefits of a participant's exposure to U.S. culture, concepts,
i nstituti ons and products is al so a decided benefi t.

U.S. training need not be costly and the value of an appropriate
training program combined with exposure to the U.S. must be weighed
against possible savings in the use of an institution 'in a third country.

b. Third Count~ Trainin~

Appropriate training may be available from an education or
training institution located in a third country. Some of these
institutions are international in character and some are regional. A
number were created and are supported by the Uni ted States. Such
institutions can provide high quality instruction at generally less cost
to AID, particularly where savings may be made in airfares. While third
country training is usually less costly than training in the U.S., it is
almost always more costly than training in the home country. Possible
si tes for thi rd country trai ni ng must be eval uated as to whether a more
appropri ate level of technology and experi ence can be obtai ned there
than in the U.S. Training in a third country may be more "appropriate"
than U.S. training when there are similar conditions in the host country
and third country; technology acquired in a third country may be more
easily adapted to the host country; and language, customs and the
implementation of solutions to problems are very similar.

However, the very similarities between a third country and the host
country may reduce the chance of the participant's obtaining innovative
solutions to development situations, and most certainly an exposure to
U.S. attitudes and U.S. way of life will be lost. There also may be
camnunication and cultural difficulties associated with the third
country and the participant which diminish the effectiveness of such
training. Training program management m~ also be burdensome if there
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is no AID mission or a contractor representative in the country of
training to provide support to the participant during the program.
Based on the above criteria, third countTl traini~is not to com~ete

with training in the United States lsee ~apter 8 -- Tnird ~ountrl
iralnf!}9).

c. In-eount~ Training

When appropriate educational and training institutions exist
in the host country, all or part of the training component of a project
can take place in-country. Such training is especially appropriate for
short-tenn programs "in vocational or technical fields; for persons who
are unab1 e to leave the host country; and for persons who are not
qualified in English or the language of a third country.

It should be noted that in-country training is not bound by the
procedures in Handbook 10, Partici.Eant Trainin,g7'Since by definition
persons training at home are nor-n particlpants. 1I

d. Varied Trainina Locations

AID projects have often made effective use of two or three of
the preceding sources of training in project implementation. During
project design, the AID mission and host country should consider how
in-country, third country and U.S. training m~ be combined to reinforce
each other. For example, in-country training m~ precede participant
training, provide continuing education, augment overseas training or
substitute for overseas training. Third country training m~ provide
observational or field experiences to supplement U.S. or, in some
instances, in-country programs, and m~ also be a substitute for more
extended U.S. study when there is an accredited educational or training
institution in the third country.

4. The Project Training Plan

The implementation and timing of any project involving participant .+
training must be fully and carefully planned by the host country and the
AID mission. A project training plan and an implementation schedule
should be collaborative1y prepared so the project's training is
coordinated and integrated with all other essential project elements.
Even when participant training is the sole component of a project, a
carefully prepared and realistic training plan must be developed by the
AID mission and host country. The number of participant training
programs required, the sources of training, the categories of training
as well as the time required to prepare persons for participant training
and then reintegrate them into the project on return home can affect the
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length of the planned project. The following aspects, in addition to
the factors al ready noted, should be considered when devising a project
training plan:

a. Availabilitl of ParticiBant Candidates

Candidate availability should be explored via training needs
assessment. Guarantees that qualified persons will be available to
undertake the required train"ing are absolutely necessary. Too often in
some countries and some projects, the actual availability of participant
candidates is not realized. The timely departure and return of
participants can be the most critical element in determining the
viability of a project. In sOOle develolJlIent fields, taking a few
skilled people away from their jobs to receive needed participant
training can create hardship in the host country organization, or there
may prove to be no suitable candidates available during implementation.

When the availability of participant candidates is found to be a
constrai nt, it may be necessary to structure the project into phases;
repl ace persons sent overseas for training with expatri ate technical
personnel; or consider a separate project to prepare a significant
numbe r of pe rsons to be trained in the needed fi e1ds in adva nce of the
pl anned project.

b. Leadtime for Selection and Pre~aration of Partici~ants and
Tne i r P"rog,rams

Project design and implementation must take into account the
leadtimes needed to sel ect and prepare participants for overseas
training as well as the time required to arrange their individual
training programs. The selection of participants from among available
candidates can be a time consuming process for both mission and host
country officials (see Chapter 4 -- TraininaNeeds Assessment and
Selecti on of partic~ants). Many particlpants requl re fn-country
train1ng to improve herr English language proficiency skills or to help
them to overcOOle other skills deficiencies before they are ready to
begin their training programs (see Chapter 12 -- E"91ish Langua]e
Training, and Testi!!.9). In addition to these time factors 1n tJie host
country, ~ersons responsible for the...Elannin9..and manag,inJJ of the
ro ram in the ].~. or thfra countr must nave sUfTlcient~eadtlme to
eve 2.e t e tra1 n1~roram see apter -- rOJect m~ ementat1 on

lfraer/Particfpants VOl!) and Su'pplemental Documentation •
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c. Reintegration and Follow-~
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The training implementation schedule for a project should
allow for sufficient time after participant training and prior to the
Project Assistance Completion Date (PACD) to enable the participants to
return home and resume their positions. This practice is necessary
becau se experi ence has shC1tln part ici pants who return close to, or after,
the PACD of the sponsoring project frequently experience significant
reintegration problems, including misunderstanding of project goals,
exclusion from the host country team on the project and/or the actual
loss of jobs. Only by all owi ng part ici pants to return duri ng the 1ife
of the project can the adaptation of their knowledge, skills and
attitudes as well as team-building be effectively accomplished. All
participant training should be completed no later than six months prior
to the end of a development project in order to allow for ade~ate

rei ntegration "j nto the project. On completion of the specifi c
development project, the mission is to continue to support some
participant follow-up activities for each participant who trained for
three months or longer (see Chapter 35 -- Follow-Uj?).

The effectiveness of participants (and their reintegration on return)
can be increased if they fully understand the goal sand objecti ves of
the AID project that sponsors their training. Special effort should be
made by project personnel during overseas training to keep participants
advised of project activities.

Participants sponsored under general training projects and recipients of
scholarships or fellC1tlships generally require greater assistance on
return than participants returning to more structured technical
development projects. r~any persons who are sent for undergraduate
degrees are supported by regional or mission general training projects.
These participants fre~ently depart for training without an existing
position to assume on return, without civil service or professional
standing and without significant prior work experience. They
potentially face the greatest risk of reintegration trauma and the AID
project and host country or cooperating entity should carefully plan in
advance to provide counseling and guidance on return and assist to the
extent possible in securing an ade~ate position.

5. !1~a~ment of the Particie.ant Training, Program

All AID projects are to be designed with a concern for project cost
and appropri ate method by whi ch the project is to be managed. The
Project Officer, in collaboration with mission training personnel, other
techni cal officers and host country counterparts must decide what
management mechanism will be most effective and what elements in the

.,
~
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participant training process (whether or not participant training is the
sole component of the project) will be handled by the AID mission, the
host country, OITls contractor/RSSA and/or an organization contracted
for the mission or host country. While contractors now implement nearly
all AID development activities, it is not always necessary that the
participant training component be implemented by the technical
contractor. Handbook 10, Parti ci e.ant Trai ni!!9, requi rements must be met
and must be consi de red when se1 ectfng tFie means and extent of management
requi red.

A determination of how to implement the planned project and what is
entailed can be made by using the worksheets contained in the Training
Cost Analysis (TCA) (see Chapter 5 -- Trainin9.._Cost Ana1fsis). The TeA
was deve1QEed for exact1~ this .Eu~ose. TFle TeA wn, lie p missions
CTetennlne whetFler tliere 1S a neea or contractor services, what kind and
to what extent, and the cost of the participant training.

It is important that mission and host country personnel responsible for
project design and implementation understand that AID is responsible for
all participants, whether their programs are to be managed by a) OIT; b)
contractors of the mission, host country or AID Washington; c) host
country entities; or d) organizations with cooperative agreements or AID
grants (see Chapter 3 -- AID j'~ission and Project Officer Rese.onsibi1it*
for ParticiQant TraininJJ). lSarticlpants are not to De programmea fn t e
ITnfted S"tates witliouf an organi zati on in the U'3. assumi ng
responsibility for their training and well-being and to complete the
reporting to OIT required by AID.

To make the di sti ncti on between On-managed and contractor-managed
training, the following tenns are used:

a. Direct traini~ -- which is initiated by the mission, dealing
with the host country a~ assigned to OIT for implementation in the
United States. Funds for direct training are obligated by the Project
Implementation Order/Participants (PIO/P.) OIT is the sole office in
AID Washington responsible for authorizing expenditures against a funded
PIO/P. OITls contractor/RSSA develop and manage the U.S. training
program on behalf of the mission and host country;

b. Contract traininJ} -- which is managed through a contractor to
AI D or to tne miss; on or "Fiost country under AI D fundi ng. In all
contracts, grants and other instruments, the mission is responsible for
assuring that the participant is made fully aware of AID sponsorship and
that the follOWing clause is included and the contractor made familiar
with the responsibilities incurred:
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"Participant training elements of this project will be accomplished in
accordance with the policies, procedures, alll1t'lances, guidance,
reporting requi rements and other requi rements of AI D Handbook 10 -
Partici.eant Trainin.9."

c. Host countrt mana3ed -- which is managed by a host country's
entity, the Fiost countryrs emoassy "in the United States or country(ies)
of training and/or a contractor responsible for placement and monitoring
of the participants. All requirements of Handbook 10 apply in such
instances and whether or not there is in fact a contractor, the
requirements normally handled by a contractor must be assumed by the
host country.

The project officer and mi ssi on (or bureau) are responsi bl e for ensuri ng
that Handbook 10 is adhered to during project implementation regardless
of the type of contractor who manages the participant training.

6. Assi stance With Project Desi.9n

For projects which are solely participant training or which have a
significant training element, the development of the training component
and project training plan m~ require outside professional assistance.
If this is necessary, assistance m~ be requested from the Office of
International Training. '. "',\tttfI

;, •. '"'.''"\
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CHAPTER 3

AID MISSION AND PROJECT OFFICER
RESPONSIBILITY FOR PARTICIPANT TRAINING

3A. POLICY

1. It is AID policy that an officer be designated in each AID mission
to oversee management of the participant training portfolio and the
preparation and maintenance of the Country Training Plan. This officer
may be supported by a participant training specialist(s); and when
warranted by the level of the participant workload, a training office
may be establ i shed.

2. It is AID policy that all mission and bureau project officers with
a participant training component in their projects be responsible for
the appropriate and effective management of the participant training in
accordance with Handbook 10, ParticiEant Trainin].

3. It is AID policy that all AID-sponsored participants, no matter how
funded or how their training is managed, are to be documented in
accordance with the requirements of this Handbook, its supplements and
the ParticiPant Trainin9...Notices, and are to be promptly reported to OlT.

V 3B. DEFINITIONS

1. Partici~ant Trainin9 Specialist (PTS) -- a Foreign Service National
(FSN), tfll ra country natlonal or personal""" services contractor of an AID
mission who has responsibility for the management and implementation of
participant training, also known as the training officer.

3C.

3. Countrl Traini~Plan (CTP) -- a comprehensive AID-host country
plan tnat provioes inlormatlon about training needs, resources and
constraints with a five-year projection of training activities
(Suppl ement 3A).

REQUIREMENTS

1. AID mission directors are to ensure that all mission personnel and
their host country counterparts understand that AID is responsible for
the participant training programs for all participants sent from the
host country and that training for these individuals is to be in
accordance with this Handbook, however the participants are financed.
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2. AID mission directors have the authority which m~ not be
rede1 egated: -

a. to waive part or all of the requirement that the host country
pay the i nternati ona1 travel of part ici pants;

b. to authorize consecutive academic degrees and programs of
longer than three years when such are justified;

c. to establish third country maintenance rates for participants
sent by other missions to study in the host country; and

d. designate a primary and alternative position (both U.S.
citizens) to be responsible for the control, preparation and signature
of IAP66A Certificate of Eligibility for Exchange Visitor Program (see
Chapter 14 -- Visa Requirements).

Further, mission directors are personally responsible for the
appropriate conduct of follow-up for returned participants and the
annual reporting of these activities to OIT (see Chapter 35 --
F011 O\'i-u.E).

3. AID mission directors are responsible for designating an officer in
the mission to oversee the management of its participant training
portfolio. This officer is to ensure that every participant training
progr~n is conducted in accordance with this Handbook.

4. A mission officer is responsible for the participant training
program in countries where the administration of the participant
training program has been transferred to the host government or to a
local institution accredited by the goverl1Tlent. The mission officer is
to maintain liaison with the host country entity and ensure all AID
participant training requirements, documentation and reporting needs as
set forth in Handbook 10, Partici~ant Traini~, are met.

3D. PROCEDURES

1. Mission Structure for Partici,Qant Tra"inin,g

a. Each AID mission is to designate an officer to oversee the
management and implementation of the participant training program as set
forth in the Country Training Plan (CTP) (Supplement 3A). Although this
individual may be a Human Resources Development Officer, Development
Training Officer or Education Officer (all AID Backstop 60), more likely
the individual will be drawn from another administrative or technical
area. It is important that the designated officer understand that, just
as participant training can be a component in any technical development
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project in any sector, his/her responsibility is cross-sectoral and
multi-project in scope. Participant training pol icies,
responsi bi1 ities, procedures and reporting requi rements apply to every
AID-sponsored participant no matter how funded or how their programs are
managed. The officer designated as responsible must be prepared to
devote substantial time and effort to the implementation of this key
element in AID development assistance.

b. It may be advisable to establish a training office when a
mission's participant training portfolio, which consists of all
AID-sponsored participants (bilateral, regional and centrally funded),
exceeds a level that can be effectively managed by staff whose duties
are not exclusively focused on participant training. A training office
may be estab1 ished in a major 1ine or staff office, or because it will
have line and staff functions, may report immediately to the director or
deputy.

c. A training office is the focal point in an AID mission for the
administration of its participant training portfolio, liaison with host
country officials involved with overseas training programs, the
processing of participant training documentation, pre-program English
language testing, pre-departure orientation, program monitoring,
evaluation and follow-up. The training office is also the primary
repository of the mission's records of past and current participants.

Specifically, a training office will be responsible for or assist
project officers and the host country to do, the following project and
participant activities:

(1) Develop and maintain a Country Training Plan

(2) Proj ec t de sign

(3) Training needs analysis

(4) Training implementation plans and schedules

(5) Training location selection

(6) Training cost analysis

(7) Selection of participants

(8) English language testing and training

(9) Document preparation

(l0) Pre-departure orientati on



(11) Travel arrangements, clearances (including medical) and
maintenance advances

Page No. Effective Date Trans. Menlo. No.

3-4 Sept. 1, 1988 10: 108 AID HANDBOOK 1a

3D1c

ii ....·•.'.•~:

"""
(12) Program monitoring

(13) In-country research program arrangements

(14) Return notification

(15) Evaluation (including project evaluation)

(16) Follow-up activities

(17) Record-keeping

(18) Administration of third-country participant training in
the host country.

d. Training offices are predominantly, but not exclusively,
staffed by FSN employees whose positions are contained in the
Participant Training Specialist series (Handbook 26, Position
Classification=, PX and All ()tIances). The requirements of tne positions,
the mfnimum quaTflcations Tor candi dates, and preferences for pri or ...,,).. ~.'.'
work experience, educati ona1 background, English competence and other
skills (particularly excellent interpersonal skills), should be taken
into consideration when recruiting candidates from FSNs, third country
nationals or personal services contractors who will staff the training
office.

e. The Participant Training Management System (PTMS) is a
microcomputer system developed for missions by OIT and SER/IRM. The
PTMS is normally installed on equipment in the training office or easily
available to the training office's support staff. Amission using the , ••~
PTMS is able to plan its participant programs through 1ife-of-project; '-"
track training program implementation (pending, in-training and
returned); and produce foll ow-up reports and returned participant ..
directories. The software for the PTMS is available to missions from ..
on and SER/IRM.

f. on can, on request and generally at mission expense, arrange
for professional assistance to AID missions in establishing, expanding
or upgrading training offices and training staff. In addition, each
year OIT in coordination with the bureaus conducts a Participant
Training Workshop in the field or in the United States. Missions
wishing to nominate a candidate to attend a workshop or to request
technical assistance in the field should contact alT.
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2. Mission and AID/W Project Officer Reseonsibilities

All AID project officers are responsible for ensuring that the
participant training sponsored by their project{s) is appropriate,
cost-effective and in confonnance with the pol icies, requirements and
procedures of this Handbook. For all contracts which include
participant training, the project officer is responsible for assuring
that the contractor and host country counterparts are aware of Handbook
10 requirements and implement the participant training in an appropriate
marmer.
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SUPPLEMENT 3A

GUIDANCE FOR lliE DEVELOPMENT OF A COUNTRY TRAINING PLAN

3A-l Introduction

This guidance is to assist mission staff in the development of a Country
Training Plan (CTP). Further assistance in developing the CTP is
available through OIT on a request basis.

1. Pure.oses of the CTP

The CTP is to provide information about training needs and
resources in priority development areas and to present a five-year
projection of training activities for a mission. The primary utility of
the CTP is as a mission/host-country management document. It can be an
important planning tool for the mission director and program officer, as
well as for those more directly involved in training-related
activities. The CTPls potential benefits to mission management are
several:

a. it should stimulate mission staff to conceptualize training
acti vi ti es in an 'j ntegrated, long-term perspective because they must
project training activities five years in the future;

b. it should lead to better targeting with the host country of
training activities to address training needs in priority development
areas; and

c. it shoul d promote more effecti ve use of fi nanci al and human
resources through economies of scale, better coordination of support
activities, and more efficient management of trainees and training
resources.

In addition, CTPs can be used by AID/W to gain a broader perspective of
development training needs. The review of CTPs by PPC, regional bureaus
and OIT will permit examination of training needs across countries,
facilitate the development of more effective central and regional
training projects, and provide the basis for improved support services
to miss; ons.

2. Le'!9th of the CTP

The length of CTPs will vary considerably among missions based on
the size and scope of mission programs and the amount of relevant data
to be included. Except in unusual cases, ho~ver, the text of a CTP is
not to exceed 15 pages. Annexes and exhibits m~ increase the length.
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3. !.i.~!1..9 of the CTP

The CTP shoul d be prepared by the mi ssi on soon after the Country
Development Strategy Statement (CDSS) is prepared. It should be updated
every two years to be of val ue.

4. Scop~LTraj~~ctivities_to be Summarized in the CTP

The CTP should describe both participant (U.S. and third country
training) and in-country training activities. (Invitational travel is
not participant training.) The exact in-country training activities
which are included in the CTP should be decided upon by each mission.
However, the following standard is suggested: An in-country training
activity should be included in the CTP if the training uses
predetermined content for at least a one-day training session or
involves at least 10 trainees in equivalent training.

3A-2 The Comp<?.nents of a Country Irai ni n~':l an

The CTP is primarily a mission/host country decision document. The
information to be included should be used to show why various decisions
concerning training activities have been made. It is recognized that
some of the information presented in a CTP may be incomplete or of £"

unverifi ab1 e accuracy. However, trai ni ng deci si ons based on 1imi ted '\J
information are better than those based on no information. Furthermore,
the quality and quantity of such information may be improved when
subsequent CTPs are developed.

All CTPs should follow the outline presented in Exhibit 3A-1 unless
special circumstances dictate that alternatives are neectea:- The
contents of the outline are described below.

1• Introducti on

This section should include information on two topics.

a. USAIDls Priority Development Areas: The mission/host country
strategy for country development activities should be described
briefly. The strategy should identify sectors, subsectors and areas of
program concentration as specified in the CDSS and other documents
(e.g., sector strategy papers). Whether training is appropriate in each
priority development area should also be identified.
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b. Country Policies and Systems for Allocating Skilled and
Professional Labor: The host country's public and private sector
policies and systems for allocating skilled and professional labor
should be described briefly. For example, host governnent pol icy may
encourage skilled and professional workers to be employed abroad to
obtain remittances. Systems for allocating skilled and professional
labor may include public civil service systems, private labor pools in
key industries, or divisions of labor planning and utilization in
ministries of labor or commerce.

2. Trainina Needs and Constraints

The second section of the CTP, in two subsections, should describe
host country training needs and constraints to training in USAID's
priority development areas.

a. Training Needs: The first subsection should describe
training needs for skilled and professional labor in USAID's priority
development areas. Training needs are reflected in unfilled technical
and managerial positions and/or filled positions where existing
personnel require additional training.

To understand the nature of skilled and professional training needs,
discussion in the CTP should include information about several topics.
These include the relative concentration of skills in cities vs. rural
areas; general academic and experience qualifications required for
sk'illed and professional positions; unemployment and underemployment of
skilled and professional workers; influx of refugees, migratory workers
or specialty workers from sources outside the country who perform
skilled or professional work; and brain drain -- the loss of skilled and
profes si ona1 worke rs to sources outside the cou ntry.

Special attention should be paid to the demand for host country skilled
labor to work in future AID projects. A~ training that such
individuals require should be scheduled vlith sufficient lead time so
they are available to participate in key project activities.

b. Training Constraints: The second subsection should describe
factors that have constrained availability of sufficiently trained
manpower in the host country to achieve development objectives. One
factor may be host country policies and systems (or a lack of them) for
allocating skilled and professional labor as described in 3A-2,
Subsecti on 1b. If host country pol ici es and systems for all ocati ng
skilled and professional labor are a factor, that subsection should be
referenced here. Other factors may include the nature of public and
private host country institutions, cultural values and behaviors, the
need for remedial study prior to overseas advanced training, and the
need for English language skills prior to training offered in English.
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3. Trainin[ Resources

The third section of the CTP, in four subsections, should describe
all resources that are available to meet training needs.

a. In-country and Regional Training Programs Relevant to Training
Needs: The first subsection should describe training programs in the
host country and the region that are available to meet the specified
training needs. Special attention should be paid to the specific skills
provided by in-country and regional programs and to the capacities of
relevant in-country and regional programs. An informal assessment of < .~
the quality of those programs also should be made. ~

b. Other Donor Training Activities and Plans for Training in
Priority Areas: The second subsection should describe ongoing and
planned training activities by other significant donors in USAID's
priority areas. The extent to which USAID training activities overlap
with those of other donors shoul d be noted.

c. Recent and Ongoing Activities and Resources to Support and
Strengthen In-country Training Institutions and Programs: The third
subsection should describe activities undertaken in each of the last two
fiscal years and planned for the current fiscal year to support and
strengthen in-country training institutions and programs. Such
activities m~ include sponsorship of visiting professors in host
country training institutions, the development of cooperative programs
between the host country and U.S. training institutions, and the
provision of funds to host country training institutions for such
purposes as laboratory instruction or p~ing selected staff salaries.
For all such activities, Exhibit 3A-2 should be used to describe the
amount of funds (organi ze'Ol5.Y sector and by project). Funds for such
activities m~ be mission, regional or central project dollars, or local
currencies for such activities generated through ESF and/or PL-480.

d. Recent and Ongoing Activities and Resources to Train Host
Country Personnel: The fourth subsection should describe all
AID-supported training of host country personnel, including staff
members of host country training institutions, conducted in each of two
previous fiscal years and scheduled for the current fiscal year. The
descripti on shoul d "j ncl ude narrati ve as well as sLanmary data to be
entered in Exhibit 3A-3A for each project which includes training (with
projects groupea oy sector). For each of the five fiscal years, funds
allocated for the training of host country personnel should be provided
in Exhibit 3A-4 by the project (with projects grouped by sector). Funds
may fnvolve mission, regional or central project dollars, or local
currency generations. For missions utilizing the Participant Training
Management Systems (PlMS) software, this information can be obtained by
special programming.
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4. USAID's Five-Year Training Plan

The fourth section of the CTP, in four subsections, should describe
the five-year training plan for the mission.

a. Plans for Supporting and Strengthening In-country Training
Institutions and Programs: The first subsection should describe
mission/host country plans in the next five years for supporting and
strengthening host country training institutions and programs, excluding
the training of staff members from such institutions or programs.

b. Plans for Development Training: The second subsection should
describe mission plans for development training of host country
personnel for the next five fiscal years. The planned training of staff
for host country training institutions should be included in this
subsecti on.

Three exhibits should be completed. Summary information should be
provided in Exh'ibit 3A-3B on the estimated number of academic (A) and
technical {Tr=tralnrng starts by likely training location (i.e.,
"in-country, third country, and U.S.) for each project and proposed
project, grouped by sector, for each of the five fiscal years. Missions
utilizing PTMS software as a standard report will find this information
available on a monthly basis as a standard report on the PTMS.

More detailed information about training host country personnel may be
entered, if desired, in Exhibit 3A-5. For each proposed training
recipient or group of recfJ51ents n1 similar training is planned), the
plan m~ specify the content area of training, the type of training
(academic for BA, MS, PhD, etc. or short-term technical), the training
location (U.S., third country, and/or in-country), the amount of English
language training that will be required in-country and/or in the U.S.,
and the begi nni ng and end dates of trai ni ng.

Each of the data elements in Exhibit 3A-5 is important to the planning
of training. The number of trafnees, tne type and length of training,
and the training location all have important cost implications. The
beginning and end dates of training have implications for whether
trai ned host country personnel will be avail abl e for AID projects and
host country programs at the times they are needed. The provision of
appropriate English language training will influence both the timing and
effectiveness of training activities.

c. Management Activities: Plans for supporting the training of
host country officials described in 3A-2,Subsection 4b should be
discussed in three areas.
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(l) Sel ecti on and use. The pl an shoul d descri be general
procedures to be usea fn sefectlng trainees. Where known, the plan
should describe the level of education, experience, present positions,
etc. of those to receive training, special selection criteria, and
speci al sel ecti on procedures for part icul ar projects. The pl an al so
should describe how trainees are expected to be employed in the host
country after training.

(2) Management and sU~Qort. The plan should specify the
management modes to De usea for trafning and the in-country support
services to be provided. Training m~ be managed through OIT and/or by
contractors worki ng di rectly with the mis si on, regi onal bureaus, other
AID offices, or the host country government. In-country support
services m~ include selective orientation and language classes for
participants and follow-up activities such as newsletters or follow-on
technical or management courses and seminars.

(3) Monitori~and assessment. The plan should describe
mission-directea actlvi""t1es for monitonng and assessing training.
Monitoring should focus on how and when training activities are
implemented compared with the planned schedules for training as well as
keeping track of student progress. Assessment should concentrate on the
immediate and longer-term outcome of training.

d. Priorities for USAID Training Activities: The final
subsection of the training plan should identify priorities assigned to
the training activities described in 3A-2,Subsections 4a and 4b.
Train"jng activities should be ordered according to their importance in
helping to meet development objectives. This prioritization process
will facilitate program decisions should actual resources differ from
projections.

3A-3 The Process for Com....2..1etin9. the CTP

Two major activities comprise the process of completing a CTP: data
collection and training plan design. Each is described below.

1. Data Coll ecti on

The scope of data collection will be determined by the selection of
USAID's priority areas that involve training. The extent of data
collection will depend on the amount of resources incl ud'j ng time that
can be de voted to the proces s • The de ve1opme nt of a CTP does not
require that major training needs analyses be completed, althougn

"...•.... '.."\..
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missions m~ wish to conduct sharply-targeted labor supply-demand
studies as needed. Where resources do not permit coll ecti on of some
desired information, appropriate CTP subsections should identify such
information gaps.

If the mi ssi on contracts for the deve 1opment of the CTP or the data
collection portion, some initial work by mission staff can provide an
important foundat ion for contractors and reduce contractor ori entat ion
time. Documents in the mission that concern various topics to be
addressed in the CTP should be identified and gathered to serve as a
resource base. These include project papers, conference studies, and
human resource assessments.

To provide a context for contractors, other documents should also be
gathered. These include a mission organization chart; a list of mission
managed projects with training and identification of project officers; a
list of key contacts (with phone numbers) in relevant host goverrment
ministries, universities, and private sector organizations; and a list
of key contacts (with phone numbers) in other major donor organizations
that support projects in USAID's priority areas.

As an important early activity, Exhibits 3A2-3AS should be distributed
to project officers in the priorfty sectors. inese exhibits should be
used to obtain information on recent and current training activities
(for 3A-2,Subsections 3c and 3d) and planned training activities (for
3A-2,Subsections 4a and 4b) under ongoing projects and under projects
that have been designed but not yet implemented.

Exhibit 3A-6 presents a matrix of the relevant ClP subsections, the data
requlred to complete those subsections, and likely sources and methods
by which such data might be obtained. A typical data collection plan
for the CTP might involve:

a. a revi ew of project papers or mi ssi on sectoral strategy papers
that i nvol ve trai ni ng;

b. distribution of Exhibits 3A2-3A5 to project officers in the
sectors that involve trainIng;

c. a review of conference studies conducted by AID, other donors,
and the host country goverrment;

d. interviews with cognizant government officials in ministries
concerned with manpower;

e. interviews with selected industry and government personnel
officers;



Page No.

3A-8
Effective Date

Sept. 1, 1988
Trans. Memo. No.

10:108 AID HANDBOOK 10 f ... ·.. ··... '.·.a'\J

V;' '.."";:'

\J

f. interviews with selected individuals in ministries related to
key sectoral areas (agriculture, health, etc.);

g. interviews with officials of in-country training institutions;
and

h. interviews with representatives of major donor agencies.

2. TraininE Plan Desi~n

Once data collection is completed, the first three sections of the
CTP shoul d be drafted and 3A-27, Subsecti ons 4a and 4b shoul d be
documented in terms of ongoing and already planned mission/host country
projects. This information should be distributed to senior mission
staff, all project officers in those sectors with training, and host
government counterparts as deemed appropriate. Written comments should
be requested of all staff.

Using the preliminary draft as the point of departure, planning sessions
(which may, when appropriate, include host country counterparts) should
be held by sector to accomplish several purposes. These are: (l) to
identify additional support or alternate training of host country
personnel and training institution support activities beyond those
already prograrruned and planned; (2) to identify special trainee
selection and use plans for selected projects; and (3) to estab1 ish
priorities among proposed activities by sector.

The information gathered from each planning session should be added to
3A-2, Subsecti ons 4a and 4b. Pri ori ti es shoul d be de scri bed by sec tor
in 3A-2, Subsection 4d.

Management activities for training (3A-2, Subsection 4c) represent
implementation and planning considerations. Existing participant and
in-country training procedures should be reviewed in light of proposed
training. The subsection on selection and use of trainees should take
into.account.spec

l
ia1 char~cteristics idenl~ified in the plannin

l
g ~

seSSlons. FHal y, revislons to the pre lminary document shou d be made
based on written staff comments.

The entire document or at least the revised pages and the draft
five-year plan should be shared with senior misssion staff and host
country participants. A planning session with senior staff should
review the overall plan and to establish priorities across sectors.
Suggested additions and modifications as appropriate should be made
followed by distribution of the final document for mission (host
country) approval. The result of CTP may then be made available to host
country colleagues.

0:········'······i;~ ... .-/
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EXHIBIT 3A-3A
MATRIX OF SUMMARY TRAINING INFORMATION FOR TWO PREVIOUS AND CURRENT FISCAL YEARS

(Number of New Tralnee Starts)

Prey lous rv - Previous FY Current FY
Project HUllber and Hallie

_. -
'n-Coulltry 3n! Countl·y II.S. In-Country 3rd Country U.S. In-Country 3rd Country U.S.
A* T+ A T ,II T " T A T " T "

, A T A T

I

I

Total

-
1l"A""AcademlC~ +=leCnnlCal
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EXHIBIT 3A-3B
MATRIX OF SUMMARY TRAINING INFORMATION fOR NEXT FIVE FISCAL YEARS

(Number of New Trainee Starts)

FY FY FY FY FYProject Number
IR·(_I" ],4 (_I" 11.5. IR ·(.....lr, lr4 ( ......1" u. S. IR·(_I" Jr4 (OOtRI" u.s. •• ·(....lrr 104 (_tr, II.S. IR.to.t<, Jr, ("Rlr, 11.5.and Name A* T+ A , A , A I A , A I A , A , A , A , A , A , A , A , A ,

Total

*A=Academlc; +=Technlcal
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EX HIBIT 3A-1
OUTLINE OF A COUNTRY TRAINING PLAN (CTP)

1. Introduction

a. USAID's Priority Development Areas
b. Country Policies and Systems for Allocating Skilled and
Professional Labor

2. Training Needs and Constraints

a. Training Needs
b. Training Constraints

3. Training Resources

a. In-country and Regional Training Programs Relevant to Training Needs

b. Other Donor Training Activities and Plans for Training in Priority
Areas

c. Recent and Ongoing Activities and Resources to Support and
Strengthen In-country Training Institutions and Programs

d. Recent and Ongoing Activities and Resources to Train Host Country
Personnel

4. USAID's Five-year Training Plan

a. Plans for Supporting and Strengthening In-country Training
Institutions and Programs

b.

c.

d.

Plans for Development Training

Management Activities

(l) Sel ecti on and use
(2) Management and sup~
(3) Aonitoring and eva'fliation

Priorities for USAID Training Activities



EXHIBIT 3A-2
FUNDS FOR SUPPORTING AND STRENGTHENING IN-COUNTRY TRAINING INSTITUTIONS AND PROGRAMS

(in U.S. Dollars and Dollar Equivalents)

co
o......

O..CJ............
~

COx
:c l.JJ

Previous Previous Current Future Future Future Future Future
Project Number and Name FY FY FY FY FY FY FY FY

I
----... -- -- -- -- -- --

I

,

I

I

I
I

I

Tota 1



co
o........
O'<T
...... I

~
:EM
I-

~ .....
o ..c...........

..r:::.
a::lX
:I: W

EXHIBIT 3A-4
FUNDS FOR TRAINING HOST COUNTRY PERSONNEL
(in U.S. Dollars and Dollar Equivalents)

Previous Previous Current Future Future Future Future Future
Projec t Number and Name FY rv rv rv FY FY FY FY----- --- -- -- -- -- -- --
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EXHIBIT 3A-5
MATRIX OF DETAILED TRAINING INFORMATION FOR NEXT FIVE FISCAL YEARS

Beginning Date
If for Content Area End Pale

bber Conlent Area of Training TYlle of Tralnlnq - Trainl"'J locallllll - US. English language Training Tralnlllg (Hot In- for Conll!llt
of (e.!) •• !\!jronolllY) Acadelllic (e .g .• 3...1 rountry (St,ec ify), Is Rellll Ired eluding English Area

T.-all1l:es* OA, MS. l'hO) or In-[ounlry HOnths flOiillls1n~ language Training) Training
Short-Ter. Technical HonthlYeilr Honth/Year

tTl In-Country or Jrd COUI\

*A separate line should be used for each individual or group of individuals receiving identical training. The
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EXHIBIT 3A-6
H"l'RIX Of 11"'1"" HE~;lI!; "ND SIK;I:f,STEI) DATA SOUR(;r.S "OR CTI'

CTP SECtiON 11""1"" HE~;1I1::11 SlIURCI!S OF UII'f"

II. Vubllc end Prlvete Sector Policies I. I!"letence Slid e"tent of sovern_nt ayate.s for the I. I nlerv lewa wlth eteff nf sovern..nt .'nbUlee of
end Syst~a for IIllocetlnl SitU led effecllve ulU Izllllon uf eltllied IRbor. IRbor. co_rce .nd plRnnlns.
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2. Po.dtJOI'" wheee peeaent peeeon"el require adJIt 100el 2. HII"puver .nely.e.. pador..d hy AID. other donor. or
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4. Rev1eva of ".nt ode 1R Incal Re".p.por. end pro-
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~. Revl~w of ~'rt10n. of the CDSS.
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cui tunal pl"oble.s, hn8uese ek Ilia). 4. Intervle"a "lth selected Indust fy or Ro..erll_nt

perao..nel officers.

IliA. In-Country Treln1n8 I'f08 r... I. Typee of tl"Rlnlul pn'Rr..- which nre avaUable In I. Re"lev of educllt lOR end hu..n reeourcea se,'tor
the IdentIfied prIority ereee. aosess..nt ••
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l. Present end plRnned flltllre copnc11y of t fl.lnlnR Innt I tilt leH'S.
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.'",,1,,11111 per yeRr). Instltutlo"a.

4. 1"1",""1,,... wltlo offlclRls of the .Inlatry of educeUon.
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4A. POLICY

CHAPTER 4

TRAINING NEEDS ASSESSMENT
AND

SELECTION OF PARTICIPANTS

4B.

1. It is AID policy that participant selection be based on an
assessment of human resource availabilities and training needs conducted
by the mission, host country or both.

2. It is AID policy that sponsorship of participant training is
appropriate \-/hen "gaps" are identified between host country staff
competencies and required levels of knowledge, skills and attitudes.

3. It is AID policy that all AID participant training projects are to
give attention to ensuring substantial participation by women. Criteria
for selecting female participants are the same as for men.

4. It is AID pol icy that when requi red educati onal and trai ni ng
programs suitable to host country development are available in the
country, AID should not sponsor participant training unless the mission
specifically detennines that training outside the host country is
politically advantageous to AID, e.g., undergraduate education in the
Uni ted States.

5. It is also ~ID policy that each participant chosen for AID
sponsored training be selected in accordance with an appropriate and
open set of standards agreed to by AID and the host country. These
criteria are to be in confonnance with (a) AID-wide standards, (b)
mission and host country standards, and (c) project specific standards.

DEFINITIONS

1. Selection -- the systematic process of choosing individuals who are
to be AII5-sponsored participants in accord with selection criteria.

2. Selection Criteria -- standards which have been established for
choosIng 1 nafvlOual s as part icipants such as professi onal experi ence,
educational level, and employment status.

3. Training Needs Assessment -- an analysis of the k.nowledge, skill s
and attftuaes possessea DY inaividuals of a target group, i.e., a human
resources assessment, in order to measure whether there is a "gap" or
training need between existing competencies and required performance
levels. The target group may be individuals encompassed by a project,
an entire sector, or at a country level.
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4. Trainin[ Needs -- specific knowledge, skills or attitudes that an
indivIdual must acquire in order to perform a specific task or occupy a
position effectively.

4C. REQUIREMENTS

1. AID missions (and bureaus for countries where there are no AID
missions or where a project is to be centrally or regionally funded) are
responsible for ensuring that all AID-sponsored participants are
selected in accordance with one or more training needs assessments
conducted by the AID mission, host country or both. Handbook 3, Project
Assistance, requires that these assessments be made in conjunction wrrn
proJect aesign and development and updated as required during project
imp1erne ntati on.

2. Training needs assessments are to be conducted at the national
level where appropri ate, at the level of the developmental sector and/or
at the specific project level. Assessments are to determine whether
there are suffici ent numbers of trai ned personnel to adequately meet the
requirements of an AID-host country development project. When there are
not, part ici pant trai ni ng m~ be needed. The assessments shoul d
specifically determine that training can resolve these staff shortages
and identify specific types, levels and locations of training.

3. Specific or regularly scheduled assessments of training needs may
be conducted. These assessments, however, must represent the actual
needs of the target group as measured against realistic and priority
human resource requirements of the host country. The capacity of host
country educational and training institutions to supply needed training
should be considered along with ongoing public and private sector funded
education and training programs, other donor activities and workforce
attrition.

4. When training needs assessments are conducted, the mission director
must give special attention to the participation of women in
AID-sponsored participant training. Women should be selected for
training in fields in which they have traditionally had a lesser role
and in new fields generated by technological changes as well as those
they traditi onally occupi ed. Where few women are expected or ava'il abl e
to participate, the assessment must include a specific justification and
explanation of why greater female participation is not possible.

5. The selection of participants resulting from a training needs
assessment must be in accordance with criteria approved by mission and
the host country. These criteria are to be made known to all candidates
applying for sponsorship or being considered for participant training.

---~-----------------------~,--

•
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All criteria are to be in general conformance with the AID-wide criteria
set out in this chapter. They must be approved by the mission and host
country and, where appropriate, include criteria specific to an
individual development project. Each of these levels of criteria are to
be complementary.

4D. PROCEDURES

1. Trai!li ng, Needs Assessments:

Assessments of training are conducted in accordance with the
requirements of Handbook 3, Project Assistance, and in accordance with
methodologies established by Am ana tne tralning profession as a
whole. Specific guidance can be found in the Training, Needs Assessment
Guide (TNAG), which is available from OIT.

2. Selection of ParticiQants:

a. AID missions, working with host country and private sector
counterparts, agree on selection criteria which conform to AID-wide
criteria and meet the requirements of the country and, "in some cases,
the development project. These criteria are to be incorporated into
project agreements, contracts, and grants.

b. Selection criteria cannot be replaced by patronage or
seniority lists submitted by the host country (which are frequently
politically motivated rather than created in response to identified
development needs of the host country).

c. selection committees are effective mechanisms for reviewing
and choosing nominees. The committees are most effective when they
incl ude missi on, host country and private sector official s. Missi ons
should encourage host countries to assume the major role in the
se1ec ti on process.

d. Al ternate candi dates for trai ni ng shoul d always be selected to
sUbstitute for principal candidates who decline in order to insure that
an individual will be available to fulfill the development need being
met through participant training.

4E. SELECTION CRITERIA

1. AID-wide criteria for selection require that missions and host
countries ensure that nominees:
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a. are citizens and resi dents of the host country. Persons

holding citizenship or residency in other countries, including the
United States, are not eligible except in rare and extraordinary
circumstances with a waiver approved by the Director of OIT. NOTE: It
is AID policy that holders of "green cards" which pennit aliensto work
in the United States not be selected as participants because:

(l) they do not have to apply for a new vi sa to re-enter the
United States and, hence, AID would not have the leverage of possible
deportation or denial of access to the United States for two years to
persuade participants to comply with the Conditions of Training;

(2) the fact of holding a green card implies an interest in
living permanently in the United States rather than a strong personal
commi tment to return home and ut il i ze the trai ni ng; and

(3) green card holders can violate the Agency's policy which
prohibits employment during training except under very specific
circumstances and with the approval of the Director of the Office of
International Training.

b. possess maturity, emotional stability, and leadership
potential enabling them to complete training successfully in an alien
environment, away from family and friends.

c. are physically fit as evidenced by a medical exanination (see
Chapter 13 -- Pre-Dee,arture Medical Examination).

d. possess ade~ate English or third country language proficiency
to meet program requi rements, except in programs whi ch:

(1) include intensive language training in the United States;

(2) use interpreters; or

(3) are conducted in the nominees· native language.

e. have sufficient academic and/or other experience to meet
prerequisites that enable them to complete programs successfully.

f. have completed their military requirements or are exempt from
con scri pti on.

g. have not previously been trained under AID sponsorship outside
the host country (if so, justification is incorporated in the training
request). .
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2. Mission/host country and/or project specific criteria for selection
insure that nominees chosen meet those individual country standards
which are set by either the mission or host country and, in some
instances, the specific training or development project. (For example,
when selecting public sector candidates, the host government m~ have a
requi rement that sponsorship be provided only to official s who are
tenured and/or full-time employees. A project specific criterion m~ be
that each candidate be employed in a specific geographic region of the
host country, or agree to trans·fer, and/or possess proficiency in a
specific language in order to communicate with an indigenous population
in the geographi c area of the project.)

3. In addition, participants should be selected who:

a. have a clear understanding of project goal s and a strong
personal commitment to the planned training;

b. understand clearly that they are obligated to return home
after the training and work in a position where the training m~ be
effectively util ized; and

c. are fully aware of their responsibilities as participants (see
Chapter 18 -- Part ic'fpant Res.E0nsi bi 1i ti es).

While a nominee's training preference m~ be considered if it coincides
with identified development goals, the host country's development rather
than the participant's personal ambition is to be emphasized as the aim
of AID-sponsored training.
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CHAPTER 5

TRAINING COST ANALYSIS

SA.

5B.

5C.

POLICY

It is AID policy that the Training Cost Analysis (TCA) system be used in
developing training cost estimates, as part of the competitive bid
process, and to provi de standardi zedresponsi bi1 i ti es for participant
trai ni ng ac t i vi ti es by contrac tors.

DEFINITIONS

Traininivcost Ana1~sis (TCA) -- a project management system designed to
assist ID staff "in (Jetenni"ning what activities should be inc1 uded in
the participant training process, who should be responsible for each
part of the process, and what the estimated costs of the training
project should be. It is also designed for use in the competitive
proposal process by contractors. It requires contractors to use unifonn
definitions for training activities and to present cost proposals in a
standardi zed fonnat. By provi di ng a standard format for cost proposal s,
AID technical review panels and contracting officers will be able to
ident ify costs which are not consi stent wi th AID estimates a nd which are
not consistent with statements made in the technical proposal. As a
final step in the system, the TCA requires the use of a standardized
reporting system by contractors. This system will allow AID to
aggregate cost data and provide average costs for each segment of the
training process.

PROCEDURES

The system consists of several steps and suggests or requires the
completion of a variety of forms. A Glossary of Training Cost Analysis
Tenns, forms and detailed instructions for completion are contained in
Attachment SA.

1. Checklist of Activities: The Checklist of Activities allows AID
staff to lctentl"Ty an parts of the training process necessary for a
successful program and to assign responsibility to:

a. AID r~issi on

b. Host Country

c. Office of International Training (OIT)
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d. Contractor

e. Other

The checklist serves as a reminder to project designers so that no step
in the training process is overlooked. The checklist also provides the
basi c structure for a Request for Proposal (RFP) if it is detenni ned
that any part of the participant troaining activity is to be contracted
out. Once the checkl ist is completed, it is only necessary for the
project designers to enhance the descriptions of the activities and add
estimates of numbers of persons and person months of training before
incorporating the language into the project paper or RFP.

2. Trainina Cost Analfsis Budiet Estimate Worksheets: The TCA Budget
Worksneets provlae a re ativeTy slmple way for Am staff to project the
cost of a training project once the numbers of participants in each
activity have been estimated. As part of the education process, AID
staff using the system will be provided with data to assist in
estimating the training costs. See Appendix SA for sample cost
information for 2 and 4 year public colleges and 4 year private
colleges. These documents will be changed yearly by OIT. Missions
have been provided with a variety of books which also provide useful
cost data. Other data necessary to project costs are AlDis Participant
Training Notices on Allowances, which are regularly prOVided to AID
missions and AID contractors as supplements to Handbook 10, ParticiEant
Traini~.

3. Trainina Cost Analysis PrQEosal Worksheets: The TCA proposal
worksneets comp' etea oy contractors fo" owtnesame structure as the
bUdget worksheets prepared by AID personnel. The proposal worksheets
request the contractors to record costs in as few as 6 or as many as 40
categories. The number of categories required will depend on the
variety and complexity of the tasks outlined in the RFP. The basic
categories are Education and Training Program costs, Participant
Allowances, Travel, Health Insurance, Special Activities and
Administrative Costs.

In order to establish program and administrative costs that can be
compared, OIT has deter-mined that certain activities will always be
considered administrative and certain activities will always be
categorized as program. In the past, contractors who have elected to
provide the training service or conduct an orientation program using
their own staff have recorded these costs (salaries) as lI aan inistrative
costs. II Contractors who have purchased training or orientation programs
have shown those costs under IIprogram costs. II The fi rst case woul d
result in high administrative costs with low program costs, while in the
second case the reverse will be true. To allow for better cost o
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comparisons of training and related programs, contractors are asked to
cost program activities, regardless of who provides the service, and
show those costs under the program category. In this w~, similar items
are reported in the sane categories by all contrcctors.

(See Appendix 5A for infonnation on projecting administrative costs.)

4. RFP Cost Ana11si s Worksheet: Once proposal s have been recei ved by
AID in response to an ~, tFie nonna1 technical review will take place.
When the best and final competitive group has been identified, costs
will be recorded from each proposal on a single fonn so that comparisons
can be made among proposal s and with AID estimates.

5. Training, Cost Q..uarter11 R~orts: The final step in the system will
be the <J,larter1y reporting oy eacn contrcctor of their p1 anned versus
actual expenditures for the current period on a cumulative basis. In
addition, the contrcctor will be asked to report on planned versus
actual program months of service. This data allows the project manager
to know th rOlJgholJt the proj ec t if the moni es are be i ng spe nt as
predi cted.
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ATTACHMENT SA

TRAINING COST ANALYSIS

FORl\lS AND INSTRUCTIONS

The Training Cost Analysis is a management tool. Listed below are training project management elements

and those portions of the TCA that apply to each.

Project Elements TCA Components Form No.

PIDIPP Definitions; Checklist AID 1382-9 (6/88)
Budget Estimate Worksheet AID 1382-10 (6/88)
Budget Estimate Instructions AID 1382-10A (6/88)

PIO/P or PIO/T (RFP) Definitions; Checklist; AID 1382-9 (6/88)
Budget Estimate Worksheet AID 1382-10 (6/88)
Budget Estimate Instructions AID 1382-10A (6/88)

V Proposal Submission Definitions; Checklist; AID 1382-9 (6/88)
Proposal Worksheet AID 1382-11 (6/88)
Proposal Worksheet Instructions AID 1382-11A (6/88)

Contractor Selection Analysis Worksheet AID 1382-12 (6/88)

Project Management, Quarterly Report AID 1382-13 (6/88)
Cost Containment and Proposal Worksheet AID 1382-11 (6/88)
Cost Reporting Proposal Worksheet Instructions AID 1382-11A (6/88)

Monitoring and Reporting Quarterly Report AID 1382-13 (6/88)

V

'... j.''-'

AID 1382-9 (6/88) Page 1
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GLOSSARY OF TRAINING COSTS ANALYSIS (TCA) TERMS

u

u

Academic Training: A program, leading to an academic
degree, in an accredited institution of higher education.

Academic Up-grade: Specific training given to overcome
academic/technical deficiencies in a participam's back
ground in preparation for beginning a full technical or aca
demic program. This training can be given in the host
country, a third country or the U.S.

Administrative Costs: Those cost related to the manage
ment of participants, not the actual delivery of training.
These cost will include:

• Salaries
• Indirect Cost
• Subcontracts (for panicipant management

and related activities)
• Consulting Fees (for participant manage

ment and related activities)
• Equipment (expendable and capital -- not

used by the participants)
• Other Direct Costs (telephone, postage, sup

plies, equipment, word processing, com
puter processing)

• Overhead/General and Administrative
(G&A)

• Fixed Fee or Profit

Allowances: Allowances are those rates set by A.LD.'s
Office of International Training which cover maintenance,
per diem, and attendant costs of participating in an educa
tional program such as books, typing, professional mem
berships. etc.

Information on allowances is contained in A.I.D.'s Hand
book 10 which is updated through periodic release of
Training Notices. These are provided to Mission personnel
and contractors whenever changes are made to allow
ances.

Participant Training Notices on allowances are available
from:

The Agency For International Development
Office of International Training (OlT)
SA-16
Washington, D. C. 20523

Career Development: (See Follow-up and Career Devel
opment)

Training)

Counseling: Activities involved with assisting participants
to identify and resolve personal or training situations/prob
lems which are adversely affecting performance.

Documentation: The process of providing the \1ission or
A.LD. office with all relevant forms and information
needed to begin participant's programming and place
ment.

Documentation normally takes place in the host country.
The process includes the collection of information needed
to develop the PIO/P (including transcriptslTOEFL
scores) and the preliminary identification of traming op
portunities which best meet the training objectives.

NOTE: Health clearances, passport photographs, and
bio-data should also be collected at this time.

English Language Training (ELT): English language
training provided prior to, or in conjunction with, the pro
gram of study.

Enrichment Programs: Activities designed to provide
participants with cultural/social/educational experiences
geared to furthering their understanding of U.S. institu
tions and mores. These programs are conducted as an ad
junct to technical or academic training provided in the
U.S.

Equipment, Contractor: (See Federal Acquisition Regu
lations)

Escort Services: (See Interpreter and Escort Services)

Evaluation: The process of measuring the effectiveness
of a participant's training program in achieving the goals
.and objectives identified by the PIO/P. Tools used to
measure program effectiveness both during and after
training include post program language testing, on-site
training questionnaires and exit interviews and may extend
to long term assessments of the impact of the program on
the project/country.

Fixed Fee/Profit: (See Federal Acquisition Regulations)

Follow-up and Career Development: Activities which
build on the training experience and which are designed to
encourage and equip participants to remain professionally
involve in their field.

Consulting Fees: Consulting fees may be categorized into
two parts: (1) fees paid to consultants for providing train
ing; and (2) fees paid to consultants for assisting in some
phase of the management of participants, e.g., setting up
computer tracking systems.

Cooperative Training:
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(See Internship/Cooperative

Typical follow-up activities include: encouraging commu
nication among participants; publication of newsletters;
promoting membership in returned participant organiza
tions; promoting professional memberships/meetings; use
of host country follow-up in conjunction with a program
evaluation.



Fringe Benefits: (See Federal Acquisition Regulations)

NOTE: An average value of fringe benefits is approxi
mately 22% of total salary. This figure can serve as a gen
eral guide in assessing the reasonableness of the
proposer's fringe benefit package.

General and Administrative (G&A) Costs: (See Fed
eral Acquisition Regulations)

Health and Accident Coverage (HAC): An A.LD. self
financed health and accident system designed to provide
payment for most reasonable, usual, and customary medi
cal costs incurred by participants. All panicipants study
ing in the U.S. are to be covered by HAC. All contractors
managing panicipants in the U.S. are responsible for en
rolling their participants in th~ program. Specific guide
lines on HAC coverage are provided in Handbook 10. Pe
riodic training notices are provided to Missions and con
tractors when there are changes to the rate structure or
coverage. HAC coverage may not be replaced by any
other medical insurance in the U.S. even though there are
educational institutions that require enrollment in their
plans as well. (See Insurance, Other)

High-Level Teams: Groups of panicipants who are in
executive level positions in business, industry or govern
ment in their home country.

Indirect Costs: Costs that are incurred for common or
joint objectives and cannot be readily identified with a
panicular final cost objective. Typical examples are depre
ciation or use allowances on buildings and equipment, the
costs of operating and maintaining facilities, and general
administration and general expenses, such as the salaries
and expenses of executive officers, personnel administra
tion, and accounting.

Insurance, Other: (See also Health and Accident Cover
age.) Insurance coverage arranged for third country train
ing and insurance payments made to training institutions
in the U.S. that have mandatory insurance requirements.

Internship/Cooperative Training: Work experience that
is designed to enhance the skill the trainee is acquiring
through formal training. Paid work experience must be di
rectly related to the field of study undenaken by the
trainee or it is not allowed under the Immigration and
Naturalization Service rules.

Interpreter and Escort Services: Provision of interpret
ers, for shon-term training or observation tours, for par
ticipants who are not proficient in the language of the
country of training; also the provision of field program
managers (escons) to accompany high-level teams (which
see) on observation tours.

Mid-Winter Community Seminars (MWCS): Brief,
structured exposure to educational, social, and cultural
experiences. These activities are considered enrichment
programs but because they have base funding from A.LD.
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are as a line item for identification.

Monitoring/Reporting: Regular tracking and updating of
the status of the panicipant from time of arrival in the
U.S. to day of depanure. In this case status refers to aca
demic progress, visa status, acculturation, living situation,
financial matters, general health of panicipant, etc.

Needs Assessment: (See Training Needs Assessment)

Observation Tours (also Observational Training):
Scheduled visits to facilities in several locations to learn a
process, method, or system through observation and dis
cussion. Observation tours should emphasize the acquisi
tion of development ideas, attitudes, and values.

Orientation, Pre-departure: Activities designed to pro
vide panicipants with current and specific information on
what is to be accomplished in their training. Pre-depanure
orientation may include, depending on individual circum
stances: an overview of the social/cultural mores of the
U.S. (or other program country) to help reduce culture
shock; information regarding basic airpon routines of in
ternational travel. This orientation often helps establish
how a panicipant will respond/adjust to a U.S. (or other
program country) training/living experience. For purposes
of costing this activity, only a formal orientation session of
4 or more hours of direct participant contact should be
considered as pre-depanure orientation.

Orientation, Re-entry: The formal process whereby par
ticipants consider the physical, psychological, and profes
sional return to their country. For the long-term panici
pant, re-entry orientation should begin 3-6 months before
depaning the U.S.; for the shon-term panicipant, 1-3
~ prior to depanure. Re-entry activities can also take
place upon arrival in-country. In order to consider this a
discrete activity, it should be programmed to last a mini
mum of 4 hours.

Orientation, U. S.: Activities and information designed
to acquaint the panicipant with a broad picture of "life" in
the U.S. (macro-view) and to assist the panicipant in
functioning effectively in the specific city/community/cam
pus of the program of study (micro-view). The macro ori
entation will be most helpful to the panicipant as a general
reference point in understanding life styles in the pro
gram's geographical area; it should build on the pre-de
panure orientation and reinforce the participants sense of
well-being while away from home. The micro orientation
typically includes information on housing, shopping, food
preparation, check cashing, transponation, correspon
dence, and communication. Micro orientation also pro
vides an introduction to the training program and the par
ticipant's responsibilities. In order to consider this a dis
crete activity. it should be programmed to last a minimum
of 8 hours.

Other Direct Costs: (See Federal Acquisition Regula
tions)
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Overhead/General & Administrative (G&A): (See Fed
eral Acquisition Regulations)

Package Programs: Programs of training or instruction
where the payment made to the vendor includes the in
structional cost. supplies/equipment. and lodging. Some
package programs will also inc\ude board (food}. Both
types of packages are to be included in the line item
"Packaged Programs."

Participants: Foreign nationals sponsored by A.I.D. to
receive training outside their home countries, under
A.I.D. sponsorship. This may include those whose training
programs are funded by A.I.D. loans or grants, those un
der partial A.I.D. funding and those whose training is paid
for by other than U. S. resourd~s but are granted a visa to
study in the U.S. by A.I.D. As used herein. the term par
ticipant is a shortened title for" United States A. I.D. Par
ticipant," used since the early years of United States
Technical Assistance denoting a "participant in develop
ment." Participants' programs are managed either by OIT,
an A.I.D. Mission, and A.I.D. contractor. or a host coun
try.

NOTE: Foreign nationals on international travel orders or
financed under general support grants are not considered
participants.

Placement: The process of enrolling panicipants in the
selected training program and negotiating appropriate
courses or study programs.

Placement is a companion to Programming and is often
done at the same time. It may be necessary to modify the
training plan to reflect reality once the placement process
has begun. The student with less than adequate prepara
tion may have to begin at a more rudimentary level of
study than initially anticipated in the training plan. Be
cause placement determines the panicipant's training lo
cation. housing arrangements -- although technically pro
gramming -- are often made at this time.

Professional Enrichment: (See Enrichment Programs)

Profit: (See Fixed Fee/Profit) (See Federal Acquisition
Regulations)

Programming: The process of analyzing participants'
training/education credentials against the training goals
and objectives of the PIO/P.

Programming is a companion to Placement and is often
done at the same time. The Mission reviews and approves
the program. Programming agents may use a variety of
mechanisms to gain Mission concurrence. OIT program
ming agents provide the mission with a Training Imple
mentation Plan (TIP) and is suggested that a similar docu
ment be required from all contractors and Missions.

Reception Services: Meeting the panicipant upon arrival
in the country of training. Reception services should be
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provided at the ultimate destination and may take place at
the initial arrival point if it is determined that the panici
pant will need assistance with layover accommodations or
tra vel connections.

Recruitment: The process of identifying candidates for a
training program. Recruitment may be done using host
country mass media, host agency training announcement,
sUiff available under ongoing USAID projects, in-country
or home office consultants/staff or any other means avail
able to attract candidates.

Reporting/Monitoring: (See Monitoring/Reponing)

Salaries: (See Federal Acquisition Regulations)

Screening: The process of reviewing candidate applica
tions. interviewing panicipants, and making recommenda
tions for final selection. Screening may involve the use of
A.I.D. direct hire staff, contractor staff and/or local com
mittees. The screening process may require that prelimi
nary testing be done to assess the candidates' suitability of
training.

Selection: The process of choosing qualified candidates
for education. training, or observation tours. Selection ac
tivities include: developing selection criteria (e.g., English
language test scores); candidate interviews; candidate cre
dential reviews; shared cost negotiation for the proposed
training. Final selection approval is provided by A.I.D.

Short-term Training: (Also known as Technical Train
ing.) Training which is not designed to lead to the award
ing of an academic degree.

Social/Professional Enrichment: (See Enrichment Pro
grams)

Subcontracts: Contracts let by the prime contractor to
another entity for the performance of a segment of the
contract.

Technical Training: All tramlng not classified as aca
demic training. Technical training may take the form of
observational visits, on-the-job training (OIT) , special
seminars or programs. workshops. and non-degree train
ing in academic institutions.

Testing: The process of examining and/or evaluating, in
the host country. panicipants' skills and achievements for
the purpose of properly selecting participants and placing
them in appropriate programs. Testing may include the
SAT. TOEFL. ALIGU. GRE. and/or GMAT. depending
on availability within the host country. Testing of individu
al's English language skills is most frequently required.

Training Cost: Normally training costs refer to the COSt
of short-term programs. Academic programs may include
attendance at shon-term seminars. workshops. etc. and
those costs would be training costs while the balance of the
program cost would be included under tuition/fees.



Training Needs Assessment: Identification of country,
sector. or project-level training needed. Training needs as
sessments are done using country demographic informa
tion, interviews with host government officials and special
surveys. The Country Development Strategy Statement
and Country Training Plan should also be factored into
the assessment. A Training Needs Assessment should be
completed or consulted prior to developing any training
project or training as a pan of a technical assistance pro
ject.
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Travel Costs: Costs associated with international and lo
cal travel and with daily expenses while travel status in
suppon of a panicipant's program of study. Travel costs
do not include food and lodging as those are allowances
and are covered in a different line item.

Tuition Fees: Tuition/fees are the costs of academic pro
grams. Tuition/fees are normally provided on a credit
hour. quaner, semester, or yearly basis.
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Instructions:

CHECKLIST OF ACTIVITIES

IN THE PARTICIPANT TRAINING PROCESS

The following Checklist of Activities in the Participant Training Process is a listing of
some -- but not all -- of the components of a training program. Shown also are the key
agents (Le., Host Country, Mission, OIT, etc.) in the training process. The matrix thus
established allows the project planner to identify both the activities appropriate to the.
planned program and the agents involved in each activity. From this checklist, program
elements and principle agents can be identified. This assists the planner in including all
appropriate activities and denoting the responsible agent(s) for each. The program ele
ment identification should facilitate development of RFPs.

Note again that this is merely a partial listing. The program planner will find it a conven
ient starting point and format. However, additional program elements must be added as
appropriate for a complete identification of training components.

As this is a "checklist," place a checkmark following any activity relevant to the training
program being planned. Check each agent who will be responsible for part or all of that
activity. Add activities as appropriate and check each agent associated with those activi
ties.
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c:( ., CHECKLIST OF ACTIVITIES IN THE PARTICIPANT TRAINING PROCESS
U"l 0......
f- NOTE: This list is not intended to be comprehensive. Jt is instead a basic framework from
z: :E
LLJ f- which all appropriate training project activities can be identified.
:::E
:::I: ~

U 0
c:( ......
f-
f- ce
c:( :::I: PRE-PROGRAM Host Country Mission QIT Contractor Other

I. Recruitment, Including: to 0 0 0 10o Media advenisement and training announcements
o Visits to local agencies 0 01 0 0 0
o Preliminary interviews D 0 0 10 0

II. Screening & Selection, Including:
0 0 81 0 0o Developing selection criteria

o ELT language screening, testing. & other exams 0 0 0 01
o Applications 0 01 0 0 1 10
o Interviewing 0 0 0 0 0
o Reviewing credentials 0 0 0 0 D
o Commiuee 0 10 01 0 D

III. Testing (Host Country and U.S.), Including:
0 0' 0 0 0o TOEFLIALIGV

o Graduate Records (GRE) B 0 0 to Bo Scholastic Aptitude (SAT) 0 10 0

IV. Documentation (Host Country and V.S.), Including:
D 10 0 0 Bo PlO/P and hio data

o TranscriptS 10 B 0 0
o Test Results 0 0 [0 0
o Letters of reference D 0 D 0 0
o Medical exam (clearmce) 0 0 0 0 0
o lAP 66A (blue copy) 0 0 0 D D
o PDF - Establish record 0 0 0 D D

V. Programming (Host Country and V. S.), Including:
0 0 0 0 0o Analyzing credentials

o Selecting training institution D 0 0 0 0
o Developing Training Implementation Plan (TIP) 0 0 0 0 0
o Arranging for program termination and depanure D 0 0 0 0
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co
0
-' CHECKLIST OF ACTIVITIES IN THE PARTICIPANT TRAINING PROCESSex: ..

1.0 0,...., NOTE: This Jist is not intended 10 be comprehensive. It is instead a basic framework from
I-
z ::E: which aJ/ appropriate training project activities can be identified.
L.U I-
::E:
I
U 0
ex: ,....,
l-
I- ea
ex: I

PRE-pROGRAM (cont.) Host Country Mission OIT Contractor Other

VI. Placement (Host Country and V.S.), Including:
0 D D 0 0o Negotiating participant's enrollment

o Determining remedial training needs 0 D D 0 0
o Arranging housing and developing a meal plan 0 0 0 0 0

VII. Allowance Payments D D 01 0 0

VI1J. Pre-Departure Orientation, Including:
10 D D Do Administrative Orientation 0

o Cultural Orientation 01 10 0 0 0

IX. Training (Host Country and V.S.). Including:
D D D 0 0

o English Language Training (ELT)
o Remedial math/science training 0 0 0 0' 0
o Academic (long-term) training 0 0 0 0 0
o Technical (short-term) training 0 0 0 D 0

IN-PROGRAM

X. Reception Service, Including:
0 0 0o Meeting at international airport & transportation LO hotel 0 0

Xl. Interpreter and Escort SelOVices, Including:
0 0 0 0o Shon-term training or observation LOur 0

XII. Orientation, Including:
0 0 0 0 Do Cultural orientation

o Administrative orientation 0 D D D D
o Academic program orientation 0 0 0 0 0
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U a
~

......
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ex:: :I:

CHECKLIST OF ACTIVITIES IN THE PARTICIPANT TRAINING PROCESS
NOTE: This list is not intended to be comprehensive. It is instead a basic framework. from

which aU appropriate training project activities can be identified.

IN-PROGRAM (cont.) Host Country Mission OIT Contractor Other

0 D 0 D

0 D 0 0
D 0 D 0
D 0 D 0
D 0 D D

0 D 10 D
D 0 0 0
D D D 0

D D D D

0 D D' D D
01 D D D D

0 D 0 0 0,
0 10 0 0 01
D 10 0 D 0
0 D D 0 D
0 0 D 0 0

0 D 01 D Dl
0 0 D D Dl
D 0 0 D D
0 0 01 0 D
D 0 0 D 0

XV. Health and Accident Coverage (HAC)

o Arranging for mandatory health insurance coverage 0
XVI. Counseling. Including:

o Resolving personal problems that jeopardize program
completion

o Handling accidents and deaths

XIII. Monitoring and Reponing. Including:
o Regular panicipant contact D
o Reviewing Academic Enrollment and Term

Repons (AETRs) and technical examinations D
o Consulting with faculty D
o Reponing to CIT on Panicipant Data Form (PDF) 0

and Visa Renewal Form (lAP 66A)
o Reporting progress and financial status to A.I.D. 0

XIV. Enrichment Programs. Including:
o Supplemental experiences in U.S. related to technical field 0
o Mid-Wimer Community Seminars 0
o Other special programs D

XVIII. Evaluation, Including:
o Exit interviews
o Evaluation questionnaires
o Course evaluations
o Analysis of project eUectiveness
o Impact studies

XVII. Follow-Up (Host Country and U.S.), Including:
o Membership in professional organizations
o Newsletters
o Returned panicipant organizations
o Follow-up training
o Training utilization assistance
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Instructions:

BUDGET ESTIMATE WORKSHEET

ACADEMIC OR TECHNICAL COST

...Not All Activities Apply To All Programs; Select Only Those Items That
Are Applicable To the Proposed Program * *

General Instructions:

" 1. Use Budget Estimate Worksheet for all training pro-
Ugrams. For training projects ha.ving more than one training

. program (academic and/or technical) complete a Budget
Estimate Worksheet for each such program.

2. Prepare also a separate Budget Estimate Worksheet
for each~ of the training. Indicate the budget year and
contract period (in years) in the "Project Year" space
(e.g., "Project Year: ...1.. of..!.. years" for the first year of a
4-year training project).

3. Prepare a separate budget estimate for all academic
training and all technical training for the life of the project
(a 1Qllll academic and a 1mal technical training budget).

VIndicate .. All academic training" or "All technical train
ing" in the "Comments" space.

4. Make budget estimates in C.S. dollars.

5. Wilere further breakdollm is desired (e.g., In-Coun
try. U.S., Third Country), use the "Other (Mission Op
tion)" space or breakout such costs using additional copies
of this worksheet. Identify breakdown in "Comments"
space.

6. Specify the measurements used as "units" for entries
""" under "Unit Price" (e.g., S1150/seme~ter, S200/~.V S635/.IIl.QD.1h, S375/~, or S75/particjpam {for flat rate

items such as Professional Membership or Book Ship
ment}.

Specific Line Item Instructions:

Participant Type: Check the appropriate box in the up
per right corner of pages 1 - 4 to indicate whether the
budget estimate is for academic or technical training.

Participant Months: A measure of total participant
months for both academic and technical training provides

I,ja standard me.asure of the amo~nt.of training being pro
'-' posed or prOVIded. Compute thIS fIgure for each year of
" the project and for the project life. Enter the appropriate
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number in the space marked "Participant Months Pro-
jected (This Year) = _

Line I.A. Education/Training Costs: This line must be
completed for all training programs. Complete lines I.A.1
- LA.4 f.iI:ll. Then, enter the total number of participants
for the contract year being reported.

(NOTE: This figure will not always equal the sum of
"Number of Participants" proposed in lines LA.1 
LA.4.) Finally, enter the sum of the "Subtotal" amounts
in the "Total" space.

Lines I.A.I - I.A.4: Optional breakdown. The glossary
(see Glossary of TCA Terms) defines (1) tuitionlfees, (2)
training costs. and (3) package program costs. The "Other
(Mission Option)" category allows for special breakouts
(e.g., a specially designed observation tour for academic
participants for which a separate cost breakdm\"D is de
sired) .

For any of these lines, enter (a) the number of partici
pants to incur the cost, (b) the total number of cost units
{see item (6) under "General Instructions"} for those par
ticipants in the contract year being costed, (c) the unit
prices for each cost category, and (d) EducationfTraining
Cost "Subtotals" {i.e., (b) x (c), above} for each line.

Line I.B. Allowances: This line must be completed for
all training programs. USE CURRENT A.LD. AP
PROVED RATES. As was done for line LA, complete
lines LB. I through LB.IO llrll. then enter the sum of the
"Subtotals" for those lines in the "Total" space for line
LB.

Lines I.B.I - I.B.IO: Optional breakdown. Definitions
and approved rates for these cost items are contained in
Handbook 10 and Participant Training Notices (see .. Al
lowances" in Glossary). The "Other (Mission Option)"
category allows for special breakouts (e.g., books used in
English Language Training, ELT). For instructions on spe
cific column entries, foIlow instructions for Lines LA.1
through 1. A. ~.



Line I.C. Travel: This line must be completed for all
training programs. As was done for line LA, complete
Jines I. C. 1 - I. C. 3 Li.r.U. then enter the sum of the" Subto
tals" for these lines in the "Total" space for line I.C.

Lines I. C.l - I. C. 3: Optional breakdown. Definitions for
these cost items are contained in the Glossary. The "Other
(Mission Option)" category allows for special breakouts
(e.g., Third Country travel). For instructions on specific
column entries. follow instructions for Lines LA. 1 through
I.A.4.

Line 1.0. Insurance: This line must be completed for all
training programs. As was done for line LA, complete
lines I.D.l - I.D.3 firu., then enter the sum of the "Subto
tals" for these lines in the "Total" space for line I.D.

Lines 1.0.1 - 1.0.3: Optional breakdown. Definitions
and approved rates for these cost items are contained in
Handbook 10 and Participant Training !\'otices (see also
"Allowances" in Glossary). The "Other (Mission Op
tion)" category allows for special breakouts (e .g., Third
Country insurance coverage). For instructions on specific
column entries, follow instructions for Lines LA. 1 through
LA.4.

Line I.E. Supplemental Activities: This line must be
completed for all training programs. As .....as done for line
LA, complete lines I.E.l - I.E.12 fir,t, then enter the
sum of the" Subtotals" for these lines in the" Total" space
for line I. E.

Lines I.E. 1 - I.E.12: Optional breakdown. Definitions
for these cost items are contained in the Glossary (see Ap
pendix A). The "Other (Mission Option)" category allo.....s
for special breakouts (e.g., In-Country academic up
grade). For instructions on specific column entries, follow
instructions for Lines LA.l through LA. 4.

TOTAL PARTICIPANT COSTS: Upon completion of
sections LA. through I.E., total participant costs for each
academic training program are found by (1) summing the
"Subtotals" column and (2) summing the "Total" column.
The two figures thus obtained should be equal. If the sum
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of the "subtotals" does not equal the sum of the "totals",
an error has been made in the ca lculations. Figures should
be checked and corrected.

Line II.F. Administrative Costs: This line must be com
pleted for all training programs. Line II.F is the total of
the administrative costs on lines II.F.l - II.F.8. As was
done for line LA., complete lines II.F.l - II.F. 8 Lira.
then enter the sum of those figures on line II.F. This is
done for each project year. All project years are then to
taled to produce line totals for academic program adminis
trative costs. Adding the "Total" figures for lines II.F.l 
II.F.B produces the line II.F "Total." This number should
equal the line II.F "Total" obtained by adding line II.F.
"Year I" + "Year 2" + ... If the two numbers thus ob
tained are not equal, a calculation error has been made.
Figures should be checked and corrected.

Lines II.F. - II.F.8: Information regarding these admin
istrative cost items is contained in the Federal Acquisition
Regulations (FAR). While these are standard cost ele
ments. not all element' will be pre,ent in all project<. Cost
estimates are made at the level of detail deemed appropri
ate by the Mission. During the project budget estimate
phase. valuations of fringe benefits (II.F.6) are generally
not necessary. Such cost estimates are usually subsumed
under the remaining items (since consultant and sub-con
tract use are likely to be options proposed by the offeror/
implementor). For this reason. those lines items hare
been shaded on this .....orksheet.

Administrative cost estimates can be reliably made whIle
ignoring items II.F.2,4,6 (the value of fringe benefits be
ing included under" Salaries"). In shan. the cost elements
shown here for administrative costs are standard and spe
cific, but are more extensive than is required for a reliable
estimate. The user is encouraged to select from this form
only those elements that are necessary and useful. Item
II.F.B, "Other," can be used for specific breakouts de
sired by the Mission.

Total Training Costs: Summing the "Total" figures for
lines A - F (the six basic cost categories) yields yearly and
overall Total Academic or Technical Training Costs.



Instructions:

BUDGET ESTIMATE WORKSHEET

SUMMARY
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General Instructions:

1. Use Budget Estimate Worksheet to summarize pro
ject training costs for each project year and for the entire
project life. Data will be transferred from previously com
pleted budget estimates for all training programs.

V2. Two columns are to be .completed for Academic
'. ," Training data and two for Technical Training. In both

cases, the information required is (a) the number of par
ticipants budgeted for the cost item and/or category and
(b) the total cost for that item or category. These figures
are directly transferred from Budget Estimate Worksheet
pages 1-4.

3. Prepare a separate budget estimate summary for
each~ of the training. Indicate the budget year and
COntract period (in years) in the "Project Year" space
(e .g., "Project Year: ..1.. of ....:L years" for the first year of a

. 4-year training project).

V Specific Line Item Instructions:

Line LA. Education/Training Costs: From Line LA. of
all academic program budget estimate worksheets add the
"Number of Participants" numbers (for the year being
summarized) and enter this sum in the first data column
(" Academic Training --# of Part.") on Line LA.

From Line LA. of all academic program budget estimate
worksheets add the "Total numbers (for the year being
summarized) and enter this sum in the second data col
umn (" Academic Training--Item Cost") on Line LA.

Repeat the above two computations for all technical pro
gram budget estimate worksheets and enter in their corre
sponding spaces.

Add the "Item Costs" for Academic and Technical Train-

u
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ing (data columns 2 and 4) and enter the sum in the fifth
data column ("Line Total") on Line LA.

Lines LA.1 - L E.12: All remaining lines in Summary,
sections l.A.l - I.E.12, are completed in a corresponding
manner to items in Line LA as described above. For ex
ample, "Academic Training--# of Part." sums are com
puted by adding the "Number of Participants" figures
from all academic training programs for the corresponding
cost element. Likewise for all "Academic Training--ltem
Costs." All "Technical Training--# of Part." sums are
computed by adding the "Number of Participants" figures
from all technical training programs for the corresponding
cost element. Likewise for all "Technical Training--ltem
Costs."

TOTAL PARTICIPANT COSTS (Academic & Techni
cal): The yearly total of participant costs can now be com
puted. Enter the project year (or write "all" for the total
project) in the "Year __ .. space. Add lines 1.A.
through I.E. and enter the total in the "TOTAL PAR
TICIPA!\'T COSTS (Academic & Technical)" space.

Lines II.F. - II.F.8: Budget Estimate Worksheet page 8
is identical in format to Budget Estimate Worksheet page
4. To compute the value for any cost space on the Sum
mary sheet, add the corresponding values from pa ge (s)
and enter that sum in the corresponding space on the
Summary sheet.

TOTAL TRAINING COST (A+B+C+D+E+F): Values
for each of the five spaces on this line are computed in a
similar manner. For Year I, add the "Item Cost" figures
for elements A-E, Year 1. To this subtotal, add II.F, Year
1 (Administrative Costs). This sum is the total training
cost for Year 1.

Compute totals for other years in a similar manner.



BUDGET ESTIMATE WOnKSHEET: Academic or Technical Costs
§ Training Cost Analysis (TCA) 0 Academic

~ 0 ""SEE" Instructions: Budget Estimate Worksheet""" 0 Technical
~ ....... --=P~RO~JE~C~T=-::T:':":Il~'L~E::-' ----------------------------T"':'p:-;:R~O:-;j';':'E"7:CT~N7.U~M:7.';B-;::E~R---------;-~PR~O:":'j":":E::-:C;:::T~Y~E~A~R=;.;.;.;;.;;.;..--
z::o:
WI- __ Of __ Years
?e ~--:P,.-R-:O-j-=-E-:CT=-:-\-:V=-RI=-=T::-::E=-=R----------------------------t-:P=-A:-"CR;::T=:I~C:7'1 P=-A:-"CN:-7T=-:M-:O::::7N:=T:7'H:"'::S:-CP;::R::-CO=-j:"'::E:"'::C"'T=-=E=-=O:---+-:O=-A-:T="e=-=B-'-U""O:-:G=-=E=-=T=-='PR:-E="P:-A-R-E:-O:---

~ ~ (THIS YEAR)
~ CO-...,C=-=O=-=I\-:1=-M=-=E::-N=-=T=-S:-":------------------------------'--- ....1.- _

c:(:::I:

I. PARTICIPANT COST

PROGRAM CATEGORIES/TRAINING ACTIVITIES

A. Education/Training Cost

1. Tuition/Fees

2. Training Costs

3. Package Program Costs

4. Other (Mission Option)

B. Allowances

1. Maintenance Advance

2. Living/Maintenance

3. Per Diem

4. Books & Equipment

5. Book Shipment

6. Typing (papers) - Academic Only

7. Thesis - Academic Only

8. Doctoral Dissertation - Academic

9. Professional Membership

10. Other (Mission Option)

NUMBER OF NUMBER OF
PARTICIPANTS UNITS'

UNIT PRICE"

/

/

/

/

/

/

/

/

/

/

SUBTOTAL TOTAL

" Units are standard measures for the cost element (e.g., participants, participant weeks, etc.)
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TOTAL

o Acad~mic

D Technical

SUBTOTALUNIT PRICE'PROGRAM CATEGORIES/TRAINING ACTIVITIES

00
~ BUDG},.! ESTIMATE WOUKSHEET: Academic or Technical Costs

~ ~ Training Cost Analysis (TCA)
.......

~ :::E ••SEE "Instructions: Budget Estimate Worksheet"··
~ f- -~P'::"RO~J':":'E~C::;T:-:N~U~M~B~ER::-------------ICOMMENTS:
:::c ft

uo
c:( .......
l-
I- co
c:(:::C I. PARTICI PANT COST

NUMBER OF NUMBER OF
PARTICIPANTS UNITS'

C. Travel

1. International

2. Local

3. Other (Mission Option)

D. Insurances

1. HAC for U.S.

2. Required by Institution

3. Other (Mission Option)

E. Supplemental Activities

1. ELT. In-Country

2. ELT, U.S.

3. Academic Up-Grade

4. Reception Services

5. WIC Orientation

6. Other Orientation

7. Interpreters/Escorts

8. Internship/Cooperative

9. Enrichment Programs

/

/

/

/

/

/

• Units are standard measures lor the cost element (e.g .• participants. participant weeks. etc.)
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o Academic

o Technical

<Xl
~ llUUG!:.! ESTIMATE WOUKSHEET: Academic or Technical Costs

~ 0 Training Cost Analysis (TCA)
......

I- • • SEE "Instructions: lludxet Estimate Worksheet"··
z~

~; -""P""RO-J""E""C""T""N""""'U""M~B~E""R------------ICOMMENTS

~ ~ -----I-P-A-R~T-IC~IP~A~N~T~C-:O-:S~T:----------------------------

PROGRAM CATEGORIES/TRAINING ACTIVITIES

10. Mid-Wimer Community Seminars

11. Follow-Up/Career Developmem

12. Other (Mission Option)

NUMBER OF
PARTICIPANTS

NUMBER OF
UNITS'

UNIT PRICE"

/

/

/

SUBTOTAL TOTAL

TOTAL PARTICIPANT COSTS (A + B + C + D + E) = $ =
• Units are standard measures fur the cust element (e.g., participants, participant weeks, elc.)

182-10 (6/88) Page 3



nUDGET ESTIMATE WOUKSHEET: Acadl'lllic or Technical Costs
Training Cost Analysis (TCA)

o Academico Technical

TOTALYEAR 4

COMMENTS.

