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INTRODUCTION

The Interagency Training Programs Catalog is one of fonr publi-
cations publizhed Hy the Burean of Trainiag, US Clival Service
Commis=sion =pecifivally designed to provide agencies information on
available training resourees. The others wre the Quartely Calendar
of Interageney Training Programs, the Mgeney Training Centers for
Goveonment Emiployees and the OF-Campus Study Centers for Goy-
crnment Enployees brochures,

The progians in these publications should be considered in meeting
the training needs of all Tevels of einplavees, This hneludes upgrading
the job a1 hasic academic skills of Tower fovel einplaovees, inerea: ing
opporhmnues for advancement, and more effective utilization.

This eatidog is intended primarity for ¢lientele i the Washington,
D.C.ometropolitan avea and contains information on interageney
training programs available alinost exelusively in this loeale dariug
fixen) year 10720 Courves are separated into two gronps: Open inter-
ageney training and Hited interageney trainirg, Open conrses are
those which Tiave ro restriction on attendanee arher than gualification
prevequisites, Phis section confains course dezeriptions, admissiog
requivetn nts, nomination procedares, and telephone and address
dai. . Mot of the conrses in this gronp are announced several weeks
in advanee throngh individual course annonneenients, (Tle Civil
Serviee Commiszion’s 10 regional oflices each publish s-parate conrse
annonveements, cafendars, and catalogs for vze by ageney field instad
Intions, Regional office addresses, telephon  aumbers, and areas of
jurisdiction are given in Appeniis on pages e 2620)

Limited eoursex are those designed primarily for an ageney
eniplovees hot offered to other agenvies ot a space available Tasiz A
izt of comrses and a eontaet point are provided in this =eetion.

The secord resonree woenment, the Quartely Calendar, is pblished
fonr times each vear. Within the calendar< the information is divided
into two parts The fivst part Jists conrse Tates, nomination deadlines,
course titles, telephone contact points,and page numbers of the o= talog
where detailed information about each corse may he found. The
second part provides eonrse information in ablireviated format for
those programs developed after the Intevageney Training Programs
Catalog hasbeen printed.
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The third docuntent, Ageney Training Centers for Goveroment
Famployees, is a compilation of sepavate favilities established by agen-
eies to conduct specinl agency-oriented training primarily for their
own employees: however, othev agencies miay partivipate in the pro-
grams on a space-available basis The publivation describes each eenter.
lists conrses offered and admission requirementsz, and provides a con-
tact point for further information. This dovument is intended as o
ide for further interagency cooperation to neet mutual training
needs,

Finally, the fourth document. OfF-Canpus Study Centers for Gov-
crnment Emplovees Tists facilities which have heen established thvoush
cooperative arrangements hetween colleges or universities and Govern-
nient agencies to sponsor continuing education opportunities for
Governnment swiplovees, This publication also deseribes cach eenter,

Hists vourses offvred. adiiz<ion reguirements aad provides neontad
for further information. It ix intende 1 to encaurage more university-
Govermmment cooperation to meet present and future editeatioral necds.
The braclmres on Ageney Tratuing Centers and OfF-Caapus Study
Centers are published only Iy the Conunizsion’s eentral ofll ¢ but are
avaitable for both ageney headquarters and field indalltions,
tne Interageney Training Programs Catalog and center hrovhones
ave upa ved antnally in the spring and placed on sale at the Govern-
ment Printing Offiee after a conrvieay diztribution to training oflicers
and directors of personnel ix made. The Conmmission’s regional eatalogs
are updated in Jupe or July each year and are available at the 1o
regional oflices.
OTHER PUBLICATIONS
Other p.blications published by the Burean of Training, T80 Cial
Service Connmission::
*Iratning angd You  Questions ant Answers on training for
Federalcivilinnemployees 41O A 48)
*Employee Trainding n the Federal Service (issned amimally),
(T-7)
*Studies and Reports Related to Training and Education (issued
annually). ('T-6)
*Training Systems and Teehnology Series—
o Instructional Systems and Techinology: An Introduction
to the Field and s Use in Federal Training, (1-11)
* Application of a Sy=tems Approach to Training: A Case
Study. (1T-2)
¢ Programmed Instruction: .\ Brief of Its Developinent and
Current Status, (1--12)
¢ Training Evaluation: A\ Guide to Its Planning, Develap-
ment, and Use in Agency Traiuing Courses. ('T-13)



Selectad Long-Term Educational Opportuuities (General in-
formation. on ediweational (raiving programs of more than
120 doys daration.)

; “Fedorad Fraines™ (Bianenthly newsletter to commuicate
with the Foederal training community regitcing teehniques,
progriung, innovations, technolegy, and ehanges inc the srea
of tratning,

These publications should be avadlabile for review i ageney frain-
ingpersonnel oflices or Yiheries, Copics of those mavked (%) may I
prvelased  from e Superintendent of  Domiments. Government
Printing Oflice, Wo o ington, DO, 200402, Phone: 511-3311

For general information regarding training resonrees not avaitable
throvgh vour trainiug oflices agencies or emnployees incthe Washington,
D.Coaren may write or eall:

Aceney Support Pivision

Bureaaof Truining

U Civil Serviee Commission

1900 1 Street, .Y,

Washington, D.C. 20415

Telephone: (202), 632 5660 or code 10122660

Apencies or emblovees ontside the Washington, ILC. avea nay write
or eall the approprinte Commission regionn] (raining center, (See
Appendixonpp. 261-262.)

STATE AND LOCAL GOVERNMENTS

The Intergoverment:al Cooperation Aet of 1965 and the Inter-
) governmental Personnel Act of 1070 permit Federal Government
agencies to open their framing programs= to State aud local govern-

- v e e

4 mentz to assist thew in meeting training needs.

On hehalf of our eolleagues i the Federal training community, we
extenrl an invitation to participate in the varions prograns offered,
For further informnation contaet any ageney or training facility disted
{ i ouv training vesouree docutmients ov telephone (202) 6325654,
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- Guide for Users

The 1971-72 Tnterageney Training Programs Catalog is desi ned to
e o ; & g
lelp users Incate desived conrses ninre qrickly and easily, First, in the
l Table of Contents, programs in the Open Tuterageney Training see-
tionare listed nnder thiree major categorios:
® Lxceutive,  Managerial, Snpervisory, and - Administrative
Training
® Technieal Training
¢ General Purpese Training
The Limited Literagency Training programs are listed ny ageney.
The seeond users™aid is the Index by Course Title and Subject, When

courses relate to nore than one subjedt, they are cross-referenced to

show their velation to varions subjectss Anexample is the Seminar on
; ADP i Finanetal Management, liste Lunder ADD ax well as Finneial
| Management.
i Although the costs of training courses listed in this catadog were
i corvect at press tine, they are subjeet to change. You are encoaraged
‘ to contact the sponsoring orgauization for price information prior
. to making a nomination.
i
t
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LIMITED INTERAGENCY TRAINING—Continued
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LIMITED INTERAGENCY TRAINING—Continued

PANAMA CaNAL CoMPANY—Continued
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OPEN INTERAGENCY TRAINING

Executive, Managerial, Supervisory, and Administrative
Training,

General
Public Policies, Programs, and Issues

FEDERALISM AND TIIE DECENTRALIZATION OF
TIIE EXECUTIVE BRANCII

Civil Service Commission

A A.day course to be eonducied in residenee in Fredericksburg, Va.
December 12-17, 1971,

Description

As part of its efforts to achieve an eflective, floxible, and respansive
administration in which the many ageneies comprising the Foxecotive
Branch are fully coordinated with oneamother and with State and Toewd
govermnents, the Nixon Adwministratiou has stressed the need to Sre-
verse the low of power™ in the Mnevican governmental systein with the
aime of placing vesponsibility for program operations at the level
closest to the people, This will require both the decentralization of 1Med-
eral programs to regional officexaul the 1eturn to State and Iocad gov-
ernments the responsibility for some programs now heing adminis-
tered by the Federal Gavernment,

Thiscaurse has four basic goals:

® To provide an explunation of the Presideni’s program, its ra-
tionale, the steategies to be adopted, and their implications for
Government oflicials and programs at the Federsl. State. and
local level,

® Toanaly . some of the problems which may be encountered in
achieving the President’s program and

® To relate the experiences to date of these agencies which have
already begun to decentrelize in the expeetation that these
experiences will he of value to agencies just beginning tleir
own decentralization;

[TLIRZ TSI PR

17



O

ERIC

Aruitoxt provided by Eic:

® To provid. some actnal warkshop cxperience in dealing with
the problems,
The week-longr Institute will Le taught in vesidence at Fredericlsburg,
Va. The week will be devoted to a sevies of Tectures, panel dizcussions,
and workshops with every effort being made to actively involve the
participants thronghout. ‘The emphasis throwghout is an the practical.
niot the theoretical,

Who May Attend

Nominees for the Institule may be employees of any zovernmcatal
ageney—Federal, State, or ocal level at the GS-15 Tevel or abave (or
cquivalent).

How To Make Nominations

Nominations ara to he subinitted by authorized ageney representatives
.01 Director. General Management Training Conter, T8, Civi! Serviee
Commiz=ion, Washington, D.C, 20110,

Other Information

Mpeneles qaay obtain furt] cr infonmation by ealling 632-5662 or code
1011, extension 25662,

STATE GOVERNMENT AND ADMINISTRATION:
PROGRAMS-—PROBLEVIS—PLANNING

An Institnte in Imcrgovernmental Relations
Civil Service Commission

Two 5-day programs scheduled for Janna‘ry 17-21, 1972 and
May 15-19, 1972, witl be hield a1 the Givil Service Commission,
1900 E Strcet NW.

Description

Becanuse of rapid changes in political and governmenta™ institutions,
there is a road for updated information on the progress by the States
to improve their capabilities for effective cooperation in intergovemn-
mental progrims, As intergovernmental progeams become of inereas-
ing practical importance in the dady jives of all citizens, it magnities
the need fer current knowledge of intergnvernmental yelations by Fed.
craladministrators who are responsible for excenting national policies.
It is also essential that there be ua exehange of experiences gained by

2
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administrators in the performance of functions arising from intergov-
ernmental programs. The purpose of this institute is to explore prob-
lems that confront administrators who have responsibilities for inter-
governmel tal programs or whose program responsibilities may relate
to intergovernmental relations. Special emphasis will be placed on
State government and administration. The sessions will devote atten-
tton to:

® The theoretical, legal and political setting for intergnvern-

mental relations.

e State and local mechanisms for administering federally
sponsored programs,
Executive participation in intergovernmental policymaking:
the Federal agency as an instrument of intergevernmental
relations.
® Fiscal and economic problems in intergovernmental relations.
Federal, State, local cooperation in selevted functional areas,
e.gr., health, education, natural resources, crime control,
transportation, cte.
® ‘The regional appreach to htergovernmental relations.
¢ Intergovernmental program: and problems of idequate person-

neland stafl at the State Jevel.
¢ Inte wovernmental velations and the future of State govern-
menr and administration.

Who May Attend

Nominees far participation in the institute may be employees of any
govermmental ageney—Federal, State, or local level. While they should
generally be at the GS-14 level and above (or the equivalent), consid-
cratton will also he given fo all naminees below this level, The institute
is designed for officinls with respousibilities requiring a broad wnder-
standing of the intergovernmental relations framework and also for
those with assignmenis relating specifically to State programs and
administrat.on. Agencies are eneoneaged 10 send officials from the field
as well as th s central office.

How To Make Nominations

Nominationa should be subunitted by the authorized sgency officialz to
the Director, General Management Tratning Center, LS, Civil Service
Commission, Washington, D.CC. 20415,

Otier Information

Agencies may obtain further information by calling (202) 632-5662
code 101, extension 25662,
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TIHIE METROPOLITAN AREA—PROBLEMS,
PROGRAMS, PLANNING: AN INSTITUTE
IN INTERGOVERNMENTAL RELATIONS

Civil Service Conimission

A 5.day program to be lield February 14, 1972 with additional
sessions scheduled as needed al the Civil Service Commission,
1900 E Street NW,

Description

This institute will explore selected programs. prohlems, and plans of
the metropolitan area in the framework of cooperative federalisim,
Sessions will be devoted to: patterns of urban governments| structure
and organizations: adieinistration of Federal cconomic and secial piv-
grame: interageney conrdination: prob'>ms of providing quaulity per-
sonnel in nietropolitan administration: desegregation | oblems
honsing and education : intergovernmeni 1l approach to tran sportation
in the metropolitan atea: nrhan and commmnicy development: proh-
lems of financing progrrams in the metro-rban aceas eivil disonrder,
crime and delinquieney in the wi-an community : the role of the private
sector as well as future prospeets of new federalism in responsc to
metro-urhan problems. Purticipants will be enconraged to: - dyze the
overall requiremants a il rezponsibilities of the Federal sysivem and of
their own agencies as tiey are related to the metropolitan situation.

Who May Attend

Participation in the institute is generally restricted to exceutives GS-
13 and above (or equivalent) inany public ageney-—Federal, State, or
local government. Federal agencics are cucomvaged to seud officinls
from the fieid as well ac from the ce tral office s,

Hotwe To Mcke Nominations

Nominations should be submitted by the authorized wceney oflicials
to the Director, General Management Training Cent-r, U.S. Civil
Service Commission, Washington, D.('. 20415,

Other Information

Ageneies may obtain farther infonnation hy calling 632-2662, or code
101, extension 25662,
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SEMINAR FOR THE URBAN SPECIALIST
FEDERAL—STATE—LOCAL

Deparhirent of Housing and Urban Developmenl

A 2-weck seminar to be offered twice each quaricr at the Depart.
ment of Housing and Urhan Ilevelopment, 451 Tth Sirect SW,,
Washington, D.C.. 20410,

Description

This course is designed to bring togethier specialists working in various
aspects of urban development, Through o variety of educational tech-
miques, in which the participants play key roles, i stresses that a co-
operative and interdiseiplinary approach will lead to more effective
decision making in the urban development process. The <eminar also
introduces concepts which will better enable participants to uader-
stand the urban development process in a total fraumework.

Who May Attend

Thix program is designed primarity for and open to these Government
specialist= and public adminizteators on the Federal, State, and local
levels who are imvoived in the urban development process, GS-13
through GN-15, or equivalent. Participant speeialists should be from
ovenpational areas such as: Arehitecture, highway and nrban trass-
portatiang engineering, housing, health, edueation, community and
itergroup relations, and wrban manpower planning.

How To Make Nominatians

Nomination made by Federal agencies should ba sulunitted through
authorized agency representatives to the Department of Housing and
Urbut Development., Oflice of Personnel, Attention: Director, Em-
ploxee Developrent and Training, 431 Tth Street SW., Room 2150,
Washington, D.C. 20410, using Optional Form %7 for this purpose,
Nominations from State and loeal agencies may be made by writing
the Departiment of Honsing and Urlan Developaent. (See oo plets
alldressabove.)

Other Information

Specitie dates, locatinns and cost will be announced at the beginning
of each quatter staritng September 1971, Furthor information may be
obtained by ealling prea code 2002, TH0-5.70, or code 133-03 1470,

21



O

ERIC

Aruitoxt provided by Eic:

URBAN TRANSPORTATION PLANNING

Depariment of Transportation

A 2.week course offered three times a year, tentatively scteduled
for September 1971, February 1972, and May 1972, NASSIF
Building, 400 7th Sirect SW'.

Description

The course is designed to impart a working knowledge of selected
urhan travel forecasting techniyues and procedures. These techniques
and procedures are presented throtgh n series of lectures and work-
shop sessions set in a framewark of the urban transportation nlanning
process. Included in the presentation are such “eas as traflic assign-
ment, travel forecasting (including mass trar 1), trip generation, triys
distribution and network evaluation (with s.iong emphasis on social
and physical environment) as well as an introduction to economic,
population and land use anaiyses.

Who May Attend

Persons who are closely connected with transportation planning.

Mow To Meke Nominations

Nominations should be made Ly phone to Mrs, Janice Stout, 426-0512
or code 118/60512.

Other Information

Thete is no cost for tle course. All necessary instructional materials
are provided,

FEDERAL-STATE-LOCAL ADMINISTRATION OF
PUBLIC HEALTH PROGRAMS:

An Inslitute in Intergoverniental Relations
Civil Service Commiszion
Scheduled as needed.

Description

The purpose of thie indtitute is to explore problems that confront
exccutives who have responsibilities for the administration of inter-

6
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governmental health programs, as well as those Federal executives
whose job ussignments require knowledge and understanding of inter-
governmental relations, focusing on public health programs and
problems.

Sorne of the topical areas to be considered in the institute are:

® The legal and political setting for intergovernmental
cooperation.

¢ The public hralth framework—broad-gage implications.

® The current status of the Federal-State-local partnership in
public health.

® State and local machinery for the administration of public
health programa,

® Problems of Federa! interagency coordination in the pubdic
liealth field.

® The private health sector and its relatedness to governmental
programs and planning.

® Social change and social Dlanning as related to the strategies
and tactics of administering health programs.

In addition, the program encourages participants to analyze the over-
all requirements and responsibilities of the Federal system and of tlheir
own agencies as they relate to intergovernmental relations and the
administration of public health programs.

Who May Attend

Participation in the institute is generally restricted to executives
(35-13 and above {or equivalent) in any Government agency—Fed-
eral, State, or local government. Fedepal agencies are encouraged to
send officials from the field as well as the contral office.

How To Make Nominations

Noniinations should be submitted by the authorized agency ofticials
to the Director, Genera} Management Training Center, U.S, Civil
Service Cominissien, Washingten, D.C. 20415,

Other Informatton

Ageneies nay «Main further information by calling 632-5662, or code
101, extension 25662.
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INTERGOVERNMENTAL AFFAIRS FELLOWSIIIP
PROGRAM

Civil Service Commission and Subscribing Agercics

A 3-month program involving paricipation in an intensive
orientation program and fu'l-time work/study assignments with
Siatc and local governments.

Descrintion

This fei’ awship program helps a setect group of career administrators
of grant-in-aid efforts to acquire a direct nnderstanding of State and
Tocal government operations and points of view. It i designed to pro-
vide careerists with a fivst-hand look at problems of Jnministering
I*aderal grant-in-aid programs at the State/local level: to improve
persou-to-per=on communication between Federal and State/local-
grant-in-aid administrations: to provide an opportunity to develop
a deeper understanding of the major social and economic problems to
which grant-in-aid progeams are addressed: and to encourage co-
operative and multigovernmental approaches to problam solving. 'er-
sons selected will attend a comprehensive and intensive orientntic:,
including meetings with congressional, governmental, and academie
eaders: engage in full-time work and study assignments with a lost
State/local  government, and participate in sheduled  weekend
seminars,

Who May Attend

Nominees for this fellowship shorld be eareer employees in the grade
range of (iN8-14 and above or equivalent. ¥acl nominee <hould he in
a managerial position involving substantial responsibility for sienifi-
cant aspects ef grant-in-aid efforts of the subseribing agencies,

How To Nominate

Nominations are to be submitted by autherized revresentatives of the
subiseribing agencies upon receipt of CSC notification. The following
information should accompany eachi nomination: a comple ed and
current Standard Form 171, a brief 'ographical sketeh of the nomi-
nee, and a statement from the subscribing ageney briefly deseribing the
nowminees poteutial for carcer growth .nd types of tesponsilihities fou
which he is being prepared.

