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SUBJ: REIMBURSEMENT FOR COSTS O F  TRAINING YON-FAA PERSONNEL 

1. PURPOSE. Th i s  o r d e r  e s t a b l i s h e d  p o l i c y  and procedures  f o r  the recovery  of c o s t s  
of t r a i n i n g  non-FAA personnel .  

2. EXPLANATION OF CHANGES. Paragraph 8 b ( l )  and ( 2 )  have been r e v i s e d  t o  provide 
i n s t r u c t i o n s  for computer based i n s t r u c t i o n  course  c o s t s  and added c o s t s  f o r  road 
courses .  
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DEPARTMENT OF TRANSPORTATION 
F E D E R A L  AVIATION ADMINISTRATION - 

2500.41 C 

SUBJ: REIMBURSEMENT FOR COSTS OF TRAINING NON-FAA PERSONNEL 

1. PURPOSE. Th i s  o r d e r  e s t a b l i s h e s  p o l i c y  and procedures  f o r  t h e  recovery  
o f  c o s t s  of  t r a i n i n g  non-FAA p e r s o n n e l .  

2 .  DISTRIBUTION. Th i s  o r d e r  is d i s t r i b u t e d  t o  the  branch l e v e l  i n  t h e  
O f f i c e s  o f  P e r s o n n e l  and T r a i n i n g  and I n t e r n a t i o n a l  A v i a t i o n ;  t o  t h e  
Personnel  Management D i v i s i o n s  i n  t h e  r e g i o n s  and t h e  FAA T e c h n i c a l  C e n t e r ;  
t o  t h e  Personne l  Management D i v i s i o n  and t h e  FAA Academy a t  t h e  A e r o n a u t i c a l  
Center ;  t o  t h e  r e s i d e n t  d i r e c t o r s ;  a  l i m i t e d  d i s t r i b u t i o n  t o  a l l  f i e l d  
o f f i c e s  and f a c i l i t i e s ;  and t o  p e r s o n s  involved i n  the  f o r m u l a t i o n  of budgets  
o r  a d m i n i s t r a t i o n  of f i s c a l  programs. 

3 .  CANCELLATION. Order 2500.41B is c a n c e l e d .  

4.  EXPLANATION OF CHANGES. Th i s  o r d e r  has  been rev i sed  t o  e l i m i n a t e  t h e  
40 pe rcen t  waiver  o f  c o u r s e  c o s t s  p r e v i o u s l y  g ran ted  s t u d e n t s  from L e s s e r  
Developed C o u n t r i e s  (LDCS); t o  i n d i c a t e  t h a t  t h e  charge f o r  g e n e r a l  
a d m i n i s t r a t i v e  overhead h a s  been waived f o r  pe r sonne l  of f o r e i g n  governments 
and i n t e r n a t i o n a l  o r g a n i z a t i o n s  i n  f a v o r  of the  d i r e c t  r ecovery  of  FAA 
h e a d q u a r t e r s  c o s t s ;  and t o  p r e s c r i b e  t h a t  the  d i r e c t  c o s t s  a s s o c i a t e d  wi th  
the  development a s  we l l  a s  t h e  a d m i n i s t r a t i o n  of the  c o u r s e  s h a l l  be 
a p p l i c a b l e  t o  a l l  c o u r s e s  developed and conducted f o r  non-FAA s t u d e n t s .  

5. DEFINITIONS. 

a .  Cos t .  Cost  r e p r e s e n t s  the  t o t a l  v a l u e  of r e s o u r c e s  a p p l i e d  o r  - 
consumed i n  p r o v i d i n g  a  s e r v i c e  o r  m a t e r i e l  wi thou t  regard  t o  t h e  
a p p r o p r i a t i o n  o r  f i s c a l  y e a r  i n  which t h e  t r a n s a c t i o n s  a r e  funded.  
Genera l ly ,  t h e  c o s t  of t r a i n i n g ,  f o r  purposes  of de te rmin ing  r e i m b u r s a b l e  
course  c o s t ,  s h a l l  i n c l u d e  a l l  d i r e c t  and i n d i r e c t  expenses i n c u r r e d  i n  
f u r n i s h i n g  t h e  t r a i n i n g  and,  i n  a d d i t i o n ,  s h a l l  inc lude  a  pro  r a t a  s h a r e  o f  
t h e  overhead c o s t s  of  g e n e r a l  a d m i n i s t r a t i o n .  However, a l s o  s e e  paragraph 5b 
concerning a d d i t i o n a l  c o s t s .  