1. Salaries (Total)

PROJECT NUMI3ERex)
a.......c:( •• -1... - ---__---------------------

Li'lO II. ADMINISTRATIVE COST....... ----------------...,..---...:...:.:.~::..p.:.:...:..:~~~~~~----___r-----.....,...---------
~:::E: PROGRAM CATEGORIES/TRAINING ACTIVITIES YEAR I YEAR 2 YEAR 3

~1-----------------_+-----_+_-----+_-----_4-----_4_---------
~ ~ II.F. AdminiSlfalive Costs
;:: ....... ---+--:$:...- -t--=-$ ~$::...-.------~S-----j.....:$~--------
I_CO
c:(I

a. Professional

i. U.S.

ii. Field

b. Support Staff

i. U.S.

ii. Field

2. Fringe Benefits

3. Travel (Total)

a. Internalional

b. Local

4. Consultant Fees (Total)

a. United Stales

b. Field

5. Equipment

6. Sub-Contracts

7. Indirect Costs

8. Other (Mission Option)

TOTAL PARTICIPANT COSTS (A+B+C+D+E+F)
$ $ $ $
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PROJECT TITLE

PROJECT WRITER

BUDGET ESTIMATE WORKSHEET: Summary
Training Cost Analysis (TCA)

•• SEE .. JflStructiu1/~': Budget Estimate Wurksheet - Summary""

PROJECT NUMbER

PARTICIPANT MONTHS PROJECTED
(THIS YEAR)

D Acadt:mic

D Technical
PROJECT YEAR

__ Of __ Years

DATE BUDGET PREPARED

COMMENTS;

I PARTICIPANT COST SUMMARY-
PROGRAM CATEGORIES/TRAINING ACTIVITIES ACADEMIC TRAINING TECHNICAL TRAINING LINE TOTAL

No. of Participants Ilem Cost No. of Participants Item Cost

A. Educationffraining Cost $ $ $

1. Tuition/Fees

2. Training Costs

3. Package Program Costs

4. Other (Mission Option)

B. Allowances

1. Maintenance Advance

2. Living/Maintenance

3. Per Diem

4. Books & Equipment

5. Book Shipment

6. Typing

7. Thesis

8. Doctoral Dissenation

9. Professional Membership

10. Other (Mission Option)
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D Academic

D Technical

I PARTICIPANT COST SUMMARY-

PROGRAM CATEGORIES/TRAINING ACTIVITIES ACADEMIC TRAINING TECHNICAL TRAINING LINE TOTAL
No. of Parlicioants Item CosI No. of Participanls Item COSI

C. Travel $ $ $

1. International

2. Local

3. Other (Mission Option)

D. Insurances

l. HAC for U.S.

2. Required by Institution

3. Other (Mission Option)

E. Supplemental Activities

l. ELT. In-Country

2. ELT, U.S.

3. Academic Up-Grade

4. Reception Services

5. WIC Orientation

6. Other Orientation

7. Interpreters/Escorts I I

8. Internship/Cooperative

9. Enrichment Programs

BUDGET ESTIMATE WORKSHEET: Summary
Training Cost Analysis (TeA)

••St.'E "Instructions: Budget Estimate Worksheet - Summary""
--:P~R~O"':'JE~C~T="":'N':":'U":":M"":":':'B'='E~R-------------ICOMMENTS,

co
o......

c:( ••
Li) 0

......
I
Z:~
I.I.J I
~
:::I: ~

UO
c:( ......
I
I-c::l
c:(:::I:
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o Academic

o Technical

00

~----------------------------------------------r------------
~ .. nUDGET ESTIMATE WOnKSHEET: Summary
U') 0

I- ...... Training Cost Analysis (TeA)
Z::E
LLI I- ••SEE "Instructions: Budget Estimate Worhheet - Summary""
::E

g; __P_R_O_JE_C_T_N_U_",_I_B_E_R ....II...C_.O_M_M_EN_T~S_: ......._~-:---~~~=-~~~~~----------------------
I PAHTICIPANT COST - SUMMAHY

PROGRAM CATEGORIES/TRAINING ACTIVITIES ACADEMIC TRAINING TECHNICAL TRAINING LINE TOTAL
No. of Parlicipanls Item COSI No. of Participants lIem COSI

10. Mid-Winter Community Seminars
$ $$

II. Follow-Up/Career Development

12. Other (Mission Option)

TOTAL PARTICIPANT COSTS (Academic & Technical), Line Totals A + B + C + D + E, Year

382- JO (6/88) Page 7
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TOTAL

$

YEAR 4

$

YEAR 3

$$$

~ llUDGET J-:STIMATE WOH.KSHEKr: SUlIllllal'Y 0 Academic

« ~ Training Cost Analysis (TCA) 0 Technical
LOO~---- ----------,.---~~--~---';----------------"'----';;;=-"';";;'==----...... PROJECT NUMBER COMMENTS:
f-

~~ft================================~======:II:.:;A:D:M:I:N:IS='l:'I~:A:T:IV:I:~;C:O::ST;:::====:::::~::::::::::~:::===============
U 0 PROGRAM CATEGORIES/TRAINING ACTIVITIES YEAR 1 'II YEAR 2« ......
~a::l--~-------------.j......~-----+--~-~-+-------+-----+----------
«:x: I1.F. Administrative Costs

1. Salaries (Tota,l)

a. Professional
----------------I--------I------+-------t------+------- .._--

i. U.S.

ii. Field

b. Support Staff

i. U.S.

ii. Field

2. Fringe Benefits

3. Travel (Total)

a. International

b. Local

4. Consultant Fees (Total)

a. United States

b. Field 1
:····:::"::::·:::.--:··:::·· ••··:·::.::::··:·::.··.·::..•,-:.:.: :,.•.:::.:: ,." I··:·:······:·::::::::.:::::":.:::::.:.i.···•..;:::i.'<·::.:.··, ." ., ....•.:.':..:: :::..::: ,':: :::::::: :..:.:.. ::..' ,',';;..:.::.::;:::. ::"'::':':"'.':::::::"" ."" ,.,., ,.,.,. ,/ ",.,. ,/ "." "." "",. ,.... " "" "", "", "",- ."" ."" "." .."". """'.:""::::;.;.-":.::::::.:: ,." ::;:.:':.:::,';'::::::::I·" ... .......:.......'•..... : ...,....••..' / '. ,..' '/",..."..•.•.. ..' ./ ,',•. ,.". ,.".. ,." ."", ,.,." ••"" "••" ,.,." ,."" ,."" ."", """ """ "",. "", """ ,/ .",., ."",. ,.,." .",.,.•".-' ".",.,."" .,/ ,,0",',,.,,. ,/'.,•••, ,,"':,/':,./

':/'. ," ,i..... ." ' ..' /' ../ '", ..,,'-:,., ,.,.<>,:.",.,::"".,;,."":;,.,..::.",.:;".":>,,,,,.,<><"''-;>'':'''::."'''::,.".,: '''"",-;:",,::,,.,,::""";""'::.," ",<,.,,,,::,,,,;,,,,'::,,,,."':./:,...,,

5. Equipment

6. Sub-Contracts

7. Indirect Costs

8. Other (Mission Option)

TOTAL PARTICIPANT COSTS (A+B+C+D+E+F)
$ $ $ $ $

1382-10 (6/88) Page 8



ATTACH~'ENT SA
HB 10, TM 10:108

Instructions:

PROPOSAL WORKSHEET

This Worksheet may be used by the perspective contractor/implementor of the
project. It and its accompanying instructions may be included in the RFP

..Not All Activities Apply To All Programs; Select Only Those Items That
Are Applicable To the Proposed Program··

General Instryctions:

1. Use the Proposal Worksheet for all trammg pro
grams. For training projects ha~'ing more than one training
program (academic and/or technical) complete a Proposal
Worksheet for each such program.

2. Prepare also a separate Proposal Worksheet for each
~ of the training. Indicate the budget year and contract
period (in years) in the "Project Year" space (e.g .• "Pro
ject Year: ...1.. of ...£. years" for the first year of a 4-year
training project).

3. Prepare a separate proposal for all academic training
and all technical training for the life of the project (a l.Q!.i!.l
academic and a l.Q!.i!.l technical training budget). Indicate
.. All academic training" or "All technical training" in the
"Comments" space.

4. Make budget estimates in U.S. dollars.

5. \\'here further breakdown is desired (e.g .• In-Coun
try. U.S., Third Country), use the "Other (Mission Op
tion)" space or breakout such costs using additional copies
of this worksheet. Identify breakdown in "Comments"
space.

6. Specify the measurements used as "units" for entries
under "Unit Price" (e.g., S1150/semester. S200/~,

S635/ID.Q.D1b., S375/~, or S75/panicipant {for nat rate
items such as Professional Membership or Book Ship
ment}.

7. Administrative COSts are estimated by categories.
The RFP will indicate which functions are required of the
contractor. The proposed costs should reflect the level of
effort proposed for each function.

Specific Line Item Instructions:

Training Type: Check the appropriate box in the upper
right corner of pages 1-4 to indicate whether the budget

AID 1382-l1A (6/88) Page 1

estimate is for academic or technical training.

Participant Months Proposed: A measure of total par
ticipant months for both academic and technical training
provides a standard measure of the amount of training be
ing proposed or provided. Compute this figure for each
year of the project and for the project life.

Line LA. Education/Training Costs: This line must be
completed for all training programs. Complete lines LA.l
- LA.4 fi.ill. Then, enter the total number of participants
for the contract year being reported.

(NOTE: This figure will not always equal the sum of
"!':umber of Participants" proposed in lines LA.l 
LA.4.) Finally, enter the sum of the "Subtotal" amounts
in the "Total" space.

Lines LA.l - LA.4: Optional breakdown. The glossary
(see Glossary of TCA Terms) defines (1) tuition/fees, (2)

training costs, and (3) package program costs. The "Other
(Mission Option)" category allows for special breakouts
(e .g., a specially designed observation tour for academic
participants for which a separate cost breakdown is de
sired) .

For any of these lines. enter (a) the number of partici
pants to incur the cost, (b) the total number of cost units
{see item (6) under "General Instructions"} for those par
ticipants in the contract year being costed. (c) the unit
prices for each cost category. and (d) Education/Training
Cost "Subtotals" {i.e., (b) x (c). above} for each line.

Line LB. Allowances: This line must be completed for
all training programs. USE CURRENT A.LD. AP
PROVED RATES. As was done for line LA. complete
lines LB.! through LB.I0 fua, then enter the sum of the
.. Subtotals" for those lines in the "Total" space for line
I.B.

Lines LB.l - LB.I0: Optional breakdown. Definitions
and approved rates for these cost items are contained in



Handbook 10 and Panicipant Training Notices (see" Al
lowances" in Glossary). The "Other (Mission Option)"
category allows for special breakouts (e.g., books used in
English Language Training, ELT). For instructions on spe
cific column entries, follow instructions for Lines I.A.1
through I.A.4.

Line I. C. Travel: This line must be completed for all
training programs. As was done {or line I.A, complete
lines I.C.1 - I. C. 3 filll, then enter the sum of the "Subto
tals" for these lines in the "Total" space {or line I.C.

Lines I. C.I - I. C. 3: Optional breakdown. Definitions for
these cost items are contained in the Glossary. The "Other
(Mission Option)" category lrllows for special breakouts
(e.g., Third Country travel). For instructions on specific
column entries, follow instructions for Lines I.A.1 through
J.A.4.

Line I.D. Insurance: This line must be completed for all
training programs. As was done for line I.A, complete
lines I. D.1 - I. D. 3 filll, then enter the sum of the "Subto
tals" for these lines in the "Total" space for line I.D.

Lines I.D.I - I.D.3: Optional breakdown. Definitions
and approved rates for these cost items are contained in
Handbook 10 and Panicipant Training Notices (see also
"Allowances" in Glossary). The "Other (Mission Op
tion)" category allows for special breakouts (e.g., Third
Country insurance coverage). For instructions on specific
column entries, follow instructions for Lines I.A.1 through
I.A.4.

Line I.E. Supplemental Activities: This line must be
completed for alltraining programs. As was done for line
I.A, complete lines I.E.1 - I.E.12 filll. then enter the
sum o{ the" Subtotals" for these lines in the "Total" space
for line I.E.

Lines I.E.I - I.E.l2: Optional breakdown. Definitions
for these cost items are contained in the Glossary (see Ap
pendix A). The "Other (Mission Option)" category allows
for special breakouts (e.g., In-Country academic up
grade). For instructions on specific column entries, follow

AID 1382-11A (6/88) Page 2

ATTACHMENT 5A
HB 10, TM 10:108

instructions for Lines I.A.l through l.A.4.
TOTAL P~RTICIPANT COSTS: Upon completion of
sections I.A. through I.E., total participant costs for each
academic training program are found by (1) summing the
"Subtotals" column and (2) summing the "Total" column.
The two figures thus obtained should be equal. If the sum
of the "subtotals" does not equal the sum of the "totals",
an error has been made in the calculations. Figures should
be checked and corrected.

Line II.F. Administrative Costs: The Proposal Work
sheet, page 4, must be completed for all training pro
grams. Line II.F is the total of the administrative costs on
lines II.F.1 - II.F.B. As was done for line I.A., complete
lines II.F.1 - II.F.B fi..W., then enter the sum of those fig
ures on line II.F. This is done for each project year. All
project years are then totaled to produce line totals for
academic program administrative costs. Adding the "To
tal" figures for lines I1.F.1 - II.F.B produces the line II.F
"Total." This number should equal the line II.F "Total"
obtained by adding line II.F. "Year 1" + "Year 2" + ... If
the two numbers thus obtained are not equal, a calculation
error has been made. Figures should be checked and cor
rected.

Lines II.F. - II.F.S: Information regarding these admin
istrative cost items is contained in the Federal Acquisition
Regulations (FAR). While these are standard cost ele
ments, not all elements will be pre~ent in all projew.

A cost breakout of "Indirect Costs" is required. Indirect
costs are those that have been incurred for common or
joint objectives and cannot be readily identified with a
panicular final cost objective. Typical examples of indirect
costs are depreciation or use allowances on buildings and
equipment, the cost of operating and maintaining facili
ties, and general administration and general expenses,
such as the salaries and expenses of executive officers,
personnel administration, and accounting.

Total Training Costs: Summing the "Total" figures for
lines A - F (the six basic cost categories) yields yearly and
overall Total Academic or Technical Training Costs.
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PROPOSAL WORKSHEET: Academic or Technical Costs
Training Cost Analysis (TCA)

••SEE" Instructions: Proposal Worksheet"··

PROJECT TITLE RFP NUMBER

IMPLEMENTOR/CONTRACTOR PARTICIPANT MONTHS PROJECTED
(THIS YEAR)

COMMENTS:

I. PARTICIPANT COST

o Academic

o Technic:!)
PROJECT YEAR

-- Of -- Years
DATE PREPARED

• Units are standard measures for the cost element (e.g., participants. participant weelcs. etc.)

PROGRAM CATEGORIES/TRAINING ACTIVITIES

A. Education/Training Cost

1. Tuition/Fees

2. Training Costs

3. Package Program Costs

4. Other (Mission Option)

B. Allowances

1. Maintenance Advance

2. Living/Maintenance

3. Per Diem

4. Books & Equipment

5. Book Shipment

6. Typing (papers) - Academic Only

7. Thesis - Academic Only

8. Doctoral Dissertation - Academic

9. Professional Membership

10. Other (Mission Option)

AID 1382-11 (6/88) Page 1

NUMBER OF NUMBER OF
PARTICIPANTS UNITS'

$

UNIT PRICE'

$

SUBTOTAL TOTAL



IMPLEMENTOR/CONTRACTOR COMMENTS:

00
o

c:4~---------------------------------------------------~-----------
Lf") a PROPOSAL WORKSHEET: Academic or Technical Costs
~ ; Training Cost Analysis (TCA) D Academic
Wf-
::;: ". SEE "Instructions: Proposal Worksheet""" 0 Technical
~ ~n -~P~R7:'O":":JE":"::C~T::-T=IT:':'L-::E~-------------------""T"'R~f:"-;-P::-~NIU":"'/'v~IB:7E:7,R:------------------+-:-Y:'::E~A~R"":;;~"":"~O~F~~---

f-
f-cc
~:c

I. PARTICIPANT COST

PROGRAM CATEGORIES/TRAINING ACTIVITIES NUMBER OF NUMBER OF
PARTICIPANTS UNITS"

UNIT PRICE" SUBTOTAL TOTAL

C. Travel

1. International

2. Local

3. Other (Mission Option)

D. Insurances

1. HAC for U.S.

2. Required by Institution

3. Other (Mission Option)

E. Supplemental Activities

1. ELT, In-Country

2. ELT, U.S.

3. Academic Up-Grade

4. Reception Services

5. WIC Orientation

6. Other Orientation

7. Interpreters/Escorts

8. Internship/Cooperative

9. Enrichment Programs

(;382-11 (6188) p", , " Uf" 're standard measures for the cr

/

/

/

/

/

/

/

/
'oment (e.8., participants, partie' . weeks, etc.)



co
a
.......

c:( ••
o.no

.......
I
z::E
La.J I
::E:::c n

UO
c:( .......
I
I-CO
C:(:::C

PROPOSAL WORKSHEET: Academic or Technical Costs
Training Cost Analysis (TeA)

•• SEE "Instructions: Proposal Worksheet .. ••

PROJECT TITLE RFP NUMBER

IMPLEMENTOR/CONTRACTOR COMMENTS:

I. PARTICIPANT COST

D Academic

D Technical
YEAR OF

PROGRAM CATEGORIES/TRAINING ACTIVITIES

10. Mid-Winter Community Seminars

11. Follow-Up/Career Development

12. Other (Mission Option)

NUMBER OF NUMBER OF
PARTICIPANTS UNITS'

UNIT PRICE'

/

/

/

SUBTOTAL TOTAL

TOTAL PARTICIPANT COSTS (A + B + C + 0 + E) $

• Units are standard measures for the cost element (e.g., participants, participant weeks, etc.)
t - - 1382-11 (6/88) Page J
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PROGRAM CATEGORI ES/ PERSON TOTAL PROGRAM CATEGORIESI PERSON TOTAL
TRAINING ACTIVITIES MONTHS COST TRAINING ACTIVITIES MONTHS COST

II.F. Administrative Costs
$ $

1. Salaries (TOlal) 4. Consullant Fees (Total)

a. Professional a. Uniled Slales

i. U.S. b. Field

ii. Field 5. Equipment

b. Suppon Staff 6. Sub-ContraclS

i. U.S. 7. Indirecl Costs

ii. Field 8. Olher (Mission Option)

2. Fringe BenefitS

3. Travel (Total)

a. International

b. Local
I

I

-
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PROPOSAL WORKSHEET: Academic or Technical Costs
Training Cost Analysis (TCA)

PROJECT TITLE RfP NUMBER

IMPLEMENTOR/CONTRACTOR COMMENTS:

II ADMINISTRATIVE COST

D Academic

D Technical

YEAR OF

Total Administrative Cost; Item I1.F. above: $

TOTAL TRAINING COSTS (Total Participant Costs from Previous Page + line 11.F.) = $

•• A break.out of these cost should be requested. (See instructions)

'382-11 (6/88) Pase 4
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PROPOSAL WORKSHEET: Summary 0 Academic
Training Cost Analysis (TCA) D Technical

PROJECT TITLE RFP NUMBER YEAR OF

-- --
IMPLEMENTOR/CONTRACTOR COMMENTS:

COST
IT E M Academic Technical Total

I. PARTICIPANT COSTS:
$ $ $

A. Education/Training Costs

B. Allowances
.

C. Travel

D. HAC

E. Supplemental Activities

Total Panicipant COSts: $ + $ = $

II.F. ADMINISTRATIVE COSTS:
$ $ $

1. Salaries (Total)

2. Fringe Benefits

3. Travel (Total)

4. Consultant Fees (Total)

5. Equipment

6. Sub-Contracts

7. Indirect Costs

8. Other (Mission Option)

Total Administrative Costs: $ + $ = $

= $+ $$GRAND TOTAL, TRAINING COSTS
~---~-----~--:----.....;.------:------.;....----~~---382-11 (6/88) Page 5



IT E M COST COST COST COST

I. PARTICIPANT COSTS (Academic)
$ $ $ $

A. Education/Training Costs

B. Allowances

C. Travel

D. HAC

E. Supplemental Activities

PROJECT NUMBER

ANALYSIS WORKSH1':ET: Acadl'mic or Technical Costs
Training Cost Analysis (TCA)

•• SEE" Instrllctions: Afwlysis Worksheet" on Reverse, Page 2 ••co
o....

c:( ..
U"lO....
I
Z::E
WI
::E
:I: ~

UO
c:( ....
l-
I- CO
c:(:I:

PROJECT TITLE

EVALUATOR

NAME OF OFFEROR:

Sub-Total Participant Costs: $

PROPOSAL A

RATING· =

$

PROPOSAL U

RATING· =

DATE

PROPOSAL C

RATING· =

$

o Academic

D Technical

A.J.D. ESTIMATE

$

II.F. ADMINISTRATIVE COSTS: $ $ $ $

1. Salaries (Total)

2. Fringe Benefits

3. Travel (Total)

4. Consultant Fees (Total)

5. EqUipment

6. Sub-Contracts

7. Indirect Costs

8. Other (Mission Option)

Sub-Total Administrative Costs:

TOTAL TRAINING COSTS

p'~ 1382-IZ (6/88) Page I
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$

$

$

$

$ $



o Academic

o Technical

PROJECT NUMBER

ANALYSIS WOHKSHEET: Summary
co Training Cost Analysis (TCA)
a
~ •• SEE "'flStructiorlS: Analysis Worksheet" on Reverse
~-------------------------------'~---------"T""':~"':"::"~~~'::"::'':''''""---------------a PROJECT TITLE......

~ EVALUATOR DATE

NAME OF OFFEROR:
RATING' = RATING' = RATING' =

I
:z
I...LI
:::;;:
:c
u
e:(
l
I
e:(

IT E M COST COST COST COST

1. PARTICIPANT COSTS:
$ $ $ $

A. EducationlTraining COStS

B. Allowances

C. Travel

D. HAC

E. Supplemental Activities

Total Participant Costs: $ $ $ $

11.F. ADMINISTRATIVE COSTS: $ $ $ $

1. Salaries (Total)

2. Fringe Benefits

3. Travel (Total)

4. Consultant Fees (Total)

5. Equipment

6. Sub-Contracts

7. Indirect Costs

8. Other (Mission Option)

Total Administrative Costs: $ $ $ $

GRAND TOTAL. TRAINING COSTS ::: $

'82-12 (6/88) Page 2

$ $ $
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PROJECT TITLE

CONTRACT QUARTER

QUARTERLY REPORT: Academic Proerams
Training Cost Analysis (TCA)

• •SEE "Instructions; Quarterly Report". Reverse of Page 4'·

PROJECT NUMBER

REPORT PERIOD

IMPLEMENTOR

DATE

~ -=;:;;;;;;:;;;;;=.~o!..f-=;:;;;;;;:;;;;;;:;;;;; ---l-:--=--::-:~~~":"::"~~~~~~~-----..l.-------------
I PARTICIPANT TRAINING COSTS

c:(
Ln

~
:z:
w
:::E
:r:
u
~
~
c:(

PROJECTED THIS EXPENDED THIS EXTENDED BALANCE %OF
ACADEMIC PROGRAMS: BUDGET QUARTER QUARTER TO DATE REMAINING BUDGET

A. Education/Training Cost
$ $ $ $ $ %

B. Allowances %

C. Travel
%

D. HAC %

E. Supplemental Activities %

Total, Academic Costs $ $ $ $ $ %
-

THIS QUARTER:

Number of Panicipant Months Projected:

Number of Panicipam Momhs Completed:

TOTAL PROJECT:

Number of Panicipant Months Projected:

Number of Panicipant Months Completed:

AID 1382-13 (6/88) Page I



ATTACHMENT 5A
HB 10, TM 10: 108

Instructions:

ANALYSIS WORKSHEET

The Analysis Worksheet is used to compare proposed training costs from offerers in the best-and-finals
competitions. It summarizes the proposed costs in the six basic cost categories with administrative costs
further broken down.

Page 1, Analysis Worksheet: Academic or Technical Costs, is designed for cost comparison by type of
training program. Page 2. Analysis Worksheet: Summary, is designed for total training cost comparison.

Check the appropriate box in the upper right comer of page 1 to indicate whether the proposal analysis is
for academic or technical training.

The USAID evaluator can also use this worksheet to evaluate proposed costs for any given contract year
by transferring costs for that year to the Analysis Worksheet.

The Analysis Worksheet is similar to the Proposal Worksheet, from which come the figures needed to
complete this worksheet. Academic Training costs are reported in the first data column of the Proposal
Worksheet: Summary; technical training costs in the second data column, and total project training costs
in the last data column.

Spaces are provided on the Analysis Worksheet to identify the offerers being evaluated and to enter the
rating received by the evaluation panel.

The Analysis Worksheet is completed by transferring cost figures from the Proposal Worksheet to their
corresponding spaces on the Analysis Worksheet pages 1-2.

AID 1382-12 (6/88) Back
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PROJECT TITLE

CONTRACT QUARTER

of

QUARTERLY REPORT: Academic Proerams
Training Cost Analysis (TCA)

··SEE "Instructions: Quarterly Report", Reverse of Page 4··

PROJECT NUMBER

REPORT PERIOD

I PARTICIPANT TRAINING COSTS

IMPLEMENTOR

DATE

I
z:
I..LJ
::E
::c
u

~
l
e:(

PROJECTED THIS EXPENDED THIS EXTENDED BALANCE %OF
ACADEMIC PROGRAMS: BUDGET QUARTER QUARTER TO DATE REMAINING BUDGET

A. Education/Training Cost
$ $ $ $ $ %

B. Allowances %

C. Travel
%

D. HAC %

E. Supplemental Activities %

Total, Academic Costs $ $ $ $ $ %

THIS QUARTER:

Number of Panicipant Months Projected:

Number of Panicipant Months Completed:

TOTAL PROJECT:

Number of Panicipant Months Projected:

Number of Panicipant Months Completed:

AID 1382-13 (6/88) Page I



co
o......

<t .•
LOO......
~
Z:E
UJ~

:E
:::I: ~

UO
<t ......
~
~ a:l
<t::c

PROJECT TITLE

CONTRACT QUARTER

of

QUARTEHLY REPOHT: Technical Pr0l:rams
Training Cost Analysis (TCA)

••SEE "Instructions: Quarterly Report", Reverse of Page 4··

PROJECT NUMBER

REPORT PERIOD

PARTICIPANT TRAINING COSTS

IMPLEMENTOR

DATE

PROJECTED THIS EXPENDED THIS EXTENDED BALANCE 0/0 OF
ACADEMIC PROGRAMS: BUDGET QUARTER QUARTER TO DATE REMAINING BUDGET

A. Education/Training Cost
1; 1; 1: 1: 1: o/n

B. Allowances
0/"

C. Travel
0/,

D. HAC
0/"

E. Supplemental Activities
0/"

Total, Academic Costs $ $ $ $ S %

THIS QUARTER:

Number of Panicipant Months Projected:

IMPORTANT: SPECIFY PROGRAM TYPE

(Check Onty One Category)

Number of Panicipant Months Completed:

TOTAL PROJECT:

Number of Panicipant Months Projected:

Number of Panicipam Months Completed:

'\82-13 (6/88) Page 2
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Classroom Training

Observation Tour

On-the-Job Training
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PROJECT TITLE

CONTRACT QUARTER

of

QUAIUERLY REPORT: Technical Prol:rams
Training Cost Analysis (TCA)

• ·SEE "Instructions: Quarterly Report", Reverse of Page 4'·

PROJECT NUMBER

REPORT PERIOD

I. PARTICIPANT TRAINING COSTS

IMPLEMENTOR

DATE

PROJECTED THIS EXPENDED THIS EXTENDED BALANCE % OF
SPECIAL TRACKING ITEMS: BUDGET QUARTER QUARTER TO DATE REMAINING BUDGET

E. 1. ELT, In-Country

S $ S S $ %

E.2. ELT, U.S. S $ $ S $ %

AID 1382-13 (6/88) Page 3

NOTE: Special trackmg Items are costs that are mcluded in Participant Cost, Page I,
but are broken out here for special review.



UY TYPE OF TRAINING

QUARTEHLY HEPOHT: Technical Prol,:rams
Training Cost Analysis (TCA)

..SEE "lflstruCiions: Quarterly Report", Reverse of Page 4··

PROJECT TITLE

CONTRACT QUARTER

of

PROJECT NUMBER

REPORT PERIUD

II. ADMINISTRATIVE COSTS

IMPLEMENTUR

DATE

PROJECTED THIS EXPENDED THIS EXTENDED BALANCE % OF
II. F. ADMINISTRATIVE COSTS I3UDGET QUARTER QUARTER TO DATE REMAINING I3UDGET

1. Salaries $ $ $ $ $ %

2. Fringe Benefits w,0

3. Travel %

4. Consultants %

5. Equipment
%

6. Sub-Contracts %

7. Indirect Costs %

8. Other v'
'0

II. F. TOTAL AUMINISTRATIVE COSTS $ $ $ $ $ %

GRANU TOTAL, TRAINING COSTS: S $ $ $ $ %

NOTE: % Of Budget refers to that %age of the total budget (for each line) that has been spent.

% of Budget = [Expended to Date I / IBudget]

AIr' '182-13 (6/88) Page 4



ATTACHMENT SA
HB 10, TM 10:108

Instructions:

QUARTERLY REPORT

The Quarterly Report is provided by the implementor/contractor. The format of this report is essentially
the same as those of the Budget Estimate Worksheet and the Proposal Worksheet with tracking columns
for budget monitoring.

The Quarterly Report lists (1) budgeted amounts by program activity [i.e., by budget line item 1, (2) that
amount of the budget proposed for the quarter under report. (3) the amount actually spent during the
quaner, (4) the cumutative expenditure to date, (5) the balance of the line item budget left unspent. and
(6) the percentage of the budget that had been spent at the end of the reporting period. !'\OTE: These
budget items are also reported as "Special Tracking Items" on page 2 of the Quarterly Report for special
review. Later. the format for page 2 will allow for special tracking of any cost elements using the standard
codes for those elements.

The first data column reflects the final negotiated contract amounts -- different from the corresponding
figures on the budget estimate and proposal worksheets to the extent that contract negotiations altered
those numbers. Contractor should make an annual (life of project) projection of quarterly training costs,
then each quarters' projection is entered in this column.

The second data column shOll'S the amount of each budget line item projected to be spent during the
quarter under repon; the third data column reports the actual amount spent.

Data column" Expended to Date." presents the cumulative expenditure as of the end of the reponing
period. The "Balance Remaining" (data column 5) is the "Budget" figure minus "Expended to Date."

The last data column, "% of Budget." shows the percentage of the budget line item spent at the close of
the reponing period. It is computed by dividing the" Expended to Date" figures by their corresponding
"Budget" figures.

{NOTE: For a cost item expected to be evenly spread over the contract period. the" % of Budget" figure
should correspond to the percentage obtained by dividing the" Contract Quarter" under report by the
contract life fin quarters} shown in the "Contract Quarter: __ of __" space.}

The last two lines provide measures of projected and actual participant months for both the quaner being
reported and the project to date.

AID 1382-13 (6/88) Page 4 Back
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CHAPTER 6

PROJECT IMPLEMENTATION ORDER/PARTICIPANTS (PIO/P)
AND SUPPLEMENTAL DOCUMENTATION

6A. POLICY

1. It is AID policy that all AID-sponsored participants, however
managed and funded and wherever trained, must be documented by a Project
Implementation Order/Participants (PIO/P). Each participant who
undertakes academic training must be covered by an individual PIO/P.
Technical participants who are to be trained as a group may be included
on a single PIO/P, if all aspects of the training program are the same.
In instances where there is no AID mission or office in the
participant's country, then the source of the AID sponsorship is to
prepare the PI O/P.

2. It is AID policy that a current PIO/P, funded or non-funded, be on
file in OIT before a participant can be enrolled in AID's Health and
Accident (HAC) program (see Chapter 25 -- The Health and Accident
Coverage (HAC) Program)

3. It is also AID policy that an abbreviated PIO/P, which does not
contain the Training Request (page two), may be issued for certain
specific types of training program, if all criteria for the issuance of
such an abbreviated PIO/P are met.

6B. DEFINITIONS

1. Participant Documentation -- the package of participant training
materlal sent to OIT, or an AID mission in a third country, which
documents and which may fund a training program request.

2. Project Implementation Order/Participants (PIO/P) -- Form AID
1380-1, which is used to document and/or request and fund a participant
training program. (Attachment 6A). It consists of Page 1 - Face Sheet;
Page 2 - Training Request; and Page 3 - Biographic Data. Instructions
for completion of this form are included with Attachment 6A.

6C. REQUIREMENTS

1. AID missions, bureaus, and offices sponsoring participant training
in the United States or a third country are to ensure that all
AID-sponsored participants are documented by a current, funded or
non-funded, PIO/P throughout the life of the participant's training
program.
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2. AID bureaus and offices and/or their agents (contractors, parties
to Cooperative Agreements, grantees, etc.) are to provide each mission
with the infonnation necessary to prepare a PIO/P and supplementary
documentation on every participant or group of participants sponsored by
the bureau or offi ce.

3. Missi ons may not substitute mis si on or contractor developed u·'
documents for required pages of the PIO/P as it is a standard United. ... i

Sta tes Government fonn.

4. Participant training supplied by a contractor must be documented by
a PIO/P which contains the full name of the contractor, the contract's
number, and the name and address of a contact person within the
contractor organization. If available, a telephone number for the
contact should be provided. (This infonnation is to be shown in block
17 of the Face Sheet.)

5. Amendments to a PIO/P (reissuance of the Face Sheet) are issued if
there is a significant change in the type or length of training, after
the original PIO/P has been received by OIT. Amendments that do not add
funding to an original PIO/P may be issued in numerical order at any
time (block 10). Amendments that add funding to a PIO/P may only be
issued within the fiscal year of funding, or in the case of a fUlly
funded multi-year project, only within the time-frame of the project.

6. A participant training program which is grant funded on an
incremental basis must, for each SUbsequent year of funding, be
documented by the issuance of a Face Sheet (Page 1), which provides the
additional funding. An lIamendmentll cannot be issued for funding from
later fiscal years. It is, however, not necessary to reissue the entire
PIO/P (pages 1, 2, and 3). Each document issued in a subsequent year
consists of a Face Sheet, which is to marked as an lI origina1 11 document.
The funding provided in that year is not to be shown as an addition to
the prior year{s) obligation in block 14, Financing, of the PIO/P Face
Sheet. It is to be shown as lI origina1 11 funds. There should, however,
be reference made to any prior funding documents, indicating the PIO/P
numbers which are to be shown in block 17, Special Provisions, on the
Face Sheet.

6D. PROCEDURES

1• The PIO/P

a. The PIO/P provides specific infonnation on the desired
training, the funding project context, the participant{s) and the
position for which the training is to prepare the participant{s).
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b. The mission should ensure that the host government and/or
private sector entity understand that the PIO/P constitutes a signed
agreement between the mission and the host government and/or private
sector entity that the participant(s) will be employed upon return from
training.

c. The funded PIO/P may be processed as a sub-obligating document
committing funds to sponsor a participant training program. When
training funds are not included in a Project Agreement (PROAG), the
PIO/P is processed as an obligation document. Obligating PIO/Ps must
establish a firm commitment by the United States Government which
satisfies Section 1311 criteria for valid obligations. In some
instances, an obligating PIO/P may be prepared by AID Washington and
forwarded to the mission and when this is being done, the mission will
be advised.

d. The non-funded PIO/P, although not actually obligating or
sUbobligating funds, indicates the funds that the contractor or other
programming entity estimates wi 11 be spent on the tra ining. The
non-funded PIO/P also indicates the estimated per month administrative
cost of arranging and managing the participant's program. These
estimated amounts are to be shown on the Face Sheet (block 14,
Financing) by enclosing the dollar amount in parentheses. In addition,
the words "NON-FUNDED" should be typed in capital letters in this block.

e. The PIO/P, whether funded or non-funded, is necessary to
provide data for the Participant Training Information System (PTIS)
maintained by OIT and the Participant Training Management System (PTMS)
maintained by ma~ missions.

f. The PIO/P must be received by OIT before the participant(s)
can be enrolled in the Health and Accident Coverage (HAC) program of AID

2. Types of PIO/Ps

a. Standard PIOIP - this PIO/P consists of:

(1) Face Sheet - Page 1;

(2) Training Request - Page 2; and

(3) Biographic Data - Page 3.
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The majority of all funded PIO/Ps will utilize all pages of the form.
All funded academic training and all specialized technical training is
to be documented by a complete PIO/P. This 1S necessary to penm1t the
programml ng offl cer to adequately understand the desired training (see
Attactrnent 6A).

b. Abbreviated PIO/P - This version of the PIO/P consists of:

(1) Face Sheet - page 1; and

(2) Biographic Data - page 3.

The abbreviated PIO/P may be used to document all contractor-managed
participant training programs managed through entities other than OIT,
if the mission and the host country entity use a means other than the
PIO/P by Which to request training program development (Attachment 6B).
An abbreviated and funded PIO/P may al so be used to request training for
technical participants who are to attend conferences, workshops,
seminars and off-the-shelf technical programs with fixed agendas and
dates (e.g., USDA short courses and short management programs given by
training institutes).

While an abbreviated PIO/P may request that a participant attend more
than a single off-the-shelf program, such attendance must al so be for a
fixed time and cost such as at the Washington International Center1s
orientation. This version of the PIO/P cannot be used if original
training program development is requested, elther as a whole or part of
the program. When preparing an abbreviated PIO/P, information on the
course title, provider, location, and dates is to be shown; and in the
case of a non-funded academic program, the degree objective.

,; ........•..
\wi

3. Prepari ng the PI O/P

a. AID missions are responsible for preparing PIO/Ps for all ~
participants sent to the United States or a third country from the host
country including those under mission allotment accounts as well as all
regionally and centrally funded training.

b. AID washington bureaus and offices, and/or their agents,
sponsoring participant training are to provide each mission with the
following infonmation by telegram for use in preparing PIO/P
documentati on for those participants they are sponsoring from the host
country:

' .... ).~\filii
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(1) PIO/P Number (block 2) - This number may be a composite
consisting of the Geographic (Regional or AID Washington) Code (segment
one); the Project Serial Number (segment two); the PIO Document code
(segment three); and a mission assignedDocument Serial Number (segment
fou r). (See At tactJnent 6C.) " " "

(,2) Projec"i Achvi ty Number and Tit1 e/Contractora:nd Contract
Number (block 3) " ""

(3) Appropriation Number (block 4)

(4) Allotment Number (block 5)

(5) Project Completion Date (block 8)

(6) Desired Start Date (block 9)

(7) Location/Duration of Training (block 13)

(8) Funding Data (block 14)

(9) Special Provisions - any infonnation needed (block 17)

(10) Additional information on the training, its location,
emphasis, and dates sufficient to permit the mission to complete either
a regular or abbreviated PIO/P.

c. '~e number of participants to be covered by a PIO/P:

(1) Only one participant may be on a PIO/P, whether funded or
non-funded, when:

(a) The program is academic.

(b) An individual technical training program differs in
any respect from the accompanying participant's program as to content,
location, time (i.e., beginning and ending dates) and duration of
training.

(2) More than one participant may be included on a single
PIO/P for a technical training program where the objectives, location,
time, and duration are identical. A Biographic Data sheet (page 3) must
be attached for each participant listed on the Face Sheet of the PIO/P.
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d. For participant training from projects under bi1 atera1
agreements, the PIO/P must be signed by the host government or have
attached a copy of the letter of request for training from an authorized
official of the host government. The Face Sheet (page 1, Block 19) Host
Country Borrower/Grantee space should then indicate a signature is on
file. Regionally and centrally funded training programs should also be
authorized by a host country official, but individual mission/host
~~~~t~~s~~~cedureswill dictate the appropriate method to be used in ~

e. The mission may wish to use contract services for preparing
the PIO/P. The actual clearance, issuance, and numbering of the PIO/P,
however, must be done by the mission.

f. OIT and SER/IRM have prepared a WANG Glossary for the PIO/P to
help in preparing the document. The WANG Glossary for the PIO/P can be
used on the WANG OIS 50 and VS systems and may be ordered from M/SER/IRM
or OIT.

4. Cost Estimating

a. In estimating the cost of participant training programs,
missions are to use the cost guidance given in Chapter 11, Allowances,
and the various partici~ant Training Notices that are issued each year
by OIT. Additionally, he guidance contalned in the Training Cost
Analysis (TCA) system provides assistance to missions in establishing
the cost of a participant training program (see Chapter 5 -- Training
Cost Analysis). The cost of escorts and interpreter servi ces should be
lncluded by missions on the original PIO/P.

When a training program is to be managed by OIT, OIT's contractor/RSSA
will develop a budget based on current costs and submit this to the OIT
project manager for review and approval. After approval by OIT, the
budget will be sent to the financial management office, which prepares a
"confirmation cable" to the mission. The mission should carefully
review both the Training Implementation Plan (TIP) and "confirmation
cable" to ensure that costs are appropriate.

b. In estimating training program costs for contractor-managed
participants, the contractor, mission and host country should ensure
that the contractor's estimated costs are in accordance with Handbook 10
requi rements and are reasonab1 e. These cost estimates are to be
included on the Face Sheet of a non-funded PIO/P (block 14, Financing),
but are to be enclosed in parenthesis so as to indicate the unfunded
status of the PIO/P. In addition, the words IINON-FUNDED PIO/P" should

Ii ".,:

'-I

; ~)

\J
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be typed on this section of the Face Sheet to clearly indicate that the
PIO/P is unfunded. An estimated administrative cost to cover the
deve10Jll1ent and management of the program is tobe reported by
participant-month of training, or portion thereof,· in the Special
Provision, block 17 of the Face Sheet. (Example: Administrab ve fee is
3-1/2 months at $240 per month or $840.)

5. Amendments

Amendments are required if after the PIO/P has been issued, there
is a significant change in the type and/or length of training, the
participants to be trained or in funding. For example:

a. an increase in funding.

b. a decrease in funding.

c. the deletion of a participant and a decrease in funding.

d. the substitution of one participant for another.

e. an extension in time with an increase in funding within the
fiscal year of original fundin~ (or life of funds if a project is lUTTy
funded for 1He of the project •

f. an extension in time with no increase in funding.

Amendments consist of a Face Sheet (page one) only, except where a
participant is added, and then a Biographic Data (page 3) must be added
with accompanying photographs, medical certification, etc.

6. Adding Funds from a New Fiscal Year

An original Face Sheet (page one) must be issued to increase the
funding of a participant training program when the funds are drawn from
a fiscal year SUbsequent to the original fiscal year of funding. This
lI origina1 11 PIO/P consists of only a Face Sheet (page one). Reference
should, however, be made to any prior year PIO/Ps that were issued to
fund earl i er· portions of the training program.

7. Supplemental Documentati on

a. Photographs

(1) Size - approximately 211 x 211
•
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(2) Number copies requi red:

(a) Number required for passport - two.

(b) United States Training - two (to OIn.

(c) Third-Country Training - two for each training
missi on.

(3) The name of the participant and his/her PIO/P number are
to be typed or printed in ink on the reverse side of each photograph.

(4) The photos are to be enclosed in a small envelope and
attached by staples to the original Bio-Data form.

*
b. Academic Transcripts (for Academic Participants only)

(l) Three certifi ed or preferably one ori ginal and two
certified or true sets of official transcripts as issued by the
educational institution(s) attended and showing the official (embossed)
stamp of the conferring institution (including literal English
translation, if applicable) are required. While a raised stamp is not
necessarily required to denote authenticity of an academic record, an
original signature of the appropriate AID official certifying it to be a
true copy of the original record is necessary.

(2) Transcripts are required for all prior academic study,
beginning with secondary level for undergraduates and postsecondary
1eve1 for gradu ates.

(3) Transcripts should indicate all courses taken, the dates
of attendance, grades earned, and certification of any tenminal awards ", ",''.~
(i n i ndi genous terms; e.g., 1i censes). -Ie '\J

c. Conditions of Training -- Form AID 1380-3 (see Chapter 18,
Participant Respons,b",t,es).

d. Letters of Recommendation -- (when necessary).

e. Test Scores -- GRE, GMAT, TOEFL, ALIGU or other required
scores. (see Chapter 12, English Language Training and Testing.)

f. Incomplete Documentation -- On receipt of incomplete
documentation (any of the above missing), the mission will be infonmed
that training program development may not proceed until the missing \'.'.1,,\
documents are received•

• Revi sed
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8. Alternate Participants

Missions m~ wish to propose alternate candidates to principal
participant candidates on a PIO/P. This may be done to avoid having to
amend the PIO/P should a principal participant candidate decline at the
last minute to participate. Alternates should be listed as such on the
PIO/P with their names shown under the principal candidate's name. A
Biographic Data sheet and all supplemental documentation must be sent
with the original PIO/P.

9. Forwarding Documents

a. The "participant Documentation" package is to be sent to OIT,
Agency for International Deve10ll1lent, Washington, D.C. 20523 well in
advance of the desired start of the program as follows:

(1) Academic programs -- 150 d~s; and

(2) Technical programs -- 90 days.

b. The required number of copies of the PIO/P is as follows:

(1) United States Training -- 5 copies to OIT;

(2) Third country training -- 2 copies to OIT and 2 copies to
each mission providing training.

Training program materials should be sent in a sturdy envelope, well
sealed. More than one set of participant documentation m~ be sent in a
large envelope; however, each separate PIO/P and its set of materials
should be well secured to avoid the mixing of photographs and other
non-standard size documents during ma'iling.
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INSTRUCTIONS FOR C(II)LETION OF THE PRo..1ECT IWLEfENTATION
ORorR]Pm1CIJWn'S (Pll)j'IJ"f

Following are the instructions for completing the PIO/P, form AID 1380-1
(12/79 ).

FACE SHEET

(Page 1)

Block 1 - Co~eratin~ Countrx:

Insert the name of the cooperating host country.

Block 2 - PIO/P Number:

Insert the PIO/P number in accordance with instructions in Section ii of
Appendix D, Handbook 18. NOTE: For non-funded PIO/P numbering, see
Attachment 6C -- The PIO/p-number for Funded and Non-funded Documen~.

Block 3 - Project/Activi~ No. and Title:

Insert the project/activity number and project title. For contract
participants, also indicate the name of the contractor and the Contract
Number. When applicable, enter the loan number.

Block 4 - ~o~riation ~mbol:

Enter the appropriation symbol and indicate source of financing; e.g.,
contract, loan, grant, cooperative agreement, etc.

Block 5 - BUdJJ.et Plan Code (BPC):

Enter the BPC number to be charged unless the PIO/P is a non-funded document,
in which case enter the word "unfunded. II

Block 6 - Date OrjgJnal Issue:

Insert month, day and year PIO/P is being issued.

Block 7 - Date This Issuance:

To be used when issuing an amendment.
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Block 8 - Project Com2,l eti on Date:

Insert the month, day, and year on which project activities are to be
completed.

Block 9 - Desired Start Date:

Enter the month and year the mission wishes training to commence, bearing in
mind seasonal aspects of certain tra'ining programs, 1eadtimes, language
refresher training and other elements affecting programming.

Block 10 - Terminal Start Date:

This block establishes the latest month and year a participant may begin
tra'j ni ng, which has been determi ned to be the estimated durati on of the
training program plus six months to settle into the position for which the
participant is to be trained prior to completion of project activities. If
the participant does not begin training by the end of the month specified, the
PIO/P shou1 d be ca nce1ed.

B10d 11 - Number of Partici.Eants:

Enter the total number of participants covered by this document. Do NOT
include alternates in this figure.

Block 12 - Ori~ina1 or Amendment:

Check "Original" if the document is the first issue for the current funding
year and specific training action. If a succeeding issuance involving no "new
year" fundi ng, enter the number of the amendment to the ori gi na1 document.

Block 13 - Location and Duration of Trainin.9:

Enter the total duration of training in participant months (P/M) to take place
in the United States, third country(ies), or a combination of these.
Participant months are normally of four weeks each and such a month begins
with the start of the participant1s program rather than the start of a
calendar month unless these coincide.

Block 14 - Financing Grid:

This space is to show the amounts and types of funds authorized. Where the
PIO/P is not a funding document, the document amounts are to be enclosed in
parentheses; e.g., ($950.00) Leave blank for independently financed
extensions of participants who are completing their program beyond AID
sponsored funding.



Line A (Authorized ~ent - AID) - Insert estimated total cost of the training
'tODe TfnanceCI from unds a" otted to the missi on or AID/W.
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Line E (Authorized A9.ent - AID/W) - Leave blank. May be used by AID/W when a
l5"artlclpatlng Agency (e.g:-, tnelinited States Department of Agriculture) is
requested to help arrange the training program.

Li nes F-I (Third Countrll - Enter estimated amounts (excl usive of i nternati onal
tra~ror tnat portfon of the training, if any, to be obtained in a third
country. (NOTE: When training costs are to be incurred by AID for United
States and third country training, appropriate insertion is to be made on line
(d) or (f) as appropri ate).

Use these col umns

only for amendments

and show change(s} against appropriate
Authorized Agent.

If the document is an original
issuance, enter the total amount
ob1 i gated or sub-ob1 i gated. If the
document is an amendment, enter the sum
of the cha nges .

LINES

Line B ( Authorized A..gent - M-ission) - On the first line, enter the cost of
lnternationaT travel, iT any, funded by the mission from United States dollar
funds. On the second line, show the maintenance advance appropriate to the
location of train'il'1g (see Chapter 11 -- AllCJrlances.)

Line D (Authorized Arent - AID/W) - Enter estimated amounts (exclusive of
lnternationaT traverlor that portion of the training, if any, to be obtained
in the United States and Puerto Rico. NOTE: When training costs are to be
incurred for United States and third country, appropriate amounts are to be
shown on Lines D and F. ---

Col umn C - Decrease:

Column A - Previous Total:

Column B - Increase:

Column D - New Total:

COLUMNS

If training is to take place in more than one third country, specify countries
of training in the additional spaces, e.g., (g), (h) and (i).

0··
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Block 15 - Coo~eratin] Count~inancin]:

All direct, identifiable costs borne by the cooperating (host) country other
than those pai d from United States Trust Accounts are to be shown here. If
counterpart funds or United States-owned local currencies are involved, they
are to be identified separately. Enter amounts in dollar equivalents and,
when indicated, show the dollar/local currency conversion rate used.

Block 16 - U.S. Trust Account:

This block is to be completed when a United States Trust Account is used to
effect p~ment for any part of the training costs that are financed by the
cooperati ng {host} country. Enter (a) the trust account number, (b) the
corresponding allotment symbol, (c) the name of the agent authorized to make
p~ment against the trust account, (d) the currency unit, and (e) the amount
(in units of foreign currency). Usually the authorized agent will be the
mission requesting the training. Items p~ab1e from trust funds m~ include
cost of domestic travel, i nternati ona1 travel, part ici pant sal ari es conti nued
during the participant's training period, hiring of substitutes for
participants who are on training leave, and for publishing reports.

Block 17 - S~ecia1 Provisions:

17A PIL Number: Insert the relevant Project Implementation Letter (PIL)
number, lr appl1cab1e, to which the PIO/P relates and check whether Loan or
Grant.

17B S~lementarl Information: This space is for the mission to justify
speciflc actfons suc~ as aut~orizing interpreter and/or escort services or for
issuing a PIO/P without names and certification that names will be forthcoming
no 1ater than six (6) months from date of issuance. A statement in all cases
is to indicate the estimated total administrative fee charged (or apportioned)
by the contractor to the participant{s) for managing this training program.

17C Names{s) of Participant{s): List the names of participants covered by
this document. Include and specify alternates. The names must agree in
spelling and format with the names given on Page 3, Biographic Data. The
number of participants, exclusive of alternates, must agree with that in Block 9.
This space should also be used to refer to previous cables and other
correspondence with AID/W or the contractor on this training request.
Specifically show the OIT 1.0. Number if prior advice and information has been
received from AID/W. This will assist in matching the PIO/P with any file
already started in AID/W. In addition, when a participant's program lasts for
several years but funding is incremental, each new PIO/P issued must provide
in this block the numbers of any previous PIO/Ps funding the training program.
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If the document is for an independently financed extension to a program,
please include the following statements in this space:

(1) Funds for all future program costs, including return international
travel and domestic travel, are available.

(2) If, for any reason, the participant is unabl e to meet any of
his/her financial obligations, incurred legally or illegally, the
government of the cooperating (host) country through its embassy in the
United States will assume responsibility for liabilities incurred by the 1.'....,~.

participant. \J
Block 18 - Mission Clearance:

Mission or AID/W clearances are to be entered in this space.

BlocK 19 - Host Country/Borrower/Grantee:

An appropriate cooperating (host) country signature is to appear in this space
unless there is a separate letter or request for the cooperating country on
:rne in the mission. If so, this should be indicated here.

Block 20 - Aaencl for International Development:

For mission director, his/her designee or AID/W certification.

u········,··1_1.
~{
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TRAINING REQUEST
Tl5age "21

Blocks 1 thru 3 - Coqperati n.9 Countrl, PIO/P Number, Ori gj nal _or Amendment
Document:

Same for facesheet.

Block 4 - Date:

Insert the date of this document, which is normally the date of orig'inal
issuance (Block #6) shown on the Face Sheet PIO/P.

Block 5 - Trainina Re~uest:

A. Descrie,tion of Train'in.9 Re~.ested: The type and level of training
desi rea is to be c1 early descrr;a in order to provi de the country of
training with sufficient information to plan and arrange a program that
will provide maximum benefit to the participant and the cooperating
country. The training should be described in relation to its intended
use on return home and, when known, the position for which the
participant(s) is being trained should be given. Also, list any
supplemental training requested, e.g., English language training,
orientation, Mid-Winter seminar, etc.

B. Academic Training Onlt: Self-explanatory.

C. Related Information: Add here information that might be helpful to
the program planner, e.g., problems or deficiencies existing in the
cooperating host country that this training could alleviate. A
continuation sheet, form AID 1300-1 (6/68) may be attached if necessary;
or if unavailable, a bond paper page may be used if it clearly indicates
the PIO/P number and participant(s) names.

D. Particular E~hasis Desired: Explain here any special aspect of
tne trafning program tnat should be emphasized over other phases.

E. Suggested TraininE Facilities (if known):

Self-explanatory. If no particular facility is preferred this may
be so indicated.
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Block 6 - Partici~ant's Future Ernplgtment:

A. Check appropriate box.

B.Q~gJ£ational Category Code Enter the appropri ate two di git code
from HariQl)ooKTO, ~apter1',AllOilances, Attachment llA. This code
describes the occupation for wmcfi the participant is being trained.
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BIOGRAPHIC DATA
(Page 311

Blocks 1 &2 - £~eratin] Countrl &PIO/P Number:

Self-explanatory.

Block 3 - Name:

No.

1

Indicate whether Mr., Mrs., or r·Hss. Print the entire name, underl ining or
capitalizing the surname by which the participant wishes to be called. It'
there are alternate ways of spelling the name, enclose the second spelling in
parentheses following the preferred spelling. Example:

(Dr.) (Miss) RODRIGUEZ Garcia, Maria

(Mr.) SOEBROTO (SUBROTO) Johannes

Block 4 - Home or Mai 1i f!9.. Address:

Insert the complete home or mailing address in home country. Common
abbrevi ati ons may be used.

Block 5 - Attachments:

Indicate which, if any, attachments are included with this document.

Block 6 - Date of birth:

Self-explanatory.

Block 7 - Birth 2.1 ace:

Insert city, province and country of birth.

Block 8 - Emer[encl Contact (Countrl of Trainin]):

Enter name, relationship, and telephone number of person in the country of
training to be contacted in case of emergency.

Block 9 - Sex/Marital Status:

Self-explantory.
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Block 10 - Lanaua,ge Profici enc.l

A. Indicate status by checking appropriate box.

B. If a retest is necessary, indicate approximate date the scores will
be available.

C. Indi cate the type of test by checki ng appropri ate box. If Test of
English as a Foreign language (TOEFL), enter score. If American
language Institute, Georgetown University (ALI/GU), enter the date of
the test, scores, and fonns used.

D. Enter other language proficiency(ies) and ratings.

E. Enter approximate length of training time necessary in months then
in training location in home country or in country of training
(receiving country).

Block 11 - Travel:

List all travel outside the home country. If training or education was the
purpose of the travel, name the program and sponsor.

Block 12 - Education:

A. Enter total years of education.

B. Indicate, by checking appropriate block, the highest degree
received. (NOTE: The error IIITGER II in this block should read 1I0ther. 1I
This error w~be corrected in a future revision to the biographic data
sheet. )

C. Indicate country where last degree awarded.

D. Insert Country Code for IIC II above.

E. List all schools attended, the major field of study, language of
instruction, dates attended, certificate or diploma received, and year
received. If the AID training is to include study in a college or
university, a certified record of attendance at named school s must be
attached to this document by providing certified copies of record of
courses completed, grades earned, and statement of award of degrees,
certificates, or diplomas. English translations should be provided for
those certificates written in languages other than English.

,j •..'.n,.
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Block 13 - Present Em'p1~ment:

A. Give title of present position.

B. Give dates of employment.

C. Total years - enter total number of years employed in present
posi ti on.

D. Name and address of present employer.

E. Total number of people supervised by participant naninee.

F. Enter appropriate number of employees in the organization.

G. Give brief description of work - check appropriate box and write a
brief, but specific, description of the type of work performed. (NOTE:
This information can be helpful in determining whether the training--
program is job-related and necessary to the performance of that job or
should be classified as a "scholarship" or IfellOtiship.")
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ATTACHMENT 68

THE ABBREVIATED PIO/P

The abbreviated PIO/P m~ be used to document contractor-managed participants,
if the contractor uses another means by which to request trai ni ng program
development. An abbreviated PIO/P m~ also be used to obligate, or
sub-obligate, funds for an OIT-managed technical training program when the
participant is to attend a conference, workshop, seminar or standard course
such as a USDA short technical program if (a) the dates and cost of the
program are fixed; and (b) no original training program development is
required. Abbreviated PIO/Ps m~ also include secondary training such as
orientation at the Washington International Center, but must not include a
request for original program development.

The abbreviated PIO/P contains:

Face Sheet - Page 1

Biographical Data - Page 3 (one for each participant).

The Training Request (Page 2) is dropped, but certain infonnation nonnally
included on this page is moved to the Face Sheet, Block 17, Supplementary
Infonnation. This infonnation is as follows:

a. Title of the conference, workshop, seminar, course, etc.;

b. Name of the organizer or organizing institution of the conference,
workshop, etc., the organizer's address and telephone number;

c. Dates of the program;

d. Name of the institution, institute or faC"i1ity with its address and
telephone number; and

e. A request if any for participation in a standard secondary program
such as WIC.

For Academi c Programs: The abbrevi ated PIO/P may be used to document
contractor-managed academic participant training programs, but no more than
one participant is to be included on the PIO/P.

The name of the university or college, the degree objective, and major field
of study are to be included in block 17.
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The abbreviated PIO/P may not be used when the PIO/P is funded and the
participant is to be programmed for academic training. Requests for original
techni cal trai ni ng programs may a1 so not be contai ned on an abbrevi ated PIO/P.

A Biographic Data (page 3) is to be included for each participant on a
techni cal PIO/P.
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ATTACHreENT 6C

The PIO/P Number for Funded and Non-Funded Documents

1. Understanding the PIO/P number - The PIO/P number is made up of 12 to 14
digits aepenafng on the Tundlng source which are separated into four major
segments.

First
~ Seament

XXX

Second
Se9!!!ent

XXXX

Third
Segment

X

Fourth
Seament

XXXXXXX

Document Serial
Number (mi ssi ons)

Document Serial Number
(AID/W)

PIO Document Code (1)
Project Seri al Number

Geographic Code, Regional or AID/W Code

1. First S~ment - Geog:a,£hic orAID/W. Codes

This three-digit code consists of only the geographic code (country code) or
in case of an AID/W PIO/P, the AID/W Identifier and Allotment Code.

a. Second Se9!!!ent - Project Serial Number

This four-digit number is assigned in numerical sequence to each project.

b. Third Se.9!!!ent - '!.lEe of Im.Elementin9. Document

This one-digit number identifies the type of document and the general reason
for its issuance. For PIO/Ps the number is 111 11 •

c. Fourth S~ment - Document Seri al Number

This is either a seven- or five-digit number depending on where issued.

(1) The obligation number in AID/W consists of seven digits, the
first two digits of which (reading from the left hand) are the allotment code,
followed by fiscal year indicator (1 digit), allottee control code (1 digit)
and document serial number (3 digits); and
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(2) A five-digit identification m;,nber assigned to the PIO/P by
the mission or regional controller. The first digit identifies the fiscal
year in which the allotment was reserved/obligated. The last four digits are
assigned in numerical sequence throughout a fiscal year for the country or
program as a whole (not a separate series for each field of activity).

NOTE: The numbers 9001 through 9999 are reserved exclusively for AID/W usage.

2. PIO/P Number for Funded Documents

PIO/P documents which obligate, or sub-obligate, funds are processed by the ~
United States AID mission and regional controller in the same manner as all
other PIO documents. Numbers are assigned in numerical sequence throughout
the fiscal year for the country or programs as a whole. Securing a PIO/P in
such cases is to be in accord with whatever local procedures are establ ished
by the controller, who will supply the document serial number.

3. PIO/P Numbe r for Non-Funded Documents

Most AID controllers are now issuing PIO/P document serial numbers for
non-funded PIO/Ps. There is, however, some increased workload in clearing and
ledgering procedures for the mission or AID/W Financial Management
Division/Office. In instances where it is determined that the issuance of
PIO/P identification numbers for non-funded PIO/Ps places too great a workload
on the Controller, then responsibility for issuing document serial numbers may
be shifted to the mission training officer. The following steps m~ be taken
to effect thi s shift:

a. The mission or regional (AID/W Office) controller determines the
average number of document serial numbers issued per annum for all obl igating
and sub-obligating documents. Each year many numbers are unutilized by the
nonnal funding system. (The fifth digit to the left indicates the fiscal year
of funding, e.g. 60000 indicates FY 86. There are 9999 such numbers available
between 60000 ana-69999 each year.)

b. When the mission or regional (AID/W) controller has determined what
the average and projected future year requi rement for ident ifi cati on numbers
has been and will be for future documents, he/she assi gns those numbe rs above
the average to the tra;ning office (reserving the numbers 9001 through 9999
excl usi ve ly for AI D/W usage).

Example: Mission "X" has an average use of up to 2000 number per fiscal year
(60000 through 61999). There is no apparent use for those numbers 62001
tnrough 68999. -As there will be ma~ non-funded PIO/Ps processed in the
coming fTscal year, the training office in mission X is assigned all the
unused numbers, or a sufficient number, to meet the mission's needs. The
controller in mission "X" assigns the training office all numbers between
62000 and 68999, reserving 69000 through 69999 for AID/W use.
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c. The training office assigns a document serial number to each
non-funded PIO/P and then processes and clears the non-funded PIO/P in
accordance with mission/host country procedures. The PIO/P serial number is
assigned in numerical sequence.
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CHAPTER 7

PARTIALLY FINANCED TRAINING

v
It is AID policy that AID does not manage or sponsor by its J-1 visa any
foreign nationals for studies or training in the United States who are
totally financed by other than AID funds. AID requires that
participants be at least partially funded by AID to be considered under
AID sponsorshi p.

7B. PURPOSE

The purpose of this chapter is to underscore the application of all
Handbook 10 requirements to all AID participants, regardless of the
proportion of AID funding.

7C. GENERAL DESCRIPTION

In addition to the traditional pattern of AID funding the total cost of
the participant training (aside from host country obligations such as
international transportation), a variety of funding patterns have come
into use by which the cost of training is shared. These include tuition
waivers or reductions, scholarships and fellowships, assistantships,
host country contributions, and funds from private sources.
Accordingly, the sharp definition of AID participants based on funding
has become blurred. In this context, two situations occur:

1. The initial training program for which the participant comes to the
United States is funded in significant part by other than AID sources.
The proportion of AID funding m~ range from minimal, e.g., p~ment of
Health and Accident Coverage (HAC) Program premiums, to major elements
of the total cost. Regardless of the proportion of AID funding, the
requirements established by this Handbook for management and funding of
the program must be observed.

2. Training funded largely by other than AID which follows an original
trai ni ng program fi nanced 1arge1y or wholly by AID is appropri ate under
AID sponsorship. No distinction is made between a program in which the
non-AID funded portion follows the AID funded portion and one in which
the two funding sources are concurrent.
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Follow-on training may be to obtain a first degree when the original
program was for less than a degree, for a second degree or for advanced
post-degree research or other work. Also, if alternate funding can be
obtained, follow-on training can be used if the participant, while in
good academic status, cannot complete the degree program within the
funding stipulated, or if the Project Activity Completion Date is
reached and cannot be extended.

3. When considering the approval of follow-up training, regardless of
the source of funds, for either the original or the follow-on training,
careful attention must be accorded the severe limitations on extending a
J-1 visa.

a. Within the constraints of sounds program management, there is
no limitation on the extension of a program to achieve the original
objective as stated in the original PIO/P and lAP 66A. Thus if
anticipated language study, illness or academic difficulty delays
achievement of the original objective, the program may be extended.
Normally, such extensions are funded by the same funding sources as the
original program, but other funding source or mixes may be employed.

b. Under the relevant statute and Federal regu1 ati on (CFR
514.22), extensi ons may not normally be granted for new objecti ves,
e.g., second degrees, a first degree after completion of technical
training, etc. If extended training is anticipated at the time the
original lAP 66A is prepared, the final degree or other training
objectives, e.g. practical training, should be included in the training
objective on the original lAP 66A.

7D. REQU.!B~MENTS

1. The foll owing requi rements govern all programs of partial AID
funding for follow-on programs:

a. In all cases, the cognizant bureau or mission must submit a
PIO/P which describes the training objective, indicates host government
concurrence, provides the name of the contractor or other entity which
will monitor the participant's follow-on training program and identifies
the sources(s) of non-AID funding for the program. The bureau or
mission must ensure that an appropriate organization (e.g., the
contractor which managed the original AID-financed program) provide
minimal oversight to the participant.

b. Contractors responsible for partially funded participants
must, as a minimum:

-----------------------
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7Dl b
(l) submit requi red documentati on to the Agency, notably the

Participant Data Form and lAP 66As for visa extensions;

(2) respond to participant problems such as serious mental or
physical illness, academic deficiencies and legal infractions;

(3) ensure continued enrollment in the Agency's HAC Program;

(4) retain the ticket, or funding for a ticket, for the trip
home after completion of training;

(5) provide guidance to participants on adherence to Agency
regulations and U.S. laws such as income tax requirements; and

(6) cooperate with OIT and the Immigration and Naturalization
Service with respect to ensuring prompt return home after completion of
the trai ni ng.

c. Cognizant bureaus and missions must provide appropriated funds
for the enrollment of all partially financed participants in the HAC
Program. These funds may be forwarded to FM by a funded PIO/P or
through the oversight contractor.

d. All AID-sponsored participants must be provided with
maintenance and per diem allm'lances no less than those prescribed by
Handbook 10 and Partici~ant Trainin[ Notices, except insofar as income
from approved wo~or otner sources-aerrays all or part of those
all owances.

e. Aside from scholarships, fellowships, assistantships and
similar grants from the training institution, host government, or
private source which involve work as an integral aspect of the study
program included in the original PIO/P, partially financed participants
may not work without the specific approval in advance of the Director,
OIT. This prohibition includes both on-campus and off-campus work. The
expectation of income from work not associated with the study program
cannot be used in the calculation for determining the financial
viability of the proposed training program.

f. All participants must observe Handbook 10 provisions governing
participant responsibilities including those relating to the ownership
of automobiles, bringing dependents to the United States, and returning
home after completion of the approved course of study.
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g. Partially funded participants are eligible to attend
Mid-Winter Community Seminars, orientation at the Washington
International Center, and other complementary programs arranged by the
National Council for International Visitors. With respect to Mid-Winter
Community Seminars and the Washington International Center, fees are
payable from either Agency funds at the discretion of the bureau/mission
or from private sources.

h. Under no circumstances will OIT transfer J-l visa
responsibility to a university or other sponsor.

2. In addition, the following requirement governs partially funded
tra"ining which follows the original program which was funded largely or
wholly by AID mission and host government decisions to extend an
AID-financed participant for follow-on study financed principally by
non-AID funds must be made prior to the completion of the AID-funded
training. In making its decision, the mission must consider the
financial obligation of such a decision, including at least the cost of
HAC premiums from appropriated funds for the duration of that extended
training program. Conversion to follow-on study status must be
completed within 30 days after termination of the original AID-financed
training to avoid violation of visa status and possible Immigration and
Naturalization Service action requiring the individual to leave the
United States. If the follow-on program includes a second degree not
envisaged in the original program, mission approval must be obtained in
advance.

7E. PROCEDURES

1. The bureau/mission prepares and forwards to OIT a PIO/P, funded or
unfunded as appropriate, with requisite information prior to the
initiation of the training. The PIO/P reflects arrangements already
made with a contractor or OIT for management of the participant's
program.

2. OIT enters the PIO/P data in the Participant Training Information
System. A follow-on partially funded participant is included in general
PTIS statistics and in the roster of participants eligible for HAC,
which is provided to the HAC contract administrator.

3. Contractors prepare and submit a Participant Data Form to OIT after
program arrangements have been completed, not later than two weeks after
initiation of the program. They also prepare and submit to OIT lAP 66As
for visa extensions. The lAP 66As are approved by OIT only if a
Participant Data Form was previously submitted with dates of training
which encompass the period of the lAP 66A.

o

i.L.· ·.·· ..·."•.·~·
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4. When a participant is transferred to follow-on program status, the
contractor provides a final p~ment to the participant, which includes
all allowances that normally would be paid on completion of the training
program such as shipment of printed material s, membership in a
professional society (except in those cases where the program m~ be
defi ned as a schol arship/fell owship then such all <7t'Iances are not to be
paid), and all expenses to be reimbursed up to the last date of AID
sponsorship. This procedure allows for the timely closing of the
participant1s financial folder.
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CHAPTER 8

THIRD COUNTRY TRAINING

8A. POLICY

1. It is AID policy to encourage participant training to take place in
the United States, unless training in a third country has greater
developmental value and is more cost effective.

2. It is AID pol icy that part iei pants are not to be sponsored for
third country training in countries: ---

a. which are not included in AID Geographic Code 941;

b. which are other donors to the AID recipient country; or

c. which are considered unfriendly by the U.S. Department of
State and/or are countries to which travel by U.S. citizens is
prohi bi ted.

(AID Geographic Code 941 "Selec ted Free World" excludes the countries
included in paragraphs a. through c. above and, therefore, is the code
that should be used for training in third countries.)

3. It is AID policy that 0~J1 the Director of OIT can grant exceptions
to training in a non-approvecfCountry when fully justified on a
case-by-case basis (see Section 8D, Procedures, Waivers For Training in
a Non-Approved Third Country).

4. It is also AID policy that the source/origin/nationality rules of
procurement in AID Handbook 1, Pol ic~, Suppl ement B, Procurement Rul es,
Chapter 5, do not apply to the trainlng of participants in third
countries or the procurement of goods or services in connection with
such training.

8B. DEFINITIONS

1. Third Count~~Traini~_(TCT) -- participant training outside the
hos t country ~Dl.it nOtl'ntFie-Uiirted States.

2. Combina~ion Iraini~ -- participant training conducted both in the
Uni teaStates ana a tlim country.

3. S~unt!l-qf_Trainl~ -- the country in which the participant
trainlng taKes pTace.

v -------------
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4. Re~esti~/sendins Mission -- the AID mission in the participant1s
home country w-'cn requests tne training.

5. Traini~9. Mission -- the AID mission in the third country where the
trainlng ta espiace.

8C. ~EQUI.EEMENT~

1. Third country training programs are to be arranged for AID
participants only when appropriate and cost-effective and when the
participants can be provided reasonable support while in training.

2. AID missions and contractors are to ensure the following criteria
are met when considering situations that warrant third country training:

a. a particular kind of training cannot be given as effectively
or is not available in the United States because of dissimilarity in
climate, techniques, language, or customs;

b. adequate institutions and facilities of the required types are
available in the proposed third country, particularly those that have
been developed with AID assistance. (Further improvement of these
facilities may be a useful by-product of such training.);

c. local currencies are available and where cost is a prime
factor;

d. third country training meets the project1s objectives "in the
most economical way;

e. the caliber of the regional training institutions to be used
is sufficiently high to meet the requirements; and

. f. the mana~ement available for the trainin~ in the third countrx
~ adequate.

3. All participants training in third countries are to be fully
documented on a Project Implementation Order/Participants (PIO/P) and be
promptly reported to OIT on the Participant Data Forms (PDF).

4. The AID mission director in the country of training establishes and
revises as appropriate, maintenance rates for training and study
programs and advises OIT of established rates.

5. The training mission ;s to evaluate third country training programs
and share the results with the sending mission.

kf.·.·•. · .;'.'.
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80. PROCEDURES FOR REQUESTING AND SENDING MISSIONS

1. Considerations When Estab1ishina Third Count~ Traini~

a. Third country training sponsored by AID has as a basic aim the
broadening of the training base of the developing world by encouraging
the countries of training to finance and manage their own training
programs, especially in fields in which they have achieved technical
compete nce:

(1) These programs can be shared with nationals from other
countri es; and

(2) Often the training facilities were developed or
significantly improved through assistance from AID to the country of
training.

b. Third country training m~ be most effective:

(1) when sites are visited that demonstrate how development
problems similar to those in the participant1s home country have
recently been sol ved with reasonab1 e success;

(2) when the exchange of technical information and
experiences develops and results in expanding the network of technical
and cultural ties between countries;

(3) when cooperation on development projects engenders a
community of inte~st and purpose with the United States among the
countries participating in the training exchange;

(4) when the exchanges between countries of a particular
region, where some common ground exists, results in the pooling of
knowledge and a joint approach to common problems; and

(5) when third country training encourages countries to share
more actively in worldwide development.

c. Third country training may be less effective if participants
experience some of the following constraints and hardships:

(l) the part ici pants are not met and feel frustrated when
arriving in a strange country;

(2) there may not be an embassy or 1egation 'j n the country of
training where the participants may go to discuss personal or training
problems and the participants feel isolated;

-------------------- ,-----~-~-
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(3) the educational or training institution m~ not be

part icu1 ar1y concerned wi th fore i gn students and, i ndeed, m~ actually
promote native students' interests over the participants';

(4) 1anguage and customs may prove to be a problem;

(5) administrative difficulties, international postal service
problems or other reasons, cause allowances and fees not to be paid on
time;

(6) the educational curriculum, technical courses or training
programs may prove to be less satisfactory than expected and no
evaluation may be feasible; and

(7) health and accident insurance is found not to be
available in some countries. [This m~ pose a very serious constraint as
OIT does not provide Health and Accident Coverage (HAC) for third
country participants.]

The above difficulties should not occur when training is implemented
only after thoroughly assessing the possible third country training
faci1 ity and then desi gn;'ng the participant trai ni ng program to overcome
identified constraints. Contractors who do not have a resident
representative in the country of training and cannot call on AID
assistance in the country frequently have difficulty implementing third
country programs. Every effort must be made to avoid significant
problems when arranging and implementing third country programs.

2. Coun}rr of Training Collaboration in Third Count~ Programs

To the extent possible, the cost of training is to be jointly
financed by the sending country from which the participant comes, the
country of training and the United States:

a. the cost-sharing pattern varies from country to country; and

b. as cooperation in participant training develops, the
governments of the cooperating countries are encouraged to increase
their share of the costs.

\II
~.

!iUI
Contractors arranging third country training are frequently unable to
obtain cost sharing; however, they are encouraged to promote the concept
whenever possi b1 e.

3. Steps to be Taken bX the Re~estin~/S~~ing AID Mission

Planning a third country training program between AID missions is
similar to planning for U.S. training, except that in the case of I' .. '·'\'~

\J
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u.s. training OIT is equipped to develop and manage training programs,
whereas experienced management in training matters is not always
available in third countries. Mission staff must be knowledgeable about
the training facilities in their region and must have experience in
planning, organizing and implementing training programs in the region or
beyond.

a. The following steps are required when organizing effective
third country programs:

(1) the mission and the host government decide which third
country is most suitable for a particular training program;

(2) the mission detennines (a) whether the government of the
selected country of training is willing to accept participants from the
requesting country; (b) which training institution offers the best
training and the willingness of this institution to accept a specific
number of participants; (c) whether the cost of training is reasonable
and which currency will be used to finance training; and (d) if there is
an AID mission in the country of training willing to implement the
train"ing, including the pa,yment of maintenance allowances, monitoring of
participants and reporting to the sending mission on the participants'
progress; and

(3) the mission justifies and obtains approval for third
country training in accordance with the polices in Section 8A.

b. If an AID mission does not exist in a third country, the
sending mission determines whether:

(1) the U.S. embassy in the country of training is willing to
organize the training;

(2) the embassy of the receiving government is willing to
organize the training; and

(3) if the training institution itself has experience in
carrying out the managerial responsibilities connected with the
development of training programs;

c. The requesting mission insures that:

(l) health insurance coverage is available;

(2) the participant has an adequate knowledge of the language
of training; and

---_. ---~_.~~-~----~~-
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(3) When academic training is required, the proposed training

institution will recognize degrees earned from academic institutions of
the sending country, and lodging is available at reasonable costs.

d. The sending mission must meet all reporting requirements of
Handbook 10, Chapter 23 -- partickm-nj Trainina Information Slstem,
including completion of the P"D'F', ormT3ST-4, l1there rs no entitx
in the count~ of trainina to com~ete the form. ----

e. All missions are advised to maintain current information on ~
indigenous training resources appropriate for AID-sponsored participants
from other countries. Such information will help the mission extend
training to other missions in the region.

4. SteES to be Taken.!l. the Trainif!S..Mission

The participant training specialist and, when feasible, an
appropriate technical specialist:

a. organize the training in cooperation with the training
institution and/or the host government;

b. arrange for lodging, health insurance, maintenance allowance ~
checks, etc.;

c. process the PIO/P, develops a training program and bUdget and
sulJnits these to the requesting mission for review and action;

d. meet the participant upon arrival;

e. orient the participant on the program and life in the country
of training;

f. discuss the planned program with the participant;

g. furnish the participant with maintenance and other allowances
in a timely manner;

h. monitor the training;

i. counsel the participant, as needed;

j. maintain continued contact with the training institution;

k. furnish the sending mission with progress reports on the
training program;
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1. notifies the sending mission of completion of training, travel

plans and ETA of participant; and

m. provide all necessary information for completion of the
Participant Data Form (AID Form 1381-4) and submit the form to OIT in a
timely marmer.

Stets to be Ta~n for Third Countrl Trainina Without an AID Mission
or eeresentatlve

a. The U.S. embassy in the country of training accepts some or
all of the training functions listed above;

b. The embassy of the host government manages the training;

c. A contractor is hired to serve as a representative and
develop, administer, monitor and evaluate the training; or

d. The training institution is willing and able to handle the
training and managerial responsibilities.

The sending mission in such cases must ensure that all functions
normally provided by the training mission will be provided for in the
country of training. The sending mission must become responsible for
submitting the Participant Data Form (PDF) to OIT in a timely manner.

6. St~s to be Taken by Contrac tors Conducti n9. Thi rd Country Trai rri!'.9

All third country training arranged and managed by contractors of
AID missions, host countries and AID/W, including OIT, are to comply
with the requirements of this chapter and this Handbook, and furthermore
contractors:

a. must assure that the AID participants they program are
provided guidance and emergency support in the country of training;

b. must provide health and accident coverage to the participants
or be prepared to provide emergency coverage of costs resulting from
illness and accidents;

c. must document all third country training with a PIO/P and by
submission of a PDF; and

d. must evaluate each third country training program.
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7. The Thi rd Countrj Trai n..!.!!i!rocess

a. Leadtime - Requesting missions must forward documentation to
the training mfssTon (country of training) in advance of the desired
starting date as follows:

(1) Academic training - 90-120 days

(2) Technical training - 40-60 days

(3) Missions must not expect quality or timely training if
the above 1eadtimes are not followed.

Project Im21ementation order/partici~a~ts7(PIO/P). (see
Gnapter 6 -- ~FQjeCt I~Tementation Or er ~rtiC1~ants (PIO/P)
and SU~E.1ementar Documentatfon.l:

(1) When training is requested in more than one country, the
specific kind of training for each location is explained in detail on
the PIO/P, which is then forwarded to each country;

(2) When the training mission and country of training have
agreed to implement a program, an "Action Copy" of the PIO/P and one
additional copy (with Block 15 of the Face Sheet completed to show
estimated training costs) is signed;

(3) The signed "Action Copy" PIO/P is returned to the
Requesting mission and the additional copy is filed in the training
mission;

(4) The requesting mission then issues an approved (revised)
PIO/P obligating the amount of funds earmarked for the training
mission(s);

(5) Five copies of the PIO/P are sent to each training
missi on and two copi es to OIT;

(6) For combination United States and third country training,
the requesting mission sends a copy of the signed "Action Copy" PIO/P to
OIT; and

(7) Training missions make payments in accordance with the
PIa/pis terms, charging the expenditure to the PIO/P and issuing advice
of charges to the Sending mission.
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c. Photographs and Supplemental Documentation

Three photographs are sent to each training mission; or for
combination U.S.-Third Country Training, three are sent to each training
mission and two to alT. Three certified copies of the participant's
university transcripts are sent to the training mission along with any
required letters of recommendation.

d. Language Proficiency

(l) When the language of training is not English and doubt
exists as to the participant's language proficiency, the 'equesting
mission may ask an embassy or legation official of the country of
training to make an assessment; and

(2) If English or other language proficiency is below an
adequate level, the requesting mission may choose one of the following
alternati ves:

(a) arrange for Engl i sh or other 1anguage trai ning; or

(b) arrange for an interpreter to accompa~ the
participant to the country of training or have the training mission hire
an interpreter.

e. Training Implementation Plans (TIPs)

The training mission{s) is to prepare and send a Training
Implementation Plan and itinerary to the requesting mission and other
countries of training at least 30 days prior to the starting date of the
training. The TIP contains the Call Forward (see Chapter 9 -- Training
Implementation Plan [TIP] ).

f. Medical Examination

Participants trained in third countries are required to meet
the medical examination requirements of their own government and those
of the country{s) of training. It is recommended that the standard
medical clearance form be used in documenting the medical examination.
Any pre-existing conditions found should be cabled to the training
mission{s), not alT.
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g. Allowances

(l) Establishing Maintenance Allowance Rates

(a) Maintenance allowance rates are established by the
AIO directors of the training missions in cooperation with host U.-Ie government officials of the country of training and are payable in the .
currency of tile country of training; (see Attachment 8A)

(b) When there is no AID mission, the American embassy
and/or tile training institution should set the rates;

(c) 3y legislation, third country rates for participants
cannot exceed the standard U.S. Government per diem for each locality in
the host country;

(d) Rates for participants studying in educational and
trainirl'J institutions are not to exceed the norm for students who study
at such institutions; and

(e) To pUblish rates, training missions cable OIT of the
rates and the effective dates of any rate change. Maintenance
Allowances for Third Country Training are updated by OIT periodically
and issued as Handbook 10 updates. Because of frequent currency
fluctuation, the sending mission is to verify the accuracy of the *
published third country rates with the training mission prior to the
participant's departure.

(2) Advance Maintenance

(a) Training missions ordinarily arrange for a local
currency advance of funds for 30 days transit status to participants
upon arrival;

(b) Training missions may opt to require the sending
mission to provide a U.S. Treasury cileci< in the amount of $250 to the
participant prior to departure. Training missions convert dollar checks
into 1oca 1 currency; and

(c) sending missions record advances in the Adv~nce

Maintenance block of the Face Sheet of the PIO/P;

1. Participants are to sign receipts for advances;

2. The training mission may require that the
sending mission provTde full maintenance in advance for training of
three (3) weeks or less; and

» Revised
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3. All allowance procedures must be established

prior to the Call Forward.

(3) Books.,! Trainin9..M2!erials, and Related Services

(a) Training missions m~ establish academic program
allowances for books, training materials, and related services based on
the nonnal requi rements of students attendi ng instituti ons in the
training countries; and

(b) Training materials for technical participants may be
provided without cost by the country of training or training facility or
are to be funded based on the nonnal requi rements of the techni cal
course, if such materials are not included in the cost of the training
program.

h. Health and Accident Insurance

(1) AID mission directors in training missions are urged to
negotiate with an insurance firm in the country of training to provide
health and accident protection for the AID-sponsored participants when
the third country workload in the country of training warrants;

(2) The AID mission director in the country of training:

(a) Approves the arranging of insurance coverage from a
local source, the United States, or other source; and

(b) Asks the sending mission to authorize use of PIO/P
funds for emergency medical needs.

i. Evaluati'!9... Third Countrl: Trainin9.Pr09.rams

(1) The participant training specialist in the training
mission is to evaluate all AID-sponsored third country training programs
conducted in the country of training (see Chapter 34, Evaluation).

(a) Evaluations are of assistance in determining the
value and appropriateness of the training and administrative support
provided;

(b) the results of eval uations can be used by the
training mission in determining the appropriateness of a training
program, an educational or training institution and the performance of
the participants;
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(c) evaluations are to be shared with sending missions

so that the sending mission can make a detennination as to the value of
the training program, the training facility and perfonnance of the
participants; and

(d) educational and training institutions that are
evaluated as being less than satisfactory should not be promoted as
adequate and acceptable third country training facilities.

(2) Trai ni ng mi ssi ons and host governments are responsi bl e
for advising other AID missions and AID-sponsored contractors of the
value and accreditation of host country educational and training
i nsti tut ions.

j. Follow-!E

Third country participants are to be included in appropriate
follow-up activities (see Chapter 35 - Follow-Up).

k. R~orti'l9

All AI D-sponsored participant trai n'j ng is to be documented by
PIO/Ps and reported to OIT by AID 1381-4, the Participant Data Form
(PDF) (see Chapter 24 -- Parti cil!ant Trai ni n9. Infonnati on S1stem).

1. Waivers For Traini~ In A Non-A~2roved Third Countrx

(l) Where it has been detennined that appropriate participant
trai ni ng (which is not consi dered a "service" fall i ng under the
provisions of Handbook 1, ~~1J~, Supplement B, Procurement Policies)
can only be obtai ned ina 1 r country that is not i ncl uded in
Geographic Code 941, the AID mission, AID/W Bureau or contractor is to
apply to OIT for a waiver to authorize the training.

(2) The waiver requesting OIT authorization to train in a
country excluded from Code 941 should contain the following:

(a) concise description of the training or educational
study requested and its relevance to AID project goals;

(b) details on the participant{s), including position,
technical background, English language proficiency, need for the
training and intended use of the training on return;

(c) information on the availability of similar train'jng
in the United States or a Code 941 third country; and

~... .~t
\J
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(d) reason the country where the training is to take
place could not sponsor/fund the training.

~ (3) Waivers are to be submitted by telegram or letter to OIr
no later than thirty (30) d~s prior to the start of the program. If in
the project planning stage the need for a specific amount of training in
a non-approved third country is identified, a waiver may be submitted to
cover the entire identified portion of the training component. In the
case of AID/W Bureau projects wai vers shoul d be arranged before the
training is announced to the field.

(4) on will respond to each wai ver applicati on by cable or
in writing within ten (10) days of receipt of the waiver. ~

*Rev; sed



Trans. Memo. No. Effective Date Page No.

AID HANDBOOK 10 10:135 October 11, 1991 8A-l

MAINTENANCE ALLOWANCES FOR THIRD-COUNTRY TRAINING

Maintenance allowances for third-country training are established by the
Mission in cooperation with the host government in the training country
and are payable in local currency. (See Handbook 10, Chapter 8.) If
the Mission does not supply the rate you should communicate directly
with the training institutions to obtain the most appropriate rate for
the locality and inform the mission by cable of the rate that will be
used. The rates may not legally exceed the maximum standard U.S.
Government per diem allowances for the locality of training as listed in
Section 925 of the Standardized Regulations (Government Civilians,
Foreign Areas). (See official allowance manual of the Department of
State.)

Recognizing that rates are constantly changing we would appreciate
Missions notifying the Office of International Training of any change in
rates semi-annually by cable.

The current maximum daily maintenance allowance for A.I.D. participants
receiving training (except as otherwise noted) is set forth below.

Maximum Maintenance
Allowance

BANGLADESH

1. Trans it status (fi rst 20 days)
and while on travel requiring
overnight stay outside of the
training locations

a. Dhaka and Chittagong $25.00 plus
actual lodging not to
exceed 50 percent of
the established
1oca1ity rates

b. Other locations $12.50 plus
actual lodging not to
exceed 50 percent of
the established
locality rates

2. Resident status (both academic and non-academic participants.
Depending on the lodging costs, residence status rates may be reviewed
and adjusted on a case-by-case basis; otherwise, rates are as follows):

a. Dhaka and Chittagong
b. Other locations

$15.00
$10.00
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3. For short-term programs when food and lodging are covered by the
training institute.

a. Dhaka and Chittagong

b. Other locations

$10.00 pocket
allowance

$ 7.00 pocket
allowance

4. Hospitalized status: Dols. 7.00 after 10 days when a
~~~:~~~~~nt is not obligated to retain permanent quarters regardless of ~

BARBADOS

RDO/C does not have a Third Country Training program in any of the
countries within its jurisdiction. However, a small amount of Third
Country Training is carried out in the regions.