Othe, Information

The ccst of the program wil! be prorated among the participating
ag.ncies Eaclt applicant for the fellowship will be interviewed and

8
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selected by the subscribing agencies, and final selection will be
aanoun~ad by CSC. Agencies may obtain further information by call-
ing the Management Sciences Training Center at 632-5600, or IDS
Code 101, extension 25600,

MANAGEMENT OF AMERICA’S WATER
RESOURCES: PROBLEMS-PROGRAMS-PLANNING

An Insiitute in Intergovert nental Relations
Civil Service Commission
Scheduled as needed.

Description

The purpose of the institute is to explore some of the recent pelicy
decisions of special import concerning water resources, important
problems in waler quality and resouree managenient. recent inter-
governmental efforts in planning and coordination, the develobing
water needs, and the relationship of vater resonrce problems with
those in alliecd mas of natural vesouvees. While the progeam will be
structwred to feens on comprehensive water resomces plunning and
program cooidmation, some attention will  lso be devoted to a system
analysis of water resomces, the legal and political sctting for inter-
governmental partnership, interageney coordination, the river basin
approach to rexourve develapment, the importanee of seience aud tech-
nology in water policy, the water issnes in law and pelitics, the inter-
governmental approach to pollution control, water as a component
in metropotitan development, the Water Resources Couneil as o plan-
nirg and coordinating bodx, water as nreeveation resonree, and the
administration of grants. Participants will he encomrage to analyze the
overall requirements and responsibilities of the Federal system and
of their own agencies as they are related to the converns of water
IeSOUTCES,

Who May Attend

Participation in the institnte is generally restricted to exccutives
GS-12 and abave (or equivalent) in sny public agenev, lgencies are
expecially cucauraged 10 xend offiviole from the feld as wrell ae from
their centrd offices.

How To Make Nominations

Neminatioas are to Le suliitted by a. therized agency representa-
tives to the Director, General Management Training Center, U.S,

9
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Civil Service Commission, Washington, D.C. 20415, Agencies may
designate alternates to attend individual sessions, provided that they
meet initial notination requirements,

¢ther Information

Agencies may obtain further information by calling 632-5662 or
code 101, extension 25662,

GRANTS ADMINISTRATION SEMINARR FOR
MANAGERS AND SPECIALISTS

Civil Service Commission

A 5-da. program to be conducted at the Civil Service Comn ission.
Dates will be anounced later.

Description

The conrse will aid grants administrators and grants =pecialists man-
age more effectively their grantz programs= and vesponsihilities, Par.
ticipants will find the comrse to he functional rather than merely
deseciptive. The sominar and workshop methods of lastruction will
be eniployed to develop further teehnigues and sxills in as well ax
krowledge of grants management, through work projects on and
study of such areas ast grant prograns in the legislative process,
Federal grants and intergovernmental relations, developing effective
grants proposile, ovganizadon of review procedures, decentralizition
of grant progrann supervision, management of grant snpported proj-
cels, grants versns contracts, grants programs of the present and
future.

Who May Attend

While participation in the seminar is generally restricted to carver
employees (GS=13 and above {or equivalent) i+ oy public ageney—
Federal, State, or local grovernment, persons helow this Tevel will also
be selected to participate, if it appears thar they in their job sitnations
will benefit significantly from this experience. Fedoral agencies are
especially encouraged to send offi-ials from heir contral aflices,

How To Make Nominations

Nominations should be sulmitted 1o the Director, General Managre-
ment Training Certer, UK. Civi] Sersice Commission, Washington,
LC, 20415, by authorized ageney officials. Confirmation of accepted

10
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nominations will be made in advance of the program. Deadline dates

for reeeipt of nominations and confirmation of acceptance will be

listed in the piogram annonncement to he issued at a later date.
Piog

Other Information

Announcements with more detailed information will he sent to all
agencies. Agencies may obtain further information from the General
Managenent Training Center, 632- 5662, or code 101, extension 25662,

LEGISLATIVE OPERATIONS RQUNDTABLE FOR
EXECUTIVES

Civil Service Commission

Two S-day sessior's scheduled for Janusey 24-28, 1972 and
Muy 8-12, 1972, will be Leld in Washingion, D.C.

Description

The Roundtable is desigmed to previde Federal « troer execnd jves with
increased knowledge of the organization and aperations of the Con-
gress, the interrelationships between the legishative and executive
branches, aud the connection between legislative fnnetions andd ageney
program activities, ‘Topies for voundtable discussicns will focis on:
powers, functions, and organization of the Congress; politics and con-
prressional action: national policy formmlation and pre<sures on the
Congrress internal and eaternal pressurvs on congressmen; Federal
ageney-congressional relations ineluding appropristions, planning,
and review of programs: vrends and future of conprrexsional execntive
relations within the American political system,

Who May Attend

Participation in this Roundtable will be opon to abont 30 Federal
civilian and military executives who are at the GS-14 Jovel (or equiv-
alent) and above,

How To Make Nominations

Nominations should be subtiitted to the Director., General Manage-
ment Training Center, U.S. Civil Service Conmmission, Washington,
D.C. 20815, by authorized ageney officials. Confitmation of accepted
nomirations will be made in advunee of e program. Deadline dates
for receipt of nominations and confirmation of acceptance will be
listed in the progrem annonncement to be issued at a later date.
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Other Information

Annouticements with more detailed information will he sent to all
agencies. Ageneies may obtain further information from the General
Management Training Center, 632-5662, o1 code 101, extesion 25662

LEGISLATIVE BRILFING SESSIONS
Civil Service Commission

Three 2-day programs lo be conducted on Capito! Hill on Feb.
ruary 15-16, 1972; March 7-8, 19723 April 4-5, 1972,

Description

Each session will be tailo, o for sceleeted agencies. They will provid-
intensive, in-depth discussions and study of the interrelations of the
agrencies with the Congress. Emiphasis will be given to the operations
of Congressional committees involved in the legislation and appropri-
ations of the respective ngencies. The sessions will be workshops in
which agency personnel and committee statf professionals ean examine
comnion problemns and issues and develor meaning ful work relation-
ships. Members of the Congress will Le invited to participate in the
brieting sessions when it is appropriate and convenient to their
schedule.

W ho May Atienl

Participation will be open te sgency personnel such as program man-
ngers, budget personnel, liaison specialists, division and barean chiefs
and others who get involved in the preparation of justifications and
other supporting docmiients on ageney congressional programs and
congressional inquiries.

How To Make Nominations

Nominations should be submitted to the Director, (ieneral Manage-
ment Training Center. U.S. Civil Service Conm ssion, Washington,
D.C, 20415, by authorized agency offictals. Confirmation of recepted
nominations will be made in advance of the j regram. Deadline dates
for receipt of nominations ard confirmation of acceptance will he
tisted in the program anuounceient to be issued at a later date.

Other Information

Annomcements with more detailed information will be sent to ail
agencies, Agencies may obtain further information froin the General
Management Fraining Center, 632-5662, or code 101, extension 25662,
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AN INSTITUTE IN THE LEGISLATIVE FUNCTION
Civil Service Commission

Three 5-day scstions will be held in Washingion, I.C. on the
following dates: October 4-8, 1971; Muarch 20-24, 1972;
June 26-30, 1972.

Description

This institute is designed te provide an intensive introduetion to the
organization, operation, and responsibilities of Congress, The role of
Congress aud its 1elationships to the executive hranch will be stressed.
The objective is to help earcer administrators at middle grade levels
acquire an increased understanding of the legislative finction and its
direct and indirect effect on executive branel operations,

Who May Attend

Nominees for this program should be career employees, GS-9 through
GS 13, (or cquivalent). Persons eligible for nomination inchude:
Those in line management; wnit chiefs and deputies, or those with
equivalent respensibility s and these engaged in support of stafl oc
cupations such as hadzet preparation, manpower analysis, poliey de-
velopment wnd mission determination. I addition, etch nomiaee
should have recogaized comuetence and potentinl and be one whose
service in the government can be expected to continue for a sicnilicant
period of time.

How To Make Nomunations

Nominations should be submitted to the Divector, Gonoral Manizenent
Fraining Center, 178, Civil Serviee Commission. Washington, D.C,
201415, by suthorized agency ofticials. Cortirmation of aceepted nomina-
tions will be iunde in advance of the program. Deadline dates for re-
ceipt of nominations aid confirmation of acceptance will be tisted in
the progranuamomncemend to be issned at a Tater date,

Other Information

Anvouncements with more detailed information will be sent to all
agencied well inadvance of the program, Agensies may obtain frther
mformation from the General Management Training Center, 632. 5662,
or code 101, extension 25662,
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FELLOWSHIP IN CONGRESSIONAL OPERATIONS

Civil Serviec Commission and The American Political
Science Association
A 9-mionth program involving participation in an intensive orien.

tation program and full-time work assigrnments beginning in

Novemter 1972,

Description

This fellowslip program helps a celect group of eaveer administrators
to acquire a tuorough understaling of congressional operations. It ix
designed to give careerists o iest-hand ook ac how Congress fune
tions, how it s organized, ana iiow it relates to the progrim and
activities earried on by the exeentive branch, Persans selected wilt at-
tend a compreliensive and fntcosive orientation prograan condneded
by the Amcrican Politieal Scienee Association: ongage in full-tine
work assigminents with members of Congress and with staft members
of congvessional committees: and partivipate in weekly seminar mect.
ings withreongressional, governmental, and academic leaders,

Bho May Attena

Nominees for this fellowship should be eaveer employees in the grade
range of GS 13 throngeh GRS 16 or equivadent with at least (2) vers of
Federal Govermument Service, Fhey should be in manageria® or execu-
tive positions, or he likely to be assigned to sush positions in the future.
Preference i= given to those who are taking part in an agency’s own
executive development prograni.

Howc To Make .ominaticns

Nominatiens are to be submitted througl the ageney central coordinm-
tor by Aprid 101972, to the Director, Generad Managenment Trainings
Center, 1.8, Civil Serviee Conunission, Washington, D.CL 20400, T
fellowing infor nation should accompany each newlnation: a com-
peted Standard Form 17], a statement from the nominee’s supervisor
briefly describing the nominee’s potential for earcer growth aad the
types of higher vesponsibility for which he is being prepared.

Other Information

Lach applieant for the feilowship will be interviewed by a selection
committee in early June 1072, and final selection will he announed
about June 1, 1972, The full-time orientation will begin inmid-Novem-
ber 1972, Ageneies nray <htain further infornution by ealling the Gen-
eral Management Training Ceuter at 632-3662, or cade 101, extension
25662,
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IDEAS AND AUTHORS—PUBLIC ISSUES AND
PROBLEMS

Civil Service Commission

Four l.day meetings scheduled a month apart beginning in
October 1971 and conducted at the Civil Service Commission,
1900 E Stircet NW,

Description

This series focuses on four outstanding hooks Ly recognized authors
on signilicant wational problems, At each of the four meetings one
of the books is discussed, first by the participants in small groups,
then by the participants and the anthor, and Hually by the participants
and a gest eritie. The program not only enconriges government
executives to examine the writings of highly informed authors on vital
national problems but clso peovides them with a- opportunity to dis-
ctiss the books with their authors as well as v:ith critics who are kiowl-
edgeable vegarding the issues to be discussed. The books are provided
to each pawticipant several weeks before each mecting.

Who May Attend

The program is intended for exccutives of public agencies who would
benefit from a more incisive understanding of the national problems
to be diseussed. Nominees should gencraliy e serving in positions
at the G¥ "3 level and above (e equivalent) in either administrative
or technical work situations, including military officials,

How To Make No.ninations

Nominations are to Le submitted by authorized agrency representatives
to the Director, Genceral Management Training Center, TS, Civil
Service Commission, Washington, 1.C. 20415, Agenetes may designate
substitutes to attend individual sessions, provided that sueli substitutes
meet initi Jd nomination requirements,

Other Information

Agencies may obtain further information by calling 632-5662, code
101, extension 23662,
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PROGRAM ADMINISTRATION AND LEGAL
CONTROLS

Civil Service Commission

One 3-day session will be hield w1 the Civil Service Connmission,

1900 E Sirect NW, on January 12-114, 1972,

Description

Students of FMovermment administration and administrators are reatiz-
ingr that the expansion of Federal Government progranns and activities
enlarges the ridemaking wd adjudieatory functions in Governmeit
agrencies, These funetions, contrary to traditional helief, are not uniqu>
to regulatory ov independent agencies. Rather, i many ageneies,
Foderal exeentives who are not nsvally trained in the law freaently
engage in the processes of adjudiration and rulemaking in performing
their day-to-day activitics. Additionatly, the growing bady of judicial
devisions s had far-reaching etlects on the govermmental system and
Federal programs. Also, there are signs pointing to inerensed judicinl
review of administrative decisions, These developments snggost for
Foderal executives who tre not tramed in the law the necessity to
develop a letter knowled ge and understanding of the functions of
adjudication and rnlemaking whicli they performn,

Who May Attend

Participation is open to career eniployees, (:8-13 and ahove (and
military equivalents). whosge academi+ or professional hackgronind is
not in the field of law. Federal officinls who are setving as persenne!
officers, administrative officers, Inbor relations specindists, exar ners
and inspectors in various Helds. officials with review responsibilities
snch as classitiers and contvact reviewers, elaims officers. reviewers
of grants, licensing and regnlating officers, and appeals officers are
among those for whom this program is designed. Many other adiinis-
trators who perform adjudicatory or rulemuking functions or carry
on activ.ities which are significantly atfected by the judiciary would
also find it nseful. The program is not designed for practicing at-
tornieys or those whose work lrings them into close continuing contact
with e Courts,

How To Make Nominations

Nominations should be submitted by authorized agency representa-
tives to the Director, (General Managenent Training Center, U.S.
Civil Service Commission, Washington, 1.C. 20415, Confirmation of
accepted nominations will be made in advance of the programs, Dead-
line dates for receipt of nominations and confirmation of aceeptance
will be listed in the program announcement to be issued at a later date.
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Qther Information

Annomcerents with more detaited information will be sen to all
agencies well in advance of the program. Agencies may obtain further
information from the General Management Training Center at
632-5662, or code 101, extension 25662.

Executive Development

RESIDENTIAL PROGRAM IN EXECUTIVE
EDUCATION

Federal Execcutive Institute
U.S. Civil Service Commission
Fiscal Year 1972

An 8-week program to be given at Charlotlesville, Ya.z Sunda,,
August 29-Friday, October 22, 1971 Sunday, October 21-Friday,
Dccember 17, 19715 Sunday, February 6-Friday, March 31, 19723
and Sunday, May 7-¥Friday, June 30, 1972.

Description

Tlhe program exists to help meet edueation and training needs of
upper echelon eivil service employees. The upper echelon is broadly
defined as employees in poxitions rated at grade GS-15 and above, or
equivalent in other government pay systems. The eduecational pro-
prams of the Tnxtitute focus on matters which relate to aveas of interest
in many departients and ayrencies rather than specialized activities of
a single organization. The Institute programs supplement rather than
supplant excentive education efforts of otLer orgauizations ot institu-
tions in andout of Government.

The broad educational goals set for the Institute within this frame-
work are:
¢ To heighten carver executive responsiveness to national needs
and goals.
® To increase carcer executive appreciation of the totality of the
governmental system.
® Toimprove carcer executive knowledge of managerial processes,
The detailed content and teaching methods of each session have been
altervd with expertence. But, the overall goals and major curricnivim
emphases have remained nnchang . In all sessions to date a balance
Das been songht and attempts have been made to interweave the major

17
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elements of the program which relate to environment of governmental
programs, governmental systems and governmental management,

Tke prinie edacational methods employed are:

® Jectnre-discussions by resident faculty, executives in residence,
government officials, acaceraicians, and expevts drawn from the
private sector in both profit and non-profit erganizations.

® Seminars taught by resident faculty, University of Virginia
faculty and consultants,

® Workshops and laboratories led by resident faculty .aembers
and consultants.

@ Films and tapes selected by r- “dent faculty,

® Reading materials selected Ly resident faculty.

Who May Attend

The “Residential Program in Fxceutive Education™ isaimed primarily
at. persons in grades GS-16 and above (or equivalent in other pay
systems) with enrollment in each 8-week session limited to 60 people.

How To Make Nominations

Nominations for attendance at the Faderal Executiva Institute shonld
be inade by that percon or persorss in each departmnent and agency
who has greatest contro! over present and future work assignments
of persons to be selected for attendance. In most cases each agency
and department has designated one person to serve as the finat author-
ity for submission of nominations to the Institute.

When the nominating official has received the names of candidates
recommended for attendance during the fiscal year from within his
department or agency, he will tlien make his decisions about persons
to be nominated as principals and alternates for shares allocated in
cach scheduled session. Those nominations should then be forwarded
tothe

Regisirar

Federal iixecentive Institute
Route 29 North
Charlottesville, Va. 22093

by the department or agency nominating official on Optional Form
37 (Nomination-Registration for Training) obtainable fram the I).
rectar of Per:onnel or Director of Training in each depariment or
agency.
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Othker Information

Kach depa:*ment and agency is allocated an annual quota of shares
for the Residential Program in Executive Education. A total of 60
shares is available in each of four scheduled 8-week sessions for the
fiseal year. The 240 shares availabl annually are distributed in such a
way as to provide the greatest possible variety of agency representation
in each scheduled session. The cost to a department or agency is £3,250
for each share whicli covers the full cost of tuition, room and board ex-
penses while at the In.titute during the 8-weck period of each session.

ADVANCED MANAGEMENT SEMINAR
Civil Service Commission

Five 6-day progranms scheduled for October 17-22, 1971; Decem-
ber 12~1° 1971; March 5-10, 1972; May 7-12, 1972; and
Junc 18-23, 1972 will be lirld at a recidential site,

Description

More than ever before the government exeentive tinds himselr faced
with complex managerial aud planning problems. e is asked to deal
with these throngh a growing numbkr of new systems approaches,
watheneatieal techniques, and programming and hudgeting procedures
which constitute the changing body of administrative practices. He
15 also expected to solye problems throngh the contrihmtions of diverse
individuals and gronps, ’
The critical issue with whicll practical-minded managers mnst deal is
liow various theories, techniques and steategies van be hrouglt to bear
on the real problems of government management,
The Advanced Managenent Seminar is designed to bring together the
varions theories, technignes, and strategics of namagemedt into a uni-
fied approach to government administration and to enalle managirs
to apply these theories, techniques. and strategies in a useful. realistic,
and results-ariented fashion, through better understanding and devel-
apnient of their own styles of management.
The zeminar’s integrative appronch seeks to provide the participant
with a hetter ‘mderstanding of :

¢ The criteria for sound planning and decizion making.

® The means of applying what he Las Yearned to his own situation.

¢ ‘fhe techniques for developing an effeetive organization fron a

gronp of diverse individuals,

The seminar itself is built upon a series of intensive workslop activi-
ties carried out in small groups. Working in these small groups the
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participants go thtough a number of planning, problem-solving, and
deciston-making projects in which they linve to utilize their resources
to reach agreed-upon goals, Thus, each person is constantly engaged in
systematic problem solving and decision making while striving for
effective interpersonal exchange and team development.

Who May Attend

Approximately 30 executives (GS 14--18 or equivalent) responsible for
directing major programs will be accepted for cach sessiou.

How To Make Nominations

Nominations shonld be subniitted by the suthorized agene v officials tn
the Director, General Managentent Tr: aining Center, U.S. Civil Serviee
Commission, Washington, D.C. 20415,

Other Information

Further information may be obtained by calling 202, 632-5662, or
code 107, extension 25662,

EXECUTIVE SEMINAR CFENTERS
Civil Service Cormission

In cooperation with more than 50 F. | agencies, the Civil
Service Commission operates three residentisl facilities for the
development of mid<arecr exccutives in Government. These
Centers are located at Berkeley, Calif.; Kings Point, N.Y.; and
0Oak Ridge, Tenn.