b. A d d i t i o n a l  C o s t s .  Add it i o n a l  c o s t s  a r e  those  i d e n t i f i a b l e  i n c r e a s e s  
t o  the  c o s t  of  e s t a b l i s h e d  t r a i n i n g  programs t h a t  r e s u l t  d i r e c t l y  from 
a d d i t i o n a l  workload and /o r  o t h e r  e l e m e n t s  of expense a s s o c i a t e d  wi th  the 
a t t endance  of non-FAA p a r t i c i p a n t s ;  i. e . ,  expenses incur red  d i r e c t l y  f o r  t h e  
b e n e f i t  of  t h e  i n d i v i d u a l  non-FAA t r a i n e e .  For purposes of t h i s  o r d e r  the 
amount t o  be recovered f o r  t h i s  t r a i n i n g  s h a l l  i n c l u d e  ( i n  a d d i t i o n  t o  
re imbursable  c o u r s e  c o s t ) ,  the  a g g r e g a t e  of a1  1 such d i r e c t  " a d d i t i o n a l  
cos t s "  and t h e  a p p r o p r i a t e  charge  f o r  g e n e r a l  a d m i n i s t r a t i v e  overhead 
s p e c i f i e d  i n  t h e  l a t e s t  i s s u a n c e  of Order  2500.35,  Agreements Cover ing 
Serv ices  and M a t e r i e l  Provided by t h e  FAA. 
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c .  FAA T r a i n i n g .  Any FAA e s t a b l i s h e d  formal o r  informal  t r a i n i n g  
oronram conducted a t  o r  by t h e  FAA Academy, t h e  FAA Management T r a i n i n g  - - 
School ,  o r  t h e  ~ r a n s ~ o r t a t  i o n  S a f e t y  I n s t i t u t e ,  and any Washington 
Headquar te r s ,  r e g i o n a l  o r  f a c i l i t y  t r a i n i n g  program i n c l u d i n g  
familiarization/on-the-job t r a i n i n g .  B r i e f  t o u r s  and v i s i t s  t o  FAA 
i n s t a l l a t i o n s  a r e  no t  cons ide red  t o  be t r a i n i n g .  

d. On-the-Job T r a i n i n g .  T r a i n i n g  r e c e i v e d  through t h e  a p p l i c a t i o n  of  
s k i l l s  and knowledge i n  FAA o p e r a t i o n a l  f a c i l i t i e s  o r  working w i t h  FAA 
o p e r a t i o n a l  equipment or sys tems.  

e .  F a m i l i a r i z a t i o n  T r a i n i n g .  T r a i n i n g  rece ived  through o b s e r v a t i o n ,  
d i s c u s s i o n ,  and m o n i t o r i n g  a c t u a l  work s i t u a t i o n s  w i t h i n  an o p e r a t i n g  
f a c i l i t y  o r  s i m u l a t e d  environment.  

6 .  POLICY. It is FAA p o l i c y  t o  r e c o v e r  a l l  c o s t s  a s s o c i a t e d  w i t h  t h e  
f u r n i s h i n g  of s e r v i c e s / m a t e r i e l  as  d e s c r i b e d  i n  Order 2500.35, u n l e s s  waived 
i n  accordance w i t h  t h e  p r o v i s i o n s  o f  t h a t  o r d e r .  I n  the  c a s e  of t r a i n i n g  and 
a s  provided by s t a t u t e  ( S e c t i o n  3 1 3 ( d ) )  of t h e  FA Act (49 U.S.C. 1354) ,  
wa ive rs  of s e l e c t e d  c o s t  i tems a r e  a u t h o r i z e d  as  d e s c r i b e d  i n  t h e  subsequent  
paragraphs  o f  t h i s  o r d e r  because of b e n e f i t s  t h a t  accrue  t o  t h e  Uni ted  S t a t e s  
and s p e c i f i c a l l y  t o  t h e  FAA miss ion  and programs. Accordingly,  r e imbursab le  
agreements c o v e r i n g  t r a i n i n g  f u r n i s h e d  by FAA s h a l l  be n e g o t i a t e d  i n  
accordance w i t h  t h e  c o s t  recovery g u i d e l i n e s  provided i n  paragraph 8. 