Rates are as follows:

1. Antigua:
Transit Status (May 1 to Nov. 30) inclusive

(Dec. 1 to Apr. 30) inclusive
Residence Status

2. Bahamas:
Transit Status (May 1 to Nov. 30) inclusive

(Dec. 1 to Apr. 30) inclusive
Residence Status

3. Barbados:
Transit Status (May 1 to Nov. 30) inclusive

(Dec. 1 to Apr. 30) inclusive
Residence Status

4. Grenada:
Transit Status (May 1 to Nov. 30) inclusive

(Dec. 1 to Apr. 30) inclusive
Residence Status

5. St. Kitts:
Transit Status (May 1 to Nov. 30) inclusive

(Dec. 1 to Apr. 30) inclusive
Residence Status

6. St. Luc i a:
Transit Status (May 1 to Nov. 30) inclusive

(Dec. 1 to Apr. 30) inclusive
Residence Status

$106.00
$124.00
$ 38.00

$117.00
$136.00
$ 42.00

$120.00
$136.00
$ 43.00

$ 88.00
$108.00
$ 32.00

$ 99.00
$130.00
$ 36.00

$ 95.00
$126.00
$ 34.00

;'...'....~
'..",
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7. St. Vincent and The Grenadines:
Transit Status (May 1 to Nov. 30) inclusive

(Dec. 1 to Apr. 30) inclusive
Residence Status

8. Trinidad and Tobago:
Transit Status (All year)
Residence Status

$ 86.00
$ 99.00
$ 31.00

$ 78.00
$ 28.00

Please note that both the Bahamas, Trinidad and Tobago are outside
of ROO/C's jurisdiction. The rates recommended are calculated based on
our knowledge of the cost of living in the two countries.

BOTSWANA

1. Resident Status
Long-Term Academic Institutions (University of Botswana)

$150.00 mon

2. Above rate is for incidentals since tuition, boarding, and lodging
are covered and paid by the sponsoring country directly to the
University of Botswana

BURKINA FASO

A. Transit Status

Ouagadougou
Bobo

15,000 CFA
12,000 CFA

15,000 CFA (1st 15 days)
10,000 CFA (15 days)
12,000 CFA (1st 15 days)
7,000 CFA (15 days)

150,000 CFA/months

Bobo

Subsequent Months

B. Resident Status

1. Short Term Training (5 month or less)

First Month
Ouagadougou

For conferences and seminars to be held in a particular hotel or
training institution, seminar fixed rates will apply. Otherwise,
special rates will be determined based on the hotel rates where the
conference is to take place, if the transit rate is deemed
inappropriate. If room and board included in tuition, participants will
receive a supplementary allowance of 2,000 per day for incidental fees.
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15,000 CFA (1st 15 days)
10,000 CFA (15 days)
12,000 CFA (1st 15 days)
07,000 CFA (15 days)

125,000 CFA/months
50,000 CFA/l year

150,000 CFA once (1)
5,000 CFA/day

Bobo

Subsequent months
Books
Report/Thesis allowance
Field trip within country

2. long term training (more than 5 months)

(A) Off-campus

First Month
Ouagadougou

Training institution rates will apply if available

On-campus: (Transit status for the 1st day if spent in a hotel.
Training institutions rates will apply where available.

On campus rates where there is no established allowances:

Maintenance allowance
Books
Report/Thesis
Field Trip within the country

100,000 CFA/month
50,000 CFA/year

150,000 CFA once
5,000 CFA/day

On campus rates for some institutions:

Ecole Inter-Etats Des Techniciens Superieurs de l'Hydraulique et de
l'Equipment Rural (Etsher)

Maintenance allowance (MA)
Books

Per diem and report (1st
year Practical Training)

Per diem and report (2nd
year Practical Training)

70,000 CFA/month
50,000 CFA/year

200,000 CFA/year

250,000 CFA/year

Medical Coverage (80/100)
Ecole Inter-Etats Des Ingenieurs De l'Equipment Rural (EIER)

MA Engineering Program
Equipment

70,000 CFA/month
50,000 CFA/year

MA for Practical Training 2nd year 150,000 CFA
Thesis/Report 75,000 CFA

Medical Coverage (80/100)
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Equipment 50,000 CFA/year

MA for Practical Training 2nd year 150,000 CFA
Thesis/Report 75,000 CFA

Medical Coverage (80/100)

MA Post-Engineering Program
Equipment
Medical Coverage (80/100)

120,000 CFA/month
50,000 CFA/year

\,.... ..J~:

C. Medical Coverage

OAR/BURKINA does not have a health insurance system for
participants. However, if not included in tuition and covered by the
training institution, participants will be reimbursed for 80 percent
against PIO/Ps for consultation, any prescription or lab tests etc.
written by a physician. Therefore PIO/Ps should include CFA
100,000/year for that purpose.

D. Books Shipment

1. Short Term: CFA 15,000
2. Long Term: CFA 30,000

to be included in the last payment.

CAMEROON

* l. Transit status (fi rst 30 days)

a. Douala CFA 20,000 per day
b. Yaounde CFA 20,000 per day

2. Resident status (31-90 days) CFA 15,000 per day
.\...,t 3. Academic status (91 days and over) CFA 100,000 per month

4. Provincial Capitals

a. Transit Status: CFA 15,000 per day
b. Residence Status: CFA 10,000 per day
c. Academic Status: CFA 70,000 per month

5. Divisional and Sub-Divisional Capitals and all others.

a. Transit Status: CFA 10,000 per day
b. Residence Status: CFA 8,000 per day

\.; c. Acadenlic Status: CFA 65,000 per month *
"It'RFVISEO
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* 6. Start-up expenses are payable only to participants in academic
status. The start-up allowance is provided only once during the
training program as follows:

a. On-Campus Students:
b. Off-Campus Students:

CFA 50,000
CFA 80,000

7. Participants are allowed full transit rates when they submit
lodging receipts; or they are given on third of per diem for each day
spend in transit. Handwritten receipts may be accepted on a
case-by-case basis.

8. Transit allowances are pro-rated on number of days spent in
that status.

9. If the school provides lodging only, the participant is
allowed one third of transit allowance to cover food. Receipts are not
required for food.

10. If the school provides food without lodging, two third of the
allowance is paid for lodging with participant submitting receipts;
handwritten receipts may be accepted on a case-by-case basis, provided
the school does not have official receipts.

11. Allowances within the city/village of training also covers ~
daily transportation.

12. If Transportation from permanent to temporary training site is
not covered by the school, A.I.D. takes charge.

13. If school provides all expenses, no special allowance is
authorized unless otherwise requested, in which case USAID will decide
on a case-by-basis.

14. When a school receives funds to take care of all training
related costs, it is incumbent upon the school to decide on the amount
of incidentals allowance that the participant may require.

15. If a school gets paid for only certain items, USAID and the
institution will determine the amount of allowance the participant is
entitled to.

16. USAID has recently established other allowance rates, as
follows:

FOR ACADEMIC PARTICIPANTS

A. Book Allowance: Annual fixed rate of CFA 100,000.

B. Research/Thesi s all owance (inc1 uding computer time, research ..... \j.... 1

expenses, typing, reproduction, etc.): one time fixed rate of ~

CFA 100,000.

*REVISED
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~ C. Book shipment allowance at completion of course CFA 36,000.

Book shipment allowance for technical participants: 18,000
FCFA at the completion of the course.

ALL FIGURES ARE IN FCFA. USDI EQUALS CFA 278.

~

Transit Status (30 days or less
in one place)

Resident Status (31 days or more)

Long Term Training

CFA 20,000 a day

CFA 15,000 a day

CFA 5,000 a day

CHILE

1. Transit Status (30 days)

2. Resident Status (beyond 30 days)

$ 74.00 a day

$ 550.00 per month

550 dollars for both academic and non-academic institutions
and for technical training institutions.

Effective Date: February 1, 1992

COLOMBIA

Current cost of meals (Breakfast, Lunch and Dinner) estimated in
Bogota Hotels is $12.00 per day.

Exchange Rate: Dollars 1.00 - Pesos 615.

COTE D'IVOIRE

I. Transit Allowance CFA 15,OOO/day

Participants who are not provided housing by their training
institutions immediately upon arrival in Cote D'Ivorie, receive transit
allowance for a maximum of thirty (30) days. Please note that
participants who are provided housing upon arrival in the country are
not entitled to transit allowance.

2. Academic Training:

A. Undergraduate Training
Leading to License or equivalent

Book Allowance:
B. Graduate Training

Leading to Maitrise or DEA
Book Allowance

Thesis Allowance

* REvISED

CFA 75,000 month

CFA 75,000 year

CFA 90,000 month
CFA 90,000 year
CFA 120,000
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C. Post Graduate Training
leading to Doctorate 3E Cycle

Book Allowance
Thesis/Research

Allowance

CFA 150,000 month
Fixed by the Institution

Fixed by the Institution

D. Housing Allowance: long-Term participants who are not provided
housing by their training institutions receive housing allowance of CFA
50,000 francs per month in addition to their regular maintenance
allowance.

E. Field Trips within the country

Field Trips outside the country

CFA 3,000 day

CFA 10,000 day

3. Short-Term Training and observation tours:

A. Short term participants who are not provided boarding and
lodging by their training institutions receive transit allowance for the
first 30 days. They subsequently receive a regular maintenance rate of
CFA 300,000 per month to cover hotel, meals, etc.

B. Short-Term participants who are provided housing and meals by
their training institutions receive supplementary allowance of CFA 3,000
francs per day.

4. Seminars and Conferences: per diem for participants who are
required to stay at a particular hotel for a seminar or conference is
fixed on a case by case basis depending on the hotel costs.

5. Training provided by the Centre Africain de Management et de
Perfectionnement des Cadres (CAMPC): CAMPC offers about nine (9)
short-term training programs per year to which several mission send
participants. This is to remind missions once again that CAMPC training
costs include hosing and meals. Participants are therefore only
entitled to the supplementary allowance of CFA 3,000 francs per day.
Occasionally, CAMPC places participant in a hotel.

The hotel costs are always added to the training costs Missions
should not be paying these costs directly to participants except when
expressly advised by REDSO. At the end of each training session, CAMPC
sends invoices to REDSO for the payment of training costs for AID-Funded
participants. These costs are charged to participants' PIO/Ps.

6. Payment of initial maintenance allowances:

A. Short-term training, workshops, seminars conferences, of one
(1) month duration or less: All sending missions are requested to
provide participants will full repeat full maintenance allowance prior
to arrival in Abidjan. Checks should be handed to participants prior to
departure from the home country. Participants should not arrive in
Abidjan with one or only part of their per diem for the seminar or short
course. Sending AHA checks to REDSO for participants to pick up is not

0·········'·'·'··'\ ..J
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the ideal solution. Very often, these checks are sent from RAMC Paris
to the Embassy which does not always recognize that are for participants
who are in the country.

B. Long-term Training: Sending mission are required to provide
maintenance allowance for the first month. REDSO will pay subsequent
allowances for the second month of training.

7. Lead Times: We would like to appeal to sending missions once again
to adhere to lead times specified in handbook ten when programing
participants for training in Cote D'Ivoire. For Short-term training,
the PIO/P should be received forty (40) to sixty (60) day prior to the
beginning of the program and definitely before the arrival of the
participant in Cote D'Ivoire. For Long- term training, PIO/P should be
received ninety (90) to one hundred and twenty (120) days prior to the
beginning of the program.

We receive a large number of participants per year, especially
short-term participant, and would greatly appreciate missions'
cooperation in following training procedures lead times.

COSTA RICA

1. Transit status
(first 30 days of training and while
traveling within Costa Rica)

2. Resident Status (Beyond 30 days)
Short-term training

3. Long-term training program at
academic and non-academic institutions
which are different than resident rates:

4. Centro Agronomico Tropical De
Investagacion Y Ensenanza (CATIE),
Turrialba, Costa Rica

S75.00/day

S68.00/day

S20.00/day

S500.00/Monthly

5. Instituto Centroamericano De Administracion
de Empresas (Incae), Alajuela, Costa Rica: SI50.00/Monthly

(This amount is in addition to on-campus room
and board, costs which are paid directly to Incae.
(This amount is paid to participants to cover
incidental costs).

DOMINICAN REPUBLIC

1. Transit status

Santo Domingo
Other localities
La Romama

$117.00
$ 64.00
$172.00
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2. Long-Term program rates are to be determined in accordance with
length of training, living accommodation and locality on a case by case
bases~

ECUADOR

1. Transit status (up to 30 days)
a. Quito
b. Guayaquil
c. E1 sewhere

$ 60.00
$ 70.00
$ 40.00

2. USAID/Ecuador's exchange rate is 901 sucres to 1 US dollar.

1. Transit status
a. Cairo
b. Alexandria
c. Other City

2. Resident status:

Academic:

$ 58.00
$ 42.00
$ 37.00

$500.00/mon

,1 ...··· ...··1.·

\wi

Non-Academic: To be determined according to length of training
program and living accommodations provided. For planning purposes use
rates for transit status.

Technical (more than 5 months) Same allowances as academic
participants

EL SALVADOR

1. Transit status (First 30 day)

2. Resident status (31 - 90 days)

3. Academic Status (91 days and over)

$ 60.00/day

$ 35.00/day

$ 25.00/day



-----------------------.-._ ..

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 10 10:136 December 4, 1991 8A-11

GUINEA

1. Transit Status:

When Participants are provided housing:

A. Conakry:
B. Other locations

GF 15,000 Per day
GF 10,000 Per day

2. When Participants are not provided housing:

A. Conakry: GF 36,000 Per day

B. Other locations: Mission will pay hotel costs based on actual
costs as supported by receipts from the hotel and in addition to a daily
allowance of GF 10,000 per day.

3. Resident Status:

To be determined according to program and living accommodations
provided.

~ GUATEMALA CITY

1. Transit Status (First 30 days) of
Training and while traveling
within Guatemala) $ 60.00/day

2. Resident Status (Beyond 30 days)
Short-term Training $ 30.00/day

3. long-term training program at Academic and
Non Academic Institutions differ from

V resident rates $500.00/mo

4. Incidental Costs $ 5.00/day

The amount of US $5.00/day is given to participants as personal
expenses only when room and board is included in training costs

HONDURAS

1. Transit status (30 days or less)
Resident Status (beyond 30 days)

$ 35.00/day
$ 20.00/day
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2. Long Term Training Programs Academic Institutions:

National Forestry School
Pan American Agricultural School (EAP)

Kellogg Center (EAP)

Lodging Per Person Per Day:

Single Accommodation
Double Accommodation
Triple Accommodation
Quadruple Accommodation

Meals:

Regular Breakfast
Regular Lunch
Regular Dinner
Regular Snack
Special Breakfast
Special Lunch
Special Dinner
Special Snack

$ 4,500 per year
$13,530 per year

$ 16.00 per day
$ 8.00 per day
$ 6.00 per day
$ 5.00 per day

$ 1.50
$ 2.50
$ 2.50
$ .50
$ 2.00
$ 3.00
$ 2.75
$ .80

Centro Universitario Regional Del Litoral Atlantico (CURLA) which
is part of the National Autonomous University of Honduras

$3,750 per year

A. Non-academic Special Short-term Programs for Senior/Middle Level
Participants

1. Travel status

a. Bombay, Calcutta and New Delhi
b. Other localities

2. Resident status
a. Bombay, Calcutta and New Delhi
b. Other localities

$50.00
$40.00

$40.00
$30.00

B. Academic Programs
a. B.Sc. (Agr), B. Tech., B.Y.Sc. &A.H., etc.

(i) Maintenance Allowance Rs. 1500 per month
(ii) Book/Equipment Allowance Rs. 600 per academic year 1/
(iii) Pocket Allowance Rs. 30 per day Z/
(iv) Cycle Allowance Rs. 425 (once during

training)
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(v) Shipment Books/Trg. Material Rs. 150
(vi) Calculator $80.00 1/

(equivalent in rupees)
(vii) Project Report Allowance Rs. 1000 !I

(once during training)

1/ For the B.Y.Sc. &A.H. and B. Tech. courses, the students
are reimbursed on actual basis on the recommendation of the concerned
dean at the College up to a maximum of Rs. 1,250 and Rs. 1000
respectively for the first academic year. For the subsequent academic
years, the maximum book allowance per year for B. Tech, and B.Y.Sc. &

~ A.H. is up to Rs. 750 and Rs. 1,000 respectively.

Z/ This allowance is given to the students when they are
required to undergo a study tour off campus for practical training as an
integral part of the academic course. This is paid in addition to the
monthly maintenance allowance, if recommended by the head of the
institution.

1/ This allowance applies when a participant's program
requires the purchase of a calculator to fulfill program objectives.
Requests to purchase calculators must be approved in advance of purchase
by the head of the institution and the academic advisor responsible for
the participant's training program.

!I This allowance applies to B. Tech. programs which require
students to submit a project report. A maximum of Rs. 1000 is provided
once during the training for preparation and other related expenses of
the project report.

Rs. 30 per day

Nursing (Post Basicl/Public Health Nursing. etc.

Rs.150 (once during trng.)
Rs. 425 (max. permissible
allowance)

b. B.Sc.
1)

(i i )
(i i 1)
(iv)

(v)

(vi)

Maintenance Allowance Rs. 1500 per month
(All undergraduate degree programs)

Book/Equipment Allowance Rs. 500 per yr. 1/
Uniform Allowance Rs. 500 per yr. 1/
Pocket Allowance during

study tour off campus
Shipment of Books/Training

Materi a1
Cycle Allowance

1/ In the nursing program, a student is required to buy and
use uniform while on duty. Therefore, the book and uniform allowances
have been treated separately, subject to the maximum of Rs. 500 for each
item per academic year.

c. M.Sc .• M.Ed .• M. Tech. Ph.D .• etc
(i) Maintenance Allowance Rs. 3,000 per (all graduate

and post graduate degree
programs)
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Rs. 800 per academic yr.
VW

Rs. 40 per day

Rs. 1,000 (once during
training)
Rs. 400 per academic yr.

$80 (equivalent in rupees)

Pocket allowance during
study tour off campus

Thesis and Dissertation
Expenses.

Typing of Academic Papers
Calculator (if statistics is

one of the major subjects)
Shipment of Books/Training

Material

(viii) Cycle allowance

(v)
(vi)

(vii)

(ii) Book/Equipment Allowance

(iii)

(iv)

Rs. 150 (once during
training)
Rs. 425 (once during
training)

V For M. Tech. courses, the participants are reimbursed on
actual basis on the recommendation of the concerned dean at the college
but not exceeding Rs. 1250 for the first academic year. For the
subsequent academic years, the maximum book allowance is @Rs. 800 per
year.

Z/ An additional allowance of Rs. 500 will be approved to
purchase a uniform. This allowance applies when a participant's program
requires purchase of a uniform to fulfill program objectives. Requests
must be approved in advance of the purchase.

C. All participants will receive a $40 (equivalent in rupees) per day
transit allowance for the first five to six days during their New Delhi
orientation program before going to their training institutions.

D. The rates given above are maximum and in many cases may be
reduced. For instance, where the training institution requests lower or
higher rates to approximate parity with Indian allowances, special rates
will apply. Further, if a participant's program is at an institution
which provides room and board, the participant will be paid a pocket
allowance, the amount of which will be determined by USAID.

U'
~~.,. :

INDONESIA

1. Transit status (up to 21 days)
a. Jakarta, Denpasar, Surabaya, Ujung

Pandang, Yogyakarta, Bandung and
Balikpapan

b. Other locations

$65.00/day

$SO.OO/day

2. ~~s~~e~~t:~~~:d according to program and 1;.;ng accommodat;ons U
provided.
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2.

A.

parti cipants to Mal awi are encouraged to contact USAID/Mal awi well in
advance of the course start date to verify the applicable maintenance rate
payable. Most programs are conducted in hotels, motels and inns, therefore,
there are no reduced board and lodging benefits offered to participants.
For participants on academic programs at the University of Malawi's five
constituencey colleges, the university has its own recommended rate for
donor funded participants. The rate also depends on the type of housing
available on or off campus.

ACADEMIC TRAINING

1. Transit status (First 30 days)
Resident status

2. Tuition Fees
For all school s

3 Book Allowance
(outside Bamako)
(schools within Bamako)

4. Health and Accident Coverage

5. Field research Allowance:
(one time payment based on
presentation of valid receipts).

6. Practical training allowance
(flat rate payable to students
undertaking practical training
in Mali and outside their
training institution)

7. Book Shipment:
(one time payment provided
at end of training program).

B. TECHNICAL TRAINING

1. Transit Status (First 30 Days)
Resident Status

2. Health and Accident Coverage

3. Field visits (over two days)

4. Book Shipment allowance
(one time payment provided at
end of training program).

CFA 6,000 per day
CFA 120,000 per month

CFA 250,000 per year

CFA 60,000 per year
CFA 40,000 per year

CFA 150,000 per year

CFA 180.00

CFA 2,500 per day

CFA 36,000

CFA 6,000 per day
CFA 120,000 per month

CFA 35,000 per month

CFA 2,500 per day

CFA 18,000
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C. CONFERENCES, SEMINARS, WORKSHOPS

1. Recommended per diem CFA 25,000 per day
(participants provide with lodging)

Per diem rates for participants who are required to stay in a hotel are
determined on a case by case basis depending on the hotel rates.

2. Non-travel status &scheduled for training in
Mexico City after first 20 days $32.00/day

3. Nontravel status &scheduled for training
after first 20 days in Monterrey and
other locations $32.00/day

*1.

t£XICO

Transit Status (up to 6 weeks)
Academic and Non-Academic $80.00/day ';' '.".•'...•

'-'

5.

4. Nontravel status in Chapingo/Montecillo
State of Mexico $30.00/day

International Maize &Wheat Improvement
Center (CIMMYT) El Batan, State of Mexico &
any other Experiment Station in Mexico
includes room. &board, laundry insurance,
in-country travel, incidental expenses
logistics and overhead of 15 and $1,500/mo.

CIMMYT Visiting Scientist (includes expenses
as indicated above $1,900 monthly El Batan,
$2,600.00 Experimental stations outside of El Batan.

6. Observation and on-the-job training up
to 6 weeks in Mexico City and northern states $95.00

tIlROCCQ

" •.......".'1'.'.

'-'

1. Transit Status (First 15 days)

Dirhams (DHS)

500.00 DHS/day

2. Maintenance Allowance:

A. Technical Training provided by Moroccan
training or other institution or entity:

* REVISF.n
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4. Doctoral Research and Dissertation
preparation (including typing, binding
and reproduction).

5. Master's Thesis Research preparation including
typing, binding and reproduction

6. Purchase of books and Equipment
(Academic Only)

7. Health Insurance
(Quarterly Enrollment)

8. Excess Baggage for shipment of books

9. Field Trips for research Up to 60 days
a year and in addition to regular maintenance
Allowance

$6,500 DHS

$3,450 DHS

$3,000 DHS/year

$70 DHS/Quarter

$800 DHS

$400 DHS

10. Miscellaneous

Academic Training:

10 percent of Total Expenditures
Maintenance allowance

1. Transit status (First month)

2. Resident Status (First month)

F/CFA 15,000 day

Participants who are provided room,
board and transportation by their
training institutions will have
transit allowance: CFA 60,000 per mo. or

CFA 2,000 per day
for subsequent months

Participants who are not provided room
and board by their training institutions
will receive transit status of (CFA 15,000
per day) for the first month and CFA 150,000
per month or (CFA 5,000 per day) for subsequent months
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3. Technical Training:

Short-Term Participants who are provided
lodging and meals by their training
institutions will receive supplementary
allowance (incidentals) CFA 90 t OOO per month

or CFA 3t OOO per day

7. Medical Insurance: The rate will be CFA 40 t OOO per month if medical
coverage is not provided by training institutions

4. Conferences t Seminars t Workshops:

Per Diem for participants who are required to stay in a
particular hotel or workshop or seminar will be fixed
on a case by case basis depending on the hotel rates.

5. Other Allowances:

Book allowances:
a. Undergraduate training

License or equivalent CFA 60 t OOO/yr.
b. Training leading to Maitrise

or equivalent CFA 90 t OOO/yr.
c. Training leading to DEA

or 3E Cycle CFA 120 t OOO/per yr.

6. Thesis Allowance (including Typing):

Short-Term participants who are not
provided lodging CFA 22 t OOO per day

for 30 days or less

Short-Term participants training for over
30 days who are not provided lodging
will receive transit status of CFA 15 t OOO per day

for the first 30 days
and CFA 200 t OOO per
month for the subsequent months

CFA 75 t OOO
CFA 120 t OOO

For License and Maitrise
For DEA/3E Cycle CFA

!
!
~
I

I
I
I
I
I

I
!
I

1
I

I
I

The above rates will be effective as of July It 1989 for full
implementation.

lC.·.. \'

~
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NIGERIA

1. Transit status (staying in major hotels)

2. Transit status (staying in small hotels)

3. Resident status
a. Academic (on the campus)
b. Academic (off campus)
c. Non-academic
d. Groups of 3 or more, plus housing
e. One or Two, plus housing

PANAMA

1. Transit Status (First 20 days)
a. Panama City-Metro Area
b. David
c. All Other Locations

2. Non-Academic Status (After 20 days)
a. Panama City-Metro Area
b. All other locations

$35.00

$25.00

$20.00/day
$25.00/day
$15.00/day
$13.00/day
$14.00/day

$70.00/day
$47.00/day
$41.00/day

$62.00/day
$30.00/day

3 Cartographic School of the Interamerican
Geodetic Survey (lAGS) for duration $33.00/day

4. Academic Status (After 20 days)
a. To be determined on AC HOC basis depending upon locations and

duration of stay.

s. Panama does not have a Third Country Training program.

1. Transit status (30 days or less)

2. Resident status (30 days or more)

$102.00 per day

$65.00 per day

3. There are no Long-Term Academic and Technical training programs
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PHILIPPINES

1. Transit status
a. Metro Manila
b. All other locations

2. Resident status
a. Non-academic

(i) Metro Manila
(ii) All other locations

b. Academic
(i) Metro Manila and other localities

$49.00 per day
$40.00 per day

$36.00 per day
$31.00 per day

$13.00 per day U",: ':
n .

$ 5.00 per day

3. Pocket allowance for participants in "Packaged"
programs with board and lodging included by
the training agency in costs billed USAID/Manila $ 10.00 per day

4. Hospitalized status (After 9th day
of Hospitalization)

5. All TeT participants will receive the transit status rate of $49.00
per day for the first thirty (30) days in the Philippines regardless of
location.

6. Exceptional rate - to be established on a case-by case basis but
not to exceed the standard u.s. government per diem for the Philippines.

PORTUGAL

1. Transit status (first 30 days)
(44% of current per diem rate for Lisbon)

2. Resident status (31 days to completion)

$50.00 per day

$37.50 per day

3. For VIP participants the maintenance rates will be established on a
case-by-case basis.

RWANDA

There are four Academic Institutions in Rwanda

1. Universite Nationale Du Rwanda

2. Ecole Superieure de gestion

$135.00 mo
~'" .. '....••.•.:.,'

\wi
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Et D'informatique

3. Institute Africain Et Mauricien
De Statistique Et D'Economie
Appliquee

4. Universite Adventiste De L'Afrique
Centrale

5. No Transit Status

$135.00 mo

$215.00 mo

$ 82.00 mo

CFA 125,000
CFA 50,000
CFA 55,000

6. Allowance is paid in Rwandan Francs. Rate of exchange fluctuates.
Current rate is approximately 118 Rwandan Francs for 1 dollar

SENEGAL

1. Transit status off campus (30 days)
a. In Dakar CFA 10,000 per day
b. Outside Dakar CFA 6,000 per day

2. Monthly Maintenance Allowance:
Off-Campus in Dakar
On-Campus in Dakar
On-Campus outside Dakar

Annual Book Allowance:

Flat rate of CFA 200,000 at ENAM and CESAG (CFA 150,000 advance to
be justified by certified bills prior to receiving remaining CFA 50,000)
Flat rate of CFA 120,000 for all other institutions.

Practical Training Allowances:

Senegal and outside place of
training CFA 2,500 per day

During practical training, all
participants received maintenance
allowance of CFA 50,000/per month.

When Training is to take place outside of Senegal participants will
receive no maintenance allowance. However CFA 40, 000 is provided per
month prior to departure to keep their apartment.

Mission indemnity policy provides a maximum of CFA 24,000/day for per
diem to Third Country officials attending organized seminars, meetings,
fairs, etc ..
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One-time shipment of training materials:

Long-term:
Short-Term:

SRI LANKA

CFA 36,000
CFA 18,000

A. Transit Status (30 days or less in one place)

Colombo
Outside Colombo

$65.00
$32.00

B. Resident Status beyond 30 days training at technical training
institutions and Long term training programs at academic institutions.
Variable depending on training programs in accordance with particular
conditions and accommodations available.

1. Transit status (30 days)

2. Resident Status (Beyond 30 days)

3. Long Term Programs

$3,600

$ 100.00 per day

$ 400.00 per day

4. Non-Academic institutions and technical training are same as
resident rates.

SWAZILAND

Swaziland has a third country training program offered by the
Managa Agricultural Management Centre (MAMC). However, mission is
currently reviewing established rates for a third country training
program.

MAMC established rates are as follows:

A. Pounds Sterling 3,700 - 5,450 (approximately US do1s 9,291- 13,685)
for tuition, stationery, full board, accommodation, laundry, local
transportation, use of facilities at the centre, and prescribed medical
treatment within Swaziland during the period of each course.
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\-.I B. Pounds sterling 550 (approximately US do1s 1,381) for travel costs
which is broken down as follows:

Pounds sterling 485 (approximately US do1s 1,218) airfare, 50
(approximately US do1s 126) transit stop, and 15 (approximately US do1s
38) excess baggage on round trip travel.

C. Pounds sterling 50 (approximately US do1s 126) Book allowance per
participant.

D. Pounds sterling 20 (approximately US do1s 50) personal allowance
per participant per week. Sponsors are not restricted to pay
recommended rate if they can afford to pay more.

TANZANIA

1. Transit status (30 days or less in one place)

a. Arusha
b. Dar es Salaam
c. Zanzi bar
d. All other locations

$ n.OO/day
$112.00/day
$ 71.00/day
$ 55.00/day

2. Resident status at training facilities where tuition, full lodging
and boarding, insurance, books are paid for is do1s 10/day. pending
finalization of the rate currently discussed among donor countries in
Tanzania.

THAILAND

*
1. Transit Status (30 days or less) in one place

Metro Bangkok
Pattaya
Phuket
Hua Hln
Cha-am
Prachub Khirikan, Pranburi
Chiang Mai, Chiang Rai
Phet Burr
Songkh1a
Chumporn
Hat Ya;
Lampang
All Other Locatlons

$72.00/day
$68.00/day
$64.00/day
$62.00/day
$62.00/day
$61.00/day
$58.00/day
$45.00/day
$44.00/day
$43.00/day
$43.00/day
$43.00/day
$34.00/day

*
* REVISED
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$50.00/day
$40.00/day
$32.00/day
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Metro Bangkok
AIT Center Hotel
All other localities

2. Resident Status (Beyond 30 days)
Non-Academic (Technical Short Term, Less Than 90 days):

-----------------_._--------------,-------------;------------
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*
3. Long Term Training Programs at Academic and Non Academic
Institutions, 90 Oays or Longer:

Metro Bangkok
All Oormi tory
All Other Localities

$37.00/day
$26.00/day
$28.00/day

4. All participants receive the transit status rate for the first 30
days in Thailand. Under some circumstances, special rates for specific
programs due to particular conditions and accommodations available may
apply, not to exceed the maximum standard U.S. per diem rate for
Thailand. The above rates assume that room and board are not included
in training costs.

Sponsoring missions should review each program venue and local
arrangements to determine if recommended rates are applicable or if a
higher or lower special rate is more appropriate.

5. In addition to maintenance allowance, each participant should be
advanced Ools. 100 to Ools. 250 to pay for taxi fares from the airport
to Bangkok and return (Approximately Ools. 8-16 each way), for the
airport fee on departure (Approximately Ools. 8), and for other possible
and unforeseeable expenses as part of total maintenance allowance.

f;'~

\"

6. Participants arriving in Thailand, whether from their home country,
the United States, or a third country, should be advanced sufficient
maintenance allowance to cover their entire program, if less than one
month, or their first full month of training if more than one month.
Maintenance allowance for long-term academic and non-academic
participants should be paid by checks and sent directly to the training
institutions.

7. USAIO/Thailand requests that missions contact relevant Thai
organizations directly when planning and arranging for third country
training in Thailand.

8. Increases in the rates above reflect substantial increases in
prices of hotel and dormitory room rates, food and general price levels.

*

* REVISED
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1. Transit status

2. Resident Status

3. Long Term Training
Academic or non-academic

4. Technical Training
(30 days or less)

TUNISIA

CFA 7,500 a day

CFA 90,000 monthly

CFA 115.000 monthly

CFA 7,500-8.000 a day

TO 40 per day

1. Transit Status
30 days or less in one place TO 55 per day

2. Resident Status (30 days or more) TO 320 per month

3. Training at technical train1ng
institutions (Payable 1f
partic1pants stay at hotel)

4. If lodging accommodations are provided by the training institution
the res1dent status rate should apply.

5. Book allowance:

6. Typi ng Allowance:

7.

1.

TO 250 per year

TO 70 (for program
requir1ng thes1s preparation)

Shipment allowance: TO 130
Payable at completion of the training program

UGANDA

Transit Status

Kampala (maximum 14 day lim1t)
Out of Kampala rate (maximum 14 day l1mit)

$110.00 per day
$ 70.00 per day

2. Ools 10 is established for Resident Status at Academic and
Non-Academic Institutions where board, 10dg1ng. insurance and books are
paid for by the program sponsor.
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1. Transit Status (first 30 days)
a. Ki nshasa
b. Lubumbashi, Kisangani and Bukavu
c. Other areas, to be established on

particular facilities that may be

2. Residence Status

$79.00 a day
$55.00 a day

AD HOC basis consistent with
made available

Kinshasa $59.00 a day
Lubumbashni, Kananga &Bukavu $41.00 a day
Other areas, to be established on AD HOC basis consistent with
particular facilities that may be made available.

ZAMBIA

1. Transit Status
a. Kabwe
b. Kltwe
c. L1 vi ngstone
d. Lusaka
e. Ndol a
f. Others

2. Resident Status (Beyond 30 days)

3. Long-Term Training programs at academic
ins tltuti ons

ZIMBABWE

$120.00
$103.00
$129.00
$123.00
$100.00
$ 53.00

$105.00

$500.00 monthly

Mission has no standard training maintenance rates within Zimbabwe.

Academic Institutions I.E. The University of Zimbabwe, make their ~
own recommendations for long-term students. This depends on the type of
housing available (on or off campus).

Short-Term training programs within Zimbabwe often have greatly
subsidized board and lodging rates included in the training costs. When
this occurs, Mission requests that participants carry sufficient funds
to pay for their own accommodation and incidentals. Advances should be
requested well in advance of Travel.

Missions should contact USAID well in advance of course date to
ascertain the applicable maintenance rate payable

For Short-Term courses that do not include any reduced board and
lodging benefits, Mission recommends that participants are provided with
the full per diem rate applicable. FYI: When Mission is requested to
assist stranded participants, only actual costs will be provided.
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CHAPTER 9

TRAINING IMPLEMENTATION PLAN (TIP)

9A. POLICY

It is AID policy that Training Implementation Plans (TIPs) are prepared
for every participant, regardless of the mode of program management or
source of training.

V 9B. DEFINITION

The Training I~lementation Plan (TIP) -- a description of the program
to 5e Tonoweaby tFie partfclpant as specified in the Project
Implementation Order/Participants (PIO/P). It is prepared by the
program specialist responsible for arranging the program. It is clearly
detailed and descriptive. Each segment of the plan or training module
states the purpose of that segment, the name of the training site or
institution, how the purpose is to be achieved and the duration of the
program. (Attachment 9A). The TIP shoul d al so i ncl ude the program
specialist's concurrence and/or comments on degree objectives proposed
in the PIO/P based on the participant's transcripts, curricula and other
related participant information.

Call Forward Date - Upon issuance of the TIP and its approval by the
misslon, tne programmer establishes the date the participant is to
arrive in the U.S. for training. This date is know at the Call Forward
Date (CF).

9C. PURPOSE

TIPs provide clarity and details of the training objectives for all
concerned. They give continuity to program implementation when
personne1 change and, even more importantly, they provi de a vi tal
canmunication link with mission project officers, contract

\....;' representati ves, host country official s and the participant.

90. PROCEDURES

1. General Re~i rements

a. AID sU§l!.ort for academic training, in U.S. institutions will be
Tfmite to:

4 calendar years for undergraduates
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3 calendar years for Ph.D. programs

2 calendar years for Masters and Associate Deg~es

b. Whe~ it is anticipated that individuals m~ need training for
periods longer than the prescribed period to achieve the deg~e

objective (to provide time for language preparation for example),
alternatives should be considered (e.g., providing language training and
preliminary coursework in the home country or a third country,
non-thesis master1s training, or completion of thesis/dissertation work
in the home country). This must be determined before the TIP can be
f"inalized. However, the TIP should contain clear details of all aspects
of the training plan from beginning to end.

c. Where no alternatives appear feasible or cost-effective (e.g.,
no language training facilities in the country), exceptions must be
justified in the original PIO/P and may only be approved on a
case-by-case basis by the mission director with the concurrences of the
host country. All details must be clearly stated in the TIP.

d. Where a participant must return home to complete research, he
or she should normally relinquish living quarters and store personal
effects unless the return trip is for a period of one month or less. If
it is more cost effective to retain the living quarters while away, the
OIT Allowance Committee may be petitioned for approval to continue
partial maintenance.

2. Timi n.9

a. For trainin ro rams not requirin] extensive ~ro[rammiQ9

effort (e.g., tec nlca courses, routlne prearrangea semlnars,
worksnops, other courses) the TIP is cabled to the mission ten (10) days
after receipt of the PIO/P. Such a TIP is usually very brief. The TIP
must give a Call Forward (CF) date and request Estimated Time and Date
of Arrival (ETA) as well as information on the amount of Advance
Maintenance Allowance (AMA) provided to the participant.

b. For academic or technical trainin] reWirin~detailed

arran.gements, every erfort 1S made to pTace eac partlclpant-Withi n 90
aays or receipt of the PIO/P. The TIP must express adequately the
training objectives requested by the mission, without being a word for
word repetition of material contained in the PIO/P. The TIP "indicates
that the "Budgetwill be forthcoming ASAP. II

I •...."..'..'.!\J

' ...~
'-'
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c. The TIP is forwarded to the mission, project officer, or

contract representative no 1ater than ni nety (90) d~s after receipt of
the PIO/P or after all documentation Trom tne mlssion or project is
compl ete (see Chapter 6 -- Project IInEl ementati on Order/Part ici e.ants
(PIO/P) and S~~lemental Documentationl.

d. The TIP also contains the firm Call Forward (CF) date. Allow
no less than 30 d~s before the actual departure from the participant's
country. There are several reasons for this such as time needed to
reach participants located away from AID mission headquarters, time
needed to obtain visas, time needed to make family arrangements, etc.

e. AID/Washington has become increasingly aware that in many
cases it is not possible to secure admission or establish training for
participants with'in the 90-day period as indicated above. This is
usually the case where undergraduate placement is sought and college
housing is required. In those cases which require more than 90 d~s for
placement, the mission is kept informed periodically about progress in
the placement efforts or lack thereof by cable. The 'program se.ecialist
should contact the universities concerned at least every 30 (lays to
died on ~l acement e.roceeafn.9s.

f. As soon as~lacement is secured, a TIP is prepared as outlined
in item (31 6e"1ow. ur perti'"nent cab1es to and from the mission
regarding delays in placement efforts, changes in the program
objectives, etc. are summarized and/or referenced in the TIP to:

(1) Show the mission that delays in placement were beyond the
control of the programmer.

(2) Produce a complete and comprehensive record in the TIP.

g. In such exceEtional cases when a participant arrives before
the TIP ana ~uaget have 6een prepared, the TIP should be sent as soon as
possible after the arrival of the participant, with the TIP
appropriately reflecting those circumstances including date of arrival.

3. TIP Conte nts

a. The PIO/P (Project Implementation Order/Participants)
objective must be clearly stated in the TIP. Word for word re-¥etiti on
of the PIO/P serves no Euryose and leaves doubt as to whetFier he
oojecti'"ve was clearly unaerstood.
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b. In an academic training program, the degree is usually not the

true objective but simply a measure of the capability level to be
attained. It is a step toward achieving the capacity to actually handle
real responsibility when the participant returns to his or her home
country. The ca~ability objective must be featured in the TIP.

c. When possible, e!actical eX2erie~~ relevant to country
conditions and needs is integratea into t~e training experience through
observation, OJT, study tours and organized involvement with
professional colleagues. Where possible and appropriate, academic
credit arrangements for this important training are sought. Practical
e~erie~ce in ant given ~r0..9ram must be bal anced i!..9..ai nst time and buClget
constralnts.

d. For academic partic!eants whose de]ree objectives re~ire

research, tFie program speclaTlst 'in consu1tatlon wltn the university
JieTps aetermine if project objectives can best be satisfied by home
country research. It is understood that climatic conditions and
products, machines, etc. cannot always be duplicated in the United
States. A qualifying statement should be added to allow for natural
disasters, variability in time and production factors. The universities
are asked to provide an estimate of training costs and time for their
staff or other on-site personnel to monitor home country research, if
deemed appropriate.

e. Mission recommendations in PIO/Ps as to institutional
preferences regardfng Tocatlon 01 training must be given priority
consideration. When more appropriate training resources are identified,
the mission is advised of the reasons for an alternate proposal and
concurrence sought. Every recommendation cited in the TIP must reflect
sound professional jUdgment. Institutional cost must be considered as
part of the determination.

f. Other items to be considered for the TIP are:

(1) Orientation at Washington International Center (WIC) or
alternative orientation.

(2) Enrollment in Mid-Winter Community Seminar(s) and
Management Training.

(3) Participation in special programs or technical training
cou rses.

(4) Clear description of training program -- in full detail
i ncl udi ng dates, pl aces, contact pe rsons, etc.

r
0·····
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(5) List of special research needs or funding.

(6) Reference to all activities covered under special
programming fees as shown in the budget.

(7) Clear statement of how training objectives will be met
and how research supports the development project.

g. Contractors should prioritize the training activities in the
TIP and indicate whether the activity is mandatory or optional. For
each activity a range of cost should be indicated; i.g.:

Mandato~ -- Tuition $5,000 - $6,000 for 12 months

Per Diem to

Orientation

Q.Eti ona1 Technical Seminar $1,000 - $1,500

Travel for Seminar $300 - $600

This is not the budget confirmation, but it will give the mission a
better idea of what they are approving and the cost implications (see
Chapter 11 -- All owances).

4. Mission Res.Qonse to TIP

The mission is to approve or amend the TIP as presented and provide
the information to the programming agent through established
communication channels.

a. When requested, for short programs where the TIP acts as the
call forward document, all travel information should be included in the
approved TIP. Airline information, flight numbers and departure and
arrival times for each segment of the trip should be provided.

b. If the participant is provided Advance Maintenance, the amount
should be stated.
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7. MISSION COlICURRENCElCOt1~ENTS REQUESHD. PLEASE ADVISE
ETA/MIA. 10522 IIHllEHEAD

SAMPLE
TRAINING n~PLEMENTATION PLANown

AIDAC

E. O. 12356: NIA
TAGS:
SUBJECT: PIOIP 664-331-1-70115, DR. B£lGACEM SABRI, MPH,
HARVARD UlliVERSITY, TRAINING II1PLEMENTATION PLAN

I. PIOIP fOR DR. SABRI I/AS ASSIGNED TO PIET AUG. 26, 1988.

2. OBJECTIVE: TRAI~ING LEADING TO THE MASTER'S DEGREE
IN PUBLIC HEAlTII TO ENHANCE DR. SABRI'S PERfORMANCE IN HIS
POSITION AS REGIOIIAL HEALTH DIRECTOR AT THE MIHISTRY Of
PUBLIC HEAL TH.

3. DURATION: THE MPH PROGRAM AT HARVARD REQUIRES ONE
YEAR IN RESIDENCE AT THE SCHOOL Of PUBLIC HEALTH AND A
"INIMUM or 40 CREDITS, INCLU~ING REOUIREO AND ELECTIVE
COURSES. CURRENT PIOIP rUNDS 1B MOIIIHS.

4. PROGRAM: PARTICIPANT HAS BEEN ADMITTED TO THE HARVARD
SCHOOL or PUBL IC HEALTH rOR THE MPH DEGREE BEGINNING
SEPTEMBER 1983. CAll DR. SABRI rORI/ARD TO I/ASH "'GTON rOR
PIETIAMID ADMINISTRATIVE BRiEfiNG SEPT. 1. REGISTRATION
AND ORIENTATION AT HARVARD I/ILL BE HElD AT 9:9D A.M. ON
SEPT. 6. IN ADDITION TO ACADEMIC COURSEI/ORK, DR. SABRI
WILL ATTEND A MID-liiNTER SEMINAR TO BE HElD DURING THE

CHRISTMAS HOLIDAYS. THE fOLLOl/lNG OPTIONAL SUPPLEMENTARY

TRAltliNG ACTIVITIES IIILL BE PROGRAMMED AHD BUDGETED,
UNLESS I1ISSION DOES NOT CONCUR IN THEIR INCl'JSION:

"EETING OF APPROPRIATE PROFESSIONAL SOCIETY UPON
RECOMMENDATIOH or ACAOEMIC ADVISOR. (DOlS. 925)

"ANAGEMENT/RE-£NTRY SEMINAR AT CONCLUSION or TUINIHG
IDOLS. 213BI.

"EI1BERSHIP IN APPROPRIATE PROFESSIONAL SOCIETY rOR UP TO
TNln lUIS \llll AI SO BE ARRANGED.

S. INCO"E TAX STATUS: JaSED ON ,NfORMATION PROVIDED BY

"ISSION, THIS PARTICIPANT TRAINIlIG IS ASSUMED TO BE JOB
RUATED.

6. PI£T HAS fORI/AROED DOL S. 4. APPllCAlION HE TO HARVARD

011 BEHAlf Of DR. SABRI. PROGRAI1t1ER HAS BEEN AOVISED THAl
PARTICIPAHT HAS BEEN OffERED UNIV(R:iITY HOUSIN(,: A SIIAR[D

l BEDROOM APARIMEIIT IN SHATTUCK INTERIIATIONAL HOUSE AT

OOLS. 2721MONIH. lHIS I/IlL BE AVAilABLE SEPt. l.

UNCLASS.I FIEO
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CHAPTER 10

PARTICIPANT TRAINING BUDGET WORKSHEET

lOA. POLICY

It is AID Policy that the Participant Training Budget Worksheet, AID
Fonn 1380-95 (Attachment lOA), be an integral part in the program
management of AID participants funded through PIO/Ps. All items
pert'inent to achieving the training objectives are shown on the budget
worksheet. The bUdget worksheet is recommended for use by all other
funding sources as a guide for development of participant training
budgets.

lOB. DEFINITIONS

1. Bu~t Worksheet -- a document structured in accordance with the
Trainln~ost ~nafys1s system which communicates the cost estimate of
each funded PIO/P program to the Office of International Training (OIT),
the Office of Financial Management (FM), and ultimately the AID project
which sponsors the training.

2. Confinnation Cable -- the confinnation cable refers to the cable
transmfttlng the ffne Ttem estimate costs for a PIO/P-funded training
program to AID missions/offices. It is developed using the budget
worksheet and is the official notification to the funding source of the
amount to be transferred to the Master Disbursing Account for a specific
training program.

3. Inflation Factor -- a percentage of the budget estimate applied to
those Sudget line ftems which m~ increase over the life of the training
program. The inflation factor is not charged on programs of short
duration as actual costs are knC7tln. Inflation is calculated on
educational costs and living allowances beginning with the second year
of all academic programs. The rate of inflation is adjusted
periodically to reflect actual rates of inflation experienced in the
U.S. economy.

4. Master DisbursinjJ Account -- an account estab1 ished to accept funds
from mfsslons ana AID oTffces that choose to use the funded PIO/P
process. Once a program is designed, costs agreed upon and a
confi nnati on cab1 e prepared, missi ons/offices are requi red to transfer
the funds to the Master Disbursing Account to p~ for the program.
Transfer of Funds to the Master Disbursing Account should be made
peri odi cally, but not 1ess than quarterly. It is from that account that
all charges from OIT contractors are paid.
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5. Trainina Cost Anal~sis -- a system used to collect data on the line
item expenoltures fnvoTVeO=with AID participant training. The system
employs a standard set of definitions for reporting of costs and is to
be used by all p1aceme nt age nts •

1OC. PROCEDURES

1. Budget worksheets are prepared by OITls contractor/RSSA for all
PIO/P-funded participants.

2. Budget worksheets cover only the time allo\t«!d in the current PIO/P.

3. on reviews all bUdget worksheets for concurrence with published
costs.

4. Project managers maintain a record of budget worksheets for a
period of six (6) months after completion of a participant's training
program.

5. A confirmation cable is generated by FM/PAFD for all participants
managed directly by OITls programming agents. The confirmation cable
contains information summerized in the bUdget worksheet for use by the
mission, ho\t«!ver, it does not include international travel (Attachment
1OB).

6. A new budget worksheet is always prepared when a funded PIO/P
extensi on is recei ved. Thi s must be marked "budget worksheet extensi on. II

7. A copy of the confirmation cable referencing the bUdget worksheet
is part of the participant's permanent file.

8. Budget worksheets must be avail abl e for on review upon request.

100. BUDGET WORKSHEET PREPARAHON

1. Objectives

a. All items pertinent to achieving the PIO/P objectives
efficiently are included. The document serves as a guide to estimating
"actual" cost of the training component of the participantls program.

b. The budget worksheet is required for transfer of funds within
the AID fiscal system.

l.·.'··.. ·,,!!.·.•.·•·
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2. Worksheet Headin]

a. The heading of the worksheet provides spaces for identifying
data and is carefully completed to avoid confusion. The "1.0. number"
is the number shown in the upper 1eft hand corner of the Participant
Data Fonn (PDF), AID 1381-4. (This number a1 so becomes the pennanent
Health and Accident Coverage (HAC) insurance identification number.)

b. Extension PIO/Ps ~ have a new PIO/P number. The new PIO/P
number must be jiven in the sQace Rrovided in the heading or tne DUaget
works'Fieef preparea ror tFi'af extens1 on. Tni s must be clearly marked an
extension budget worksheet. In addition, the original PIO/P number must
be provided for reference purposes.

c. When applicable, OITls contractor/RSSA identification number
must be shown in the space provided. Some programming modes will not
use thi s space.

d. Trainin[ duration is indicated in the heading of the PIO/P
(for all new programsl ana: in the "Special Provision" block of the PIO/P
if it is an extension PIO/P. Always read the "Special Provision" block
carefully.

(1) For a new program show the total number of months
authorized in the PIO/P.

(2) For an extension PIO/P show the number of months of the
extension as specified in the "Special Provision" Block.

(3) The starting date is the date specified in the training
implementation plan (TIP) for arrival of the participant for all new
programs.

(4) The startin~ date of an extension is the dal fo110win]
e~i rati on of the I!rlor P1715'.

e. Technical or Academic

(1) Technical classification is for participants not enrolled
for a degree, even if enrolled in a university one year or more.

(2) Academic classification is only for participants enrolled
full-time in an accredited institution of higher education, registered
for credit and leading to an academic degree. These definitions are not
for use in detennining maintenance rates (see Chapter 11 -- Allowances).
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f. Allotment Code is shown on the facesheet of the funded PIO/P,

Block 5, ana is used on the bUdget worksheet.

g. Contractor/RSSA: This space is for providing the name of the
i ndi vi dual responsi b' e fOr programmi ng the part iei pant(s).

3. Instructional Costs

a. Two columns are provided. All training expenses for the first
12 months of the PIa/P, as required, are given in the "1st yearn
column. Column 2 should include all remaining costs (after 1st year) in
the PIO/P; e.g.; 15 months, 18 months, etc. In the brackets under the
column headings, the program dates should be recorded.

b. Training expenses are the charges per training unit (day,
week, month, etc.). Where monthly rates are the basis for charges, the
daily rate is detennined by dividing the monthly charge by 30. When
several institutions/courses and different organizations are involved,
the grouping of their charges is in order.

c. The name of the university or principal training institution
is inserted.

d. Insert published instructional rates that are the basis for
the charges.

e. Special non-tuition training fees m~ be authorized only for
special training provided by the university for academic participants
not covered by course fees for field trips, etc. These are not intended
to cover university administrative fees for orientation or other
administrative activities. Non-tuition training fees are allowed only
for special hands-on training or special training arranged by the
university under faculty supervision that supplements or complements the
academic training which meets PIO/P objectives.

4. Livin~ Maintenance Allowance

Items 1 through 3 are completed in accordance with Chapter 11
Allowances, and related Partici~ant Trainina Notices.

5. MiscellaneolJs Costs

a. These costs are to be computed usi ng rates quoted in Chapter
11 -- Allowances, and related Partici~ant Traininj Notices.
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b. Specific one-time costs are reflected in the year of

expenditure if during the 1st year. All other one-time costs become
part of the second column for all remaining time in the PIO/P.

~ote: No ~rovision is made in the bud~et for contingencies.

6. S~~lemental Activities

a. Charges itemized here are not standardly passed on to a
contractor or Resources Support Services Agreement (RSSA) except when
the contract, RSSA, grant or other agreement has an established basic
fee arrangement. Where this is the case, charges are transferred from
the PIO/P to contractor RSSA, grantee or other entity at the same time
funds are transferred.

(l) Contractor and RSSA charges are a monthly rate or fl at
fee agreed upon between AID and the contractor or RSSA.

(2) Fees for HAC are figures per month for those eligible for
this coverage (see latest relevant Participant Trainil1.9 Notice for HAC
current fees).

(3) Other specific costs; e.g., Washington International
Center (WIC), are found in Partic"LPant Traini~ Notices or in special
announcements.
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SAMPLE CONFIRMATION CABLE

UNCLASSIFIED

AID/OIT, AID/FM/PAFD: NAME, NAME
MM/DD/YY 875-4166
AID/OIT:NAME

OFFICE:NAME {INFO}

ROUTINE

ADM AID

E.O. 12356: N/A

TAGS:

CITY NAME

XX,XXX
XX,XXX

X,XXX
XXX

XX,XXX

SUBJECT: 1380-1A CONF. COpy PIO/P XXX-XXXX-X-XXXXX
(NAME/GROUP)

1. PGM ACT 2. UNIVERSITY OF XXXXXX
3. ACADEMIC 4. 24 MONTHS 5. 1 STUDENT
APPROVED ACTUAL BUDGET
EDUCATION/TRAINING COSTS
ALLOWANCES: MAINT/BOOKS/EQUIP/OTHER
U.S. TRAVEL COSTS
AID/W ADMINISTRATIVE SERVICES
PROGRAMMING AGENT FEE

TOTAL

AVERAGE COST PER MONTH
WORK-SHEET AMOUNT
PIO/P AMOUNT

XX,XXX

X,XXX
XX,XXX
XX,XXX

ATTACH THIS CABLE TO WORKSHEET PIO/P AS FUNDING
AUTHORITY AND ADJUST RESERVATION/OBLIGATION AMOUNT TO
APPROVED PIO/P AMOUNT. PROMPTLY BEGIN CREDIT TRANSFER
UPON CALL FORWARD OR OTHER APPLICABLE ACCRUAL DATE AND
COMPLETE X QUARTER(S) LATER. YY
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DESCRIPTION OF CONTENTS OF THE CONFIRMATION CABLE:

A. Subject: Contains PIO/P number, name of participant, or if group of three
or more will state ·group·.

B. Item 1 - Name of programming agent.

C. Item 2 - Name of training institution.

D. Item 3 - Academic or non-academic training.

E. Item 4 - Training duration rounded in ·participant months·.

F. Item 5 - Number of participants for confirmed bUdget.

Approved actual bUdget:

Education and Training costs: Tuition, training package costs and
fees

Allowances: Maintenance advance, living allowance, per diem, books
and equipment, typing, thesis, etc.

u.s. Travel: Domestic Travel within the United States

AID/W Administrative Services: HAC program coverage, English
language training, WIC orientation,
interpreters, etc.

programming Agent Fees: Agents costs of processing participant per
duration of training.

Line items cost amount is followed by total (which is total confirmed bUdget
amount); average costs per month; work-sheet amount (usually same as total);
PIO/P amount which is amount submitted by Mission exclUding international
training.

- 2 -
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FILE: In front of page 11-1, Handbook 10; cross-reference to Paragraph 11C6

SUB\,lECT: SUppl emental Allowance Rates to be Provided StlJdents
Living 1n student Housing and Participat1ng 1n Meal
Plans

1. Undergraduate partie; pants 1i v'ing on-campus and partici pating in a meal
program should not be paid AlDis standard monthly maintenance rate. Instead,
the programmer should pay the room and board fees to the university and
provide the student a suppl emental mai ntenance amount to be used for
incidentals. The amount to be paid as a supplement is tied to tile level of
regular maintenance for the areas. For example, if the student is attending
Ohio State University. Columbus. and living in a college dorm. he/she would
recei ve $185/month because the rate for the area is between $675 and $695.
according to TN 88-28 dated 6/28/88.

2. Eligible students (new undergraduates) who do not use available student
housing and meal plans are to be provided the equivalent amount of money that
would be pai d to the school pl us the suppl emental allowance. The student may
be unable to avail him/herself of this housing if the enrollment process is
not initiated in a timely fashion.

3. Standard monthly maintenance rates should be used to support graduate
students or used when student housing is not provided by the institution.

4. In cases where meals are not available but rooms are. the room charges
should be paid to the school and 40% of the applicable maintenance rate for
the area shoul d be pai d to the student, up to a maximum of $260/month. Thi s
amount will be supplemented by the miscellaneous living allowance between
$180-$220/month.

5. Students whose meal plan does not cover Saturday and Sunday, may receive
an addi ti onal $10 for each day.

6. I n the case of meal pl ans that only provide two meal s on tile weekends no
additional allowance will be made.

7. At any time a student is unable to stay in student housing, i.e. summers
and break periods, regular maintenance rates may be paid.
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FILE: In front of page 11-1, Handbook 10; cross-reference to Chapter 11C. para. 4b

SUBJECT: Rate change for American Lan uage Institute, Gear etown University

Effective July 1, 1989, all participants attending the American Language
Institute, Georgetown University (ALIGU), four months or less can receive the
established technical rate of $1155 per month. A waiver from the Allowance
Committee to continue the technical rate is required if the participant will
be in the program beyond four months.
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FilE: In front of page 11-1, Handbook 10; cross-reference to Paragraph 11C7d

SUBJECT: Participant Allowance Rates

Allowance rates established and published by the Office of International
Training are the only approved rates to be paid AID-funded participants.

The Office of International Training may adjust these rates, up or down if
sufficient evidence warrants. Participants are aware of the published rates
and often request waivers via their contractors to raise rates they believe
are low. contractors and participants should be aware that if evidence is
obtained that the pUbl ished rates are too high for a specific area/program,
waivers will also be granted to lower these rates.

An exampl e of where 1oweri ng a rate is appropri ate woul d be a fi e1d tri p to a
forest service installation where room and board cost $20. In this case it is
appropriate to request that the participant receive the $20 plus an incidental
spending allowance of between $6 - $7 per day depending on location (see PTN
88-28) rather than the standard $65 per day while in travel status.

An exa1nple of an inappropriate request would be to lower a rate when students,
enroll ed ina short program, are lodged ina motel room wi th kitchenette and
the daily motel charge is $39. It would not be appropriate for the contractor
to decide the students should cook their own food and request authorization to
pay only $10 for groceries, since this would result in these participants not
being treated the same as other AID participants on a similar program. Only
in the case of longer term training would it be reasonable to expect
participants to cook their own food.

Contractors should make participants aware tilat although $65/day is the norm
for participants in travel status, it may not always be warranted and is not
guaranteed.

OIT is responsible for maintaining consistency in the application of AID
participant allowances and must approve any deviations. To request a waiver
of existing rates, submit documentation to:

AID Allowance COITDoittee
Office of International Training
Room 201 -0, SA-16
Washington, D.C. 20523
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CHAPTER 11

AlLOWANCES

llA. POLICY

It is AID policy that:

1 • AID wi 11 P<\y the ordi nary and neces sa ry expenses i ncu rred by
participants in the pursuit of the training objective.

2. AID will provide a reasonable maintenance allowance covering nonna1
day-to-day living costs and this allowance w·ill be equitable among
categories of participants.

3. AID provides no financial support for participant dependents.

4. All AID-funded participant programs, regardless of how they are
managed or by Whom (by OIT's contractors, direct contractors, host
goverrments or agents of host goverrments, interagency agreements (RSS.I\s
and PASAs), memoranda of agreement~ grants, or cooperative agreements),
are subject to the allowance provisions of Handbook 10, amendments to
it, and Participant Training Notices.

5. The Director, OlT, has the authority to establish and approve
maintenance and allowance rates for participants (Rede1egation No.
111-1, section 3~ Handbook 5, and AID Regulation 5).

6. AIO assumes no responsibility for participants' personal debts, nor
does it serve as a collection agency for participants' creditors.

7. AIO provides funds and allowances for participant training
activities which take place outside of the host country.

8. Participants who visit their homes during their programs for
personal reasons may not receive participant training allowances or
participant training program funds while they are outside the country of
training.

9. If the participant returns to the home country for project related
purposes (e.g., project research), the funds expended on this activity
must not be allocated through funded PIO/Ps for directly funded
participants.
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10. For participants managed through contracts, grants, etc. no
participant training activities can be implemented in host countries.
Expenditures for in-country portions of training should be attributed to
in-country training accounts, not participant training accounts.

11. AID will not reimburse participants for tax liability of any kind
that they may incur in the U.S.

118. DEFINITIONS

1. AID Allowances -- the authorized rates established by the aIT
Allowance Camnittee, which may be paid to or on behalf of a participant
for maintenance or training related expenses. In the case of
established maintenance rates, it is the amount that must be paid
unless there is a waiver or approval to pay a higher or-TOwer rate.
Training re1 ated allowances are those amounts to which the student is
entitled if the contractor is satisfied that the student has properly
expended the funds. Rates have been established for the following
categories:

a. living or maintenance

b. training related books and equipment

c. typi ng

d. Master1s thesis research and preparation

e. Ph.D. dissertation research and preparation

f. shipment of books and printed material to home country at
tennination of program

g. professional society membership fees, when enrollment is
au thorized

2. Host Country Contri but ions - - the contri bution whi ch the host
country makes toward the training of its citizens in the United States
or a third country. Those contributions usually include:

a. pre-departure medical examination (and related transportation
costs);

b. international travel
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c. other training related activities performed in-country

d. salary continuation to maintain the participant1s family
during the participant1s period of training

3. Academic Training -- all training where participants are registered
for credl t as full-tlme students ina degree program in an accredi ted
academic insti tuti on.

4. Technical Training -- technical training is training \'ttlich is not
designed to result ln a degree al though it may take pl ace at an academic
institution. Four (4) general types of training may be classified as
technical. These are:

a. "Technical-l" -- technical training at an accredited academic
institution for 150 days or longer which is not designed to result in a
degree program. This type of training may be identical to academic
training for a degree.

b. "Technical-2 11
-- technical training in one location for 30

days or longer at non-academic institutions, organizations, industries
or businesses (e.g., training wit~1 a U.S. Federal agency, training in a
min"ing industry operation); and technical training at an accredited
academic institution for less than 150 days.

c. IITechnical-3" -- technical training during which the
participant remalns in travel status. Travel status results from not
being in anyone location for more than 30 consecutive days. Travel
Status r~aintenance Rates may vary according to whether the training is
in high-cost cities (see current Participant Training Notice on
Allowances).

d. "Technical-4 11
-- technical training \'ttlere participants come to

the United States or third country only for packaged programs for which
some or all participant expenses incruaing food, lodging, books,
equipment and transportation are included in pre-announced pUblished
fees and are provided directly to the participant by the institution.

The remainder of this chapter will refer to training programs as
Academic, Technical-l, Technical-2, Technical-3, and Technical-4
according to the definitions above.

5. Maintenance Allowance -- a payment made to partici pants to cover
day-to-day llving expenses, routine school supplies, etc.
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6. Initial or Advance Maintenance Allowance -- this first month1s
allowance is usually equlvalent to 30 days of travel status rate. This
is a two-part pqyment. One half of the allowable amount is to be paid
to the participant upon departure from the host country to cover the
first 15 days in the United States. The second payment is made by the
contractor and covers the ba1 ance of the fi rst month. It is
significantly higher than the nonna1 maintenance allowance because it is
intended to be partially used to pay settling-in costs such as apartment
deposits, phone hook up, furniture rental or purchase.

7. Participant Progral1111er -- the organization or representative of the
organization charged with the management of the participant1s training
program. The programmer may be an AID di rec t hi re, an organi zati on
funded by a contract, RSSA, PASA, Memorandum of Agreement, host country
goverrment or agent, Cooperati ve Ass i stance Agreement, or grant. The
participant programmer may be located in the country of origin of the
participant and/or the country of training.

8. OIT Allowance Committee -- the committee which reviews all
allowance walver requests, provides guidance on allowance issues, and
updates allowance regulations and rates.

9. Participant Training Notice -- notices issued by AID to provide
current operational infonnation in accordance with Handbook 10 policies,
regulations, procedures or stat~nents.

10. Official Permanent Residence -- a long-term (beyond 30 days)
residence of partlclpants. Partlcipants in continual travel have no
official permanent residences.

11. Country of Training -- the country in which the training program is
attended.

llC. MAl NTENANCE ALLOWANCE STRUCTURE

The maintenance allowance for typical participants may be divided into
two general categories based on sequential time periods of participants'
programs: (I) Days 1 through 30 - the Advance i~aintenance Allowance;
and (II) Subsequent maintenance alloHances occurring from day 31 of the
program until its termination. The following sections discuss these
categories in detail:

1. Initial or Advance Maintenance Allowance -- The Initial or AMP is
paid only once durlng a program. The Advance Maintenance Allowance is

i·.·.·..
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intended to cover routine expenses which tile participant will incur upon
arrival in the country of training. It does not cover major
international enroute expenses (see Section 2 below). Students already
studying in the United States who become participants receive no Initial
or Advance Maintenance Allowance.

a. The Ini tia1 or Advance r~aintenance Allowance is calculated at
30 ni~ts of standard (not high-cost city) Travel Status Maintenance
Rate appropriate to the country of training as specified in t~le most
recent Pa rti cipant Tra ini ng Noti ce concerlli ng Mai ntenance Rates. If a
participant arrives in a high-cost city, the participant programmer in
the United States will ~nend the Advance Maintenance Allowance after
arri val to provide for the hi gher cost ci ty allowance. For very short
programs where participants return to their home countries before day
30, the Advance Maintenance Allowance p~ment should be based on the
actual number of niglts in the country of training.

b. The Advance Maintenance Allowance is sufficient to cover
normal travel status expenses in the country of training for the first
30 days; thus no additional standard Travel Status Allowance is paid to
cover this period. The only additional payments made to cover travel
expenses over the fi rst 30 days are adjustments to tile Advance
Maintenance Allowance to account for ni1Jts spent in high-cost cities
and taxi/airport shuttle expenses.

c. The mission pays the participant one-half of the Advance
r·laintenance Allowance (calculated a5 15 days at Standard Transit Rate)
before the participant departs from the Ilome country (see Section d,
below). The remaining one-half of the Advance Maintenance Allowance is
paid to the participant by the participdnt progralllner after the
participant arrives in the country of training (see Section e, below).

d. Tile mission1s portion of tilC Advance Maintenance AllO\'#dnce
sllould be paid to the participant according to the following fonnat:

(I) $150 in cash; and

(2) the rCllldinder as a u. S. dollar check given to the
participant prior to departure. This check is to be cashed in the
Uni ted Stites or country of training and covers participant expenses for
thc first 15 days of the training program.

e. The remdining hal f of the Advdnce ~1aintenance Allowance is to
be paid to the participants in the form of a check issued by the
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participant programmer on or before the 16th day after arrival in the
United States or other country of training. In addition, this initial
check may include funds for any other relevant allowances such as
maintenance allowance for following month, program expenses, etc. at the
discretion of the participant programmer. The only additional travel
status maintenance paid to cover this period is necessary adjustment to
travel status paid by the participant programmer to cover periods
participants spend in exceptional or high-cost cities. When a
participant is issued a Call Forward to a high-cost U.S. city the 11C1e
Exceptional or High-cost City Rate, as specified in the most recent
Participant Training Notice concerning Maintenance Rates, applies only
for the actual ni!tJts spent in the city up to 9 ni!tJts. Participant
programmers who intend to issue Call Forwards to a high-cost city should
negotiate a concessionary rate with a local hotel or motel before
begi nni ng to imp1 ement a training project.

f. The AID mission or participant progral1l11er is responsible for
ensuring that the participant receives one-half of the Advance
Maintenance Allowance before departing the home country. Participants
who arrive in the country of trainlng without SUfficient Advance
Maintenance fram the mission, even when they receive emergency
processing on arrival, require significantly more time to receive their
first checks. This delay causes great inconvenience and hardship for
the participant and creates a negative initial impression of the U.S.
program. If for any rea son the appropri ate Advance Mai ntenance
Allowance is not provided or only partially prior to the participant's
departure, this fact must be so stated in the arrival cable. This cable
will authorlze and alert the partlclpant programmer to arrange for an
emergency cash advance or special check as soon as possible.

2. En-Route Expenses -- The Advance Maintenance Allowance is not to be
used for major en-route expenses incurred outside the United States or
country of training. If participants' travel itineraries are complex,
missions should insure that funds to cover expenses associated with
these itineraries are provided in addition to the Advance Maintenance
Allowance. Exact amounts of these addltl0nal payments should be
calculated according to U.S., not AID participant, travel rates -- see
the supplement to Standardized Regulations (GoverrJ1lent Civilians,
Foreign Areas), Maximum Travel Per Diem Allowances for Foreign Areas
Section 925, pUblished by the U.S. Department of State.

3. Explanation of Payment -- It is important that participants
understand that the Advance Maintenance Allowance is to be used for
expenses, including settling-in expenses, incurred during the first 30
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days in the United States or country of training so that they will be
able to budget their funds. It is the responsibility of the mission to
ensure that the purpose of the Advance Maintenance Allowance is fully
understood by participants. After a participant leaves his/her country,
several days may pass before he/she comes into contact with AID
officials or participant programmers in the country of training. If
participants do not understand the purpose of the Advance Maintenance,
they may incur unwise expenditures. It is suggested that upon receipt
of the Advance Maintenance Allowance, the mission ask the participant to
sign a receipt indicating the exact amount and purpose of money
received. One copy is held by the mission and the participant receives
the other copy. The receipt should be in English and in a language
familiar to the participants if they do not understand English.

Sample follows:

"I have received an advance allowance of $ . I understand this
money is to be used for my living expenses for the first 15 days after I
arrive in the United States (or name of a third country if relevant) for
AID-sponsored training. I understand that this amount is not to be used
during international travel for en route expenses."

4. Subsequent Maintenance Allowances (beyond first 30 days)
Determination of maintenance allowance structures after the first 30
days depends on the participant's training category and subcategory
(Academic, Technical-I, Technical-2, etc). The following sections
define the maintenance allowance structures for each of the training
categories defined in section lIB.

a. Travel Status Allowances: Some participants may remain in
travel status beyond the first 30 days of their program in order to meet
specific training objectives. Travel status results from not remaining
in anyone location for more than 30 consecutive days. (See attachment
lIe for clarification.)

(1) Participants who will subsequently establish official
permanent residences in the United States receive travel status
maintenance beginning on the 31st day and continuing until they
establish official permanent residences.

(2) Participants who are in continual travel status while i~

their U.S. programs (Technical-3) receive travel status maintenance
beginning on the 31st day and continuing until they return to their home
countries. (Because the Advance Maintenance Allowance is based on
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travel, Technical-3 participants in fact receive the equivalent of
travel status maintenance for their entire programs.)

b. Monthly Maintenance: All academic training programs and all
technical programs which are similar to long-term academic (Technical-I)
receive the published AID Academic Maintenance Rate as specified in the* most current Attachment 110 specific to the academic location beginning
on the participant's 31st day in the United States. See Attachment
110(3) for housing information. Moreover, all technical and academic
participants in English language training who are eligible for student
housing or student rate housing (similar in cost to on-campus housing)
receive the AID Academic Maintenance Rate while in English language
training. The reason these categories of participants receive the
Academic maintenance rates emanate from AID's policy that participan:s
receive equitable maintenance -- participants in similar conditions
should receive similar allowances. Thus, technical participants and
academic participants whose programs are fundamentally identical sho~ld

receive the same maintenance allowances. (See Attachments lIE, 11E(1)
and 11E(2) for current supplemental allowance rates.)

5. Determination of Travel Status Maintenance -- Participants receive
allowable travel status maintenance in addition to the regular monthly
maintenance allowance when they are required to be absent from their
established residence. Because monthly maintenance is calculated to
cover both fixed and variable expenses, it would be inappropriate to pay
those on monthly maintenance a full travel maintenance payment.
Accordingly, for each day of travel, maintenance is reduced by an amount
equal to 40% of the monthly rate calculated by day. For example, if the
monthly rate is $640, the daily equivalent would be $21.33. Sixty
percent of that amount would be for fixed expenses leaving $8.53 as an
amount to be used for food. This amount would be deducted from the
daily rate. (Participants who come to the United States for very short
training programs - 30 days or less - do not receive regular monthly
allowance payments.)

6. Other Maintenance and Travel Related Allowances

a. Exceptional or High Cost City Rates: Participants who are in
travel status in any U.S. city designated as an "exceptional or
high-cost city" are entitled to the designated rates for those cities
for the exact number of nights in that city up to 9 nights. In the case
of the "exceptional rate cities," the following 21 nights are to be paid
at the "high cost city" rate. In the case of "high cost cities," after
the 9th night the High-Cost City Rate is discontinued and the Standard
Travel Status Rate applies (see Attachment 110(1)).

.i&. Rev i se d
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When a participant is to spend more than 9 nights in a high-cost city,
the programmer is to attempt to obtain concessionary rates from a hotel
to help offset costs. Cities identified as exceptional or high cost are
printed as part of the Participant Training Notice on Allowances. The
list is short and cities are not expected to be added without
substantial justification from a number of recommending sources.
Waivers must be requested from the Allowance Committee/OIT (see 17H).

Note: The mission will give the participant 15 days of Standard Travel
Statys Allowance prior to departure from the home country as the
participant's Advance Maintenance Allowance. The participant programmer
in the United States will amend this allowance after the participant's
arrival to compensate for any nights spent in high-cost cities.

b. Airport Shuttle and Taxi Fares:

(1) On arrival in the country of training and whenever
participants travel by air within countries of training for official
purposes of their programs, they are entitled to reimbursement for the
lowest cost airport transportation available within a reasonable time
after arrival from port of entry to their hotel or, where applicable, to
an intermediate domestic airport and then to their hotel at final
destination. (The participant may take whichever form of transportation
they choose, but will only be reimbursed at the rate of the lowest
transportation fare available.) Allowable airport transportation
expenses are reimbursed by the participant programmer on demand.
Reimbursements for airport transportation at final program departure is
covered by the final half-day of maintenance each participant should
receive on the day of departure.