Description

The courses offered at the centers are designed to broaden conceptual

undorstanding and to enhance the administrative abilities of mid-level

execntives. \ brief description of cach course follows:
Administration of Public Policy- examines policy for-
mulation and execution.

2. Environment of Federal Operations—gives an overall view of
the influence of public vpinion and special group interests in
shaping public policy,

3. ¥ederal Program Management- explains interageney admin-
istzation of public progams and velationships between vari-
ousbranchesof ilie Government.

20
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4. Management of Organizations—deals with the organizational
environment in which Federal managers work, their reles and
tlie nature of staf? operations.

5. The National Feonony and the Federal Executive—deals

with the theory and substance of Government involvement in

variousareas of economic life.

Social Programs and Eeonomic Opportunities—eximines re-

lationships among diverse social and economic needs.in Amer-

iean gociety whiell iave come to be refleer © 'n prograns,
policies and administrative actions of Government.

. International Affairs and Federal Operations—acquaints the

career exceutive with hasie coneepts associated with the de-

velopment of American foreign policy, the conduct of {oreign
aflfairs, wd the international pressures whicl.  influence
domestic policymakers,

Eifects of Teehnological Development-—deals with the con-

tinuing role of the Federal Government in seientific under-

takings and the eflect of technological change on national
gonls and objectives,

9. Administration of Public Policy-- examines policy formula-

tion and execution,

Intergovernmental Programs and Problems--studies the rela-

tionships between nations, State med loeal jurisdictions in

matters cuch ascivil rights, Federal judicial vesiew over State
fegislat-ns, and coustitutional interpretations of the relative
hrisdiction of State authority and Federal authority,

1L Manzement of Nataral Resonrees —eXplores the economie,

social, wd political invelvements and rvoles of '+ national
Government related to nse and conservation of . natural
resonrrees,

6
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Who May Attend

The Executive Semimane Center ereerienum i< aimed pnimarily at thoese
ingrades GS U b 15 gor equivalent), but carvefully selected persons
At GRS and above GRS are ecible to attend. There are no age or
eduration prerequisites: but based on expericvee. the most favorable
vesponse s been from thase wlio are college graduates, thoze whn
have recently encaged in self-development. and these who have had a
variety of nsignnents,

Hoiwe To Make Nominations

A participant gpaces at these centers are reserved on a fiseal year
Lasis thiough negotiations Ietween the Civil Serviee Comntission and
designated sgeney vepresentatives at Washington, H.C. Each repre-
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eantative is given a supply of center brochure and schedules; there-
fore, interested persons should indicate their interest to them.

Other Information

Inquiries about these centers niay be addressed to the Assistant Direc-
tor for Training Gperations, Burcau of Training, U.S. Civil Servize
Commission, Washington, D.C. 20413, telephone 632-6201, code 101,
extension 26201.

IDEAS AND AUTHORS—MANAGEMENT AND
ORGANIZATION

Civil Service Commission

Four l.day sessions scheduled a morah apant beginning in
December 1971,

Description

Each year sees the aprearance of a growing number of hooks applying
the findings of social and management science vesearel to the prob-
leris of manageiment and organization. The purpose of this program is
to provide an opportunity for Government managers to examine the
most significant of these books to determine their relevance and appli-
cation to public management situations, At the same time the course
will provide an opportunity for the participants to raise questions
abont the hook directly to the authors. Each participant receives a
copy of alt bocks several weeks in advance of the individual sessions.
At the monthly sessions, the author discusses his book, a gnest com-
mentator gives his reactions to it, and the participants have an ex-
tended discussion period with the author. Out of these interchanges
it is expected that a fuller statement of the ideas will emerge, as
well as a clear understanding of their implications for Govein-
ment managers.

Who May Attend

The pregram is intended for individuals envrently serving in positions
with signifieant responsibitities for propram management or in pro-
viding related stafl suppe.t. Nominees should bo those, GS-14 level
andabove (or equivalent),

How To Make Norminations

Nominationg « e to he submitted by authorized agency vepresentatives
to the Director, General Management Trainirg Center, U.S. Civil

22
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Service Commission, Washington, 1).C. 20415, Agencies may designate
substitutes to attend individual sessions, provided that snel substi-
tutes meet initial nomination requirements.

Other Information

Agencies may obtain further information by calling 652-5662 or code
101, extension 25662,

MANACEMENT UF SCIENTIFIC AND ENGINEERING
ORGANIZATIONS

Civil Service Commission

A 5-day program offercd two limes per year at the Civil Service
Commission, 1900 E Street NW,

Description

The program is desigmed to increase awareness of the nature and
scope of monagement responsibility and to sugges wavs that the wech-
nically trained executive can perform more effectively in hi. “mpor-
tant role as manager and administrator, It is conducted as an advanced
seminar, with disenssions focusing on such topics as: manag ment
plaming for B & B directing and deveioping human resource.::
comnuneation requirements of modern science and fechnology : man-
agenient of inhouse resources and contract programs: operational
environment of scientists and engincers in Government: comparison
of B & D management in other arcas: formulating and admiuistering
science and engineering budgets: behavioral science rescareh and its
implications for managers of technical programs,

Who May Attend

Participation in this pregram is limited to approximately 25 seientists
and engineers, generally (GS-15 and above, or quivalent, who have
management responsibility for science or engineering programs,

Hoic To Make Nominations

Nominations should be sulmitted to the Dircetor, Science and kKn-
gineering Training, UK. Civil Service Commission, Washington, D.C.
20415, by an horized ageney oflicials, Confirmation of accepted nomi-
nations will be made in advanve of each scasion, Deadline dates for
receipt of nominations and contirmation of accey. ance will be listed
in the program announcement te be issued at lat ¢ dates,
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Otuer Information

Agencies may obtain further information by ealling 632-5662, or code
101, extension 25662,

EXECUTIVE SEMINAR IN MANAGEMENT
INFORMATION THEORY

Civil Service Commission

A 2-day seminar to be conducted two limes per year at the Civil
Service Commission, 1900 E Sireet NW.

Description

This is one of a series of three courses covering management informa-
tion systems. The objective of * s seminar is to explore the concept
of management information in the context of organizational structare.
The topics disenssed will include: (1) The scope and ohjectives of
management information systems; (2) the determination of manage-
ment information needs; (3) the role of the manager in designing a
management. information system; (4) organization and control of a
management information system; and (5) the impact of computer
technology on the design of information systems for management
and the fulure of tnananachine systems. Emphasis will be placed on
the concepts which underlie the development of & management infor-
mtion system.

Who May Attend

Career executives GS-14 and above, or cquivaleni, are eligible to
attend.

How To Make Nominations

Nominations should be submitted to tlie Managenient Sciences Train.
ing Center. Bureau of Truining, US. Civil Service Commission, 1990
E Strect NW., Wasliington, I).CC. 20415, Nomination-Registration for
Training forms (Optional form 37) must be completed for each
nominea,

Other Information

Further information may be obtained by telephoning area code 2002,
632-5600. or 113 code 101, extension 25600.
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EXECUTIVE SEMINAR IN MANAGEMENT
REPORTING SYSTEMS

Civil Service Commission

A 3-day pregram to be conducted two times per year at the Civil
Service Commission, 1900 ¥ Sirect NW.,

Description

This is one of a scries of three courses covering management informa-
tion systems. The purpose of this 3-day seminar is to bring to the
attention of Gavernment executives cxamples of single ageney report-
ing systems. hoth manual and automated. which are designed to assist
managewment in the exerise of its planning and control responsibil-
ities. It * i1l also cover trends of deeelopment of inforiration systems
for community af agencies haviag common major categories of infor-
mation requirements. Cases from govermuent and private sectors of
the economy. lectures. and group discussion, will be n-ed extensively
to increase knowledge, insight and understanding of the subject,
Topics to he covered inelnde: () ageney operational systew,s (scien-
titic. technical, and administrative) : () trends and developments of
interageney management inforiuation systems in such areas as law
enforcement. foreign atluirs, and cconomic programs: (¢} approaches
and techniques used: () probluns encountered in the estaliishment
of single agency and interagency systems and (e¢) means used or
suggested for achieving results,

Who May Attend

Career executives, (G8-14 and above, or equivalent, are eligible to
attend.

How To Make Nominations

Nominations should be submitted to the Management Sciences Train-
ing Center, Bureau of Training, 1°.8. Civil Service Commission. 1000
F. Street NW., Washington, DLC. 20415, Nomination-Registration for
Training forms (Optionat form 37) must be completed for each
nomince.

Other Information

Further infr iimation may be obtained by telephoning area code 202,
632-5650, ar TS cade 101, extension 25600,

25

41



O

ERIC

Aruitoxt provided by Eic:

R

EXECUTIVE WORKSHOP IN THE DESIGN OF A
MANAGEMENT INFORMATION SYSTEM

Civil Service Commission

A 4.day program to be conducted 1wo times per year at the Civil
Service Commission, 1900 E Street NW. The workshop will me~t
in two 2-day scssicns during two consecuiive weeks to allow for
adequate time for homework and special assipgnments.

Desciription

This is one of a series of three courses covering management informa-
tion systems. This program is designed as a supplemer:t to and expan-
sion of materials presented in the Executive Seminar in Management
Information Theory and the Executive Seminar in Management Re-
porting Systems. Its focus will be on the actual design of an infornia-
tion system, rather than on the theoretical elements involved. Partici-
pants wiil be assigned to work teams who will be respoasible for
designing and presenting a briefing on their chosen systen to the elass.
Evaluations of each system will be conducted by a panel of experts.
The workshop will eover such topics as (a} documentation: (4) report
design and audit; (¢) file structure: (d) chissification and coding; (¢)
computer elemnts; (f) planning. controlling, cost estimating, and
evaluating management information systems.

Who May Atterd

This program is intended primarily for persons in any management
specialty who have responsibility for any one or more key elenients of
information systems design within their ageneies.

How To Make Nominations

Nominations should be submitted to the Management Seiences Train-
ing Center, Bureau of Training, U.S, Civil Service Commission, 1000
E Street NW,, Washington, D.C. 20415, Nomination-Registration for
Training forms (Optional form 37) must be completed for each
nominee,

Other Information

Further infarmation may be obtained hy telephoning arsa code 202,
632--600, or 1DS code 101, extension 25600,
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EXECUTIVE SEMINAR IN STATISTICAL. SCIENCE
FOR MANAGEMENT

Civilt Service Commission

A 2-day program 1o be conducted two times per yecar at the Civil
Service Commission, 1900 E Street, NW. A similar p.ogram is
canducted by the San Francisco and New York Civil Service
Commission Regicas.

Description

This seminar is desigmed to examine and discuss nseful prineiples and
actual and potential applications of statistical science in executive
decision making. Extensive nse will be made of case studies, lectures,
and seminar discussions on practical and frequently used statistical
principles and techniques in Government operations. Specific subjects
treate< will be: (a) the modern definition of the Science of Statistics;
(&) approaches to quantifying management and operational problems;
() some basie statistical principles and concepts including elements
of prebability and risk; () Sampling-—with specific applications in
facttinding for inventory, cost estimation, legislation, ete.;(e) Quality
Control—with specific applications in managument control system:
{f) Correlation Analysis—with specific applications in forecasting
and cost analysis: (g) pitfalls and misises of statistical techniques:
and (&) ad.antages of Statistical Seience to management.

Bho May Attend
Career executives GS-14 and above, or equivalent, are eligible to
attend.

How To Make Nominations

Nomination should be submitted to the Management Sciences Train-
ing Center, Bureau of Training, U.S. Civil Service Conmission, oo
I Street, NW., Washington, DLCL 20410, Nomination-Registration for
Training forms (Optional form 337) muxt be completed for each
nominee,

Other Information

Further information may be obtained by telephoning area code 2012,
632-5600, or TDS code 101, extension 23600, Contact regional fraining
institutes for information abont their programs,
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LABOR RELATIONS SYMPOSIUM FOR
EXECUTIVES

Civil Service Commission

A one.half to 1-day program (Nole: This rourse adopts some of
the subject matter contained in the present courses: Manage-
ment and the Negotiated Agreement and Seminar in Labor Rela.
tions and Personnel Management for Execulires. The basie design
is new as are the malterials. The present courses will be dropped.
This course will be packaged in two forms, and a possible third.
The first will be delivered at an ageacy on a half-aay basis at
no charge to the agency, the sccond al the Commission two
hours a day, once a week over a four week period, and the third
as a week-Jong residential offering incorporaling niore sub-
ject inatter.)

Description .

L 4
This course is designed to orient government executives to the impact
of collective bargaining on them, the development of a management
philosophy in working with the collective bargaining process and their
rolein public sector labor relations.

Who May Attend

Those executives who are charged with the responsibility of premul-
gating government policy and administering it.

How To Make Nominations

Nominations should be submitted on Optional Form 37 by authorized
agency representatives to the Director, Labor Relations Training Cen-
ter, Bureau of Training, U.S. Civil Service Commission, Washington.,
D.C. 20415. Exact course dates, cost, deadline dates for receipt of
nominations, and dates for confirmation of acceptances will be Tisted
in individual course anr.ouncements which will reach agencies 6 weeks
before the rourse.

Other Information

Agencies may obtain further information by calling 632—1410 or code
101, extension 24410.
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MIDDLE MANAGEMENT INSTITUTE
Civil Service Commission

A l.week prograni to be conducted, once cach quarter during fiscal
year 1972 at the Civil Service Commission, 1900 E Street NW.

Description

The institute will provide a broad view of Governient operations and
the funetions of management. It will serve as an npdating experience
and review for the experienced manager, and an introduction for the
new manager. The institute is huilt around core subject matter of
fundamental modern manngement theory and practice. Emphasis is
given to the functions of : Planning, controlling. organizing, stafling,
communieating, directing, and decizion-making. Other topies may be
included to give current perspective or hecause of their partionlar
topieal interest. Exanuples of these might be: Programing. nd reting
syxtets; intergovernniental relations; and science and Goveroent.
Guest lectnrers and small group work=hops are the method - of pies-
entation. Assigned readings are also provided.

Who May Attend

The institute is designed for persons serving in management fiell or
programs, GS-11 to GS-14, or equivalent, who have demonstiited
ability and shown potential for Lolding more responsible mnnragenent
positions.

Hov. To Make Nominations

Nominations should he submittedd by autherized saency ofticials in
priority order to: Director, General Management Training Centor,
.8, Civil Service Commission, Washington, D.C. 20415, Tates of
institutes witl be publighed in announcements issned prior to 1 v otter-
ing of institutes.

Other Information

Substitutions of ¢ligible participants inay be made up to the begiuing
of the program. Further information may be obtained by calling
632-1662 or code 101, extension 25062,
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MANAGEMENT AND GROUP PERFORMANCE
Civil Service Commission

A l.week progeam offered 3 times per year at the Civil Service
Commission, 1900 E Sireet NW.

Description

This comrse is designed to provide new and experienced managers,
above the first level of supervision, with a greater insight into the na-
ture of their johs and with a conceptnal framework which will allow
them to approach the managerial job on a logical, rational, tather than
intuitive hasis. Participants will analyze their jobs in terins of what
thex do. how they do it, and why they do it the way they doj and will
practice and evaluate other ways of performing the managerial job.
Topics covered inelude: An analysiz of the managerial job, how super-
visory and managerial jobs Citfer, how we manage and why we man-
age as we do, monitoring the nanagerial world, elements of successfu'
negotiations with line and staF, managing conflict and indueing coop-
eration, and establishing, mamtaining, and using communcations. Pre-
course preparation includes assigned reading and answering a ques-
tionnaire dealing with the participants’ work activities.

Who May Attend

Since the course is designed specifically for managers, sominees should
Le above the irst level of subervision s typically, they should direet the
activitics of subordinate supervizors and work groups. Within these
guidelines, managers at GS-12 and above (or cquivalent) may be
nominated.

How To Make Nominntions

Nominations shonld be submitted, in priority order, to the Director,
Generl Management Traming Center; U.S, Civil Scrvice Commis-
sion, Washington, D.C. 20415, Delail noinination precedures and dead-
line dates are published inindividual announcements.

Other Information

Organizations nontinating more than one individual should indicate
the priority order in which their nominees should he considered. Sub
stitutions may be made up to the beginning of the program, hut since
subdtitutes whia are designated tate will be unable to complete the
advan-e reading for the program, agencies are requested to make as
few substitutions as possible, Class size will be westricted to 20 partici-
pants, Inquiries shiould be directed to the Director, General Managre-
ment Training Center, 632-5671, or code 101, extension 25671,
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MANAGEMENT AND GROUP PERFORMANCE: AN
INSTITUTE FOR TRAINERS

Civil Service Commission

A 4.day program offered on an ‘‘as needed” basis at 1the Civil
Service Commission, 1900 E Street NW., and at various of the
Civil Servicc Commission Regional Offices.

Description

This institute is designed to cquip agency instructors to present the
Civil Service Commission course, Management. and Group Perform-
ance. The findamental concepts supporting the course structure will be
examined in detail. Workshop experience will be gained in dealing with
the more dificuit portions of the course, Participants who successfully
complete the institute by demonstrating their understanding of the
subject matter and their ability to present the material as specified will
receive a copy of the Instructor's Guide to Management and Group
performance and a certificate authorizing them to instruct the course.

Bho May Attend

Attendance is conditional upon prior attendance at a regular presen-
tation of Management and Group Performance. A high level of skill
in conference leadership is particularly iportant to successful
performance.

How To Make Nominations

Arrangements to schedule potential instructors threugh both the regu-
lar course and the institute should be ma le as far in advance as possible
by contacting Director, General Management Training Center, U.S.
Civil Service Conunixsion. Washington, D.C\. 20415, or by calling 63-
25671, or code 101, extension 25671,

Other Information

A minimum of three participants will be required to schedule an
institute,
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MANAGEMENT CONDUCT AND THE
UNION ORGANIZING CAMPAIGN
Civil Service Commission

A 3.day course to be held periodically at the Civil Scrvice Com-
missior, 1900 E Sireet NW.

Description

This course is designed to cover the following subject matter for
government managers: The development of a managenient philss
ophy, union organizing tactics, competing unions, management
rights, avoidance of unfair labor practices, unio.1 unfair labor prac-
tice cases, the election petition and management pre-election conduct.

Who May Attend

Those middle managers who are involved administering policy and
directing the delivery of services in accordance with agency missions,

How To Make Nominations

Nominations should be submitted on Optional Form 37 by authorized
agency representatives to the Director, Labor Relations Training Cen-
ter, Bureau of Training, U.S. Civil Service Commission, Washington,
D.C. 20415, Exact conrse dates, costs, deadline dates for receipt of
nominaticns, and dates for confirmation of acceptances will be listed
in individua! course anncuncement which will reach agencies 6 weeks
before the course.

Other Information

Agencies may obtain further information by calling 6324410 or code
101, extension 24410,

THE ROLE OF THE FEDERAL MANAGER 1IN EQUAL
EMPLOYMENT OPPORTUNITY

A 3-day course held twice a year at the Civil Senice Commission,
1900 E Sircet NW,

Description

Provides increased factual understanding of the hackground of dis-
crimination and equal employment opportunity; a greater apprecia-
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tion of the effects of discrimination; and information on how to
develop and carry out a pesitive equal employment program in
conformance with national policy.

Who May Attend

Supervisors and managers, 38-12 and above (or equivalent),
pe » o

How To Make Nominations

CSC nomination forms (Optional Form 37) should be submitted by
authorized ageney representatives to the Director, Personuel Manage-
ment Training Center, Bureau of Training. U.8, Civil Service Com-
mission, Washington, 1).C. 20415, Extact course dates, cost, deadline
dates for receipt of nominations, and dates for coufirmation of ac-
ceptances wiil be listed in individual announcenients which will reach
agencies 6 weeks before the course.