7 .  TRAINING AGREEMENTS. The n e g o t i a t i o n ,  f i n a n c i n g ,  and s i g n i n g  of a 1  1 
t r a i n i n g  agreements  s h a l l  be i n  accordance  with the  procedures e s t a b l i s h e d  i n  
agency d i r e c t i v e s  on t h e  s u b j e c t .  

8. GUIDELINES FOR DETERMINING COSTS FOR REIMBURSABLE PURPOSES. 

a .  Reimbursable  Course Cos t s .  A s  s t a t e d  above, i t  i s  FAA p o l i c y  t o  
r ecover  a l l  d i r e c t  and i n d i r e c t  c o s t s  a s s o c i a t e d  wi th  the  t r a i n i n g  of non-FAA 
personne l .  The amount of r e imbursab le  course  c o s t s  to  be recovered through 
t u i t i o n  c h a r g e s  s h a l l  be based on o f f i c i a l  agency account ing r e c o r d s  and 
s h a l l  be developed by the  budget o f f i c e  a t  t h e  A e r o n a u t i c a l  Center  i n  
c o o r d i n a t i o n  wi th  a l l  concerned o f f i c e s .  These charges  s h a l l  be determined 
a t  l e a s t  a n n u a l l y  ( p r e f e r a b l y  d u r i n g  t h e  t h i r d  q u a r t e r  of t h e  f i s c a l  y e a r )  o r  
a s  i n f l a t i o n  o r  o t h e r  economic v a r i a b l e s  d i c t a t e .  Before t h e i r  usage i n  
r e imbursab le  agreements ,  computat ions  s h a l l  be subrni t  ted t o  t h e  Of f i c e  of 
Pe r sonne l  and T r a i n i n g .  The T r a i n i n g  Programs D i v i s i o n  of the  O f f i c e  of 
Personnel  and T r a i n i n g  s h a l l  t r a n s m i t  a  recommended c o s t  t o  t h e  O f f i c e  of 
Budget f o r  f i n a l  approva l  by the  D i r e c t o r  of Budget. Recovery of c o s t s  t h a t  
a r e  i n  a d d i t i o n  t o  t h e s e  amounts and which a r e  a  d i r e c t  r e s u l t  of t h e  
a t  tendance o f  non-FAA p a r t i c i p a n t s  s h a l l  be i n  accordance with t h e  guide  l i n e s  
con ta ined  i n  pa ragraphs  8b through 8 e .  

b. Enrol lment  of  Non-FAA Governmental ( F e d e r a l ,  S t a t e ,  and Loca l )  
Personnel  o r  P e r s o n n e l  o f  t h e  A e r o n a u t i c s  I n d u s t r y  i n  E x i s t i n g  Courses  
Conducted f o r  FAA Employees. I n  a d d i t  i o n  t o  re imbursable  course  c o s t s  
covered by t u i t i o n  c h a r g e s ,  reimbursement s h a l l  be made f o r  a l l  a d d i t i o n a l  
c o s t s .  The a g g r e g a t e  of the fo l lowing  i tems s h a l l  be charged: 
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2500.&!C CHG 1 
* (1 )  Th6 cost increase caused by the student 's  attendance i n  the 

course fo r :  ( a )  instructor  time based on optimum class s ize ,  ( b )  c le r ica i  
support for  the instructor  s t a f f ,  ( c )  supplies a n d  materials consumed 

. in the  course, and ( d )  equipment usage. Where t h i s  increase for  annual 
programming purposes i s  caused by the attendance of several such persons 
col lect ively,  i t  shall  be prorated equally among t h e m .  Instructors travel 
and per diem, space r en ta l ,  or other added costs w i l l  also be charged 
for  road courses. 

( 2 )  Computer based instruction course costs should also include 
an hourly cost fo r  computer time and maintenance services. 

(3)  A charge for administrative overhead as s2ecified in Order 
Z O O .  35.  

c. Enrollment of Personnel of Foreign Governments and International 
Organizations in Existing Courses Conducted for FA4 Enployees. Reinbursenent 
shall be made in accordance with the sane guidelines as in 8b except thac the 
charge for administrative overhead has been waived in favor of direct cost 
recovery of FAA Headquarters support costs incurred in the Office of 
International Aviation, the Office of the Associate Adsinistrator for Policy 
and International Aviation, and the Office of Accounting (see paragraph . 