(2) A Taxi Fare Allowance is not normally provided to AID
participants except in instances where such an allowance is:

(a) necessary for a short technical program requiring
visits to various dispersed tra'ining sites in a single general area (for
example, a training program where participants visit four university
campuses in the New York metropolitan area);

(b) where it is cost-effective (e.g., for groups); or

(c) where other less expensive transportation is
non-existent.
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Participant programmers may authorize Taxi Fare Allowances as stated in
the latest relevant Participant Training Notice when any of the three
above conditions apply. In all other cases, participant programmers
should submit requests for Taxi Fare Allowance waivers to the OIT
Allowance Committee (see section 11H) in advance of travel.

(3) Taxi and airport shuttle expenses incurred in
third-country training should be reimbursed according to the general
policies stated in (1) and (2) above, but substituting customary and
reasonable local fares (see Chapter 8 -- Third Country Training, for
additional information on third country training).

c. Attendance at Conferences, Seminars and Field Trips

(1) From time to time academic participants and technical
participants who maintain an official permanent residence (Technical-1
and -2) attend brief packaged programs, conferences, etc. where the
entire cost, including room and board, is included in the price of the
program. When a packaged program is longer than nine nights, the

~ participant receives 60% of relevant AID Academic or Technical Residence
Rates occurring from the lOth night. (See Attachment 11D(2)). 1r

(2) Participants who come to the United States Qll}y to attend
a packaged program are discussed in Section 11C7a(2).

(3) Packaged program maintenance charges must be
pre-established and be within a reasonable range of OIT regular
published rates.

(4) When only certain meals are provided as part of the
packaged program, the participant programmer should apportion to the
participant sufficient funds to pay for the remaining meals. This
amount should be based on the Travel Status Maintenance Rate relevant to
the packaged program site. For this calculation the participant
programmer should assume that 40% of the Travel Status Maintenance Rate
applies to board and the remaining 60% applies to room.

(5) Academic participants on course-related field trips with
overnights are to be reimbursed only such expenditures as are paid by
other members of the class.

~ Revised
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7. Exceptions to Normal Maintenance Allowance Structure

a. Exceptions to Advanced Maintenance Allowance Structure

(1) From time to time a very few foreign students already
studying in the United States become AID-sponsored participants. These
participants are not entitled to the Advance Maintenance Allowance.

(2) Participants who come to the United States only to attend
a packaged program do not receive advance maintenance per se. Instead
they should receive Travel Status Maintenance Rates only for those days
before and after the packaged program and may, when needed, recei ve an
incidental expense allowance at the rate specified in the most current
Participant Training Notice on Allowances.

(3) Participants arriving in the United States fr~n overseas
for the specific purpose of attending a very short program (e .g.,
workshop or conference) may either be advanced by the mission or
participant programmer $100 in cash or tile exact total amount to which
the participant will be entitled. This participant would not
necessarily receive allowances eqUivalent to advance maintenance;
however, the allowance payments must conform to AID official rates.

(4) Participants who change sites during a program, including
those who transfer from an ELT program to their official training
institution, do not receive another Advance Maintenance A110\'/ance. In
this case it is recommended that the second half of the advance be
withheld until such time as the individual locates at the permanent
t ra i ni ng site.

(5) Participants who will be residing in college housing
inmediate1y upon arrival in the country of training (allowing for a few
days of travel status for orientation or other contingencies) are not to
be provided with a full advance maintenance allowance. Because there
will be little in the way of settling-in expenses, these individuals
should receive an amount equal to only one-tllird of the regular advance
amount.

b. Exceptions Due Rank

(1) Participants who are identified by an AID mission as Top
Policy Makers, Executives, and Administrators of National Level and/or
National Impact may be eligible ,for Exceptional Status Rates during
short-term programs in the United States. (Attachment llA).
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(2) Exceptional status should be based on documents submitted
by the mission (through the participant progranrner) to on and must be
approved prior to the participant's departure for the United States.
When requesting exceptional status for a participant~ the participant's
name, position, rank within the organization, and the l~ngth of the
proposed program must be provided. The participant1s tltle is not
sufficient for granting exceptional status. AID OIT will advise the
participant programmer whether the exception is authorized.

(3) An exceptional status participant programmed with a group
of other participants who are not eligible for exceptional status
receives the same maintenance allowances as the other members of the
group. When more than half of the group is individually eligible for
exceptional status, all participants then receive the Exceptional Status
Rate.

(4) Exceptional Status Allowance Rates must not be quoted to
participants nor lncluded in the PIO/P until approved by the otT
Allowance Commlttee ln order to avold disappolntment and confusion.

(5) Excepti onal Status Rates are establ ished by on and
published yearly as Participant Training Notices.

c. Hospitalization

(l) If a participant with no official permanent residence
(Technical-3 and Technical-4) is hospitalized, the normal allO\~ance will
be discontinued. The participant will receive the Hospital Maintenance
Allowance at the rate specified in the re12vant Participant Training
Notice until released from the hospital.

(2) If a participant is hospitalized while receiving AID
Academic or Technical-2 Residence Allowance, the allowance will remain
the same for the first 9 nights of hospitalization. After the 9th night
of hospitalization, the regular maintenance rate will be reduced by
40%. In addition, the participant is to be paid the Hospital
r~aintenance Allowance to cover incidentals.

d. Exceptions Due to Equity Considerations

As stated in Section llA, it is AID's pol icy to provide a
reasonable maintenance allowance covering normal day-to-day living
expenses and that this allowance be equitable among all AID-sponsored
participants. It has been detennined that equitable means that

i .....····.··..·.··.··.··<·.~
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participants in similar categories should receive equal maintenance
allowances. AID realizes that individual variations among participants
exist and that the quality of actual living conditions may differ even
when allowances are equal. Participant programers may petiti on the on
Allowance Committee, for a waiver whenever individual circumstances are
such that exceptions should be made. This petition must meet a number
of criteria. See Attachment llF for waiver instructions. ~

(1) The petition must contain evidence the current allowances
would result in inequitable treatment of participants.

(2) The petition must specify and defend the exact proposed
maintenance adjustment.

(3) The petition must be submitted prior to arrival of
participants in the United States, preferably during the design phase of
participants· programs.

(4) If the waiver is approved, the situation must be
expl ained fully to the participants before they leave their hane
countries so that they w'ill be fully aware that other partici pants in
other programs will be receiVing larger or different allowances. (OIT
advises participant programmers and their representatives to present
written justHicati on to the affected participants for their revi ew.)

(5) If the waiver is approved, it will remain in effect only
as long as conditions warranting the original decision remain in effect.

110. BOOKS, TRAINING MATERIALS, AND RELATED ALLOWANCES

1. Book and Equipment Allowance

a. For academic participants and long-term technical participants
in academic institutions (Technical-l), a monthly Book and Equipment
Allowance for the actual number of months enrolled is to be paid at the
start of each tenm or at the mutual convenience of the programmer and
participant. Participant Training Notices list this rate.

b. Unl ess otherwise specHi ed, students in English Language
Training studies only are to receive the technical book allowance until
they begi n their regul ar academic work.

c. For all other partici pants, a fixed Book and Equi pment
Allowance is paid at start of the program or as needed in accordance
with Participant Training Notices on Allowances.

-It Revi sed
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d. AID recommends the purchase of used books when possible.

e. The OIT Allowance Committee authorizes waivers to the official
Book and Equipuent Allowances on receipt of a written petition from the
participant programmer.

(1) The petition must state the titles of all books purchased
over the period of the requested waiver, the price of each book, and the
total proposed expenditure.

(2) The petition must certify that all books or equipment
items are course requirements.

(3) The petition must be signed by the academic advisor and
the participant programmer.

(4) Contractor SUbmitting the waiver request must either
submit the receipts documenting expenditures to date or certify that
those rece i pts are on fil e wi th the contractor.

(5) If a waiver is granted and the actual cost of the books
exceeds the authorized waiver by 10% or less due to inflation, the
participant programmer may reimburse the participant without requesting
an amended waiver.

(6) Ordinary school supplies such as rulers, notebooks, etc.
are not considered training equipment and are not to be purchased with
the Book and Equipment Allowance. The relevant normal maintenance
allowance covers expenditures for ordinary supplies.

f. When participants cannot complete their programs due to
ill ness or other unforeseen circumstances, the Book and Equipment
Allowance need not be refunded. In cases where the participant elects
to return hoole for personal reasons and books have not yet been
purchased, the participant programmer should ask the participant for
repayment.

2. Computer or Other Special Major Equipment Purchase -- No allowance
has been established for computer or other maJor equipment purchases.
Any proposed purchase of this nature will have to be cleared by the
Allowance Committee. Documentation required is:

(j'..''..,. .'1":
,[~ ' ' " ,~
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a. Evidence that the purchase is required as part of the training
program and that all other students enrolled in the same or similar
course of study are required to have a computer or requested equipment.
This evidence may be in the form of a statement by the cognizant faculty
member or the course description.

b. Evidence that the mission is aware of the necessity to
purchase the computer or major piece of equipment and concurs regarding
the make and model of equipment to be purchased.

c. Rationale for purchases versus renting (see Section e t below).

d. Recommended means of disposition of equipment at program
termination. When arranging disposition of equipment t the participant
programmer and the AID project officer should discuss costs of packing t

handling and shipping of equipment and who pays their costs. Equipment
which project officers do not want will be disposed of by OIT.
Participant programmers must contact the OIT Allowance Committee for
arrangements. In no case is the participant to dispose of the equipment.

e. Participants should rent equipment in lieu of purchase in all
cases where the rental fee is less than the cost of the equipment.

~' f. Funds for purchases of allowable equipment are disbursed to
the participant by the participant programmer when justified by the
academic advisor and on presentation of an itemized list of all
equipment and respective prices t and grand total of proposed
expenditures.

The above actions should be performed during the design stage of program
development if possible so that adequate funds are budgeted.

3. Typing and Typewriter Purchase Allowance

a. Typing of Academic Papers -- Typing and the related costs of
preparing academic papers is currently listed in Attachment 110(1).
However t if the student exceeds the base amount listed t the student must
present receipts for all expenditures to the programmer for
reimbursement. Programmer must then submit waiver to the Allowance
Committee for approval.
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b. Pyrchase of a Typewriter -- Academic participants and
long-term technical participants (Technical-I) may purchase a typewriter
in lieu of requesting any typing allowances. Typewriter purchases must
be approved by the participant programmer and made during the first
academic year of the participant's program. The participant programmer
should advise the participant to purchase a typewriter that will be
compatible with electrical systems in the home country or buy a manual
typewriter. The typewriter will be taken home at the end of training.

c. Photocopying -- Photocopying expenditures may be made from the
typing allowance. There is no separate allowance for this activity.
Again, receipts and evidence that the photocopying is required must be
kept in case a claim for excess expenditures is made.

4. Master's Thesis Expenses -- Typing and related research
expenditures for the Master's thesis or typewritten research papers
required of Master's Degree candidates in lieu of the thesis should be
paid when the university advisor certifies to the programmer that the
thesis outline is accepted and the thesis is in preparation. Typing
costs covered by this allowance are separate and in addition to the
normal Typing or Typewriter Purchase Allowance.

5. Doctoral Dissertation -- Typing and related research expenditures
for the Doctoral dissertation should be paid when the university faculty
advisor certifies to the participant programmer that the dissertation
outline is accepted and the dissertation is in preparation. Typing
costs covered by this allowance are separate and in addition to the
normal Typing or Typewriter Purchase Allowance.

lIE. PROFESSIONAL SOCIETY MEMBERSHIP FEES

Many participants (who are not in programs classified as scholarships or
fellowships) are eligible to receive funds to cover membership in
relevant professional societies. Since for many of AID-sponsored
participants, professional society membership may be one of the only
follow-up activities possible, enrollment is encouraged. Information on
allowable amounts to be spent on membership fees is contained in the
yearly update of the Participant Training Notice on Allowances.
Membership is permitted only in U.S.-based organizations and decisions
regarding the society are made by the participant with advice from the
contractor or school counselor (see Chapter 31 -- Professional Society
Memberships).

(j"~""..'.."..".'.'..'.'"t: _~~
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llF. OWNER~IP OF ITEMS PURCHASED WITHIN ESTABLISHED ALLOWANCES

1. All books and nominal cost training equipment purchased with AID
participant funds may be retained by the participant.

2. Single items of training equipment (and multiple items which
comprise a customary set of equilll1ent), which cost more than the 1/2 of
the yearly book and equi pment allowance, remain the property of AID and
when possible convey to the AID project in the home country in
accordance with mission instructions.

3. During the design of a program, the participant programmer and the
AID project officers should develop a plan for final disposition of the
property. In developing this plan, a recommendations should be made
taking in consideration: project objectives; project funding source;
future project activities (i.e., could this be passed on to other
participants to reduce costs); the cost and risk of shipment; and
in-country compatibility for operation and maintenance.

4. If no disposition plan is presented, the Allowance Committee will
require the petitioner (contractor or AID mission) to ship the equi~ent

to OIT for final disposition. In no case is the participant or the
programmer to dispose of the equipnent.

5. Cost of shipping and handling sllOuld be stipulated and payment from
missi on shoul d be arranged.

11 G. PROGRAI"1 CLOSE OUT

1. Final Payment -- Final pqyments of all allowances due should be
made by the participant progra~ner well in advance of departure. The
participant's last day in the United States is calculated as a half-day
of maintenance.

2. Premature Termination of Program -- If a participant's program is
tenninated prematurely, a 11 owances whi ch have been pai d, other than for
books purchased, and to which the participant is not then entitled
should be repaid. The participant must refund all excess maintenance
allowance. Disposal of equipment purchased for the program should be
done in accordance with mission guidance.

3. Settl i ng of Overpqyments or Underpayments After Part ici pant IS

Departure from the United States -- The participant programmer must make
every effort to collect overpayment of maintenance and other allowances
prior to the participant's departure from the United States.
Coll ections are to be made by the partici pant programmer. If coll ection

v------.--------
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is not made before departure, the AID mission or participant programmer
in the home country is to be:

a. notified;

b. asked to collect the amount due; and

c. credit the amount to AID, the contract or appropriate
sponsoring party.

Underp~ments to participants may occur and are to be resolved in the
United States when participants' programs involve receiving sUbsequent
degrees.

4. Book ShilJ11ent -- Participants are to ship books and printed
materials via international surface mail . Participants receive the Book
and EquilJ11ent Shipping Allowance relative to their status (as specified
in the relevant Participant Training Notice) in their last check.
Participants should mail their printed materials to their homes or
ministry addresses, unless the AID-mission has instructed otherwise and
not ifi ed OIl or the part ici pant programmer.

If a Master's Degree is granted routinely during the Ph.D. curriculum,
the affected participants may receive one half of the nonna1 Book
Shipment Allowance for the first degree and a full allowance for the
second degree. The timing of this a110~/ance is at the convenience of
the participant within the last three months of a program.

5. Other Possessions -- Other participant-owned papers and technical
equipnent as well as personal belongings, whether or not AID financed,
must be shipped at the participant's expense. Any customs duties which
may be levied upon arrival in the hone country must also be paid by the
participant.

11H. REQUESTING WAIVERS TO ESTABLISHED ALLOWANCES

1. All requests for waivers to established allowances are to be
directed to the OIl Allowance Committee. Requests should be presented
on the letterhead stationary of the requestor and be submitted as early
as possible so that the Allowance Committee has sufficient time in which
to act on the request. (See Attachment 11B). Only on receipt of an
approved wai ver shou1 d the participant programmer make di sbursements.

t...······.···.·,,'\.··.\,I
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2. AID allowances are provided to participants in accordance with AID
policy. Individual participant programs vary greatly, a fact which
complicates the development of equitable and appropriate allowances.
The procedures and rules derive from Agency policy regarding maintenance
allowances. However, these rules may not cover all circumstances and
conditions of individual participant training programs. If careful
reading of this chapter does not address specific issues which bear on
particular cases, contact the OIT Allowance Committee for guidance.

3. For Third Country Training Allowances refer to Chapter 8 -- Third
Country Training. (See Attachment 8A) ~

*Revi sed
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OCCUPATIONAL CATEGORY CODES

A - National Policy Group

Advi sor to Head of Nati ona1 Government
Cabinet Mi~ister

Senior Exec./Chief Secretary of National Gov. Agency
National Legislator
Member of National Party Executive Body
High Court Jurist
President/Rector, Vice-President of National University/College
Dean of National University/College
National Director/Manager of Government Owned Enterprise
National Director/Exec. Sec. of Nonprofit Institution
National Director/Exec. Sec. of Trade Organization
National Director/Exec. Sec. of Labor Jrgdl1ization
Nati onal Di rector/Exec. Sec. of Profes $i onal, Techni calor other
interest group association
Senior Executive of Private Business or Corporation
iJcltional Policy Leader: Not Listed

A23
A99

Occupations cuncerned with highest level policy making or administration of a
central government activity, large enterprise or organization whose policies,

.' programs, organizational structures or operations are national in scope and/or
Vil11pact.

A10
All
A12
A13
A14
A15
A16
All
A18
A19

,,1-20
'-'A21

A22

B - secondary level Policy Group

Occupations concerned with secondary level policy makin!J or administration of
a central government activity, large enterprise or organization of national
scope and/or impact; and occupati ons conce rned wi th top-l evel pol L:~I (1ak i ng or

L.pdministration of regional or local government activities, enterprises or
'-'organizations.

1310
Bll
1312
B13
1314
815

1316
1317

, \318

V

Deputy/Assistant to Chief Secretary of National Agency
Director/Head of Major Division in National Agency
State/Regional/Provincial Senior Government Official
State/Regional/Provincial Legisl ator
State/Regional/Provincial Judicial Authority
State/Regi ona1/P rovi nci a1 Di rec tor of
Government Owned Enterprise
Member of State/Regional/Provincial Exec. Body of National Party
Oi stri ct/O i vi sion Seni or Government Offi cia1
Oi s tric t/Di vi si on Legi sl ator
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1319
t320
1321
1322
B23
B24
B25

826
1327
B28
1329
1330
1331
1332
1333
1334
1335
1336
337

B38

839

1340
iJ41
1342
1399

Di s trict/Divi si on Judi ci al Au thority
District/Division Director of Government Owned Enterprise
Mel:lber of District/Division Exec. Body of National Party
City or Town Senior Government Official
City or Town Legislator
City or Town Judicial Authority
City or Town Director of Government Owned
Enterprise
Member of City or Town Exec. Body of National Party
Director/President/Principal of Educational Institute or College
Regional/Provincial Director of Nonprofit Institution
District/Divisional Director of Honprofit Institution
Ci ty or Town Di rector of Nonprofi t Institution
Regional/Provincial Executive Sec. of Labor Organization
District/Division Executive Sec. of Labor Organization
City or Town Exec. Sec. of Labor Organization
Regional/Provincial Exec. Sec. of Trade Organization
District/Division Exec. Sec. of Trade Organization
City or Town Exec. Sec. of Trade Organization
Regional/Provincial Exec. Sec. of Professional, Technical or other
interest group association
District/Division Exec. Sec. of Professional, Technical or other
interest group associ ati on
City or Town Exec. Sec. of Professional, Technical or other
interest group dSsoci ati on
Senior Executive of Private Business with Regional Operations
Senior Executive of Private Business with District Operations
Senior Executive of Private Business with City or Town Operations
Seconda ry Level Pol icy L":idl~r: I~ot Listed

C - Administrative Group

,...................•.•...'...

V

Occupations concerned with organizational program management or operating
functions subordinate to basic policy formulation or executive direction.

C10 General I'~anager/Administrator

Cll Financial Manager
C12 Personnel &Labor Manager
C13 Administrative Services Manager
C14 Inforrnati on Servi ces Manager
C15 Human Resource Development Manager
C16 Purchasing Manager
C17 Property Manager
C18 Marketing Manager
C19 Public Relations Manager

(J..i .....' •..•..'t>,
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C20
C21
C22
C23
C24
C25
C26
C27
C28
C29
C30
C31
C32
C33
e99

Production Manager
Science &Technology Manager
Chi ef Inspector
Chief Legal Officer
Program Manager
Projec t j'1dnager
Head of Department: College &University
Other Administrator: College & University
Principal: Vocational &Technical Education
Other Administrator: Vocational & Technical Education
Principal: Secondary Education
Otller Administrator: Secondary Edtlcation
Principal: Elementary Education
Otller Admi ni strator: El ementary Educati on
Administrator: Not Listed

D - Professional Group

Occupations involving application of tlleory, principles and skills of a
specific discipline or field of specialization other than management or
administration.

010 Accountant &Auditor
D11 Statistician
012 Management &Organizational Development Analyst
1113 Inspector
014 Architect
D15 Engineer
1)16 Su rveyor & Mapper
017 Computer Scientist
D18 Physical Scientist
D19 ijio10gica1 Scientist
D20 Medical Scientist
D21 Agricultural &Food Scientist
022 Forestry & Natural Resource Scientist
023 Social Scientist (except Econonist)
024 Economi st
025 Physician, Dentist, Pharmacist
1126 Nurse, Therapist, I-Iygi enist
1)27 Social, Recreation & Religious Worker
028 Fani1y Planner
029 Information &Communication Professional
030 Lawyer
D31 Teacher: College & University
D32 Teacher: Vocational &Technical Education
033 Teacher: Secondary Education
034 Teacher: E1 ementa ry Educati on
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D35 Teacher: Adult Education
D99 Professional: Not Listed

E - Technical SUpport Group

Occupations concerned with the application of knowledge and skills related to
a professional field of specialization but delimited to specific activities
and tasks in support of a professional area.

~{..."..... '... "'.'..;';'~.'.'\I
E10
Ell
E12
E13
E14
E15
E16
E18
E19
E20
E21
E22
E99

Lab Technician
Engineering Technician
Drafting Technician
Survey &Map Technician
Medical &Public Health Technician
Computer Technician
Research Assistant
Teacher Aide
Mechanic, Equipment Repairer
Construction and Building Trade Worker
Machine Operator
Printer
Technical: Not Listed

F - Basic Production and Service Group

Occupations involving the production or gathering of basic products or
involving the delivery of basic services.

FlO
Fll
F12
F13
F14
F15
F16
F15
F99

1
2
3
4
5

Sa1es Worker
Clerical Worker
Protection Service Worker (e.g. Firefighter, Police)
Motor Vehicle Operator, Navigator
Fanner, Fisher, Hunter, Rancher
Miner, Logger, Driller
Helper, Assembler, Fann Laborer
Unskilled Labor
Basic Production &Services: Not Listed

EflFLOYtENT CATEGORY CODES

Employed by Government
Employed by Parastatal/Quasi-Government
Employed by Private Business or Corporation
Self-employed or Business Proprietor
Unemployed

OJ········;
~'. '.

'\': .'

0·
···············! .. !
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Date:
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DATE:
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Not approved, require additional information.

Not approved, because
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::;1 d rificati on of Resi dency

Participants are in residential "home base" status from the dely tll(~Y arrive at
th~ site where their traini1~ ,~ill take place. When the participant goes on a
fi8ld trip of short duration from the residential "horne base ll and returns, the
,Hrticipant should not be considered to be in continuous tra"l~l status.
Travel status per diem covers individuals who are mo"ing from place to place,
normally not returning to a IIhome base. 1I

Example 1: Participant arrives for a six week program. During that time
he/she ,,,ill visit various cities, therefore never establishing ,:1 ht);l;~ hase and
may receive travel status per diem throughout the program.

Example 2: Participant will attend a six week I.H'i)grdl'l in Wisconsin.
Wlsconsinis the participant's IIhome base. 1I However, the program schedule
requires three field trips to Minnesota. Eacll trip \~ill be three days in
duration. The trips will occur the first, third and fifth week of the
progr,}I(I, f~ddl time the participant .>lill return to Wisconsin. BeCdllse
residential "home bdse ll is Wisconsin, the participant cannot be considered ill
continuous travel statu~.
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ATTACHMENT 110

ACADEMIC PARTICIPANTS
MAINTENANCE RATES - ACADEMIC YEAR 1992-1993

The following maintenance rates have been established by cities, not schools.
The rates are effective September I, 1992.

ALABAMA

AUBURN
BIRMINGHAM
HUNTSVILLE
LIVINGSTON
MOBILE
MONTGOMERY
NORMAL
TALLADEGA
TROY
TUSCALOOSA
TUSKEGEE
UNIVERSITY

ARIZONA

FLAGSTAFF
GLENDALE
TEMPE
TUSCON

ARKANSAS

ARKADELPHIA
CLARKSVILLE
FAYETTEVILLE
LITTLE ROCK
PINE BLUFF
SEARCY
SILOAM SPRING

$824
$816
$816
$761
$816
$816
$816
$816
$761
$816
$761
$816

$810
$913
$913
$913

$761
$761
$816
$816
$816
$761
$761
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CALIFORNIA

ARCATA
AZUSA
BAKERSFIELD
BERKELEY
CHICO
CLAREMONT
DAVIS
FRESNO
FULLERTON
HAYWARD
HOLLYWOOD
INGLEWOOD
IRVINE
LOMA LINDA
LONG BEACH
LOS ALTOS
LOS ANGELES
MENLO PARK
MODESTO
MONTEREY
NORTHRIDGE
OAKLAND
PALO ALTO
PASADENA
POMONA
REDLANDS
RIVERSIDE
SACRAMENTO
SALINAS
SAN BERNARDINO
SAN DIEGO
SAN FRANCISCO
SAN JOAQUIN
SAN JOSE
SAN LUIS OBISPO
SAN MARCOS
SAN MATEO
SAN RAFAEL
SANTA BARBARA
SANTA CLARA
SANTA CRUZ
SANTA MONICA
STANFORD
STOCKTON
VALLEJO
VAN NUYS

$ 810
$ 913
$ 858
$1052
$ 913
$1017
$ 913
$ 913
$ 913
$1052
$1017
$ 913
$ 913
$ 913
$1017
$1052
$1017
$1052
$ 913
$ 913
$1017
$1052
$1052
$1017
$1017
$ 913
$ 913
$ 913
$ 913
$ 913
$ 913
$1052
$ 913
$1052
$ 858
$ 913
$1052
$1052
$ 913
$1052
$1052
$1017
$1017
$ 913
$1017
$ 913
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V COLORADO

BOULDER $840
COLORADO SPRINGS $913
DENVER $840
FORT COLLINS $913
GOLDEN $846
GRAND JUNCTION $913
GREELEY $913
PUEBLO $913
TRINIDAD $810

U CONNECTICUT

BRIDGEPORT $913
ENFIELD $895
FAIRFIELD $913
HARTFORD $895
MIDDLETOWN $895
NEW BRITAIN $895
NEW HAVEN $870
NEW LONDON $870
NORWALK $913

\..i
STORRS $895
WEST HARTFORD $895

DELAWARE

DOVER $761
NEWARK $835
WILMINGTON $835

DISTRICT OF COLUMBIA $941

V FLORIDA

BOCA RATON $816
BUNNEL $816
COCOA $816
CORAL GABLES $828
DAYTONA BEACH $816
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FT LAUDERDALE $828
GAINESVILLE $816
JACKSONVILLE $816
LAKE WORTH $816
MELBOURNE $816
MIAMI $828
ORLANDO $822
PENSACOLA $816
ST. AUGUSTINE $816
TALLAHASSEE $816
TAMPA $816

"GEORGIA

ATHENS $816
ATLANTA $816
AUGUSTA $816
COCHRAN $761
FT. VALLEY $761
MARIETTA $810
SAVANNAH $816
TIFTON $761
VALDOSTA $761

HAWAII $1051

IDAHO

BOISE $913
CALDWELL $810
MOSCOW $810
POCOTELLO $810

ILLINOIS 0"v:, _, ,'-

BLOOMINGTON $822
CANTON $785
CARBONDALE $785
CHAMPAIGN $883
CHARLESTON $785
CHICAGO $941

(J~.,\' ~
" \>
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U DEKALB $883
EDWARDSVILLE $822
EVANSTON $841
GALESBURG $785
HYDE PARK $841
MACOMB $785
NORMAL $822
PEORIA $822
ROCKFORD $822
SPRINGFIELD $822
URBANA-CHAMPAIGN $883

U INDIANA

BLOOMINGTON $822
GOSHEN $822
INDIANAPOLIS $816
LAFAYETTE $822
MUNCIE $822
NOTRE DAME $822
ST. MARY'S OF THE WOODS $822
TERRE HAUTE $822
UPLAND $785

U
VINCENNES $822

IOWA

AMES $785
CEDAR FALLS $822
DECORAH $785
DES MOINES $822
GRINNELL $785
IOWA CITY $822
KIRKWOOD $822
PELLA $785
WAVERLY $785

V
KANSAS

ATCHISON $785
EMPORIA $785
FT. HAYS $785
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LAWRENCE $822
MANHATTAN $785
NORTH NEWTON $785
TOPEKA $822
WICHITA $828

KENTUCKY

BEREA $785
BOWLING GREEN $785 (jw··'
FRANKFORT $785 \', ,,1

HIGHLAND HEIGHTS $810
LEXINGTON $822
LOUISVILLE $822
MOREHEAD $785
MURRAY $785
RICHMOND $785

LOUISIANA

BATON ROUGE $822
LAFAYETTE $816 0i:,:., ,

LAKE CHARLES $816 ~'~,:;

NATCH ITOCHES $761
NEW ORLEANS $938
THIBODAUX $816

MAINE

CASTINE $834
ORONO $865
PORTLAND $895
WATERVILLE $834

0..
MARYlAND

BALTIMORE $858
BOWIE $932
COLLEGE PARK $932
ESSEX $858
LARGO $932
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\.1' LAUREL $932
PRINCESS ANNE $761
ROCKVILLE $932
TOWSON $858
WESTMINISTER $858

MASSACHUSETTS

AMHERST $865
BABSON PARK $1029
BOSTON $1029

V BRIDGEWATER $1029
BUZZARDS BAY $865
CAMBRIDGE $1029
FALL RIVER $865
LOWELL $1029
MEDFORD $1029
NORTHAMPTON $1029
NORTON $865
SOUTH HADLEY $865
SPRINGFIELD $865
WALTHAM $1029
WILLIAMSTOWN $865

V
WORCESTER $865

MICHIGAN

ALLENDALE $822
ALMA $816
ANN ARBOR $829
BERRIEN SPRINGS $822
BIG RAPIDS $785
DEARBORN $798
DETROIT $850
EAST LANSING $822
FLINT $822

\..;i HOUGHTON $785" . ~., KALAMAZOO $822
MT. PLEASANT $785
ROCHESTER $798
SCOTTVILLE $785
YPSILANTI $798
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MINNESOTA

DULUTH $822
MANKATO $785
MINNEAPOLIS $834
MOORHEAD $822
NORTHFIELD $785
ST. PETER $785
ST.PAUL $834
WINONA $785

W:.>' ,',

MISSISSIPPI
\\,.}

COLUMBUS $792
HATTIESBURG $792
ITTA BENA $792
JACKSON $816
LORMAN $792
MISSISSIPPI $792
UNIVERSITY $792

MISSOURI

Q' .. i'COLUMBIA $822
JEFFERSON CITY $765
KANSAS CITY $846
MOBERLY $785
ROLLA $785
SPRINGFIELD $785
ST. LOUIS $822
WARRENSBURG $785

MONTANA

BILLINGS $913 0BOZEMAN $810
BUTTE $810
MISSOULA $810

NEBRASKA

LINCOLN $822
MILFORD $822
OMAHA $822

Q~\ ,.?
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NEVADA

LAS VEGAS $913
RENO $913

NEW HAMPSHIRE

DURHAM $865
HANOVER $865
MANCHESTER $865

V NEW JERSEY

CAMDEN $834
EAST ORANGE $913
EDISON $913
HACKENSACK $913
HOBOKEN $913
JERSEY CITY $913
MADISON $913
MONTCLAIR $913
NEW BRUNSWICK $913

U
NEWARK $913
POMONA $865
PRINCETON $834
RUTHERFORD $913
TEANECK $913
TRENTON $835
WEST LONG BEACH $913

NEW MEXICO

ALBUQUERQUE $913
LAS CRUCES $913
PORTALES $810

V SANTA FE $810
SOCORRO $810
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NEW YORK

ALBANY $865
ALFRED $834
BINGHAMTON $865
BROOKLYN $1024
BUFFALO $816
CLINTON $865
ELMIRA $865
FARMINGDALE $907
FREDONIA $834
GARDEN CITY $907
GREENVALE $907
HAMILTON $865
HEMPSTEAD $907
HYDE PARK $865
ITHACA $865
JAMAICA $1024
KINGS POINT $865
LOUDONVILLE $865
NEW PALTZ $834
NEW YORK CITY $1024
OLD WESBURY $907
OSWEGO $865 QPAUL SMITHS $834 j:\,~;),

PLATTSBURGH $834
POTSDAM $834
POUGHKEEPSIE $865
ROCHESTER $865
SARATOGA SPRINGS $865
SPARKILL $907
STATEN ISLAND $1024
STONEY BROOK $907
SYRACUSE $865
TARRYTOWN $907
TROY $865

0NORTH CAROLINA
5' '~i;

BOONE $761
BUIES CREEK $761
CHAPEL HILL $840
CHARLOTTE $816
CLYDE $761



Trans .. Memo. No. Effective Date Page No.
AID HANDBOOK 10 10: 143 September 1, 1992 110-11

v. . .
CULLOWHEE $761
DURHAM $840
GREENSBORO $816
GREENVILLE $761
GUILFORD COLLEGE $816
HICKORY $816
RALI EGH $840
SALISBURY $816
SWANNANOA $816
WINSTON-SALEM $816

V NORTH DAKOTA

FARGO $822
GRAND FORKS $822

OHIO

AKRON $830
ASHLAND $822
ATHENS $785
BOWLING GREEN $822

V
CINCINNATI $810
CLEVELAND $830
COLUMBUS $822
DAYTON $792
DELAWARE $822
GRANVILLE $822
KENT $828
MARIETTA $822
NELSONVILLE $785
OBERLIN $830
OXFORD $810
RIO GRANDE $785
SPRINGFIELD $792
TIFFIN $785

V
TOLEDO $822

,.', "., , .. "'{' UNIVERSITY HEIGHTS $830
WILBERFORCE $792
WILMINGTON $785
WOOSTER $785
YOUNGSTOWN $822
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OKLAHOMA

DURANT $761
LANGSTON $816
LAWTON $816
NORMAN $816
OKLAHOMA CITY $816
OKMULGEE $816
STILLWATER $816
TONKAWA $816
TULSA $816

OREGON

ASTORIA $810
CORVALLIS $883
EUGENE $913
GRESHAM $883
MARYLHURST $883
MCMINNVILLE $883
PORTLAND $883

(JPENNSYlVANIA ~.~- '

BETHLEHEM $865
BRYN MAWR $835
CHEYNEY $834
CLARION $834
EASTON $865
ERIE $865
GLENSIDE $834
GRANTHAM $865
HAVERFORD $835
INDIANA $834
LEWISBURG $834
LINCOLN $834 (JLORETTO $865 ",\-.: ,.,'

MEADVILLE $834
MILLERSVILLE $865
PHILADELPHIA $835
PITTSBURGH $810
SCRANTON $858
SHIPPENSBURG $865
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V
SLIPPERY ROCK $834
SWARTHMORE $835
UNIVERSITY PARK $865
WEST CHESTER $835

RHODE ISLAND

BRISTOL $865
KINGSTON $865
PROVIDENCE $865

V
SOUTH CAROLINA

CLEMSON $816
COLUMBIA $816
PENDELTON $816
SPARTANBURG $816

SOUTH DAKOTA

BROOKINGS $785

V MADISON $785
MITCHELL $785
SIOUX FALLS $822
SO DAKOTA SCH MINES $822
SPRINGFIELD $785
VERMILLION $785

TENNESSEE

CHATTANOOGA $816
COOKEVILLE $761
HARROGATE $761
JOHNSON CITY $816
KNOXVILLE $816
LEBANON $810
MEMPHIS $816
MURFREESBORO $810
NASHVILLE $810
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TEXAS

ALPINE $761
AMARILLO $816
ARLINGTON $846
AUSTIN $810
BROWNWOOD $761
CANYON $816
COLLEGE STATION $816
COMMERCE $761
DALLAS $846 (jDENTON $846 ~:,:" <:,~:

EL PASO $816
FORT WORTH $846
GALVESTON $846
GEORGETOWN $810
HOUSTON $846
HUNTSVILLE $761
KINGSVILLE $761
LUBBOCK $816
NACOGDOCHES $761
PRAIRIE VIEW $846
SAN ANGELO $816
SAN ANTONIO $816 Q1,_ .i>

WACO $816 \." -)

UTAH

LOGAN $846
PROVO $913
SALT LAKE CITY $913

VERMONT

BURLINGTON $865

0MIDDLEBURY $834
MONTPELIER $834
PLAINFIELD $834
WINOOSKI $865
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VIRGINIA

ANNANDALE $932
BLACKSBURG $816
CHARLOTTESVILLE $816
FAIRFAX $932
FERRUM $761
FREDERICKSBURG $761
HAMPTON $816
HOLLINS $816

V
LAWRENCE $816
LEXINGTON $761
NORFOLK $816
PETERSBURG $816
RICHMOND $816
WILLIAMSBURG $816

WASHINGTON

CHENEY $913
ELLENSBURG $810
OLYMPIA $810

V
PULLMAN $810
SEATTLE $901
TACOMA $901
YAKIMA $913

WEST VIRGINIA

BUCKHANNON $761
HUNTINGTON $816
MORGANTOWN $816
SHEPHERDSTOWN $761
WHEELING $816

V WISCONSIN

APPLETON $822
BELOIT $822
EAU ClAIRE $822
GREEN BAY $785
MADISON $822



-_. '-- --
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MENOMONIE $785
MILWAUKEE $822
OSHKOSH $822
PLATTEVILLE $785
RIVER FALLS $785
STEVENS POINT $785
SUPERIOR $822
WHITE WATER $785

WYOMING

(JLARAMIE $810
,

PUERTO RICO

GUYAMA $761
SAN GERMAN $816
MAYAGUEZ $816
RIO PIEDRAS $816
SAN JUAN $816

VIRGIN ISLANDS $761 Qi,',

NOTE: If a city is not listed where a participant is attending
school, please use the closest city established rate within
a 25 mile radius.

~ ~:.'

\wi
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Guidelines for ATTACHMENT 110(1)

ATTACHMENT llD(1) provides allowance rate information, guidance and updated
Handbook 10 policy issues that may not be addressed in Chapter 11. ALL rates
contained in ATTACHMENT 11D(l) are effective beginning JANUARY 1, 1993. These
rates are applicable to the U.S. only.

\.I The following is a LIST of the information included in this ATTACHMENT.

Advance Maintenance Allowance

Transit Allowance
a. City Categories (Regular &High Cost)
b. Applicable Rate Information

Technical Maintenance Rates

Short Course/Packaged Program Allowances

Exceptional Per Diem Allowances due V.I.P. Rank

Training Related Allowances
1. Book &Equipment Allowances
2. Shipment
3. Master's &Doctoral Rates &Guidance
4. Typing of Academic Papers
5. Typewriter Purchase
6. Hospitalization Allowance
7. Computer Purchase Regulation
8. Health &Accident Coverage (HAC) Rate Information
9. Professional Societies

Treatment &Purpose of Settling-In Allowance

Transit Payments for Participants on Any Monthly Allowance
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ATTACHMENT 110(1)

ALLOWANCE RATES

The following allowance rates are effective beginning 1/1/93:

AMOUNT

1. Initial &Transit Allowances

A. Advance Maintenance Allowance*

(first 1S days in the U.S.)
(should be provided by the Mission)

B. Transit Status **

$ 97S

(one time payment)

$ 6S/night

1.

2.

While in a Category I
city (a city not classified as a
high cost city) during the second
1S days of first month of the training or

Miscellaneous trips to Category I
cities during the life of the
training program

C. High Cost Cities*-

(Limited to 9 nights. Each additional
night after the first nine, up to 30 days,
in the same city will be reduced by $lS.)

Category II $ 9S/night
gCategory III $ lOS/night
t, /

Category IV $ 116/night

Category V $ 127/night

Category VI $ 1S0/night

See Attachment 1 for notes on students moving into college
housing.

** See Attachment 2 for notes on transit status payments for
persons on monthly maintenance (all types).

*** See Attachment 3 for listing of High Cost cities
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II. Technical Rates (see Attachment 2)

A. Non-academic environment

Monthly
City Technical Daily

Category Rate Breakdown

V I $1,024.00 ($34. 13/day)

II $1,187.00 ($39. 57/day)

III $1,232.00 ($41.07/day)

IV $1,285.00 ($42.83/day)

V $1,336.00 ($44.53/day)

VI $1,390.00 ($46.33/day)

\wi
B. Technical Rates in academic

institutions with program duration
over 5 months
(use academic rates from the
beginning of the program) See Attachment 110

III. Residential Status

A.

B.

Academic Rates
are listed by cities; if
city not listed use the
closest city within a 25 mile
radius

Academic Supplement for on
campus room and board

See Attachment 110

See Attachment llE
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IV. Short Course/Packaged Program Allowances: O
········'·~·'····'··,·········d. .
~\ - <-;

*

Acourse is considered a "packaged program" when the entire cost, including room
and board, is included in the price of the program. Participants in these
programs receive a daily incidental allowance of $8.00/day. This daily allowance
may also apply to some conferences when lodging and meals are included in the
conference fee.

When a training provider REQUIRES that all lodging costs be paid directly by the
contractor, the program is considered "packaged". These programs may offer one
meal, two meals or no meals. Below are maintenance guidelines, which include
incidental expenses, for participants attending these programs.

ALL participants should receive three (3) nights full transit allowance based on
location of the training site.

&\•..•.....•......,'.....

'-'

*

1. Housing included with NO meals served

2. Housing included with ONE meal served

3. Housing included with TWO meals served

A. Programs where lodging and meals**
are not provided or programs that
have pre-arranged lodging
facilities that are not
covered in the tuition

S30/night (regular city)
S34/night (high cost city)

S25/night

Sl5/night

See Attachment 11F

V. Exceptional Per Diem Allowance
due V. I. P. Rank

See Attachment 11A

0·
·····,···,·{ -

A.

B.

Category A-B

Category C-F

$156/day

$138/day

** For those programs where lodging and meals are not included in the tuition,
it may be appropriate to use the transit and technical rates for that area.
However, if the rates indicate that an adjustment should be made in the
maintenance, Attachment I1F provides guidance.

* REVISED
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25E. ENROLLMENT

1. Participants are enrolled in the HAC program by submission of the
Participant Data Form (PDF), which should indicate the receipt of the
Medical Certification Cable (and as appropriate, the medical examination
form when coverage is waived for a pre-existing condition and related
illnesses) to the OIT Statistical Unit.

Upon enrollment, the HAC contract administrator issues within five (5)
business days the HAC identification card, generally to the participant's
programming officer for forwarding to the participant. The control number
on the PDF form is the participant's HAC card identification number, which
must be used on all HAC transactions.

2. Effective March 1, 1993, the HAC premium was increased to $120.00
per participant training month and must be paid on a quarterly basis.
Premiums for training programs for six months or less duration may be paid
in full.

The HAC entitlement period begins the date of participant's departure from
his/her country and continues to the date of return to his/her home
country by the most direct route.

HAC premium payments are calculated by training months which begin on the
first day of the entitlement period and end thirty days later, i.e. March
12, 1993 to April 11, 1993. Premium are not prorated for any partial
periods of coverage. The HAC premium will be $120.00 whether the coverage
period is one day, ten days, or thirty days. ~

Premium payments for HAC coverage must be accompanied by correspondence
indicating the following:

a.
b.
c.
d.
e.
f.

* REVISED

Contract Number
participant's name
participant's Participant Data Form (PDF) Number
Amount of payment for each participant
Entire Entitlement Period Dates
Actual Period Payment will apply per participants
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25E2
An example of AID HAC premium information required period quarterly
payment:

Contract Number:

0"·'···'·····"\····-·':;'

AMT OF PAYMENT ENTITLEMENT OATES PYMNT OATES

* John Doe

PDF#

712345 $360.00 3/1/93-12/31/93 3/1/93-5/1/93

Checks for HAC premiums should be made payable to the AID-HAC Program and
mailed with the above information directly to:

The AID Cashier
FM/CAD, Room 603, SA-2
Agency for International Development
Washington, D.C. 20523-0208

A copy of the check and the HAC premium payment information should be
sent to:

HAC Administrator
FM/FM/CMP/DC, Room 700, SA-2
Agency for International Development
Washington, D.C. 20523-0209

3. Under no circumstances is a participant to be enrolled twice in
HAC. If there are changes in a program such as a program extension, it
is essential to extend HAC coverage by submission of a revised
Participant Data Form (PDF) to OIT's Participant Training Information
System (PTIS). In using a blue copy of the PDF for these purposes, the
original participant number must be used. The original number assigned
never changes.

4. The AID Office of Financial Management, Overseas Project Accounting
(FM/OPA) must approve all refunds/credits before the contractor may take
the credit. The contractor must send a letter to FM/OPA with the request
for credit and provide the original payment information and the reason
for credit. FM/OPA will research the payment information and mail a
credit memorandum to the contractor to apply on future HAC payments. The
contractor may apply it by returning the credit memorandum with the next
HAC payment. The same participant information required for HAC premium
payments should be included with the credit memorandum so credit may be
appl i ed to the proper account. No credit wi 11 be appl i ed to payments for
less than ninety days. Premium payments not accompanied by the
information requested in 25 E.2 will be returned to the contractor
without being processed.

* REVISED

Q, :.
\. J

y,.y'
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IX. Professional Societies (U.S. only) $225 at
(maximum 3 years at completion of program
program) Choice of society/sub- completion
scription to be made by (maximum
participant with concurrence of payment not
programming agent. Waivers are per year)
to be requested if the amount of
money required exceeds the

\.I
established allowance rate.

X. Student Memberships
Available during the course
of study in U.S. anytime during
the program. S 75/year

XI. Orientation Program &Mid-Winter
Seminar
For current cost information,
please contact: 703-875-4077

\w
XI I. American Association of Collegiate $ 150 per

Registrars and Admissions Officers CAW
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ATTACHMENT 1

TREATMENT OF SETTLING-IN ALLOWANCES FOR ACADEMIC STUDENTS

The transit status rate is authorized for participants during the first month for
the purposes of covering actual expenses for the technical (usually short-term)
participant and to provide additional settling-in funds for the academic (usually
long-term) participant. In the case of the long-term participant. if the first
months are spent in Engl ish Language Training (ELT) and the participant must then
move to a different campus for the bulk of the training, it may be more
appropriate to reserve the second 15 day'S allowance ($975 - considered the
settling-in amount if in a non-high cost city) and pay it at the end of the ELT
program. The participant will then have funds for unexpected purchases
associated with settling-in a new environment. This would mean that the
participant would be paid only $975 for the first 30 days and would then be paid
the balance of the first month's allowance any time from four to 12 months later,
depending on the length of the ELT program. Students moving directly into
student housing should not have access to more than 1/3 settling-in funds unless
and until the student leaves the dormitory environment and moves into off-campus
accommodations. If the student has received 1/3 of the settling-in amount during
the initial phases of the program and then moves off campus, in order to have
access to additional funds for the establishment of off-campus residency, the
student must demonstrate need. Thi sis not an entitl ement. If the student
remains in student housing, these funds should not be given to the student at any
time during the program.

PURPOSE OF SETTLING-IN alLOWANCE

All participants, technical and academic, receive the first 30 days unless
otherwise specified by their program. In the case of technical participants.
this amount is required usually because they are staying in hotels throughout
their programs and short term, low cost accommodations generally are not
avail abl e.

Acade.ic participants receive this amount to establish off-campus residences.
In most cases, the participants have to pay a security deposit, which is smaller
than or equal to the first month's rent and is refundable after the participant
moves out. The participant also has to set-up housing. These additional funds
are required to have utilities turned on, purchase such Hems as lines,
furniture, pots &pans and food. An explanation of the first 30 days "settling
in" money is not included in the TRAINING IMPLEMENTATION PLAN.
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ATTACHMENT 2

TRANSIT STATUS PAYMENTS FOR PARTICIPANTS
ON ANY TYPE OF MONTHLY ALLOWANCE

When participants are on monthly maintenance and go on transit status, they are
to be paid the appropriate transit status rate pl us 60% of their normal
rna intenance for the peri od they are in transit status. Thi s app1ies to all
persons paid maintenance under the academic categories and those technical
participants being paid a monthly rate. The rationale for this change is that
the Monthly Maintenance Allowances (MMA) paid are for room and board.
Individuals who make commitments regarding lodging will be held to those
commitments and will have fixed costs. The 60% of the allowance should allow
participants to meet the fixed cost obligations. The transit allowance will pay
for both food and lodging while in transit status.

SAMPLE CALCULATION
REDUCED MAINTENANCE

Assume that: 1)

\.; 2)

3)

CALCULATION

Student's monthly rate ;s $640

The month in question has 30 days

Student will be in transit status for 3 nights

The student's monthly allowance check would be reduced by 40%
for the applicable days.

$640 divided by 30 days = $21.33

$21.33 x 40%

$ 8.53 x 3 days

= $ 8.53

= $25.59

Since an additional check must be prepared for transit, it would
seem easier to reduce this per diem check than the monthly
maintenance check.



Category III Category IV Q••.>

SI05/night S116/n1ght

Boulder, CO Atlanta, GA
Bridgeport, CT Annapolis, MD
Cleveland, OH Baltimore, MD
Denver, CO Dallas/Ft. Worth, TX
Hartford, CT Detroit, MI
Houston, TX Philadelphia, PA
Las Vegas, NV Santa Cruz, CA
Miami, FL San Diego, CA
Monterey, CA San Juan, PR
Naples, FL

"
"':; :~

New Orleans, LA
Oakland, CA
Phoenix, AZ
Princeton, NJ
Providence, RI
San Jose, CA
San Mateo, CA
Santa Fe, NM
Seattle, WA
Williamsburg, VA
Wilmington, DE

~

category V Category VI
Sl27/night SISO/night

Atlantic City, NJ New York, NY
Boston, MA
Chicago, IL
Los Angeles, CA
Newport, RI
Newark, NJ
Oahu, HI

~Washington, D.C. ' .. ' ".'

San Francisco, CA
White Plains, NY

Page No. Effective Date Trans. Mello. No. AID Handbook 10

110(1)-10 December 18, 1992 10:147

ATTACHMENT 3

HIGH COST CITY DAILY ALLOWANCE RATES

Participants in transit status in any U.S. city designated as a high cost
city are entitled to the special rate for the exact number of nights in
that city up to nine (9) nights. There are five categories of cities each with
a different nightly rate from the regular transit status rate. If the city you
desire is not listed, that city receives the regular transit rate. Awaiver must
be submitted to the O.I.T. Allowance Committee for all rate exceptions.

Category II
S95/night

Albany, NY
Albuquerque, NM
Ann Arbor, MI
Austin, TX
Bradenton, FL
Chapel Hill, NC
Charlotte, NC
Columbus, OH
Dayton, OH
Durham, NC
Easton, PA
Gatlinburg, TN
Greenvill e, NC
Harri sburg, PA
Indianapolis, IN
Ithaca, NY
Kansas City, KS
Kansas City, MO
Milwaukee, WI
Minneapolis, MN
New Haven, CT
Norfolk, VA
Orlando, FL
Pittsburgh, PA
Portland, ME
Portland, OR
Poughkeepsie, NY
Rochester, NY
Sacramento, CA
Salt Lake City, UT
San Luis Obispo, CA
Sheffield, AL
St. Louis, MO
St. Paul, MN
Syracuse, NY
Visalia, CA



AID HANDBOOK 10 Trans. Mello. No. Effective Date Page No. ,

10:147 December 18, 1992 110(1)-11

These rates should be used with discretion. When a participant is to spend more
than 9 nights in a high cost city, the programmer should attempt to obtain
concessionary rates from a hotel to help offset costs. In the case of all the
cities listed above, after the first nine (9) nights the rate will be reduced by
$15 for each additional night up to 21 nights. This will only be the case if the
participant is still housed in high cost temporary housing, i.e., in a hotel.
After the first 30 days of a program it is assumed that some other type of
housing arrangement will have been made. At this point the participant should
be on the monthly technical rate.

HQIE: RE: conference/seminar attendance: At no time will waiver requests be
entertained if the lodging cost plus the meal and incidental allowance exceed the
highest published GSA per diem rate. If the participant still wishes to attend,
he/she must assume all costs above this limit.

Missions and programming agents should exercise care when designing training
activities and be mindful of the cost of visits to some of our major cities. To
the extent possible students should be housed in other than center city hotels.
In the case of conferences, while it may be more convenient to be housed at the
conference site, it is not a requirement for attendance.

In all cases, with the exception of the student who is moving immediately into
dormitory housing, Missions are to give each participant funds for 15 days at the
standard transit Status Rate as the participant's Advance Maintenance Allowance.
The participant programmer in the U.S. will then amend this allowance after the
participant's arrival to compensate for any nights spent in high cost cities.
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ATTACHMENT 4

How tQ Calculate Settling-In Allowances

1. An academic (graduate) gQing directly tQ the university:

Aparticipant attending schQQl in Ames, IQwa WQuld receive $65 per day
for the first 30 days for a total of $1,950. If the MissiQn Qnly
provided the participant with an advance of $500, deduct this amount
from $1,950 and pay the participant the remainder. When, fQr example, (~,.

the participant arrives Qn September 15 (mid-mQnth), the participant ~
should be paid from September 15 thru OctQber 14 a total Qf $1,950
(first 30 days). The remaining days, October 15-31, the participant
should receive the dI11l rate Qf the established academic rate fQr the
area. With the current academic rate of $719 at Ames, Iowa, the
participant would receive $23.96 per day fQr the remaining days Qf the
month. Beginning November 1 and thereafter the participant shQuld
receive the established per diem rate Qf $719. This may also apply tQ
some undergraduates when the university does not have dormitory
accommodations at all. HOTE: This does not apply to undergraduates
who have been given pe~ission to .ave off calpus. When requesting
Mission approval for a participant to .ave out of do~itory housing, a.'~
the contractor .ust also obtain the Mission's pe~iss1on to pay the <;

regUlar lNlintenanee rate. If pe~ission is not obtained, the
participant .ust receive the equivalent of roo. and board plus the
supp1ellenta1 allowance, not to exceed the regular lNlintenance rate.

2. Undergraduates: When goi ng di rectl y into dormitory hous i ng, the
participant should receive 1/3 of the applicable settling-in rate for
their area. You must calculate what the first 30 days would have been
based on location to arrive at the correct amount.

EXAMPLE: ~

Undergraduate - Ames. IQwa -

First 30 days x $ 65.00 = $1,950 1/3 = $655.00

Undergraduate - Washington. D.C. 

First 30 days: $110.00 x 9 =
$ 95.00 x21 =
Total .-

$ 990
$1,995
$2,985 1/3 = $995.00
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ATTACHMENT IID(2)

Packaged Programs, Short Term Programs
and Maintenance Guidelines When Lodging Is Included

A course is considered a "packaged program" when the entire cost, including
room and board, are included in the price of the program. Participants in
these programs receive a daily incidental allowance as set forth in Handbook
10, Chapter II, Attachment 11E-l.* This daily allowance may also apply to
some conferences when lodging and meals are included in the conference fee.

There are some short term programs that may include lodging, but offer one
meal, two meals or no meals. Below are maintenance gUidelines, which include
incidental expenses, for participants attending these programs. NOTE: All
figures are subject to change and will be updated.

All participants should receive three (3) nights full transit allowance based
on location of the training site. This will be considered as their
settling-in.

1. Housing included with NO meals served S26/night

V 2. Housing included with ONE meal served S21/night

3. Housing included with TWO meals served S10/night

*To arrive at the daily incidental rate, you should divide the monthly
supplemental by 30 days. The participant should receive this amount after the
third night. The minimum is S6.67/night and the maximum is S8.16/night,
depending on the training site location.
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ATTACHMENT 110(3)

Shared Housing

With the continual ri$e in the cost of housing in major U.S. cities, it is no
longer possible to gUirantee participants an adequate living allowance if they
choose to live alone. It is not possible to increase AID's monthly
maintenance rates to such levels as to endanger the economic continuation of
the program.

For this reason Missions, host country governments, AID contractors and
programming agents must alert participants that they may have to share
off-campus housing in order to 1ive within AID allowance rates.

Participants should be m~de aware that this is a customary arrangement for
U.S. undergraduate as well is graduate students and that those who are
unwilling to share housing May have limited choices of schools.
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ATTACHMENT 11 E

Supplemental Allowance Rates

Effective September I. 1992, the following are supplemental maintenance rates
to be provided to undergraduate students living in student housing and
participating in the meal plans.

If the monthly allowance rate for the area is:

V'. -<

between the supplement rate will be

$761 - $816 $221

$822 - $846 $228

$858 - $895 $234

$901 - $932 $264

$932 and over $270

NOTE: To arrive at the daily incidental rate, you divide the monthly
supplemental by 30 days.

In a few cases, there are graduate students living in student housing and the
contractor's have assumed responsibility for paying the university for the
room &board (if necessary). In those cases, the amount paid to the university
should be deducted from the ACADEMIC monthly maintenance applicable to the
location and the student should receive the difference.
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ATTACHMENT lIE(I)

Supplemental Allowance Rates to be Provided Students
Living in Student Housing and Participating in Meal Plans

1. Undergraduate participants living on-campus and participating in a meal
program should not be paid AID's standard monthly maintenance rate. Instead,
the programmer should pay the room and board fees to the university and
provide the student a supplemental maintenance amount to be used for
incidentals. The amount to be paid as a supplement is tied to the level of
regular maintenance for the areas. For example, if the student is attending
Ohio State University, Columbus, and living in a college dorm, he/she would
receive $228/month because the rate for the area is between $822 and $846,
according to Attachment lIE.

2. Eligible students (new undergraduates) who do not use available student
housing and meal plans are to be provided the equivalent amount of money that
would be paid to the school plus the supplemental allowance. The student may
be unable to avail him/herself of this housing if the enrollment process is
not initiated in a timely fashion.

3. Standard monthly maintenance rates should be used to support graduate
students or used when student housing is not provided by the institution.

4. In cases where meals are not available but rooms are, the room charges
should be paid to the school and 40% of the applicable maintenance rate for
the area should be paid to the student, up to a maximum of $260/month. This
amount will be supplemented by the miscellaneous living allowance between
$221-$270/month.

5. If a participant has an option of participating or not participating in
the school meal program and wishes not to, the programmer may pay the
participant the cost of the actual meal plan not to exceed the $260. This
will avoid continual requests from participants who wish to fluctuate from
semester to semester to either be on or off the meal plan.

6. Students enrolled in schools where a meal plan is not available on
Saturday, Sunday or during school breaks may receive an additional $15 for
each day.

7. In the case of meal plans that only provide two meals on the weekends no
additional allowance will be made.

8. At any time a student is unable to stay in student housing, i.e. summers
and break periods, regular maintenance rates may be paid.



•
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ATTACHMENT lIE(2)

Ceiling for Undergraduate Tuition

Effective June 1, 1992, the ceiling for undergraduate tuition will be $10,000
per 12-month academic year. No participant should be enrolled initially in an
institution whose ANNUAL TUITION exceeds the limit established by AID for that
academic year. If the tuition exceeds the ceiling in future years, no action
should be taken to remove the participant from the institution.
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ATTACHMENT 11F

Participant Allowance Rates

Allowance rates established and published by the Office of International
Training are the only approved rates to be paid AID-funded participants.

The Office of International Training may adjust these rates, up or down if
sufficient evidence warrants. Participants are aware of the published rates'
and often request waivers via their contractors to raise rates they believe
are low. Contractors and participants should be aware that if evidence is
obtained that the published rates are too high for a specific area/program,
waivers will also be granted to lower these rates.

An example of where lowering a rate is appropriate would be a field trip to a
forest service installation where room and board cost $20. In this case it is

~ appropriate to request that the participant receive the $20 plus an incidental
~ spending allowance of between $6 - $7 per day depending on location (see

Attachment lIE) rather than the standard $65 per day while in travel status.

An example of an inappropriate request would be to lower a rate when students,
enrolled in a short program, are lodged in a motel room with kitchenette and
the daily motel charge is $39. It would not be appropriate for the contractor
to decide the students should cook their own food and request authorization to
pay only $10 for groceries, since this would result in these participants not
being treated the same as other AID participants on a similar program. Only
in the case of longer term training would it be reasonable to expect
participants to cook their own food.

Contractors should make participants aware that although $65/day is the norm
for participants in travel status, it may not always be warranted and is not
guaranteed.

OIT is responsible for maintaining consistency in the application of AID
participant allowances and must approve any deviations. To request a waiver
of eXisting rates, submit documentation to:

AID Allowance Committee
Office of International Training
Room 201-D, SA-16
Washington, D.C. 20523-1601 ~

if Revised
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CHAPTER 12

ENGLISH LANGUAGE TRAINING AND TESTING

l2A. POLICY

It is AID policy that all participants prior to departure for training
in the United States ora third country whose training is conducted in
Engl ish and ~/ho will not be accompani ed by an interpreter demonstrate a
level of English language proficiency at or above the AID minimum
acceptable scores for Call Forward for academic and non-academic
training. If a training institution's English language proficiency
requirements are higher than the AID minimum scores, then these will
need to be met before full acceptance is obtai ned.

l2B. DEFINITIONS

1. ALI/GU EPT - The American Language Institute/Georgetown University
Englisl1"Prorrcl"ency Test (ALI/GU EPT) is an English proficiency test
developed under contract by Georgetown Uni versi ty for the excl usi ve use
of AID and is used to detennine a candidate's level of English
proficiency. (Supplement l2A). The ALI/GU EPT is administered at the
mission by a designated member of the mission staff.

2. TOEFL - The Test of English as a Foreign Language (TOEFL) is a
standarcrtngl i sh profici ency test produced and acini ni stered by
Educational Testing Service (ETS) and is required by most universities
as part of the application process for non-native speakers of English.
If TOEFL centers are located in the host country, arrangements should be
made for ca ndi dates to take the test if TOEFL scores are requi red by the
university. (Acceptable scores for admission to academic programs vary
from institution to institution.)

l2C. REQUIREMENTS

1. Missions are to ensure that all participants, except those
accompanied by an official interpreter and those whose programs are not
conducted in English, have obtained the minimum required proficiency
scores for Call Forward prior to departure (see Chapter 23 -
Interpreter and Escor:.t SerVices).
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l2C
2. Missions are responsible for arranging English language training
(EL T) in the host country to enable participants to reach the AID
minimum acceptable Call Forward scores for academic and non-academic
training, and where feasible and cost effective, to meet the
requirements of specific training institutions if these are higher than
the AID minimum scores (see Chapter 9 -- Trainin..9 Im~lementation Plan
(TIP) ).

3. Many universities and colleges re-evaluate foreign students upon
arrival on campus to detennine whether further ELT is needed. If
participants do not meet the institution1s language requirements, they ~
may be subject to additional ELT, which will increase the length and
cost of training.

4. Missions are to sullnit to OIT an annual "English Language Testing
and Trai ni ng Report for FY , II Control Symbol U-l '§j0/7 (Attachment
l2A), by February 17. Thi sreport is to be sullni tted annually through
memora ndum and is to i ncl ude:

a. the name of the English language training facility or
facilities used in host country training;

b. the number of participants trained by weeks of study;

c. the total number of weeks of training completed in the fiscal
year;

d. the average cost per week of trai ni ng;

e. the total cost of ELT in the host country for the fiscal year
and source of p~ment (United States or host country);

f. the number of participants trained in ELT in the United States
or a third country for the fiscal year;

g. the total cost of EL T conducted in the United States or third
country, nature of institutions providing training, and source of
payme nt (mi ssi on or contrac tor);

h. the number of ALI/GU EPT tests administered in the fiscal year
by specific forms used; and

i. problems, if arw, encountered in ALI/GU EPT test
administration and recOl11l1endations for solutions.

sr.'······.····.,,·.·.··

~

{'...".~;.•...w
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120. ENGLISH LANGUAGE TRAINING IN -mE HOST COUNTRY

1. Missions are to arrange English language training in the host
country to enable candidates to reach the required level s of proficiency
before bei ng programmed for participant trai ni ng. Host country ELT
programs should be capable of offering programs appropriate to the
spec ific trai ni ng objectives of the candi date I s planned program.

2. I~issions should evaluate local resources to detennine whether the
programs meet the requirements for in-country ELT. ELT resources may
include:

a. local Uni ted States Infonnation Agency (USIA) Eng11 sh 1anguage
training facilities or Bi-Nationa1 Centers;

b. ELT programs at local institutions;

c. ELT programs sponsored by other donor or United States
Government agencies;

3. Standard requirements for an effective ELT program include:

a. a minimum of 25 hours per week of instruction;

b. a class size between 5 and 14 students;

c. (JJa1 ified and experienced teachers of English as a Second
Language;

d. a set of curri cu1 urn gui del i nes and perfonnance objectives;

e. appropriate and varied class materials; and

f. an ongoing system for evaluating progress and level of
profici ency.

4. Mission desiring to determine how ELT can appropriately be
conducted for their participants may refer to the Decision Tree:
Particie-ant Training, ELT (Supplement 12B).

12E. ENGLISH LANGUAGE TRAINING IN THE UNITED STATES

1. Missions that arrange English language training in the United
States are to ensure this training is a supplement to, and not a
substitute for, intensive ELT in the host country. Once participants
have obtai ned the AID mi nimum Call Forward scores on ALI/GU EPT or
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TOEFL, they may be programmed for further ELT in the United States when
this is required to reach a training institution's or program's
requirements, if the training is not available in the host country.

2. The American Language Institute of Georgetown University (ALI/GU)
is funded by AID for English language training, materials preparation,
technical assi stance to AID and missi ons, and test development. When
participants are qual ified for United States training but have marginal
language proficiency, missions may request that OIT or its
contractor/RSSA arrange ALI/GU training to upgrade the participants to a
fully acceptable range (Supplement 12A). ...."

3. English language training in the United States at institutions
other than ALI/GU should be considered on1~ if special programmatic
benefits would accrue which would be beyon the scope of ALI/GU.

4. Participants who arrive in the United States or the country of
training without an adequate level of English proficiency and who do not
reach an acceptable level in a reasonable time may be tenninated and
returned home.

12F. ADVISORY SERVICES OF OIT

1. Mi ssi ons are encouraged to revi ew thei r 1anguage program
peri odically and to i nfom OIT of support needed to meet current and
anticipated needs.

2. OIT can arrange to provide assistance for the following purposes:

a. to evaluate on-going language training facilities;

b. to assist in developing a language training program;

c. to assist in developing mission testing procedures; and

d. to advise on the kinds of English language training materials
avail ab1 e.

~.
..'.'..."....'..'....<' '-~,

",.;;"

-
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PARTICIPANT ENGLISH LANGUAGE TESTING AND TRAINING REPORT

A.I. D.I__~~ _

PART I - ENGLISH PROFICIENCY TESTIl\'G ACTIVITIES

Fy _

A. ALI/GU EPT ADMINISTERED B. ALI/GU TESTS ADMINISTERED

Form

A.

B.

C.

D.

Number Form

Listening

Usage

Voc./Read

Number

TOlal Number of Participants Tested:

C. OTHER PROFICIENCY TESTS ADMINISTERED:

Total Number of Participants Tested:

D. NAME(S) AND POSITION TITLE(S) OF PERSON(S) ADI\1II"I
STERING ENGLISH PROFICIEI"CY TESTS:

PART II - El\'GLlSH TRAIl\'Il\'G ACTIVITIES - 1~-COt.:NTRY

A. ENGLISH LANGUAGE TRAINING FACILITY UTILIZED

2. Type (check one)1. Name

B. DESCRIPTION OF ELT PROGRAM

o
o

Bi-National Centcr

Local

o
o

Mission Operated

Othcr (specifY)

Semi-intensive (under 20 hours weekly) 0 Yes 0 No

Length of ELT Program in Weeks _

C. USE OF ELT FACILITY

Intensive (over 20 hours weekly) 0 Yes 0 No

Average U.S. Dollar Cost Pcr Week _

Total Number of Participants Enrolled
In All Sessions of Program _

Total Numbcr of
Studcnt Weeks

Total U. S.
Dollar Cost

PART III - EI'\GLlSH LAI'\GUAGE TRAINII'\G - U.S. OR THIRD COUl\'TRY

A. Number of Participants in U.S.--------

B. Total U.S. Dollar Cost In U.S.--------

In Third Country

In Third Country

C. Source of Funds -----------------------------------------

SIGNATURE AND TITLE OF OFFICIAL SUBMITTING REPORT

AID 1380-14 (6/88)

DATE
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AMERICAN LANGUAGE INSTITUTE/GEORGETOWN UNIVERSITY

ENGLISH PROFICIENCY TEST (ALI/GU EPT)

A. INSTRUCTIONS ON THE ADMINISTRATION AND INTERPRETATION
PAGE

o Test in Use 12A-2

o Pract ice Test....... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 12A-2

o Ordering Procedures for Materials................. 12A-3

o Test Security Measures.................. 12A-3

o Use of ALI /GU EPT . 12A-4

o Frequency of ALI/GU EPT Testing.... 12A-4

o Procedures for Administering the ALI/GU EPT....... 12A-4

o Grading and Notification to Prospective Students.. 12A-S

o Reporting of ALI/GU EPT Scores.................... 12A-S
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A. INSTRUCTIONS ON THE ADMINISTRATION AND INTERPRETATION OF AMERICAN LANGUAGE
INSTITUTE/GEORGETOWN UNIVERSITY ENGLISH PROFICIENCY TEST (ALI/GU EPT)

1. Test in Use

The ALI/GU EPT is comprised of the following three sections:

a. Secti~n I: Listening Comprehension -

The candidate hears 50 short questions prerecorded on tape. During
the pause which follows each item. the candidate reads the four
possible answers in the test booklet and selects the one which
would make the most appropriate answer to the utterance heard on
tape. Time: 25 'minutes.

b. Section II: Grammar and Usage -

This test, consisting of 50 multiple choice items, is designed to
measure the candidate's control of English structure and covers
such problems as word order, verb tenses and forms, idiomatic
usage, nouns, adjectives, and pronoun forms. Time: 25 minutes.

c. Section III: Reading and Vocabulary -

Candidates will read five standard reading passages and answer 60
questions relating to content and vocabulary. Time: 60 minutes.

d. The total time needed to take the ALI/GU EPT is 110 minutes. The
general directions, the listening comprehension test and the
directions for the grammar and reading test are all recorded on
one tape.

e. Each section of the ALI/GU EPT is scored, which gives three
separate scores as well as a total score. Only one answer sheet
is needed for the test.

2. Practice Test

A special Practice Test is available which is designed to familiarize
candidates with test instruction and types of problems found in each of
the sections of the ALI/GU EPT. This Practice Test should be given to
all candidates sometime before they take the ALI/GU EPT, preferably
several days or weeks.
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3. Ordering Procedures for Materials

a. Supplies of all test materials listed below can be ordered by
telegram or memorandum addressed to the English Language Officer,
A.I.D./OIT, Washington, D.C. 20523, and will normally be
forwarded by air pouch to a designated Mission staff member (see
4a below) by name.

b. Two forms of the new ALI/GU EPT are available: ALI/GU EPT Form A
and ALI/GU EPT Form B. A test order would request

1) ALI/GU EPT test books (reusable)
2) Answer sheets
3) Examiner's Instructions
4) Scoring Keys
5) Tapes (reel or cassette)
6) Practice Tests
7) User's Manuals

c. ALI/GU EPT test books are reusable. A number of reusable scoring
keys are sent with initial orders for each new form of the ALI/GU
EPT. Subsequent shipments of the tests will not include
additional scoring keys unless they are specifically requested by
the Mission. The number of tests ordered should be limited to
anticipated use for not more than a six month period. The
approximate number of participants to be tested during that period
should be stated.

4. Test Security Measures

a. Each Mission which administers the ALI/GU EPT is to designate one,
but no more than two, Americans on the Mission Staff to be
responsible for ordering tests, maintaining local test security
and administering the tests. The OIT English Language Officer
should be advised of the name(s) of the individual(s) designated.
The validity of the test results depends on the security of the
tests and scoring keys and completed answer sheets and/or the
proper administration of the tests. The importance of providing
every possible safeguard for the ALI/GU EPT cannot be
overemphasized.

b. Test packages will be sent only to the designated Test
Administrator and are to be opened by that person only. This
officer is to maintain a permanent record of the serial numbers
stamped on the cover of each test book. The tests are to be
handled in the same manner as classified material. Damaged,
retired or excess tests and scoring keys are to be disposed of in
the same way as classified material. Careful inventories must be
made at regular intervals to assure that adequate security is
being maintained.

-3-
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c. If at any time a copy of a test book is found to be missing or if
a test has been in the hands of an unauthorized person, use of
that particular form of the ALI/GU EPT is to be immediately
discontinued. All remaining copies of the test form are to be
retained in a locked file pending further investigation of the
security break. Details of the incident are to be reported
promptly to the English Language Officer, AID /OIT, Washington,
D.C. 20523.

Restrictive Use of ALI/GU EPT

The ALI/GU EPT is to be used solely for testing the level of English
proficiency of prospective AID participants. It is not to be used
for testing by other U.S. government agencies or by AID---personnel or
AID contractors, university or otherwise, for purposes of teaching,
research, analysis for presentation at professional meetings, as
teaching material in graduate courses in the Teaching of English as a
Second Language, doctoral research, or for any such purposes
whatsoever. Any infraction of this directive will be considered
justification for denial to Missions thereafter of further use of the
tests.

6. Frequency of ALI/GU EPT Testing

The ALI/GU EPT is normally given at the time the participant is
formally nominated for training. If a retest or several retests are
required, there should be at least 4 weeks between test
administrations. Test forms should be rotated as frequently as
possible to prevent compromise.

7. Procedures for Administering the ALI/GU EPT

a. Detailed procedures for administering the ALI/GU EPT to
participants are included in the Examiner's Instructions for the
test. Test administrators should familiarize themselves with this
material prior to the day of the test and then follow the
procedures outlined exactly. Missions should maintain records on
participant testing: dates of test administration, candidates
scores.

-4-

{ .•.... <"....~i•...+

~



SUPPLEMENT 12A
HB 10. TM 10:108

b. To insure the validity of test results, the ALI/GU EPT must be
administered precisely in accordance with the procedures outlined
in the Examiner's Instructions. Tests and materials must be
carefully guarded and the candidates closely observed throughout
the test period. Test books are to be distributed to the
candidates only after all preliminary instructions have been
given. If necessary, questions regarding the test administration
or general directions to the test may be answered in the
candidate's native language. However, once the test has begun,
all instructions will be given in English by tape recording.
Candidates are not allowed to ask questions once the test has
begun. At the conclusion of the test, all tests and answer sheets
must be accounted for before the candidates may be dismissed.

a. Test scores and the form of the test are to be reported as in the
following example:

8. Grading and Notification to Prospective Participants

After the answer sheets have been carefully scored, they should be
filed in a locked cabinet and the results reported to both the
candidate and AID individuals concerned. The scores should be
explained to the candidates. If as a result of the testing a candidate
is found to have language deficiencies requiring further training,
he/she should be informed of this individually.

Reporting of ALI/GU EPT Scores9.u

"

j

<I'~

~

ALI/GU EPT Form A

Listening 75
Grammar 73
R &V 80

(1.) Each section score is to be reported separately since each
section of the test is measuring a different language skill.
(An average or total score is not meaningful and is used only
in correlations with TOEFL; see pg. 12A-l1).

(2.) This information is transmitted as appropriate to OIT. The
format is the same when telegraphic communication is
necessary.

(3.) Comments on other pertinent information should be added if
the Mission feels that such information will assist in
programming a participant.

b. Pursuant to instruction in Preparations of participant
Biographical Data, Missions report ALI/GU EPT scores in Block #10
of the Biographical Data (pg. 3 of PIO/P AID form 1380-1). If
for any reason testing is waived, an explanation of the
circumstances under which the waiver is made is required.

-5-
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10. Qualifying Scores for Call-Forward

a. In order to ensure uniformly high standards of English proficiency
for participants, and at the same time to provide needed program
flexibility, the following test-score interpretations are
presented. It is to be pointed out that English proficiency tests
in general are such that "scores" shown in the chart (see pg. 12A
6) are those which linguistic research and program experience have
shown are the minimum AID acceptable levels for the two broad
categories of participant Training, academic and technical. Test
results need to be further interpreted in terms of demands made by
the participant1s proposed technical training, the facilities
available for remedial language study, the pressures of time, and
other important program considerations. Adequate English language
abilities are always to be considered along with and as a part of
the participant's other qualifications.

b. The following chart shows the minimum AID acceptable ALI/GU EPT
Call-Forward scores for each section of the test for academic and
technical training:

ALI/GU EPT Minimum Call-Forward Score Requirements

Listening Grammar Reading &
Vocabulary

85 75 80
75 60 65

TOEFL (when taken) Minimum AID Acceptable Scores for Call
Forward are the following:

Academic 500
Technical 450*

0·
'···'·····'·'···,·~": . .",
\;

t..·.".·, .....",.'.....W

(Note: There is a high correlation between ALI/GU EPT and
TOEFL. For assistance in interpretation see pg.
12A-I0C TOEFL - ALI/GU EPT SCORE CORRESPONDENCE
TABLE.)

* Also see chapter 23 - Interpreter and Escort Services

c. In general, participants whose English proficiency is below the
minimums described above should be deferred from immediate
Call-Forward. These participants should continue intensive
English language training in-country, if suitable ELT facilities
are available, or be enrolled at ALI/GU in the U.S. until
appropriate retesting and evaluation indicates participant is
ready to begin the training program. (See chapter 11,E,2,3)

-6-
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d. Because of the complex linguistic and programmatic factors
involved, it has so far proved extremely difficult to set specific
norms for each type of training. However, observation and
on-the-job training rank next to academic training in the need for
high levels of English competency.

II. Interpretation of ALI/GU EPT Scores

a. For Academic Programs

ALI/GU EPT Scores

Listening Grammar Read &Voc

0-29 0-29 0-29

Interpretations

Scores in this range fall within the
chance level and indicate extremely
limited ability in English.

30-59 30-49 30-49 Candidates in this range have
1imi ted ability in English.
Intensive English language training
is recommended.

V 60-84 50-74 50-79 Candidates in this range have fair
to good abil ity in English.
Call-forward to ALI/GU for 3-4
months pre-academic language
training is recommended.

can be
academic

scores are at

Candidates in this range
called-forward for
placement if all test
call-forward levels.

80-10075-10085-100

b. For Technical Training Programs

ALI/GU EPT Scores

Listening Grammar Read & Voc Interpretations

0-29 0-29 0-29 Scores in this range fall within the
chance level and indicate extremely
limited ability in English.

range have
English.
training

Candidates in this
limited ability in
Additional English language
is recommended.

30-6430-5930-74

75-100 60-100 65-100 Candidates in this range can be
called-forward for short-term
technical training if all test
scores are at Call-forward levels.

-7 -
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B. LANGUAGE TRAINING ENROLLMENT PROCEDURES IN THE UNITED STATES

The American Language Institute of Georgetown University (ALI/GU) provides
English language training in a 25-hour a week intensive program to directly
funded participants programmed by an OIT-assigned Programming Agent, and
upon request, to those participants being programmed by AID contractors.

1. Directly Funded Participants

a. Directly funded participants who have been programmed for ELT are
instructed by the OIT-assigned Programming Agent to report
directly to ALI/GU for testing and placement in the intensive
program.

b. The OIT-assigned Programming Agent will notify ALI/GU of the
arrival date of the participant and provide the necessary
information for registration. With groups of 10 or more,
registration information should be provided at least 10 days in
advance. This may be done either by panafax (202-337-1559) or by
mailing the American Language Institute/Georgetown University
Enrollment Form (see pg. 12A-12).

Co If there is a question regarding a participant's English language
abilities upon arrival in Washington D.C. despite reported
qualifying Call-Forward scores, the OIT-assigned Programming Agent
arranges for ALI/GU EPT testing and possible placement in ALI/GUo

2. Contract Funded Participants

a. A.I.D. contractors programming participants for academic or
technical training may request enrollment of participants into
ALI/GU by contacting either the Director or the Registrar by
telephone or mail to determine whether space is currently
available in the program. If space is available, the request
should be confirmed by mailing the ALI/GU Enrollment Form (see pg.
12A-12).

bo With groups of 10 or more, requests for placement must be made at
least 10 days in advance of anticipated enr~llment. Generally,
participants may be enrolled on any weekday with the exception of
holidays and the week between Christmas and New Year's Day.

3. Housing

If assistance with housing is required, the administrative office of
ALI/GU must be notified at least 21 days in advance by letter, panafax
or telephone. Participants should be prepared to stay in a hotel up to
15 days after arrival in Washington D.C. while long-term housing is
being arranged.

-8-
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4. ALI/GU Location

5.

6.

7.

8.

9.

The administrative offices of ALI/GU are located at 3605 "0" Street,
N.W., Washington D.C., 20007, on the Georgetown campus. The telephone
number is (202) 687-4400.

ALI/GU Calendar

The ALI/GU intensive ELT program operates continuously throughout the
year, independent of university semesters, with the exception of some
university and national holidays and the week between Christmas and New
Year's Day. Placement tests are administered on any weekday the
Institute is open.

Length of ELT Program

Participants can be admitted at any time, with the exceptions noted in
para. 5 above, and at any level and remain for whatever period of time
necessary to meet the requirements of the participant's training
program.

The Intensive English Language Program

The instructional program is designed specifically for AID
participants and includes intensive English training in the basic
skills, academic preparation and orientation in a twenty-five hour a
week program. Emphasis is on acquiring the competency in English
necessary to function successfully in an academic or technical
setting. Facilities include a language laboratory and a skills center
for individualized instruction and computer learning.