Other Information

Agencies may obtain further information by calling 632-5636 or code
101, extension 25636.

MANAGER'S ROLE IN PERFORMANCE
EVALUATION

Civil Service Commission

A 3-day covrac 10 be held annually at the Civil Senvice Commiseion,
1900 E Strect NW.

Description

Treats performance evaluation as a continuing rather than an annual
responsibility; discusses etablishment of performance standards, eval.
uation interviews, incentive awards, and motivation.

Who May Attend
Managers, GS-12 and above (or cquivalent).

How To Make Nominations
CSC nomination forms (Optional Form 37) should be submitted by
authorized agency representatives to the Director, I'ersonnel Manage-
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ment Training Center, Burean of Training, T8, Civil Service Com-
mission, Washington, D.C. 20415, Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept-
ances will Lo listed in individual announcements which will veach
agencies 6 weeks before the course.

Other Information

Agencies may obtain further information by calling 632-5636 or code
101, extension 256306.

MANAGER’S ROLE IN STAFFING
Civil Service Con:mission

A 3.day course held annually ct the Civil Service Conunission,
1900 E Strect NW.

Description

Outlines Federal examining. vecrnitinent, aud selection procedures
from the point of view of information necded by those who are not
personnel speeialists: discusses personnel measurement terhiniqes in
terins of Cieir value to the manager: explains current developmentsin
qualification standards, job design, and manpower utilization.

Who May Attend

Managers, GS-12 and above (or equivalent),

How To Make Nominations

CSC nomination forms (Optional Form 37) should l'e submitted by
anthorized agency representatives to the Divevtor, Percomel Manage-
ment Training Center, Bureau of Training, U.S. Civil Rervice Com-
mission, Washington, D.C. 20415, Exact course dates, cost, deadline
dates for receipt of nominations, and dates for conlfirmation of accept-
ances will he listed in mdividual ammouncements which will reach
agencies 6 weeks before the course,

Other Information

Agencics may obtain further information by calling 632- 3656 or code
101, extension 23636,
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POSITION CLASSIFICATION FOR MANAGERS
Civil Service Commission

A 3-day course held annually at the Civil Service Commission,
1900 E Street NW,

Description

Explains the values of sound position classification in achieving overall
arogram goals; outlines the responsibilities of managers in the classi-
fication process, in relation to the classitication staff and to their own
subordinates; discusses nieans of achieving closer cooperation between
managers and the classification staff.

Who May Attend

Supervisors and managers, GS-12 and above (or equivalent).

How To Make Nominations

CSC nomination forms (Optional Form 37) should be submitted by
authorized agency representatives to the Director, Personnel Manage-
nment Training Center, Burean of Training, U.S. Civil Service Com-
mission, Washington, D.C. 20415, Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of ac-
ceptances will be listed in individual announcements which will reach
agencies 6 weeks before the course.

Other Information

Agencies may obtain further information by ealling 632-5636 or code,
101, extension 23636.

‘fHE MANAGER'S ROLE IN EMPLOYEE
DEVELOPMENT

A 3-day course to be held annually .t the Civil Sernvice Commission,
1900 E Street NW,

Description

Iutroduces the Government manager to concepts and principles which
will enable him to nnderstand the learning and training process. and to
utilize these concepts and prir ciples both in self-development and the
development of his subordinates.
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Who May Attend

Managersat G8-11 and above (orequivalent).

How To Make Nominations

CSC nomination forms (Optional Form 37) should be submitted by
authorized ageney representatives to the Dirvector, Personnel Manage-
ment ‘Fraining Center, Burean of Training, 178, Civil Service Com-
mission. Washington, D.C. 20115, Exact conrse dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept-
ances will be listed in individual announcenients which will reach
ageneles 6 weeks before the course,

QOther Information

Ageneies may obtain further information Ly ealling 632-5636 or code
101, extension 23636,

THE MANAGER'S ROLE IN SUPERVISION OF LOW.
SKILLED EMPLOYEES: A MANAGEMENT
ORIENTATION

Civil Service Commission

A 2-day program scheduled periodically 10 mcet ageney demand.

Description

The conrxe cinphasizes the importance of the rile of the manager in
maoder, organizations in achieving organizational upward mobility
objectives, The program otfers insight for managers into the problems
and challenges which their subordinates face insupervising low-skilled
employees. The complexity of responsibility to the low level work forve
isexmnined and brought into foens. .

Opportunities and responsibilities for the manager are considered
which are supportive of subordinate snpervizors who are attempting to
fulill their responsibifities and develop more effective relationships
with their low-skilled employees. The expectations of higher level
nianagement forimpleanentation of organizational policy are examined
as an additional definition of the managerial role.

Who May Attend

The contse is designed to meet the necds of managers whose subordi-
nate supervisors are re pronsible for low-skilled employees,
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How To Make Nominations

Arrangements to schednle potential instructors through both the regu-
lar course and the institute should be made as far in advance as possi-
ble by contacting Director, General Management Training Center, or
by calling 632-5671, or code 101, extension 25671.

Other Information

Approximately 20 participants are expected for this management
orientation program,

MATHEMATICS FOR MANAGERS

Civil Service Commission

An 1l.weck program schceduled two times per year at the U.S.
Civil Service Commission, 1900 E Strcet NW. The class will mect
1 day each weck, in two 3-hour segments, from 9 a.m. 10 12
noon and from 1 p.m. (o 4 p.m. for a total of 66 classroom houre.
A similar program is conducted by the San Francisco Civil Service
Cotumission Region.

Description

This is a compact survey conrsc of mathematics for managers. It can
serve as either a refresler in or an introduction to major divisions of
contemporary applied mathematics. It covers algebra, trigonometry,
analytic geonetry, calculus, vectors, matrices, set theory, logic, Bool-
ean algebra, probability. statisticz. and other related topics. A detailed
syllabus, including problems developed by the faculty specifically for
the conrse, will provide the prinvipal medinm for instraction. Hone-
work assignments will 1w niade following cach session to reinforce
classroom presentation. At the conclusion ef the course participants
will have suflicient understanding of the essential elements of practical
mathematics to: (1) Connnunieate eilectively with specialists: (2)
read and comprehend quan{itatively oriented texts and reports: (3)
recognize problems amenable to mathematical approaches: and (4)
interpret intelligently and evaluate with contidence the net results
of such approaches,

Who May Auend

Carcer managers, (38-14 and above orequivalent, are eligible to attend.
An understanding of basic algebra eitlier brought to the program or
gained through class and home study, will serve as a hasis for mueh
of the mathematics preseuted.
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How To Make Nominations

Nominations should be sulimitted to the Management Sciences Train-
ing Center, Buveau of Training, U.S, Civil Service Commission, 1000
E Street NW, Washington, D.C. 20415, Nomination-registration for
training forms (Optional ¥orm 37} must be completed for each
nominee.

Other Information

Further information n:ay be obtained by telephoning area code 202,
(32-1600, or 11 code 101, ¢xtension 22600, Contact regional training
institutes for information about their programs,

MATHEMATICS FOR MIDDLY. MANAGERS
Civil Service Cormuimission

An 8-weck program schceduled two times per ycar at the U.S,
Civil Service Commission, 1900 E Street NW. The class will nweet
1 day each week for 7 wecks and on 3 consccutive days during
the cighth week. Two 3:hour units of instruction will be covered
cach day from 9 a.m. to 12 noon and from 1 p,m. to $ p.m. for
a tolal of 60 classroom hours,

Description

This program is designed to provide a practical =urvey and introdue-
tion to mathematies and ealentus: statisties wnd prolability: and of
applications of modern analytical techniques for widdle nanagers.
Jt covers such topics ax real numbers and their uses: elementary fune.
tions: analytieal geometry s elenentary calenluz: wmethods ¢ £ optimi-
zation : Boolean algebra: prohahility ; statistieal methods: approaches
to management decisiomnaking: techniques of quantitative analysis:
and vonstruction and e of wmodels. A detailed syllabus containing
practical problems wilt provide the prineipal medium for instrnction,
Homework assignments will e nivde following exeh seszion to rein-
force classroom instruction. At the conchizion of the course, partici-
pants will have suflicient understanding of the essential clements of
mathematics to (1) more readily recognize managenient prohlens
amenable to mathematical-statistical approaclies: 023 more etfectively
communicate with managers ind specialist=; and b comprehend and
utitize quantitatively ovieited reports,

Fho May Attend

Carcer middle managers, GR-9 to GR-13, or cquivalent, are eligible
to attend. An understanding of basie algebra either brought to the
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program or gained through class and home study, will serve as a basis
for mmch of the mathematics presented. Preference will be given to
those participants whose work requires a practical knowledge of
applied mathematics and statistics,

How To Make Nominations

Nominations should be subniitted to the Management Sciences Train-
ing Center, Bureau of Training, U.S. Civil Service Connnission, 1900
E Street N, Washington, D.C. 20415. Nomination-registration for
training forms (Optional Form 37) must be completed for cach

nominee.

Other Information

Further information may be obtained by telephoning area code 202,
632-5600, or 1 DS code 101, extension 25600,

g

INTRODUCTION TO SUPERVYISION

Civil Service Conimission

A l-week program offered 12 times a year at the Civil Service
Commission, 1900 E Sircet NW.

Description

The newest of the four first level supervisory courses, Introduciicn to
Supervision, joins Basic Management Techniques I, Supervision and
Group Performance and Basie Management Techniques IT to form
thie basis of a supervisory development program offered by the Gen-
eral Management Training Center. This conrse is designed to provide
the new supervisor with a foundation in the principles and practices
of supervising employees. It introduces him to the basic legal require-
ments affecting the management of government employees and to
selected managerial concepts and techniques which can be studied at
greater depth in the more advanced courses mentioned above. Topics
covered include: Personnel Management and the Supervisor; Merit
Promotion; Sociology of Work, Employee Management Coopera-
tion; Principles and Prectice of Snpervision: Dynamic Leadership:
Processes of Problem Solving: Training for Results: TTealth Safety
and Accident Prevention: Equal Employment Opportunity : Improv-
ing Communication j Self-Development.
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Who May Attend

This course is meant for the employee who is about to or has recently
made the transition to o lirst level supervisory pesition. Tt iz also of
benefit to experienced firstline supervisors who have not yet had formal
training,

How To Make Nominations

Nominations should be submitted by anthorized agency ofticials in
priority order to: Director, General Management Training Center,
U.S. Civil Service Commission, Washington, D.C". 20415, Dates of
conrses will be publishied in announcements isswed prior to the otfering
of the course.

Other Information

Participants are expected to attend all sessions of the course. Further
information ean be obtained by calling 632-36G71, or 101, extension
25671.

INTRODUCTION TO SUPERVISION: AN INSTITUTE
FOR TRAINERS

Civil Service Commission

A 4.day program offered cight limcs a year at the Civil Service
Commission, 1900 E Sirect NW., and at various times at the Civil
Service Regional Office ..

Description

The Institute for Trainers is for the purpose of developing instructors
to leadl Introluction to Supervision, Conrse materials and snpporting
information are examined in detail, and members practice by leading
varions sections of the conrse. Each practice session is followed by
a critique. Instructors successfully completing the institute wiil be pre-
sented copies of the Instructor’s Guide and will be certified as instrue-
tors of Introduction to Supervision.

Who May Attend

Prior atten-dance of a regular presentation of Introduction to Super-
vistolt is pequived for participation inan basteuctors Institute. Skill in
vonference leadership isimpertant for successfui per formanee.
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How To Make Nominalions

Arrangement to schedule potential instructors through both the regu-
lar course and the institute should be made as far in advance as possi-
ble by contacting: Director, (General Management Training Center,
U.S. Civil Service Commission, Washington, D.C. 20415,

Other Information

A mininum of three participants will be required to =chedule an in-
stitute. Farther information may be obtained by calling 632-5662 or
code 101, extension 25662.

BASIC MANAGEMENT TECHNIQUES I
Civil Service Commission

A l.weck program offered 8 times a year at the Civil Service

Coraimission, 1900 E Strcet NW,

Description

This conrse will examine in considerable detail the management proc-
esses of planning, scheduling, organizing, and controlling. Each topic
will be presented by lecture, demonstration and brief reading followed
by supervised workshop experience. The aim in every ease is the de-
velopment of a specific management skill. Topica to be cuvered include:
The Responsibilities of Supervisors; the Planning Process ; the Ration-
ale of Organization; Basic Departmentation; Assignment of Work
and Work Distribution; the Scheduling Process; Principles of Direc-
tion; the Order Giving Process; Simplified Critical Path Method;
Control Technigues; Graphic Planning Devises (including “Gantt”
charts and Document Distribution charts); and Planning Pemsonal
Time. Basic Management ‘Techniques I, together with Introduction to
Supervision, Supervision and Giroup Performance, and Basic Manage-
ment Techniques 11 are designed for use in establishing management
development programs for firstline eupervisors.

Who May Auend

The program is designed for firstline supervisors, and is not recom-
mended for those in nonsupervisory stafl positions.

How To Make Nominations

Nominations should be submitted Ly authorized agency officials in
priority order to: Director, General Management Training Center,
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7.8, Civil Service Commission, Washington, D.C. 20115, Dates of
courses will he published in ansouncements issued prior to the offering
of courses.

Other Information
Classes are limited to 20 participants. Fmther information may be
obtained by calling 632-371, or code 101, extension 25671.

BASIC MANAGEMENT TECHNIQUES 1
National Burean of Standards, Depactment of Commerce

A lovcek program offered 2 times a year at the National Bureau
of Ntandards, Gaithersburg, Maryland.

Description

An introduction to the funetional aspects of management, The course
exmmnines the matgenient nrocess of plenning. schednling, oryanizing
aad controlling, It velates cach of these concepts to speeific mage-
ment <kills and develops insight into the art of supervision,

Who May Attend
Plhe program is designed for firstline sapervizors, and is not reconi-
mended for those in nonzupervisory statt positions.

How To Make Nominations

Nominations should be submitted by authorized oflficials in priority
order to: Mr, Karl E. Bell, Employee Development and Relations
Section, National Bnrean of Standards, Washinglon, D.C. 20231
Classeaare limited to a maxinmm of 20 partieip ‘nts, Dates of courses
will be amnounced in the Interageney Training Progrims Quarterly
Calendar.

Other Information

Participantaare expocted to attend all sessions. The cost tocach ageney
i 800 per participant. Farther information nay be obtained hy calling
301-021- 3421 or code 1643421,
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BASIC MANAGEMENT TECHNIQUES I: AN
INSTITUTE FOR TRAINERS
Civil Service Conimission

A 3.day program offered on an “as nceded’ basis at the Civil
Service Commission, 1900 E Street NW.

Description

"Fhis institute is designed to cquip agency trainers (o present the Civil
Service Commission course: Basic Management Techniques I, The
course materinls and supporting information will be examined in
detail, followed by discussion and workshop experience with the more
difitcnlt portions of the course. Instructers saceessfully completing
the institute will be presented copies of the Instructor’s Guide and will
be certified as instructors for Basic Management Techniques 1.

Who May Attend

Attendance 1s conditional npon prior attendance in a regular presenta-
tion of Basic Managenent Teelimiques LA haekground in managentent
analysis or associated management stud? netivities, seems to be essential
in order to present the course successfully.

How To Make Nominations

Armangements to schedule potential instinetors through both the regu-
Tar course and the institute should he made as frar in advanee as possible
hy contracting Director, General Manugement Training Center, or by
calling €32-5671, or cade 101, extensinn 20671,

Other Information

A mintmam of five participants will be required to schediule an insti-
tute. Participation will be linited to eight.

SUPER'VISION AND GRGUP PERFORMANCE
Civil Service Cornnission

A loweek program offercd 12 times a ycar a1 the Civil Service

Commission, 1900 E Sireet NW,

Pescription

Supervision and Group Performance wilt introduce expertenced super-

visors to niodern concepts of etfective supervision, hased on recent tind-
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ings of social science reseavch. Brief presentations or readings and
group participation exereizes are followed by a thorough discission
of each topieal area, and participants analyze the application of the
concepts to practical supervisory situations, Topics covered include:
The Job: Placement and Promotion: Why People Beliave as They Doz
Leadership: Why Groups et as They Do: Analysis of « Work Situa-
tion: Steps to Snpporting and Remedying: Steps to Major Change:
Orientation of New Workers: Lewrning: Performance Appraisal; and
Discipline. Supervision and Group Performance, together with Intro-
duetion to Supervision, and Basic Management Techniques [and Bl is
designed for use in establishing management development programs
for firstline supervisors.

Who May Attend

This course is for tirstline supervisors, Aecordingly. nominces should
I i direct eharge of employees who do the work in their organiza-
tions. Participants are divided into classes with similar geade lovels,
Lo, reades GN-12 and below or GS-11 and above (orequivalent).

R

Hoiw To Make Nominalions

Nominations should be submitted by authorized ageney oflicials in
priority order to: Director, General Management ‘Fraining Center,
U8, Civil Service Commission, Washington, D.C. 20410, Dates of
courses will he published vantouneements issued prior to the otfering
of conrses.

Other Information

Patticipants are expected to attend all sexsion= Classes arve limited to
20 members. Further information cin be obtained by calling 632-0671,
or code 101-25671,

SUPERVISION AND GROUP PERFORMANCE
National Bureau of Standards, Depurtment of Commerce

A L-weck program offcred 4 times a year at the Natienal Burcau of
Standards, Gaithersburg, Md,
Bescriptlion

Census of supervisor problems: the job: filling & job: the nulividual
at work : the work group: leadership-nuthority, poser and influence:
observing n group; diagnosing the situation: supporting, remedying,

+4
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and changing; bringing about change: the man in the middle, the
supervisor; the new employee; learning and training; evaluation;
dealing witl departures from standards: when an employee has a per-
sonal problem; employce-management relations; summary and
evaluation,

Who May Atterd

This course is designed for first line supervisors. Accordingly, nomi-
nees shoutld be in direct eharge of employees who do the work in their
organizations, Participants are divided into classes with similar grade
levels; i.e. grades GS-12 and below or GS-11 and above (or
equivalent).

How To Make Nominations

Nominations shonld be submitted by aunthorized officials in priovity
order to: Mrs. Ann Bartlett, Assistant Registrar, National Bureau
of Standards Graduate School, Washington, ID.C. 20231, Classes are
limited to a maximum of 20 participants. Dates will be announced in
the Interagency Programs Quarterly Calendar.

Other Information

Participants are expected to attend all sessions, The cost to each
agency is §90 per participant. Further information may be abtained
_bycalling 301-921-3421 or code 1643421,

SUPERVISION AND GROUP PERFORMANCE: AN
INSTITUTE FGR TRAINERS

Civil Service Comntission

A 4-day program offered **as nerded” at the Civil Service Com-
mission, 1900 E Strcct NW., and at svarious of the Civil Senvice
Regional Officcs.

Description

This institute is designed to equip agency instructors to present the
Civil Service Commission course : Supervision and Group Performance
for agency supervisors. The fundamental concepts supporting the
course structure will be examined in detail, followed by workshop ex-
petience with the more difkenlt portions of the course. Participants
who suceessfully ¢ .mplete the institute by demonstrating their under-
standing of tae subject matter and their ability to present the matetial
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will receive a copy of the Instruetor’s Guide to Supecvision and Group
Performance and will Le certified as course instructors,

Who May Attend

Attendanee is conditional upon prior attendance at a regular pres-
entation of Supervision and Group Performance. .\ high level of skill
in conference leadership is purticularly important to successful
performance.