9b(l)). Full recovery of these support costs shall be achieved through 
application of a fixed cost percentage factor to the total tuition and 
familiarization/on-the-job training costs contained in each intsrnational 
training agreement. This factor, which shall be determined jointly by the 
Office of the Associate Administrator for Policy and International Aviation 
and the Office of International Aviation, shall be submitted to the Office of 
Budget for final approval. The applicable percentage shall be validated at 
least annually and revised as necessary to assure continued recovery of these 
Washington suppcrt costs. 

d. Enrollment of Non-F.44 Governnectal (Federal, State, ~ o c a l )  Personnel, - 
Personnel of Foreign Governnlents, Inteization~l Orzanizatic.~~, or the -- - 
Aeronautics 1ndustrv in Resident o r  Or~aaized Courses Deveioped and Conducted -- 
for Them. Reinbursemenr shall be made in accordance with tha saze guidelines 
as in 8b and 8c (as appropriate), except chat the direct costs sssociated 
with the development as weil as the administration of the course shall also 
be included. As in 8c, Personnel of Foreign Governments and Intornational 
Organizations will not be subject to a charge for adminis:rative overhead. 

Personnel ot Forelen Govf C - - -  -- - 
Aeronautics 1ndustrv in Resident o r  Or~aaized Courses Deveioped and Conducted -- 
for Them. Reinbursemenr shall be made in accordance with tha saze guidelines 

e .  ~amiliarization/On-the-Job Training. Additional costs incurred in - 
connection with the direct for2ai or informal training of non-F.\k- perscnnel 
during the normal work routine are reimbursable. Thus, when an operating 
employee is devoting all or a portion of his time to a student rather than to 
his normal work, the a m u n t  of time devoted to the student is reinbursa5le. 
Other reimbursable costs would be indivisilal student sup?lies and materials, 
prorated equipment usage charges where applicable, prorated coscs of clerical 
support where required, progrzm managecent, and the general adninistrative 
overhead cost. Such related costs shall be determined prior to providing 
training and shall ba included in any agreercent covering fa!niliar~zation/ 
on-the-job training. Lhile the student is merely observing the w o r k  routine, . . 
an operating employee would be considered to be working and not tra~nlsg. 
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9 .  EXCEPTIONS AND WAIVERS. Reimbursement  f o r  i n d i r e c t  c o s t s ,  s ach  a s  
a d m i n i s t r a t i v e  o v e r h e a d  o r  i n t e r e s t  on i n v e s t m e n t ,  d e p r e c i a t i o n ,  A c a d m y  
g e n e r a l  management c o s t s ,  e t c . ,  as r e q u i r e d  by O r d e r  2500 .35 ,  may be wa ivsd  
f o r  c e r t a i n  c a t e g o r i e s  o f  t r a i n e e s .  Reimbursement  of d i r e c t  o r  a d d i t i o n a l  
c o s t s  may a l s o  be wa ived ,  a s  p r o v i d e d  i n  O r d e r  2500 .35 ,  when such  w a i v e r  i s  
i n  t h e  i n t e r e s t  o f  t h e  a g e n c y ' s  a s s i s t a n c e  programs o r  when j u s t i f i e d  by t h e  
o f f s e t t i n g  b e n e f i t s  t h e  agency  r e c e i v e s  f rom r e c i p i e n t s  o f  t h e  t r a i n i n g .  

a. U.S. Governmenta l  ( ~ e d e r a l ,  S t a t e ,  and ~ o c a l )  and Kon-Governaenta l  
P a r t i e s  . 

( 1 )  R e q u e s t s  f o r  w a i v e r  o f  c o s t s  f o r  t r a i n i n g  s h a l l  be s u b m i t t e d  t o  
t h e  D i r e c t o r  o f  P e r s o n n e l  and T r a i n i n g ,  w i t h  a  copy t o  t h e  O f f i c e  of  B u d g e t ,  
t o g e t h e r  w i t h  f u l l  j u s t i f i c a t i o n  t o  s u p p o r t  t h e  w a i v e r .  The. j u s t i f i c a t i o n  
s h a l l  h i g h l i g h t ,  i f  a p p r o p r i a t e ,  r e c i p r o c a l  s e r v i c e s  b e i n g  p r o v i d e d ,  o r  
b e n e f i t  t o  be r e c e i v e d  by t h e  U n i t e d  S t a t e s  Government  a s  a  whole ,  o r  by FAA 
i n  f u r t h e r a n c e  of  i t s  a s s i g n e d  m i s s i o n s .  The  D i r e c t o r  o f  P e r s o n n e l  and  
T r a i n i n g  s h a l l  c o o r d i n a t e  t h e  r e q u e s t  f o r  w a i v e r  w i t h  t h e  D i r e c t o r  o f  
Budge t .  