Special English Programs

ALI/GU is prepared to offer special content-based English programs to
groups of at least 10 at the high-intermediate to advanced level of
English proficiency. AID contractors or OIT-assigned Programming
Agents should contact the Director of ALI/GU at least two months in
advance of anticipated arrival dates to make arrangements. If
participants are at the more advanced levels of ELT, arrangements are
made by ALI/GU to have participants audit regularly scheduled
Georgetown University graduate or undergraduate courses in their field
or in a related field.

ALI/GU Student Evaluations

Programming Agents or AID contractors may request progress testing
of a participant at any time to determine the participant's language
progress. ALI/GU Student Evaluations (see pgs. 12A-13, 12A-14) are
periodically sent to AID contractors or OIT-assigned Programming
Agents to inform Missions as to the participant's level of achievement
and anticipated number of weeks needed in ELT before being placed in an
academic or training program.

-9-
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10. Institutional Test of English as a Foreign Language (TOEFL)

An institutional TOEFL is administered at ALI/GU three times each
year. Scores are sent to the Programming Agents the day after the
administration and forwarded to universities and colleges upon request.

C. TOEFL - ALI/GU EPT SCORE CORRESPONDENCE TABLE

Because TOEFL has become a standard reference for the admission and
placement of students in U.S. universities and colleges, a table showing the
relationship between ALI/GU EPT and TOEFL will aid score interpretation.
The correlation between the two tests is high (r= .86+), although the ALI/GU
EPT has a slightly lower II ce iling li because it is designed to test both
academic and technical participants. The following equivalency table (see
pg. 12A-11) shows the probable TOEFL score as predicted from an ALI/GU EPT
total score, which is used~ in the ALI/GU EPT - TOEFL Correspondence
Table. It is determined by adding the three section scores: Listening,
Grammar, and Reading &Vocabulary.

-10-
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TOEFL - ALI/GU ENGLISH PROFICIENCY TEST (EPT)
SCORE CORRESPONDENCE TABLE

ALI/GUEPT Percent of TOEFL scores exceeding:

Total Score Ranges 550 525 500 475 450 350

250+ 51% 73% 100%

225 - 249 4% 26% 65% 94% 100%

200 - 224 3% 31% 64% 90% 100%

175 - 199 7% 30% 57% 100%

150 - 174 27% 100%

Below 149 100%

TOEFL - ALI/GU EPT Correlation: .86

NOTE: A total ALI/GU EPT score is determined by adding the three section scores: Listen
ing, Grammar, and Reading & Vocabulary

INTERPRETATION OF CORRESPONDENCE TABLE
The Correspondence Table is based on 193 AID participants who took both the ALI/GU
English Proficiency Test and the TOEFL within a few days. Since TOEFL has now become the
most commonly accepted measure of English Proficiency among admissions officers, it is
useful to show how ALI/GU EPT scores may be interpreted with reference to TOEFL. It is
especially important to determine the minimum ALI/GU EPT ranges which correspond to
acceptable levels ofTOEFL scores.

ALIIGU EPT SCORE
RANGES

250 and above
225 - 249
200 - 224
175 - 199
150 - 174

PROBABLE TOEFL SCORE
RANGES
500 - 575
475 - 525
450 - 500
425 - 475
400 - 450

MEDIAN TOEFL
SCORES

550
512
484
465
437

The median TOEFL Scores in the right column indicate the mid-point of the TOEFL score
range for the ALI/GU EPT score ranges. Fifty percent of the test takers had scores above this
point; fifty percent had scores below it.

-11-
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I. PARTICIPANT INFORMATION
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1/29/88
~..............•..:..~...,

NAME

PIO/P NUMBER

COUNTRY

DATE OF ENROLLMENT

PROJECTED LENGTH OF ELT _

II. PROGRAMMING AGENT INFORMATION

NAME OF ORGANIZATION

ADDRESS

TELEPHONE

DIRECTLY FUNDED (circle one) YES NO

CONTRACT FUNDED (circle one) YES NO
If contract funded, indicate where bill for tuition should be sent.

NAME

ORGANIZATION

ADDRESS

III. TYPE OF TRAINING TECHNICAL ACADEMIC: GRADUATE
UNDERGRADUATE

t;·.·..• ··.·~.·\til

Name of Training Institution ------------
Field of Study

TOEFL requirement

Programming Agent Date

AMERICAN LANGUAGE INSTITUTE/GEORGETOWN UNIVERSITY
3605 ·0·· St., N.W. Washington D.C. 20007 (202) 687-4400
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Sponsor:

PIO/P N:

DATE

TEST

LIST

GRAM

R&V

AMERICAN LANGUAGE INSTITUTE/GEORGETOWN UNIVERSITY Name:

STUDENT EVALUATION FORM
Country:

(Entrance)
TOEFL

TOEFL

TOEFL

TOEFL

(See reverse side for ALI/GU EPT-TOEFL correlation chart)

NOTE: Given a multiple-choice test with four possible answers for each question, the most likely score for a student
who guessed at every answer would be 25%. Therefore in the EPT. scores around 25% are probably not meaningful
other than to indicate Beginning Level.

I
M......

EVALUATION 1/ DATE: EVALUATION H DATE : I

Listening Compo )elem ( )low int )int )hi int )adv Listening Compo )elem ( ) low int lint )hi int ladY
Ora 1 Fl uency )elem ( )1ow i nt )int )hi int ladY Ora I Fl uency )elem ( )low int lint )hi int ladY
Ora I Accuracy )elem ( )Iow int )i nt )hi int ladY Ora 1 Accuracy )elern ( )low int lint )hi int ladY
Reading Compo )elem ( )low int )i nt )hi int ladY Reading Compo )elern ( )low int lint )hi i nt lady
Writing Compo )elem ( )low int ) int )hi int ladY Writing Compo )elem ( )low int ) int )hi int lady

Overall Progress )none ( )minimal )adequate ( )good ( )excel. Overa 11 Progress )none ( )minimal )adequa te ( )good ( )exce 1.
Motivation/Effort )low ( )fair )good ( )exce 11 en t Motivation/Effort )low ( ) fa i r )good ( )exce 11ent

EVALUATION 1/ DATE: EVALUATION 1/ UATE :

Listening Compo )elem ( ) low in t lint )hi int ladY Listening Compo )elern ( ) low int ) int )"i in t )adv
Ora 1 Fluency )elem ( )low i nt ) int )hi int )adv Oral Fluency )elem ( )low int ) i nt )hi in t )adv
Ora 1 Accuracy )elem ( ) low int lint )hi int lady Ora 1 Accuracy )elem ( )low int ) in t )hi i nt )adv
Reading Compo )elem ( )1ow in t lint )hi int ladY Reading Compo )elem ( )low int lint ) h i iot )adv
Writing Compo )elem ( ) low int lint )hi int ladY Writing Compo )elem ( )low int lint )hi int )adv

Overall Proyress )none ( )minimal )adequate ( )good ( )excel. Overall Progress )none ( )minima 1 )adequa te ( )good ( )excel.
Motivation/Effort )low ( )fa ir )good ( )excellent Motivation/Effort ) low ( ) fa i r )good ( )exce 11 en t



Sponsor:

PIO/P I:

·IENT 12A
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AMERICAN LANGUAGE INSTITUTE/GEORGETOWN UNIVERSITY

STUDENT EVALUATION FORM

Name:

Country: _

COl1lllents /I

Conments II

Faculty Signature

Date:

Date:

"Col1lllents /I

COl1lllents /I

Date:

I
<::t
~,

Faculty Signature ___

Date:

Faculty Signature __

)We estimate that the student's English proficiency is sufficient to participate
successfully in the scheduled training program.

)We recommend further intensive English language training.
Faculty Signature
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DECISION TREE: PARTICIPANT TRAINING ELT

The following charts and discussions focus on a series of management decisions
AID Missions might consider in determining how ELT can appropriately be conducted for
their participant trainees.

Decision points, and logical follow-on next steps, are detailed in a simple decision
tree. These pertain specifically to operational/managerial processes undertaken by a
Mission in planning for ELT, and not to decisions which might be made on behalf of a
given participant.

The accompanying narrative contains related questions, or points for consideration
in undertaking this planning process, keyed to five major headings:

• The general context of English language training within the overall
programming of the Mission.

• Estimation of number of participants involved in ELT per year.

• Assessment of local ELT resources.

• Management considera tions.

• Logical options resulting from the above decisions and actions.

Each section begins with the relevant segment of the decision tree and the
appropriate questions. The narrative which follows is divided into General
Discussion/Questions and Specific Questions/Considerations.

-1-
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A. ElT CONTEXT

N

Is ElT Needed?

General Questions/Discussion

1. Does ELT <independent of participant-specific IELT) form a part of the
Mission's programming? (e.g., institutional support, curriculum,
materials development, other U.S. agency cooperative programming).
What relationship is there between decisions made regarding short-term
needs of participant ELT program and long-term needs for English
language institutional development in-eountry?

2. Are participants excluded from candidacy because of inadequate English
language skiUs?

3. Could fostering local ELT institutions playa role in the Mission's small
enterprise development efforts?

Specific Questions/Considerations

I. What types of programs does the Mission run for its participants that
require English language?

• Academic program in U.S. or other anglophone countries?
• Technical programs, but with academic coursework?
• Technical programs with the need to communicate in

English (no interpreters, etc.).

2. If any programs faU within these three categories, is the supply of
English language-qualified participants in-eountry adequate for
programming in the foreseeable future?

3. If no, ElT is obviously required. How much (such as what level of
TOEFL must be reached) depends upon:

•
•

Levels determined by individual universities in the U.S. for
admission to academic or technical programs.
Requirements for technical programs (the need for a given
level of communication, specialized vocabulary, etc.)
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B. NUMBERS/YEAR

HOW IIANY?

HOW IIUCH
ELf?

How many new starts per year need ELT?
• Smaller numbers (1 to 30)
• Mid-range numbers (31-to 100)
• Larger numbers (100 and above)

If smaller or mid-range numbers need ELT, can English language students be
formed into one single instructional cycle, i.e., go through ELT at the same
time?

General Questions/Discussion

I. Numbers are not absoiutes. The ranges given are suggested as rational
groupings into which some options function more economically than
others.

2. Some planning questions relating to all numbers of English language
students are:

• Are numbers relatively predictable and consistent over the
foreseeable future?

• How predictable is the flow--i.e., will X number of students
be selected, tested, and cleared both by the host
government and AID on an annual schedule which will
permit regular formation of classes?

• How do numbers break down into different programmatic
components-e.g., academic, technical?

Specific Questions/Considerations

1. Smaller numbers: Even with small numbers, a special program may be
possible, staffed by coordinators/teachers on a contractual basis for a
given limited period of time if the Mission is able to group them into one
cycle.

-4-
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If such single-cycling is not possible, either because of host government
candidate processing procedures, or any other factor affecting
scheduling, then students can be expected to be enrolled in ELT at
various points during a year, a few at a time. The implication of that
situation is that an existing training facility, with scheduling flexibility,
is needed.

2. Mid-range numbers: The question regarding single-eycling of students
still may apply although (a) with mid-range numbers the issue is less
important, and (b) it is less likely that a larger number of participants
can be programmed for ELT at one time.

3. Larger numbers: Larger annual numbers of ELT students permit a
programming level of a size sufficient to support a variety of ELT
options.

c. ASSESSMENT OF LOCAL ELT RESOURCES

N

CAlI .11$1011 '!

I' USUS?

y

ASSESSMfIIT
RESULTS

Can the Mission assess local ELT resources?

If not, does the Mission wish to program for consulting services to perform
this function?

What are the results of the Mission's or consultant's assessment of local E1.T
resources?

• High potential
• Medium potential
• Low potential
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General Questions/Discussion

1. Local ELT resources are defined as:

• Local training institutions, commercial or otherwise, providing
regular English language classes.

• Local educational institutions, such as universities with English
language departments.

• Official or semi-official agencies, such as US IS or British
Council, with either ongoing English language classes or the
potential of establishing such classes.

2. The Mission's long-range objectives, developmental aims, perspective
onthe role of English language, etc., also come into play when
considering specific in-country options. To proceed requires an
evaluative effort of these options, and the relationship any choices
among delivery methods might have with overall Mission programming
goals.

3. An overall assessment of local ELT resources can be made within three
broad categories:

• High, meaning that competent facilities exist with which the
Mission might work productively.

• Medium, meaning that facilities of moderate, though workable,
adequacy exist, and that some upgrading effort will be
necessary.

• Low, meaning that local resources are deficient and do not
offer a likely means for participant ELT as they are currently
constituted.

Specific Questions/Considerations

1. Central questions regarding ELT options are whether or not the Mission
is capable (through its own staff or through local assistance) of assessing
the available ELT agencies or institutions in the country, and whether or
not it elects to devote time and resources to this effort. Doing so will
involve researching the following factors, among others, relative to each
local option:

• Costs, and basis for costs

• Staff:
--Qualifications of coordinator
--Teacher qualifications
--English competence of non-native speakers
--Criteria used in teacher selection
--Provision for teacher training and/or skill upgrading

• Curriculum, Methodology, Materials
--Objectives of curriculum
--Adequacy of materials
--Length of program and number of different levels
--Variety of programs
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--Testing procedures (in-house or standard, e.g.,
institutional/pre-TOEFL, ALI/GU)

• Adequacy of facilities and equipment
• Schedule flexibility
• Program evaluation
• Objective measurements or evidence of normal rate of student

progress

2. If the Mission chooses not to assess (or contract to have assessed) local
ELT resources, then the only feasible avenues to providiing ELT to
participants-lie outside of the host country's capabilities. Thus, the ELT
options available (Section V) are limited to: (1) U.S. ELT and (2) Third
country/Regional ELT arrangements.

D. MANAGEMENT CONSIDERAnONS

N

IIIISSION
SUPf'ORT

OF LOCAl. Elf
",'SIIU?

IIII$SIOII
IUILDU.

, OF LOCAl. RT
1"lII1lILI?

N

Is Mission support of local ELT possible? If so, to what degree? (High,
medium, low)
Is Mission build-up of local ELT possible? If so, to what degree? (High,
medium, low)
If feasibility of either of the above is high, what is the feasibility of the
Mission developing and supporting a USAID-specific ELT operation? (High,
medium, low)

General Questions/Discussion

1. With an assessment completed (whether by Mission staff or an outside
consultant), the remaining issues are managerial: determination of
appropriate course(s) of action by the Mission, based on its resources and
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Specific Questions/Considerations

1. The decision-impact lines on the decision tree lead to one or more of the
four ELT options. Based on administrative/managerial inputs necessary
from a given Mission, combined with local resource availability, they
represent a logical progression of order.

2. U.S. ELT is, in any event, an option available to the mission. Third
country ELT mayor may not be an option. If chosen as an option by a
given Mission, it requires less administrative/managerial resources for
the Mission than do local options or USAID-specific ELT. The latter
options represent two progressively more involved stages of interaction
between a given Mission and its ELT supplier(s). In using an existing ELT
resource with an already existing local ELT resource, the assumption is
that the Mission will be involved in setting up a contractual
relationship. In using USAID-specific ELT, the assumption is that the
Mission is involved in basic organizational and staffing questions of the
ELT facility.

-8-
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VIII. RECOMMENDATIONS

A. ADVANCE PLANNING

Planning meetings with host-government officials regarding participant training should
include in-eountry ELT program administrators in order to sensitize all parties to the
constraints of scheduling adequate time for ELT.

Effective ELT requires Mission planning that identifies
participants well in advance of targeted call-forward
dates. Selection of candidates and placement in ELT
programs of sufficient length for participants to achieve
the required TOEFL admissions scores for U.S. universities
has a direct effect on the ability of in-country ELT
programs to meet AID objectives.

Training Officers should work collaboratively with ELT program administrators in
identifying future project and programmatic needs at the Mission.

Specialized programs requiring altered curricula, new
instructional materials, and different staff configurations
also require advance planning, especially in the more
isolated countries. Since successful ELT programs respond
to specific Mission needs, close monitoring and
collaboration are important.

B. NEW PARTICIPANTS

t... .. j'
'-'~

Missions facing the selection and placement of participants from new categories need to
study carefully the educational and social backgrounds of these candidates.

The implementation of the CAPS, Andean Peace
Scholarship, and PTIlC programs, drawing as they do on the
rural and disadvantaged undergraduate students, will
require restructured and expanded ELT programs.

Training Officers should work collaboratively with ELT program administrators to
develop ELT which will be more responsive to the language, social, and academic needs
of these participants.

Most Missions have limited experience in working with
undergraduate academic participants. The participants
themselves, in this instance, may require a much broader
program of remedial skills than participants of the past.
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C. SUCCESSFUL APPROACHES

Missions need to study the successful approaches of other Missions identified in this study
by visiting, where possible, the ELT institutions with a record of success.

Successful programs are usually headed by highly qualified,
professional TEFL administrators who should be able to
interpret, for the non-specialist, the characteristics of
their successful programs. Observation and discussion of
the features which are identified can be helpful in
exploring all options for in-eountry ELT, even in those
countries which are not now using in-eountry resources.

D. TESTING 0···

'·1."' .w·· .
~- _ ~F'

~.~.... '<."

Participants should be given a pre-and post-test, on a systematic basis, upon entrance
and exit of the ELT program. This is a means to determine the level of English
proficiency as well as to provide a basis for comparing program effectiveness when
measured against the post-test.

Pre-testing provides a way to determine the level of
English proficiency upon entering the ELT program, and is
an aid in the proper placement of participants in the
appropriate instructional level. Post-test results, on the
other hand, provide a measure of achievement of the call
forward score. An added advantage of pre- and post
testing is the objective data consequently made available
to determine the effectiveness of the EL T program.

Information on the use of tests for selection, assessment, and placement should be
expanded and updated. This might be incorporated into Handbook 10 revisions or in
training programs directed to appropriate Mission personnel.

Testing as a feature of the selection and assessment
process is usually in the hands of the ELT institutions.
This double role of testing is often not well understood by
Mission personnel.

E. UNIVERSITY ADMISSIONS REQUIREMENTS

A survey of current U.S. universities' English-language admission requirements by
academic discipline would be useful for more systematic selection and assessment of
participants for in-eountry ELT, as well as for establishing an appropriate call-forward
score.

Recent experience shows that many U.S. universities now
require higher scores, with 550 frequently noted as an
average requirement. On arrival in the U.S., participants
often need to take more than a few weeks of additional
intensive English, sometimes as much as a semester or
two. Several Missions and ELT programs discussed the
possibility of requiring a higher call-forward score to cut
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down the need for extensive topping up in the U.S.

COMMUNICATION

A routine system for communication between Missions concerning ELT issues needs to be
established.

In-country ELT programs seem to operate in isolation from
each other. Once a program is established and operational,
there is limited contact among ELT programs or among
Missions about their ELT institutions. An issue that could
be profitably explored is third country ELT.

G. TRAINING OF TRAINERS

S&TlIT should develop a system for regular training of Training Office personnel on ELT
selection, funding, management, monitoring, etc.

Many Missions already have addressed ELT issues. There is
no reason to assume, however, that Mission training
personnel are, or should be, ELT specialists. Systematic
training on the basic requirements of an ELT program
could be covered in a brief training workshop.

H. INSTITUTION BUILDING

An in-country ELT strategy should include institution building as part of the development
effort.

The widespread interest in English language in most of the
countries visited suggests that EL T has a high profile. The
aggressive posture of the British Council in developing
instructional programs in several of the countries visited
further demonstrates the growing interest in English and
the need for training institutions. The development of
quality ELT resources in selected countries could provide a
lasting contribution to development.

-12-
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CHAPTER 13

PRE-DEPARTURE flEDICAL EXAMINATIONS

13A. POLICY

1. It is A.I.D. policy that all A.I.D.-sponsored participant's be
covered by the Health and Accident Coverage (HAC) Program (see Chapter 25
-- Health and Accident Coverage (HAC) Program) and must undergo a* standardized medical examination no longer than four months prior to
departure and issuance of an IAP-66A (Att. 14A, Ch. 14 Visa Requirements)
in order to:

a. determine that their health is adequate for the proposed
training;

b. ensure that they will likely be able to contribute
subsequently to the development of their country; and

c. minimize the cost of HAC medical expenses.

2. It is A.I.D. policy that prior to issuance of the IAP-66A and
participant's departure, missions will confirm by cable, with the
contractor responsible for the participant's program, that the results of
the medical examination are on file. Failure to comply with this policy
will result in medical expenses being the responsibility of the sponsoring
missions or bureaus.

136. REQUIREMENTS

1. A.I.D. missions (including regional and other responsible entities,
in cases of countries where there are no A.I.D. missions) are responsible
for ensuring that all A.I.D.-sponsored participants, including those
funded by central office programs, undergo the prescribed medical
examination no more than four months prior to departure dates for
training, and that the medical certification is on file in the missions, *
or responsible entities office prior to issuance of an IAP-66A.

Participant's who stay out of the United States to do research or return
to their home country for personal reasons for more than four (4) months,
are required to undergo another medical examination before re-entering the
United States to continue their training program.

2. The missions must cable the programming agency prior to issuance of
the IAP-66A and the participant's departure that the results of the
examination are on file in the mission.

Moreover, whenever there is a pre-existing condition (conditions
originating prior to the participant's arrival in the U.S.) the mission

* REVISED
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determines that the training should proceed in spite of that condition,
the mission must execute a waiver of HAC coverage for any medical claims
which arises from that condition. When a waiver is executed, the mission
must note that fact on the above mentioned cable to the programming agency
and forward a copy of the medical examination and certification form, with
PIO/P number in upper right hand corner, to OIT. For unidentified pre
existing conditions where a waiver is not executed and the HAC
administrator's medical review board determines that a condition is pre
existing, medical expenses for the pre-existing condition will be the
responsibility of the sponsoring mission or bureau.

3. Pri or to execut i ng a waiver of HAC coverage for med i ca1 c1aims
arising for pre-existing conditions, A.I.D. missions or bureaus must
ensure that either mission or bureau funds are available to pay such
contingent claims; other medical insurance is available to cover such
claims; or other third parties such as the participant, his/her family, or
the host government are prepared to agree in writing to pay such claims.
The mission or bureau is responsible for arranging for the prompt payment
of such claims if and when they arise; if the mission or bureau itself
pays such claim, such payment will not be in derogation of any rights the
mission or bureau may have to seek reimbursement from any third party.

13C. GENERAL DESCRIPTION

This chapter prescribes a standard medical examination and certification
procedure to which all A.I.D.-sponsored participants are subject. While
the examination has been designed to include tests for most medical
conditions which can result in costly medical treatment and/or impair the
achievement of training objectives, missions should consider adding other
tests where patterns of undetected participant illnesses emerge or the
prevalence of local medical conditions warrants.

Specific arrangements for medical examinations must necessarily vary from
country to country. Examinations may be made by physicians under contract
to the mission, host government facility physicians, clinics, etc.
However, missions must ensure that the local arrangements are designed to
ensure the full integrity of the examination process, including the
avoidance of superficial or pro forma examinations and the prevention of
fraudulent practices. Generally, an arrangement in which the examining
physician is primarily dependent upon the mission best ensures integrity,
where feasible.

A concern in some countries may be the cost of the examination and the
responsibility for payment. Arrangements differ according to local
circumstances; missions may pay the cost, some host countries pay, and
sometimes participants must pay. As this standard examination may be more
comprehensive than previous practice, some missions may find it necessary
to commit additional resources, including those necessary to cover
ancillary costs such as travel to the place of examination by low income
participants.
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Missions may not issue an IAP-66A to a participant for obtaining a United
States visa until the medical certification is executed and on file in the
mission and on notified accordingly by cable. The only acceptable
certification is the full prescribed examination form, A.I.D./OIT Medical
History &Examination for Foreign Applications (Attachment 13A) executed
by the participant, the examining physician, and the mission training
offi cer (see Attachment 13A) . Mi ss ions are encouraged to use the
prescribed medical examination for third country training. However, as
HAC does not cover such training, except when incidental to United States
training, the waiver procedure and cable notifying OIT that the completed
form is in file are not employed.

130. THE MEDICAL EXAMINATION AND CERTIFICATION FORM

The Medical Examination and Certification Form (Attachment 13A) consists
of three main parts. These are (1) a medical history completed by the
prospective participant; (2) the medical examination by a physician; and
(3) the documentation of mission determinations resulting from the
examination. .

The attached English language version as well as Spanish, French and
Arabic language versions are available through the FA/AS/ISS/MM
Distribution Branch; missions may also reproduce copies at will. If
missions find it necessary to develop other language versions for use by
local physicians, they may do so. However, such versions must follow the
same format and text and have the same box identification numbers as the
English language version. Whenever, pursuant to the waiver procedures
below, a foreign language Medical Examination and Certification Form is
sent to A.I.D. Washington, an English language translation must accompany
it.

1. Medical History

The first page is to be completed by the applicant or prospective
participant. Most questions relate to obvious physical or medical
circumstances which the applicant would assuredly know. A few might not
be known except through previous medical examinations or care; e.g., high
blood pressure. The applicant must understand the significance of his/her
signature as a certification of both the truthfulness of the responses to
the best of hi s/her knowl edge and of hi s/her understandi ng of the
"Important Notice" on the first page.

2. Medical Examination

The examining physician records the results of the examination on the
third page of the form, summarizes his/her findings, and makes a
recommendation whether the applicant is medically qualified for training.
As the examining physician may not be familiar with the participant
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Program and the specific purpose of the examination, Guide to Medical
Fitness Standards For Applicants is provided (Supplement 13A). Aone-page
text is provided for the examining physician as part of Attachment 13B, in
which the purpose and scope of the examination are described and guidance
provided on the disposition of the report. Missions may provide a copy of
this text to the examining physician at their discretion. On the actual
medical report page, the physician summarizes his/her findings and
recommends whether the applicant is medically qualified for training.

3. Documentation of Mission Administrative Review of the Medical
Examination

The final page of the form provides for the documentation of mission
decisions resulting form the medical examination. Specifically, the
mission training officer recommends approval or disapproval of the
appl icant for training and a designated mission officer reviews that
determination. The reviewing officer may be the project officer, the
technical division head, or the training officer's supervisor, as may be
determined by the mission director. The mission's determination considers
the recommendation of the examining physician as well as program
objectives.

To assist missions in ensuring the integrity of the examination process,
OIT periodically provides the missions with reports of medical claims to
identify patterns of illness which should be, but evidently have not been,
diagnosed by the examining physician.

13E. MEDICAL WAIVERS

Missions may determine that an applicant with a pre-existing condition
which would disqualify him/her can be approved for participant training.
This determination may be based upon two grounds: (1) that the medical
condition is not likely to be activated or aggravated during the period or
training; and/or (2) that program objectives or other considerations
require that the training be approved in spite of the possible cost of
medical claims to mission funds. In either case, such determination -
which must be made by the mission director or his/her designee -- means
that:

1. The parti ci pant wi 11 !lQ.1 be covered by the Heal th and Acci dent
Coverage (HAC) Program for illnesses or pre-existing medical conditions or
related illness;

2. The mission must make specific arrangements for guaranteed payment
of any medical claims which may arise for the medical conditions or
related illnesses for which HAC coverage was waived. Payment may be from
mission, host country, or participant's personal/family funds; however,
the mission is responsible for arranging for payment of the claims within
the prescribed two week period of time. Because of mission responsibility

~... i.
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for arranging for payment of medical claims which could exceed $100,000
dollars, a mission's decision to proceed with the training under a HAC
waiver should be thoughtfully considered at the most senior level.

13F. MEDICAL WAIVER PROCEDURES

1. Medical waivers are executed as follows:

a. for mission funded participants, by the mission director or
his/her designee;

b. for region funded participants where there is no A.I.D.
mission, by the regional assistant administrator or designee;

c. for central office funded participants, by the mission
director or designee in accordance with a determination of the central
office assistant administrator or designee (which may be obtained by cable
exchange), and QQly with the central office's commitment of funds to cover
the costs of medical claims for waived conditions.

2. Executed medical waivers, including a copy of medical examination
(with translation if it is in a foreign language) and a statement of the
source of funds to pay for possible claims, are forwarded to OIT which, in
turn, provides them to the HAC contract administrator. The HAC contract
administrator flags the participant's name in the data system to indicate
that a waiver is on file.

3. When a medical claim is received, the HAC contract administrator
determines if the claim is for the waived condition or a condition
directly related to or arising from the waived condition. If so, they
forward the claim with a copy of the waiver to the OIT, which immediately
notifies the mission by cable and sends the claim by pouch to the mission
which made the waiver determination for payment of the claim. (In case of
a regional or central office waiver, the claim is immediately forwarded to
the bureau.) The mission or bureau must arrange to have the payment made
within two weeks through OIT to the medical provider.
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THE AGENCY FOR INTElmATIONAL DEVELOPMENT
OFFICE OF INTERNATIONAL TRAINING

MEDICAL HISTORY AND EXAMINATION FOR FOREIGN APPLICANTS

MEDICAL HISTORY TO BE COMPLETED BY APPLICANT
1. Name of examdnee (lae~ name, first name, middle name)

2. Date of Bi
(lIlO/day/yr)

3. Nationality 4. Sex S. Addre.s For Contact
male

-female

6. Training Location (city, state, country) _

7. Length of Training (weeks, DlOnths, years ) _

8. Estimated Date To Begin Training (month/year) _

9. IMPORTANT NOTICE

Before you complete the Medical History Questionnaire, you are hereby notified
that.

USAID does not provide medical insurance for dependents who
accompany the applicant.

A medical condition resulting from an undisclosed pre-existing
condition may not be financially compensated for by USAlD and
may result in termination of your training program.

I understand and accept the terms of this notice. Yes No

a.

b.

c.

d.

YES NO

10. APPLICANT WILL CHECK "YES" OR "NO" AND EXPLAIN

EXPLANATION

Have you had any signif icant
or serious illness or injury?
(If hospitalized, give place •
cSates)

Have you had any operations or
advised by a physician to have
an operation? (give place &
cSates)

Do you currently use any drugs
for treatment of a medical
condition? (give name & dose)

Have you ever been a patient
in a mental hospital or
sanitarium or treated by a
Psychiatrist? (give place &
dates)

AID n'~·l (to,,) PAle 1
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11. APPLICANT WILL INDICATE -YES· OR -NO" TO EACH ITEM
00 YOU NOW HAVE OR HAVE YOU EVER HAD THE CQqDITIQqS LISTED BELOW?

YES

a.
b.
c.
d.

m.

n.

o.

q.

r.
I.
t.
u.

NO

Tumor, abnormal
Skin, disorder,
Female disorder

CQqDITIOO

e e

or blood in urine

oints

anemia)

st, or cancer
soriasis
ical disease), abnormal menses

I CERTIFY THAT I HAVE m:AD THE ABOVE INSTRUCTIONS AND ANSWE~ ALL QUESTIONS
TRILY AND CCMPLETELY TO THE BEST OF MY ICNOWLEDGE

12. Printed name of Applicant 13. Date 14. Signature of Applicant

NOTE. For the examining Physician, Please revie"" thi. Medical History
and make appropriate comment. on the
Examination Form on all positive
or liqnificant comments.

~OTE: Form available in English (AID 1382-1), Spanish (AID 1382-3), Arabic (AID
1382-5), and French (AID 1382-7) through MO/RM, Room 1200F, SA-14, Wash. D.C.
20523.

:-.JD 1382-1 (6-81) Pile 2
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REPORT OF MEDICAL EXAM FOR l'OREIGN APPLICANTS
TO BE CC»G'L!'I'ED BY THE EXAMINING PHYSICIAN

PHOTO

15. NAME OF PARTICIPANT,

16. Height 17. Weight lB. Blood Pressure 19. Corrected Vision
/ 140,__ R20,-/

/
20. Urinalysis (sugar,blood,etc.) 21- Blood Serology Test for Syphilis

po8itive negative___

22. Chest X Ray Report, (Date) 23. Electrocardiogram Report
(if indicated by history or physical)

24. CLINICAL EVALUATION DESCRIBE ABNORMAL FINDINGS
Normal Abnormal

Head, nose, Mouth
Ears, hearing acuity
Eyes, visual acuity
Lungs and chest
Heart, rhythm & sounds
Vascular system, vari-
cosities
Abdolllen, hernia, etc.
Hemorrhoids, fistula
prostate
Urinary system
Spine, arms, legs, etc.
Skin, lY1llPh noeles, scars
Neurological
Emotional stability

25. THE PHYSICIAN MUST CCJ4MENT ON ALL ITEMS MARXED -YES· IN THE HISTORY AND
COMMENT ON ANY CONDITION DISCOVERED DURING THE EXAMINATION.

26. SUMMARY OF ANY DEFECTS AND DIAGNOSIS, ItECOMMENDATIONS I

______Medically Qualified for Training
____~Not Medically Qualified For

Training

27. EXamining Physician ~B. Addres. 29. Date of Exam.

30. SIGNATURE OF EXAMINING PHYSICIAN r

AID 1112·1 (6.17) ....e 3



ADMINISTRATIVE REVIEW OF MEDICA~ EXAMINATION

(FOR USE BY POST TRAINING OFFICE)
ATTACHMENT 13A
HB 10, TM 10:108

Candidate: Name, _

Medicel Claa~ence Action:

Action By T~einin; Office~:

__Racommend .pprovel of Applicant'a entry into t~aining proe~am

__Recommend di.app~oval of Applicants ent~y into t~aining p~og~am

Aea.on for Rejection:

Cete--------

Reviewed By:

(US Office~ Only)

Signetu~e: _

Printed Name : _

Slgnetu~e : _

P~inted Name:---------------
Medic.l Weiver Action

Applicant. ~.jected fo~ t~.ining bec.u.e of medlc.l p~oblem. may be

re-.valueted fo~ t~.ining with. waiver of H.A.C. cove~age fo~ apecified

p~e-.xi.ting condition.

The A.I.c. Mi••ion .ay dete~.ine to g~.nt • w.ive~ when:

1. It i. felt th.t the p.~iod of t~aining will be of aho~t du~ation

and .edical condition ia unlikaly to b••ctiv.ted o~ aggr.vated

du~ing th.t p.~iod; or

2. Th. tr.ining i. conaid.~.d ••••nti.l to the progr.m objective.

If a .aiv.~ 1. grant.d, tha A.I.O. Mi.aian acc.pta rull r.aponaibility to

.n.ur. payment af all clai.a erlelng froa .aived conditiona. Thi.

dataraination by the USAIO Diractor or US offica~ d•• i;n.e au.t be

obtain.d prior to 'urther proc•••in; of the applicant.

Date:------

AlD 1382-1 (6-11) Pale 4

Signature : _

Print.d Nalle : _

Po.ition Titl.: ..........__..... ..... _
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THE AGENCY FOR INTERNATIONAL DEVELOPMENT
OFFICE OF INTERNATIONAL TRAINING

GUIDE TO MEDICAL FITNESS STANDARDS FDR APPLICANTS

Applicants must be sc~eened to identify medical conditions
which might limit thei~ ability to cemplete their t~aining o~

might ~esult in excessive costs fo~ medical ca~e fo~ a p~e

existing condition.

This guide provides medical fitness standards of sufficient
detail to ensu~e unifo~mity in the medical evaluation of
applicants fo~ t~aining p~og~ams. Although the guide
attempts to generally include all disease conditions, it is
not possible to cove~ every disease e~ physical finding. It
is the ~esponsibility of the medical examine~ to use sound
medical judgment to detemine fitness of those pe~sonnel who
have medical findings not cove~ed p~ecisely by the guide.

If B disqualifying defect listed in this guide is identified
but ~ conside~ed disqualifying fo~ this pa~ticula~

applicant, the examining physician should state the reasons
why the findi-g is not likely to limit pe~fo~mance e~ cause
undue ~isk du~ing training. In addition, these conditions
indicated as causes for rejectien which can be cerrected by
treatment o~ by spontaneeus cu~e will be reconside~ed

following resolution .nd/o~ therapy when substantiating
s~udies have been completed and received.

The medical assessment should be based en the established
classificatiens given in the following Guide to Medical
Fitness.

MEDICAL CONDITIONS LISTED UNDER EACH H!ADING IN SECTION ONE

THROUGH SIXTEEN ARE REASONS ~)A DISQUALIFICATION UNLESS

OTHERWISE STATED.

AID 1312 (6-87) Pa,e I
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CONTENTS..

ABOOMEN ANO GASTROINTESTINAL SYSTEM
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A5JD~!N AND 3A3TROINT~STINA~ SYST!M

Chol~cy~~i~i~ (~=ll ~lucG~r di~~~~cJ, chronic

with symptoms 50 severe as to interfere with

normal ectivities.

Cholelithiesis (oall stones), symptomatic or

esymptomatic.

Cirrhosis, demonstreted by abnormal liver

function tests with or without jaundice, or

with acites or verices of the esophagus.

H~patitis, active or chronic as demonstrated

by liver function tests.

Hernia, symptomatic inguinal, umbilical,

hiatal.

Intestinal tract, megacolon, diverticulitis,

ulcerative colitis, Chron's disease.

Rectum and Anus, stricture, fissure,

prolepse, hemorrhoids.

Pancreas, ecute or chronic disease.

Spleen, diseases involving, spleenectomy

within the last two yeers.

Tumors, benign or melignant.(see section 16)

Ulcer, stomach or duodenal confirmed by

history or X-Rey.

OTHER CONGENITAL OR ACQUIRED ASNDRMALITIES

AND DEFECTS WHICH REQUIRE SPECIAL MEDICAL

CARE.
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BLOOD AND BLOOD-FORMING TISSUE DISEASES

Anemias, blood loss anemi., abno~mal

destruc~ion of RBCs(hemolytic anemia), faulty

RBC p~oduction including: he~edita~y

hemolytic anemia, thalass2mim, sickle cell

and other clinically significant hemoglobino

pathies.

Hemo~rhagic states, caused by coagulation

defect o~ vascula~ instability.

Leukopenie, ch~onic o~ ~ecu~~ent.

Myelop~olife~ative disease, polycythemia,

leukemia, etc.

Hypogammaglobulinemie,

Acgui~ed Immune Deficiency Synd~ome & ARC

Malignancies, those conditions associated

with ~he blood fo~ming elements.
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EARS AND HEARING

Auditory canal, tumors or obstruction of the

ear cenal.

Mastoids, chronic mastoiditis.

Tympanic membrane (ear drum), perForetion or

severe scarring 8ssocieted with e he.ring

level below stenderds and requiring hearing

apparatus.

OTHER DEFECTS AND DISEASES OF THE EAB

REQUIRING FREQUENT ANO PROLONGED TREATMENT.

Hearing defect, signiFicant hearing loss

determined by audiometer. Use of e heering

aid to bring euditory ecuity up to acceptable

standards is permitteo.
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ENDDCRINS AND METABOLIC DISORDERS

Ad~enal gland, ebno~mal function of any

deg~ee.

Oiabetes mellitus, ~equi~lng insulin Bnd not

cont~olled by diet, histo~y of acidosis.

Thy~oid, goite~, thy~oid nodule (benign o~

malignant), hypo o~ hype~thy~oidism.

Gout, mode~ate to seve~e with renal

complications, any gouty condition not

cont~olled by diet o~ medication.

Hype~lipidemia, familial.

OTHER ENDOCRINE DR METABOLIC DISORDERS

WHICH REQUIRE FREQUENT MONITORING AND

TREATMENT.

AID 1312 (6-87) Palt 6
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MUSCULO-SKELETAL SYSTEM

Ext~emities, congenital o~ acqui~ed

abno~melity which ~equi~es F~equent

observetion, eveluetion and/o~ t~eatment

including p~osthetic appliences.

A~th~itis, chronic oste08rtn~itis o~

tr.umatic .~th~itis, rheumatoid erth~itis

documented by lebor.to~y studies o~ by

histo~y.

Osteomyelitis, any inFection involving

bone, including tube~culosis, which is ective

o~ ~ecu~rent, unless succesfully t~eated two

o~ more yea~s p~eviously.

Spine, diseases, abnormalities, o~ injuries

which ~equire continual treatment o~

evaluation of the spine and p~event

physically active pe~ticipation in t~aining.

Interverteb~al disc herniation o~ histo~y of

surgical inte~vention unless two or mo~e

years have passed and no symptoms exist.

F~actures, any fracture of e bone which

hes no~ heeled completely end the~efo~e

requires continual t~e.tment.

ALL OTHER CONDITIONS, EITHER CONGENITAL OR

ACQUIRED. WHICH INVOLVE THE MUSCULO-SKELETAL

SYSTEM THAT WILL REQUIRE TREATMENT OR

FREQUENT OBSERVATION WOULD BE DISQUALIFYING.
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SECTION 6
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EYES AND VISION

Lids, ptosis, g~owth o~ tumo~ which inte~fe~es

with vision.

Conjunctiva, conjunctivitis, inclUding

t~achoma inte~fe~ing with no~mal vision.

Co~nea, opacification of the co~neB f~om any

cause, including co~neBl ulce~, he~petic

ulce~.

Retina, degene~ation, detachment of the

~etinB, o~ congenital condition that impai~s

vision.

~, opacities o~ dislocation of the lens

which interfe~es with vision.

Glaucoma, p~ima~y o~ seconda~y that is not

easily cont~olled by medication o~ whe~e

vision is significantly sffected.

ALL OTHER DEFECTS AND DISEASES WHICH

IM~AIR VISION OR AEQUIRE CONTINUED

EVALUATION AND TREATMENT.

VISION

Distant vision, visual acuity which does not

co~~ect to at least one of the following:

20/30 in one eye andi

20/100 in the othe~ eye.

AlI> un (6-17) Pa,e 1
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GENITO-UAINAAY SYSTEM

Kidney, absence of one kidney unless the

remainins kidney hBS normal function, cystic

or polycystic kidney, chronic inrection of

the urinary tract such as pyelonephritis,

glomerulonephritis, or tuberculosis. Any.
tumor or persistent calculi (stone) which is

identified and symptomatic.

Ureter, bladder, urethra, any infection which

does not respond to treatment or reoccurs

with such frequency so BS to interfere with

normal function. Stones located in eny

portion of the urinary tract.

Testicles, undescended testicle unless

sursically corrected, epiditimitis, or tumors

end cysts involving this organ.

Prostate, enlargement to such a degree 50 as

to cause obstruction to urine flow, chronic

infection.

SECTION. 7
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Uterus, enlargement due to fibroids,

Pregnancy, until .atisfactory delivery and no

residue] complication.

Ovaries, cysts or tumors or chronic

infections involving the tubes (salpingitis).
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Genitalie, male or female, any ebnormelity,

acquired or congenital, thet will require

treatmentj this includes cystocele,

rectocelE, vaginal cysts, hydrocele, etc.

Tumor, any tumor, benign or malignant, of the

genito-urinary system.

ALL OTHER CONDITIONS INVOLVING THE G-U SYSTEM
,

THAT WILL INTERFERE WITH NORMAL FUNCTION OR

REQUIRE EXTENSIVE MEOICAL CARE.
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HEAD AND NECK

Abnc~malities, eny inju~y o~ congenital

changes which effect normal function.

Skull, any deformity if associated with

evidence of compromise of brain, spinal cord,

or peripheral nerve function.

~, congenital bronchial claft cyst,

spastic contraction of neck muscles

(torticolis), cervical lymph node

enle~gement.

ALL DTHER CONDITIONS INVOLVING THE HEAD AND

NECK THAT PROHI8IT NORMAL FUNCTION OR WHICH

MAY REQUIRE EXTENSIVE MEDICAL CARE.
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HEART AND VASCULAR SYSTEM

SECTION 9

SUPPLEMENT 13A
HB 10. TM 10:108

Congenital abno~malities, hea~t and majo~

vessels unless such abno~malities have been

s8tisf8cto~ily co~~ected without prosthesis

and there are no residual or complications of

treEltment.

Valvula~ disease, this includes mit~al valve

prolapse which has persistent hemodynamic

significElnce.

Ischemic myoca~dial disease, occlusive

co~on8~y a~tery disease as manifested by any

of the following:

*history of myocardial damage

*symptoms of acute o~ chronic ischemia

*elect~oca~diog~Bphicevidence of myo-

ca~dial ischemia.

Pe~ica~ditis, including constrictive

pericarditis unless surgically corrected.

Endocarditis, valve deformity with or without

myocarditis.

Hypertrophy (enlargement) of the heart,

dilitation for any reason including

congestive failure, parasitic

infection (Chaga's disease), etc.

Abnormal electrocardiogram, evidence of

myocerdial infarction, arrythmias, conduction

disorder or defect including second or third

degree heart block, persistent tachycardia or

bradycardia .
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Hypertension, maniFested by consistent

systolic pressure readings of 160 mm Hg.or

more in a 35 year old person, 140 mm Hg.or

more in a person under 35 years old, or in a

person .hose diastolic pressure remains above

95 am Hg. et eny ege. Pre-existing

hypertension well controlled by drug therapy

and no evidence of involvement of any organs

may be exempted if verified.

ACquired diseases of the circulatory ~ystem,

aneurisms of major vessels, varicosities,

thrombophlebitis, occlusive disease of

vessels, arterio-spastic diseases, etc.

Rheumatic fever, evidence of rheumatic Fever

present now or within the past two years.

Coronary revascularization, any person who is

a candidate For coronary bypass surgery or

who has had such surgery in the past year.

ANY CAROIOVASCULAR CONDITION THAT INTERFERES

WITH NORMAL r-UNCTION OR REQUIRES MEOICAL CARE

ANO.MONITORING.
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SECTION 10

SUPPLEMENT 13A
HB 10, TM 10:108

~EIGHT AND WEIGHT

Proportion of height to weIght which would

limit physical ectivity or normal function

end place the subject et increased medical

risk is reeson for rejection.

The examining physicien should include en

evaluation of the subject's physicel condition

end reject those whose weight exceeds thet

from the height/weight table by core than 30

per- cent.

Height and Weight Tables·

ME:'Il WOME:'I:

Helg~lt Small Medium Large Height Small Medium ~r6t

Feet Inches Frame Frame Frame feet Inches fr:lme Frame fr:lmt

5 :2 12:1·1Jo4 131·1~1 138·150 4 10 10:2·111 109·121 11S·1:\
5 3 130·136 13J·l~J 140·153 4 11 103·113 111·1:!3 120-13.-

5 01 132·1::18 1::15·145 10&2·156 .5 0 1001·115 113·126 1:22·13':"

.5 .5 1::101·1010 13~ ·1~8 1401·160 5 1 106·11S 115·129 1:25-1010

5 6 1::16·1012 139·151 1o&6·1~ 5 2 108·121 118·1::12 1:2S·\.I3
.5 i 138·145 142·154 1019·168 .5 3 111·124 121·135 IJl·147
5 8 140·143 10&5·15':' 152·1":'2 5 4 1101·127 1201·1311 134·~5\

$ 9 10&2·151 10111·160 155·1":'6 5 5 11":'·130 127·\.11 1:37·155
.5 10 10101·154 151·163 158·1S0 5 6 1:!0·133 130·144 \40·\5~

5 11 146·157 154·166 161·184 5 7 123·136 133·14":' 1043·16.3
6 0 10&9·160 15":'·1;0 164·188 5 8 126·139 136·150 1046·167
6 1 152·164 160·1":'04 168·192 .5 9 129·101:2 139·153 1049·170
6 2 155·168 1604·1 ':'8 172·19":' 5 10 132·10&5 142·156 15~·173

6 3 158·172 167·132 1;6·202 .5 11 135·1018 1015·159 155-17€
6 4 162·1;6 lil·18":' 181·20; 6 0 138·151 14S·16:.! 158·1':'9

-J,. .It... "'1I1t oll*.;lIrli It"&. aIIJ ..e- ~..4,,,, -.,.,,,, fa,.,~ rO' _*11 .lId lit'" POUlltU to' OW'"*/t.
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SECTION 11

SUPPLEMENT 13A
HB 10, TM 10:108

LUNGS AND CHEST WALL

Tuberculous lesions, active tuberculosis or

evidence of tuberculosis within the pest two

years. Traated and healed tuberculosis which

is demonstrated as inactive by X-ray and

laboratory studies is not disqualifying. The

sUbject should not currently require

anti-tuberculosis treatment.

Lung, lobectomy for any reeson t " pneumothorax

which has reoccurred within the pest two years

regardless of cause, abscess of the lung

bullous emphysema, or bronchopleurel fistula.

Infectious disease, any non-tubercular chronic

infection involving the lungs such as

sarcoidosis, histoplasmosis, coccidiomycosis

mycotic infections, chronic lung abscesses.

Respiratory disease~, asthma requiring

frequent medication and/or requiring

hospitalizetion in the past five years,

bronchiectasis, chronic emphysema, and

extensive pulmonary fibrosis.

Tumor, any tumor or growth, malignant or

benign.

Chest wall, any deformity causing pulmonary

insufficiency.

ALL OTHER CONOITIONS OF THE CHEST ANO LUNGS

THAT RESULT IN OIFFICULTY IN RES~IRATION AND

THUS LIMIT ACTIVITY OR REQUIRE EXTENSIVE

MEOICAL CARE ARE REASONS FOR REJECTION.

AID 1312 (6-,,) hit 15



MOUTH, NOSE, THROAT, ESOPHAGUS. LARYNX

SECTION '12

SUPPLEMENT 13A
HB 10, TM 10:108

~, elle~gies not cont~olled by medication,

nasal polyps, pe~fo~ated nassl septum

associated with interference of function.

Sinuses, ch~onic sinusitis requi~ing

f~equent medical attention.

Pharynx/Le~ynx, disease condition which

results in ulceration or obstruction, tumo~

o~ polyps, le~yngeal pa~alysis which

inte~fe~es with swallowing o~ speech.

Esophagus, obstruction due to scar~ing o~

tumo~, va~icose veins associated with portal

hypertension.

Tongue, pa~alysis effecting speech, tumo~s.

ALL OTHER CONDITIONS THAT INTERFERE WITH

FUNCTION OR REQUIRE CONTINUED MEDICAL CARE.

AID I3S:Z (6087) P"e 16



NEUROLOGICAL DISORDERS

Degenerative disorders, cerebral arterial

8clerosis, ataxias, .ultiple sclerosis,

Parkinson's disease, etc.

Convulsive disorders, all forms of

psychomotor or temporal lobe epilepsy except

by history more then five years previous and

not requiring medication for control.

Migraine headaches, those headaches which

respond poorly to treatment and result in

i~capacitation.

Paralysis, incapacitation, congenital or

acquired, if subject is unable to cere for

himself or where therapy or appliances ere

required.

Peripheral nerve disorder, neuralgia which is

chronic and of an intensity that is

incapacitating, polyneuritis,

neurofibromatosis.

NEUROLOGICAL CONDITIONS THAT LIMIT FUNCTION

AND THE ABILITY TO COMPLY WITH TRAINING

PROGRAMS OR REQUIRE EXTENSIVE MEDICAL CARE.

AID 1382 (6·87) Pasc 17
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PSYCHOSES! PSYCHONEUROSES, PERSONALITY

DISORDERS, DRUG DEPENDENCE, ETC.

Psychoses, current behavior suggestive of a

psychosis or by history unless of a brief

duration and at least.three years have

elepsed since recovery.

Psychoneuroses, neurotic symptoms or behavior

which impairs occupation or interpersonal

efFectiveness, depressive stete which is or

was suFficiently severe to require

hospitelization or therapy.

Personality disorders, personality inadequacy

which will seriously interFere with

adjustment.

Druo dependencies, this includes all illegal

drugs and the state of elcoholism which is

charecterized by repeated and excessive abuse

of alcol"cl which interfere with normal

Functions. Recovering alcoholics who have a

period of sobriety for more than three years

may be considered For training if continued

participation in a Form of treatment can be

.ssured.

OTHER PSYCHIATRIC CONDITIONS WHICH INTERFERE

WITH EXPECTED ACTIVITIES OR THOSE WHICH MAY

INVOLVE OR AFFECT OTHERS ARE REASONS FOR

DISQUALIFICATION.

AID 1312 (6-11) 'IIC 11
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SKIN OISOFlDERS

Lupus erythematosis, discoid or systemic

which is not controlled or is aggravated by

sunlight.

Psoriasis, if extensive and requiring

frequent medical attention.

Pemphigus, famili~l and vulgar!s, especially

when in bullous form and requiring extensive

medical care.

SECTION 15

SUPPLEMENT 13A
HB 10, TM 10:108

Fungal, eny of the fungal infections which are

chronic end unresponsive to treetment.

Eczema, atopic dermatitis, if symptomatic and

unresponsive to treatment.

Malionancies, basal cell, squamous cell, or

malignant melanome cancers which have not

been adequately treated, leukemia cutis,

Hodgkins diseese.

OTHER CHRONIC OISORDERS OF THE SKIN OF A

OEGREE OR NATURE WHICH REQUIRE FREQUENT

OUTPATIENT TREATMENT OR INTERFERE WITH NORMAL

FUNCTION.

AID 1312 (6087) Pille J9



SYSTEMIC DISEASES AND OTHER CONDITIONS

Tuberculosis, active tuberculosis in any form

or location except treated or spontaneously

healed lesions for more than one year under

supervised treB~ment.

Sarcoidosis, unless the manifestations o~ the

disease are limited to hilar adenopathy end

the condition has been stable for more than

two years.

Allergies, all forms of skin, respiratory,

rhinitis allergies that require constant

medical evaluation, treatment or

desensitization.

Parasitic infections, this includes

shistosomiasis, filariasis, trypanisomiasis,

amebiasis, hookworm, and other similar

parasitic infections until successfully

treated.

Tumors, for this purpose, tumor includes all

malignancies and benign lesions which

interfere with normal function, require

extensive medical treatment or surveillance

and have the potential for increased

morbidity or mortality.

AID UI2 ("1'7) Pale 20
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Malignancies, this includes lymphomas,

leukemies, etc.

Venereal, eny ecute or chronic venereal

disease such e5 syphilis, gonorrhea,

lymphogrenuloma venereum, ecquired immune

deficiency syndrome (AIDS), etc. The finding

of B positive blood test for syphilis

following the edequate WHO treatment is not

in itself considered evidence of chronic

venereal disease.

AID 1312 (6-17) '.,e 21
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1.

2.

Att 13B
('I'M 10: 145)
10/27/92

THE AGENCY FOR INTERNATIONAL DEVELOPMENT

GUIDELINES FOR THE EXAMINING PHYSICIAN

All reports should be in the English language

PURPOSE OF EXAMINATION

The person you are authorized to examine is a candidate for
training under a USAID program. The united States Government
desires to verify that this person is physically and mentally
fit to enter into a rigorous training program and asks that
your examination identify any significant medical condition
which may require correction or medical management. Emphasis
should be placed on those conditions that are likely to cause
disruption of the training or result in costly medical care.

You should inform the candidate of any abnormal condition that
requires medical care but need not inform the person as to the
likelihood of acceptance into the training program until the
forms have been reviewed by an AID Official.

SCOPE OF THE EXAMINATION

The candidate should complete the first page which is a
medical history about that person. After careful review, you
should perform your examination taking into consideration and
commenting on any positive findings.

Laboratory tests should include as a minimum urinalysis, blood
serology for syphilis, and a chest X-ray. There may be a need
for additional laboratory studies to complete your evaluation;
however, authorization must be obtained from the USAID
Training Office before obtaining these studies.

Please complete the examination form by listing defects or
diagnosis and offer your recommendation as to the candidate's
ability to enter into and complete the projected training
program.

3. DISPOSITION OF MEDICAL REPORT

The completed forms should be sealed in an envelope and
instructions followed with regard to the local disposition.
All the forms should be treated as medical confidential.
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CHAPTER 14

VISA REQUIREMENTS

14A. POLICY

It is AID policy that AID-sponsored participants are admitted to the
United States only under the AID J-l visa. AID J-l visas may be issued
for periods not to exceed one year.

14B. DEFINITIONS

1. Exchanae Visitor PrQ9ram -- a program of a sponsor designed to
promote interc~ange 01 persons, knowledge and skill s, and the
interchange of developments in the field of education, the arts and
sciences, which has been designated as such by the Director of the
United States Infonmation Agency (USIA), to promote mutual understanding
between the people of the United States and the people of other
countries.

2. Saonsor -- a~ reputable United States agency or organization or
recogm zea ., nternati onal agency or organi zati on havi ng United States
mel'nbership and offices which makes application to the Director of USIA
for designation of a program under its sponsorship as an Exchange
Visitor Program and whose application is approved.

3. lAP 66A -- The USIA Associ ate Di rector for Educati onal Affai rs
certirrcate of eligibility for exchange visitors (J-l) status. This is
the AID version of the J-l visa appl ication form. (Attachment 14A).
lAP 66A fonms are available through OIT/RS. Mission/Contractors are
remi nded to keep IPA 66As under lock.

14C. REGULATIONS

1. The Mutual Educational and Cultural Exchange Act of 1961, as
amended.

2. Code of Federal Regulations, Title V - United States Infonmation
Agency, Part 514 - Exchange Visitor Program.

140. REQYIREMENTS

J-l visas are issued to all AID-sponsored participants. The Agency's
program identification nurnber is G-2-0263. Holders of J-l visas are
subject to section 212(e) of the Immigration and Naturalization Act, as
amended, and may not apply for an immigrant visa or an H or L



Page No. Effective Date Trans. Memo. No.
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140
nonimmigrant visa until two years residency is completed in their home
country after the completion of training. The use of the J-l visa is
required to ensure that all AID participants return home and fulfill the
obligation undertaken by their agreement to the Conditions of Training
(see Chapter 33 -- Nonreturnees).

14E. PROCEDURES

1. Entrl Vis~

a. The mission ensures that a participant's passport is valid for
six months beyond the duration of the proposed program to allow for
adjustments in the program and time for preparation to return home.

b. All contractors, grantees and others who prepare for agency
signature lAP 66As for either the initial visa or visa extensions should
fully complete such forms. Do not strike over to make
changes/corrections, changes must be easi ly read. All relevant bl anks
must be filled in for USIA acceptance, including:

(l) BLOCK 1 - I ncl ude the posi ti on code whi ch relates to
position title on same line.

(2) Puryose of Form - I ndi cate the "Purpose of form"
(opposite block fl:

(a) Extensions of time beyond original estimated
compl eti on date requi re mi ssi on approval.

(b) Changes in program objectives require explicit USAID
and host governnent approval.

(3) BLOCK 2

(a) Include pro/P number, name of contractor and
contrac t number.

(b) Also include in this space brief narrative
descri pti on of status of program; e. g. ,

"Second year of Ph.D. program. II

"Extension of time for Ph.D. to total 26 months."

Oupl i cate lAP 66A to permi t vacation tri p home. II

Extension of program objective form M.A. to Ph.D. 1I

v·············'····'~.-' ,
", .-,,,

u········'···'Ii .,,
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14Elb(3)(b)
"Conversion from AID funded program to post Ph.D.
funded by assistantship at U. of Michigan. 1I

(c) In addition, please also include in Item 2 the
following statement:

Participant is scheduled to complete program on or
about • If further extension is required,
approval must be granted by both the AID mission and
host government. AID participant is obligated to
return home upon compl etion of hi s/her program."

Note: Any lAP 66A submitted to replace a lost form must have DUPLICATE
typed on the form in uppercase letters and underscored.

(4) BLOCK 4 - Include the subject/field code.

(5) BLOCK 5 - Indicate the estimated amount of funding for
the period of the visa extension; i.e. not the cost of the total
multi-year program, and the source of funding.

c. An American officer designated by the USAID mission signs the
lAP 66A. It is the mission's responsibility to provide AID/OIT with the
title of the position (to be held by a U.S. citizen) of the individual
and an alternate (also a U.S. citizen) at post Who will be responsible
for ensuring control of lAP 66As provided to the mission and the proper
completion and signing of the lAP 66A forms for entry visa of
individuals selected as participants.

It is also the responsibility of the mission to advise OIT if there is a
change in the principal or the alternate signing authority.

d. The participant completes and signs the reverse side of the
white copy of the lAP 66A.

e. The participant completes an application for a visa (FS-257A),
which is retained by the Consular Office.

f. Copies 1 (white), 2 (yellow), and 3 (pink) of the lAP 66A are
given to the participant for presentation to the consular Office. These
copies are returned to the participant by the Consular Office with the
passport and J-l visas for presentation to the il1l1ligration officer on
entering the United States. At such time, the participant gives the
officer the passport, visa and all three copies of the completed lAP 66A
form. If the participant is found to be admissible to the U.S., the
il1l1ligration officer will note the authorized length of stay on the pink
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copy of the lAP 66A and return it to the participant as well as the
passport and the 1-94 (Arrival/Departure Record). The 1-94 will
indicate the date and place of the participant's admission to the U.S.,
his or her classification and al so the date to which the stay in the
U.S. is authorized.

* Missions/Contractors are now required to submit a report of the
disposition of lAP 66A forms charged to them through OITls logging
system at the end of the fiscal year using the lAP 66A Usage Report, AID
form 1384-1 (2-89). Attachment 14B. ~

The pink copy of the lAP 66A and the I-94 are kept wi th the pass port at
all tlmes.

g. Copy 4 (green) is retained by the training office and copy 5
(blue) is forwarded by the mission to OIT/RS.

I,
I
~
I

i
V
· !

.. ... ... '.
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I
!
~

I
~

2. Visa Extensions

a. Extensi ons may be requested for up to one year only, but never U
beyond the du rati on of the program if 1ess than one year.

b. Contractors must request visa extensions through OIT except as
delegated by alT.

c. To request an extension, complete the lAP 66A fonn in its
entirety and mail it to OIT/RS with a brief letter, on the contractor1s
letterhead, requesting the extension. The letter incl udes:

(l) contract, grant, loan number or other agreement
identification symbols;

(2) expected duration of training;

(3) names of dependents, if any, in the United States;

(4) any supporting documentation for the extension, e.g.,
copy of the PIO/P extension, Participant Data Fonn (PDF) to cover the
period of the extension, and proof of mission and host goverOOlent
approval of the requested extension.

d. The request for an extension is reviewed and the lAP 66A is
signed by the designated aIT officer. (When preparing the fonn for aIT
signature, obtain from OIT the name of the official delegated authority
for signature. The title usually is Assistant Director, Resources and U
Support Division, AID Office of International Training.)

-Ie Rev; sed
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e. The signed lAP 66A form is returned to the requesting office
for:

(1) The participant to complete and sign the back of the
original (white) copy.

(2) The requesting contractor can then send the lAP 66A to
the IRinigration and Natural ization Service (INS) or give the form to the
participant, who sends it to INS for the extension: If the lAP 66A is
sent to the participant for submission to the INS, the letter of
instruction should be sent to the participant along with the lAP 66A.
The participant's passport is not sent to INS; however, the INS Form
1-94, which is normally kept w"'ftJl the passport, is sent to the INS
having jurisdiction over the area in which the participant resides. The
participant's passport must be valid six months beyond the extension
period.

3. Transfer of Sponsorshi p

a. Vi sa sponsorshi p is never transferred from AID to any other
sponsor. The only exception is when the status of the individual as an
AID participant is in error. Participants remaining in the United
States for continued training related to their field of AID-sponsored
training remain under AID sponsorshi p, whether financed by the host
government, the educational institution, or other entity. That
sponsorship ends only when the individual returns home or otherwise
leaves the United States and re-enters under other sponsorship.

b. The Director of on has sole authority to sign Part III of the
lAP 66A recommending such transfers.

4. Dependent Visas

See Chapter 15 -- Dependents of Participants.



PLEASE DO NOT STAPLE THIS FORM

HB 10, TM 10:108
ATTACHMENT 14A OMB No. 0412.0019

0
AGENCY FOR INTERNATIONAL DEVELOPMENT UNITED STATES INFORMATION AGENCY

OFFICE OF INTERNATIONAL TRAINING ASSOCIATE DIRECTORATE FOR EDUCATIONAL AND CULTURAL AFFAIRS
Control No CERTIFICATE OF ELIGIBILITY FOR EXCHANGE VISITOR (J - 1) STATUS

PART 1 - IT IS HEREBY CERTIFIED THAT:

( )M~ THE PURPOSE OF THIS FORM IS TO

1. ( ) FnNJlt
(FAMILY NAME OF EXCHANGE VISITOR) (nRSTNAME) (MIDDLE NAME) 1. ( ) Begin a new program

born ---' L...-...J L...-...J in 2 ( ) Extend an on going program
(No.) (/)o~) (Yr.) (City) (CtIfUUry)

3. ( ) Transfer to a different program
a legal permanent resident of '----J . whose position in

(CoIuury) (CoM)
4. ( ) Replace a lost form

that country is , !

(Pw CoM) 5 ( ) Permit visitor's immediate family
to enter U.S. separately.

U.S. address

2. wbich will be spoIlSOred by the AGENCY FOR INTERNATIONAL DEVELOPMENT, U.S. INTERNATIONAL DEVELOPMENT COOPERATION AGENCY to plniciplle in lb.
EXCHANGE VISITOR PROGRAM NO. G-2~263 ",bich is still valid IIId is o/IiciaIly described as follows:

A progrr1Jft ofdte Ageru:y for /fIImIIIIioNll DnrloprwrrL u.s. /1UerlUllioNU Del'tiopmnu CoopmJIion A~y 10 brillg parririptJIIls 10 dte Ulliltd SItJIes for I1'IJiIWrg, I1ICtldmIil: Sllldy. oburwuion or

COIUIdIDIion in kNPbtg wiIJI dte obj«Iioes of !uurlan ~rre de~ as t:onJ4iMd in dte FoMKrr A.uisrlJru:t Act of /96/ QS IIMDIded.

PIO/P No. DTS No. Contractor

3. This form covers the period from,---, '-------' L...-...J to '-------' '-------' L...-...J (one year maximum.) Puspon No.
(Mo.) (Doy) (Yr.) (Mo.) (Doy) (Yr.)

If this form is for family travel or replaces a lost form, the expiration date on the exchange visitor's 1-94 is

....,; 4. The category of this visitor is 1 ( ) Student, 2 ( ) Trainee, 3 ( ) Teacher, 4 ( ) Professor, 5 ( ) Research Scholar or Specialist.

6 ( ) International Visitor, 7 ( ) Professional Trainee, and the specific educational field or non-study activity to be engaged in is

Code No. ' , ,verbally described as follows:
(SrtbjIFieid Cotk)

5. During the period covered by this form, it is estimated that the following financial support (in U.S. $) will be provided to this exchange visitor by:

a. ( ) The Program Sponsor in item 2 above $

Financial support from organizations other than the sponsor will be provided by one or more of the following:

bl. ( ) U.S. Government Agency(ies): (Agency Code), $ ; b2. (Agency Code), $

cl. ( ) International Organization(s): (Int. Org. Code), $ ; c2, (Int. Org. Cooe) , $

d. ( ) The Exchange Visitor's Government $ (If necessary, use above spaces for

e. ( ) The binetional Commission of the visitor's Country $ funding by multiple U.S. Agencies

f. ( ) All other organizations providing support $
or IntI. Organizations)

g. ( ) Personal funds $

6.I.N.S. USE

7.
(_o/OfJicitIJ~F"",,) (TIM)

(AtIdrus)

(SipllllUe 0/ R__ O/fi«r or A_ R.o.) (DtJ/I)

PART II - ENDORSEMENT OF CONSULAR OR IMMIGRATION PART IIJ - STATEMENT OF RESPONSIBLE OFFICER FOR RELEASING
212'.\ OF THE I.N.A. 'FOR OF

NO endorsement of Consular or Immigration Officer regarding Sec. 212(e) of Date , Transler of this exchange visitor from

the Immigration and Naturalization Act is necessary because program No. sponsored by

ALL AID PARTICIPANTS ARE SUBJECT TO to the program specified in item (2) is necessary or highly desirable and is in
THE TWO YEAR RESIDENCE REQUIREMENT conformity with the objectives of the Mutual Educational and Cultural Exchange

Act 011961.
Keypunch Information: Col 138=1

Col 139=1
Col 140=1

(~ 0/ Offiur) (DoN)

lAP 66A (2-4l3) COpy 1 - FOR IMMIGRATION AND NATURALIZATION SERVICE I'lJ< I



HB 10 - ATTACH~[ENT 14B
lIM 10; lln

AGENCY FOR INTERNATIONAL DEVELOPMENT
OFFICE OF INTERNATIONAL TRAINING

IAP66A USAGE REPORT

PAPERWORK REDUCTION ACT STATEMENT: Public reporting for this collection of information is estimated to
average one hour. five minutes per response, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed. and completing and reviewing the collection of information. Send comments
regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing this
burden to:

Agency for International Development
Office of International Training, Resources and Support Division
Washington. D. C. 20523

or
Office of Management and Budget
Paperwork Reduction Project (OMB No. 0412-0535)
Washington, D. C. 20503

INSTRUCTIONS: Forms IAP66A should be listed individually by control number beginning with the first form received
for the fiscal year (October - September) and continuing sequentially through the year. The full name of the participant
assigned to the IAP66A should be indicated next to the appropriate control number.

At the close of the fiscal year, return completed form to:
Agency for International Development
Office of International Training, Resources and Support Division
Washington. D. C. 20523

Mission Beginning Dale

Conlraclor End Dale

IAP66A CONTROL PARTICIPANT NAME IAP66A CONTROL PARTICIPANT NAME
NUMBER (Family Name/First/Middle) NUMBER (Family Name/First/Middle)

,;

-'

AID 1384-1 (2-89) (OM8 No. 0412-0535 Exp. Dale: 01/31/91) (Continued on Reverse)



HB 10, ATT. 14B
(TM in·117)

IAP66A CONTROL PARTICIPANT NAME IAP66A CONTROL PARTICIPANT NAME
NUMBER (Family Namt/First/Middlt) NUMBER (Family Namt/First/Middlt)

ANNUAL SUMMARY OF IAP66A USAGE
Control Numbers of Number Used Number Destroyed/Voided Number of Duplicates for Number Unaccounted For
IAP66s received Entry of Family Members With Actual Control Numbers

of Missing Forms

AID 1384-1 (2-89) back (OM 8 No. 0412-0535 Exp. Date: 01/31/91)
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CHAPTER 15

DEPENDENTS OF PARTICIPANTS

15A. POLICY

It is AID policy that dependents of individuals in training under AID
sponsorship shoul d not accompany them to or j oi n them in thei r country
of training. The presence of participant dependents in the country of
training is discouraged because of cost, the possibility of program
disruption and the possibility that the objective of the training would
ultimately be frustrated if an American citizen child were born during
spouse residence in the United States. However, if both the host
government and the mission approve, dependents may join participants
while in training in the United States.

15B. DEFI NITION

Dependents - the spouse and/or children of the participant.

15C. REQUIREMENTS

1• If both the host government and the missi on approve, dependent
relatives may join participants While they are in training provided the
mission training officer ensures that the following conditions are met
before authorizing the approval of a J-2 visa for dependents of
participants in training in the United States under AID sponsorship
(including partially financed participants):

a. The participant has remained in one place for at least six
months of training. This waiting period is important to allow time for
the participant to assess living conditions and costs before deciding
that dependent(s) should join him/her.

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

c. The participant has furnished proof of adequate financial
resources (e.g., bank statements) in addition to the AID maintenance
allowance. OIT will not under any circumstances approve work by the
participant for the purpose of dependent support (see Chapter 29 -
Employment of Participants). Participants and/or their dependents may
not apply for or accept pUblic welfare assistance from the country or
local jurisdiction of training to supplement the participant's financial
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resources and maintenance allowance. Proof of adequate financial
resources must cover all expenses for dependent(s), i ncl uding advance
purchase of a non-refUnOable round-trip ticket.

(1) These financial resources must be available in the United
States or the third country of training.

(2) Proof must be submitted that the funds may De transferred
from the forei gn source to the Uni ted States or thi rd country of
training.

d. Current evidence of compliance must be shown for all items on
AID Form 1380-5, Dependent Certification (Attachment 15A), before
mission approval is granted and prior to issuance of a duplicate
participant IAP66A for obtaining the J-2 visa for the dependents. In
particular, proof of medical insurance coverage deemed adequate by the
organizations managing the program or the mission training officer must
be submi tted for the dependent( s ). Thi s coverage must i ncl ude materni ty
coverage if appropriate (see Chapter 25 -- Health and Accident Coverage
(HAC) Program).

2. Termination of a participant's program may result if:

a. the above requirements are not fulfilled;

b. the terms of the Dependent Certification are violated,
including cancellation or non-renewal of dependent medical coverage; or

c. dependent problems jeopardize the training progress or
well-being of the participant.

3. Third coultry participants are subject to regulations of his/her ; )
own country, of the country of training, and to those in this chapter. '-"

15D. PROCEDURES

1. A participant who wishes a dependent(s) to join him/her must
complete form AID 1380-5, Dependent Certification, in triplicate and
submit it to the contractor for action along witn documentation to
support claims of sufficient funds, insurance coverage and return
ticketing for dependents prior to departure of the dependent from the
home country. The contractor then submltS al J documentatl0n (lncludlng
the dupJlcate lAP 66A) to the mission training officer for consideration
and processing. OIT will not approve the lAP 66A for initial entry into .,}
the United States. "'"
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~ 2. Adequate financial expenditure estimates are based on the cost of
living in the area where the participant is located. A general rule is
that 50% of the monthly maintenance for the area is required for each
accompanying dependent (see attachment 15A). ~

a. Consideration must be given to the total number of dependents
and the expected length of stay in the country of tralnlng ln
determining total expendlture estimates for the Dependent Certification.

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

3. Proof of health insurance (inclUding coverage for pregnancy) for
all dependents must indicate that coverage will begin on the date the
dependent arrives in the United States or third country and is valid for
at least one year and that the premium has been paid. It is recommended
that the contractor arrange for the coverage, to be reimbursed by the
participant, to ensure that the insurance is not cancelled and is
renewed as necessary. Information on dependent health insurance
coverage in the United States may be obtained through the Foreign
Student Advisor at academic institutions or by writing to the National
Association for Foreign Student Affairs.

4. Proof of dependent's identity and good physical health will be
required using the same medical certification form II111edica1 History and
Examination ll as that requi red of the participant (see Chapter 13 -
Pre-Departure Medical Examinations).

5. In all cases, it is the responsibility of the participant to insure
that return tickets for the dependents do not expire (are kept updated
with the issuing airline).

6. Only upon meeting all requirements of the Dependent Certification
and this Chapter should a duplicate lAP 66A for Dependents and the
Exchange Visitor Visa (J-2) be issued. Furthermore, "the participant is
to be informed that approval for employment in order to support
dependents will not be given.

7. AID provides no financial support or transportation for dependents.

,.. Revised
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ATTACHMENT 15A
(TI~ 10: 121)

FINANCIAL GUIDELINES FOR PARTICIPANTS
DESIRING TO BRING DEPENDENTS TO THE U.S.

The attached chart indicates the amount of money required to
support varying family sizes in the u.S.

Column two indicates what the Bureau of Labor Statistics has
determined to be adequate income for one person who is living at
the ·U.S. Lower Living Standard·, which means that the person
will have very little available to spend on other than
necessities - food, clothing, and shelter. This standard also
assumes that the food consumed, while nutritionally adequate,
will not include meat on a daily basis, nor will it include any
special diets.

As the reader can see, the A.I.D. allowance for one is, in all
cases, greater than the Lower Living Standard.

Column three provides the amount required for a family of two at
the Lower Living Standard. Column four provides the amount
required for a family of three, and so on.

To determine whether a participant should be permitted to bring
dependents to the U.S., the amount in column one should be
subtracted from column 3, 4, 5, 6, or 7 (depending on family
size). The participant must, then, be required to evidence
financial ability to cover the difference.

For example, a student who is studying in Boston and wants to
bring a spouse and two children to the U.S., must provide
evidence of $11,875 in funds per year in addition to the A.I.D.
allowance.

The student should also be made aware that this amount will
probably allow the rental of a one-bedroom apartment, meals only
at home, and rarely if ever a visit to a theater.

NOTE: Apartment regulations usually will not allow a family with
children to rent a one-bedroom apartment.

For areas in the U.S. which are not listed on the chart, use the
50% rule in Handbook 10, Chapter 15, Section 02 to determine what
additional funds will be required.
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HONOLULU :510,788 $'3,959 $16,321 $22,404 $27,653 $32,624 $38,168t-~
t-_

WflSHINGTON,O.C. $9,672 $8,49'3 $13,922 $19,119 $23.603 $27,844 $32,572oc(

SOtTTLE $9,336 '$8, '350 $13,678 $10,796 $23,200 $27,354 $32,027
SfiN FRANCISCO e. VAC $10,908 'l8,204 $13,453 $18,476 $22,804 $26,905 $31,477
SRN DIEGO $9,468 :l8,169 $13,401 $18,389 $22,699 $26,784 $31,320
ElOSTON $10,668 $8,l1? $J3,296 $10,267 $22,543 $26,593 $31,112
LOS ANGELES $10,536 '~8, 0-17 $13,192 $18,111 $22,369' $26,401 $30,868
CLEVELAND $8,604 $1,978 $13,088 $17,972 $22,178 $26,175 $30,608
NEW YORK/NO.N.J. $10,608 $7,908 $12,966 $17,798 $21,969 $25,932 $30,312

• CINCINNATI :58,400 $7,83'3 :512,844 :517,624 $21,761 $25,671 $30,034
DENI",1ER $8,712 $7 ,8~B $12,844 $17,624 $21,761 $25,671 $30,034
CHICAGO $8,724 $7,769 $12,740 $17,468 $21,587 $25,480 $29,791
~tILWALKEE $8,520 $7,700 $12,618 $17,329 $21,396 $25,254 $29,530
PI nSBURG $8,400 '$.7,682 $12,601 $17,294 $21,361 $25,202 $29,478
Elt1LTIMORE $8,9U4 $7,61::j $1~,479 $17,137 $21,152 $24,959 $29,182
PHILAOELPHIfI 1-8,652 $7,578 $L?,427 $17,068 $21,065 $24,854 $29~078

t-.:ANSAS CITY $8,772 $7,526 $12,340 $16,929 $20,909 $24,681 $28,852
ST.LOUIS $8,5.20 :57,5U8 H2,306 :516,8~4 :520,857 $24,611 $28,7'83
BUFFALO :f.8,460 $7,456 :f12,219 $16,772 $20,700 $24,420 $26,836
t-tINNEAPOLIS $8,652 $7,456 :f12,219 :516,7"12 $20,700 $24,420 $26,836
[JETROIT $8, :316 $7, ;-:b5 $11,906 $16,338 $20,179 $23,812 $27,844
HOUSTON 1-8,7:72 $7,213 $II,fJI9 $16,234 $20,040 $23,655 $27,653
ATLANTA $8,400 t7,143 $ll,t:.97 $16,060 $19,831 $23,394 $27,375
DALLAS $8,7/2 $7,126 $11,b80 . $16,042 $19,797 $23,360 $27,323

FIGURES ARE BASED ON BURHtU ur UifiUR STh r ISTICS DOLLliR LEVELS m.nlHREO
TO MAINTAIN A LOWER LIVING STHNUHkD IN TilE UNITED STATES BY FHrUL Y SIZE.
FIGURES WERE LAST COMPILED IN l'J:H AND AUJUSTELl Irl 1985. TO AI.!RII,.'f. AT
NU,.1BERS 5Hm~N HERE, THE 19U~..i FII~U~ES HA'"ll uEHl COhPOUNOEO U~;;ING A 4~

INFLATION RATE.
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DEPENDENT CERTIFICATION
(Please Print or Type)

1. Name of Participant (Mr., Mrs., Ms., Miss) (Last, First, Middle)

3. Activity Title

2. PIO/P I\'umber

4. Project/Activit)' !'\umber

5. Type of Training (Academic, In-Service, etc.) 6. Length of Training
(Mos.)

7. Country of Training

8. I hereby request that A.I.D. grant permission for the following dependent members of my family to join me
during my training program in for an estimated length of months.

(country of training)

9. Full Name(s) Of Dependents Date Of Place Of Birth Nationality Relationship
(Attach supptemental sheet, if necessary) Birth (city and country)

10. Identify Source and Amount of Funds AvaIlable

11. I understand that the following conditions and regulations will apply if permission is granted for the above-named
dependents to join me, and that if I violate any of these conditions, my program may be terminated.

1. A.J.D. is not responsible for travel arrangements, hotel reservations, or any other administrative services
or support for my dependents.

2. A.J.D. has no financial responsibility for the travel, medical needs, insurance. or maintenance of my
dependents, and I will not receive any additional allowances or special programming from A.I.D. because
of them.

3. A.I.D. will not continue my maintenance allowance beyond the normal termination date of my program if
my normal departure date is delayed on account of my dependents.

4. My dependents will have no official status and will not accompany me on official visits to training facilities.

5. I will provide health insurance for my dependents prior to their departure from their home country.

6. I will furnish proof that my dependents are in good physical health.

7. I will be responsible for the cost of round trip international travel for all of my dependents.

8. I will not permit my dependents to interfere with my program in any way.

9. I will not permit any of my dependents to apply for or accept any public welfare funds in the country or
local jurisdiction of training.

Signature of Panicipant

Name of A.I.D. Official Signature

IDate

Official Title

AID 1380-5 (6/88) Available in MO/PM, Rm. 1200F, SA-l4, Washington, D.C. 20523
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CHAPTER 16

TRAVEL AND THE ARRIVAL NOTICE SYSTEM

16A. POLICY

1. It is AID policy that the cost of round-trip international travel,
including incidental expenses enroute as well as the cost of travel
between the participant's home city and the point of departure for the
country of training and return, is paid by the host country or other
non-AID funding source, unless waived in accordance with this chapter.
Domestic travel in the United States or travel within the third country
of training is to be paid by AID.

2. It is AID pol icy to encourage the use of U.S. fl ag carriers and
economy class accommodations for participants and require such usage
when travel is funded by AID.

3. It is AID policy that when Ph.D. research in the home country is
essential to project implementation and justified by the U.S. or third
country university and approved by the mission director, one economy
class or comparable round-trip to the home country m~ be authorized.
(If the program is managed by OIT, no research or maintenance costs in
the host country can be paid by OIT from the PIO/P.)

4. It is AID policy that when the expense of maintaining an
undergraduate participant during a summer vacation exceeds the cost of
round-trip international travel and when no classes are available to the
participant, travel home and return m~ be paid at AID expense. No
maintenance is to be paid the participant to support his/her st~ in the
home country.