Horw To Make Nominations

Arrangements to schedule poteutial instructors through both the veg-
ular conrse and the inxtitute hould be made as far in advanee as possi-
ble by contacting Director, General Manugenient "Trajuing Center,
1.8, Civi] Xerviee Comnmission, Washington, D.C. 20415, or by calling
632-5671, or code 101, extension 23671,

Other Information

A miniman of three participants will be required to schoednle an
institute,

BASIC MANAGEMENT TECHNIQUES !
Civil Service Commission

A Liweek program presented - limes o year al the Civil Service
Commission, 1900 E Strect NW,

Description

Thix conrse is dexigied to develop speeilic management skills and
considers in detad) the responsibilities of Federal service. Faphasis
ix placed on commuanication problems and teclmiques, progeam plan-
ning and budgeting, perzonnel managenint, conference leadership.
interviewing, performance evaluation. principles of inductive problem
solving and decision making. Conrse materiats are presented hy Jee-
ture. demenstration, brief reading aril workshop expericnee, Basic
Management Teehnigues TH together with Lutroduction te Supervi-
sion, Basic Management Techniques 10 and Supervision and Group
Performance ae desigmed for use in establishing management devel-
opment programs fou tirst Hine supervisors,
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Who May Attend

The program is designed for supervisors GS-11. or equivalent, through
GS-15. This course is designed for snpervisors and is not recommended
for those in nonsupervisory stail positions.

How To Make Nominalions

Nominations should bhe submitted by authorized agency oflicials in
priovity order to: Director, General Management Training Center,
1.8, Civil Service Commission, Washington, D.C 20115, Dates of
courses will be published in annonncements issued p.rior to the offering
of courses.

Other Information

Classes are limited to 20 participants. Further information mty be
obtained by calling 632-5671, or code 101, extension 25671.

BASIC MANAGEMENT TECHNIQUES H: AN
INSTITUTE FOR TRAINERS

Civil Service Commission

A 3-day program offered on an “as nceded™ basis a1 the Civil
Scrvice Commission, 1900 E Sireet NW.

Description

his Institute is designed to equip agency trainers to present the Civil
Service Conmnission Course: Basic Management. Techniques 11, The
course, materials, and supperting information will be examined in
detail, followed by disenssion and workshop experience with the more
diflicult portions of the course. Instructors successfully completing the
institute will be presented copies of the Instructor's Guide and will
he certified as instructors for Basic Management Techniques IT.

Who May Attend

Attendance is conditional upon prior attendance of i regular presenta-
tion of Basic Management Techniques 11 A background in persopnel
administration or related activity is desirable.

How To Make Nominations

Arrange.nents to schedule potential instrictors through both the regu-
Jar courso and the institute should be made as far in advance as possibie
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by contacting Director, Geveral Muanagement Training Center, or by
¥ o4 y g g y A
calling 632-5071, or code 101, extension 25671,

Other Information

A minimin of five participants will he required to schedule an insti-
tute. Iticipation will be liniited to eight.

MANAGEMENT INSTITUTE FOR SUPERVISORY
SCIENTISTS AND ENGINEERS

Civil Service Commission

A 5-day program offered Oclober 18-22, 1971 at the Civil Service
Commiission, 1900 E Strect NW,

Description

This institute is a survey of management concepts which allows the
firstline suporvisor to beeome acquainted with the language and
methodology of management, The program will examine the special
nature of the managerial job in R&1D and other engincering and scien-
tific organizations Ly identifying the unique motivational characteris-
tics of teehnical personnel by discussing the impact of organizational
structure on the productivity of seientific and ensinecring groups and
by exploring the leadership patterns best designed to elease and we-
celerate creativity. The program will also take up such topics as the
flexibilitics of the Pederal personnel systent in managing seientists and
engineers, carcer development concepts, and the administrative and
financial practices which permit the maost effeetive direction and
control of technical projects, The stafl for the progrant is dirawn
from Government agencies, leading industvial organizations, and
universities.

Who May Attend

‘The program is intended for fitstline supervisors in eharge of a work-
ing technical group or Individaal seientists or engineers who e about
to assnmie supervisory responsibility. Participants have genevally been
at the GS-11 through GS-11 level {or equivalent),

How To Make Nominations

Nominations ave to be submitted by authorized ageney representatives
ne later than 3 weeks hefore the beginning date of eacl programn to:
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Director, Science and Engineering Training, T°.S. Civil Service Com-
misston, Washington, D.C. 20415,

Other Information

Agencies may ohtain further information by ealling 632-5662, or eode
101, extension 25602,

SUPERVISION OF LOW-SKILLED EMPLOYEES—
PROBLEMS AND CHALLENGES

Civil Service Commission

A 5-day program lo he given quarterly, at the Civil Scrvice
Commission, 1900 E Strect NW.

Description

The progran stresses the prineiple that meaningful employment can
RNl a variely of basic needs. There is some analyxis of past and eur-
rent experiences that have proven productive. Topics include: {a)
Manugement commitment: (5) value systems: (o) deceptanee and
orientation: (/) job instruction: («) conching and reir foreement : and
(f) evaluation methods, Filns, ease studies, work<hop exercises, and
role playing involve supervision in situations that simulate real
probiems,

Who May Attend

This course is designed to meet the needs of supervisors at any level
who have responsibility for the orvientation, training and development,
and work performance of low-skilled workers,

How To Make Nominations

CSC nomination forms (Optional Form 37) should he submitted by
authorized agency representatives to the Director, General Manage-
ment Training Center, Burean of Training, U.S, Civil Service (Com-
mission, Washington, D.C. 20415, Necepted neminations will be
contivmed in advance of each session. Deadline daces for veceipt of
nowsinations and confivnution of acceptanee will be lizted in the course
annowncenent to be issued later,

Other Information

The cost of the program will be provated among the participating
agencies, Ageicies will he hilled for all aceepted noniiees unless
19
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formal canceliations are received by the ammonneed cancellation date.
Substitutions of eligible participants may be made up to the eginning
of the program. Further information raay be obtained by ealiing
632-5671 or code 101, extension 25671,

SUPERVISION OF LOW.SKILLED EMPLOYEES: AN
INSTITUTE FOR INSTRUCTORS

Civil Service Commission

A 3-day program offered *as needed’ at the Civil Service Com-
mission, 1900 E Strcet NW.

Description

The institute is designed to provide direction and guidance to prospee-
tive instructors of the course, Supervision of Low-Skilled Employees.
An in-depth examination of the subject matter is made in order to
reinforce compreliension of the theories, prineiples, and rationale
underlying the cowrse coneepts. In the practionm, each participant is
atforded several opportunities to present segments of the course mate-
vial, assimilating the techniques utiBbized and the conditions found in
an actual training setting, Presentations are taped on a video record=r
for subsequent playback in order that the participant might make self-
appraisals and observations of his performance. Following his pres-
entation. the participant has the benefit of oral critiques. Upon
successful completion of the institute, participants will receive a copy
of the Instructor's Guide to Supervision of the Low-Skilled Employ-
eesand will be certified asconrse instructors.

Who Muy Attend

The conrse is desigmed to be responsive to the needs of prospective
instructors of the course, Supervision of fow-Skilled Employees.
Prior attendance vt a regmlac presentation of Supervision of Low-
Skilled Employees is a prerequisite for attendiug the institute,

How To Make Nominations

Arrangements to schedule potential instructors through both the
regralar course and institute should be made by contacting the Director,
General Management Center, US, Civil Service Commission. Wash-
ington, D.C. 20415, or by calling 632-3671 or code 101, extension
23671,
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Other Information

A minimum of three participants will be required to schedunle an
st tute.

COUNSELING LOWER LEVEL EMPLOYEES
Civil Service Conimission

A 5-day coarse 1o be held Lwice a year al the Civil Service Com-
mission, 1900 E Strecet NW.

Description

Fceuses on the eareer counseling and guidance role and responsibilities
of the counselor, the agency and the Civil Service Commission in the
Upward Maobility and Public Serviee Career's programs. Provides
knowledge and skills in prineiples and methods of counseling adults,
interviewing and counseling the under utilized and disadvantaged
and helping new employees adjust to the world of work, Participants
will have the opportunity to role play as counselovs in practice sessions
which simulate actual counseling situations,

Who May Attend

Persons who connsel lower-level employees and have not had previous
training or experience in connseling underatilized employees with
linited skills or long periods of nnemployment,

How To Make Nominations

C'SC nomination forms (Optional Form 37) should be submitted by
authovized agency representatives to the Direetory Personnel Manage-
ment Training Center. Burean of Training, U8, Civil Service Comn
mission. Washington, D.C. 20415, Exact comse dates, cost, deadline
dates for reecipt of nominations, and ‘lates for confirmation of ac-
ceptanees will be listed in individual announcements which will reach
agencies 6 weeks befare the course.

Other Information

Ageneics ay abtain further information by calling 632- 5636 or code
101, extension 25636,

S1
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PERSONNEL MANAGEMENT FOR SUPERVISORS
Civil Service Commission

A 3-day course hcld anunually at the Civil Service Commission,
1900 E Street NW.,

Description

Covers knovledgzes the fitst-line sujervisor should have concerning

& 3 1 A &
personnel processes and principles for otfectiv - performance of his
job, induding the supervisor's rele in the seleciion, orientation, and
development of employees; maintaining morale ard productivity:

i o -

performance evaluation discipline and adverse action : and relations
with the operating personnel office.

Who May Attend

First-line supervisors GS-T throngh 12, (for euvalent),

Rowv To Make Nominations

C'SC namination forms (Optional Form 37) should be submitted by
authorized agency represertatives to the Directer, Personnel Manage-
ment Fruining Center, Burean of Training, U, Civit Service Com-
mission, Washington, D.C, 20115 Exact comse dates, cost. deadline
dates for receipt of neminations, and dates for confirmation of ac-
ceptances will be listed in individual announcerents <-hich will reach
agencies 6 weeks before the course.

Other Information

Agencies may obtain furtlier information hy enlling 632-5636 or code
101, extension 25630,

CONTRACT ADMINISTRATION, FOR SUPERVISORS
Civil Servier Commission

A 3-1 day course held annvally ar the Civil Service Coramnis ion,

1900 E Suc-t NW.

Description

This couice is designed to prepave Hine foremen, supervisors and nwan-
agers to deal with the union stewars,, est' Blish a working relationship
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with the union, represent public management and administer tle
collective bargaining agreement on a day-to-day basis.

Who niay Attend

Those supervisors and foremen who are or may be called upon to
adminizster a contract and process grievances at the first an i second
level of publie management.

Hoiwwe To Make Nominations

Nominations should be submitted on Optional Form 37 by authorized
ageney representatives to the Divector, Labor Relations Teaining
Center, Rureau of Training, U.S. Civil Serviee Comwisston, Wash-
ingten, D.CL 201105, Exact course dates, cost, deadline dutes for receipt.
of nominations, and dates for confirmation of aceeptances will be lisie!
in individual eourse announcement which will zeach agencies 6 weeks
before the couise,

Other Information

Lgeneles may obtain further information by ealling 632- 1410 or
code L0, extension 24 $10,

MANAGEMENT INTERN TRAINING
Civil Servee Comnission

I'ho following group of interagency courses are oftered by the Civil
Nervice Commission to supplement ageney training progiams for
Management Interns and others in comparable prograns. The Man
agement Intern Lectue Progran., which is designed as a general
introduiction to the Governent as a phice to bailil a caveer. is appro-
priate for all interns pegardless of their edueational hackground, Other
conrses are intended to supplement individoal edacation and experi-
ence in government and matagement. An opportunity i thus provided
for con hining into a tradning program those courses geared to an
intern's specifie needs, Aypreneies ave therefore urged to connsel with
their interns and to naminate them for those conrses whith will best
help them prepare for a manageniert career in the publie service,
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THE MANAGEMENT INTERN LICTURE PROGRAM

Civil Service Commiission

A 3-day course offercd October 18-20, 1971 at the Civii Service
Commission, 1900 L Strcet NW,

This course has been designed for all Mar gement Interns and others
in compatable programs and has three ohjectives: to bring about a
broader understanding «f the Government’s organizational and pro-
grammatic response to the issues facing Ameriea in the 1970's; to
create an inereased awareness of the Goveronent-wide nature of some
of the ixsues and the interdependence of v ons ngencies” programs to
deal with then; and to idicate both the opportunitiea and responsi-
hilities facing those who seek 8 management caroer in the Govern-
ment, The program will consist of lectures and punel presentations
intertaced with questions and discussions,

Who May Attend

All persons appointed from the management intern register of the
Federal Service Entronce Examination ave eligible for nomination.
In wddition, all employees participating in an ageney intern program
at the management entry Tevel are eligible, regardless of whether or
1ot appoinited front the management intern register. Other employees,
GS-5 throngh GS-90, or equivalent, may be nominated provided the
individual is being developed for assiumption of management respon-
sibilities and the qualifications of the individual mateh those expected
of management interns,

How To Make Nominations

Optional Form 37 shonld ne submitted by authorized ageney repre-
seutatives to: Director, Gereral Management Training Center. U8,
Civil Service Commission, Washington, 1.7 20415,

Other Information

Further information may be obtained by ealling 632-5662, or ende 101.
extension 25662,
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THE DYNAMICS OF GOVERNMENT
Civil Service Commission

A 3-day course offered November 29-December 1, 1971, with
additionas sessions as necded, a1 the Civil Service Commission,

1990 E Sireet NW,

Description

This course i designed (o introduce interns with little or no political
seienee hackground to the workings of the Fedeval Government. It will
wtilize guese fecturers panels and dizeussions to describe how policy
sl legisbation s coneeived, debated, legislated or promulgated, in-
tevpreted, sand administered, IEwill provide « look at the relationships
exizting among the several branches of the Federal Government and
between the Federal, State and local governments, Attention will
be given to the impaet of these processes and relationships on the
pureaucracy and the day-to-day work of the ¢ivil servont, The convze
will he Timited to 30 porticipants.

Tho May Attend

AL persons appointed from the Management Jatern register of the
Federal Service Futrance Exaumination ave oligible for nomination.
It addition, all employees participating in2nagensy intern program
at the management sntry level are cligible, regawdless of whether or
not appointed from the management intern vegister, Other employees,
(i8-5 thnough GS-9 or equivalent, may he nominated provided the
individual is being developed for assumption of nunagement respon-
sihilities and the qualificatiens of the individual mateh those expected
of management mterns,

How To Make Nominations

Optional Form 37 should be submitted by anthorized agency repre-
sentatives to: Director, General Management Tiaining Center, U5,
Civil Rervice Commission, Washington, D.C. 20115,

QOther Information

Ifurther information may be obtained by ealling 632 5662, or code 101,
extension 23662,
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INTRODUCTION TO PUBLIC ADMINISTRATION
Civil Service Commission

A 3-day course offered December 27-29, 1971, with additional
sessions as nceded at the Civil Scevice Commission, 1900 E
Street NW.

Description R

This course will serve as an introduction to the field of }"ublic Ad-
ministration for those interns who have had no training in this arca.
It will cover the history. development, and current status of Public
Administeation, devoting attention to general aspects of organization
theory, line-studf relationships, interageney coordination, conmuunica-
tioin, and the personnel, hudgeting, and planning functions, especially
as all these rolate to the Federai Governont and its changing relation-
ships with State and local governments. 'The program will consist of
guest lecturers and discussions. It will Le Hmited to 30 pavticipants in
aneffort to maximize general class participation.

Who May Attend

AL persons appointed from the management intern register of the
Federal Service Entrance Examination are eligible for nomination,
Tn addition, all emplayees participating in an ageney intevn program
at the nanagement entry level are eligible, regardlass of whether or
not appointed front the management intern register. Other employees,
GS-5 through GS-9 or equivalent, 1may be nominated provided the
individual is being developed foi assumption of management respon-
sibilities and the analtiieations o the individual match those expected
of management interns,

Horr To Make Nominations

Optional Forin 37 should he submitted Ly authorized ageney repre-
sentatives to: Director, General Management Trainirg Center, 1.5,
Civil Service Commission, Washington, D.C. 20415,

Other Infornation

Further information may le obtained by calling 632-5662, or eode 101,
extension 25662,
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FUNDAMENTAL MANAGEMENT TECIINIQUES
Civil Serviee Commission

A 3-day course offered February 28-March 1, 1972, with additional
sessions as needed, at the Civil Scrvice Comumission, 1900 E
Street NW.

Description

Thiz conrse provides a basi~ knowledge of several management tech-
niques useful fo any ntein starting acaveer with the Govermunent. It is
designed to eqnip the intern with specific skills essential to hix develop-
ment as a manager, Among the areas to be covered will be planning,
scheduling, and controlling of work, PERT and other graphic plan-
ning devices, problem solving models, seheduling forms, aml con-
trolling nethod= will be discussed in Jectures and workshops, To fusure
maxinmn invoivement of the students, cach sesston will e restricted
to 30 partie;pants.

Who May Attend

All persons appointed from the Maragement Intern register of the
Federal Serviee Entraree Examndnation are eligible for nomination.
In addition, all emplayees participating in an ageney inter program
at the managentent entry level ave eligible, regavdloss of whether or
not appointed from the Manage.nent Intern register. Other employees,
GS -0 through G829 o equivalent nay be neminated provided the
individial is being developed for assamption of management vespon-
sibilities and the qualiications of the individimal matel those expected
of management interns.

How To Make Nominations

Optional Forin 37 shonld be submitted by anthorized ageney repre-
sentatives to Ditector, General Management Training Center, US,
Civil Service Commission, Washington, D.C. 20115,

Other Information

Further inforiation may " obtained oy ealling 632-36u2, or cade
101, extension 25662,
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SEMINAR ON MODERN MANAGEMENT TIEORIES

Civil Service Commission

A 3.day course offered January 2426, 1972, with additional
sessions as needed, at the Civil Service Commission, 1900 E
Street NW,

Description

T'is comrse will provide an overview of managenent thought and
researel of (he past 25 years. Lectures and discussions will focus on
the work and writings of such influentinl writers as Maslow,
McGregor, Likert, Horzherg, rucker. Odiorne, Hitel, Beekett, Ted-
din, and Downs, These will be usad to iHustrate recent findings i the
area of motivation, communication, leadership, ete, fo review te con-
cept of “managanent by objectives" and to introduee the “systems”
concept of management. Emphasis will be on the practieal applica-
ticn of these theovies to the work situation of the Government nuana-
ger, The seminav will be linited to 30 partieipani=.

Who May Attend

All persons appeinted from the Management Intern register of “he
Federal Serviee Entrance LExamination are ¢ligible for nomination.
In wddition, all employees participating in an ageney intern progrean
at the manageent entry level are eligible, regardless of whether or
not appointed from the Management Inter register. Other employees,
GS-5 through GS-9 or equivalent, ray be nominated provided the
individual is being developed for assnmption of nanagement respon-
sibilities and the qualifications of the individual mateh those expected
of management interns.

How 1o Make Nomirations

Optional Form 37 shonld be submitted by anthorized agency repre-
sentatives to: Director, General Management Training Center, T8,
Civil Service Conunission, Washington, D.C. 20415,

Other Information

Further information may be obtained by calling 632-5671, or code 101,
cxtension 25671,
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FEDERAL PERSONNEL MANAGEMENT: AN
ORIENTATION FOR GOVERNMENT INTERNS

Civil Service Commission

A 3-day course to be held twice a year »* the Civil Service
Commission, 1900 E Strect NW.