( 2 )  W a i v e r s  s h a l l  be p r o c e s s e d  i n  a c c o r d a n c e  w i t h  t h e  p r o v i s i o n s  i n  
O r d e r  2500.35.  

b. F o r e i g n  Governments  and I n t e r n a t i o n a l  O r g a n i z a t i o n s .  

(1) Waiver  o f  t h e  c h a r g e  f o r  a d m i n i s t r a t i v e  o v e r h e a d  i n  f a v o r  o f  
d i r e c t  c o s t  r e c o v e r y  o f  FAA h e a d q u a r t e r s '  s u p p o r t  c o s t s  has been d e t e r m i n e d  
t o  be i n  t h e  i n t e r e s t  o f  t h e  FAA m i s s i o n  ( s e e  p a r a g r a p h  8 c ) .  

- ( 2 )  R e q u e s t s  f o r , . w a i v e r  o f  o t h e r  c o s t s  of  t r a i n i n g  f o r e i g n  n a t i o n a l s  
u n d e r  ag reemen t s  w i t h  f o r e i g n  gove rnmen t s  and i n t e r n a t i o n a l  o r g a n i z a t i o n s  ( a s  
w e l l  a s  w i t h  s p o n s o r i n g  F e d e r a l  s g e n c i e s  of t h e  U .  S .  Government ,  i f  a n y )  
s h a l l  be s u b m i t t e d  and p r o c e s s e d  i n  a c c o r d a n c e  w i t h  t h e  p r o v i s i o n s  i n  t h e  
l a t e s t  i s s u a n c e  of  O r d e r  2500.35 .  

( 3 )  G e n e r a l l . ~ ,  w a i v e r s  o f  c o u r s e  c o s t s  a r e  t o  be l i m i t e d  t o  t h o s e  
c a s e s  where i t  is  c l e a r l y  i n  t h e  i n t e r e s t  o f  t h e  U .  S .  Government and i t  h a s  
b e e n  c l e a r l y  d e m o n s t r a t e d  t h a t  s u f f i c i e n t  r e s o u r c e s  w i l l  become a v a i l z b l e  
w i t h i n  t h e  o v e r a l l  A a r o n a u t i c a l  C e n t e r  t r a i n i n g  program t o  fund f u l l y  t h e  
f o r e i g n  n a t i o n a l  t r a i n i n g  p rog ram.  I f  a  w a i v e r  i s  a p p r o v e d ,  t h e  D i r e c t o r  
o f  I n t e r n a t i o n a l  A v i a t i o n ,  i n  c o n s u l t a t i o n  w i t h  o t h e r  a f f e c t e d  agency  
e l e m e n t s ,  w i l l  d e t e r m i n e  t h e  p e r c e n t a g e  r e d u c t i o n  o f  c o u r s e  c o s t s  tha: w i l l  
b e  a p p l i e d .  

c .  O t h e r  F o r e i g n  N a t i o n a l  T r a i n i n g .  C c s t s  i d e n t i f i e d  i n  p a r a g r a p h s  ba  
t h r o u g h  8d f o r  t r a i n i n g  f o r e i g n  n a t i o n a l s  n o t  under  t h e  a u s p i c e s  of a  f o r e i g n  
e n t i t y  o r  F e d e r a l  agency of  t h e  U .  S. Governmenr s h a l l  n o t  be v a i v e d .  

d .  E x c e p t i o n .  Charges  a r e  waived f o r :  

( 1 )  T r a i n i n g  A v i a t i o n  Ned i i a  1 E x a m i n e r s ,  vho a re  des i.gna t e d  unde r  
t h e  p r o v i s i o n s  o f  S e c t i o n  314 of  t h e  F e d e r a l  A v i a t i o n  A c t  of 1953,  i n  FAA 
r e q u i r e m e n t s  and p r o c e d u r e s .  
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(2 )  Training winners of the Annual Aviation Mechanic Award in an 
established FAA course as described in Section 313(d) of the FA Act. 

( 3 )  Familiarizationlon-the-job training of personnel of foreign 
governments and international organizations when such training is provided by 
the FAA as a "gap filler" between training courses and/or during the first 
two weeks of any such requested training. 

-NL 
J. Lynn Helms 
Adminis traror 
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