5. It is also AID policy that the use of invitational travel orders
for participants is prohibited. A foreign national traveling to the
United States or a third country to receive training in a meeting,
seminar or conference to benefit Mm/her or promote the LOC's
development program is a participant whose training must be documented
by a funded or unfunded PIO/P and "implemented in accord with the
provisions of Handbook 10. Invitational travel orders m~ be used for
foreign nationals to attend a meet"ing, seminar or conference when such
attendance is for the purpose of contributing to the agenda of the
meeti ng, sem i nar or confere nce.
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16B. DEFINITIONS

1. AccomQa~ing Excess Ba~a~ -- in the case of air carriers where
passenger baggage 1imlts are set according to weight, an allowance to
provide for accompanying baggage in excess of the amount permitted on
the ticket at the beginning and/or end of training. Pennissible AID
baggage allowances are explained under International Travel Funded by
AID (section 160).

2. Domestic Travel -- travel within the United States or third country
of trafning reither by air, rail or bus) undertaken during the
authorized training program. Domestic travel does not include daily
commuting to and from training sites.

3. Personal Extension of St~ -- an authorized extension in the United
States or tfifrd country of tralning not to exceed 30 d~s beyond the
training termination date for personal reasons, not to include further
training. Such extensions must be requested at least 10 d~s in
advance, approved by both the AID mission and host government, and
financed by other than AID funds.

4. Incidental Travel E~enses -- taxi or bus fares, departure taxes at
airports, and70r an emergency telephone call when not met on arrival in
country of training.

5. International Travel -- round-trip travel usually by air as well as
traver oetween the partTCipant's home city and the point of departure
and return.

6. Lsxover -- a rest period of not less than 12 hours nor more than 24
hours autnorized in advance and taken during a scheduled flight in
excess of 14 hours.

7. Sto~over -- an approved stop while enroute usually on return home,
not del ayl ng return beyond 10 d~s and not at AID expense.

16C. WAIVERS OF HOST GOVERNMENT FUNDING OF INTERNATIONAL TRAVEL

1. The cost of round-trip international travel, including incidental
costs enroute as well as the cost of travel between the participant's
hQlle city and the point of departure and return, is paid by the host
country or other non-AID funding source unless the mission director has
justified and authorized a general country waiver in full, or in part,
of the host government's or other sponsoring entity's responsibility to
do so and has so i nfonned the cogni zant regi onal assi stant admi ni strator
and OIT.

t 'i.~~.•

W
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160.

2. The mission director m~ authorize a full or partial waiver of the
host government's or other sponsor1s responsibility for a specific
missi on-funded project when no general country waiver has been issued.
The appropriate regional assistant administrator and OIT must be so
i nfonned.

3. Partial waivers of international travel costs m~ be made by the
missi on di rector when it is detenni ned that the host government,
participant, or other sponsor can p~ part but not all of those costs.
Waivers for the sharing of costs are especially appropriate when the
host country's flag carrier flies part of the w~ to the United States
or other country of training and connects at an interchange point with
the U.S. flag or other carrier.

4. With respect to central or regi onally funded projects, the
appropriate assistant administrator justifies and authorizes a
project-specific waiver when no general country waiver exists. In such
cases, such determination should be incorporated in the message
announcing the program to the field and, in those countries where there
is AID presence, mission director approval is requested. Mission
director approval is final unless overruled by the cognizant regional
assistant administrator. Upon approval, aIT is notified.

5. Amissi on di rector may revoke or mod ify a general country wai ver at
a~ time it is determined that such waiver is no longer justifiable.
Upon such detennination, the regional assistant administrator and aIT
are notifi ed. General country wai vers must be revi sed at 1east once
every two years.

INTERNATIONAL TRAVEL FUNDED BY AID

1. AID P~ment ~ith Waiver

The cost of round-trip international travel, excluding incidental
costs enroute as well as the cost of travel between the participant's
home city and the point of departure and return, is paid by AID when a
waiver has been justified and approved.

2. Use of U.S. Fl~Carriers

All AID funded-travel must be on U.S. flag carriers unless such
carriers do not operate from a host country, in which case participants
are to be transferred to a U.S. flag carrier at the first practical
exchange point. Entry to and exit from the United States must be on
U.S. flag carriers (see Handbook 22, Travel and Trans£ortation, Appendix
9A, Secti on 134).
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3. Use of Economl Cl ass

Economy-class travel is to be used by all participants.

4. Ba9.la,ge

Up to twenty-two pounds of accompanying baggage in excess of the
amount on the ticket is allowed for travel to and from the host country
at the beginning and end of the training program (providing that the
total weight does not exceed 140 pounds). Air freight shipments cannot
be made in lieu of accompanying excess baggage allowance. U.S. air
carriers generally limit baggage on domestic flights to two checked
items of 70 pounds each and one carryon per passenger. AID will not
provi de allowance for any excess to thi s amount.

5. Tickets

The mission or contractor is responsible for arranging the
participant1s air ticket to the United States or third country.

a. No portion of the arrival or departure flight should be
open-t icketed.

b. Every participant who is leaving the host country for a
program of less than one year's duration is to be furnished a round-trip
ticket.

c. Participants arriving for training scheduled for longer than
one year should be furnished a one-wa,y ticket.

d. With respect to participants programmed by OITls
contractor/RSSA, authority to purchase return tickets for participants
in training longer than one year must be specified in the PIO/P.

6. ~v~

Any scheduled flight in excess of 14 hours on a usually traveled
route, including scheduled la,yovers of less than 8 hours, ma,y be
interrupted for the purpose of rest if the layover is not less than 12
hours nor more than 24 hours.

a. The la,yover should be approximately midwa,y in the journey and
must be planned before departure, including provision of per diem for
the participant which is to be provided prior to departure in accordance
with Standard Governnent Travel Regul ati ons and is to be separate from
the maintenance allowance.

o
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b. Participants taking the southern route across the Pacific

should have a layover stop in Honolulu. Pacific travelers may also of
necessity have a layover in a west coast city in addition to their stop
in Honolulu. Layover in these U.S. cities are covered under participant
allowance guidance (see Chapter 11, Allowances).

c. Participants should be scheduled to arrive on a regular
workday. Arrival during a workday allows participants to contact their
program specialists, cash checks, and avoid the confusion and crowds of
weekend travelers. In p-articular, arrivals should be scheduled at least
two days prior to the beginning of orientation or other training
programs if travel has exceeded eight hours and/or has crossed more than
three time zones.

d. Per diem for a foreign layover when necessary may not be
authorized to exceed the Standard Governnent Travel Regulations. Per
diem should be provided by the mission for planned layovers when
traveling to the United States and by the contractor on the homeward
journey from funds available in the PIO/P. In the latter case the cost
of the layover should be included in the initial bUdget prepaid by the
program specialist.

e. If, during travel to the United States or the country of
training, scheduling results in a layover not accommodated by the
airline, the participant should fully document this layover with airline
certification. The mission or contractor may then approve a suitable
reimbursable increase in per diem.

f. Layovers for the purpose of rest are not pennitted when travel
is by other than the most direct route available.

g. Participants are covered by the Health and Accident Coverage
(HAC) Program only if the layover is part of the most direct route and
is part of the planned travel.

7. Redeemabl e CO'!Eons

Any redeemable flight coupons from an airl ine must, by law, be
turned over to the U.S. governnent or the contractor. The participant
must release any excess baggage coupons or faresaver coupons to the
program specialist or contractor for credit to AID

16E. INTERNATIONAL TRAVEL COST SHARED BY HOST GOVERNMENT OR OTHER ENTITY

1. The level of sharing is detenni ned by the parties invol ved. For
instance, the non-AID sponsor might prOVide funding for and arrange
travel to the United States or third country, and AID might provide
funding for and arrange return travel to the host country.
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2.

3.

All AID-financed travel should be on U.S. flag carriers.

Economy or comparable class is used by all participants.

4. Travel segments using all host country funding, will be subject to
the regu1 ati ons of the host country carri er. (See Secti on 13D.)

16F. D<J.1ESTIC TRAVEL

1. In the COlJntr~ of Trai ni n.9

a. AID finances all intercity travel costs for AID-funded
participants whether by air, rail, bus or other appropriate and approved
mode of transportation when in transit or travel status.

b. Costs of anticipated and necessary intracity or local travel
(e.g., repeated travel to a research station off a university campus for
the purpose of practical study needed for a thesis or dissertation) are
included in the participant's monthly maintenance allowance when
necessary to the successful conduct of the training program and are
approved by the OIT Allowance Committee.

2. In the Home Countr~

a. AID does not finance a~ in-country travel prior to departure
for the United States or third country training. This exclusion
inc1 udes travel to reach the medi cal faci1 ity for clearance exami nati on,
receive predeparture orientation, obtain a passport and visa or to reach
the point of departure for international travel.

b. Exceptions to the above must be approved by the mission
director who authorizes alternate funding when justified.

16G. RETURN TRAVEL

Participants are to return home promptly at the conclusion of their
official programs.

1. Return Travel Prior to Com'p1etion of ProjJram

a. When a participant returns home to his/her country for
personal reasons, with or without AID and host country approval, return
to the United States or third country of training can only be financed
by a non-AID source.

i.·.· .....~\
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b. When the participant goes home to his/her country in order to

undertake Ph.D. research necessary for successful project
implementation, a round-trip air passage mqy be authorized by the
contractor on justification of the research by the U.S. or third country
university and approval by the mission director. Support for such
in-country expenses are to be provided by the host country, other
non-AID sources, or from funds held in the project for this purpose.

c. When a participant is an undergraduate and unable to take
classes during the summer vacation period and when the expense of
maintaining the participant exceeds the cost of the round-trip
international travel home and return to the United States or third
country of training, the travel home mqy be paid at AID expense. No
maintenance is to be paid to the participant to support his/her st~ in
the home country.

2. Chan]es in Return Travel Arrangemen!s

OIT's contractor program specialists or the training officer in a
third country mqy not rearrange return travel without prior mission and
host country approval except:

a. to transfer air1 ines when reservations on the original carrier
are not available on the desired departure date;

b. to provide additional travel for program purposes at host
country or other non-AID sponsor's expense, in which case the original
purchaser must make arrangements whi ch usually requi re the return of the
original air ticket to either the mission, the contractor or an agent of
the issuing air1 ine; or

c. to prOVide additional travel for program purposes and AID
Washington, or mission expense. In cases where a U.S. Governnent
Transportation Request (GTR) form (SF 1169) is used, the reverse side of
the form should indicate:

(l) Ori g"j na' rout i ng

(2 ) Origi na1 purchaser

(3) Reason for step-up (increase in funds)

(4) Appropriate fiscal data
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o
3. Sto~overs and Alternate Routes

With the prior approval of the contractor or programming
specialist, the missi on and the host country, participants m~ extend
their stay, stopover, or travel home via a diverse route for their
personal convenience, not to exceed 30 d~s:

a. AnY additional travel costs are paid by the participant or the
host government prior to the return trip.

b. No GTR is issued for the additional travel.

c. No maintenance allowance is authorized for the additional time
consumed in waiting for travel arrangements to be made for the return
tri p.

d. HAC insurance does not cover the participant dur'ing this part of
travel.

The participant should provide the program specialist with definite
information concerning the proposed extension of st~ at least 10 d~s

prior to the end of the official program. This notification is
necessary to all ow sufficient time to secure all approval s and make the
altered travel arrangements.

4. Returnina from Third Count~ Trainins

In the case of third country training the program specialist or the
training officer must initiate action through the sending mission to
have the host country or other sponsor obtai n transportation, if:

a. the partiC'ipant was provided only a one-w~ ticket, or

b. the return ticket will expire prior to the termination of the
participant's program, or

c. any other circumstances exist under which return
transportati on is not otherwi se provi ded.

5. Non-recei~t of Return Ticket

~1aintenance allO\'lance payments are to be discontinued during any
de1~ resulting from non-receipt of the return ticket. Where there is,
however, an unavoidable de1~ in scheduling or return ticketing beyond
tile planned program termination date, OIT will take whatever action is
most cost-effective to the United States in regard to transportation of
th~ participant. It is

f
critica1 that return tl("Cketin

h
g be p11anned to U... ·....}

cOlncide with the end 0 the training program see C apter 1 -
All owances and ~i!.rticiQant Trai ni n9. Notices issued annually by OIT).
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16H. UNUSED AIR TICKETS

1. Participants should be instructed during predeparture orientation
to report to their program specialist or contractor when they:

a. Do not use a portion of an AID-purchased ticket.

b. Receive services of greater val ue than indicated.

c. Do not cOOlplete originally scheduled travel.

d. Will be in training one year or longer.

e. Receive redeemable coupons from the airline.

2. The report the contractor makes must contain:

a. The GTR number (if directly purchased by AID).

b. Name and address of the participant during training.

c. The facts about the unfinished transportation or service.

d. The unused tickets or coupons.

e. Redeemable coupons received from the airl ine.

3. Participants m~ cancel reservations as necessary, but will not
receive funds or credits for unused tickets.

161. PROCEDURES FOR NOTIFICATION OF ARRIVALS AND DEPARTURES
"b

1. Arrival Notice System

a. The mission sends an "Arrival Notice" telegram to the country
of training. To assure that the participant will be met and assisted,
the telegram must be addressed as shown in Attachment 16A.

b. The Arrival Notice includes the following i nfonnati on:

(1) Participant(s) full name(s) as listed on the PIO/P; the
name by which the participant is to be officially addressed should be
underl; ned.

(2) PIO/P number.

(3) Name of airline and flight number.

(4) Scheduled date and time of arrival at port of entry.
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(5) Scheduled date and time of arrival, name of airline, and

flight number at point of training within the country, if different from
port of entry.

(6) Amount of advance maintenance allowance paid.

(7) Personal arrangements, if any, made by participant to be
met at port of entry.

(8) If the participant is of ministerial rank, include
his/her official title and whether protocol courtesies are desired (U.S.
arrivals only).

(9) Program specialist's three-digit code number, if
participant is programmed by OIT or its contractor/RSSA.

(lO) Contractor name, number, and address.

c. For U.S. arri val s, the cabl e must be sent at least one week in
advance of departure -- preferably as soon as the travel arrangements
are fi rm. It must be addressed as foll ~s:

To: SEC STATE WASH DC
- USIA/ECA/IVC
- (Name of City) Reception Center

d. If the amount of the mai ntenance allowance advanced is less
than the full amount normally advanced for U.S. or third country
training, the Arrival Notice must indicate the exact amount paid to the
participant and cable should be sent "priority.1I

2. De.parture Notice Sl.stem

a. Upon completion of the participant's training program, the
program specialist or the training officer in the third country notifies
the host country and mission of the participant's departure date and
his/her estimated time of arrival (ETA) in his/her home country.

b. In the case of consecutive third country training following
U.S. training, the program specialist advises the mission in the next
training country of the participant's ETA there and sends an information
copy to the mission in the participant's home country.

c. When a participant does not return to his/her home country
following U.S. training, the mission must advise OIT's contractor/RSSA
or the mission's contractor within 30 d~s after identifing a

l... ··.·.·."...~'.·'
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non-returnee si tuation. The contractors then have 30 days to
investigate and report a participant's continued presence in the United
States to OIT. After receiving the contractors report OrT has 30 days
in which to consult with all parties and report the case to the INS.

d. On the actual date of departure for return home, the
participant is provided one-half day's maintenance to cover expenses
incidental to international travel (e.g., taxis, limousines, etc.).
(see Chapter 11 - Allowances).
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ATTACHMENT 16A

ARRIVAL NOTICE SYSTEM INSTRUCTIONS

A. The proper use of the Arrival Notice System provides advance notice of
participant arrivals in the United States to United States Information Agency
Reception Centers so that reception and housing at ports of entry and in
Washington, D.C., can be arranged. .

1. Receipt of the notice at least one week in advance of arrival is
preferred.

2. In no case should a notice be sent less than 48 hours in advance of
arrival.

B. Examples of subject lines for arrival notices follows:

1. Foran Individual

a. Arrival Notice: PIO/P number, (full name)
b. Proj ec t Manager 1. D. Number

2. For a Group

a. Arrival Notice: PIO/P number, (name of group)
b. Project t~anager 1.0. Number
c. Include full names of all participants in body of message.

3. For a t~ember of a Team

a. Arrival Notice: PIO/P number, (team name)
b. Full name of participants
c. Project Manager 1.0. Number

4. For Contract Participant

a. Arrival Notice: PIO/P number, (Full name),
b. Contract Number
c. Name of Contractor
d. Contact person and telephone number

C. Cables are used to transmit arrival infonnation. Priority cables are
used when the time is short and/or the participant will depart without full
initial maintenance allowance. For cable addresses, see below:
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Column (a)

Column (b)

If arrival is at:

Then address and ca~tion are:

1. Washi ngton/Balt imore

AC TI ON: AI D-31

INFO: CU-04

FM: AMEMBASSY------
TO: SEC STATE WASHDC

2. New York, Miami

~.• ·... l'

""

ACTION:

or Hono1 ul u

AIO-3l

INFO: CU-04

FM:

TO:

At~EMBASSY----
SEC STATE WASHOC

* Reception Center

*Insert appropriate city from Column Cal, line 2.

~"' .....".,...•
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CHAPTER 17

PREDEPARTURE ORIENTATION

17A. POLICY

It is AID policy that all participants sent to the United States, or a
third country receive predeparture orientation. The orientation is to
facilitate the participant's understanding of the planned training
program, i nternati ona1 travel arrangements and 1He in the country of

\....I' trai ni ng.

178. DEFINITION

PredeQarture Orientation -- a fonma1 or infonma1 orientation provided to
~nr-sponsored partlclPants in the host country prior to departure that
is to address those administrative and cultural aspects of the training
program that are of immediate value to the departing participant.

17C. REQYIREMENTS

1. The mission training office is responsible for coordinating
predeparture orientation for all AID participants. The training officer
has particular responsibility for designing, conducting and monitoring
orientation programs for AID-sponsored participants. He or she is to
ensure that a U.S. official or technical expert in the appropriate
development field is included in predeparture orientations to address
technical issues.

2. Grantees, recipients of AID loans and both mission direct and
contract participants are to be included in mission predeparture
orientations, or when there is no mission, to provide a predeparture
orientation that includes the topics specified in this chapter.

3. Participation by host country officials, returned AID participants
and mission training office staff is necessary whenever group
orientations are held and desirable whenever individual participants are
being prepared for departure.

4. The three fundamental elements to be included in the predeparture
orientations are:

a. description of the planned training program;

b. aaninistrative requirements and program arrangements; and
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c. an introduction to the life and culture of the country of

training, specific program content of which will vary due to the unique
aspects of each mission, method of training program implementation, type
of training program and geographic location as well as the background of
the participants.

5. English language training programs given in the host country can
effectively incorporate some cultural and generalized administrative
information, international travel guidance and exercises drawing on life u<
in the Uni ted States or the country of trai ni ng. Language programs I.

incorporating such material, however, cannot be used in lieu of
predeparture ori entati on.

110. CONTENTS OF THE PREDEPARTURE ORIENTATION

Predeparture orientation programs are divided into three parts. The
following topics must be covered in orientations for both U.S. and third
country participants:

1. Partici~ant Trainin[Program

(a) A copy of the training documentation -- PIO/P WITH FACE l_~.~
SHEET REMOVED -- is to be given to the participant to facilitate .
understanding of the training requested. The PIO/P Face Sheet is to be
removed to avoid misunderstandings regarding program financing. If it
is abso1 ute1y necessary for the participant to see the PIO/P Face sheet,
it must be c1ear\t exe.1ained that all funds are not for the
~rti"ci,pant(sl DU are DUQ,get esti"matlons onTX. -

(b) The Training Implementation Plan, if available, so that
the program and iti nerary can be revi ewed. The~art icipant must
understand what tl~e and level of training he7sle 1s to~ unaertakinJU
especTal'Lx wf'ien 1an!lu~e tra1 nrn[ mus£.J!recede otFier trai"l n.9.

(c) The relationship of the participant's training program to
the AID program and the host country development plan.

(d) The participant's obligation is to complete the program
and return home immediately after the training is completed (see Chapter
18 -- Partici~ant Re~onsibi1 Hies).

2. Arnlinistrative As~ects

(a) The Participant Predeparture Checklist is coolp1eted and
included in the participant's file (see Attacl1nent 17A).
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(b) Assistance is given in applying for a visa (see Chapter

14 -- Visa Req!Jirements).

(c) Each participant is to read and sign two copies of the
AID Conditions of Training (Attachment 18A, Chapter 18 parti~~a]~
Res20nsibi1ities) to confinn understanding of an agreement Wlt ls/her
responsf61litfes as an AID-sponsored participant. One copy of this
document is retained by the mission; the other is given to the
participant. missions are required to cable that a signed Condition of
Training is on file. This notification mqy be incorporated on the
medical certification notification cable (see Chapter 6 - Project
I~lementationOrder/Partici.pants (PIO/P) and Sue.e.lemental
[)oclll1efltati on f.

(d) Travel plans are reviewed, including reservations,
tickets, use of the arrival notice system, date of departure, and date
of arrival in country of training. Travel aids such as the AID
participant lapel pin, baggage labels, and the Passport Leaflet
(Attachment 176) are distributed and discussed.

(e) Health and accident coverage is explained (see Chapter 25
-- The Health and Accident Coverage (HAC) Program). Medical
certfFicatfon, wfifcli 1S mandatory prlor toaeparture from the home
country, is reviewed (see Chapter 13 -- Prede,Earture Medical
EXCIIlinations). Emergency contact infonnation Tor partfclpants in
d'fstress in the United States is discussed and the contact list is given
to them (see Chapter 28 - AID Partic~nt Emergencl Contact Infonnati on).

(f) Advice concerning clothing requirements is given. No
special clothing allO\'1ance, however, is provided (see Chapter 11 -
All oW2nces).

(g) Hotel and housi ng arrangements are exp1 ai ned. Emphasi s
is placed on the participant's responsibility for pqyment of all housing
accommodations from his/her maintenance allowance, irrespective of who
makes reservations and arrangements.

(h) Until the participant has a pennanent address, personal
mail for AID participants managed by OIT's contractor/RSSA should be
addressed to:

Participant's full name
c/o Programming Officer's code number
Agency for International Development
Office of Internati onal Trai ni ng
Washington, D.C. 20523 U.S.A.
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Grant or contract managed participants should be appropriately
advised of contract officer's full name, address, and telephone number.

(i) Participants are advised that their families can reach
them in case of emergency by contacting the mission.

(j) Maintenance and other allowances are explained (see
Chapter 11 -- Allowances).

(k) The operation of automobiles or other motor vehicles by
participants is strongly discouraged by AID Further, the participant
who operates an automobile or other motor vehicle does so at his or her
own risk and expense.

(1) Participants are advised that the value of their U.S.
training may be considered U.S. income and be taxed by the Federal,
state and/or municipal authorities.

3. Cultural A~ects

(a) Participants should be given a brief introduction to life
in the United States or country of training, which includes some
understanding of the culture, climatic differences, clothing, food,
religions and other customs as well as some information on political
differences.

(b) Films, videotapes or other available resources, including
returned AID participants, should provide an awareness of beliefs,
behavior patterns and training or academic differences.

(c) A degree of psychological disorientation is the nonn when
first entering a new environnent. This disorientation can be reduced,
however, and ill effects avoided by fostering an understanding prior to
departure that flexibility is needed in order to adapt and that personal
rigidity and retreat from understanding can result in culture shock.

(d) Predeparture orientation programs can be funded jointly
by the mission and host country and can include the support of
contractors.

(l) When "in-country travel and per diem expenses are
necessary for predeparture orientation, they should be paid by the host
country.

(i')

'twI
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(2) The mission or contractor(s) normally should p~ for

the actual cost of the orientati on program.

(e) When it is necessary for the missi on and/or a contractor
to assume all or part of the expenses for orientation as no local
currencies are available, the cost of predeparture orientation can be
charged against project funds.

(f) OIT can supply missions with AID participant lapel pins,
Passport Leaflets and a 1imited number of other material s on request to
OIT/RS.
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ATTACHfiENT 17A

FORMAT

PARTICIPANT PREDEPARTURE CHECKLIST

Name of Participant:

PIO/P No. __~ .__~

Field of Training

Project/Activity No. and Title -----------

Programing Agent/Grantee/Loan/etc•••• Name/Address

ACTION DATE
COMPLETED

ACTION DATE
COMPLETED
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Conditions of Training

Bio-Data Si~ned Date

Academic Transcript

Avail abl e/Transl ated

Photos

Ministry or other

Concurrence

EngJish Call-Forward Score

Call Forward Received Date

D~endent Certificate Discussed

Reservati ons rv1ade

Rese rvati ons Confirmed

Pas ~ort/Vi sa

Amount of

Mai ntena nce Adva nce

Academic Non-Academic

TOEFL:

ALI/GU EPT:

Listeni n9.

GrcJ'l'Imar

Readi ng & Vocabul arx

Medical Certification

Arrival Notice Sent

Dee.,arture

Return

Return Arrival Notification

sent to OrT

Fi rst Intervi ew

Acceptance Letter and Follow-up Activities

Instructions Given

L...·.·....··.'\'..'..'..

'-'
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Predeparture Orientation

Given

Comments:

Trans. Memo. No.
10: 108

Effective Date
Sept. 1 J 1988

Page No.
17A-3

Note: This fonnat may be attached to on the cover of the participant's
file folder or on a separate sheet to be inserted in the file.



Participant Passport Leaflet

------------

Office of International Training

Agency for
International Development

Washington, D.C. 20523

NEW YORK

USIA Reception Center
1414 Avenue of the Americas

(corner of 58th Street)
Third Floor
New York. New York 10019
Office: (212) 826-4726

Please Note:

Telephone number area codes indicated in paren
theses may be required when calling from a phone
outside of the immediate area in which the reception
center is located.

Upon arrival at one of the three washington, D.C. area
airports, a representative of the Washington Interna
tional Genter (WI.C.) normally will meet and assist you
in reaching your hotel if the A.l.D. Mission has notified
them of your arrival time.

If you are not met, do the following:
1. Go to the ticket counter of the airline on which
you arrive to see if there are any messages for you.

2. If you are to attend the Washington International
Center program orientation, you should telephone
WI.C. at (202) 332-1025 for advice and assistance.

-1-
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Mr./Ms./Dr.
(Name 01 Participant)

of __----;::;-:----:---:- _
(Country)

is in the United States on a training program spon
sored by the U.S. Agency for International Develop
ment. Government officials and private citizens are
urged to extend courtesies and friendship to this
guest of the United States Government.

MUMs. _

Telephone: (

is the person responsible for arranging this students
program on behall of the Agency for International De
velopment.

To Our Foreign Guest:

Please carry this leaflet in your passport

Before you depart from your country be sure that you
have your name and destination on all of your bag
gage. using any other distinct identification to help
identify your luggage. including your brief case. flight
bag. camera. etc.

3. Unless you have been Instructed dlHerently pro
ceed as follows:

a II you arrive at the Washmgton National A"port.
take a taxi to

Windsor Park Hotel
2116 Kalorama Road. N.W
Washington. DC
Tel: 483-7700

b. II you arrive at the Dulles International A"port In
Reston, Virginia or the Baltimore-Washington
International (aWl) Airport near Baltimore. take
an airport bus to the Capital Hilton Hotel. 16th
and K Streets. N.W. Washington. D.C. Then take
a taxi to the Windsor Park Hotel.

Do not take a taxi from Dulles or BWI airports
directly to the hotel because the taxI fare IS very
expensive. You Will not be reimbursed for that
taxi fare.

c. Ask the desk clerk at the Windsor Park Hotel I!
there are any messages for you

4. The next morning. if you are to atlend the Wash·
Ington International Center oflentatlon. take a taxI
about 8:00 a.m. to'

Washington International Center
Meridian House
1630 Crescent Place. N.W
Washington. DC
Tel. 332-1025

(If the next day is SU:lday. wait until MondaY.1



If the next day is Saturday. or an official holiday. call
the Washington International Center for guidance.

Bring your passport with you and plan to arrive at
w.I.C. at 0830 hours.

5. In case of emergency. such as an illness. accident.
or shortage of money. telephone W.I.C. at (202)
332-1025 any day and any time.

In the event there is no answer at (202) 332-1025. tele
phone (202) 485-8792 (USIA Watch Officer) or (202)
647-1512 (ALD. Duty Officer) and leave a message to
be passed to W.IC.. including a telephone number
where you can be reached. Someone will return vour
call. The telephone area code for Washington. D'-C.
202. may be required if calling from a phone outside
the immediate Washington. DC. area.

We hope this information is helpful to you and that
you will have a good trip to the United States

2
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During your trip. keep your passport. government
check. traveler's checks and government documents
on your person at all times. Do not check these items
through with your baggage. Your A.I.D. lapel pin helps
the reception personnel to identify you at the airport.
Wear it so that it can be seen easily.

Normally. if the AI.D. Mission in your country has
cabled your arrival time. a representative of the United
States Information Agency (USIA) will meet you at the
airport of entry into the United States and assist you
through customs. immigration and public health ser
vices. (At the airport. please listen for your name in
case it is callet1 on the public address system or look
for an individual with your name listed on a card)

If you are not met and you need assistance at one of
the airports of entry. you should call the appropriate
number of the nearest U.S. Reception Center listed
below:

HONOLULU

USIA Reception Center
Federal Building. Room 6106
300 Ala Moana Boulevard
Honolulu. Hawaii 96850
Office: (808) 541-2734

MIAMI

USIA Reception Center
51 SW. First Avenue. Room 1304
Federal Office Building
MiamI. Florida 33130
Office: (305) 536-5543
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CHAPTER 18

PARTICIPANT RESPONSIBILITIES

18A. POLICY

It is AID policy that every participant be advised of the conditions and
responsibilities which accompany his/her acceptance of AID-sponsored
training in the United States or country of training and agree to
conform to these requirements.

18B. DEFINITIONS

Conditions of Training -- AID Form 1381-6 (Attachment 18A), which
part1clpants sign, that detail s the principal conditions involved in
accepting AID-sponsored training. This form is also available in
Spanish, French and Arabic.

~ 18C. REQUIREMENTS

1. AID missions and contractors in the host country who program
participants are responsible for ensuring that all participants,
including those funded by central bureau programs and those managed by a
host country entity, are informed prior to departure of the conditions
and responsibilities which accompany acceptance of an AID-sponsored
training program.

2. All participants are to understand and fully agree to accept
responsibility for confornling with the terms and conditions of
AID-sponsored training. Each participant is to read and sign the
Conditions of Training form (AID-1381-6), which details the primary
conditions prior to his/her departure from the home country.

3. Contractors in the United States and AID missions in third
countries of training are to review with the participant{s) their
responsibilities as participants.

18D. PROCEDURES

1. All participants are to be advised that they have the following
responsibilities:

a. earnestly undertake their program and fully apply themselves
to the extent of their abilities;
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b. carry a full course load or laboratory schedule as prescribed
by the academic or training institution;

c. pursue effectively the practical training phase of their
program;

d. promptly submit (if in a degree program) to or contractor the
Academic Enrollment and Term Report form (AID 1380-69) Attachment 26A,
Chapter 26 Monitoring of Participants at the end of each term.
Participants must be aware that contractors have authority to withhold
allowance p~ments if these reports are not submitted on a timely basis;

e. obtain assistance from their facul ty advisor at the university
or technical school or from their contractor when a problem situation
develops that may jeopardize the successful and timely completion of
thei r program;

f. complete their program, unless otherwise fully justified,
within the planned length of AID-sponsored training;

g. depart promptly from the United States or country of training
on completion of their program;

h. p~ all personal expenses prior to departure;

i. assume personal responsibility for complying with all
applicable tax laws in the U.S. and p~ing all tax liabilities;

j. return to their home country on departure from the United
States or country of training and resume work utilizing their training
for the agreed upon period. This period of obligation is generally
described in the bilateral agreement between AID and the host government;

k. comply with all laws of the country and local jurisdiction in
which their training takes place.

2. All participants are al so to understand and agree they will not:

a. seek to extend the length of their training program or their
stay for personal convenience;

b. seek to obtain employment in the United States or country of
training without prior AID approval;
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c. seek to remain permanently in the United States or country of
training;

d. marry during their training without notifying AID through
their contractor;

e. bring their dependent(s) to the United States or country of
training without prior approval (see Chapter 15 - Dependents of
Participants) ;

f. seek or accept any pUblic welfare assistance in the country or
local jurid1ction of training; and

iC g. own a motor vehicle without prior approval secured through
their contractor or progranming agent. -Ie

-It Revised
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AGENCY FOR INTERi'\ATlO'\AL DE\'ELOPl\1E~T

OFFICE OF INTERNATIO;>\AL TRAI!'\Il'\G, (OIT)

CONDITIONS OF TRAINING

1. Name of Participant (Mr., Ms., Dr.) (Family, Given, Other)

2. PIO/P Number

4. Cooperating Country

3. Country of Training

5. Project/Activity 1\'umber

I agree that, as an A.LD.-sponsored participant, I will adhere to my program, which has been requested and/or
approved by my government, devote my time and attention to my studies and/or practical training, and conform to
A.I.D. regulations and procedures for the duration of the training program. I agree that I will not seek extensions
of my program, but will return to my country without delay upon completion of my training and endeavor to utilize
the training acquired under this program for the benefit of my country. I also agree to comply with all laws,
including tax laws, of the country and local jurisdiction in which my training takes place.

Furthermore, I thoroughly understand the following policies of A. I. D.:

1. Two-year Residency Requirement: I will re
ceive and must remain on an A.I.D. J-1 visa during
my training program in the United States and I will be
obligated to return home immediately for a minimum
of two years after the completion of my training pro
gram.

2. Dependents: Participant dependents (i.e.,
spouse and/or children) should not accompany or join
a participant while he/she is in training in order that
the successful accomplishment of training objectives is
not hampered by increased problems of adjustment
and added financial burdens. In any case, dependents
may not join a participant until a full academic term
or six months, whichever is longer, is completed.
A.I.D. provides no funds for the dependents, and
permission for the participant to work in the United
States to support the dependents will not be given.

3. Termination of Training Program: A.I.D. re
serves the right to terminate the training program of
those participants who:

a. Change their course of study without authori
zation.

b. Fail in their studies.

AID 1381-6 (7/88) Page 1

c. Fail to carry classroom work that the training
institution believes is commensurate with their ability.

d. Fail to show sufficient interest in or to pursue
effectively the practical training phases of their pro
gram.

e. Conduct themselves in a manner prejudicial
to the Participant Training Program or to the laws of
the country of training.

f. Accept any public welfare funds.

g. Bring dependents to the country of training
without prior approval.

h. Obtain employment in the United States or
other country of training without prior A.LD. ap
proval.

i. Are diagnosed as having a mental or physical
disease, disability or disorder that will unduly delay or
prevent successful completion of the training program
or render the participant unlikely to contribute to the
home country's development for which the training
was designed.



4. Automobile Ownership:

a. Agency policy prohibits ownership of a vehi
cle without the approval of the Director. Office of In
ternational Training.

b. The Agency's Health and Accident Coverage
(HAC) program will not cover costs of medical treat
ment sustained as the result of the operation of an
automobile or other vehicle. whether or not lawn the
vehicle.

c. If I operate a motor vehicle not owned by
me. I do so at my own risk and am personally respon
sible for:

(1) Payment of the costs for medical treat
ment of injuries sustained as a result of an automobile
accident.

(2) Obtaining all necessary personal. liability
and health and accident insurance (other than the
Agency's Health Coverage [HAC] Program) and li
censes to meet state and local requirements for the
operation of motor vehicle.

(3) Determining and complying with all state
and local laws. ordinances and requirements where
applicable, restrictions and requirements of the train
ing facility.

d. It will be to my advantage to obtain the maxi
mum personal liability insurance coverage available to
cover claims against me should I ever be involved in
an automobile accident.

Signed:
Signature of Participant

Date

ATTACHMENT 18A
HB 10, TM 10:108

e. I also understand and will be guided by the
following conditions:

(1) A.J.D. assumes no responsibility for
expenses involved in a participant owning or operating
a motor vehicle. for expenses involving litigations re
lated to or resulting from participant ownership or op
eration of a motor vehicle. or medical treatment re
quired for injuries sustained while operating a vehicle.

(2) The U.S. Government cannot provide
any assistance or protection to a participant accused
of violating city. county or state laws regulating motor
vehicle acquisition. operation and disposition. This
applies to arrest and detention as well as fines, taxes,
legal fees. and lawsuits and medical coverage for inju
ries sustained as the result of operating a motor vehi
cle.

5. Assignment and Subrogation of Claim Pay
ments Relative to Health and Accident Coverage
(HAC) Program: I hereby assign and subrogate to
AJ.D. any and all rights and claims. and any pro
ceeds resulting from the enforcement thereof, that
may accrue to my benefit against any third party. in
cluding without limitation insurance companies. for
the payment of costs or expenses. including without
limitation medical costs. that AJ.D. has paid or will
pay on my behalf or on behalf of such third party. I
also agree to execute and provide to A.J.D. any and
all documents pertaining to the foregoing. including
without limitation written demands for reimbursement
against third parties. and to cooperate with AJ.D. in
any other manner necessary to implement the forego
ing assignment and subrogation.

Witnessed:
Signature of Mission Official

Title

NOTE: Form available in English (AID 1381-6), Spanish (AID 1381-6A),
Arabic (AID 1381-6B), and French (AID 1381-6C) through MO/RM,
Rm. 1200F., SA-14, Washington, D.C. ~0523.

AID 1381-6 (7/88) Page 2
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SPANISH VERSION

AGENCIA PARA EL DESARROLLO INTERNACIONAL

OFICINA DE CAPACITACION INTERNACIONAL

CONDICIONES PARA LA CAPACITACION

1.
Nombre del participante (Sr., Srta., Dr.) (Apellido, nombre
de pila, otro)

2.

4.

No. del PIO!P

Pais cooperador

3.

5.

Pais de capacitaci6n

No. del proyecto!Actividad

En mi calidad de participante patrocinado por la A.I.D.,
convengo en atenerme al programa que mi gobierno ha solicitado
o aprobado, dedi car mi tiempo y atencion a mis estudios 0

trabajo practico 0 ambas actividades, y en ajustarme a los
reglamentos y normas de la A.I.D. mientras dure el programa de
capacitacion. Me comprometo a no solicitar prorrogas del
programa, a regresar a mi pais sin demora al terminar mi
adiestra~iento y a esforzarme en utilizar los conocimientos
ad~uiridos en virtud de este programa para beneficio de mi
pals. Tambien convengo en cumplir con todas las leyes,
incluidas las leyes tributarias, del pais y de la jurisdiccion
local donde se real ice mi adiestramiento.

Asimismo, entiendo perfectamente las siguientes normas de la
A.I.D.:

1. Reguisito de regresar a mi pais y permanecer alIi dos anos

Recibire una visa J-l de la A.I.D. y me regire por ella
mientras dure mi programa de capacitacion en los Estados
Unidos. Tendre la obligacion de regresar sin demora a mi
pais al completar mi programa de capacitacion y debere
permanecer alIi durante dos anos como minimo.

2. Familiares a cargo

Los familiares a cargo del participante (es decir, conyuge
o hijos) no deben acompanar 0 unirse al participante
mientras este recibe adiestramiento, con el fin de no
perjudicar el logro debido de los objetivos del programa de
capacitacion al ocasionar mas problemas de ajuste y cargas

AID 1381-6A (7/88)
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financieras adicionales. En todo caso los familiares a
cargo no podran reunirse con el participante sino despues
que este haya terminado un curso academico completo 0 hayan
transcurrido seis meses, si este plazo es mayor. La A.I.D.
no suministra fondos para los familiares a cargo y no dara
autorizacion al participante para trabajar en los Estados
Unidos y mantener a sus familiares.

3. Terminacion de los programas de capacitacion

La A.I.D. se reserva el derecho de poner termino al
programa de capacitacion de aquellos participantes que:

a. Cambien sus cursos de estudios sin permiso.

b. Fracasen en sus estudios.

c. No realicen las actividades de clase que, en opinion
del instituto de capacitacion, sean compatibles con
sus aptitudes.

d.

e.

No de~uestren suficiente interes en seguir debidamente
las etap~s de formacion practica de sus programas.

Se comporten de un modo per judicial al Programa de
Capacitacion de Participantes 0 a las leyes del pais
de capacitacion.

~ .. ""..:.....

\I

f. Acepten fondos de la asistencia pUblica.

g. Traigan familiares a cargo del pais de capacitacion
sin autorizacion previa.

h. Obtengan empleo en los Estados Unidos 0 pais de
capacitacion sin la aprobacion previa de la A.I.D.

i. Sufran de una enfermedad fisica 0 mental, confirmada
por diagnostico, algun impedimento 0 desorden que,
indebidamente, demorara 0 impedira llevar a feliz
termino el programa de capacitacion 0 deje al
participante imposibilitado de contribuir al
desarrollo del pais de origen, para el que se proyecto
el adiestramiento.

4. Poses ion de automoviles

a. La agencia tiene por norma prohibir la posesion de un
vehiculo sin la aprobacion del Director de la Oficina
de Capacitacion Internacional.

AID 1381-6A (7/88)
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El programa de segura m~dico y contra accidentes
(Health and Accident Coverage - HAC) de la Agencia no
cubrira los costos de tratamiento m~dico por lesiones
sufridas como resultado del manejo de un automovil u
otro vehlculo, no importa quien sea su dueno.

5i manejo un vehlculo automotor que no me pertenezca,
10 hago por mi cuenta y riesgo, y soy personalmente
responsable de:

Pagar los costos de tratamiento m~dico par
lesiones sufridas como resultado de un accidente
automovillstico.

2) Obtener todos los seguros necesarios personal, de
responsabilidad civil, m~dico y contra accidentes
(ademas del programa de segura m~dico y contra
accidentes -HAC- de la Agencia) aSl como las
licencias para cumplir con los requisitos
estatales y locales de manejo de vehlculos
automotores.

3) Determinar y cumplir. con todas las leyes,
ordenanzas y requisitos estatales y locales donde
proceda, restricciones y requisitos del instituto
de capacitacion.

d. Me sera conveniente obtener el segura de
responsabilidad civil que ofrezca la mayor proteccion
para pagar las demandas que se presenten contra mi si
alguna vez estoy implicado en un accidente
automovillstico.

e. Tambi~n entiendo las siguientes condiciones y me
guiar~ por elIas:

La A.I.D. no asume ninguna responsabilidad por
los gastos ocasionados a un participante por el
manejo 0 propiedad de un vehlculo automotor, de
los gastos ocasionados al participante por
litigios relacionados con la propiedad 0 manejo
de un vehlculo automotor 0 derivados de ello, 0

del tratamiento m~dico requerido por lesiones
sufridas al mane jar un vehlculo.

2) El Gobierno de los Estados Unidos no puede
ofrecer ninguna ayuda 0 proteccion a un
participante acusado de violar las leyes de la
ciudad, condado 0 estado que regulen la
adquisicion, manejo y traspaso de un vehlculo

AID 1381-6A (7/88)
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automotor. Esto se aplica a la detencion y
encarcelamiento asi como a las multas, impuestos,
honorarios legales y litigios, y seguro medico
por lesiones sufridas como resultado del manejo
de un vehiculo automotor.

5. Cesion y subrogacion del pago de demandas relativas al
Programa de seguro medico y contra accidentes (HAC)

Por la presente cedo y traspaso a la A.I.D. todos y cada
uno de los derechos y reclamaciones, y todas las ganancias
derivadas de su cumplimiento que puede acumularse en mi
favor contra cualquier tercero, incluidas las companias de
seguros sin limitaciones, para el pago de costos 0 gastos,
incluidos sin limitaciones los costos medicos, que la
A.I.D. haya pagado 0 pagara en mi nombre 0 a nombre de
dichos terceros. Tambien me comprometo a formalizar y
entregar a la A.I.D. todo documento relativo a 10 anterior,
incluidas las demandas por escrito; sin limitaciones, de
reembolso contra terceros, y en cooperar con la A.I.D. en
cualquier forma necesaria para ejecutar la asignacion y
sUbrogacion antes mencionadas.

u·············'·····,'·······','. .{

\- ..<-

Firmado:

(Firma del participante)

(Fecha)

AID 1381-6A (7/88)

Testigos:

(Firma del Funcionario de la
Mision)

(TitulO)
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ATTACHMENT 18A
HB 10, TM 10:108

FRENCH VERSION

AGENCL POUR LE DEVELOPPEMENT INTERNATIONAL

OFFICE DE LA FORMATION INTERNATIONALE

CONDITIONS DE STAGE

1.
Nom du participant (M., Mme, Dr) (nom de famille, prenom, autres)

2

3.

PIO!P No.

Pays participant

3.

5.

Pays offrant la formation

NO Projet!Activite

Je m'en9a~e, en tant que participant parraine par l'AID, a adherer a
, , , / 'mon programme, lequel a ete demande et ou approuve par mon

gouvernement, a consacrer mon temps et mon attention a mes etudes
et/ou a rna formation pratique, et a me conformer aux reglements et
procedures de l'AID pendant toute la duree du stage de formation.
Je m'engage a ne pas essayer de proroger la duree de man stage et a
retourner dans mon pays sans tarder des la f in de mon st.age de
formation et a m'efforcer de mettre a profit laformation acquise
pendant ce stage dans l'interet de mon pays.

Je m'engage ~galement a respecter toutes les lois, y compris les
1015 fiscales, Ju pays et de la localite dans lesquels se deroulera
mon stage de formation.

En outre, je comprends parfaitement les reglements de l'AID qui
figurent ci-apres:

1. Conditions de sejour et de retour au pays

Je dois obtenir un visa J-l A.I.D. dont je dois rester titulaire
pendant la duree de mon stage de formation aux Etats-Unis et je
m'engage a rentrer au pays des la fin du stage pour un minimum
de deux ans.

2. Memores de la famille

Les memores de la famille d'un participant (conjoint(e) et/ou
enfants) ne devraient pas accompagner ou rejoindre Ie
participant pendant qu'il fait son stage de formation afin de ne
pas compromettre ses chances de succes du fait des problemes
supplementaires d'adaptation et d'obligation financieres. Les
membres de la famille ne peuvent, en aucun cas, rejoindre Ie
participant avant que la duree totale de la formation technique
ou six mois, en retenant la plus longue des deux periodes, ne

AID 1381-6c (7/88)
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soit completement achevee. L'AID ne prevoit pas de fonds pour
les membres de la famille et n'autorise pas Ie participant a
travailler aux Etats-Unis pour subvenir aux besoins de sa
famille.

3. Renvoi de participants aux programmes de formation

L'ArD se reserve le droit de renvoyer les participants au
programme de formation qui:

a. changent de programme d'etudes sans autorisation;

b. ont de mauvaises notes;

c. ne font pas le travail de classe qui, selon le centre de
formation, est en rapport avec leur aptitude;

d. ne montrent pas suffisamment d'interet ou ne suivent pas
efficacement les phases de formation pratique de leur
programme;

(j''.".' .;:,)

0' .•<;

e se comportent d'une manlere prejudiciable au ProgramQe de
formation des participa~ts ou aux lois du pays offrant la
format_ion;

f. acceptent toute aide sociale aux personnes desavantagees;

g. amenent des membres de leur famille dans le pays offrant la
formation sans en avoir obtenu l'autorisation prealable;

h. obtiennent un emploi aux Etats-Unis ou dans le pays offrant
la formatIon sans avoir obtenu l'autorisation prealable de
l'ArD;

i. manifestent, suivant un diagnostic, des symptomes de
maladie mentale ou physique, une infirmite ou des troubles
qui retarderont ou entraveront indument Ie bon deroulement
de leur programme de formation ou qui ne permettront
vraisemblablement pas au participant de contribuer dans son
pays au developpement auquel la formation est destinee.

4. Possession d'une automobile

a. La politique de l'ArD interdit de posseder un vehicule sans
avoir obtenu l'autorisation du Directeur de l'Office de la
formation internationale.

b. Le programme d'assurance maladies et accidents (HAC 
Health and Accident Coverage) de l'ArD ne couvre pas les
frais de traitement medical necessaire a la suite d'un
accident survenu en conduisant une automobile ou tout autre
vehicule, que j'en sois ou non proprietaire.

AID 1381-6C (7/88)
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c. Au cas ou je conduirais un vehicule automobile dont je ne
suis pas proprietaire, je Ie conduis ames propres risques
et je suis personnellement responsable:

1) de regler les frais medicaux de traitement des
blessures subies a la suite d'un accident automobile;

2 ) de contracter toute assurance necessaire couvrant rna
responsabilite civile privee, ainsi que les maladies
et accidents (autre que Ie Programme d'assurance
maladies et accidents (HAC) de l'ArD). Je m'engage
egalement a remplir toutes les formalites locales et
de l'Etat regissant la conduite des vehicules
automobiles (permis de conduire, immatriculation,
etc.) ;

d.

3) de chercher a connaltre et de respecter toutes les
lois, ordonnances et prescriptions applicables,
locales et de l'Etat, ainsi que les restrictions et
exigences du centre de formation.

II serait dans mon interet d'obtenir la couverture la plus
elevee possible en ce qui concerne 1 'assurance de
responsabilite civile privee pour Ie cas ou je serais
impliyue dans un accident automobile.

e. Je comprends egalelilent que je serai guide par les
conditions suivants:

1) L'AID n'assume aucune responsabilite en ce qui
concerne les depenses qu'un participant pourrait avoir
a supporter du fait qu'il possede ou conduit un
vehicule automobile, les depenses occasionnees par
toute action judiciaire se rapportant au fait que Ie
participant possede ou conduit un vehicule automobile,
ou les frais medicaux necessaires a la suite de
blessures subies alors qu'il conduit un vehicule.

2 ) Le Gouvernement des Etats-Unis ne peut fournir aucune
assistance ou protection a un participant qui est
accuse d'avoir viole les lois municipales, du comte ou
de l'Etat, regissant l'acquisition, la conduite et la
cession d'un vehicule automobile. Ceci s'applique a
l'arrestation et a la detention, aux amendes~ taxes,
frais administratifs, ainsi qu'aux proces et frais
medicaux pour blessures subies alors qu'il conduisait
un vehicule automobile.

AID 1381-6C (7/88)
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5. Cession et suhro ation du aiement des indemnites relevant du
Programme d'assurance maladies et accidents HAC

Je soussigne cede et subroge a l'AID tous droits et recours, er
tous montants provenant de 1 'application de ces droits et
recours qui me seraient acquis contre toute tierce partie, y
compris mais sans s'y limiter des compagnies d'assurances, en ce
qui concerne Ie paiement des couts et depenses, y compris mais
sans s'y limiter les frais medicaux que l'AID a regles ou
reglera en mon nom ou au nom de ladite tierce partie. Je
m'engage egalement a signer et a fournir a l'AID tous documents
concernant ce qui precede, y compris mais sans s'y limiter les
demandes de remboursements faites par ecrit conrre les tierces
parties, et a cooperer avec l'AID de toute autre maniere
necessaire a l'execution de la cession et de la sUbrogation
susmentionnees.

t .."~'
\wi

Signatures:

(si30ature du participant)

(Date)

AID 1381-6C (7/88)
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CHAPTER 19

AIRPORT ARRIVAL SERVICE IN THE UNITED STATES

19A. POLICY

It is AI D pol icy that participants are met whenever feasi bl e at the
United States airports of entry in Honolulu, Miami, New York as well as
at Washington, D.C./Baltimore.

19B. PURPOSE

AID has established policy in order this to resolve visa, customs, money
exchange, and transit problems.

19C. SERVICES PROVIDED

1. New York, Honolulu, and Micrni

Through a financial arrangement with the United States Information
Agency (USIA), AID-sponsored participants are met at the Honolulu, Miami
and New York ai rports by USIA Recepti on Center personnel, who provi de
the following services:

a. meet participants at the airport (when complete and accurate
fl ight data have been received in advance);

b. facilitate clearance of participants through customs, public
health and immigration;

c. make hotel arrangements at the airport of entry if necessary;

d. assist participants "in making connections for on-going
flights; and

e. for participants traveling on to Washington, D. C., notify the
Washi ngton I nternati onal Center (WIC) if there are changes in the
previously announced travel plans or if the number of participants is
different from that provided in previ ous i nformati on.

2. Washington/Baltimore

For participants arriving at Washington National, Dulles or
Baltimore-Washington International airports, WIC provides the following
services \'1ith the help of trained volunteers:

---~~-~---_._----~----~-------,-~-
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a. make or confinn Washi ngton hotel reservations prior to arri val;

b. meet participants at any d~ or hour at the th~e airports
(when possi bl e, arri val s shoLll d be scheduled duri ng work hours);

c. help participants with immediate problems and questions,
including small, emergency cash advances; and

d. arrange for the participant's bus, taxi or limousine trip from , )
the airport to the hotel where reservations have been made.

19D. PROCEDURES

1. To ensure that a newly arriving participant is met, the mission
cables fl ight number and arrival time as soon as kn<Mn, in any case
early enough to be received no less than 48 hours befo~ the scheduled
arrival (see Chapter 16 -- Travel and the Arrival Notice §tstem).

2. Participants programmed by the Office of International Training's
(OIT) contractor/RSSA make their travel arrangements and cable the
arrival information in response to the II call forward ll instructions from
the contractor/RSSA. A copy of the arrival information cable is
routinely passed through USIA to the appropriate reception center.

3. For participants programmed by other than OITls contractor/RSSA,
missions should cable arrival infonnation in the same fashion, using the
arrival notification system described in Chapter 16 -- Travel and the
Arrival Notice Slstem.

4. If the participant is from a country without AID presence, or if
for other ~asons it is not feasible for the mission to cable the
necessary infonnation on time, the contractor or host government entity
concerned m~ cable or telegraph by commercial channels to USIA, ATTN:
RECEPCEN, Wash, E/VCR, and the infonnation will be passed to the
port-of-entry recepti on center.

5. For participants scheduled to arrive at National, Dulles or
Baltimore-Washington International airports, USIA passes the arrival
notice to WIC, which makes the necessary arrangements.

i .'~

\wi
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CHAPTER 20

ORIENTATION IN THE UNITED STATES

20A. POLICY-
It is AID policy that all participants training in the United States are
requi red to attend appropri ate on entati on programs in the Uni ted States
which focus on both the practical aspects of liVing in this country and
on the customs, values and institutions of Americans. The orientation
programs must be tailored to the different needs of short-term trainees
and long-term or academic students and researchers. Ori entati on must
not seek to inculcate participants with American values.

208. DEFINITION

Orientation -- a program to provide the participants with an
unaerstariCJing of American culture, values and institutions -- not for
emulation, but to encourage friendly and productive relationships
bet~en the countries and to facilitate personal and professional ties
which can foster the participants' continued technical growth and
contributions after their return home. Specific goals of orientation:

1. Provide participants with an understanding of American behavioral
patterns and with skill s so that they may operate with confidence as
they interact at the professional, academic, and social levels with
Americans.

2. Minimize the mental and physiological stress of culture fatigue and
shock, especially as participants are increasingly drawn from the
relatively disadvantaged elements of their home country societies.

An orientation program should be broadly designed to assist participants
in qUickly adjusting to a different culture and facil itate achievement
of their training objectives. Topics and activities include:

1. Administrative and logistical concerns as foll~s:

(a) Health and Accident Coverage (HAC) Program

(b) AllO\'1ances and how to budget daily expenses

(c) Counseling services

(d) Mail i ng i nstructi ons
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(e) Passport and vi sa regul ations

(f) I ncome tax re qu i reme nts

(g) Relevant Handbook 10 regulations

2. Adjustment to American culture, values and institutions, with focus
on such topics as Understanding the American People, Society in
Transition, The American Economy, Education in the United States, Race
Relations, Male and Female Relationships, and the Political Process.
American values and behavioral characteristics important in developing
effective relationships (e.g., emphasis on time management, acceptance
of change, infonnality, anns length conversational distance) are
covered. Also, for participants programmed into universities, the
differences in approach bet\'Ren American and many foreign universities
with respect to study.

3. Introduction to American life -- home hospitality in volunteer
hanes; informal di scussi ons with vol unteers; organi zed trips to si tes of
political, economic, community, and historic interest; and exposure to
special events in the evening such as county fairs, concerts, etc. (see
Chapter 21 -- Hane Ho~ital i~ and Communi tx ProlJrarnmi n.9).

4. Matters of concern to participants such as money, food, clothing,
housing, relating to Americans.

The program schedule should be designed to prevent over-fatigue during a
peri od of travel and transiti on.

200. WASHINGTON INTERNATIONAL CENTER (WIC)

~.. , ....
\.I

The Washington Internati onal Center of Meridian House Internati onal,
(located at 1630 Crescent Pl ace, N. W., Washi ngton, D.C. 20009) is under
contract to AID to provide orientation and related services to l'~'.. '_*.)..~
AID-sponsored participants. Missions are encouraged to enroll all .
part ici pants, however programmed, in the WIC ori entati on.

1. WIC Prog,ram

WIC conducts each \Eek at 1east one scheduled program of
orientation, with additional simultaneous programs during the "busy "
season to keep individual sessions relatively small or to meet the
specific needs of special groups. In the latter category are tailored
programs of shorter duration, especially for short-tenn trainees
traveling as a group or a program given in Spanish or French or with
translation. Regular programs last 5 d~s and begin each Monday.
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Participants attending should arrive no lat~r than the previous Saturday
if crossing several time zones to recover from travel fatigue and to
settle in.

2. Other WIe ParticiEant services

Recognizing the variety of problems often facing participants on
their arrival in the United States, WIe also:

a. provides check cashing and travelers check services;

b. lends winter outerwear to participants from warm countries
until they leave Washington or purchase their own warm clothing;

c. makes or confinns follow-on travel arrangements;

d. assists in resolving personal problems;

e. loans small amounts of money for expenses pending del ~ed
maintenance allowances.

3. R~stration

a. For participants programmed through OIT by its
contractor/RSSA, funded PIO/Ps include the WIe fee, which is credited to
the Master Disbursing Account by the Office of Financial Management.
The programm"ing agent schedules attendance with WIC.

b. For participants programmed by bureau, mission, or host
country contractors, the contractors schedule attendance directly with
WIe and p~ the fee.

v------------
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CHAPTER 21

HOME HOSPITALITY AND C<N4UNITY PR<XiItWt1ING

21A. POLICY

It is AID policy that progr~nming specialists include in participants'
programs scheduled opportunities to meet professional counterparts and
receive invitations for hospitality in American homes.

\...; 21B. PURPOSE

An important objective of each participant's training program is an
improved understanding of the United States, its customs, culture,
institutions, and values. The purpose is not to inculcate them with
these American characteristics, but to assist them in adapting to the
United States and to Americans for their period of training. These
broadening experiences are also intended to help participants understand
first hand the processes of a democratic society and the private
enterprise system as well as to develop trust and understanding so that
cooperation and commerce will readily grow.

21C. DESCRIPTION

OIT works through cooperative agreements with two non-profit
organizations which maintain networks throughout the United States
available for programming participants into home hospitality and for
arrangi ng cornmunity contacts. They are:

1. The National Council for International Visitors (NCIV)

The NCIV is a Washington-based organization which coordinates the
activities of more than 100 local councils in both large and small
cities throughout the United States. While several councils in large
cities have skeletal paid staffs, all depend largely or wholly on
vol unteers to arrange and carry out the services provi ded to forei gn
visitors including AID participants. The local councils specialize in
programming short-term visitors and can be particularly effective with
technical participants. In addition to home hospitality, the councils
can arrange meetings with professional counterparts to supplement the
training program as well as tours of local business enterprises. With
very few exceptions, these services are without charge.
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2. The National Association for Forei.9n Student Affa"irs (NAFSA)

NAFSA is an organization with both individual and institutional
membership throughout the United States. Membership is particularly
focused on foreign student advisors and other international student
office staff, teachers of English as a Second Language, and other fields
dealing with foreign students. NAFSA has several sub-organizations, one
of which is the Community Section (COMSEC). COMSEC membership, on most
campuses, is available to arrange home hospitality and other community U
contacts for foreign students. With its focus on campuses, COMSEC is .•.....•.. }
especially appropriate for long-term academic and campus-based technical
participants.

21D. PROCEDURES

1. Programming specialists tap the resources of these two
organizations as foll~s:

a. NCIV -- Requests for services m~ be directed to the NCIV
headquarters--at Meridian House, 1623 Belmont Street, N.W., Washington,
D.C. 20009, Telephone: (202) 332-1025 or (800) 523-8101. NCIV
publ i shes and conti nually updates a di rectory of specific services
provided by all of the 100 local affiliated councils. Contractors may
obtain copies from NCIV. With the directory, requests for services can
be sent directly to the local counCil.

b. NAFSA/COMSEC -- Requests for assi sta nce m~ be di rected to the
NAFSA headquarters at 1860 19th Street, N.W., Washington, D.C. 20009,
Telephone: (202) 462-4811. While NAFSA also pUblishes a directory of
local COMSEC chapters and services, it is not continually updated and
local contacts m~ be out of date. Therefore, re<JJests for assistance
should be directed to NAFSA for forwarding to the current local contact.

2. To use these resources, the programming specialist must initiate
the request as early as possible -- describing the individual's or
group's program objecti ve, the specific assi stance sought, the ava"il abl e
time and location, the visitor'(s) name(s), background, professional
areas of interest, and any special considerations such as dietary
restrictions. Lead time requirements vary by local affiliate; maf'\Y are
able to arrange services on very short notice (depending upon the season
and current volume of foreign visitors), while others require greater
1ead time. In all cases, it must be remembered that the services are
being provided by volunteers.

L ..~\III
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CHAPTER 22

MID-WINTER C(M1lJNITY SEMINARS

22A. POLICY

It is AID policy that missions and bureaus as well as contractors
should, whenever feasible, ensure that AID-sponsored participants whose
programs last at least one year (academic year in the case of
participants at academic institutions) attend a Mid-Winter Community
Seminar.

22B. PURPOSE

Mid-Winter Community Seminars are a primary means to expose participants
to substantive programs which supplement their formal training at a time
during the Christmas holid~s when training institutions are generally
closed down. The seminars also provide participants with an opportunity
to experience American communities and know American families in order
to develop some insights into American culture, values and
institutions. At the same time, they offer to American host families an
opportunity to meet participants and witness the AID program in action.
The seminars are considered important and necessary adjuncts to training
programs by conveying an understanding of the United States and its
people as a society in continuous development and of its institutions
which have traditionally contributed to that development.

22C. DESCRIP TION

1. Each year during the academic Christmas break, OIT sponsors the
Mid-Wi nter Community Semi na rs under the leadership and coordi nati on of
the National Council for International Visitors (NCIV). The individual
programs are presented by more than 30 local NCIV affiliates.

2. Local programs vary, but are similar in that they are built around
a substantive topic, include home hospitality, and provide social,
cultural, and recreational activities. Substantive programs, typically
encompassing at least 3 or 4 d~s of the 9-d~ program, include topics
such as arid agriculture, management skills, international finance,
volunteerism, community health, local governnent, urban problems and
private enterprise. Emphasis is on practical applications "including
tou rs to install ati ons and meeti ngs with actual practi ti one rs rather
than academic theory. Local NCIV affiliates select the theme drawing
upon local resources and design the program under the guidance of NCIV.
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220. PROCEDURES

1. Bureaus and Missions

Bureaus and missions must ensure that funding for Mid-Winter
Canmunity Seminars is incl uded in the funding for individual participant
programs. Participants programmed through OIT are funded from their
PIO/Ps. Participants programmed by other bureau, mission and host
country contractors/grantees are enrolled by the payment of tui ti on
directly to NCIV. The tuition varies by seminar site. In sane cases, U
seminar plans may include charges for lodging and/or other group costs,'
in addition to tuition. Such costs should be considered payable fran
the participant's per diem for the sem'inar, whether billed to the
participant on arrival or to the contractor in advance. see appropriate
Partici~ant TraininaNotice for current per diem rates for Mid-Winter
~cmmunfty "Semfnars n~e ffiachment 22A).

2. Partici~ants

With the guidance of their programming specialists, participants
select a first, second and third choice seminar from among those
avail abl e after NCIV circulates the offeri ngs to the contractors.
Assigments are made on a first cane-first served basis with regard to ,-.)..;~
balance in participant mix. Attendance is not restricted geographically .
except by a maximum travel cost; a change in geographic area from the
site of training is encouraged.

3. §.Eou sesa nd Children

In many instances, individual seminars are able to accommodate the
spolJses of participants, whether the spouses attend with the intenti on
of participating in the seminar or merely accompanY the participant to
the seminar site with no intention of participating.

a. Particie.ating ~ouses -- Participants with spouses may be
naninated Tor ]ofnt attenance only when both can participate fully in
all scheduled activities, substantive, cultural and recreational. This
participation includes home hospitality. It is not possible for the
seminar coordinators to make commitments for participation without the
assurance that the spouse will, in fact, do so. The spouse must be
adequately competent in English to participate in the program. The
participant is responsible for all costs of the spouse, including
tuition, food and lodging, and incidental expenses. Arrangements for
participation and tuition payment must be made in advance. In cases
when both husband and wife are AID-sponsored participants individually,
both are enrolled separately in the same or different seminars.



Trans. r4emo. No. Effective Date Page No.

AID HANDBOOK 10 10: 108 Sept. 1, 1988 22-3

-
22D3

b. AccomEal)Xin,g ~ouses -- ~~hen approved by the seminar
coordinator in advance, spouses m~ accompa~ the participant without
participating in the seminar. The presence of the spouse, however, does
not relieve the participant from the obligation of fully participating
in all scheduled seminar activities including organized social and
cultural activities. In particular, the participant must accept a home
hospitality invitation if included in the seminar program, even if it is
not possible for the spouse to join him/her or the invitation cannot be
extended to the spouse. The participant is responsible for all costs of
the spouse.

c. Children -- Unless specifically planned for and announced in
advance by t~e lndividua1 seminar sites, no children are allowed to
accompa~ a participant under any circumstances. There are rarely any
arrangements available to care for children, and their presence would
disrupt seminar plans such as home hospitality, room arrangements, and
various activities.

4. Partic~ant Attendance

Participants who are enrolled in seminars are obligated to arrive
on schedule and participate fully in all scheduled activities. Seminar
coordi nators are requ; red to report to the responsi b1 e programmi ng
specialists those participants who arrive late, depart early, or fail to
participate in scheduled activities. Program specialists then withhold
from futu re mai ntenance p~l11ents the amount for those d~s mi ssed,
unless the cause of non-attendance was beyond the participant's control
such as illness, late university closing, transportation de1~s, etc.
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DEPARTMENT OF STATE PARTICIPANT TRAINING NOTICE
AGENCY FOR INTERNATIONAL DEVELOPMENT

OFFICE OF INTERNATIONAL TRAINING

SUBJECT REFERENCE NOTICE NO.

PER DIEM Rates for FY 88 Mid-Winte ~ 22 89-5 11/22/88FHa 10. CHAP.
Community Seminars CANCELLATION DATE

p.... I of 2 p....

SUPERSEDES

AMENDS TN 89-2 dated 10/12/88

Because of the differences in lodging costs at the various
Mid-Winter Community Seminars (MWCS), a modified per diem
allowance for participants attending the FY 88 seminars has been
established.

The allowance equals the double occupancy rate at a specific
locale, as indicated below, plus $25. Where only single rooms
are available, the lodging may be based on the single room
charge. In either case, the per diem may not exceed the amount
indicated below plUS $25. If a participant wishes to occupy a
single room where double rooms are available, he/she must pay
the difference in cost from personal funds or from the $25.

In no case may the total per diem exceed the standard maximum
rate of $65 ($75 for designated high cost cities and $90 for
exceptional high cost cities).

During the period of attendance, the participant continues to
receive the full, established maintenance allowance plus the
total of the MWCS lodging and $25.
Also indicated below are the seminar fees for each location for
your convenience in preparing budget figures.

The lodging costs and seminar fees are:

DOUBLE SEMINAR
CITY OCCUPANCY RATE FEE

Atlanta, GA $ 32.50 $351

Baltimore, MD $45.00 $350

Baton Rouge, LA $ 35.00 $314

Boston, MA $27.42 $360

Buffalo, NY $24.30 $280

Chicago, IL 11 $40.48 $314

Chicago, IL 12 $22.00 $297

Cincinnati, 08 $34.00 $289

Columbus, 08 $27.50 $360

Des Moines, IA $30.00 $380

Detroit, HI $32.45 $350
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Irvine,. CA $34.90 $240

J·ackson, MS $29.15 $333 4JL, .."

Lincoln Univ-. , PA $25.00 $320

Lit tlf~ Rock, AR $25.68 $262

Los Angeles, CA '1 $47.60 $400

Los Ange!es, CA 12 $35.00 $350

Melbourne,. FL $25.• 00 $340

Memph.i s, TN $ 2;7.• 06 $277

Milwaukee, WI $27. 7'5 $320 .....
Minneapolis... MN $25..20· $.271

QNew York" Nt .1 $.39.00 $.390

New York,. NY ,:2 $,25.00 $.38.3

Orlando, FL $31.00 $320

Philadelphia, PA $28.88 $314

St. Louis, MO S: 27.00 $350

~San Francisco·,. CA $40.00 $38.3
I'~ ,_ :",;

San Juan, PR $34.00 $286

Scottsdale', AZ $30.00 $286

Seattle, WA $24.00 $328

Spokane, WA $31.27 $312

Syracllse, NY $ 20.00 $263 Qt\ _:

Tampa Bay, FL $10.00 $283

Tucson, AZ $ 30.12 $267 ~

'I'ulsa, OK $26.88 $380

Washington, DC $28.00 $383
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23A. POLICY

CHAPTER 23

INTERPRETER AND ESCORT SERV ICES

It is AID policy that participants are provided interpreter/escort
services when not proficient in the language of training.

~ 23B. DEFINITIONS

1. Inter.Qreters -- qualified individuals with the sole responsibility
of providi ng s1imi1 taneous and/or successi ve trans1 ati on services to one
or more participants.

~. Escorts -- AID officials who provides assistance with participant
traver, 10glstics and scheduling, home hospitality arrangements, and
serves on behalf of AID as the representative of the participants in
meetings or other situations. In the absence of an individual official
serving as escort officer, an interpreter m~ serve as an escort.

23C. RESPONSIBILITIES

1• Contractor-Mana~ed ParticiEants

If the costs for interpreters and/or escorts are authori zed by the
contract, the contractor makes all arrangements and funds the
interpreters and/or escorts from the contract.

2. Partici~ants Funded Throu[h OIT

a. Responsibility for arranging services for participants managed
by OITls contractor/RSSA is delegated to those contractor/RSSA. They
are responsible for making all arrangements inclUding p~ent. t"lissions
and bureaus request interpreter/escort services by:

(l) indicating in Block 17 of the PIO/P that these services
are needed; that salary, per diem, transportation, and miscellaneous
expenses are authori zed; and the doll ar amount provi ded; and

(2) stating in the Bio-data (page 3 of the PIO/P) that the
part ici pant(s) requi re(s) an interpreter/escort.

b. The Office of Financial Management places in the Master
Disbursing Account the funds transferred by the PIO/P, including those
for interpreter/escort services, whi ch are drawn down for tlli s purpose
by OIT and its contractor/RSSA.
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c. OITor its contractor/RSSA, as appropriate, issues a Letter of

Assignment to the interpreter/escort, based upon an umbrella contract
which establishes salary levels and other conditions of employment.
Salaries are maintained at the levels established by the Department of
State for its interpreters. In addition to the basic compensation,
there is supp1 ementa1 p~ for servi ng as escort officer and for
providing interpreter services to a group of five or more participants.
The interpreter/escort recei ves the same travel and per diem as the
participants served.

0
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24A. POLICY

CHAPTER 24

PARTICIPANT TRAINING INFORMATION SYSTEM

It is AID policy that AID maintain current and accurate data on all
AID-sponsored participants.

V 24B. PURPOSE

Participant data are required for management purposes by the
administrator, bureaus and missions, and OIT. Participant training data
are also necessary for external information including the Congress,
other Federal agencies, and the United States academic community.

24C. DEFINITIONS

1. Partici~ant Trainina Information System (PTIS) -- the Agency's
computer-oasea repository 01 onida' data on an AID-sponsored
participants including those managed through OIT, AID direct contractors
and grantees, host country contractors and host country government
entities.

2. Project I~lementation Order/Partici~ants (PIO/P) -- AID Form
1380-T, wnlcn orlgfnates at die TU nafng source, nonnafly ina mi ssi on,
and is required for all participants including those directly managed
(funded PIO/Ps) and contract-managed (unfunded PIO/Ps), (see Chapter 6
-- prOjectrIi11ementation Order/Partici~ants (PIO/P) and S~JR1ementa1
DoclJlle ntatl on •

3. lAP 66A - Certificate of E1i.9ibi1it~ for Exchange Visitor (J-1
visa) -- a Tonn wfifcn permits AID particlpants to request a J"-1 viSa
Trom the United States Consulate for entering the United States under
the AID Exchange Visitor Program (see Chapter 14 -- Visa Requirements).

4. Partici~ant Data Form (PDF) -- AID Form 1381-4, which is the
primary data input doclJllent 10r the PTIS (Attachment 24A). It also
serves for enrolling a participant in the AID Health and Accident
Coverage (HAC) Program.

5. Medical Certification Cable -- cable from mission to OIT certifying
that tne partfclpant lias unaergone a standardi zed medical exani nati on
(see Chapter 13 -- PreDe.Qarture Medical Examinations) and is in good
physical health or rr pre-existfng meafcal conaltfons are di scovered,
that those conditions are waived from HAC coverage.
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240. RESPONSIBILITIES

1. on is responsible for maintaining the PTIS and for preparing
reports based on data from it.

2. Bureaus and missions with projects having participant training
elements are responsible for ensuring that PIO/Ps are sUOO1itted to OIT.
missions issuing the initial lAP 66As for participants must also submit
the bl ue copy to OIT. The AID grantees and di rect contra: tors , host
country contractors, and/or host country government entities must
provide PDFs to OIT within the prescribed time limits.

24E. PROCEDURES

1. General Descri e.ti on

a. The PTIS is designed to contain data on all AID-sponsored
participants, however funded or managed, and whether trained in the
United States or a third country.

b. All data within the PTIS for a single participant record is
derived from four documents -- the PIO/P, the PDF, the Medical
Certification Cable and the lAP 66A. Data entry is perfonned by OIT and
responsible organizations must ensure that the required documentation is
submitted to OIT within the prescribed deadlines.

If deadlines are not observed, OIT takes action to notify appropriate
Agency management about organizations which are out of compliance with
Agency regulations.

c. Receipt of the PIO/P, PDF, and the Medical Certification Cable
detenni ne the part ici pant's el igibil ity for HAC coverage.

d. When a contractor, grantee or host government entity prepares
on behalf of the responsible bureau or missi on for subnissi on a PIO/P or
lAP 66A, the AID project officer ensures that such entity has all of the
infonnation required including the project and PIO/P numbers. The PIO/P
must be si gned and submi tted to OIT by the mi ssi on.

2. The PIO/P and lAP 66A

a. The PIO/P is described in Chapter 6 -- Project ImElementation
Order/Participants (PIO/P) and Su~e.lemental Documentatlon, 01 this
Fia naDo OK •

b. The lAP 66A is described in Chapter 14 -- Visa Requirements,
of this handbook.

ii.·..··.·~~.ii'.....
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3. Ihe ParticiEant Data Fonm (PDF)

a. All initial PDFs must be sullnitted to OIT before the
e.articie.ant arri ves in the Uni ted States to assure H~ enro"ment.
~menaments to tne PDF must be submitted within 30 d~S of the event
being recorded, except amendments involving H~ enrolment, which should
be forwarded to orr before the be.9inni n..9 of the event.

b. The PDF is a Ere~numbered, multicopy, four color,
no-ca rbon-re qui red fonn.

c. I n the uppe r 1eft hand corne r of the PDF is a uni que Control
Number, which serves as the identification (I.D.) number for the
participant. No two fonms have the same number. (Blank [unnumbered]
PDFs are also available for program changes only, in which case the
original PDF number is entered in the space provided.)

(l) This number must always be used in identifying the
participant and becomes his/her unique LD. number for the duration of
the current training program.

(2) A participant must never be assi gned more than one number
during the same training program. -----

(3) No PDF number is ever assigned to more than one
part icipant.

(4) Blank, (unnumbered) PDFs should never be submitted for
new participants.

d. Data on the PDF are organized into four parts.

(1) Part One is administrative data that are largely
available from trafning documents received prior to the arrival of the
participant for training.

(a) Programming specialists should complete Part One of
the PDF when the PIO/P arrives in their office.

(b) Block 9 of Part One (Requested Start Date) is
anitted.

(c) It is critical that the country of origin and the
country of training be provided.
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(2) Part Two is program data which should be available no

later than the a~ tne participant arrives in the United States or in a
third country for training.

(a) The white copy enrolls the participant in the
Participant Training Information System (PTIS), which is the central
reposi tory for records of all AID-sponsored participants, and must be
sulJnitted as soon as a firm on-board date is knC7tln to:

Office of International Training (OIT)
Statistical Unit
Agency for International Development
Washington, D.C. 20523

(b) Blocks 28 through 33 contain training contractor
information necessary Tor Orr recordkeeping and proper communications.
The campus or other training location must also be included, also the
city and state location and the start and end dates at the facility.

(3) Part Three is reserved for program changes. A notation
of the item being cnangea such as Block 22, IIInsurance Entitlement End
Date, II should be shown under Part Three in the space to the left; i.e.,
(Block 35), and the new date provided in the IIProgram Change ll space.
Changes must be submitted within 30 d~ of the event necessitating the
change with the excepti on of Insurancentit1 ement Dates, which shou1 d
be submitted to on as soon as ,Eossib1e.

(a) Any time there is a major program change or
information in the participant's record needs to be updated, the OIT
Statistical Unit must be notified using BLUE copies. When possible, use
the blue copies of the original PDF with the tre-printed participant
identification number. If these are not avai a61e, use blue copies of a
blank, unnumbered PDF with the participant identification number typed
in the space indicated.

(b) Changes m~ include program extension, change of
training site, program termination, etc.

(c) All data fields must have a day, month, and year.

(d) Extra BLUE copies are available from AID OIT upon
request.

(4) Part Four -- Ternlinationjdeparture inforn1ation crucial
for both the Pl'fs ano £Fie HAC program.

o
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(a) Part Four of the PDF must be completed and sutxnitted

within 30 d~S of the completion and/or tennination of the participant's
program ana eparture. Peri odi c analysi s of PTI S data reveal s
participants still in the United States with extended training programs
long after the estimated completion date has passed. In other cases
participants have returned home, but OIT has not been informed (see
Chapter 33 -- Nonreturnees). Apart from invalidating Agency
statistics, erroneous status information can result in visa extension
probl ems and nonpqyment of HAC cl aims. Careful reporting will ensure
accurate PTIS data and help programming specialists avoid lengthy data
justifications.

(b) Program changes and terminations on the blue copies
of the PDF are to be submitted to both OIT and the HAC program
administrator. Do not submit PDFs to the AID Cashier's office.

(c) Block 37 must be completed orlly if the participant
does not depart upon completion of his/her program. Did the participant:

1. Obtain a waiver? -- Block 37, #1, or

2. Depart voluntarily when contacted? -- Block 37,
#2.

(d) Block 38. A departure date must be given for each
participant. If no actuaTaeparture date is given, follow (a) above.

(e) Participants whose programs are completed and/or
terminated remain in active status in the PTIS if the information in
Blocks 37 and 38 is not provided.

(f) Block 39. The 1-94 aanission visa number must be
supplied. This number nlqy De found on the participant's visa.



ATTACHMENT 24A, HB 10, TM 10:108
AGENCY FOR INTERNATIONAL DEVELOPMENT

OFFICE OF INTERNATIONAL TRAINING

Control Number
PARTICIPANT DATA

PART I - ADMINISTRATIVE DATA

See Handbook 10 for instructions

on completing fonn.

I. Fomily Nom" 2. First Nome 3. Middle Name 4. Date of Birth 5. Sex
(YY/MM/DD)

OMALE o FEMALE

6. Cooperating Counlry Code 7. Country of Training Code 8. Type of Training 9. Requested Start Date (YY/MM/DD)

I I 0 ACADEMIC 0 TECHNICAL
10. Project Number 11. Complete PIO/P Number 12. Program Agency (AID/On Use) Documents Atlached Code for Training

TRANS- CERTI- Arrangement
PIO/P BIODATA CRIPT PHOTO FICATE

0 1 02 03 04 05
PART 11- PROGRAM DATA

13. Onboard Date 14. Field of Training 15. Major Course of Study 16. Future Occupation !A117. Degree Objective ('X t one)
(YY/MM/DD) Code Code Code SSO- BACHE-

CIATE GOR MASTER PH.D

I I 01 02 03 0 4

18. Projected Completion Date (YY /MM/DD119. Programmer ID Code 20. Insurance Entitlement 21. Entitlement Start Date 122. Entitlement End Date (YY/MMjDD)

DYES o NO
(YY/MM/DD)

TRAINING FACILITY TRAINING DATES
CODE

NAME NV}:;-r.,. ?OOb") (~~d/~L~~\)CITY STATE

23.

24.

25.

26.

27.

28. Contractor's Name Code 29. Contract Number 30. Contracting Agency 131. Contract Administrator

I o AID o HOST COUNTR Y

32. Contractor's Address ,City Istate IZip Code /33. Telephone Numb6r 34. Date Forwarded
(Include area code) (YYjMM/DD)

PART III - PROGRAM CHANGES
35. Item Number Program Change

PART IV - PROGRAM COMPLETION DATA

36. Date Forwarded
(YY/MM/DD)

37. Nonreturnee Status 38. Departure Date (YYjMM/DD) 39. 1-94 Admission Number 43. Port of Exit('X' one)
VOLUNTARY (A cad. Participanr only)

0 LA 0 BOSTON o HONOLULUWAIVER DEPARTURE

0 1 02 0 SF 0 CHICAGO o OTHER
40. Final Program Status 41. Degree Achieved ('X' otle) 42. Confirmed Return Dale 0 SEATTLE 0 NEW YORK 44. Date Forwarded

ASSO- BACHE- MAS- (Acad. Part. Only) (YY/MM/DD)
0 0

(YY/MMjDD)
COMPLETED CANCELLED CIATE LOR TER paD NONE MIAMI D.C.