Description

Provides an integrated and systematized introduction to Federal
personnel management for those just stacting their eareers in the
IFederal service. Defines the role of personnel panagement within total
mnagement with empliasis oncits supporting vole to the Federal man-
ager. Provides a basic understanding of the merit system and of the
raajor components comprising major Federal per=ounel management:
manpower planning and organization, swafing, classification, labor
relations, training, and diciptine and adverse actions. Carrent speeial
emphasis and public poliey programs will be emphasized.

Who May Attend

All persons appointed from the Management. Intern register of the
Fedeoal Service Entrance Exumination are eligible for nomination.
I additiaon, all cployees participating in an ageney intern progran
at the manageiwent entey level are cligible, who are in career fields
other than personnel management, regardless of whether or not ap-
pointed from the management intern regrister, Other employees, GS-5
throngh GS-9 or equivalent, may be nominated provided the indi-
vidual is being developed for assumption of management responsibil-
ities and the qualifications of the individual match those expeceted
of Management Futerns.

How To Make Nominations

Optional Form 37 should be submitted by authorized ageney iepre-
sentatives to: Director, Personnel Management Training Center, 11.8,
Civil Service Commiission, Washington, D.C. 20415,

Other Information

Further information may he oltained by calling 632-5636, or code
101, extension 25636,
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FINANCIAL MANAGEMENT IN THE FEDERAL
GOVERNMENT

Civil Service Commission

A 3.day course to be held iwice a year at the Civil-Service
Commission, Washington, D.C. 20415

Description

This program examines the roles of the various branches and agencies
of Government concerned with financial and fiscal matters at the Fed-
eral level. Course content includes formation, presentation, and execu-
tion of the National Budget; the framework for accountability of
public resources; and the role and application of management audits.
Participants are also introduced to the use of program analysis and
evaluation as essential tools in public sector decisions relating to fi-
nancial management.

Who May Attond

All persons appointed from the Management Inten register of the
Federal Service Entrance Fxamination are eligible for nomination.
In addition, all employees participating in an ageney intern program
at the management entry level are eligible, regardless of wlhether or
not apointed from the Management Intern register. Other empioyees,
GS-5 through GS-0 or equivalent. may be neminated provided the
individual i being developed for assumption of management respon-
sibitities and the qualifications of the individual mateh those expected
of Management Interns.

How To Make Nominations

Optional form 37 should be submitted by anthorizea agency repre-
sentatives to: Director, Management Sciences Training Center, U.S.
Civil Service Commission, Washington, D.C. 20415

Other Information

Further information may be obtained by calling 632-3600, or code 101,
extension 25600.
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MANAGEMENT INTRODUCTION TO ADP FOR
MANAGEMENT INTERNS

Civil Service Commission

A 3.day program to be conducted November 15-17, 1971 and

March 1=3, 1972 at the Civil Service Commission, 1900 E
S'reet NW.

Description

Fhe rapidly growing capabilities and nimbers of electronie computers,
as well as the expanding diversity and complexity of ADP applica-
tions, require tlat Federal employees inall management fields have a
sound basie knowledge of ADD. It is particularly sportant that the
future leaders of government, the managemend interns of today, grasp
¢ £ the outset of their careers the Hmitations and potentiat of ADI as a
management tool.

"The Management Tutroduction to ADP for Management Interns is in-
tended o provide the necessary hackgrousd upon which a more exten-
sive ADY understanding can be built. The program will cover both
zechnical and managerial topies on an introduetory level. Tlowever.
the teehmical aspects of XD in this progeatn have been carefully se-
fected on g priority “need to know™ basis for the mangers of the
future,

Who May Attend

All persons appointed from the Management Intern Register of the
Federal Service Enteance Exainination are eligible for nomination. In
addition, all 2mployees pavticipating in anag uey intern program at
the management entey level are oligible, regardless of whether o wat
appointed from the Management Intern Register. Qther cuployces at
the GS-5 Haough GS-0 Jevel (or equivalent) may be noninated pro-
viced: (1) the individual is being developed for asswuptien of man-
agament responsibilities, and (2) the gualifications of the individual

m: tch those required for mapagement interns.

How To Maeke Nominations

Optional Forin 37 ( Nomination-Registration for Fraining) should be
submitted by autherized ageney representatives to the Director, The
ADP Management Training Center, US, Civil Service Cominission,
Washington, D.C. 20415,
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Other Information g

Announcements with more detailed information will be sent to all
ageneies well in advanee of the program. Agencies may obtain further
information from the ADDP Management Training Center, 532-5650
or code 101, extension 25650,

SCIENTIFICALLY BASED APPROACHES OF

MANAGEMENT IN THE FEDERAL GOVERNMENT

Civil Service Commission

A 3-day oricutation program to be conducted two times per year

al the Civil Service Cornmission, 1900 E Street NW,, Warhington,
D.C.

Description

This program ix designed to provide interns with a general averview
of the bases, major categories of teclnic ex used, and future trends
and issues of seientifically oviented approaches in governeent admin-
istration. Emphaziz will be placed upon beoad sderstanding of these
approaches rather than upon the detailed technical aspects involved. I
will cover such subjects ass the evolution aud rationale of seientilic
aids i managements Systems Analysis: Operations Researeh: Pro-
eram Evaluation: Management Information Systems; and new thrusts
atmed at integrating seientifie and technologieal i 3 odelogies with
human requirements of the American system of government.

Who May Attend

Al persous appointed from the management intern register of the
Federal Serviee Entrance Examination are eligible for nomination.
I addition, all employees participating in an ageney intern program
at the ninuagement entry level are eligilie, regardless of whether or
not appointed from the management intern register. Other empl vees,
GS-5 thirough GS-9, or equivalent, may be nominated provided the
individual is being developed for assumption of management responsi-
bilities and the qualifications of the individual mateh those expected of
managenient interns,

Hoiwe To Make Nominutions

Optional Form 37 should be submiitted by anthorized ageney represent -
atives to: Director, Management Sciences Training Center, U8,
Civil Serviee Commission, Washington, ILC. 20115,
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Other Information

Further information may he obtained by calling 137 5600, or code 101,
extension 25600,

Special
Atlorney

INSTITUTE FOR LEGAL COUNSELS
Civil Service Tommission

A 3-day program 10 be conducted in residence on November 17-20,

1971.

Description

The program will give partivipant= s oppornmity to stwly =one of
the issnes, problenss and current developients in onr society and how
these relate to their responsibility for adminisceution and policy-aks
ing in the legal office. Participants will diseuss approaches to re-
solving these problems and i=sues along with other matters which
confront them i the operation of their Tegal offices, and have an
impact on the effectiveness and response of the program zoals of their
sgeney and Federal Governnent.

iWho May Altend

The Institnute will he open to approximately 56 Geneml Counsels,
Selicitors and chiclf Connsels and their prineipal deputies and
issistants,

How To Make Nominations

Nominations ~hould be suliitted o the Director, General Manage-
ment Traiming Center, S0 Civil Servive Connrission, WasTington,
DL 200, by anthorized agency officials, Confirmation of aceepted
noinations will Te niade inadvance of the progeam. Deadline dates
for receipt of nominations and confirnation of aeeeptanee will be
Tistedin the program anhotmeement to e dsued ata ater date.

Othrr Information

Anvaneenients with wore detailed information will be ~ent to a'l
ageneies, Agencies i obtain further information from the General
Meowgement Training Ceonter, 632 662, or code 101, eatension 25662,
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MANAGEMENT INSTITUTE FOR ATTORNEYS
Civil Service Coinmission

A 3.day program scheduled to he conducted at the Civil Service
Commission on September 14-16, 1971 and March 28-30, 1972,

Description

This course is designed to meet the speeial needs of the supervising
or managing attorney who seeks to broaden his insight and under-
standing of management and organization, develop further his ability
to snotivate his eraployees. and diveet the aperations of his office. The
course focuses on some of the newer approaches to developing the
effectivencss and cffictency of the super-isor and certain eritical aspects
in managing the law office in a Gavernment agency. Ample opportu-
nity is afforded for participants to st are experiences and ideas and to
examine problems and viewpoints of common interest.

Who May Attend

The conrse is open to supervising attorneys, division or branch chiefs,
General Counsels and their assistants, and other attorneys who are
supervising professional or paraprofessional employees in an ageney
legal office. Attorneys at the (3S-14 level and above (or equivalent)
will be given priority; a‘torneys at the GS5-13 level will be considered
on a space available basia.

How To Make Nominations

Nominations shonld be submitted to the Director, General Management
Training Center, U.S. Civil Service Commission, Washington, D.C.
20415, by antheiized agency ofifcials. Confirmation of accepted nomi-
nations will be imade in advance of the program. Deadline dates for
reccipt of nominations and confirmation of acceptance will be listed
in the program announcement to be issued at a later date.

Oiher Information
Announcements with more detailed information will be sent to all

agencies. Agencies may obtain further informuation froni the General
Management Training Center, 632-5662, or code 101, extension 25662.
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IDEAS AND AUTHORS: GENERAL ISSUES IN LAW
Civil Service Commission

Four l.day sessions scheduled a monih cpart beginning in Jate
September 1971 and conducted at the Civil Service Commission,
1900 E Street NW,

Description

The serics will feus on significant developments in the law and prob-
lems and issues that are of concern to attorneys in Federal Govern-
ment. Outstanding books by recognized authors will be selected for
the series. Participants will have the oppottunity to critically ex-
amine the writings of leading authorities and to discuss the books with
their authors, Also, the program will enable attorneys o develop &
better understanding aof general questions of Luw and i-sues aflecting
the nation as well as their applicability in the ¥ederal Government
environment through discussions witit experts and other knowledge-
>ble persons.

Who May A tend

Nominees for the program should be attorneys serving at the Gs-13
level 2 .d above (orequivalent).

Hlow To Make Nominalions

Authorized ager ey repesentatives will submit nominations te the
Director, (eneral Management Training Center, U7.S, Civil Service
Commission, Wishington, ).C. 20415. Program announcements will
be issued listing dates for the meetings, the books and issues included
in the serie. and the deadline dates for receipt of nominations and
confirmation of acceptances. Agencies may designate altermates to
attend individunl sessions, provided that they meet 1nitial nomination
requirements.

Mker Irformation

Additionel information is available from the (eneral Management
Training Center, 632-5662, or code 101, extension 25562.

S1TG 05 -
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IDEAS AND AUTHORS: ISSUES IN THE
KEGULATORY PROCESS

Civil Service Commission

Four 1-day sessions scheduled a month apart Leginning 'n March
1972 and conducted at the (ivil Service Commission, 1900 E
Street NW.

Description

The books and topics for this program will he selected primarily on
the basis of their relevancy to the problems and issnes confronting
regnlatory agencies. Participants witl have the opportunity to examine
matters of concern Co their agencirs as well as seientific and technologi-
cal developments which are creating new issues and complicating the
old ones. This will add to their kuowledge of the regulatory process
and to further development of their professional skills. The par-
ticipants will reccive, for their review, the books and materials of
recognized authors, scholars and other knowledgeable person: who
will be invited to dicnss their works.

Who May Attend

This seiies will be designed prineipally for attorneys in the regnlatory
agencies in grades GS-13 and above {(or the equivalents in hoth the
military and non-GS rated civilian service) v 1o will receive priority
crnsideration in space allotments. Attorneys fremnonvegnlatory agen-
cies and officials who are not attozaeys may he admitted if space is
available and their job responsibilities are sufliciently related to the
regulatory process,

Nominees should generally be serving in positions at the Gi5-13
level and above in either administrative or technical work situations,
including rulitary officials.

How To Make Nominations

Nominations are to be submitted by aunthorized ageney represeniatives
to the Director, General Mauagement Training Center. U.S. Civil
Rervice Commission, Washington, D.CL 20415, SAgencies may designate
substitutes to attend individual sessions. provided that such substitutes
meet initial nomination requirements,

Other Information

Agencies may obtain further information by catline 632-5062, code
101, extension 25662,
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INSTITUTE FOR NEW ATTORNEYS

Civil Service Commission

A 3.day program scheduled to be conducted at the Civil Service
Commission on September 22-24, 1971 and February 22-24,
1972.

Description

This course will introduce participants to some of the principles in-
volved in developing and haplementing policies in the legal area and
develop insights into the inter-relations of legal processes in the
Federal Government, the functions and respensibilities of Govern-
ment attorneys, and their impact on the work of Governnent agencies.
Participants will gain knowledge of policies, procedures, regulations,
aud laws affecting their work, and a better understanding of the opera-
tions and organization of the Federal Government. They will be
better able to serve theis agencies in counseling, advising, litigating,
and dccisionmaking.

Who May Attend

Participation will be open to approximately 40 attorneys with two
yearsor less service in government egencies.

How To Make Nominations

Nominations should be submitted to the Director, General Manage-
ment Training Center, UL.S. {ivil Service Commission, Washington,
D.C. 20413, by authorized agency officials. Confirmation of accepted
nominations wili be made in advance of the program. Deadline dates
for receipt of nominations and confirmation of acceptance will be
listed in the program armouncement to be issucd at a later date.

Other Information

Announcements with niore detailed information will be sent to all
agencies. Agencies may obtain further information from the {ienerai
Managenient Traiving Center, 632-5662, or code 101, extension 25662,
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HEARING EXAMINERS AND THE REGULATORY
PROCESS: CURRENT ISSUES, PROBLEMS AND
DEVELOPMFENTS

Civil Service Commission

One 6-day session to be conducted in residence on December 12-17,

1971,

Description

This program is designed for hearing {trial) examiners; and it is
developed to assist in meeting the broad and continning cducational
and deyelopmental needs for the liearing examiners, The desigr. of the
conrse, the teaching techiniques emiployed, and the background of the
resource people witl contribute o the enlargement of judicial acumen
regarding the characteristics and esseniial qualities of the following:

AL

B.

F

The hearing examiner's rele in Government; the agency to
which he is attached and the society wkhich is aflected by the
decisions which he wakes.

The econonic, socialy and political systems, haw * ey operate
and change, and how hearing examiner activity relatesto these
systems,

The funetions and processes of regrnlation and the relationships
between regulatovy responsibilities, governmental programs
and quasi-judicial activities.

The adninistrative and s*ructural aspects of organizationz,
how these effect tne learing examiner and relate to his own
needs for administrative ski'ts.

.

. The developments in Jaw, ineluding these in the Administra-

tive Procednres Act, concentrating on matters such as (a) the
judicial aspeets of the heaving examiner activity aud (4) the
court and ageney decisions affo~ting the Timits of the
examiner's dizeretion and authority,

Philosophy and logic, in addition te scientilic and technologi-
cal aspects of law and government and the activity of the
hearing examiners concerned,

Who May Attend

Participation in the program on the Administrative Process is open
to all hearing (trial) examiness it the classification series GS-030,

How To Make Noniirations

Nominaticns should be suimitted to the Direetor, General Manage-
meni Training Center, U.S. Civil Nervice Commission, Washington,
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D.C. 20415, by anthorized ageney officials. Confirmation of accepted
nominations will be made in advance of the program. Deadline dates
for receipt of nominations and confirmation of acceptance will be
listed in the program announcement to be issned at a later date.

Other Information

The cost for living accommodations and meals will be paid by each
individual participant out of his per diem. Agencies may obtain fur-
ther information by calling the General Management Training Center
632-5662, or code 101, extension 25662.

ADP

SEMINAR IN ADP MANAGEMENT AND
ADMINISTRATION

Civil Service Commission

A 3-day seminar to be held Seplember 8-10, 19715 and Jan-
uary 11-13, 1972, at the Civil Service Commission, 1900 E
Street NW,

Description

This seminar 1s designed to Lring together persons having ADP man-
agement. responsibilities in Government agencies, for the purpose of
receiving and exchanging information pertinent to the major problems
of data processing management and administration. The seminar, fol-
lowing delineation of the scope of ADI” manageinent, will include dis-
cussion of all the tasks and techniques of the data processing manager.
Emphasis, howevar, will be placed on the significant, nonroutine prob-
lems, including: personnel turnover; use of languages and software:
performance measurement and schednling; open shop va. closed shop
programing; relationships between nsers and system analysts, sys-
tems analysts and programers, programers and operator; optimization
of macliine use; and enforcing documentation.

Who May Altend

Administrators and deputy auministrators of ADP installations, deta
processing managers, progriming supervisors, supervisory systems
analysts, and computer operations managers are eligible for
nomination.
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How To Make Nominations

Nominations should be submitted by anthorized agency representatives
to the Director, The ADP Management Training Center, U.S. Civil
Service Comumission, Washiagton, D.C". 20415. Nominations will elose
one month before class commences.

Other Information

The cost of the program—$165 per person—will be shared by the par-
ticipating agencies. .Announcements with more detailed information
will be sent to all agencies, Agencies may obtain further information
from The ADP Management Training Center, 632-5650 or code 101,
extension 25650,

AN INTRODUCTIC™« TO ADP
Civil Service Commission

A l-week program to be conducted July 12-16, 1971; Octo-
ber 18-22, 1971, January 17-21, 1972; and May 15-19, 1972
at the Civil Service Commission, 1900 E Street NW.

Description

This program is designed to provide introductory knowledge of the
uses and potential of vutomatie data processing systems. The primary
topies iuclude: (a) Capabilities and components of computers: (0}
ADPsystems analysis and design : (¢) compuiter programing coneepts:
(d) ADD conversion planning and control: (¢) ousite tour of a com-
puter installation; (f) impact of computer time-sharing: {(g) ADD
applications; () economic and social eflects of increasing computer
automation: (/) ADP in the Faderal Government : and () the future
of ADYP. The broad implications of antsmatic data processing will be
stressed in eonjunction with seleeted technical aspects o the coniputer,
Lack of prior familiarity with computer technology will not handieap
participants.

Who May Attend

This program is open to all career Government employees,
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How To Make Nomiuations

Nominations should be submitted by nuthorized agenecy representatives
to the Director, The ADP Management Training Center, U.S. Civil
Service Comniission, Washingion, DD.C'. 20415, no later than ore month
before course commencement.

Other Information

The cost of the program—S$60 per person— will be shared by the par-
ticipating agencies. .Announcements with more detailed information
will be sent to all agencies. Agencies may obtain further information
from The ADP Management Training Center, 632-5650, or code 101,
extension 25650.

COMPUTER/MICROFILM INTERFACES
Civil Service Commission

A 2-day program 1o be conducted Augusi 19-20, 1971; Octo-
bor 28-29, 1971; December 16-17, 1971 and Februvary 10.11,
1972 at the Civil Service Commiszsion, 1900 E Street NW.

Description

Whether a microfilm system or a computer system is better suited for
information storage and retrieval is a question that has plagued the
information industry for years. Which is more efficient? Which is
less expensive! The “systein” solution presented in this seminar is to
use computers and microfilm in combination. In this way, the advan-
tages of one coniplement. the advantages of the other. In addition to
being able to use miicrofilm and computers together in a systems
sense, a number of new devices now allow direct machine conversion
fron magnetic tape to microfilin and from microfilmi to magnetic tape
and other machine readable media. This computer/microfilm inter-
face gives a new dimension to the concept of information rystems.
This seminar will provide a balanced view of work now being done
nsing computer/microfilm interface and discuss the cost/benefits
of such an approach.

Who May Attend

Informa  :n specialists, computer specialists, systems analysts, li-
brarians, and others conceined with the possibility of using computers
and microfilm together, at grade GS-T and above (or equivalent) are
eiigibla to attend this program. It is desirable {for all participants to
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have a basic knowledge of operatienal information systems and of
automatic data processing concepts.

How To Make Nominations

Nominationsshould be submitted by authorized agency representatives
to the Director, The ADDP Management Fraining Center, U8, Civil
Servico Commission, Washington, D.C. 20415, at least one month prior
to the starting date of the program.

Other Information

The cost of this program—=3$100 per person-—will be shared by the par-
ticipating agencies. Announcements with more detailed information
will be sent to all agencies well in advance of the program. Agenctes
may obtain further information from the ADI Management Training
Center, 632-5650 or code 101, extension 25630.

COMPUTER TYPESETTING/PHOTOCOMPOSITION
Civil Service Commission

A 2.day seminar to be conducted August 26-27, 19715 Novem.
ber 4=5, 1971; and May 11-12, 1972 at the Civil Service Com-
mission, 1900 E Street NW,

Description

The primary objective of this seminar is *2 provide a balanced over-
view of what is currently being done it the area of compnter typeset-
ting and photocomposition. Coverage will include the available
hardware and software as well as a systems approach to the evaluation
of these items.

Who May Attend

The ominar is designed for publications officers, printing specialists,
information specialists, computer specialists, systems analysts, com-
positers, typesetters, editors and other carcer government cmployees
who need to learn about computer typesetting and photocomposition.

How To Make Nominations

Nominations should be submitted by anthorized agency representa-
tives tn the Director, The ADP Management Training Center, U.S.
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Civil Service Commission, Washington, D.C. 20415, no later than one
month before the course starting date.

Other Information

The cost of the program—$100—will be shared by the participating
ageneies. Announcements with more detailed informstion will be sent
to all agencies. Ageneies may obtain f: rther information from The
AD2 Management Training Center, 632-5650 or code 101, extension
25650.

EXECUTIVE SEMINAR WORKSHOP SERIES
IN ADP

Civil Service Commission

The Exccutive Seininar Wor shop Series in ADP consists of
three modules, each of which is described below,

EXECUTIVE SEML«wR IN ADP
Civil Service Commission
A 2.day seininar to be offered Scptember 16-17, 1971 and

February 3-4, 1372 at the Givil Service Commissicn, 1900 E
Street NW,

Description

The seminar is designed for executives who have broad responsibility
for functions which are or soon may Le automated. It will provide
an oppeortunity to obtain information, develop ideas, and exchange
views on effective uses of antomaiie data processing. Topics presented
and discussed will focus on matters of concern to top management,
Content of the seminar will include: capabilities of electrouie data
processing equipment; feasibility studies; inplemeating the decision
to automaie; effects of electronic data piocessing systems on organiza-
tional structnre and various levels of management; present ADP
applications and their results in terms of eflicieney, effectiveness, and
economy; the impact of ADIP on the workforce; and the future of
ADP in Goveimment management, This seminar not only provides
the basic computer concepts necessary for the rest of this series, but
it can also serve as an appropriate background course for other, more
specialized programs offered by The ADP Management Training
Center.
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EXECUTIVE WORKSHOP IN ADP SYSTEMS
ANALYSIS

Civil Service Commission

A 3-day seminar 10 be offcred Seplember 29~Octoher 1, 1971
and February 15-18, 1972 at the Civil Service Commission,
1900 E Sirect NW,

Description

This course is specifically designed for Government executives seeking
a fuller understanding of the basic concepts and techniques of ADDP
systems analvsis, The workshep is a highly condensed, fast-moving
course. Participants will Jearn, Ly working in small workshop teams
and through class discussion, how an ADD systemns analyst proceeds
from the fivst step of preblen definition to the documentation of a new
system. The course will deal primarily with one case study application.

EXECUTIVE WORKSHOP IN ADP PROGRAMING
Civil Service Commission
A 5-day seminar to be offered November 1-5, 1971 and Feb.

ruary 28-March 3, 1972 at the Civil Service Conimission, 1900 E
Street NW,

Description

This course is speeifically designed for Government execrtives who
want and need to have a fuller understanding of the basic concepts and
techniques of digital computer programing. The teaching effort will
be dirceted toward the “doing,” Iy each individual participant, of
computer programing. The workshop is a highly condensed, fast-
moving course with most of the available time devoted to teehnical
deiails, The culmination of the week's activities will be the writing of
two computer programs, one in the BASIC language which will be
tested and executed using time-shared remote computer terminals, the
other in COBOL, to be compiledl and run on !ateh processing
equipment,

Who May Attead

Career exccutives, GS-14 (or equivalent) and above, are eligible for
nomination to any module of the Kxecutive Seminar Series in ADIM A
person planning to attend the workshops will tind it hielpful to have a
basic understanding of ADP such as that presented in the Exccutive
Seminarin ADP or some similar program,

7t
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How T'o Make Nominations

The Xxecutive Seminar Series in ADP consists of three modules de-
signed to be taken in the sequence listed :

The Exccutive Seminar in ADDP (2 days, $125)

The Execcutive Workshop in ADP Systems Analysis (3 days,

$185)

The Executive Workshop in ADP Programing (5 days, $200)
If an execntive plans to take the entire series, his agency may send a
single nomination for “The Yxecutive Seminar Serizs”—in which
cas the cost is $400 per person. The three modules that make up the
Exceutive Seminar Series are also available as stand-alone programs
at the individual seminar prices shown above. Nominations should be
submitted by authorized agency representatives to the Dircctor, The
ADP Management Training Center, U.S. Civil Service Commission,
Washington, D.C. 20415, no later than one month before starting date
of the seminar. A copy of the course announcement containing more
specific details may be obtained by calling 632-5650, or code 101,
extension 25650,

MANAGEMENT INTRODUCTION TO ADP
Civil Service Commission

A 3-day seminar scheduled for July 26-28, 1971; August 17-19,
1971; Seplember 8-10, 19715 October 5-7. 1971 ; Decervber 1-3,
19715 January 4—6, 1972: March 14=16, 1972; and April 25-27,
1972 at the Civil Service Commission, 1900 E Strcet NW.

Pescription

This seminar is designed to provide a management overview of the
fundamentals of antomatic data processing. It is also the recommended
introductory course for participants planning to attend later ADP’
seminars (personn.] management, employee development, financial
management, the law, supply management, medicine, and technical
information systems) . The following topics will be discuesed : (a) ADIP
overview; (&) capabilities and components of computers; (¢) inti -
duction to ADP programming; (d) planning and preparing for a
computer; (¢) ADP systems analysis and design; (f) computer ap-
plications; (g) ecoromics of ADP; and (2) computer-related middle
management considerations. Technical asoects of antomatic dats proc-
essing will be presented, but only on an introductory level. Lack of
prior participant familiarity with computer technology is assumed.
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Who May Attend

This program is open to career Government employces, GS-I1 and
abave or equivalent.

How To Make Nominations

Nominations should be submitted by autliorized agency represertatives
to the Director, The ADP Managenment Training Center, U.S. Civil
Service Commission, Washington, D.C. 20415 no later than one n.onth
before course commencement.

Cther Information

The cost of t.ae progiam-—§100 per person—will be shared by the par-
ticipating ageneics. Annonncements with more detailed jnformation
will be sent to all agencies, Agencies may obtain further information
from The ADP Management Training Center, 632-5650, or code 101
extension 25650.

SEMINAR ON ADP AND THE LAW

Civil Service Comniission

A 3.day seminar 10 ke conducled Oclober 13-1F, 1971 and
Felruary 16~18, 1972 a1 the Civil Service Commission, 1900 E
Slreet NW,

Description

This conrse will deal with some of the fur uniental issiics surronrding
both the use of computers as tools for legal rescarch and office ad-
ministration, and the legal ramilications of computers, Ainong the
topics to be discussed arce: («¢) Legal information retrieval: (&) legal
office admiuistration computer applications (¢} L =l liability and
automatic data processing: (d) legal protection for computer pro-
grams; (¢) computers and the invasion of privacy i and (f} contracting
for ADP equipment and services.

Who May Attend

Career (Governnient attorneys with an interest in the combined tapics
of computers and the Iaw are eligible for nomination. Some knowledge
of ADP, such as that gained throngh prior attendance at a session of
Management Introduction to ADP?, is recommended,
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How To Make Nominations

Nominations should be submitted by authorized agency representatives
to the Director, The ADP Management Training Center, U.S. Civil
Sarvice Commission, Washington, D.C. 20415, no later than one
month before course conuinencement.

Other Information

The cost of the program—$150 per person—will be shared by t'.¢ par-
ticipating agencies. Announcements with maore detailed information
will be sent to all agencies well in advance ol the program. Agencies
may obtain further information from The ADP Management. Train-
ing Center, #32-5650, or code 101, extension 25650.

SEMINAR ON ADP AND MEDICINE
Civil Service Commission

A 3-day reminar 1o be conducied August 4-6, 1971 Seplem-
ber 21-23, 1971; and May 17-19, 1972, at the Civil Service
Commission, 1900 E Street NW.

Descriation

The purpose of this seminar is to provide a forun. for the presentaticn
and discussion of timely toncepts, problems, and solutions in medi-
cine and ADD, Additionally, it facilitates the exchange of information
among physicians, educators, researcli investigators, hospital admin-
istrators, and other member , of the medirai community, with empha-
sis on those areas in which computers and other aids to infcrnation
processing can play a significant role.

This seminar is specifically designed for employees who want and
need a broader imdeistanding of the concepts and techniques of ADD
and its relotionships to medicine. Tiw seminar s intended for the pro-
fessionals in administration, processing, educat.on, research, ciir. -l
medicine and other related areas. In three days, with this gereral
audience, the rigorous trratment of any specific subject area will not
be attempted.

Who May Attend

Physicians and hospital admimstintors employed by agencies as well
as other career government employees with an interest in these com:
bined topices, are eligible for nomination. Some familiariiy with ADP,
such as that gained through prior attendance at a session of Manage-
ment Introduction to ADP, is recommended.
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How To Make Noniinations

Nominations should be submicted by anthorized agency representa-
tives to the Director, The ADI" Management Training Center, 1.8,
Civil Service Commission, Washington, I.C. 20115, no later than one
month before course starting date.

Other Information

The cost of the program-—$150 per pecson—will Te shared by the par-
ticipating agencies. Announcements withh more defailed fuforination
will be sent to all agencies well in advance of the program. Agencics
may ehtain farther information from The ADI* Management Train-
ing Center, 632-5654, or code, 101, extension 23600,

SEMINAR ON ADP IN FINANCIAL MANAGEMENT
Civil Sevvice Commission

A 3-day bro, »r.n 10 be held August 4-6, 1971; November 3-5,
1971: and March 8-10, 1972 at the Civil Survice Comnaas, wn,
1900 E Sireet NW,

Description

This seminar is designed primarily 1o eximine various systems ap-
proaches in applying ADI? to specifiv finaneial activitizs, The follow-
ing topies are among those disenssed throngh the use of case listories,
group discussions, and lectures: («) growing impact of ADI on
financiai management: (4) computer cquipment chara teristios and
capabilities: (¢) evrrent wnd projected use of commmters in the finan-
cial management field: () problems of systems fntegration. evalua-
tion and eontrol; and (¢) feasibility studies and the selection of
payoff areas.

Who May Attend

Acconntants, hudget officers, and others in the finaneinl managment
field, GS-11 and alove of equivalent ave eligible {for nomination, Prior
attendance at a Management Infvaduction to ADID course or equiv-
alent knowledge is recotnmended.

Howe To Make Nominations

Nomirations should he sabnitted by anthorized agency representa-
tives to the Director, The ADP Managenent Trainiog Center, UK.
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Civil Servi » Commission. Washington, D.C. 20415, no later than 1
month before coturse commencement.

Other Information

The cost of tlie program-—&15C per person—will be shared by the
participating agencies. Announcements with niore detailed informa-
tion will bo sent to all agencies. Agencies may obtain further inferma-
tion from the ADP Management Training Center, 632-5630 or code
101, extension 25650,

SEMINAR ON ADP IN PERSONNEL MANAGEMENT
Civil Service Commission

A 3.day Jrogram to be held July 27-29, 1971 and September 1-3,
1971 at the Civ.t Service Commission, 1900 F Street NW,

Description

This seminar is designed to orient the persomiel manager to the ways
i whieli ADT can support hintand to acquaint him with some of the
personnel problems related to computer systems. The following topivs
are among thee discuseed through the use of case histories. grcup dis-
enssions, and lectmies: (a) growing inpact of ADP on personnel
management; () case studtes in computerized pevsonnel systems;
{r) gorernment-wide activities velated to contralized ADP systems
ant standards;: (d) description of ADP jobs ana their requirements;
and (¢} managemend considerations in Jeveloping comiputerized per-
sonnel eystems, ‘This program will build upon the material presented
in the 3.day Management Introduction to ADP course.

Who May Attend

Those serving in the personnel fie’d or closely aseociated with perzon-
nel administration, GS-11 and above or equivalent, are cligible for
nomination, Prior attendanca at a Management Introduction to ADI?
course or correspo.ding knowledge is recommended.

How To Make Nomiaations

Nominations shonkl be submitted by authorized agency representa-
tives to the Director, The ADP Managenent Fraining Center, U8,
Civit Service Conmmission. Washington, 1ILC. 20415, no later than 1
month before course conunencement.
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Other Information

The cost. of the progiam—8150 per person—will Le shaved by the
participating agencies, Annoancements with more deiaifed inforina-
tion will he sent to all ageneies well in auvianee of the program, Agen-
cies may ebtain further information from The ADP Maznagement
Trumning Center, 632-5650. or code 101, extension 23650,

SEMINAR ON ADP IN SUPPLY MANAGEMENT
Civil Service Commiscicn

A 3-day procram ) be held December 7=-9, 1971 and April 11-15,
1972 at the Civil Service Commis<ion, 1900 E Strect N'W,

Description

This seminar is designed primarily to xamine various systens ap-
preaches in applying ADD to specifie supply activities. The foliowing
topics ara among those discussed through the use of case histories,
group discussionsz, and lectures: (@) growing impact of ADP on
supply manageinent: (%) compnter equipment characteristics and
capabilities: (¢) current and projected use of computers in the supply
management field: () problems of systems integratios, evaluation
and control: and (e) feasibility studies and the selection of payofl
areas. This program will build npe 1 the material presented i the 3-dry
Manugement Introduction to ADP course,

Who May Attend

Supply ecificers and others in alhed £:1ds, GS-11 and above or equiva-
lent, are eligible for nomination. rior atlendance at a Management
Inivoduction to ADP course or equivalent knowledge is recominended,

Hotw To Make Nominations

Nominations sLouid be snbmitted by authorized agency representa-
tives to the Director, The ADP Management Training Center, 178,
Civil Service Commission, Washington, 1.C. 20415, no later than
one month before course commenceinent,

Other Information

The cost of the program--§150 per person—will be shared by the par-
ticipating agencies. Announcements with more detailed information
will bo cent to all agrneies. Ageneies nay obtain fucther information
from The ADP Mu.aagement Training Center, 632-5650, or code 101,
extension 25650.
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SEMINAR ON ADP IN TECHN!CAL INFORMATION
SYSTEMS

Civil Serviee Commission

A 3.day program to be held July 20-22, 1971; October 6-8,

1971; and April 4-6, 1972 at the Civil Service Commi.sion,
1900 E Street NW.

Description

This seiainar is designed primarily to examine various systoms ap-
proaches in applying ADP to specilic storage and retrieval functions.
The following topics are among those discussed through the use of
zase histories, group discussions, and lectures: (@) growing impact
of ADI on the storage and retrieval of technical data and documents
and library management; (5) equipment characteristics, capabilities, ’
and trends; () current uso of computers in library science; () in-
troduction to indexing and abstracting; (e¢) problems of systens
evaluation and control: (f) feasibility studies ar:d the selection of
payofl areas.

B’ho May Attend

Information specialists, libravians. archivists. and others concerned
with the storage and vetrieval of technical data. (+5-% and above, or
equivalent, are eligible for uomination. Prior attendance at
Management Introduction to ADY conrse or corresponding knowl-
edge is recommended.

How To Make Nominations

Nominations rhould be submitted by anthorized agency representa-
tives to the Director, The ADI> Management Training Center, U8,
Civil Scevice Commission, Washington, D.C. 20115, uo later than one
oonth before course commencentent.

Other Information

The cost of the program—$130 per person--will be shared by the
participating agencies. Announcements with mere detailed informa-
tion wil} be sent to all agencies well in advance of the program. Agen-
cies may obtain further information frum The ADP Management
Training Center, 632-5650, or code 101, extension 25650.

(e T 0T -7

81



O

ERIC

Aruitoxt provided by Eic:

SEMINAR ON SCIENTIFIC AND TECIINICAL
APPLICATIONS OF ADP

Civil Service Commission

A 3.day program to be held on November 10-12, 1971 a1 the
Civil Service Commiission, 1900 E Street NW.

Description

This seminar is designed for government engincers, scientists and
teebnicians who seek to strengthen their wnderstanding of the potential
of computess in seientitic and technical areas. Emphasis is placed on
current state-of-the-art computer applications. The following topi-s
ate pononyg thaae discussed through the use of group discussions, case
histories, and lectures: (e) introduction to the wse of analog and
digital computers for scientific applicstions; (&) services which a com-
puter Inboratory eun provide for tie scientists, enginecrs, and tecl-
niclang (¢) ADP applications in sucl. fields as space technology  missile
control, colnm'mications, medicine, eartography, weather; (J) anal.
vais of selected operntional technical information systems: and (e)
research advances in computer technology.

Who May Attend

Persons serving in engineering, scientifie. or technical fields, and
mnagers of persons in these fields, (5-9 an . above or cquivalent. ave
eligible to attend. Prior attendance at a Management Introduction to
ADP course or equivalent knowleige is recommended.

How To Make Nominations

Nominations sheuld be sulimitted by autliorized ageney representatives
to the Director, The ADY Managetent Trainiug Center, UK, Civil
Service Comntssion, Washington, 1LC. 2045 na later than one month
before course commencement.

Ocker Information

The cost of the program—S150 per person-- will be shared by the par-
ticipating agencies. Arnouncements with more detailed information
will he sent to all agencies well in advance of the program. Agencies
may obtain further information from The ADDP Management Train.
ing Center, 632-5050, or cade 101, extension 23630,
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SURVEY AND EVALUATION OF EQUIPMENT FOR
INFORMATION PROCESSING SYSTEMS

Civil Service Commission

A 2-day seminar to be offered August 17-18, 1971; Ociober 26-27,
1971; and April 25-26, 1972 at the Civil Service Commission,
1900 E Street NW.

Description

This seminar is designed to familiarize the participants with the use,
performance. characteristies, and selection and evaluation of all major
¢lasses and types of equipment utilized in the library and information
environment. Emphasis will Le placed on applications and perform-
ance of the equipment rather than on engineering specifications or
internal mechanisms.

Wko May Attend

The seminar is designed for information specialists, librarians, com-
puter specialists, systems analysts, hudget analysts, and other caveer
government employees who are responsible for the design or manage-
ment of information systems or {hie acquisition of equipment for such
purposes.

How To Make Nominations

Nominations should be submitted by authorized ageney representa-
tives to the Director, The ADT Management Tinining Center, U.S.
Civil Service Commission, Washington, 1.C. 20415 no later than one
month before the course starting date.

Other Information

The cost of the progrant- 8100 per person--will be shared Ly the par-
ticipating agencies. Announceme.ts with more detuiled information
will be sent to all sgencies. Agencies may obfain furtier information
from The ADP Management Training Center, 632-3650 or code 101,
extension 25650.
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WORKSHOP IN INDEXING AND ABSTRACTING
FOR ADP INFORMATION SYSTEMS

Civil Service Commission

A 3.day works hop to be conducted August 3-5, 1971; October 13-
15, 19715 and April 1214, 1972 at the Civil Service Commission,
1900 E Sircet \W.