0 1 0 2 01 02 03 04 05 0 NEW ORLEANS

AID I ~O. 4 (6·83) - page I INITIATE PAPT'(:IPANT PROGRAM
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This report must be completed by anyone who has responsibility for programming AID sponsored participants. The report provides information used by AID for statis
tical records and to facilitate enroUment in the Health Accident Coverage (HAC) program. This report should be prepared and submitted as soon as sufficient informa
tion has been received by the programming agent, contractor or grantee to complete Parts I and II of the form.

The white copy is to be sent to:
Agency for International Development (AID)
Office of International Training (OIT)
Statistical Unit
Washington, D.C. 20523 _ 1601

The blue copies are to be used to indicate anv changes in the participant's program (i.e. extensions, change in training site, program termination). One copy is to be sent to
AID/OIl' Statistical Unit. Each time that there is a change in a participant's program a blue copy must be completed and
sent to A.I.D.
The salmon copy is to be retained in the participant's file folder.

PART III - PROGRAM CHANGES (all AID participants)
35. Usc this portion of the form to correct or change speci-

fic items of information previously submitted. Enter
in left-hand column item number changed. Enter in
right-hand column a clear, concise description of the ch.apge.

36. Enter data forwarded to the OIT statistical unit

PART I - ADMINISTRATIVE
I . 3 Enter participant's name (last, first, middle)
4. Enter participant's date of birth (year, month, day)
5. 'X' appropriate sex
6. Enter country name (see Block 1 of PIO/P)

(Code for statistical use only' DO NOT enter data)
7. Enter name of country whete training will take place

(Code for statistii-al use only - DO NOT enter data)
8. 'X' type of training participant will receive

(A) Academic - a program in an accredited institution of
higher education leading to a degree

(B) Technical - all training not classified as academic
9. Enter date actual training program will begin (year, morlth,

day)
10. Enter number appearing in Block 3 of PIO/P
II. Enter all numbers which appear in Block 2 upper right

hand corner of PIO/P
12. For OfT programming age'lcy use only

PART [I - PROGRAM DATA

23·27

28 - 34
28.
29.
30.
31.

32.
33.
34.

(Code for statistical use only)
Training Facility - Enter name(s) of facilities, city, state;
starting and ending dates at each facility (year, month, day)
(Contractor use only)
Enter full name of contractor/grantee
Enter complete contract/grant number
Indicate appropriate contracting agency
Enter full name of your staff person to be contacted by the
Health Accident Coverage (HAC) claims processor
Enter complete mailing address
Enter complete telephone number
Indicate date sent to the Health Accident Coverage (IIAC)
claims processor

I
N

I

13.
14.

15.

16.

17.
18.
19.
20.
21.

22.

Enter arrival date in U.S. (year, month, day)
Enter complete field of training (code will oe supplied
by AID)
Enter complete major course of study (code will be
supplied by AID)
f.nter complete future occupation (code will be SlIfJfJlied
by AID)
Indicate appropriate degree objective for academic training
Enter program completion date (year, month, day)

For OfT programming agents use only
'X' appropriate box
Enter date of departure from home country (year, month,
day)
Enter date ofretum to home country or release from AID
sponsorship

PART IV - PROGRAM COMPLETION DATA
37. 'X' appropriate returnee status
38. Enter departure date from U.S. (year, month, day)
39. Enter information from 1-94 found in passport
40. Indicate whether program completed or cancelled
41. Indicate degree category
42. Enter date returned to home country. This infonllation

should be verified by home country
43. Indicatc appropriate port of exit
44. Enter date sent to the OIT statistical unit.

AID 1381-4 (6-83) back
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CHAPTBR 25

THB HBALTH AND ACCIDENT COVERAGB (HAC) PROGRAM

25A. POLICY

1. It is AID policy that all participants financed by AID,
in whole or in part whose training is in the united states,
including those programmed by host country contractors and
host country government entities, must be enrolled in AID's
HAC Program unless there is specific u.s. legislation to the
contrary.

2. It is AID policy that participants in third country
training are not eligible for HAC, but must be enrolled in a
comparable insurance program. If the sending Mission is
unable to secure coverage, it must cover, from project funds,
any medical costs including medical evacuation for the
participant. Mission must be prepared for the possibility for
high costs of medical treatment.

3. It is AID policy that participants' dependents in the
United states are not eligible for HAC, but must be covered at
their own expense by a comparable health and accident coverage
program for the entire length of their sojourn in the United
states while the participant is in training (see Chapter 15 -
Dependents of Participants).

4. It is AID policy that individuals transferring from
another funding source to AID funding, who are already in the
United states, must be enrolled in HAC at the time of
transfer. They must undergo the standard participant medical
examination at that time and are sUbject to this handbook's
medical provisions (see Chapter 13 -- PreDeparture Medical
Examinations).

25B. DEFINITION

*
Health and Accident Coverage (HAC) - a self-funded program
administered by the Office of International Training through
a contractor which is responsible for receiving and reviewing
all claims and issuing checks in payment for those claims
covered by HAC.

*

* REVISED
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25C. PARTICIPANT COVERAGE

*

1. Recognizing that AID participants are from developing
countries rarely with funds freely convertible to u.s. funds
and that maintenance allowances are austere, HAC covers the
full cost of required medical services without deductions or
co-payments. Some allowance is made for dental treatment
services, primarily for the alleviation of pain. Specific HAC
medical and dental coverage is described in the HAC brochure,
which is pUblished by the HAC administrator (Supplement 25A) .

2. HAC coverage begins at the time the participant leaves
his/her home country and continues until the moment of return
to the home country -- in both cases by direct flight without
layovers greater than those required for plane connections -
unless such coverage is terminated earlier by AID.

3. If a part of the participant 's training begins in the
u.S. and concludes in a third country, HAC coverage applies in
that country providing the duration of the training in the
United States is greater than that in one or more third
countries. If a part of the participant I s training begins in
a third country and concludes in the U. S., only the U. S.
portion will be covered by HAC. HAC is not available for
training wholly in one or more third countries or in the home
country.

4. The Health and Accident Coverage (HAC) Program will cover
medical claims for participant only, incurred as a result of
operating a motor vehicle, whether or not such vehicle is
owned by the participant.

5. The Health and Accident Coverage (HAC) Program will cover
the medical costs related to pregnancy unless identified as a
pre-existing medical condition. The medical costs for care of
the infant are excluded. specific coverage is described in
the HAC brochure (supplement 25A).

6. Effective May 3, 1991, the Health and Accident Coverage
Program will cover the usual, customary and reasonable (UCR)
costs associated with medical expenses when two or more
surgical procedures are performed at the same time setting
through the same or different openings for related or
unrelated conditions.

*

,(i'.........•~•..•.

W

25D. LIMITATIONS AND EXCLUSIONS

1.The following items are excluded from the HAC Program and
expenses incurred by participants for such non-covered
services are their own responsibility for payment. The HAC
brochure should be consulted for specific coverage and
exclusions.

* REVISED
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2501

*
a. The cost of treatment for pre-existing conditions

and related illnesses identified during the predeparture
examination and for which the cognizant AID mission waived HAC
coverage, and pre-existing conditions identified by certified
physicians after arrival in the u.s.

b. Routine examinations, X-rays or laboratory tests
that may be required for registration at institutions and for
fulfilling various stages of the program such as student
teaching.

c. Charges for illness or injury resulting from
unauthorized employment.

d. All cosmetic services including surgery will be
excluded from coverage unless certified as necessary as part
of an attending physician's treatment of a covered injury
during the period of training.

e. Benefits for dental care are limited to:

(1) Annual maximum of $750 (limited to $350 for
participants on training programs of less than six months'
duration) for the relief of pain and correction of the
disorder causing pain. (Periodontal work is not covered
except as necessary to relieve pain and within the $750
maximum. )

(2) One annual prophylaxis (cleaning, scaling, and
polishing) treatment after the completion of one full year of
training with HAC coverage not to exceed $55. ~

These benefits do not include the replacement of teeth missing
prior to the beginning of HAC coverage.

f. Charges for vaccinations or other immunizations.

g. Injury or sickness contracted or sustained by the
participant while on active military duty or naval service of
any country at war, or which is the result of or is caused by,
any act of war.

h. Medical costs related to fertility, or the treatment
of infertility, sterility or impotence.

i. Medical care of infants.

j. Termination of pregnancy, unless life threatening.

k. Cost of taxis or other transportation to and from
the doctor's office or other place of treatment.

*REVISED
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1. Charges in connection with expenses which are not

recommended and approved by a physician who is attending the
participant.

m. Charges which the participant is not required to
pay.

n. Charges for vision care limited to:

Eye examinations by a licensed ophthalmologist or
optometrist are covered with actual charges up to the usual, ~
customary and reasonable fees for such services. If
recommended by such treating specialist, actual charges for
eye glasses or contact lenses will be covered up to $100 no
more than once a year. There is no coverage extended to those
participant I s whose time in training is less than six (6)

months.

o. Hospital room and board charges in excess of the
normal charge for semi-private accommodations; private
accommodations are paid only for patients requiring isolation;
i.e., contagious diseases, etc.

*
p. Outpatient psychotherapy coverage in excess of

$1,500 per year unless prior written authorization is received
from the Director of OIT.

q. The repair and replacement of an existing prosthetic
device as prescribed by a licensed physician because of normal
deterioration or breakage is also covered after the
participant has been in training a minimum of one year.

r. Charges for elective surgery.

s. Charges for acupuncture.

2. Medical expenses are limited to usual, customary and
reasonable costs of such services in the area of the country
in which the service is provided. When the total claims for
an outpatient single illness or medical condition exceed
$10,000 ($25,000 when hospitalized), the HAC administrator
must be authorized by the Director, OIT to make the paYment.

3. In the event of uncertain situations, a pre-surgical
second opinion must be obtained. Such second opinion must be
from an organization or physician not associated with the
organization or physician that provided the first pre-surgical
opinion.

j ''a'.".,.

'"

~REVISED
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25E. ENROLLMENT

*
1. Participants are enrolled in HAC by submission of the
following documents to OIT statistical unit:

a. PIO/P (funded and unfunded)

b. participant Data Form (PDF)

c. Medical Certification Cable (and as appropriate, the
medical examination form when coverage is waived for a
pre-existing condition) and related illnesses

Upon enrollment, the HAC contract administrator issues within
5 business days the HAC identification card, generally to the
participant's programming officer for forwarding to the
participant. The control number on the PDF form is the
participant's HAC card identification number, which must be ~
used on all HAC transactions. ~

2. For coverage effective January 1, 1992, the HAC premium
will increase to $63.00 per participant training month and
must be paid on a quarterly basis. Premiums for training
programs of six months or less duration may be paid in full.

The HAC entitlement period begins the date of participant's
departure from his/her country and continues to the date of
return to home country by the most direct route.

HAC premium payments are calculated by training months which
begin on the first day of the entitlement period and end
thirty days later, i.e. February 12, 1992 to March 12, 1992.
Premium payments are not prorated for any partial periods of
coverage. The HAC premium will be $63.00 whether the coverage
period is one day, ten days, or thirty days.

Premium payments for HAC coverage must be accompanied by
correspondence indicating the following:

a. Contract Number
b. participant's name
c. participant's participant Data Form (PDF) Number
d. Amount of payment for each participant
e. Entire Entitlement Period Dates
f. Actual Period Payment will apply per participants

.. BEV'ISED
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An example of AID HAC premium information required per
quarterly payment:

Contract Number:----------------
PDF# AMT OF PAYMENT ENTITLEMENT DATES PYMNT DATES

John Doe 712345 $189.00 1/1/92-12/31/92 1/1/92-4/1/92

Checks for HAC premiums should be made payable to the ~
Program and mailed with the above information directly to:

The AID Cashier
FM/CAD, Room 603, SA-2
Agency for International Development
Washington, D.C. 20523

A copy of the check and the HAC premium payment information
should be sent to:

* HAC Administrator
FM/FM/CMP/DC, Room 700, SA-2
Agency for International Development
Washington, D.C. 20523-0209

*
c ....•·.•

i

.;

W

3. Under no circumstances is a participant to be enrolled
twice in HAC. If there are changes in a program such as a
program extension, it is essential to extend HAC coverage by
submission of the revised program data to OIT's participant
Training Information System (PTIS). In using a blue copy of
the PDF for these purposes, the original participant number
must be used. The original number assigned never changes.

4. The AID Office of Financial Management, Overseas project
Accounting (FM/OPA) and the Office of International Training
(OIT) have initiated a new policy for refunds/credits. OIT
and FM/OPA must approve all refunds/credits before the
contractor can take the credit. The contractor must send a
letter to FM/OPA with the request for credit and provide the
original payment information and the reason for credit.
FM/OPA will research the payment information and mail a credit
memorandum to the contractor to apply on future HAC payments.
The contractor can apply it by returning the credit memorandum
with the next HAC payment. The same participant information
required for HAC premium payments should be included with the
credit memorandum so credit can be applied to the proper
account. No credit will be applied to payments for less than
ninety days. Premium payments not accompanied by the
information requested in 25 E.2 will be returned to the
contractor without being processed.
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25F. DOUBLE COVERAGE BY EDUCATIONAL INSTITUTIONS OR OTHERS

1. In some cases, AID participants enrolled in an
educational institution or other training site may also be
covered by a mandatory health program sponsored by that
institution. Such program may be an insurance plan or may
consist of campus health facilities. While the insurance
coverage or facilities offered may differ considerably from
institution to institution, their cost is included in the
tuition or a separate mandatory fee. AID contractors may pay
the cost of the double coverage providing that the cost of
such plan does not exceed that required of all other students
or all other foreign students. Other coverage does not exempt
AID participants from the HAC Program.

2. participants with such double coverage are required to
use the institution's insurance or health facilities to the
maximum extent of coverage before employing the HAC program.
The HAC contract administrator is required to ensure that
claims submitted to HAC have first exhausted the coverage of
the other plans. In the event the HAC program pays claims
covered by such other plans the HAC program will seek
reimbursement from such plans pursuant to the Assignment and
SUbrogation Statement signed by the participant as part of the
Conditions of Training (Chapter 18 participant
Responsibilities, Attachment 18A).)

25G. THE AID PARTICIPANT COUNSELOR

The AID participant counselor must be informed by the
responsible programming officer whenever a participant's
mental or physical condition is likely to interfere with the

*
training program; or when the costs of treating such condition
are likely to exceed $10,000 (see Chapter 27 -- Counseling).

25H. REPATRIATION OF TERMINALLY ILL OR INCAPACITATED PARTICIPANT

Except as provided below, an AID participant is
repatriated to the country of origin whenever:

1. The participant is diagnosed as having a mental or
physical disease or disorder which will unduly delay or
prevent successful completion of the training program; and/or

2. The participant is diagnosed as having an illness or
disability, terminal or otherwise, which, regardless of
immediate capacity to continue the training, will render
him/her unlikely to contribute to the home country's
development for which the training was designed.

This requirement may be waived only by concurrent approval of
the director of OIT, the cognizant mission director, and the
cognizant central or regional bureau.

* REVISED
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In cases of such diagnosis, HAC will cover medical costs only
until the point of repatriation. If repatriation is delayed
after diagnosis beyond the earliest time when repatriation is
medically feasible, HAC coverage will terminate as of the date
of initial feasibility.

25I. DEATH OF PARTICIPANT

In the event of the death of a participant, HAC pays
reasonable costs related to the conduct of a funeral in the
united states and/or for the preparation and transportation of ~
the remains to the home country of the participant in
accordance with the legal, reI igious, social and cultural
requirements prescribed by the participant's background as
stipUlated by AID upon advice from the cognizant embassy. The
AID counselor can provide liaison services with the foreign
embassy as well as with the AID mission and the host country
for these arrangements and for HAC payment.

25J. SUBMISSION OF CLAIMS

1. The participant is Ultimately responsible to ensure that
all claims for medical services are submitted to the HAC
contract administrator. However, in most instances, medical
providers will actually submit the claim. HAC claim forms,
which are available from the HAC contract administrator,
should be used; however, if the billing agency insists on
using the universal claim form, such form will be honored.

2. Each claim, regardless of the form used, must include the
participant's name, full identification number as it appears
on the HAC identification card, and signatures of the
participant and the medical provider, a diagnosis, date of
service, and the type of service provided. It must be
submitted promptly to the HAC contract administrator.

3. All claims must be submitted within one year of the date
that service was provided.

25K. THE HAC CONTRACT ADMINISTRATOR

,,"',""".
W

*
The HAC contract administrator, its address and telephone
numbers are:

AdminaStar Solutions, Inc.
AID HAC Program
P.O. Box 40849
Indianapolis, Indiana 46240-0849
Toll Free Telephone: (800) 551-5995

* REVISED
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Agency for
International Development

Thomas Jefferson Fellowship (TJF)
Health and Accident Coverage

(HAC) Program

This brochure is for the international students and trainees who
are in the United states under the auspices of the u.s. Agency for
International Development's (AID's) TJF Training Program, as well
as for providers of medical services. It describes the health and
accident insurance coverage provided for most AID TJFs and
procedures for applying for that coverage.

The Health and Accident Coverage (HAC) Program is self-funded
program establ ished by the Agency to pay for covered medical
services needed by AID TJFs who are enrolled in the program.

Coverage of the TJFs while in training in the United states begins
at the time of departure from the home country and continues until
the time of return to the home country by the most direct route.
This includes coverage for any allowed layover of up to 24 hours if
the travel time by the most direct route exceeds 14 hours.

All TJFs should read this brochure carefully and become familiar
both with coverage and with claims procedures. It is especially
important to understand the exceptions to and limitations of
coverage to avoid incurring personal liability for medical
expenses.

Medical providers (physicians, hospitals, etc.) should understand
that not all AID TJFs and no non-AID foreign students are enrolled
in this program. Medical providers should require the patient to
present proof of enrollment as well as other identification with a
photograph such as passport or student identification. Also, the
spouses and other dependents of AID TJFs are not covered by this
program.

i
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Important Points
to Remember

1. The AID TJP Counselor must be informed by the responsible
programming officer or the TJP whenever a TJP's mental or
physical condition is likely to interfere with the training
program or when the costs of treating such condition are
likely to exceed $25,000 when hospitalized, or $10,000 per
illness without hospitalization, ($1,500 for outpatient
psychotherapy).

2.

3 •

4.

Generally AID TJPs may use any licensed medical doctor or
surgeon of their choice and any accredited hospital. However,
TJPs at some academic or training institutions may find that
they are covered by a mandatory health/accident insurance plan
at their institution or have access to medical facilities in
addition to their HAC coverage. Such mandatory plans may
range from minimal health office or nurse to care to
comprehensive insurance coverage. Any TJP with such mandatory
coverage must use those facilities and insurance first. To
the extent that there is double coverage, HAC will pay only
the eligible amount not payable by the other plan. If you do
not know the extent'of mandatory coverage, check with your
advisor before going to see a doctor.

Similarly, TJPs with families in the United States must have
medical insurance for their spouse and/or children. In many
cases, such insurance also covers the TJP. When, as a result
there is double coverage, HAC pays only the eligible remainder
after the other insurance plan pays the amount which is
payable under its coverage.

Expenses for health care vary greatly throughout the United
States and among different medical providers within the same
community. However, "usual, customary and reasonable" charges
for each community have been established~ and HAC pays only
those usual, customary and reasonable charges. HAC does not
pay the extra or higher costs that some medical providers may
charge. Therefore, it is best to ask the medical provider, in
advance of treatment, what the charges will be and contact the
office of the claims processor, Adminastar Solutions, Inc., to
determine if charges are within the established usual,
customary and reasonable charges.

For identification purposes and to ensure eligibility, TJFs
should present to the medical provider both the HAC
identification card and another current, photo-identification
such as a passport, university identification, etc.

1
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Dependents of eligible TJPs are not covered under the HAC
Program. Because of the high cost of medical services in the
United states and because a serious accident or illness can
result in medical and surgical costs of many thousands or even
tens of thousands of dollars, TJl's are required to obtain
medical insurance for dependents which provides adequate
coverage. There are several sources of information concerning
medical insurance: the foreign student advisor or foreign
student insurance commissioner at the university or training
institution, the state insurance commissioner, or individual
insurance carriers.

6. The claims processor will process claims and pay the covered
expenses as soon as feasible. However, the claim formes) must
be properly and fully completed, including all necessary
identifying information and signatures. Claims which are
incomplete will be rejected, resulting in delays in the
processing and payment of the claims.

7. If a TJI' receives an accidental injury which is covered by
other insurance including bodily injury clauses, there may be
double coverage. HAC generally pays insurance claims for such
injuries only after the other insurance has paid it benefits,
and then pays only the difference between the amount paid and
the amount covered by HAC. However, to avoid hardship to the
TJI' while the case is under consideration or in litigation,
accident-related claims will be processed and paid. By
signing a "Conditions of Training" form prior to traveling to
the United states, or simply by accepting HAC, the TJF has
agreed to repay HAC for such claims from any money received
from the other insurer upon settlement of the case with the
other insurance company. See the detailed explanations on
"Coordination of Benefits" and "Subrogation" in this brochure.

8. All claims must be submitted within one year of the date that
service was provided. Claims will not be considered for
processing if received by AdminaStar Solutions more than one
year after the service was provided. Please read carefully
all parts of this brochure. In addition to the descriptions
of insurance coverage and exclusions, attention is called to
information on:

- Claims procedures
- Appeals procedures
- SUbrogation agreements

Coordination of benefits with other insurers

2
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Summary of
Benefits

The following expenses are covered under the HAC Program. Please
refer to the applicable sections of this Brochure for a detailed
description of benefits. Payment for specific claims is sUbject to
such limitations and exclusions as are stated herein.

- Hospital expenses
- Surgical expenses
- Anesthesia expenses
- X-Ray and radioactive therapy expenses
- Laboratory tests and X-rays
- Doctor's visits (in-patient and out-patient)
- Vision care and glasses (see specific limits on page 6)
- Hearing aids
- Dental care (see specific limits on page 6)
- Drugs and medicines prescribed by a physician
- Miscellaneous expenses
- Funeral in the u.S. and transportation of mortal remains to

home country
- Emergency treatments after accidents (including automobile

accidents
- Pregnancy (unless identified as a pre-existing condition)

What's Covered
Under
the Program

Hospital Expenses

If a TJF is confined to a hospital, HAC will pay the hospital's
actual charges for the following services. If an insured is
hospitalized prior to his/her termination date, and the
hospitalization continues uninterrupted past" the termination date,
medical expenses for the duration of the hospitalization will be
covered up to the UCR costs.

Room and Board

The daily rate the hospital would normally charge for semi-private
accommodations; private accommodations are available only for
patients that require isolation, e. g ., for contagious disease, when
ordered by the attending physician. The costs of telephone
service, television rental and other similar services of a personal
nature are the responsibility of the TJP.

3
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Miscellaneous Hospital Charges

The cost of necessary services such as the operating room,
laboratory tests, x-rays, anesthesia and drugs.

Emergency out-Patient Expenses

Miscellaneous hospital charges incurred by a patient due to
emergency out-patient treatment for an accident including inquiries
resulting from an automobile accident are covered by HAC. PaYment
will be determined by the nature of the injury and the services
required.

surgical Expenses

Benefits for surgical procedures are payable when prescribed as
necessary (non-elective) and performed by a legally qualified
physician in a hospital, doctor's office or elsewhere up to the
usual, customary and reasonable fees for such procedure.

Benefits are payable up to the UCR fees when two or more surgical
procedures are performed at the same time setting through the same
or different openings for related or unrelated conditions.

Note: Non-Elective vs. Elective Surgery

No benefits are payable for elective surgery.
Elective surgery includes:

cosmetic services, including surgery, unless related to a
covered injury;

surgery to correct a long-standing condition or impairment
which was known prior to selection for training, unless there
is deterioration in such condition so as to render the TJF
unable to pursue the training program.

Surgery which is necessary because of any of the following is
covered:

injury which results from an accident, including injuries
resulting from automobile accidents;

an immediately life-threatening situation;

a situation in which there is a significant and reasonably
sudden change which does or will threaten life or general
well-being;

4
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an illness or condition which significantly impairs or will
impair the TJP's ability to pursue the training program.

In the event of uncertain situations, a pre-surgical second opinion
must be obtained. Such second opinion is considered a covered
expense and .ust be fro. an orqanization or physician not
associated with the orqanization or physician that provides the
first pre-surqical opinion. If the second opinion confirms that
the proposed surgery is for a non-elective situation as defined
above, HAC will cover the expense. If uncertainty remains,
physicians are advised to obtain advance approval from the
Director, Office of International Training.

Anesthesia Expenses

Anesthesiologists' fees are covered under HAC for the actual
charges incurred but not for more than the usual, customary and
reasonable charges normally made for such services. However, no
benefits are payable if the anesthesia is administered by the
operating surgeon or surgical assistant.

~ Other Medical Services

X-Ray & Radioactive Therapy Expenses

HAC will pay an amount up to the usual, customary and reasonable
charges for services recommended or performed by a licensed
physician in the treatment of a covered TJP with X-ray, radium or
radioactive isotopes.

Laboratory Tests and X-Ray Expenses

If laboratory tests or X-ray examinations are recommended or
performed by a licensed physician for diagnostic purposes, HAC will
pay up to the usual, customary and reasonable charges for such
services.

Doctor's Visits (In-Patient and Out-Patient)

SUbject to the usual, customary and reasonable prov1s10n, HAC will
pay for the actual charges incurred by a TJP for medical treatment
by a licensed physician, whether the services are provided in a
doctor's office, at home or in a hospital.

5
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Vision Care and Glasses

Eye examinations by a licensed ophthalmologist or optometrist are
covered with actual charges up to the usual, customary and
reasonable fees for such services. If recommended by such treating
specialist, actual charges for eye glasses or contact lenses will
be covered up to $100 no more than once year. There is no coverage
extended to those TJFs whose time in training is less than six (6)
months.

Hearing Aids

Hearing aids and/or their fitting are covered upon recommendation
of a licensed physician. Tests required for purchase and/or
fi tting of hearing aids are also covered, if recommended by a
licensed physician.

Drugs and Medicines Prescribed by a Physician

Drugs and medicines in increments of not more than a one month
supply and obtained by a doctor's prescription are covered in full.
If prescribed drug and medicine costs are included in a doctor's or
hospital's bill, they can be paid directly to the medical provider
if the provider accepts assignment of the claim for services and
prescriptions.

Dental Care

HAC dental Benefits are limited to:

~; .'.;.~•...

~

1.

2.

Annual maximum of $750 (limited to $350 for TJFs on training
programs of less than six months duration) for the relief of
pain and correction of the disorder causing the pain.
(Periodontal work is not covered except necessary to relieve
pain and within the $750 maximum.)

One annual prophylaxis (cleaning, scaling, and polishing)
treatment after the completion of one full year of training
with HAC coverage not to exceed $55.00.

These benefits do not include the replacement of teeth missing
prior to the beginning of HAC coverage.

The above limitations do not apply to the repair and restoration of
teeth, gums, and prosthetic devices required as a result of a
traumatic injury. In such cases, the claim must be submitted with
a written medical diagnosis and plan of treatment. If the
treatment will exceed $5,000, advance approval must be obtained
from the Director, OIT.

6
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Miscellaneous Expenses

In addition to the covered expenses described above, HAC recognizes
the following as covered expenses up to the usual, customary and
reasonable charges for the service and area involved:

Therapeutic services performed by a licensed practitioner
including but not limited to: licensed physical therapists;
licensed occupational therapists; and licensed
psychotherapists. These services must be under recommendation
of the attending physician. Also, outpatient psychotherapy
coverage is limited to $1,500 per year of training without
prior approval by the Director, OIT.

2. Local ambulance service to and from the hospital.

3. The repair and placement of an existing prosthetic device as
prescribed by a licensed physician because of deterioration or
breakage is covered after TJF has been in training a minimum
of one year.

4. Purchase or use of other medical supplies, equipment,
medicines and services as may be deemed necessary and
prescribed by the attending physician.

5. Services performed by a licensed chiropractor for the relief
of pain, not to exceed $1,000 and 30 office visits per year of
training, when prescribed by the attending physician.

6. Detection of treatment for allergies, not to exceed $1,000 per
year of training for TJFs on training programs greater than
six months duration. No benefit applies for TJF on training
programs of less than six months duration.

Funerals In The united states And Preparation And
Transportation Of Remains

In the event of a TJFs death, HAC will pay reasonable costs related
to the conduct of a funeral in the United States and for the
preparation and transportation of remains to the home country, in
accordance with legal, religious, social and cultural requirements
prescribed by the TJFs background and as stipulated by AID upon
advice from the cognizant embassy. The amount to be paid for such
expenses will be determined by AID.

The AID TJP Counselor can be liaison with the foreign embassy as
well as with the AID Mission and the host country for the
arrangements and for HAC payment.

7
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Hon-Covered
Expenses

The following are the major expenses not covered under HAC:

1.

2.

Treatment of pre-existing conditions, including pregnancy
(e.g., conditions identified during the pre-departure
examination for which the cognizant AID Mission waived HAC
coverage, and unidentified conditions diaqnosed as pre
existinq by qualified physicians and/or medical review board
of RAC administration).

Illness or injury resulting from unauthorized employment.

3. Services not recommended by a qualified physician or for which
a TJP was not required to pay.

4. Routine physical, x-ray or laboratory examinations required
for registration at universities or for eligibility for any
component of the program, such as student teaching.

5. All cosmetic services, including surgery, unless it is
necessary because of a covered injury sustained during the
period of training.

6. Dentistry, except as specifically described under benefits.

7. Vaccinations or other immunizations.

8. Taxicabs or other transportation to and from the doctor's
office or other place of treatment, except local ambulance
service as noted under miscellaneous expenses.

9. Medical costs related to fertility or the treatment of
infertility, sterility or impotence.

10. Termination of pregnancy, unless life threatening.

11. Illness or injury resulting from war or any act of war.

12. Services or supplies not necessary for treatment, or which are
unreasonable, or which are not prescribed by the attending
physician. A service or supply is considered necessary only
if it is broadly accepted professionally as essential to the
treatment of the disease or injury.

13. Medical care of infant immediately upon birth.

14. Acupuncture.

8
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coordination of
Benefits

Quite frequently, TJFs are covered under more than one health plan.
Such arrangements may result in duplication of coverage where two
plans are paying benefits for the same hospital and medical
expenses. It is not intended that greater benefits be received
than the actual medical expenses incurred. For that reason, HAC
has a provision to coordinate the benefits payable under that HAC
Program with benefits payable under that health coverage. Under
this coordination of benefits provision, the total benefit received
by anyone person from this plan and any other plan, policy or
coverage may not exceed 100% of the total allowable expense under
that HAC Program.

TJFs with such double coverage are required to use the university's
health insurance or health facilities to the maximum extent of
coverage before employing the HAC Program.

When double coverage exists, the HAC Program will pay expenses for
covered charges after any other plan, policy or coverage pays its
benefits in full.

On the form submitted to the claims processor, TJF must report any
duplicate coverage they may have, including any mandatory
university or institution plan. This coordination of benefits
provision will apply with regard to any other plan, policy or
coverage which provides for the payment of medical benefits.

SUbrogation

Subrogation is the process by which the TJF agrees, by signing the
"Conditions of Training" prior to departure from home country or
simply by virtue of enrollment in HAC, that HAC can regain - by
legal action if necessary - benefits paid through HAC to the TJF
(or to a medical provider on his/her behalf) from the person who
caused an injury (as in an automobile accident) or that person's
insurance plan.

Under the HAC's SUbrogation provision, a TJF has the following
obligations:

1.

2.

To cooperate with HAC representatives to take such action as
may be necessary or appropriate to recover from any third
party, as damages, those payments made by HAC.

To pay immediately to HAC through the HAC administrator any
money recovered from third persons for expenses paid by HAC.

9
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3. To avoid any action which would impair, prejudice or discharge
HAC's right to sUbrogation. If asked to waive any rights or
sign any documents covering any conditions for which payment
for HAC has been received or is expected, the TJF must contact
the HAC administrator, AdminaStar solutions, Inc., before
doing so.

How to Submit
Claims for
Benefits

Thomas Jefferson Fellows Actions

Phone the HAC administrator for forms, if necessary, at toll free
(800) 551-5995.

Always carry the HAC card and, if it is necessary to go to a doctor
or hospital, present it along with other photo-identification.

Ask what the charges may be for the services needed and be sure to
ask the doctor or hospital if it will accept HAC Program payment as
assignment of fees paid in full. Give them a copy of the medical,
hospital or vision care claim form and ask that the bill and form
be sent directly to the HAC administrator.

Submit any claim to any other health coverage plan you may have
before submitting a claim to HAC. Then file a claim with HAC for
the uncovered balance of charges, if any.

To file a claim, follow the instructions below for prompt
settlement.

It is important to obtain and keep all receipts for any payments
for medical expenses, in the event you later require additional
treatment for the same illness. Claim forms, bills, or statements
should be mailed to the HAC administrator at the address shown
herein only after completion of your medical treatment, unless the
treatment will continue longer than twenty days after the accident
or onset of sickness.

Procedures for Submission
of Claims

Each claim form must include the TJFs name, full identification
number as it appears on the HAC identification card, signatures of
the TJF and the medical provider, a diagnosis, date of service, and
the type of service provided. Incomplete claim forms will be
returned without processing. (Please type or use pen with black
ink. )

10
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Have doctor or other provider of medical services (hospital,
laboratory, etc.) complete its portion of the claim form,
including:

1. Name and age of patient;
2. Nature of illness or injury;
3. If an injury, when, how, and where it occurred;
4. Date or dates of services rendered;
5. Itemized breakdown of charges;
6. Total charges;
7. By whom paid;
8. Balance due, is any;
9. Name, address, and phone number of medical provider;
10. 1.0. number and signature of doctor or provider of services.

Attach all receipts from the hospital, dentist, doctor, lab and/or
druggist.

Mail the completed form and all receipts to:

Adminastar Solutions, Inc.
P.O. Box 40849
Indianapolis, Indiana 46240-0849

Remember, each claim must show TJF's name and full identification
including the AID HAC I. D. number and period of entitlement as they
appear on the HAC 1.0. card.

other Pertinent Reminders

Do not submit any claim for excluded services as specified in this
HAC brochure.

Do not permit your HAC card to be used by any other person for
medical services. If you have dependents with you, they must their
own separate insurance program; dependents cannot be covered by
HAC. Use by any other person constitutes fraud and is sUbject to
criminal prosecution.

Write your name exactly as it appears on your HAC card.

Do not use the HAC claims forms for any other health care plan.

To Providers of Health Care
Services

Please use the TJF' s HAC 1.0. card for the pertinent TJP' s
information, e.g., name, 1.0. numbers, etc., to fill out the claim
form.

11
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Please accept "assignment" of the TJP's claim which will ensure
that you receive payment directly from the HAC administrator most
promptly.

Please accept for the services which you provide the
customary and reasonable" charges for your area, as this
cannot pay more and AID TJPs are provided minimal
allowances.

"usual,
program
living

Fill out completely those portions of the claims forms necessary
for the case, attach the itemized bills, sign, date and forward the
claim to the HAC administrator. If there is other coverage, it
must be pursued before the HAC administrator can process a claim.

All claims must be submitted within one year of the date that
service was provided.

Inquiries

Inquiries concerning HAC entitlement and/or benefits should be
directed to one of the following numbers during normal business
hours (9:00 to 5:00 EST, Monday to Friday, except holidays).
During non-business hours, recorded messages can be left at the
same number and calls will be returned during the next workday.

1-800-551-5995
Adminastar solutions, Inc.
AID HAC Proqram
P.O. Box 40849
Indianapolis, IN 46240-0849

Claims Appeal

If a claim for benefits under this HAC Program is totally or
partially denied, the TJP has the right to appeal.

An appeal of a denied claim must be made in writing and should
include an explanation of why you think the claim should be paid.
You may submit whatever additional information you believe will be
helpful to the Agency in its review of your appeal.

To receive consideration you must present your request for a review
to the HAC administrator within 30 days of the denial of the
original claim, or as soon thereafter as is feasible. The Agency IS

decision on an appeal will be made in writing within 60 days of
receipt of your formal written request and will include the
specific reasons for its decisions and references to the relevant
provisions of HAC involved in your case.

12
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THE HEALTH AND ACCIDENT COVERAGE PROGRAM
is

ADMINISTERED BY

AdminaStar Solutions, Inc.
P.O. Box 40849

Indianapolis, Indiana 46240-0849
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CHAPTER 26

MONITORING OF PARTICIPANTS

26A. POLICY

It is AID policy that all training activities and participants attending
academic or technical programs be monitored.

26B. DEFINITION

Monitoring of Participants - the regular tracking and updating the
status of: participant nominations, placement efforts, on-going training
activities and Where appropriate, participant attendance, performance
and successful completion of the training.

26C. PURPOSE

The purpose of the monitoring activity is to assure that all phases of
the participant's training experience are successful. This will include
assurances that:

1. The participant has arrived, settled into appropriate living
quarters and is participating in the training program.

2. The program of training arranged meets the requirements of the AID
mission.

3. The participant is enrolled in a full course of study if in an
academi c program or is regul arly attending schedul ed ac ti vi ti es and/or
sessions of a technical program.

4. Adequate level s of achievement are being met.

5. There are no serious personal or health problems which will impair
the successful completion of the program.

6. Departure arrangements are made upon completion or termination of
the program and the appropriate AID mission is informed of the
arrangements.

7. Where a certificate is awarded for the participant's training, the
AID mission is so advised.
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260. PROCEDURES AND RESPONSIBILITIES

1• U. S. Moni toring

a. Monitoring is perfonned by the organization responsible for
arranging U.S. training; that is, on's contractor/RSSA or an outside
contractor.

b. Monitoring activities may involve:

(1) the review of relevant documentation (e.g., candidate
resumes, English language test scores, Academic Enrollment and Term
Reports); communications from the training institutions; attendance
records (if kept); special reports; and when appropriate, for lengthy
technical training programs (five months or longer) at universities or
institutes, the submission of the Academic Enrollment Term Report (AETR);

(2) telephone calls with participants, training institution
registrars, faculty advisors, foreign student advisors and others; and

(3) site visits (to programs that are held in one location
and for more that one month) to evaluate new training institutions
and/or programs or to interview participants, their academic advisors
and others while participants are in training.

c. Within the above monitoring context, contractor's staff should
"advise" participants -- a one-on-one process -- across the spectrum of
monitoring functions. Personal matters, dependent issues, financial
constraints, housing matters, cultural adjustment, health problems,
legal issues, including compliance with tax laws, contact with
Americans, homestays, and other individual participant questions are
discussed.

d. Contractors that arrange U.S. academic participant training
shoul d regularly submit progress and financial status reports to AID.

e. Technical evaluation of programs designed to meet the
requirements of an AID project, particularly those that AID intends to
continue funding, including interviewing the participant, to ensure that
the training is appropriate, well prepared and cost-effective.

,.. f. Contractors and programming agents are delegated the authority
to approve participant ownership of private motor vehicles, provided
that (1) there is a demonstrated need to own and operate a motor
vehicles, e.g., the absence of adequate transportation on a large,
widespread campus or the need to travel to a distant research location; ~

,. Revised
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* (2) adequate liability insurance coverage maintained; (3) the
participant provides proof of compliance with local registration and
inspection requirements; and (4) the training program is of at least
twelve months duration with at least six months remaining at the time a
vehicle is to be obtained. Contractors and programming agents must take
particular care to ensure that adequate liability insurance is
maintained. ~

~ 2. Mission Monitoring

a. AID missions are responsible for monitoring the progress of
participants through the use of Academic Enrollment and Term Reports and
other communications from contractors (Attachment 26A).

b. Missions are a1 so responsible for communicating with the
appropriate agents in the United States or third country when monitoring
information is not provided.

c. Missions should determine if participants return home at the
conclusion of their program and notify the U.S./third country agent
immediately of any failure to return.

26[. MONlTORI NG REPORTS AND FORMS

Monitoring reports requirements are established through AID's
contractual arrangements with contractors. It is expected, a1 though not
currently required, that contractors will make a minimum of two contact
per tenn with each participant enrolled in an academic program and a
minimum of one contact during the life of each technical program. The
resu1 t of those contacts should be provided to the project manager
handling the particular contract. In addition, any general monitoring
or site visits to institutions and reports prepared as a result of those
visits should be shared with the appropriate AID offices, bureaus and
missi ons.

There are four reports/forms that must be completed as part of the
monitoring cycle.

1. Partici pant Data Form (PDF) -- Thi s form (AID 1381-4) is comp1 eted
for all AID part1c1pants 1n tra1ning. It notifies AID of the
participant's arrival. It is used to enroll the participant in the
health plan and to advise AID of all changes regarding the participant's
program. Finally, it is used to inform AID that the program has ended
and the participant has returned home. Instructions on completing the
PDF are contained in Chapter 24 -- Participant Training Information
System.

*Revised
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2. The Academic Enrollment and Term Reeort (AETR) -- Academic
partic1pant progress 1S mon1tored by rev1ew1ng Form AID 1380-69,
Academic Enrollment and Term Report (Attachment 26A). The AETR is is
required at the end of each term. This form may also be used to monitor
the progress of technical participants enrolled in universities or
colleges .for.non-degree t~a~nin~ of.five months or longehr or whefn the

l
l'~'_~"~'··'·.)

program 1S glven by a tra1n1ng 1nst1tute whose programs ave a orma
structure. The AETR is to be submitted for academic participants at the
end of each term. Contractors are responsible for obtaining this report
from academic institutions and providing it to AID missions. Missions
should work closely with contractors to identify potential academic
probl ems.

3. Visa Extension and Support Information (lAP 66A) -- Each
partic1pant arr1v1ng 1n the on1ted states 1S to be on a J-l visa. This
is arranged in the host country. As part of the monitoring function, it
is necessary for the programming agent to insure that the student
continues to have a valid visa and to secure the necessary approvals to l....•........._~~maintain a valid visa from OlT. Procedural information on this activity .
is contained in Chapter 14 -- Visa Requirements.

4. Returned Participants Follow-up Activities Report -- The Report is
expla1ned 1n Chapter 35 -- Follow-Up.
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II·.... ,eed ,,,,tructlons on the , ....,. of I.t copy beoto,. completing mi. forrn.l HB 10, TM 10: 108

AGENCY FOR INTERNATIONAL. OEVEL.OPMENT 1. NAME OF PARTICIPANT 2. DATE

ACADEMIC ENROLLMENT AND

TERM REPORT

6. NAME OF INSTITUTION

3. COUNTRY

6. PROGRAM OFFICER AND AGENCY

... PIOIP NO.

TO BE COMPLETED BY PARTICIPANT

7. MAILING ADDRESS AND TELEPHONE NUMBER 8. ACADEMIC ADVISOR - NAME, TITLE, DEPARTMENT, AND
TELEPHONE NUMBER

9. TYPE OF HOUSING ACCOMMODAnONS: 0 DORMITORY
10. COURSES IN WHICH YOU ARE NCWV ENROLLED:

Starti ng dIIte:

o APARTMENT

Ending dIIte:

DROOM

COURSE NO.

11. COURSES COMPLETED LAST TERM:
StlIrting dille:

COURSE NO.

COURSE TITLE

COURSE TiTlE

REDIT AUDIT
UNITS UN!TS

CREDIT GRADE AUDIT
UNITS UNITS

12. TRAINING OR FIELD TRIPS AWAY FROM CAMPUS (D.r•• loc.rion, purpe-e):

13. PARTICIPANrS COMMENTS ON ACADEMIC PROBLEMS:

CUMULATIVE GPA I ....l

Dele:

15. DEGREE OBJECTIVE AND MAJOR
FIELD

17. ACADEMIC ADVISOR'S COMMENTS

SigNtu.. of Academic Advisor:

TO BE COMPLETED BY ACADEMIC ADVISOR
15. EST. DATE OF DEGREE 16.

COMPLETION
o SPECIAL STUDENT
o UNDERGRADUATE

Dete:

o GRADUATE

18. COMMENTS BY OIT/RSSA/CONTRACTOR/OTHER

AID 1380-69 (6/88)
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CHAPTER 27

COUNSELING

u

u

v

1. It is AID policy that AID makes its best effort to safeguard the
overall health and well be"ing of its participants while they are in the
United States for education and training.

2. It is AID policy that AID provides a counseling service to assist
participants in resolving serious health, emotional, legal or other
problems that mqy affect their training programs.

3. It is AID policy that contractors responsible for managing AID
participants must inform the OIT counselor of serious problems involving
participants.

278. DEFINITIONS

1. Counsel'in.9 - assistance with serious health, emotional, legal or
other prooTems that may affect a participant's training program.

2. AID Counselor - a staff member in OIT trained to make arrangements
for necessary services to resolve a participant's problem.

27C. DETERMINAnON OF COU~JSELING NEED

1. Counseling is the responsibility of contractor or project manager
until the nature or seriousness of the problem jeopardizes program
objectives or AID policies governing participant training, at which time
the AID Counselor must be advised of such problem.

2. An AID Counselor is available to assist in the resolution of
problems of all AID-sponsored participants, regardless of the
organization providing program management.

3. Problems or reasonable indication of problems which might seriously
affect a participant's trai ni ng program are brought to the attention of
the Counselor at the earliest possible time to permit prompt and
remedi al action.

4. When a contractor has a~ doubt regarding the degree of seriousness
of a participant's problem or the need for AID involvement, the
counselor is to be contacted by telephone (see Chapter 28 -- AI D
ParticiQant Emergenc~ Contact Information). Together the counselor and
contractor can aecfde on the nature 0," die counseling intervention
requi red.



Page No. Effective Date Trans. Memo. No.
27-2 sept. 1, 1988 10: 108 AID HANDBOOK 10

27C
5. Problem situations which should be referred to the counselor
include, but are not limited to:

a. Emotional illness

b. severe physical ill ness or injury

c. Death

d. Mi sconduct

e. Arrest

f. Nonreturn to the home country

270. ROLE OF THE COUNSELOR

The counselor serves as the coordinator of information and action
relating to participant problems and is the contact with physicians,
attorneys, university staff, contracting staff, project managers,
program specialists contractor, and embassies as well as with the
participant. The counselor retains this role until necessary decisions ~

are made and problems are reso1 ved. The counselor may undertake the '~\>
following types of actions, as appropriate to the situation:

a. Provides information cables to missions regarding participant
problems and classifies cables to control distribution of information.
The counselor cables recommendations with regard to actions and
decisions to obta'fn mission and the cooperat'ing government's approval.

b. Arranges for medical escorts to accompa~ sick participants to
their home countries as necessary and coordinates all matters relating
to the death of a participant, 'including sh'ipping of remains and
personal effects.

c. Is avail ab1 e to contractors for di scussi on and advice on
participant concerns.

27E. PROCEDURES

1. Emer..ge/1Sl Referral s

a. In the event of an emergency requlrlng the attention of the
Counselor, a~one having knowledge of the situation may contact the
Counselor uSlng the Emergency Contact Instructions in Chapter 28 -- AID
~artic!Eant Emergencl Contact Information. ---
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b. Emergency referrals must contain all available infonmation to

enable the Counselor to take immediate action. Such information should
include at a minimum:

(1) The participant's name

(2) Locati on

(3) Telephone numbers of physicians, hospitals, legal
authorities, and university and training staff

2. Nonemeraenc,l Referrals

a. Routine, nonemergency referrals are made directly to the
Counselor in the office of International Training by the responsible
contractor during nomla1 office hours.

b. Nonemergeocy referrals are to include the participant's PIO/P
and PDF (insurance) numbers, home country, training location and
objectives, copies of pertinent letters and cables, and the nillle of the
person to contact at the training site. Appropriate telephone numbers
must be included as well as nanes of physicians and hospitals.

3. MonitoriF!9 the Case

a. After a referral and until the participant's prob1 em is
solved, the counselor aSSlJDes full responsibility for the case and
coordinates all actions necessary to resolve the problem. All inquiries
concerning the participant should be handled by the counselor's office.

b. The contractor retains responsibility for the participant's
fiscal matters and travel arrangements and works with the counselor to
coordinate necessary changes in the training program. (The contractor
may a1 so take other acti ons at the counse10r·s request.)

c. When the participant's problem is resolved, program management
reverts to the contractor.
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CHAPTER 28

AID PARTICIPANT EtERGENCY CONTACT INFORMATION

28A. POLICY

It is AID policy that all AID-sponsored participants studying in the
United States must have access to assistance at all times in case of
emergenci es.

28B. DEFINITION

Emer]enSl assistance -- assistance provided or coordinated by the AID
counseTor or otlierAID officer if the counselor is unavai1 abl e to
resolve or alleviate serious participant problems slJch as illness,
accident, emotional or adjusbnent difficulties, legal infractions, etc.

28C. REQYIREMENTS

The avail abil ity of emergency assi stance services serves to enhance
participants' regard for and confidence in both the program and the
United States. All contractors should be familiar with Chapter 27
Counseling as it relates to reporting emergeocy situations. All
contractors must also make the following infonnation on emergency
referrals available to universities, training coordinators, other
individuals having responsibilities for participants' programs, and the
participants themselves.

28D. PROCEDURES

1. The procedures outlined below must be followed in order of priority
in reporting emergeocy situations affecting participants.

a. Emer.geng: Contact -- ~~eek~

~ Mond~ - Friday, 8:45 a.m. - 5:30 p.m.

The AID Counselor
OIT/RS
Room 214C, SA-16
1621 North Kent Street
Rosslyn, Virginia
Telephone: (703) 875-4066.
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b. Eme~~en~ Contact -- Eveni~s, Weekends, H01id~S -- The AID

duty officer sou, De contactea wFienever the Am counseor cannot be
reached. The duty officer will contact the AI D counselor or other
appropri ate personnel. The duty officer can be reached as follows:

(l) At all times through the Department of State Operations
Center. Telephone: (202) 647-1512.

(2) Through the GSA Switchboard Operator on:

(202) 655-4000 from 8:00 a.m. to 12:00 midnight weekdays;

(202) 634-3600 from 12:00 midnight to 8:00 a.m. weekdays
and all day on weekends and ho1 idays.

2. Contractors should ensure that all universities, training
coordinators, and others having responsibility for a participant's
program have the emergency contact information and are instructed to
provide the following information when reporting an emergency:

a. Name and location of participant

b. Telephone numbers of the contact, participant, hospital,
doctor, or other in authority

c. The participant's PIO/P and HAC Program Insurance 1.0. number,
if avail ab1 e
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CHAPTER 29

EMPLOYMENT OF PARTICIPANTS

29A. POLICY

It is AID policy that participants (holders of J-1 visas) not work or
accept employment except in connecti on with a fell <Mship, assi stantship,
on-the-job training, or practical training experience which is an
integral part of the participant's approved program as reflected in the
PIO/P and lAP 66A. In these cases when a salary or stipend is paid, the
participant's maintenance all<Mance shall be reduced by the net amount
of sal ary 0 r st i pe nd paid.

29B. REGULATIONS

1. The Mutual Educational and Cultural Exchange Act of 1961, as
amended (22 U.S.C., 2451 et seg.).

2. No. 22, Code of Federal Regulations, Chapter V - United States
Information Ageocy, Part 5l4-Exchange Visitor Program.

V 29C. PROCEDURES

1. Exceptions to the above policy must be applied for in writing using
AID form 1381-5A, Request for Approval of AID-Sponsored Participant
Work, desi gned for thi s purpose (Attachment 29A), whi ch m~ be
authorized only by the Director of OIT in accordance with the
regulations of the U.S. Immigration and Naturalization service (INS).
The regulation cited above permits the part-time employment (not to
exceed 20 hours a week) of a participant holding a J-1 visa under the
foll owl ng conditi ons:

a. such employment is required by an urgent financial need which
has arisen since the participant arrived;

b. it does not cause the participant to reduce preparation and
studies below the full-time level; and

c. it has the written approval from the participant's programming
specialist and is approved by the Director of OIT.
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Further, financial need arising from a participant1s having his/her
dependents here in the U.S. is not considered by on to be sufficient
justification for part-time employment. AID does not encourage
participants to bring dependents, and participants who bring their
dependents are required to provide proof of their ability to support the
dependents (see Chapter 15 -- Dee.endents of Particie.ants).

2. In those cases where the contractor believes a participant has

~~~:~~~~~tt~~~ea~~l~~~:ii~~al~~nF~~ f;~i=~lm~h~~~~o~e~~~~t~~r~~tt~~ ~
Director of on. The "Justification of Re<J.Iest" portion of this fonn
should contain the following infonnation:

a. the nature of the financial need and justification for
part-time employment;

b. the time period during which the employment will occur;

c. the nature of the employment, salary, and hours per week;

d. a statement verifying that the participant's academic
perfonnance has been above average and is not likely to suffer as a
resul t of the employment; and

e. the name of the responsible individual who will monitor the
participant's employment and its effect, if any," on the overall program.

3. The completed fonn should be sent to Office of International
Training, Room 215 SA-16, Agency for International Development,
Washington, D.C. 20523.

4. If a participant1s program is affected by the employment, the
contractor must not ify OIT immedi ately and take steps to have the
participant discontinue the employment.



~Eend in Duplicate To:

Director
Office of International Training
Agency for International Development
Washington, D.C. 20523

ATTACHMENT 29A
HB 10, TM 10:108

Date

\...-.ITO:

SUBJECT:

Director, Office of International Training

Request for Approval of A.I.D.-Sponsored Participant to Work

Participant Name: _____________1.D. Number : _

Country: _____________PIO/P: ~

Training Period:

Training Objective:

~Training Institution:

Name of Contractor:

Name of Programmer:

Address:

Telephone: ..:.(_~ _

U< . iJustification for Request: (Include proposed duties and relevance to
'course of study, salary offered)

Approved:

Disapproved:

Date:

AID 1381-SA
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CHAPTER 30

PROGRAM EXTENSIONS AND TRANSFERS

30A. POLICY

1. It is AID policy that program extensions not be granted unless
there is clear justification for continued training. In the case of
academic training which will exceed three years in length, the program
extension must be granted by waiver either in the initial Participant
Implementation Order/Participant (PIO/P) or in an amended PIO/P signed
by the mission director.

2. It is also AID policy that contractor transfer must be documented
by a Project Transmittal Sheet (Attachment 30A [AID 1382-8]) in order
for the new contractor to be aware of student progress and expenditures
to date.

30B. DEFINITIONS

1. ProJ[am Extension -- a time extension to a participant's program
which was nof antfcipated by the AID missi on.

2. Contractor Transfer -- the transfer of programming responsibility
from one entrty to anotFier.

30C. PROCEDURES

1. Extension an~ Program Transfers

a. Once the need for an extension is known, the participant is to
notify his/her program specialist and provide written support from the
academic advisor. The statement from the advisor should contain:

(l) The reason for the extensi on. If the the extensi on
causes the enti re program to run beyond a three (3) year total a
justification is al so requi red.

(2) The exact amount of time required for the extension.

b. The program specialist assesses the need for the extension and
decides \'/hether to process the request or not.
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c. If the decision is made to process the request, the program
specialist seeks approval from the mission or project manager, who in
turn seek concurrence from the host country. This request should
incl ude:

(1) Reason for the extension

(2) Academic progress reports

(3) Length of time required

(4) Whether additional funds are required from the mission to
support the extension.

d. An amended PIO/P must be processed when the extension requires
additional funds.

t··2.·· ····.·.···.·.~'..·.··

~

e. In the case of an amendment to add time, but with sufficient
monies remaining in the PIO/P to cover the time extension, a cable
confirmation of approval will be sufficient to extend the participant.

f. In all cases of program extensi ons and contractor transfers,
Participant Data Forms must be completed showing the participant1s
change of status.

g. Under no circumstances will AID relinquish visa sponsorship.
Control of sponsorship is one of the main w~s of ensuring that the
participant returns to the home country and fulfills the obligation to
development. Where the time extensi on will cause a part icipant to be
out of visa status, care must be taken to process the proper visa
requests/forms.

h. Contract Participants -- Contractor personnel in the United
States or third country propose extensions directly to their project ~

officer or in accordance with the provisions of their written,...
agreements. Extensions of visas, however, are arranged by preparing
form lAP 66A and forwarding it to OIT for authorization, (see Chapter 14
-- Visa Re 9!J i reme nts )•

2. Contractor Transfers

In the case of a shift of programming responsibility from one
entity to another, the AID Project Transmittal Sheet must accompany the
case. This document provides the recipient organization with the
necessary fiscal data to continue appropriate maintenance and allowance
p~ments.



(Send one COVy Back to OriRina/ Contractor)

PROJECT TRANSMITTAL SHEET

Name

Country

Transferring From

Arrival Date

Grant Paid Through

Tuition Obligated Through

IAP-66A:

International Ticket (jor return travel)

Comments: (reason/conditions of transfer)

IEstimaled

IPaid Through

Administrator

PIO/P

Transferring To

Maintenance Paid Through

CONTRACT

Depanure

Estimated Funds to Be Obligated to A.I.D.W
(For transfers)

Signature Date

Signature Date

Signature Dale

Received By Date

182-8 (6/88) .--
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CHAPTER 31

PROFESSIONAL SOCIETY MEMBERSHIPS

31 A. POLICY

It is AID policy that membership in an American professional society or
a subscription to a society's professional journal be made available to
all participants with the exception of those participants who are
receiving scholarships or fellQtlships in the context of AID guidance on
the Tax Refonn Act of 1986. Such participants are not eligible for
professional memberships or journal subscriptions. At their discretion,
and if the appropriate membership/subscription is ava'ilable overseas,
missi ons m~ arrange for a maximum of th ree years I fu ndi ng.

31 B• DE FI NITI ON

American Professional socie:i -- a non-profit organization chartered in
tne ]nftea ~tates or a Juris iction thereof for the purpose of the
professional advancement and exchange of infonnation among professionals
in a specific discipline. Professional societies generally publish a
periodic journal.

31 C• PURPOSE

Membership in an American professional society or association provides
the opportunity for the participant to establish contacts with other
professionals in the same professional or technical field and to keep
abreast of professi onal and technical developments.

31D. REQYIREMENTS

1. AID funds memberships as follows:

a. three years of professional membership established at the
conclusion of the training programs or if membership is not feasible, a
three-year SUbscription to an approved society's journal if the society
is able to provide overseas ma"iling and

b. total cost of membership for professional society and/or
journal subscription is not to exceed the established allowance ceiling
for professional societies over the life of training (see the current
Partici~ant Training, Notice concerning allowances and/or maintenance
rates} •
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2. All AID-funded participants are eligible who are in AID training
programs a minimum of 30 days and are proficient in English.

3. AID will fund membership in and/or the subscription cost for the
journal of any recognized American society that is relevant to the
training and expected field of employment.

31E. PROCEDURES

1. Membership and sUbcriptions for non-fellowship or scholarship
recipients are arranged by the contr~tor in consultation with the
participant during the last months or weeks of the participant's program.

2. Membershi ps and subscri pti ons for fell ()'Iship or scho1 arshi p
participants -- wherever trained and ho~ver managed -- are initiated by
the AID mission in the host country upon the participant's return from
trai ni ng.

3. Missions should counsel participants to join societies which will
accept advance p~ents for three years. For societies not accepting
advance payment for three years of membership, the membership should be
obtained for as ma~ years as allowed (up to three).

4. Missions are encouraged to assume responsibility for renewal or
extensi ons of memberships or subscripti ons on behalf of part icipants
(see Cha pte r 35 -- F011 oW-l!2 ).

(J,',' ''..~'..'.: ,,""
.,','., ,>.'j

i"•. ''~.'.••'.'
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CHAPTER 32

TERMINATION OF A PARTICIPANT1S TRAINING PROGRAM

32A. POLICY

It is AID policy that all participants be afforded every reasonable
opportunity to complete their programs. However, AID participants are
also subject to certain restrictions and requirements contained in this
Handbook or established under applicable law of the country of training
and the violation of any of these may result in the termination of AID
sponsorship and return home.

326. DEFI NITION

Termination -- the ending of AID sponsorship of the participant and the
return to the home country.

32C. REQUIREMENTS

1. The termination of AID sponsorship will occur as a result of:

a. Normal on-schedule completion of program.

b. Successful early comp1 etion of academic or technical training.

c. Voluntary action by the participant.

d. Expiration of project time.

e. Lack of proj ect funds.

f. Overwhelming mission/host country need for return to home
country.

2. AID reserves the right to terminate early the training programs of
participants as a result of:

a. failure in their academic or technical program;

b. failure to carry a full course load or laboratory schedule as
prescribed by the academic or training institution;

c. failure to pursue effectively the practical training phase of
thei r programs;
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d. having heal th problems which materially interfere with the
training program;

e. conducting themselves contrary to the laws of the country of
training;

~ f. owning an automobile without prior AID approval from their
contractor or progranvning agent;

g. being convicted of driving while intoxicated; termination and
repatriation considered in cases of conviction for serious infractions
or reckless or negligent driving; ~

h. bringing dependents to the country of training without prior
approval (see Chapter 15 -- Dependents of Participants);

i. obtaining employment in the United States or country of
training without prior AID approval (see Chapter 29 -- Employment of
Participants); or

j. failure to abide by tile commitments in the Conditions of
Training (Chapter 18 -- Participant Responsibilities. Attachment 18A) or
to comply with other requ1rements spec1f1ed 1n th1S Handbook.

32D. PROCEDURES

1• The procedure for termination. and departure from the United States
or country of training. is as follows:

a. Prior to termination the contractor. the receiving mission or
the third country training institution informs the mission and the
project manager of the established program completion date.

b. The contractor in the United States. the receiving mission or
the institution for thi rd country training compl etes the Participant
Data Form (PDF) 1381-4 and forwards it to OIT within thirty (30) days of
the termination (see Chapter 24 -- Participant Training Information
System) •

c. If applicable. the professional society membership is applied
for and a book shipping allowance is provided to the participant (see
Chapter 11 -- Allowances and Chapter 31 -- Professional Society
Membershi p).

it Revised

(J~ '.";-'::

;, . . .~
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d. If applicable, the participant completes a program evaluation
form for the contractor (see Chapter 34 -- Evaluation).

e. The contractor writes a letter to the participant outlining
travel reservations and ticket arrangements.

f. The contractor cables the mission with the ETA and flight
information.

g. The mission cables OIT, the project manager and the contractor
confirming the participant's return or notifies the above of the
participant's nonreturn (see Chapter 33 -- Nonreturnees).

h. If upon termination, the participant fail s to report to the
contractor or fails to return to the home country, the contractor must
inform the OIT visa officer (703-875-4114) of all circumstances and
proceed as outl ined with respect to nonreturnees (see Chapter 33 -
Nonretu rnees ).

V"i ._. _ :t

2. When the program of an AID-sponsored participant is terminated due
to his/her poor performance in the program, misconduct or unlawful or
prejudicial conduct in the United States, the contractor is to inform
the OIT counselor of the problem(s) involving the participant. Together
the counselor and contractor can coordinate the program termination.
The OIT visa officer is also to be informed. In cases of training in a
third country, the receiving mission and/or third country training
institution are to provide an explanation of the cause for tennination.
In cases of early program termination involving sensitive personal
infonnation that could negatively affect the participant's future, the
use of official Department of State/AID communications facilities, when
available, and possible Limited Official Use (LOU) classification should
be considered.

When the mission and project manager have been advised of the early
termination, the contractor, the receiving mission or the third country
training institution then follows the procedures established previously
for a routine tennination and departure (see Chapter 27 -- Counseling
and Chapter 14 -- Visa Requirements).
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CHAPTER 33

NONRETURNEES

33A. POLICY

1. It is AID policy that upon completion of their planned training
programs, AID-sponsored participants are obligated to return to their
home countries to apply their skills in development-related activities
for which the training was authorized.

2. It is also AID policy that: "All feasible steps should be taken to
ensure that AID-sponsored trainees return to work within their home
countries and in positions where there training is utilized effectively"
(see Handbook 1, Part VII - 31, issued July 1, 1975).

3. It is AID policy that recommendations to grant a waiver of the two
year residency requirement are very rarely made. The Agency does not
consider marriage to an American citizen, the existence of American
citizen children, and/or a "no objection" statement from the
participants embassy in United States to be in themselves a valid basis
for granting the waiver.

33B. DEFINITION

Nonreturnee -- An AID-sponsored participant who has been formally
reportea by the mission, contractor, training institution or other
entity as not having returned to his/her home country. A nonreturnee
may have remained in the United States or Third Country beyond the AID
program termination date or m~ have departed the country of training,
but traveled to and st~ed in another country to del~ or avoid
returning to the home country.

33C. REGULATIONS

1. AID-sponsored participants who come to the United States for
training do so under a J-l exchange visitor visa. The J-l visa
regulations are promulgated in 22 Code of Federal Regulations, Chapter V
- United States Information Agency, Part 514 Exchange Visitor Program.
The J-l visa obl igates the holder of the visa to return to the home
country for a mi nimum of two years before bei ng el i gible to apply for a
U.S. immigrant visa or certain classes of non-immigrant visas (see
Chapter 14 -- Visa Re~irements).
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2. AID missions must include in every bi-lateral project with
participants tenns and conditions which bind the host country to ensure
that AID-sponsored participants will return at the end of their training
and are employed for an agreed upon peri ode The mi nimum length of
service is nonnally not less than two years for each year, or partial
year, of training. Bonding participants to return is an option some
missions use and m~ be included in project agreements.

33D. PROCEDURES

1• I n the Uni ted States:

a. If a participant fails to report to the program specialist for
departure fonnalities upon completion of the planned train"ing program,
the case must be referred to OIT's visa officer in writing.
Not ificati on shoul d contai n the foll owi ng i nfonnati on concerni ng the
participant:

(1) date and place of birth;

(2) 1ast knCMn address a nd phone number;

(3) program duration and any other pertinent program
infonnati on.

b. The visa officer immediately attempts to contact the
participant by telephone to ascertain the participant's departure plans
and, if necessary, discuss with him/her the importance of adhering to
the conditions of training and the provisions of the J-l visa regulation.

c. If this fail s, the visa officer notifies the cognizant bureau
training officer and mission, indicating that the next step is
notification to the Immigration and Naturalization service (INS) for the
initiation of deportation proceedings (or other appropriate action).
The mission is requested to take any appropriate action through the host
governnent, participant's fanily or employer which would serve to
encourage the participant's return.

d. The vi sa officer fonnally not ifi es the INS that the
participant is delinquent in returning home and requests that INS
i ni ti ate deportati on acti on.

2. In the mission:

a. Missions and project managers, inclUding those in AID/W, are
to monitor closely participants who have been in training for an
extended period, in order to ensure that their training is justified, on

i'.'.J·....·.··.·.·.'!,c.~.

V
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schedule and that, when relevant, a position is available in the host
country when the participant returns. Mission training offices a~ to
mai ntai n current documentation supporting each program ex tensi on. In
cases where further training is detennined not to be justified, the
participant will be ordered to return home. If he/she does not do so,
the participant will be treated as a nonreturnee.

b. Contractors are to notify the missi on and host country on
completion of a participant1s training program and provide the departure
date and his/her estimated time of arrival back home (see Chapter 16 -
Travel and the Ar.!:ival .Jot:"ice §tstem).

c. Missions must maintain a centralized and up-to-date data base
(AID Administrator's cable, State 157335, of M~ 22, 1985) in
collaboration with the host government and, when appropriate, the
private sector which lists their AID-sponsored participants for project
implementation, participant monitoring and follow-up. Returned
participants are to be shown on the list by current employment, title
and their individual addresses (see Chapter 35 -- Fo110w-Y,E).

d. Missions must be able to identify participants who do not
return h~ne at the end of their training programs. Appropriate action
should be taken through the host country, the participant I s family or
employer to encourage the participant to return. After further
verificati on of thei r intended nonreturn by the contractor responsi b1e
for managing the participants, the mission must notify orT for referral
to the Il1ITIigration and Naturalization Service (INS). Missions are to
advise the contractor within 30 d~s after identifying a nonreturn
situation, contractors then have 30 d~s to investigate and report a
participant's continued presence in the United States and OIT then has
30 d~s in which to consult with all parties and report the case to the
INS. This formula is intended to rapidly bring nonreturn cases to the
INS for reso1 uti on.

e. Missions are to monitor closely the nonreturn of all
AID-sponsored participants from the host country. Should the number of
nonreturnees begin to hamper development efforts the mission and host
country should plan a course of action which halts this attrition.
Options available to missions and host governments are:

(1) bonding participants;

(2) setting limits on their passports;

(3) the denying of fil1lily members from joining the
participant during their program;
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(4) suspending long-tenn training, U.S. training or all

trai ni ng;

(5) conducting overseas training only on a reimbursable
basis.

Bills of Collection m~ also be issued to a host government for the cost
of a nonreturnee I s trai ni ng (see Handbook 19, Fi nancia1 t-1anagement,
Chapter 10 J. -- Accountif!9 for Partici.J?ant Tralnfn,g>.

f. A missi on with a high nonreturn rate is to take all
appropriate corrective actions and assure these are operative before
entering into allY new project agreements which sponsor participant
training. In missions with understaffed training offices and large
trai ni ng projects, AID di rectors shoul d budget contractual service funds
to monitor and follow-up participants.

g. OIT will submit to the missions for verification a monthly
computer 1isting entitled, "Report of Participants In Training During
Fiscal 19 , U.S. Training Only, II which will cover all participants
known to nave been in training in the United States. It will 1ist each

g:~~ ~ ~i p:~;~~ o~~s;~a~~d ~~1e~a~~~ II~~~~i~~t~~~i~;t~h; ~~u;~i ~~ ~~~i r U
participants and when a participant is friend not to have returned as
scheduled the mission is to follow the procedures outlined this chapter.
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CHAPTER 34

EVALUATION

34A. POLICY

1. It is AID policy that infonnation be systematically collected to
assess and describe the value of the Participant Training Program and
that the Participant Training Program be evaluated regularly using data
largely generated by and readily available from the mission's
Participant Training Management System (PTMS) or other mission and/or
AID/W proj ect informati on systems.

2. It is AID policy that infonnation collected be used for ongoing
monitoring and evaluation of mission participant training projects and
projects with participant training components so as to make adjustments
and improvements as needed in the management and implementation of such
projects or components.

3. It is also AID policy that infonnation generated from ongoing
monitoring and evaluation al so be used for periodic mid-course
evaluations of participant training projects and participant training
components as well as for impact evaluations during and after the life
of such projects to determine if the participant training contributed to
meeting not only the more immedi ate purposes of the project, but al so
the long-range development goals of the host country.

34B. DEFINITIONS

1. Participant Training Monitoring and Evaluation -- the ongoing
assessment, as obJectlvely as posslble, of the appropriateness of
participant training programs, their success or failure in terms of
trainee satisfaction, and the achievement of program objectives for the
purpose of making mid-course improvements in program operations whether
it be a general participant training project or a participant training
component in another project.

2. Pa rtici pant Train ing Impact Eval uation -- the assessment, ei ther
during the 11fe or after the conclusl0n of a project, of the
effectiveness of the participant training in terms of the benefits to
the individual trainee's work, to the host country employing
organization, and to the host country's development objectives. Data
and other program information collected during ongoing monitoring and
evaluation should fonn the basis and starting point for the evaluation
of project impact on the host country over the long term.
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3. Participant Training Evaluation System (PTES) -- the methods,
activitles, data col1ectl0n capacity of the pTMS, and generic forms that
form the basis on which AID systematically collects and assesses
information on participant training, whether for making corrections and
improvements in program implementation and operations or for evaluating
the overall impact of the Participant Training Program.

34C. REQUIREMENTS

1. It is a requirement that AID monitor and evaluate both the
operational effectiveness and impact of its Participant Training
Program. The program is an investment and AID, the host countries, and
Congress expect a return on the investment in terms of objectively
verifiable development benefits to insure continued support.

2. The systematic ongoing monitoring and evaluation of participant
training is required to obtain feedback on the effectiveness and success
of the participants and their training programs for the sake of
improving future programs.

3. It is required that the information and evaluation systems built
into AID projects and programs at the outset contain specific
responsibility for monitoring and evaluating the participant training
component of the projects and to rel ate these to other project
implementation activities. These evaluation elements are to be used and
maintained throughout the life of the project.

4. It is required that evaluations of participant training projects
and participant training components of other projects be included in
both mission and AID/W annual evaluation plans. Participant training
evaluations may be scheduled both during and after the end of a project
and should address implementation and management issues as well as
broader issues such as the effectiveness and relevance of the training,
its cost effectiveness, participants' utilization of training, and the
impact of the participant training on the host country's human resources
development, institutional development, and overall development goals.

5. It is required that the Participant Training Evaluation System
(PTES), which consists of generic questions and topics, be part of all
AID evaluations in order that a consistent and worldwide primary
database of relevance, effectiveness and efficiency be available on
which broad evaluations may be structured. This standardized core
evaluation system allows for comprehensive analysis of relevant
participant training information.

~.fif.i ..'."'.~.

W
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340. PROCEDURES

1. Participant Training Evaluation System (PTES)

a. The evaluation system provides information for the following
basic purposes:

(1) ascertaining whether the program was administered in

*
compliance with the participant training policies and procedures
outlined in this Handbook and related Handbook Circulars; ~

(2) describing characteristic features of the programs;

(3) determining whether, the participant training programs
were appropriate and accomplished their designated training objectives;
and

(4) determining if the program yielded intended and/or
unanticipated results.

b. The PTES creates a central core of information which must be
routinely gathered in a standardized manner so that statements can be
made and generalizations may be drawn about the worldwide participant
Training Program. Pertinent information from source documents and
questionnaires can be stored in and recalled from a computer program
such as the Participant Training Management System (PTMS).

c. The core PTES information is augmented by the specific
information gathering needs of the mission, host country, contractor
and/or other entity. In order to meet the needs of various aUdiences,
the PTES must be used across diverse situations and populations. The
PTES allows for multiple methods and permits the exploration of a
variety of evaluative questions not proposed in this chapter.
Additional data requirements, the means for gathering these data, and
related analysis and reporting are to be determined as needed by the
interested AID and host country office.

d. The PTES system is based on a linear progression from
preparation through training to return and then resumption or assumption
of the work for which the participant training was preparative.
Information is gathered prior to a participant's departure, during the
training phase and after the participant rebJrns. Training needs
assessment information, as described in Chapter 4 - Training Needs
Assessment And selection Of Participants, is an integral part of the
evaJuatlon system.

-Ie Rev; sed
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2. Source Documents and Evaluation Instruments

a. General 'information related to participant training at the
project level is found in a variety of AID planning, bUdgeting and
implementation documents. These documents can include the mission's
Country Training Plan (CTP), the Project Paper (PP), Project
Implementati on Order/Participants (PIO/P), Training Implementati on Pl an
(TIP), Academic Enrollment and Term Reports (AETR), Training Cost
Analysis (TCA) reports, and former Project Evaluation Summary (PES)
reports, plus special reports and audits.

b. Specific "information related to participant training at the
participant level is gathered from participants using PTES
questionnaires. These formats consist of four sets of generic questions
to which specific additional questions may be added by the mission
and/or project manager and contractor. The formats are:

(1) Departure for Training Questionnaire (DTQ)

(2) Return fram Training Questionnaire (RTQ)

(3) Post-Training Questionnaire I (PTQI)

(4) Post-Training Questionnaire II (PTQII)

3. Evaluating the Participant and the Training Program

a. The participant is evaluated at four points on a personal
time-frame:

(l) the first questionnaire (DTQ) is administered just prior
to departing for training to ascertain grasp of proposed training
program, preparation for training and expectations for training's
application to present or future career;

(2) the second questi onnai re (RTQ) is campl eted on return
from the training program to determine his/her assessment of the
training program and the administrative support provided during time
overseas; and

(3) the third questionnaire (PTQI) is designed to evaluate
the application, or lack of application, of the training on the job and
is administered six (6) months after return.

** Revised

4;.·.. ··."'.",."..•...;."



l ,.~~

Trans. Mello. No. Effective Date Page No.
AID HANDBOOK 10 10: 119 Nov. 9, 1989 34-5

~
(4) the final questionnaire (PTQII) is completed two years

after return and at regular intervals thereafter to evaluate the long
term impact of the participants' training program.

b. The mission training officer, or equivalent, is responsible
for administering the evaluation system. He/she will:

(1) Administer the questionnaires to the participants:

(a) immediately prior to departure (OTQ);

(b) immediately upon return from training (RTQ);

(c) after at least six months on the job (PTQI); and

(d) after two years on the job (PTQII)

(2) Translate the questionnaire responses into usable data
through computer processing by the PTMS. (If it is not feasible to\wi process by computer, then through hand tabulation.)

(3) I nterpret the participants' training programs in reports
compl eted at the end of the project, or at other poi nts, and forward the
reports to the project manager and the program officer.

c. The PTES and other mission questionnaire instruments form the
data basis for more encompassing reports or analyses on participant
training. Information and data can be collected on a group of
individuals or on a project or program basis for mission use,
particularly for the training and program offices and mission top
management, and for AIO/W.

~ 4. The Participant Training Evaluation System (PTES) Questionnaires

The PTES questionnaires consist of four sets of questionnaires.
These sets gather basic core information pl us (a) process information
rel ated to impl ementati on and management issues and (b) informa ti on
fundamental to assessing effectiveness and impact. The mission, host
country, contractor and/or other entity may add additional evaluative
questions to these generic Agency-wide questionnaires in order to obtain
information to meet the needs of various audiences. The questionnaires
are designed for data input to a computerized system of record
processing. These standardized questionnaires may al so be processed by
hand.

The four sets of questionnaires are contained in Attachment 34A,
"Generic Questionnaires for the Participant Training Evaluation System." -¥-

~ Revised
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ATTACHMENT 34A

GENERIC QUESTIONNAIRES
FOR THE PARTICIPANT TRAINING EVALUATION SYSTEM

GUIDANCE ON THE USE OF GENERIC QUESTIONNAIRES

The following four questionnaires have been developed in
accordance with the Participant Training Evaluation System (PTES)
described in Handbook 10. The purpose of these questionnaires is to
gather uniform data from all Missions on the departure, return and
follow-up stages of a participant's training program. Each
questionnaire consists of 9-15 key questions which will provide the
basis for evaluating the effectiveness of the overall Participant
Training Program. Missions may add, indeed, are encouraged to add
additional questions in order to collect information specific to a
develoJJllent project or for varying host country/USAID needs.

The first questionnaire is designed to be administered upon
departure for training; the second immediately upon completion of
training; the third six months after the completion of training; and
the fourth two or more years after the completion of training.

The survey format of the generic questionnaires has been
designed to permit easy tabulation and machine coding into the PTMS
or other Mission information system for eventual statistical
analysis. The format includes yes/no and multiple choice questions,
as well as difficulty and satisfaction scales of one to five. This
format has been used with success in terms of response patterns by
about 600 participants in previous evaluations of Mission
participant training programs in Rwanda, Botswana, Zimbabwe, Burma
and Haiti. Where Missions add on questions, it is suggested that
this format be followed to facilitate the analysis.

The following are examples of the sort of questions Missions may
want to add to the generlc questionnaires:

1. Departure Questionnaire

o On what basis were you selected for training?

(USAIDs may construct this as either open-ended or
multiple choice depending on Mission's selection criteria)
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o What arrangements have you made with your employer during
your absence in training?

Res i gned
Leave without pay
Leave wi th parti al or full

pay

2. Return Questionnaire

o How much notice were you given regarding your departure
date?

(j."',".'
....:.. -.,"

,.' _.'i.

Date
Notified

Date
Departed

Number of days
and/or weeks

o Did you have any problems wi ttl the following
administrative arrdngements? Please specify:

(or Mission may construct this as a scale of difficulty:
(N) none, (S) some, (M) much)

) Vi sa or inmi grati on
procedures

) Using medical insurance
) Maintenance allowance/per

diem
) Tra ve1 arra ngemen ts
) AccOO1modati ons
) Support from Program

Moni tor (AID/Contrac tor)
) Academic/personal

counseling at training site

~
.. '...•"".'..'.'.":':.'

)';,:. :/'

4t..·.~;.,
'ftI

o What recOO1mendations would you make for improving the
aaninistrati on of the training program?
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3. Post Training Questionnaires

o Have you experienced any of these difficulties in
re-adjusting after your return from training?

(or Mission may construct this as a scale of difficulty:
(N) none, (S) sane, (M) much)

) Readjusting to your job
) Readjusting to cu1 tura1

nonns or 1ife style
) Readjusting to family life

o Is your U.S. degree recognized at the appropriate level
compared to similar degrees from other countries?

Yes ( No (

o Can you give examples of any changes, or new ideas, you
have introduced in your work as a result of your training
program?

(e.g., different procedures, techniques, equipment, etc.)

o Since your return, how often have you corresponded with
an organization you visited or person you met during
training?

often

occasi ona11y

seldom

Reason for correspondence:
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o Do you receive any professional publications?

If so, what?

Yes ( No

o Have you received a Certificate of Achievement from the
USAID Office since you completed your training program?

Yes ( No (

The preceding three sets of Questions are only examples of
additional questions Missions may wish to ask at the time it
conducts the PTES.
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INSTRUCTIONS FOR QUESTIONNAIRE

1. The questionnaire includes both close-ended questions with a
choice of answers, and open-ended questions requiring a written
response. Please read each question carefully and answer all
questions as candidly and completely as possible.

2. For close-ended questions with a choice of answers, please
mark an "X II in the space provided. For example:

Compared to the level of satisfaction you had in your
previous job, does your current job have:

( x ) More satisfaction
( ) Same satisfacti on
( ) Less satisfaction

3. Some responses are provided on a sliding scale of one to
five. In such cases, please circle the appropriate number which
best reflects your view. For example: How satisfied are you
with your on the job training program overall?

Very
Satisfied

2

Moderately
Satisfied

3 4

Not
Satisfied

5

4. Please use pen (not pencil) to complete the questionnaire
and write as legibly as possible. If you wiSh to make a
correction, please clearly mark out the original response as
follows:

Very
Satisfied

2

Moderately
Satisfied

3 4

Not
Satisfied

5

5. If you need more space for any question or wish to make
further comments, feel free to use the IIcomments" section at the
end of the questi onnaire.
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DEPARTURE FOR TRAINING
QUESTIONNAIRE

1. Are you aware of the purpose and objectives of your proposed
training program?

Yes ( No (

2. Are you aware that AID is financing your training?

Yes ( No (

3. Have you participated in a previous AID-sponsored training
program?

Yes ( No (

If yes, please specify field of training, location and dates:

4. Do you feel that you are adequately prepared to begin your
training program?

Yes ( No (

If no, what additional information do you think mig,t have
better prepared you for your program?

( ) English Language Training
( ) Infonnation on health insurance
( ) Infonnation on training institutions
( ) Infonnation on travel arrangements
( ) Infonnation on accommodations and allowances
( ) Other----------------

5. Do you know what job you will be returning to?

Yes ( No (

6. Does your current job involve supervising others?

i·.. ·.cc ...".--.~...W

~, ...•..... ,'.:

""

Yes ( No ( Not Currently Employed

If yes, how many people do you supervise:
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7. Do you expect to receive a job promotion or salary increase
after completing your training?

Yes ( No Don I t know Not Applicable (

8. What benefits do you expect to receive from this training
program? (P1 ease number "in rank order. Rank all that apply.)

( ) Enhanced professi onal capabil i ties

( ) Career advancement/better job opportunities

( ) Exposure to other culture(s) and social system(s)

( ) Professional contacts

( ) Obtaining a degree or certifi cate

Other:V (speClfy)

9. What contributions do you expect to make when you return to
your organization/job after completing your training?
(Please number in rank order. Rank all that app1y~)

(s pec1fy)

( ) Manage a project, office, division, or company

( ) Initiate new projects or services

( ) Improve operational procedures, programs or services

( ) Influence or make policy

( ) Train others (workshops, on-the-job training, etc.)

( ) Participate in research activities

( ) Not returning to a specific organization/job

Other: -------r----yo--,.----------
Additional Comments:--------------------
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RETLI RN FROM TRAI NI NG
QUESTIONNAIRE

1. Are you returning to the same position you occupied before
training?

Yes ( No ( No Pri or Job

If no, what is your new position? it..·.... ·.·..·.".·...'

V
Job T1 tle DeptJAgency!Company

2. Did the training you receive fulfill its designated objectives?

Yes ( No (

If no, please explain why:

3. Which of the following orientations, if any, did you attend in
preparation for your training program:

) Pre-departure orientation in home country
) Arrival orientation in country of training

or
) Did not attend an orientation

4. Were you adequately prepared for your training program?

Yes ( No (

If not, what waul d have helped you to become better
prepared?

Some
Problems

5. To what extent did you encounter any
adjustment problems:

No
Problems

2

social or cultural

Many
Probl ems

3
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If many problems were encountered, explain:----------

6. Did you have English language training either in the United
States or prior to departure for training?

( ) Had English language training prior to departure
( ) Had English language training in the United States
( ) Did not have English language training.

7. To what extent did you experience problems with the English
1angu age?

No
Probl ems

Speaking ••••••••• ,

Understandi ng ••• .1

Writing .••••.•••. l

Reading••••••••••1

Some
Probl ems

2

2

2

2

Many
Problems

3

3

3

3

8. How satisfied are you with the following aspects of your
training program:

Very
Sati sfi ed

Moderately Not
Satisfied Satisfied

Program Content and Delivery (technical
level, length, amount of information) •. l

Relevance of Training to Job •••...••••• l

Applicability of Training to
Host Country Conditions ••...••.••..•••• l

Bal ance of Theory and Practice ••.••••• .l

Competence of Instructors .•.••.....•••• l

AdeQUacy of Training Facilities •••••.•• l

Administrative Arrangements ••••••.••••• l

Chance to meet Americans (or nationals
of country of training) ••••••••••.••••. l

2

2

2

2

2

2

2

2

3

3

3

3

3

3

3

3

4

4

4

4

4

4

4

4

5

5

5

5

5

5

5

5
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If not satisfied with any aspect, please explain:

9. How satisfied are you with your overall training experience?

Very
Satis fi ed

I 2

Moderately
Satisfied

3 4

Not
Satisfied

5

10. What have been the greatest benefits from your training
program? (Please number 1n rank order. Rank no more than
th ree items)

( ) Enhanced professional capabilities

( ) Career advancement/better job opportunities

( Exposure to other culture(s) and social system(s)

( Professional contacts

( Obtaining a degree or certificate

Other:
(spec1fy)

11. As a result of your training, what contributions are you now
prepared to make upon return to your organization/job? (Please
number in rank order. Rank all that apply).

( ) Manage a project, office, division, or company

( ) Initiate new projects or services

( ) Improve operational procedures, programs or services

( ) Influence or make policy

( ) Train others (workshops, on-the-job tra-ining, etc.)

( Participate in research activities w··

···"···'··.................... ,.
" ..,'.~
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) Did not return to a specific organization/job

Other:
(speclfy)

Additional Comments:--------------------
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POST TRAINING QUESTIONNAIRE
(Flrst VerSlon)

1. What is your current job position (Title, Dept/Agency/Company)?

List other job positions you have held since returning from
training, starting with the most recent:

(,I'..''..'.' ,' .
'.';,' , ':...•.

{::", .._,d'

Job Title Dept/Agency/Company Dates

2. Did you experience difficulties in finding a job upon return
from training?

Yes ( No (

If yes, why and how long did you wait for a job assignment?
(List number of months waited)

(months)-------
3. Are you presently in the job for which you were trained?

~.. '.'.'."."\tI

Yes ( No (

I f not, expl ai n:--------------------

4. Compared to .the level of responsibility in your job before
training, does your current job have:

(
(
(

(

) More responsibility
) Less responsi bil i ty
) Same responsibility

or
) No pri or job
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5. Does your current job involve supervising other people?

Yes ( No (

If yes, how many people do you supervise? -----
6. How has your training been recognized by your colleagues? (Check

all that apply)

(
(
(

(

Increased duties and responsibilities
Increased esteem or prestige
Negative recognition

or
No recognition given

7. How has your training been recognized by your superiors? (Check
a11 that apply)

) Job promoti on
) Salary Increase
) Increased duties and responsibilities
) Increased esteem or prestige
) Negative recognition

or
) No recognition given

8. How relevant is your training to your present job?

Very
Relevant

2

SOOIewhat
Relevant

3 4

Not
Relevant

5

~ If not relevant, explain:-----------------

9. How much are you able to use the knowledge and skills learned
from your training program in your present job?

Large
Amount

1 2

Moderate
Amount

3 4

Small
Amount

5

~ If small amount, explain: _
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10. Have you been able to fully use your training in your present
job?

Yes ( No (

If no, what have been the constraints? (Please number in rank
order. Rank as many as apply).

( ) Lack of equilJllent, supplies, or resources
( ) Lack of qualified staff
( ) Lack of support from superiors
( ) Res i stance to change by others
( ) Too many other responsibilities
( ) Training was not applicable to local conditions

Other:
(speclty)

11. Which of the following activities have you been able to
undertake in your job as a result of your training? (Check all
that apply)

( ) Manage a project, office, division, or company
( ) Initiate new projects or services
( ) Improve operational procedures, programs or services
( ) Influence or make policy
( ) Train others (workshops, on-the-job training, etc.)
( ) Participate in research activities

Other:
(speCl fy)

12. What do you consider to be the greatest benefits from your
AID-sponsored training program? (please number in rank orde.r.
Rank no more than three items)

( ) Enhanced professional capabilities
( ) Career advancement/better job opportuni ties
( ) Exposure to other cul ture(s) and social system(s)
( ) Professi ona1 contacts
( ) Obtaining a degree or certificate

Other:
(speclfy )
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13. How satisfied are you with your overall training experience?

Very
Sati sfi ed

2

Somewhat
Sati sfi ed

3 4

Not
Sati sfi ed

5

If not satisfied. please give suggestions for improvements:

14. How much have you been able to share the ideas and techniques
learned from your training program with your colleagues and/or
supervisors?

Large
Amount

2

Moderate
Amount

3 4

Small
Amount

5

15.

If a small amount. explain:----------------

Have you received any other training outside your home
country since you completed your AID-sponsored program?

Yes ( No (

If yes, please specify field of traini~g. dates, location and
sponsor:

Additional Comments:--------------------
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POST TRAtNI NG QUEST! ONNAIRE
(second arid SiOi.6Sequent Yersl OAS )

1. What is your current job position (Title, Dept/Agency/Company)?

If you have held other job positions since returning from
training, please specify starting with the most recent:

Job Title Dept/Agency/Company Dates

2. Compared to the level of responsibility in your prev·ious job,
does your current job have:

) More responsibility
) Less responsibility
) Same responsibility

or
) No pri or job

3. Does your current job involve supervising other people?

Yes { No (

If yes, how many people do you supervise? -----
4. How many job promotions have you received since you completed

your AID-sponsored training program?

One job promotion
Two job promotions
Three or more job promoti ons

or
No job promotions

~ \.,

"""
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5. How relevant is your tra"ining to your present job?

Very
Relevant

2

Somewhat
Relevant

3 4

Not
Relevant

5

I f not re1 evant, exp1 ai n

6. How much are you able to utilize the knowledge and skills
learned from your training program in your present job?

Large
Amount

2

Moderate
Amount

3 4

Small
Amount

5

If small amount, explain:

7. Have you encountered any constraints to more fully using your
training in your present job?

Yes ( No (

8.

If yes, please indicate the kind of constraints encountered:

( Lack of equipment, supplies, or resources
( Lack of qualified staff
( Lack of support from superiors
( Resistance to change by others
( Too many other responsibilities
( Training is not applicable to local conditions

Other:
(specl fy)

Which of the following activities have you been able to
undertake in your job since completing your AID-sponsored
training? (Check all that apply)

( Manage a project, office, division, or company
( Initiate new projects or services
( Improve operational procedures, programs or services
( Influence or make policy
( Train others (workshops, on-the-job training, etc.)
( Participate in research activities

Other:
(specl £y)
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9. What do you now consider to be the greatest benefits from your
AID-sponsored training program? (Please number in rank order.
Rank no more than three items)

( ) Enhanced professional capabilities
( ) Career advancement/better job opportunities
( ) Exposure to other culture(s) and social system(s)
( ) Professi ona 1 contacts
( ) Obtaining a degree or certificate

Other:
(s peclty )

10. How satisfied are you now with your overall training experience?

Very
Sati s fi ed

2

Somewhat
Satisfied

3 4

Not
Satisfied

5

If not satisfied, explain:

11. How much have you been able to share the ideas and techniques
learned from your training program with your colleagues and/or
supervisors?

Large
Amount

2

Moderate
Amount

3 4

Small
Amount

5

If small amount, expl ain:

12. Haveyau rece.i ved any other external tra i nin g since you
completed ,your Am-sponsored program?

Yes ( No (

If yes, please specify field of training, dates, location and
sponsor:
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Additional Comments:-------------------
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CHAPTER 35

FOLLOW-UP

35A. POLICY

1. It is AID policy that projects with participant training canponents
be designed and implemented so that participants will return to the
project no later than six months prior to the Project Assistance
Completion Date (PACD) in order to pennit orderly reintegration.

2. It is AID policy that projects with participant training contain
additional specific fund"ing for appropriate continuing education and
follow-up activities on the participants' return.

3. It is AID pol icy that every AID mi s si on, in coll aborati on wi th the
host country, provide general follow-up activities to returned AID
participants and maintain and update records for a minimum of three
years on former participants who were trained for periods of three
months or longer. Certificates of Achievement, hO\Ever, are to be
awarded to all returned participants, no matter how short the trai ni ng,
in a forum tnat allows appropri ate pUbl ic recogniti on.

4. It is AID policy that when a returned participant demonstrates
significant professional achievement in his/her job and/or personal
advancement, the mission will extend the minimum follow-up period beyond
three years in order to further track and support the individual.

5. It is also AID policy that follow-up activities are to encourage
friendship and understanding bet~en the United States and other
countries by continuing to broaden the returned participants' knowledge
about the United States, its people, institutions, culture and American
goods and se rvi ces.

358. DEFINITIONS

1. Continuin~ Education Activities -- short training programs,
worksFiops ana semfnars Tor returnea participants, generally held in the
host country, designed to further the technical and management aspects
of the AID project. The technical assistance component of a development
project may fund these activities.

2. F011 ow-UE -- is a two part proces s that i ncl udes :

a. activities for returned AID participants designed to further
the technical and non-technical objectives of all AID-sponsored
participant training; and
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b. the maintenance of mission records on former participants for

the purpose of tracking and contact.

35C. REQUIREMENTS

1. AID Mission Res.ponsibilities

a. r~ission Directors - Are to assign a mission employee as
:~~1~~~d~:~~~; =~~fit:;:~~onsi bil ities for general follo....up activities Q

(l) give personal attention and support in collaboration with
the host country to implementing participant follow-up activities as is
warranted by the importance of the activity;

(2) peri odically detenni ne host country interest and mi ssi on
capacity to implement a~ or all of the recommended follo~up activities;

(3) assure that "Certificates of Achievement" (Attachment
35A) award ceremonies are held at least once a year, if not more
frequently; and

(4) approve the Returned Participants Follow-Up Activities
Report, (Attachment 35B), which is to be prepared annually by the
mission and is to be based on current and historical mission/host
COlJ ntry records.

b. Project Officers - Are to actively support follo~up:

(l) when designing projects with a participant training
component, by assuring that specific funding is included to provide
returned participants with appropriate continuing education and
follo~up activities during the life of the project;

(2) when designi ng and then impl ernenti ng projects with
participant training, by assuring that all participants return from
training at least six months prior to the PACD and resume project
activities in order to facilitate their reintegration by orienting the
returned participant to project activities through team-building and by
suppling continuing education and follo~up;

(3) when implementing a project, by assuring that the
technical assistance team, if a~, and host country provide all required
activities to the returned participants; and
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(4) when implementing a project, by assisting the mission's

follow-up officer to conduct follO\'1-up activities and maintain a timely
and cOOlp1ete record of all returned participants, including the
identificati on of successful fonner participants for supplemental
follow-up activities and possible reporting to OIT as a "Success Story."

c. Fo110w-1JR Officers - Are to:

(l) plan and develop the mission's general follow-up program
and with each project officer ensure implementation of individual
project follow-up activities;

(2) maintain personal and/or written contact with returned
part ici pants for a mi nimum of th ree years, especially those part ici pants
who ha ve received trai ni ng for three months or longer, in order to
obtain the infonnation needed to (a) accomplish general follow-up
objectives and (b) maintain statistics and data on returned participant
for impact and/or evaluation actiVities;

(3) arrange for the fonna1 presentation of "Certificates of
Achi evement" to all returned AI D-sponsored part icipants;

(4) by December 31 of each year, submit to OIT the Returned
Participants Follow-Up Activities Report (Attachnent 358); and
thereafter, whenever appropriate, notify OIT of any activities of
special merit and participant "success stories" as these occur; and

(5) undertake or assist in the conduct of any of the
follow-up activities suggested in this chapter.

The Participant Training Management System (PlMS) mqy be effectively
used in support of follow-up activities and recordkeeping.

2. aIT Responsibilities

~. OIT is to:

a. fonnu1ate AID follow-up policy and strategy and stimulate,
assist and guide the Agency's worldwide fo110\'1-up program;

c. cOOlpile for the deputy administrator an annual survey of AID's
worldwide fo110\'I-up activities based on all Returned Participants
Follow-Up Activities Reports.
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350. PROCEDURES FOR SPECIFIC FOLLm~-Up AC TIV ITIES

Mission follow-up activities are to be designed to (a) assist all
returned participants who were in programs of three months or longer to
utilize, reinforce, extend and transmit to others the technical and
managerial knowl edge acqui red duri ng thei r trai ni ng and (b) promote
friendship and understanding between the United States and the host
country.

1. Certificate of Achievement

AID awards a "Certificate of Achievement" to ;.ver.x foreign national
who successfully completes an AID-sponsored particlpant training program
in the United States or a third country in order to give personal
recogniti on to the part ici pant and to create a favorable cl imate for
continued follow-up activities. In order to do this:

a. Missions are to determine the most effective method of
presentation for the "Certificate of Achievement" on the basis of local
conditions and social attitudes as well as AID program objectives in the
host country. Fonnal ceremoni es of presentation are recommended with
the collaboration and participation of host country officials, mission
and other U.S. Goverlll1ent offici al s, and the fonner participants I

supervisors, fcrnilies, and friends;

b. Missions are to inscribe, by typing or hand-lettering, each
Certificate, which is then to be signed by the mission director; and

c. Missions are to report to OIr on presentations of significance
and when doing so are to include the date and place of the event, ncrnes
of prominent persons in attendance, newspaper clippings, photographs
with identifying captions when available, and a~ other information that
could be useful and of interest. The presentation of certificates is an
occasion to further develop AID objectives and to emphasize the
importance of human resources in development programs.

The "Certificate of Achievement" is available from on on request.

2. Conferences~ WorkshoJ?s.l and Semi nars

Conferences, workshops, and seminars for returned participants can
be organized along technical lines to extend the participants' training
in modern techniques or to expose them to advanced technical and
managerial knowledge. Through lectures and discussions, the
part ici pants can be assi sted to further develop new ideas and then to

Q'C••. '<.•
:.... : ....-"
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introduce these into their jobs. U.S. or host country project personnel
or other recognized practitioners in specific technical fields take the
lead in such activities. The mission m~ also request the TOY services
of experts from other missions, AID/W, other U.S. Governnent agencies,
or private organizations in the United States when desirable and funds
are avail able. Outside of a specific AID project, the best resu1 ts from
this sort of activity are achieved when the host government or an alumni
association of returned- participants takes the lead in the conference,
workshop or seminar's primary sponsor.

3. Pub1 icati on of Newsletters and Professi ona1 Journal s

a. A newsletter, preferably technically oriented, is valuable in
those countries where many participants are far from the capital city.
It can help maintain systematic contact with participants who:

(l) share a professional interest 'in sector and project
development and in AID/host country achievements;

(2) are interested in the professional and social activities
of fonner participants; and

(3) seek infonnation about the availability of technical
publications, aids, services, etc. r~issions having a substantial number
of returned participants should examine the possibility of publishing a
newsletter with general follow-up or project funds;

b. A professional journal, in contrast to a newsletter, can
provide more fonna1 technical information to assist participants in
expanding and monitoring their knowledge and training. A journal can
also contain articles on specific technical applications, the technical
accomplishments of participants and examples of various proven methods
of overcoming problems. To achieve their purpose and assure continuous
wri tten and personal contact wi th returned participants, journal sneed
to be issued at least quarterly.

4. Creation and S~20rt of Alumni Associations (General or
15"rQ,fessfonaTY

a. Alumni associations can be an important source of support for
mission programs and are to be considered when developing follow-up
plans with the host country.
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b. The formation of a general AID participant alumni association
is encouraged only if circumstances in the host country are politically
favorable, participants show earnest personal interest, and sufficient
numbers of returned part ici pants are will i ng to assume the leadership
and responsibilities necessary to assure the continuous and meaningful
operation of an association.

c. The formation of AID-sponsored professional associations for
returned participants in technical subjects such as agriculture, health
or education ma,y prove to be quite successful. A host country
association in a technical field, hO\lA:!ver, ma,y have greater long-range
benefit for the host country and its professional members. To prepare a
favorable c1 imate for the development of such associ ati ons, missi ons
should prOVide initial encouragement and assistance through either the
organization of conferences, workshops and seminars. These can be along
technical lines and include as a topic the establishing of an
association by the returned participants and others.

d. Although mission/contractor personnel can p1a,y key roles in
stimulating their deve10lJl1ent, providing guidance and support to such
organizations, real organizational viability is only obtained by
i ndepende nce. The successful associ ati on must be oraani zed and
maintained bl its own memoersn!.e. f.1issfons sfioulo fiave on1y lnforma1
rel ationshlps witfi al umnf assocuti ons once they are estab1i shed.

5. Ora.anization of a Technical Literature Service

a. In host countries where returned participants are unable to
purchase technical literature and materials and where participants have
little or no contact with U.S. sources of technical information,
missions can establish a "Technical Literature Service. 1I A service
should be established only with the cooperating country's consent,
coll aborati on, and when possi b1 e future sponsorshi pis assured.

b. As a means of implementing a Technical Literature Service,
missi ons are authori zed to Mrchase for presentation or loan to returned
eart icie.ants c~"ies of textoooKs ~ professional or tecfinfcal 6ooks,
eer;oalcals, a otFier J?u6Hcatfons.

c. Missions should place returned participants on the pub1 ication
mailing lists of USIA and AID to receive each agency's periodical
pUbl ications and provide them with other relevant AID literature when
available. Technical projects ma,y want to purchase books or other
appropriate publications for its participants by their specializations.
Procurement of books is handled through the mission or contractor's
procurement facilities in accordance with AID procedures.

, ....•.....•...<••..~..
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6. Extension of Membership in American Professional Societies

Missi ons are authori zed to re new professi ona1 soci ety membersh ips,
or to enroll returned participants in American professional societies
and to p~ for subscriptions to journals for participants who do not
possess the required funding for their own membership.

7. Use of Returned Partici.pants to Orient New Particie.ants

Selected returned participants should be invited to assist in
orienting new participants prior to the3r departure for training
abroad. The returned participants I experi ences overseas, when
objectively reported, can be invaluable in briefing new participants to
the requi rements of travel and 1ife abroad (see Chapter 17 -
Prede,eartu re OM e ntati on) •

8. Or 9.a ni zation of En9.1 ish La'!9ua9.e Refresher Courses

Cou rses in technical Engli sh organi zed especially for homogeneous
professional groups broaden their knowledge of professional terms and
help them to expand their access to technical information in their
fields. Maintenance English also supports former participants'
proficiency in a language with worldwide use and permits the obtaining
of social and cultural information.
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ATTACHMENT 35B

GUIDELINES FOR PREPARING
RETURNED PARTICIPANTS FOlLOW-UP ACTIVITIES REPORT

COUNTRY ----------- FISCAL YEAR
DATA BEGI·~NS~---~~~----

1- RETURNED PARTICIPANT DATA ~1ALE FEMALE TOTAL

a. Number of all participants
returned from U.S. training
in last FY (bilateral,
regional and centrally-funded):

OIT/IT t~anaged

Contractor r~naged

Total

b. Number of all participants
returned from third-country
training in last FY (bilateral
regi onal and centrally-funded):

OIT/IT Managed

Contractor Managed

Total

c. Number of those participants
who returned from a combined
US/third-country trarning pro-
gram 1ast FY (bil ateral
regional and centrally-funded):

OIT/IT Managed

Contractor Managed

Total
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d. Total number of all returned
participants last FY (add
t ota1sin a + b + c):

OIT/IT Managed

Contractor t~naged

Total

e. Total number of participants
who did not return ("No-go")
after completing their AID
and host country approved
training in the U.S. or third
countries last FY:

(No AID-sponsored participant
is to remain in the U.S. or third
country of training without the
express permission of both AID
and the host country. Failure to
return home is termed "No-go".)

f. Percent of non-returnees in
last FY year [e - (d + e)]:

g. Cumu1athe num be r of part ici pa nts
returned from training abroad in
all prior fiscal years (or other
£lme frame), including last FY
(verify 1ast FY number with OIT/IT
departures report):

h. Cumulative number of participants
who did not return from training
abroad in all prior years (or other
time frame), including last FY:

i. Percent of non-returned partici
pants to date [h - (h + g)]:

g' ."',' .'~

:"i'""i':
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2. CONTACT WITH RETURNED PARTICIPANTS

a. Who maintains general follow-up
contact with returned participants?

FSN Tra i ni ng (F 011 O\'I-U p)
~- Officer

I.."i ssi on/host cou ntry
---- (contractors)

b. How frequently are contacts made?

More than once a year

Less than once a year

Other:

Not 1'1aintai ned

About once a year

N/A

If less than once a year, please explain:
-~-----

c. What kind of contacts?

Professional or Work-Related Social or Personal

4. Do returned participants have a debriefing interview at the mission
on their return from training?

Yes No

3.

d. Does the mission administer follow-up interviews or questionnaires
after participants return to monitor their training
utilization? Yes No

If yes, please describe:
-~~~-~-------~

Does the Mission Present Certificates of Achievement?

Yes, fonnal ceremony

Yes, i nfonnal presentati on

Yes, both

No, not presented

4. Other Returned Partici.Eant Foll oW-U,E Activities:

a. Conferences/workshops/seminars? Yes No
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If yes, please describe: _

b. Alumni Association?
General

--- Professi onal

c. Newsletters/Journals?

Alumni
--- Technical

Both types
None---

___ Both types
None---

{.-.•........~..•......

~

d. Memberships in U.S. Professional Associations?
Yes, mission enrolls returned participants

---- Yes, mission renews participants' memberships
Both types

---- No, mission does not provide membership services

e. Are returned participants invol ved in orienting new
participants? Yes No

f. Does mission make technical materials available for returned
participants? Yes No

If yes, please describe how these are made available:

g. Are English language refresher courses offered to returned
participants? Yes No

h. If the mission does not conduct any of the above activities, are
there plans to do so in the future? Yes No

5. Who is Res~onsible for Coordinatina Follow-UE Activities?

~_ FSN Training (Follow-Up) Officer
mission/host country contractor

-- USIS

Host Government
-otner:
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6. How is Follow-U.E Funded?

Mission Rep. Funds
--- Local Currency Agreements

Proj ec t-Re 1ated---
_____ Separate TA Project
_____ Embassy Rep. Funds

Other:---
7. Returned ParticiE.ant Directorl. and Information

a. Does mission produce a participant directory? Yes No

No

NoYes

Yesb. Is the directory updated?

c. Is the directory used?

By whom? ~ _

8. Particie..ant Training, Manag,ement S"ystem (PTI-1S)

a. Does the mission use the PTMS to maintain its follow-up

records? Yes No

b. It is used in supporting evaluation
activities? Yes No

9. Host Government Commitment: Is there a formal agreement{s) between the
mission ana nost government to re-intergrate participants in appropriate
positions upon their return?

Yes No

10. SUCCESS STORIES:

AID/W is interested in recelvlng "success stories" from each country if
they are available. These should be narratives containing information
descri bi ng the outcomes of tra"j ni ng, espec i ally whe n the re is a cl ear
rel ati onship between the skill sand knowl edge learned duri ng AID
training and some event, achievement, or improvement that occurred after
the participant's return. The accomplishment or training outcome should
be an I/impact on economic or social development" in general, or an
impact on part ici pant performance in part 1cul ar. Each success story
should contain the participant's name, sex, and field of training;
period and location of training; position before and after training; and
description of the accomplishment through examples of the participant's
job-related training utilization or innovative behavior resulting from
the training experience. Photographs and newspaper articles would be
helpful if available.
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Name: Male Female

Position Before Training: _

Position After Training: ----------------
Training Program (length, location, and field of study): _

Descri~tion of ACCorr1ishment: (examples of innovative behavior upon return
and70r relevant utf lzat'i"on of skills and knowledge from training):

Personal .Quote Regardin$LBenefit of Trai ni n9.J if E.0ssi bl e):

(J"'.' ,'.'.,.k }o
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CHAPTER 36

EXCEPTIONS TO HANDBOOK 10

36A. POLICY

It is AID policy that exceptions from policy, requirements or procedures
contai ned in thi s Handbook 10 and the supp1 ementa1 series of Part iciEant
Training, Notices are authorized only when essential to the partlclpant
trainlng program or where special circumstances make such exceptions in
the best interest of AID-sponsored participant training. Exceptions
will be approved only by the Di rector, Office of Internati ona1 Trai ni ng
(OIT) or hi s/her duly authori zed representati ves, or as otherwise
prOVided in this Handbook. Exceptions to participant allowances are to
be submitted to the Chair, OIT Allowance Committee, who has delegated
authority for this class of exception (Chapter 11 -- Allowances).

36B. DEFINITION

Exce~tion to Handbook 10 -- an approved specific and limited deviation
Trom tne policies, nequ;rements, procedures, a11~~ances or standard
regulations in the Handbook, or supplemental Partici~ant Traini~

Notices.

36C. PROCEDURES

1. Requests to deviate from policy, requirements, procedures, or
allowances as specified in Handbook 10 are submitted to the Director,
OIT, or his/her representative.

2. Each request for an exception to Handbook 10 must contain as a
rni nimum:

a. identification of the provision, policy, requirements,
allowance or procedure from which an exception is sought;

b. a full description of the exception and the circumstances in
which it will be used;

c. the name of the participant and identification of the training
program affected, including the dollar value if applicable;

d. a statement as to whether the exception has been requested
pre vi ous1y and, if so, circumstances of the pre vi ous requests;
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36C
e. a descri ption of the intended effect of the exception, and

other potential effects, such as implications for participant tax
liability or tax withholding requirements; and

f. detailed reasons supporting the request, including any
pertinent background information which will contribute to a fuller
understandi ng of the de vi ati on sought.

3. The request should be sutmitted on standard letterhead stationery
in the format demonstrated in Attachment llB, Chapter 11, Allowances.

4. OIT will review the request, coordinate with other relevant AID
offices when appropriate, and sutmit a response as soon as possible.
This type of review will normally take a minimum of 10 working days.

It.'.··.·· ..''''.,,·.....:.•\til
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37A. PURPOSE

CHAPTER 37

REIMBURSABLE TRAINING PROGRAMS

This chapter provides infonnation which AID mission personnel are
encouraged to make available to foreign governments and other
international organizations which m~ be interested in training
participants in the United States on a host government-funded basis.

378. AUTHORIZATION

The programs described in this chapter are authorized under Section
607(a) of the Foreign Assistance Act of 1961, as amended, which reads as
follows :

Sec. 607(a), Furnishing of Services and Commodities. Whenever the
Presi dent detenni nes ••• any agency of the Uni ted States
Government is authorized to furnish services and commodities on an
advance-of-funds or reimbursement basi s to friendly countri es,
international organizations, the American Red Cross, and voluntary
non-profit relief agencies registered with and approved by the
Agency for International Development (including foreign voluntary
non-profi t re1 i ef agencf es so regi stered and approved when no ..
United States voluntary non-profit relief agency is available).

To date, the training programs administered by the Reimbursable Training
Program (RTP) have operated only on an advance-of-funds basis.
Accordingly, before the start of a training period, RTP advises the
sponsoring government or international organization of anticipated
program and overhead costs duri ng the trai ni ng peri od, and the sponsor
deposits funds into a trust account in the United States Treasury. RTP
draws on these funds, as needed, to implement the training.

37C. ORGANIZATION

Reimbursable Training Programs is a division of the Office of
International Training (OIT/RTP). A staff of personal services
contractors, under direct-hire management by an assistant director,
implements the reimbursable training programs, offering a range of
services similar to those provided for AID-funded participant training
programs. Sample agreements are attached as Supplements 37A and 37B.

------------_._----------------------_._------
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A"y country or international organization interested in pursuing
reimbursable trai ni ng shoo1 d contact:

Reimbursab1 e Trai ni ng Programs
c/o Assistant Director
Office of International Training
Agency for Internati ona1 Development
Washington, D.C. 20523

{.....................•...\...'
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SUPPLEMENT 37A

Illustrative text of Section 607(a) training agreement between RTP and other
governments:

AGREEMENT BETWEEN

THE GOVERNMENT OF
and t~ffi-e---~-

GOVERNMENT OF THE UNITED STATES OF AMERICA

ON THE TRAINING OF
-----~----~-~

THIS AGREEMENT is made this day of , 19
BETWEEN the Government of , acting tnrougn ----

(herefnarter re1errea to as the
--------------------~)-,-a-n~a-t~~e Government of the United State~s-o~f~ATm-e~rTrc~a--

acting througn tne ~.s. Agency for International Development, Office of
International Training, Division of Reimbursable Training Programs
(herei nafter referred to as (IIRTP II).

WHEREAS, the desires to obtain training assistance in order to
meet human resource development requi rements j and WHEREAS, the Governnent of
the Uni ted States of Ameri ca is prepared to assi st in arrangi ng for such
training and development on an actual cost (non-profit) basisj

NOW IT IS HEREBY AGREED AS FOLLOWS:

ARTICLE I

The ~~ shall send and RTP shall receive and place SUitably
quallTiea participants for training in the United States
beginning , 19 with the expectation that there will be
approximatefy short.:tenn and long-tenn academic
trainees during tie ffrst year.

ARTICLE II

RTP will provide professional and administrative services, as detailed in
Annex A of this Agreement, for participants to receive training at various
training institutions and facilities in the United States. Among the services
to be furni shed, RTP will:



-
Page No. Effect;ve Date Trans. Memo. No.

37A-2 Sept. 1, 1988 10: 108 AID HANDBOOK 10

(a) select appropriate institutions in the U~ited States for training the
participants;

(b) prepare appropriate documentation and make arrangements for the
placement of participants in the selected United States institutions;

(c) provide administrative support to participants while in the United
States;

(d) other (specify from Annex A).

ARTICLE II I

The will identify and select participants for training, with RTP
assistance:-a5 stated in Annex A, Item 1, and will specify the training
program for each such participant.

ARTICLE IV

~"'<..'..'.' ..".""."~.',.,

'"

A. The will be respons"ible for the travel of the
partTclpants to and from the United States and for making all
pre-departure arrangements, including providing passports, obtaining
visas and arranging pre-departure orientation. The will
also insure that immediate family, i.e., spouses and cfl11aren
accompanying participants have valid return tickets and visas.

i..·..·.".. ··.··."..•·.·.·.·
V

B.

C.

The will insure that candidates selected for the program
undergo a complete physical examination, including x-rays and that the
resulting medical reports and international immunization records are
made available to the and to RTP prior to the candidates
acceptance into the program. ~ reserves the right to not accept a
candidate into the program due to serious medical disabilities.

RTP agrees to arrange health and accident coverage for treatment for
illnesses or accidents which occur while participants are in training in
the United States. Such coverage will be paid by •
The agrees, when so advised by RTP, to pay medical costs in
excess or the amounts covered by insurance.

D. The will provide all necessary academic records and
transcrlpts requlred for placement in U.S. educational institutions.

w·'·······'·····'····'·'··;:~.:,
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ARTICLE V

Page No.

37A-3

Training programs for individual participants under this Agreement will be
approved by the

ARTICLE VI

A.

B.

The will be responsible for all costs of participant
trai~ana trafning support services incurred under this Agreement,
including insurance and the indirect costs of administering this
program. Payment for training services will be made directly by RTP to
the providers of services, such p~ments to be made from funds held in
trust for this purpose.

It is understood and mutually agreed that the administrative costs of
and charges for the program are based on an expectation of a minimum
of participants. If the expected numbers of participants do
not materi'a11ze, acbninistrative charges will be subject to a
corresponding adjustment as detailed in the annual budget attached as
Annex

ARTICLE VII

Estimates of costs plus appropriate contingency amounts, will be set out in a
proposed annual budget and p~ment schedule, mutually agreed upon by
the and RTP. Annual budget estimates and p~ment schedules
for subsequent years will be prepared by RTP and will be transmitted
to not 1ater than of each subsequent year as
annexes to tnis Agreement.

ARTICLE VIII

To provide the basis for annual bUdget estimates as provided in Article VIr
above, the will forward to RTP by of each
year, the numoer 01 participants and to the anticipated program duration of
each for whom placements are being requested during the succeeding training
year whi ch begi ns september 1.
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B.

A. The agrees that it shall, within ten (10) days of the
effectlve date of this Agreement, as provided for in Article XVI,
depos it ina United States Doll ar Trust Fund Account to be designated by
RTP, the total estimated budget amount for the training year;
i •e., the pe ri od , 19 to , 19
The Turtne r agrees to deposi t on or 6efore July 1 or
each-SUCCeea;ng year, the total estimated bUdget amount for the
immediately succeeding training year, i.e., September 1 to August 31.

The will promptly remit additional funds to the
RTP-aesTgnatea rrnited States Dollar Trust Fund Account when the
financial reports referred to in Article X indicate that funds remaining
in the Account are insufficient to cover anticipated expenditures for
the costs of training requested and training in progress. It is agreed
that when the Contingency Fund falls to fifty percent of the amount
established in the budget, the will make additional
remittances to the United States ~o'lar Trust ~d Account to bring the
Contingency Fund up to the established budge amount.

~ '.••....••c•.~..•.

V

c. Deposits to the aforementioned special trust fund account shall be made
by United States Dollar check payable to the Reimbursable Training
Programs and transmitted to the Office of Financial Management, Agency
for International Development, Washington, D. C., 20523, or by transfer
through the Federal Reserve Bank in accordance with instructions to be
provided by RTP.

A.

D. Balances remaining in the Account as of the end of any training year,
will automatically be carried forward and will be credited in the budget
at the beginning of subsequent training years.

ARTICLE IX

RTP will account for all costs incurred in the administration of this
program and will charge these costs against the United States Doll ar
Trust Fund Account established by the and will provide
the with quarterly financial reports.

B. The financial reports referred to in Paragraph A of this Article wi'll
provide data on cumulative deposits into the United States Dollar Trust
Fund Account from the , amounts disbursed, amounts accrued
for unbilled expenses, and die unexpended balance.

C. RTP will also provide a comparison of bUdgeted --\:l1 actual costs on a
quarterly basi s, and ~,hel'e appropri ate, will request additi ona1 trust
fund deposi ts from the ._.__._ ...

Q""•.............( ','
~{c., ',':'
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D. RTP will send all financial reports to the following address:

-----------_._-

ARTICLE X

A. At the conclusion of the program and a final accounting, RTP will submit
to the _ statement setting forth all expenditures made
under tne ~greement.

B. After the costs of furnishing the services provided for herein and
related charges have been paid, and there has been a final accounting,
RTP will promptly refund to the any funds remaining in
the Uni ted States Doll ar Trust FundAccount.

ARTICLE XI

The and RTP will use their best efforts to ensure that
the participants return to as soon as they
have compTetea their courses of study.

ARTICLE XII

The agrees that no claim will be brought against the
Government oT tne ~nited States or its employees that m~ arise as a result of
the services furnished under this agreement, and further agrees to hold the
Government of the United States harmless against any and all claims that may
arise as a result of the services furnished under this Agreement.

ARTICLE XII I

The parties to this Agreement agree to consult with reference to any issue or
disputes that m~ arise concerning the implementation of this Agreement.

ARTICLE XIV

This Agreement m~ be amended by mutual consent of both parties.
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ARTICLE XV

This Agreement shall come into effect when signed by the duly authorized
representatives of the Government of and the
Government of the United States.

ARTICLE XVI

This Agreement shall remain in effect until sixty (60) d~s after receipt by
either party written notification of the intention of the other to terminate
it. In the event of such termination, the parties will consult regarding an
orderly closeout of the program.

ARTICLE XVI I

The provlslons of the Agreement shall not prejudice the implementation of any
other exchanges that m~ be concluded by the parties.

ARTICLE XV II I

All annexes to this Agreement shall become an integral part of it.

for tne Government of tne
United States of America

Date

F"or tne Govemnent of die

15'ate

i·· '.. ·.·..·.··.",··."...•V
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SUPPLEMENT 37B

SERVICES TO BE FURNISHED BY OIT/RTP
UNDER A REIMBURSABLE 607(a) AGREEMENT

The United States Government will provide the following services for
the
--------------------~

1. Assist in the scneening and selection of participants by
informing of standards and requirements of
participatiii'geauca'Elonal institutions and by reviewing credentials of
candidates identified for training.

2. Ident ify and make contractual arrangements with appropri ate
educational and training facilities.

3. Place participants in educational and training institutions
according to their needs and abilities.

4. Assist in the development of appropriate, specialized and
individualized curricula to meet the needs of the and
the participants.

5. Prepare regular reports for the __
of the participants.

on the progress

6. Provide assistance as needed in orientation, housing and reception
of participants in the communities in which their studies will take
place, and/or in Washington, D. C.

7. Upon the request of the , arrange for supervi sed
occupational experience for p~ar~t~l~c~f-pa~n~t~s-.---

8. Assist the participants in maintaining current visa status during
the period of their training in the United States.

9. Maintain records on individual participants progress and
performance and monitor the education of the participants based on the
goals agneed upon between the United States Government
and

10. Advise the of any costs for treatment
incurredin excess or tne ffmlts of nea1th and accident coverage as
provided in Article IV of this Agneement for which payment cannot be
obtained from participants' government under this Agreement.
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11. Arrange for additional language training as and when needed for the
student to carry out successfully his or her program.

12. When necessary, arrange for travel of participants within the
United States for purposes related to their training programs.

t..·..··.·· "',.
V
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APPENDIX A

GLOSSARY OF HANDBO(J( 10 TERMS

AID Counselor - a staff member in OIT trained to make arrangements for
necessary-services to resolve a participant's problem.

Academic Participants - those who are enrolled in an academic institution with
tti'e oIijectlve of 05tain'ing an academic degree; e.g., A.A., B.A., B.S., M.A.,
M. S., and Ph. D.

AccomEa~in~ Excess Ba.9..9!~ - in the case of air carriers where passenger
5aggage imlts are set according to weight, an allowance to provide for
accompanying baggage in excess of the amount permitted on the ticket at the
beginning and/or end of training. Permissible AID baggage allowances are
explained under International Travel Funded by AID

American Professional Societ~ - a non-profit organization chartered in the
ITn;tea States or a JurTsa;cl10n thereof for the professional advancement and
exchange of information among professionals in a specific discipline.
Professional societies generally publish a periodic journal.

l3 BUdfet Wor!sheet - a documen~ structured in acc?rdance with the Training Cost
'-' Ana ysi s system whi ch commUnl cates the cost estll11ate of each funded PIO/P

program to the office for International Training (OIT), the office of
Financial Management (FM), and ultimately the AID project which sponsors the
trai ni ng.

Call Forward Date - upon issuance of the TIP and its approval by the Mission,
't'tleprogrammerestablishes the date the participant is to arrive in the U.S.
for training. This date is know at the Call Forward Date (CF).

Confirmation Cable - the confirmation cable refers to the cable transmitting
tne 1Tne item estTmated costs for a PIO/P-funded training program to AID
missions/offices.

Contracto~ - for the purpose of this Handbook:

a. organizations which are under contract with AID missions and
bureaus or host country government; or

b. recipients of grants from AID missions and bureaus; or

c. under interagency agreement; or
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d. host country government entities such as embassies in Washington
which are responsible for planning and/or managing participant training,
including selection, placement, oversight and follow up.

Contractor Transfer - the transfer of programmi ng responsi btl ity from one
entfty to anotner.

Continui~Education Activities - short training programs, workshops and
seminars or returnea partfclpants, generally held in the host country,
designed to further the technical and management aspects of the AID project.
The technical assi stance component of a development project may fund these
activities.

Counse1i~ - assistance with serious health, emotional, legal or other
proDTems that may affect a participant's training program.

De~endents - the spouse and/or children of the participants.

Domestic Travel - travel within the United States or third country of training
te,tner oy air, rail or bus) undertaken during the authorized training
program. Domestic travel does not includes daily commuting to and from
training sites.

Emer~enSl Assistance - assistance provided or coordinated by the AID counselor ~
or otner AID officer if the counselor is unavailable to reso1 ve or allevi ate
serious participant problems such as illness, accident, emotional or
adjustment difficulti es, 1ega1 i nfracti ons, etc.

Escorts - AID officials who provide assistance with participant travel,
'ogistlcs and scheduling, home hospitality arrangements, and serves on behalf
of AID as the representative of the participants in meetings or other
situations. In the absence of an individual official serving as esort
officer, an interpreter may serve as an escort.

Exception to Handbook 10 - an approved specific and limited deviation from the

~~~~~~~~: ~~q~~~~:~;~tafr~~~~~~~~n~l+~:~~~~ ~~t~~:~~ard regulations in the ~

Exchan*e Visitor Program - a program of a sponsor designed to promote
lnterc ange or persons, knowledge and skills, and the interchange of
developments in the field of education, the arts and sciences, which has been
designated as such by the Director of the United States Infonnation Agency
(USIA), to promote mutual understanding between the people of the United
States and the people of other countries.

Fol10~ - activities for returned AID participants designed to further the
technlca1 and non-technical objectives all AID-sponsored participant training.



He~.!l! ~"-d.-~.£S..!.d~nt_C_ov~ra~_~Cl - ~ self-funded.program administered by on
Blrougn a contractor wn1cn 15 respons1ble for rece1ving and reviewing all
cl aims and i ssui ng checks in payment for those cl aims covered by HAC.

Host Country Man~ed - training which is managed by a host country's entity,
tnenost-country s-Embassy in the United States or country(ies) of training
and/or a contractor responsible for placement and monitoring of the
participants. (All requirements of Handbook 10 apply in such instances and
whether or not there is in fact a contractor, the requirements normally
handl ed by a contractor must be assumed by the host country.)

lAP 66A - the USIA Associate Director for Educational Affairs' certificate of
eTTgloility for exchange visitors (J-l) status. This is the AID version of
the J-l visa application form.

Incidental Travel E~enses - taxi or bus fares, departure taxes at airports,
and/Or-anemergency telePhone call when not met on arrival in country of
training.

Inflation Factor - a percentage of the budget estimate applied to those budget
Trne-'tems~cn may increase over the life of the training program. The
inflation factor is not charged on programs of short duration as actual costs
are known. Inflation is calculated on educational costs and living allowances
beginning with the second year of all academic programs. The rate of
inflation is adjusted periodically to reflect actual rates of inflation
experienced in the U.S. economy.

International Travel - round trip travel usually by air as well as travel
oetween-tnejpartlclPant's home city and the point of departure and return.

Inter~eters - qualified individuals with the sole responsibility of providing
sfniUl taneoU'S and/or successi ve transl ati on services to one or more
participants.

L~over - a rest period of not less than 12 hours nor more than 24 hours
aufllOnzed in advance and taken during a scheduled flight in excess of 14
hours.

Master Disbursi~ Account - an account established to accept funds from
mfSslonsand-ArD OTrrceS-that choose to use the funded PIO/P process. Once a
program is designed, costs agreed upon and a confirmation cable prepared,
missions/offices are required to transfer the funds to the Master Disbursing
Account should be made periodically, but not less than quarterly. It is from
the account that all charges from on contractors are pai d.

----------_.-------------_._----_.__._----------------------
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Nonreturnee - an AID-sponsored participant \'/ho has been fonnally reported by
the mlssion, contractor, training institution or other entity as not having
returned to hi s/her home country. A nonreturnee may have remai ned in the
United States or third country beyond the AID program termination date or may
have departed the country of training, but traveled to and stayed in another
country to delay or avoid returning to the home country.

Orientation - a program to provide the participant with an understand'ing of
Amerlcan culture, values and institutions -- not for emulation, but to
encourage fri endly and productive rel ati onships bet~en the countri es and to
facilitate personal and professional ties which can foster the participant's
continued technical growth and contributions after their return home.

OIT Contractor/RSSA - contractors and U.S. Government agencies under contract
to or oBler arrangements with AlDis office of International Training, with
responsibilities for participants essentially similar to those of contractors.

Partic!Eant - a fo~ign national whose education or training is funded and/or
sponsorea-Dy AID and takes place outside of his/her home country. The term is
a shortened form of "Part icipant 1n Development. II

Partici~ant Documentation - the package of participant training material sent
to 6li, or an AID mfsslon in a third country, which documents and which may
fund a training program request.

Partici~ant Trainin[ Evaluation ~stem (PTES) - the methods, activities, data
conectlon capaclty of tFie'"PTMS, and generic fonns that are the basis on which
AID systematically collects and assesses information on participant training,
whether for making corrections and improvements in program implementation and
operations or for evaluating the overall impact of the Participant Training
Program.

Partici~ant Trainin[ ImEact Evaluation - the assessment, either during the
rfTe or after the conclusron OT a prOJect, of the effectiveness of the
participant training in terms of the benefits to the individual trainee's
work, to the host country employing organization, and to the host country's
development objectives. Data and other program information collected during
ongoing monitoring and evaluation should fonn the basis and starting point for
the evaluation of project impact on the host country over the long term.

ParticiEant Traini~ Information Slstem (PTIS) - the Agency's computer-based
reposrtory of O11fcl a" data on a'" AID-sponsored participants i ncl udi ng those
managed through OIT, AID direct contractors and grantees, host country
contractors and host country government entities.
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Part iCi~ant Trai ni n9.. Mana9..ement~tem (PTMS) - a comprehensi ve rni crocolTlputer
'S,YS1:em eveToped oy oIi ana~r~T [T\1 Tor useoy missions in the planning and
management of their training protfolio and "individual participant programs.

ParticiRant Trainin~10nitiorin[and Evaluation - the ongoing assessment, as
oofect1velY as poss16'le, of die appropriateiie"SSof participant training
programs, their success or failure in terms of trainee satisfaction, and the
achievement of program objectives for the purpose of maki ng mid-course
improvements in program operations whether it be a general participant
training project or a participant training component in another project.

Particieant Traini~ Program - the sum total of AID's worldwide training
portTollo wnicn 1S composea of all training conducted outside host countries
under all AID funding mechanisms.

Particie..ant Trainin[ S.pecialist (PTS) - a Foreign Service National (FStJ) ,
tFifra country nadonal or personal services contractor of an AID missi on who
has responsibility for the management and implementation of participant
training, also known as the training officer.

Particie..ant Trai ni!l9 - the human resources development cOfnponent of a
aeve10prnent project which may also include technical assistance and
commodities procurement, or the enti re activity of a project whi ch trai ns
foreign nationals outside their home country to fulfull the host country's
human resources development objectives.

Personal Extension of St2l - an authorized extension in the United States or
tFlira country of training not to exceed 30 days beyond the training
tenni nati on date for personal reasons, not to include further trai ni ng. Such
extensions must be requested at least 10 days in advance, approved by both the
AID mission and host government, and financed by other than AID funds.

PredeEarture Orientation - a formal or informal orientation provided to
Xnf-sponsorea part;crpants in the host country prior to departure that is to
address those administrative and cultural aspects of the training program
that are of immediate value to the departing participant.

Pr~am Extension - a time extension to a participantls program which was not
antlclpatea oy tne AID mission.

Pr~ammin~ Officers - employees of contractors and OITls contractor/RSSA who
actuaTTy manage participant programs.

Project I~lementation Order/Partici~ants (PIO/P) - Form AID 1380-1, which is
used to aocument and lor request ana runa a partlcipant training program. It
consists of Page 1 - Face Sheet; Page 2 - Training Request; and Page 3 
Biographic Data.
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Selection - the systematic process of choosing individuals who are to be
AID-sponsored participants in accordance with selection criteria.

Selection Criteria - standards which have been established for choosing
Tnanrvl~s~participants such as professional experience, educational
level, and employment status.

~~onsor - any reputable United States agency or organization or recognized
lnternational agency or organization having United States membership and
offices which makes application to the director of USIA for designation of a
program under its sponsorship as an Exchange Visitor Program and \'Ihose
application is approved.

Stqpov~ - an approved stop Hhile enroute usually on return home, not delaying
return eyond 10 days and not at AID expense.

Technical Partici2ants - those whose training does not have an academic degree
as an oofectlve; training may be short courses, on-the-job training,
observation tours, or university courses without the objective of a degree.

Termination - the ending of AID sponsorship of the participant and the return
to die nome country.

Training, Cost Anallsis - a system used to collect data on the line item
expenoltures-rnvoTvearwith AID participant training. The system employees a
standard set of definitions for reporting of costs and is to be used by all
placement agents.

The Trainin~ I~lementation Plan (TIP) - a description of the program to be
Tonowea by tne partfclpant as speclned in the Project Implementation
Order/Participant (PIO/P). It is prepared by the program specialist
responsible for arranging the program. It is clearly detailed and
descriptive. Each segment of the plan or training module states the purpose
of that segment, the name of the training site or institution, how the purpose
is to be achieved and the duration of the program. The TIP should also
include the program specialist's concurrence and/or comments on degree
objectives proposed in the PIO/P based on the participant's transcripts,
curricula and other related participant infonnation.

Trainin[ Needs Assessment - an analysis of the knowledge, skills and
att;tuaes possessea 5Y 'individuals of a target group, i.e., a human resources
assessment, in order to measure whether there is a "gap" or training need
between exi sti ng competenci es and requi red perfonna nce 1evel s. The target
group may be individuals encompassed by a project, an entire sector, or at a
cou ntry 1eve1.

Trainin[ Needs - specific knowledge, skills or attitudes that an individual
must acqu;re-'n order to perfonn a specific task or occupy a position
effecti ve ly.
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APPENDIX B

HANDBOOK 10 FORMS

1. Academic Enrollment and Term Report (AETR): AID 1380-69 (6/88) 
[Chapter 26 -- Monitorin[ of Partici~ants]

2.

3.

7.

5.

4.

6.

8.

Analysis Worksheet (TCA): AID 1382-12 (6/88) - [Chapter 5 -- Traini!!.9
Cost Anal1sis]

Associate Directorate for Educational and Cultural Affairs Certificate
of Eligibility for Exchange Visitor (J-l) Status (lAP 66A) - [Chapter 14
-- Visa Requirements]

BUdget Estimate Worksheet (TCA): AI D1382 -lOA (6/88) -[Chapter 5 -
Traini~ Cost Analysis]]

Conditions of Training: AID 1381 -6 (7/88) - [Chapter 18 -- Partici~ant

Re s.Eon si bi!!..ti es]

English: AID 1381-6 (7/88)
French: AID 1381-6a (7/88)
Arabic: AID 1381-6b (7/88)
Spanish: AID 1381-6c (7/88)

Dependent Certification: AID 1380-5 (6/88) - [Chapter 15 -- ~~ndents

of Partici~ants]

Medical History and Examination for Foreign Applicants: AID 1382-1
(6-87) [Chapter 13 -- Pred~arture r~edical Exaninations]

Participant Data Form (PDF): AID 1381-4 (5-83) - [Chapter 24 -
Partici~ant Traini~ Information System]

9. Participant English Language Testing and Training Report: AID 1380-14
(5/88) - [Chapter 12 -- Eng..1ish Lan"gua9..e Trainin.9 and Testin.9]

10. Participant Training BUdget Worksheet: AID 1380-95 (6/88) - [Chapter 10
-- Par~..ici.e.a nt Trai ni n9. Bud.get Worksheet]

11. Project Implementation Order/Participants (PIO/P): AID 1380-1 (12-79) 
[Chapter 6 -- Project Im.Elernentation Order/ Partic~ants (PIO/P)and
~~lements DocumentationI

12. Project Transmittal Sheet: AID 1382-8 (5/88) - [Chapter 30 -- Pr~am

Extensi on and Transfers]
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13. Proposal Worksheet (TCA): AID 1382-11A (6/88) - [Chapter 5 -- Trainin.9
Cost AnalYsis]

14. Quarterly Report (TCA): AID 1382-13 (6/88) - [Chapter 5 -- Trainin9. Cost
Ana l,xsi s]

15. Request to Work: AID 1381-5A - [Chapter 29 -- E~lo~ment of Partictpants]

16. Training Cost Analysis Fonns and Instructions (TCA): AID 1382-9 (6/88)
[Chapter 5 -- Trainina Cost Analysis]

(J:' '.(,;,. --)
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CHAPTER 38

PARTICIPANT TAXES

38A. POLICY

1. In order to comply with federal tax law and current Internal
Revenue Service (IRS) regulations, all participants whose programs are
funded by AID must file a tax return if amounts received exceed the
current tax year's Personal Exemption.

2. It is AID policy to pay participant income taxes on the income
resulting from the official training program. However, AID will not pay
taxes under the following circumstances:

a. For participants who are in non-returnee status;

b. For penalties and/or interest resulting from the tax return
not having been reviewed by OIT.

c. For participants in AID job-related training programs less
than 24 months who return to the United States after training and incur
a retroactive tax liability for the time spent while under AID
sponsorship.

d. For tax liabilities incurred as a result of funds received
from sources other than AID which are not a part of the participants'
approved program.

3. According to current IRS regulations, Non-Resident Aliens on
job-related travel (e.g. training) in the United States can deduct their
living expenses if their stay is less than 24 months. If individuals
stay on in the United States over 24 months or return within the year of
departure, they may be responsible for retroactive tax liabilities on
expenses that they previously had been able to deduct. In other words,
the IRS views potential tax liability in relationship to time. Missions
should be aware of this when former short-term participants request to
return to the United States for additional USAID sponsored training or
request extensions. The Mission must decide tax responsibility for any
retroactive tax liabilities, penalties and interest that might occur.
Participants must be informed of these decisions. It is also suggested
that Missions obtain a written release from participants who wish to
return to the United States on their own after training, stating that
any retroactive taxes levied on previous USAID sponsorship will be the
participant's responsibility.

Chapter Certified 6/15/91
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38A 4. It is likely that participants studying in the United States under
a scholarship/fellowship or in job-related training of 24 months or
longer will have a tax liability. OIT will approve the amounts but
payments must be authorized by Missions for these training-related taxes.

5. It is the responsibility of the participants, who believe they have
a tax liability, to submit their tax returns to OIT for review before
submission to the IRS. Failure to do so, or failure to do so before the
OIT deadline for tax return review, will result in the participant being
held responsible for possible late filing fees and/or other penalties
and interest.

6. Contractors should familiarize participants with current IRS
regulations upon their arrival in the United States. This orientation
should include the signing of a Power of Attorney, and if appropriate,
the IRS W4 Form and Tax Treaty Exclusion Statement. OIT and IRS
requirements, procedures and responsibilities relating to U.S. Income
Tax and filing should also be discussed.

38B. DEFINITIONS

1. Tax PaYments -- OIT does not pay participant tax liabilities
directly. OIT reviews participant tax returns for those participants
currently in the United States, and completes tax returns on behalf of
participants who have departed the United States based on a signed IRS
2848 Power of Attorney Form. OIT will communicate approved participant
tax liabilities to the contractor. The contractor will in turn contact
the sponsoring Mission or Bureau and ask for payment authorization based
on the OIT approval. OIT suggests, if possible, that the contractor
obtain a blanket Mission approval for payments of all participant tax
liabilities incurred in that tax year. These blanket approvals must be
obtained on a year-by-year basis.

2. Statement of Expenditures -- Under IRS regulations, all
contractors are required to file an IRS 1042 Form listing all
participants for whom they have financial responsibility, and an IRS
1042S Form for each participant to the IRS before March 15 of each
year. Failure to do so could result in fines, penalties and interest
being levied upon the contractor, which will not be reimbursed by AID
In addition, OIT requires that contractors submit a statement of
expenditures to each participant before March 15.

The statement of expenditures should be on contractor letterhead
and contain line item break outs of all expenses paid to the participant
for the previous tax year (See Supplement 38A for an example of a
statement of expenditures).

..
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~ 3BB2 Statement of expenditures must also accompany all Power of Attorney
Forms submitted to OIT on behalf of returned participants.

3. Power of Attorney -- Contractors are required to obtain a signed
Power of Attorney from every participant before the end of training.
The Power of Attorney should be kept on file until the final year of
training. The contractor will submit the Power of Attorney form as an
attachment to the final statement of expenditures (if total expenditures
exceeds the Personal Exemption), to OIT for processing (See Supplement
38B for copy of IRS Form 2848 Power of Attorney).

Participants are to complete all items highlighted by a single
asterisk on Page 1 of the Power of Attorney. The contractor must have
two witness signatures indicated by the double asterisks on page 2 of
the Power of Attorney.

OIT will forward the completed Form 1040NR and approval of any tax
liability for Mission payment authorization to the contractor. If,
after review, OIT believes the departed participant has no tax
liability, OIT will submit the Power of Attorney and Form 1040NR
directly to the IRS.

4. Tax Categories -- For tax purposes, OIT has defined five tax
categories for AID participants.

a. Category 1 - Scholarship/Fellowship:

Those participants in an accredited U.S. academic institution
studying for a degree or for training to prepare the student for gainful
employment in a recognized occupation. Duration of program is
irrelevant in this category. These participants will probably have a
tax liability and are subject to withholding. Participants receiving
their scholarship prior to 8/17/86 are not subject to the 1986 Tax
Reform Act, and can deduct all of their expenses which in effect reduces
their tax liability to zero (unless they have income from sources other
than the AID scholarship). If the initial scholarship has expired and
the student is on an extension granted after 8/17/86, that student is
subject to the provision of the Tax Reform Act of 1986 as applied to the
extension.

b. Category 2 - Job-Related Training, Less Than 24 Months:

Participants in Academic or Technical Training less than 24
months studying to enhance their performance on their current job held
in their home country, and who will not receive a promotion or will not
transfer to another occupation as a result of their training.
Participants falling under this category will probably not have a tax
liability, and will not be subject to withholding if the contractor has
a signed W-4 Form on file.
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38B4 c. Category 3 - Job-related Training, More Than 24 Months:

Participants in Academic or Technical Training more than 24
months studying to enhance their skills for the job held in their home
country, and who will not receive a promotion or will not change
occupations as a result of their training. Participants falling under
this category will probably have a tax liability on a portion of the AID
grant, and will be subject to withholding. Further, participants are
urged to keep all receipts for three years in case of an IRS audit.

d. Category 4 - Non Scholarship/Fellowship, Non Job-Related:

Participants who are not studying for a degree, and who do not
meet the definition of job-related as stated in 2 or 3 above. These
participants are usually high school, 4-H, or Experience America
trainees. Category 4 participants will have a tax liability, and are
subject to withholding if the expenditure exceeds the personal exemption.

e. Category 5 - Participants From Tax Treaty Countries:

Participants from tax treaty countries can be from any of the
above Categories. These participants usually do not have a tax
liability, and are usually not subject to withholding, if the tax treaty
status is indicated on a W-4 Form which the contractor must have on
file. These students must file a tax return in order to receive the
benefits of the treaty. In addition, these participants must sign a Tax
Treaty Exclusion Statement and enclose it with their Form 1040NR when
filing a tax return. A list of countries holding tax treaties with the
United States will be given to contractors in the tax packet distributed
by OIT at the beginning of each year.

5. Withholding -- In order to ensure that tax liabilities are paid,
the IRS requires that a certain percentage of monies paid to a
participant are withheld from that individual and paid directly to the
IRS.

However, in the case of AID participants, certain categories of

~~~~~o~~~n~x~~~~ni~o~fw~~~~~~d~~~~ns~~Sf~~g~~~~~~~~n~~e~~~df~~m ~
non-resident alien trainees under the Mutual Securities Act of 1954 (and
by extension under the Foreign Assistance Act of 1961, as amended), even
if such amounts are subject to taxation under the Internal Revenue
Code. In addition, tuition, books, fees, supplies, and equipment
required for courses of instruction at an accredited institution of
higher education are excluded from taxation and are, therefore, exempt
from withholding. If withholding is necessary, the monies cannot be
taken from participant allowances.
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38BS Students who are in job-related training for less than 24 months,
or students covered by a tax treaty may be exempt from withholding IE
they complete a W-4 Form certifying they will owe no tax. This means
that withholding applies to any payment:

a. That is not tuition or maintenance for students in the United
States for longer than 24 months in job-related training (Category 3
participants).

b. That is not tuition, qualified fees, or maintenance for any
student in an accredited institution of higher education and who is not
in job-related training (Category 1 participants).

c. That is not maintenance for any student in other than an
accredited institution of higher education and not in job-related
training (Category 4 participants).

Withholding is calculated at 14% of the covered expenses.

38C. PROCESS

Since IRS documents and laws change from year to year, OIT will
contact each contractor at the beginning of the year with specific
instructions regarding the preceding tax year.

380. BUDG Ell NG

1. Missions and contractors will have to budget for participant
taxes. If withholding and/or tax payment is necessary, a line item in
the budget must be created from which this money can be taken.
Maintenance cannot be the source for withheld taxes. In order to make
bUdget estimates, the Mission and contractor will have to determine the
categories of students to be trained. No budgeting for taxes will be
required for:

a. Job-related trainees in the United States for less than 24
months who will sign a W-4 Form certifying no taxes will be due.

b. Tax Treaty participants who are in the United States for less
than the allowable limits of the treaty.

c. Participants whose total payments from AID will not exceed the
Personal Exemption. This amount changes yearly.
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380 Budgeting will be required for all other categories.

2. In order to make reasonable estimates, the Mission and contractor
will have to:

a. Calculate for Scholarship/Fellowship students (Category 1
Participants):

Yearly cost of program

Subtract any excludable
tUition/fees/book estimates

Subtract Personal Exemption

Balance

Multiply Balance by 15% = Tax Liability ___

b. For Job Related Students in training over 24 months (Category
3 Participants):

Yearly cost of program

Subtract any deductible
tuition, fees, book estimates,
training costs, other non-maintenance
related costs (considered business
related expenses)

Subtract Personal Exemption

Balance

Multiply Balance by 15% = Tax Liability _

c. Non-Scholarship, Non-Job Related Students
(Category 4 Participants):

Total program cost
Subtract Personal Exemption

Balance

Multiply Balance by 15% = Tax Liability _

3. Since tax rates may change over time, Missions may wish to add a
percentage point or two to the tax calculation for budgeting purposes
i.e. apply 16% or 17% to the balance.

i· ~.

"'"

Ii(.·..•....·.·.•·.\~.... ,.·.'.·.·.·.\,,#
"..

I



1M 10:132

HB 10, ATTACHf'lENT 38A

YOUR COMPANY LETTERHEAD

NAME: (as reported to IRS)

COUNTRY:

PROGRAM CONTACT:

CATEGORY

PIO/P#:

TRAINING DATES:

The following expenditures have been made by (name of your
company) in (tax year) for the above named participant in the
U.S.A.I.D. Participant Training Program:

TUITION AND FEES
BOOKS AND EQUIPMENT
RESEARCH/DISSERTATION EXPENSES
TYPING
LANGUAGE TRAINING
PROF. SOCIETIES/MEMBERSHIPS
HAC INSURANCE
BOOK SHIPMENT
MAINTENANCE (not per diem)
DOMESTIC TRAVEL
INTERNATIONAL TRAVEL
PER DIEM
MIDWINTER AND SEMINAR REG. FEES
OTHER - (PLEASE specify what "other" is)

TOTAL EXPENDITURES:
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HB lOt ATTACHMENT 38B

hereby appoint(s) the following individual(s)·

If TelephoneAddress
Name CAF Number ~

Number

A. .L. D. f :iA- lb 7U3-!)l~-414/

KOOm lUl
wasn~ngton. D.G. lU5l3-1bUl

F'onn 2848 Power of Attorney and
(R..,. February 1988) Declaration of Representative OMB No. 1545·0150

[xPlles: 12·31·90
Department of the Treasury

• See separate Inltructlonl.Internal R_nue s.,."ce

ImI Power of Attorney For IRS Use Only

.... Taxpayer(s) name(s) Taxpayer identification number File So.C
"i Level.. * Receiot0

J Address (number and street) Plan number (if applicable) Powers

I N/A BlindT.
• City, state. and ZIP code Telephone number Action~e:. *

.
Ret. Ind.

*
*
*

..

as attorney(s)·in·fact to represent the taxpayer(s) before any office of the Internal Revenue Service for the following tax matter(s) (specify
the type(s) of tax and year(s) or period(s) (date of death if estate tax»'

~ Federal tax
Type of tax form number Year(s) or period(s)

(Individual. corporate. etc.) (1040, 1120, etc.) (Date of death If estate tax)

In a~v~ aua 1 III INR &

Attachments

The attorney(s)·m·fact (or either of them) are authorized. subject to revocation, to receive confidential information and to perform any and
all acts that the principal(s) can perform with respect to the above specified tax matters (excluding the power to receive refund checks and
the power to sign the return, unless specifically granted below). See Regulations section 1.6012·1(a)(5) for information on returns made
by agentL(List ex~ludablepowers beloV(o Indi~ate. if ,you eve grantinltJhe power to~ign toe ret~rn.) •

Ihe aDove named ~nd~v~aual ~s also autllor~zea to s~gn my tax return
....... as' T' aIil" 'no '1o'rige'r' 'Hi' the' U':S':' al1"d' nave' De'en' gone' 'more' .than' '6U' ·days····
-_ ..... pr"io·:t· 'to' 'tn'e' 'due" CIa t"E!. Tor" tl1rs' 'r'e t·urn·:················································

ptl Send originals of all notices and all other written communications in proceedings involving the above tax matters to the appointee first
- named above, and a duplicate copy of all notices and all other written communications to the taxpayer named above, or

o Send copies of all notices and all other written communications addressed to the taxpayer(s) in proceedings involving the above tax
matters to:

1 0 the appointee first named above, or

2 0 (names of not more than two of the appointees named above) '" ••.••.•••••.•••••...••.••.•.......•.• 0 ••••••• 0 •••••••

* Initial here •••••••••••• if you are granting the power to receive, but not to endorse or cash, refund checks for the above tax matters to :

3 E9 the appointee first named abov,..Pf· .c... t' ...... •... 0 4 • 1 I ••••• (' oj P.J,It i'j
(name of one of the above designatedr.. ·~~ .. f .

This power of attorney revokes all earlier powers of attorney and tax information authorizations on file with the Internal Revenue Service for
the same tax matters and years orpe~s~ve~b~tI)~,Wf'.o.1.~1' except the following:

,. !ru:I' ''''1 •. "r ,. "I' .1"'
_ ": .. ~;~. :". ~ r;:t.\.!~ ..

•. . . . ••. ••. •. ••.(S~itY i~ ,;,~ ir"a~i.d: ';;t;:am, iddrw'i~l~di~ilPc~e·.~ ;eiir i~ ;nac,,;d ~;p;e~~i ;'-rliir'~;r~ ~~ci ;~Ih~r;~i,~n's')' ••.•••••.... - ...

Sllnature of or for taxpayer(l)

(If signed by a corporate officer, partner, or fiduciary on behalf of the taxpayer, I certify that I have the authority to execute this power of
attorney on behalf of the taxpayer.)

* •••••• - •••••••••••••••(s;I~;iu;i)• • • • • • • • • • • • • • • • • • • • • ••.•••..•••••.•• (f,ili. ;,'apPI;abl~ i . 0 •••• - ••••••••

(A1so1ypeor pnnt you, name below ,I SlIn,nl for alalPllyer who 'S nOlan ,nd,v,dual.)
(Date)

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. ..
(Silnature) (Title. "apphuble) (Dale)

• You may authorize an organlDt/on, firm. or pannershlp to rece'Ye conf,dent'a' ,nformatlon. but your representatlYe must be an ,ndlYldual who must complete Part II

For Privacy Act and Paperwork Reduction Act Notices. see pale 1 of the separate Instructions. Fo,m 2848 (Rev 2·88)



form 2848 (Rev. 2·88) PIce 2
If the power of attorney is granted to a person other than an attorney, certified public accountant, enrolled agent, or enrolled actuary, the
taxpayer(s) signature must be witnessed or notarized below. (The representative must complete Part II. List representatives there only if
they are recognized to practice before the Internal Revenue Service.)

The person(s) signing as or for the taxpayer(s): (Check and complete one.)

[it is/are known to and signed in the presence of the two disinterested witnesses whose signatures appear here:

** - - - - - - - - - - - - - - - - - - - - - - - - - - - -(Siiniit~'; Ofwit~eSsi - - - - - - - - - - - - - - - - - - - - - - - - - -

** - - - - - - - - - - - - - - - - - - - - - - - - - - - -(S;initiire ofYlitneSsj - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - (bate)- - - - - - ...

o appeared this day before a notary public and acknowledged this power of attorney as a voluntary act and deed.

Witness: _
(SiSnature of Notary)

IDIlI Declaration of Representative

NOTARIAL SEAL
(if required by state law)

I declare that I am not currently under suspension or disbarment from practice before the Internal Revenue Service; that I am aware of
Treasury Department Circular No. 230 (31 CFR, Part 10), as amended, regulations governing the practice of attorneys, certified public
accountants, enrolled agents, enrolled actuaries, and others; and that I am one of the following:

a a member in good standing of the bar of the highest court of the jurisdiction shown below;

b duly qualified to practice as a certified public accountant in the jurisdiction shown below;

c enrolled as an agent under the requirements of Treasury Department Circular No. 230;

d a bona fide officer of the taxpayer organization;

• a full-time employee of the taxpayer;

f a member of the taxpayer's immediate family (spouse, parent, child, brother or sister);

I a fiduciary for the taxpayer;

h an enrolled actuary (the authority of an enrolled actuary to practice before the Service is limited by section lO.3(d)(1) of

Treasury Department Circular No. 230);

Commissioner's special authorization (see instructions for Part II, item i)

and that I am authorized to represent the taxpayer identified in Part I for the tax matters specified there.

Designation Jurisdiction
(insert appropriate letter (state. etc.) Signature Date

from above list) or Enrollment Card Number

__......_.........-. _. .-
1.6012-1

(RIPRE!':~AT1VI OR AGIHT
'. FOR ftR ,,1.1&:.,. If, ...

o u.s.G....O.. ,... - 20}-390/79274
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AID Handbook Index

Preface

Handbook 10, Partici~ant Train!~ was completely revised and re-issued in
September 1989:- ififs i n<lex FiaSDeen developed subsequently to fill the
interim, immediate need to assist the users to locate materials presented in
the newly revised version of Handbook 10. Unlike other individual Handbook
Indexes, this particular index does not cross reference terms which m~ also
appear in other Handbooks.

We are in the process of developing a new and more detailed Master Index which
will cross reference terms throughout all the AID Handbooks.

Location Citations

Location Citations are grouped in the following pattern:

Handbook number, colon, chapter number, paragraph letter, and further
breakdown when needed.

The abbreviations such as Att. for attachment, and Supp. for supplement
are also included in the citations wherever necessary.
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v

AID Participant Emergency Contact Information
Policy
Procedures
Requ i rement

Airport Arrival Services in the U.S.
New York, Honolulu, and Miami
Pol icy
Procedures
Purpose
services
Washington/Baltimore

Allowances, Participant Trainees
Academic Training
Advanced Maintenance
AID
Books and Training Materials
Host Country Contribution
Maintenance
Ownership of Items
Professional Society Membership
Program Close-out

Arrival Notice System
Instructi ons
Procedures

- B -

Books, Training Materials and Related Allowances
Books and Equipment
COOIputer and Related Equipment
Doctoral Oissertati on
Masters Thesis
Typi ng and Typewri ter Purchase

10: 28
10: 28A
10: 280
10:28C

10: 19
10: 19C1
10: 19A
10:190
10:19B
10: 19C
10: 19C2

10: 11
10: 11 B3
10:11B6; 10:11C1
10:11 B1
10: 11 0
10: 11 B2
10: 11 B5; 10: 11 C
10: 11 F
10: 11 E
10: 11G

10:16Il
10:Att. 16A
10:161

10:110
10:110
10: 1102
10:1105
10:1104
10:1103
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Budget Worksheet, Participant Training
Confirmation Cable
Headings
Instructional Costs
Li vi n9 Mai nte na nce All ~~a nce
Miscellaneous Costs
Sample Worksheet
Supplemental Activities

- C -

Certificate of Eligibility for Exchange Visitor
(lAP 66A)

Confirmation Cabl e

Counseling of Participants
Detennination of Needs
Emergency Referral s
Moni tori n9 the Case
Nonemergency Referral s
Procedures
Role of the Counselor

Country Training Plan Outline

- D -

Departure Notice System

De pe nde nts of Part i ci pa nts
Certification
Procedures
Re qu i rements

DOOIest ic Travel
Country of Training
HOOle Country

- E -

10:10
10:Att. lOB
10: 1OD2
10:10D3
10: 1OD4
10:10D5
10:Att. lOA
10:10D6

10:24C3

10:Att. lOB

10: 27
10: 27C
10: 27E2
10: 27E3
10: 27E2
10: 27E
10: 27D

10:Ex.3A-l

10:1612

10: 15
10:Att. 15A
10: 15D
10: 15C

10: 16F
10:16Fl
10: 16F2

Emergency Contact Information 10:28
Emergency Contact -- Evenings, Weekends, Holid~s 10:28Dlb
Emergency Contact -- Week D~s 10:28Dla t,'"\

"""
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Employment of Participants
Policy
Procedures
Regulations
Request for Approval for Employment

English Language Training and Testing
Advisory service of OIT
In-Host Country
Requi rements
Testing

ALI/GU EPT
TOEFL

Testing and :Training Report
Un; ted States

Evaluation
Documents and Instruments
Monitori ng
Participant Training Evaluation System (PTES)
PTES Questionnaires
Participant Training Impact
Procedures
Requi rements

- F -

Follow-up
Activities Report
Certificate of Achievement
Mission Responsibilities
Procedures

- G -

Glossary of Terms

Guidance for Development of a Country Training Plan

10: 29
10: 29A
10: 29C
10: 29B
10:Att. 29A

10: 12
10: 12F
10: 12D
10: 12C

10:Supp.12A
10:12B2
10:Att. 12A
10: 12E

10:34
10:34D2
10: 34B1
10:34B3
10: 34D4
10:34B2
10: 34D; 10: 34D3
10:34C

10:35
10:Att. 35B
10:35D1; 10:Att. 35A
10: 35C1
10:35D

10:App. A

10:Supp.3A
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Hea1th and Ac ci de nt Cove rage Program
C1 aims
Contract Administrator
Counselor
Death of Participant
Double Coverage by Educational Institutions
Enrollment
Limitations and Exclusions
Participant Coverage
Pol icy
Repatrication of Terminal or Incapacitated
Participant
Sulmission of Claims

Home Hospitality and Community Programs for
Participant Trainees

National Association for Foreign Stu~ent Affairs
National Council for International Visitors
Pol icy
Purpose

- I -

lAP 66A

Implementation Plan, Training
Contents
Mission Response
Requi rements
Sample Plan
Timi n9

Incidental Travel Expenses

Information System, Participant Training
Participant Data
Pol icy
Procedures

10:25
10:25J; 10:Att. 25A
10: 25K
10: 25G
10: 25 I
10: 25F
10:25E
10: 250
10:25C; 10:Att. 25A
10:25A

10: 25H
10: 25J

10:21
10:21C
10:21C1
10: 21 A
10:21 B

10:24C3

10:9
10:903
10:904
10: 901
10:Att.9A
10:902

10: 16B4

10:24; 10:24C1
10:Att. 24A
10:24A
10: 24E

t·..... ·.·. ..\'~...•......
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Internati onal Travel
AIO Payment with Wai vers
Baggage
Cost Shared by Host Government
Economy Class
Fu nded by AIO
layovers
Redeemable Coupons
U.S. F1 ag Carriers
Waivers of Host Government Funding

Interpreter and Escort Services for Participants
Pol icy
Re sponsib11 i ty

- M -

Mai ntenance All (Mances
Advance
En-route Expenses
Exceptions
Explanation of P~ment

SUbsequent
Travel

Management Of Participant Training Programs

10: 16B5
101601
10:1604
10: 16E
10:1603
10: 160
10:16D6
16: 07
10:16D2
10: 16C

10:23
10: 23A
10:23C

10:11C; 10:1185
10: 11 C
10:11 C2
10:11C7
10:l1C3
10: 11 C4
10:11 C6

10: 2C5

Medical Examination (See Predeparture Medical Examination)

Mid-winter Community Services
Procedures
Per Oi em Rates

Missi on and Project Officer Responsibil iti es

Mission Structure

Monitoring of Participants
Mission Monitoring
Moni tori ng Eva1uati on
Monitoring of Counseling
Monitoring Reports and Forms
Procedures and Responsibilities
U.S. Monitoring

10: 22
10:220
10: Att.22A

10:3

10: 301

10:26; 10:268
10: 2602
10:3481
10: 27E3
10: 26E
10: 260
10: 2601

-----~----------_.---------------
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Monitoring Reports and Forms
Academic Enrollment and Term Reports
Participant Data Form (PDF)
Returned Participant Follow-up Activities Report
Visa Extension and Support Information

- N -

National Association for Foreign Students Affairs

National Council of International Visitors

Needs Asses~ent (see Training Needs Assessment)

Nonreturnees
Missi on
Regulations
U.S.

Notification of Arrivals and Departures
Arrival Notice System
Departure Notice System

- 0 -

Orientation in the United States
Pol icy
Requi rements
Washi ngton Internati ona1 Center

- P -

PIO/P (see Project Implementation Order/Participants)

Partially Financed Training

Participant Data Form (PDF)

10: 26E
10: 26E2
10: 26E1
10: 26E4
10: 26E3

10:21 C2; 10:2102

10:21C1; 10:2101

10: 33
10:33D2
10: 33C
10: 3301

10:161
10:1611
10:1612

10:20
10:20A
10:20C
10: 200

10: 7

10: 24C4; 10: 14E3;
10:Att. 24A; 10:26E1

Ii..·.... '\:.'\J
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Participant Responsibilities
Conditions of Training
Procedures
Re qu i reme nts

Participants, Selection of
Selection Criteria

Participant Training Information System

Participant Training Programs
Authorization
Description
Predeparture Orientation

10: 18
10:Att. 18A
10: 18D
10: 18C

10:4
10:4E

10:24

10: 1
10:Supp.1A
10: 1E
10: 17D1

Passports (see Predeparture Ori entati on and Vi sa Requi rements)

Predeparture Medical Examination
Certification Fonm
Documentation
Exani nati on
Fitness Standards
History
Medical Waivers
Waiver Procedures

Predeparture Orientation
Administrative Aspects
Contents
Participant Predeparture List
Patricipant Passport Leaflet
Participant Training Programs
Passport Leaflet
Predeparture Checklist
Requi rements

Professional Society Memberships
Fees
Fall ow-Up
Pol icy
Procedure
Re qu i rements

10: 13
10: 13D
10:13D3
10:13D2
10: Supp. 13A
10: 13D1
10: 13E
10: 13F

10:17
10:17D2
10: 17D
10:Att.17A
10:Att.17B
10: 17D1
10: 17B
10:Att. 17A
10: 17C

10: 31
10:11E
10:35D6
10: 31A
10: 31 E
10: 31 D
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Program Close Out, Participant Training
Books Shipment
Fi na1 Payments
Premature Tenninati on
Settling Accounts After Trainees Departure

10: llG
10:11G4
10:11G1
10:11G2
10: llG3

Program Extension and Transfers of Participant Trainees 10:30
Contractor Transfers 10:30C2
Extensi on and Program Transfers 10:30C1
Project Transmittal Sheet 10:Att. 30A

Project Implementation Order/Participants
Amendments
Cost Estimates
Forms and Instructions
Funded/non-funded documents
Preparation
Types

Project Training
Assessing Training Needs
Catagories of Training
Locati on
P1 an

- R -

Reimbursable Training Program (RTP)
Authorization
Services Furnished
Training Agreement

Responsibility for Participant Training
AID/W
Mission Structure

Return Travel
Change in Arrangements
Non-receipt of Return Ticket
Prior to Completion of Program
Stopover and Alternate Arrangements
Third Country Training

10:6; 10:24C2
10: 605
10: 604
10:Att.6A
10:Att.6C
10: 603
10: 602

10: 2
10: 2C1
10: 2C2
10: 2C3
10: 2C4

10: 37
10: 37B
10: Supp. 378
10:Supp. 37A

10: 302
10: 301
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