Description

This program is designed to ac-uaint participants with the processes
of developing indicative and informative abstracts of technical docu-
ments and selecting appropriate index terms for information storage
and retrieval of technical citations, Topics include: (@) introduction
to information-handling systems: (&) ground rules for indexing and
abstraetings () examples of thesauras-building: () state-of-he-
art in automatic indexing: (e) budget considerations; (f) controlled
va, free indexing: (g) links and voles; and (%) workshop sessions in
botl indexing and abstracting.

Who May Attend

Information specialists, librriens, archivists, and others concerned
with the storage and retrieval of technical information, GS-7 and
above, or equivalent, are eligible for nomination,

How To Make Nominations

Nominations should be submitted by authorized agency representa-
tives to the Director, The ADIP Management Training Center, (1.8,
Civil Service Connnission, Washington, D.C. 20415, no later than one
month before course commencement,

.Other Information

The cost of the program—$150 per person—will be shaved by the par-
ticipating agencies. Announcements with more detailed information
will be sent to all agencies well tn advance of the program. Agencies
may obtain turther information from The ADP Management Train-
g Center, 632-5650, or code 101, extension 25656,
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ECONOMICS FOR PUBLIC MANAGERS
Civil Service Commission

A 5-day program conducted quarterly in Washington, D.C. A
sitailer program is offered in the Atlanta and San Francisco
Civil Service Commission Regions.

Description

This conrse is designed to equip the manager to incorporate the
postulates of cconomic reasoning into his decision processes. Topics
to be covered inelnde a deseription of ow a price system functions,
determination of demand, and an analysis of different types of costs
including their relevance for management decisions. The concept of
cconomic efficiency will be explered in detail and related to pricing and
production policies of individual producers. Also, the course will
disenss mauagement decision tools sueh ag capital budgeting, systems
analysis, and cost-benefit analysis.

Who May Attend

This course is intended for managers, executives, staff directors, and
analysts from Federal: State, and local governments at grade levels
GS-13 and above (or the equivalents}. Nominecs should have respon-
sibility, in a line or staff capacity, for significant programs of their
agencies.

How To Make Nonunuations

Nominations should be submitted to the Management Sciences Train-
ing Center, Bureau of Training, U.S. Civil Service Commniission,
1900 E Street NW., Washington, D.C. 20415, Nomination-Registra-
tion for Training forms (Opticnal form 37) must be compieted for
cach noniinee.

Other Information

Further information may be obtained by telephoning area code 202,
632-5600, or code 101, extension 25800. Contact regional training
institutes for information about their programs.
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EXECUTIVE ORIENTATION IN PPB
Civil Service Commission

A 3.day program conducted quarieriy in Washington, D.C. A
similar course is offered in the Philadelphia, St. Louis, and San
Francisco Civil Service Commission Regioas,

Description

It is imiperative that executives and managers througlout the Goy-
ernment muderstand what the planning. prograing, and budgeting
system is and what they can ackieve through it. This course has been
designed for this purpose and will provide: (1} an understanding
of what PPB is: (2) an understanding of whut can be accomplished
through PPB; (3) an awareness of economic prineiples underlying
PPB; (4} a gencral knowledge, plus some actual guided experience,
it the methods and techniques used; and (5) inforimation regarding
the experience of nondefense agencies using the system.

Who May Attend

This course is intended for Federal, State, and local government
executives at grades GS-14 and above (or the equivalents) who wonld
benefit fron. a better understanding of the P13 syster.

How To Make Nominations
Nominations should be submitted to the Management Sciences
Training Center, Bureau of Training, U.S. Civil Service Com-
mission, 1900 I Street NW., Washington, D,C, 20415, Nomination-
Registration for Training forms (Optional form 37) must be
completed for cach nominee,

Oiher Infarmation

Fuither information may be obtained by telephoning avea code 202,
632-5600, or code 101, extension 25600. Contact regional training
institutes for information about their programs,
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FINANCE IN AGENCY MANAGEMENT
Civil Service Commiss’on

Six 5-day programs will be held in Washingion, D.C. Similar
programs will be presented Ly the Philadelphia, Si. Louis, and
San Francisco Regional Training Iastiiules.

Description

The program focuses on the interrelationships of financial specialties
and their use in the internal management of an agency’s programs. Itis
design 1 to serve persons who are advancing to more responsible posi-
tions in the field of financial management, and persons assigned to
non-finaneial positions who have a need for a better understanding and
appreciation of financial managenent work. The course consists of
preparatory readings, lectures, discussions, and case st udies.

Who Moy Attend

Sessions in Washington, D.C. are I'mited to Federal. State. and local
employees, GS-9 through (GS-13 (or the equivalent), who have
respousibilities in one or more of tl e financial specialties and who are
in positions requiring a general nmnderstanding of financial systems.

How To Make Nominations

A Nomination-Registration for Training form (Optional form 37)
should he submitte! Ly anthorized agency offieials to the Management
Sciences Training Center, U.S. Civil Service Commission, Washing-
ton, .C. 20415 for programs in Washington, D.C.

Other Information

For further information on this progran in Washington, .C. cal.
code 101, 25600, or 632-3600. Contact. the Regional Training Institutes
for information on their programs.
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GENERAL ORIENTATION IN PROGRAM
EVALUATION

Civil Service Commission

A 2-day program coniducted 10 times a year in Washington, D.C,
A similar program is offered in the Atlanta and San Francisco
Civil Service Commission Regions.

Description

This course is designed to provide pamrticipants with: (1) an introduc-
tion to the object’ es and methodology of program evaluation; (2) a
review of the fundamental principles involved; (3) a summary of
most commonly used systematie approaches in the analysis and evalu-
ation of Government programs; (4) a general knowledge of the sub-
stance and format of the PPB concept: (5) a survey of current
developments and trends of ‘mprovement in program analysis and
evaluation. This orientation fills the need to provide a broad based
nnderstanding of program evaluation,

Who May Attend

This cowrse 1s intended for Federal, State, and locul government em-
ployces at grades GS-13 and below (or the equivalent) who will bene-
fit from a better understanding of the P’ I system,

How 1o Make Nominations

Nominations zhould be submitted to thie Management Sciences Train-
img Center, Baveau of Teaining, 1.8, Civil Service Cemmission, 1800
E Street NW. Washington, [).C. 20415, Noniination-Registration for
Traming forms (Optional form 37) must be completed foir cach
nominee,

Other Information

Further information may bLe obtained by teleplioning 652-3600, or
co’e 101, extersion 25600, Contact Regional Training Institutes for
information about their programs.
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MANAGEMENT USE OF FINANCIAL INFORMATION
Civil Service Commission

A 3-duy program offered once cuch quarter, A similar program
will be presented by the St Louis Regional Training Institute.

Description

This 1-wee' course consists of 20 class sessiong, o7 2 Jasting about an
hour and a half, Classes will consist of lectures, group discussions, and
selected problems. Selected readings will be issued wherever appropri-
ate, Ixamples and cases will be drawrn largely from the publie scetor,
minimizing private sector samples, The objective is to help decision-
makers better understand the type of resonrce information presently
and potentially available to them through their accounting system
for management control and performance evaluation. The relevance
of specific types of information to decisions and actions is foeunsed
within the total information system.

Who May Attend

Participation will be limited to 30 managers, Personsnominated should
hold positions which include significant responsibilitiez {o1 managerial
decisions, or alternatively, be in staff positions where .nsight iuto the
use of finaucial information in manageinent decisions and contrel will
enhance their performance.

How To Make Nominations

Nomination-Registration for Training forms (Optional form A7)
shiould be submitted by authorized agency ofticials to the Management
Sciences Training Center, U.S. Civil Service Commission, Washing-
ton, D.C. 20415.

Other Infarmation

¥or further information on this program in Washington, D.C, call
(32-5600, or code 101, extension 25600. Contact the St. Louis Re-
gional Training Institute for more information on the program.
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THE FEDERAL BUDGET PROCESS
Civil Service Commission

Eight 2-day programs wil! be held in Washington, D.C. Similar
programs will be presented by the Atlanta, Philadelphia, St. Louis,
and San Francisco Regional Training Institutes.

Description

The course is intended for all Federal employvees who de not under-
stand the interfaces and interrelationships among those activities in-
volved in budgeting. Tt will be helpful particularly for these working
in # professional capacity who are relutively new to the (Government.
However, new and old alike will profit. It is designed to provide them
with a general understanding of the function, history, and procedures
of the Federal Budget Process. Readings, lectuves, and discus: ons
will cover the following topies: the place of bodgeting; its evolution
general procedares in formulation, exeention, and review; and roles
played by major activities.

Who May Attend

This course is available and of value to any professional level em-
ployee, It should be indispensable to all employees in finaneial manage-
ment or adi.inistration positions who are not knowledgeable on the
processes. It is particularly well snited for those entering the Federal
service, such asinterns und trainees,

How To Make Nominations

Nomination-Registration for Training Forms  Optional form 37)
should Le submitted by an authorized ag -y  .esentative to The
Management Sciences Training Center, V.. Civil Service Commis-
sion, Washington, I.C. 20415, Call 632-5600 or ende 101, extension
25600. Contact Regional Training Institutes for information on their
programs,
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Personnel N.anagement

EFFECTIVE COMMUNICATION FOR PERSONNEL
SPECIALISTS

Civil Service Commission

A 3-day course to be held annuslly at the Civil Service Commission.

Description

A workshop course aimed at improving oral and written communica-
tions skills with specific reference to communicating the flexibilities
of the Federal personnel system to managers, supervisors, esuployees,
and the public,

Who May Attend

Personne! specialists GS-7 through 13 (or the equivalent) who have
significant responsibility for explaining and interpreting the Federal
personnel system.

How To Make Nominaiions

CSC nomination forms (Optional Form 37) should Le submitted by
authorized agency representatives to the Iirector, I’ersonnel Manage-
ment. Training Center, Bureau of Training. U.8. Civil Service Com-
mission, Washinglon, D-C. 20415, Exact cours: dates, cost, deadline
dates for recript of lominations, and dates for confirmation of accept-
ances will be listed in individual annowicements which will reach
agencies b weeks before the vourse.

Qther Information

Agercies may obtain further information hy calling 632-5636 or code
101, extension 25636,

92

107-



O

ERIC

Aruitoxt provided by Eic:

IDEAS AND AUTHORS—PERSONNEL
MANAGEMENT

Civil Service Commission

Four evening sessions, 7 to 10 p.m., once a month for 4 n:onl-hs
at the Civil Service Commission, 1900 F. Strect NW.

Description

Aflords Federal personnel specialists a chance to explore signiticant
cirrent publications throngl direct diseussion of the anthor's ideas in
addition to systenwtic examination of the hooks themselves, At each
session, an outstanding writer will dizeuss his book, and an expert
guest critie will present his reactions and commentary : after whiel
participants will have an opportunity for discussion and questions,
Books ave furnizhed well in advance of the sessions at which they
are to he diserssed.

Who May Attend

This course is intended primarily for persons occupying pesitions in
any personnel management =pecialty, Individuals from other ecenpa-
tional seriex will also he adinitted to the extent that space perinits,

How To Make Numinations

CSC nomination forms (Optional Form 37) should be sulnmitted by
anthorized ageney representatives to the Divector, PPevzonnel Manage-
ment Tiaining Center. Buvean of Training, TS, Civil Service Con-
mission, Waslington, IO, 20015, Exaet conrse dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of necept-
ances will he listed in individual course announeements which will
reach agencies 6 weeks be fore the conrse,

Other Information

Agencies may obtain further ‘nformation by calling 6323636 or cade
101, exten<ion 23636,
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INTRODUCTION TO PERSONNEL IMANAGEMENT
Civil Service Commniission

A 5-day course to be held four times a year at 1he Civil Service
Commission, 1900 E Streecl NW.

Description

Defines and disensses the several personnel management specialties
and their interrelationships, aud emphasizes their relationships with
overall personuel munagement and total uruagement ; identifies the
special competences requiver for siecess I persannel management:
diseusses cwrrent trends and developments in personned manageutent.

Bho May Attend

Career enuployees, grades GS-5 through 9 (or the equivalent), whoare
Leginning or have heen selected for careers in personnel managewent;
witagement interns, fainees in other fields are also eligible as
space permits,

Hloiww To Make Nominations

(SO nomination forms (Optional Form 37) should be submitted by
anthovized ageney representatives to the Divector, Persotnel Manage-
ment Training Center, Bureau of Training, U785, Civil Service Com-
mission, Washinuton., DAL 20015, Exact course dates, cost, adline
datex for reecipt of nominations.and dates for coifirmation of accept-
anees will he Tisted o individual anneuncements whiche will reach
agencies 6 weelis before the vourse,

Other Information

Ageneies may obtain fuether information by ealling 6:32- 5636 or code
101, extension 25636,

MANPOWER PLANNING AND REQUIREMENTS
Civil Serviee Commission

A 3.day coursc to be held annuvally at the Civil Senvice Com.
mission, 1900 E Strect HW.

Description
Examines fraditional, enrrent, and emerging thearies ad practices
pelated to manpeaer plasnisg. Eaplores problows inolved in catah-
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lishing and implementing & manpower planning program. Diseusses
order of priovities in planning, anticipating the problems which ean
be expected at each stage of the process and integrating the findings
into a comprehensive plan,

Who May Attend

Persons who are invelved in aspects of manpower planning.

How To Make Nominalions

CSC nomination forms (Optional Form 37) should be submitted by
autherized ageney representatives to the Director, Personnel Manage-
nment Traming Center, Burean of Training, U.%, Civil Serviee Com-
mission, Washington, DLC. 20415, Exact conrse dates, cost, deadline
dates for veceipt of nominations, and dates for confirmation of neeept-
ances will be listed in hudividual anneuncements whieli will reach
ageneies £ weeks before the course,

Other Information

Agencies may oltain further information by ealling 632-5656 or code
101, extension 25636,

ORGANIZATION THEORY
Civil Service Commission

A 3-day course held annually at the Civil Scovice Commission,
1900 E Sircet NW,

Description

Lxplores traditional and cnvvent organization theory in the light of
Debavioral studies of employee needs and motivations: discusses di-
vergent views of onan motivation, practical organization consider-
ations, effective leadership patteris, praductivity, and aclievement of
programn goals.

Who May Attend

Personnel officers, supervisors, and mnagers, GR-11 thvough 15 (or
the equivalent).
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How To Make Nominations

CSC nomination forms (Optional Form 37) should be submitted by
authorized ageney representatives to the Director, Pevsonnel Manage-
ment Training Center, Bureau of Training, U.8. Civil Service Com-
mission, Washington, D.C. 20415, Exact conise dates, cost, deadline
dates for receipt of neminations, and dates for contirmation of ac-
eeptances will be Yisted in individual imouncements which will reach
agencies 6 weeks hefare the course.

Other Information

Agencies may obtain further information by calling 632-5636 or colde
101, extension 23636

PERSONNEL MANAGEMENT FOK MANAGERS
Civit Service Commission

A 3-day course held annually at the Givil Service Commission,
1900 E Strcet NW.

Description

Reviews the role of the npper-level manager in achieving mission and
program goals through effertive management of humnan resources:
covers the 1ole of the manager as personnel adwinistrator in lus own
organization: outlines the services and support he shontd expeet from
stafl persorel svecialists and his responsibilities to them: dizensses
current theories and principles of management as applied to the man-
agement of personnel; and examines lis vole in connection with
evaluation of personnel managenient.

Who May Attend

Program managers in GR-12 (ov the equivalent) and above: pri-
marily intended for those with lhnited previons mmiageriz b experi-
ence. Mititary officers, especially those with newly assigned pesponsi-
bilities in the manngement of ecivilian stafls, are eligible and
encouraged toattend,

How To Make Nominations

CSC nomination forms (Optional Form 87) should he submitted by
authorized ageney representatives to the Direetor, Persannel Manage-
ment Training Center, DBurean of Training, 1.5, Civil Rervice Coie
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mission, Waskington, D.C. 20415, Exact course dates, cost, deadline
dates for receipt of nominations, and dutes for confirmation of accept-
ances will be listed in dividual announcements which will reach
ageneies 6 weeks h2tore the course,

Other Information

9

Agencies may obtain further information by ealling 632-5636 or code
101, extension 25636,

PERSONNEL MANAGEMENT FOR PERSONNEL
SPECIALISTS

Civil Service Commission

This course will have 8 full-duy sessions meeting once a week

for 8 successive weeks. It is held tivice a year at the Citil Service
Commission, 1990 E Street NV,

Description

lutensive coverage of the personnel nanageent function, with the
use of a comprehensive text, The course will meet one day a week for
8 weeks, so that participants will have thne between sessions to
assimilate what has been presented and to prepare for subsequent
sesstons. Panticipants will also prepare sand present a vesearel paper.

Who May Attend

Persomiel specinlists GR-9 thnongh 13 (or the equivalent) 3 especially

- | ? .
destgned for those whose previons experience or training has not
afforded broad view of the persomiel funetion,

How To Make Nominations

CSC nemination forms (Optional Form 37y should be suliitted hy
authorized ageney representatives to the Director, Poer-onnel Manage-
ment Training Center, Bureau of Tinining, 1.8, Civil Serviee Con-
mission, Washington, D.C. 20415, Isxaet conrse dates, cost. deadline
dates for receipt ot Komination, and dates for contirmation of accept-
ances will e Tisted in individual anuonncenents which will reach
agencies 6 weeks before the course,

Other Information

Agencies may obtain futther inforr-tion hy calling 632-363¢ or
code 101, exten~ion 24036,
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PSYCHOLOGY AND THE MANAGEMENT OF HUMAN
RESOURCES

Civil Service Commission

A 3-day course held twice a year at 1the Civil Service Commission,
1900 E Streel NW.

Description

Explores problems of human behavior in the organiz ition in the light
of psychological researeh findings, with specific applicability to:
institutional requirements (xelection, developent. and counseling of
employees) @ individual characteristies (personnel and organizational
psychology and Luan metivation) ; and gronp influences (conuuuni-
cation and employce-management relations),

Who May Attend

Middle-level statf oud supervisory employees (GR-91hrvough 13 or the
vquivalent), as well as personnel speeialists, who ueed to know more
about the scienee of human behavior, This conrse is not intended for
people who liave had intensive courses in personnel psyehology or
industrial psychology.

Hoiwe To Make Nominations

CRC pomination form (Optional Forn 37) <liondd be submitted by
authorized agency represeniatives to the Director, Personnel Manage-
ment Training Center, Burean of ‘Training, U8, Civil Serviee Com-
mission. Washington, D.C. 20415, Ixact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of ac-
ceplances will be listed in individual annomeements whieh will reach
agencies 6 weeks before the course,

Other Informction

Agrencies may obtain further information by ealling 632-5636 or code
101, extension 25636,
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THE MANAGER’S ROLE IN OCCUPATIONAL
MENTAL HEALTH

Civil Service Commission

A 3-day course to be held 1wice a ycar atl the Civil Service Com-
mission, 1900 E Street NW.

Descriptisn

Designed to increase managers’ understanding of the underlying
causes of common behavior problems, broaden the range of possibilities
open to managers in coping with problem employees. and identify re-
sources available to employees with emotional or social problems.

The conceptual framework—social, psychological, and medical—is es-
tablished throngh lecture/discnssion sessions with mental health pro-
fessionals, Interspersed with lecture/discussion sessions ave case
digcussions in small gronps, with emphasis ou the participants discuss-
ing and analyzing problems froin thelv own experience. A professional
resource person is nvailable to eaeh group. Subjects covered inelude:
absenteeism and tarvliness, aleoholism and drmg abuse, interpersonal
condict, overdependence on others, destructive and threatening be-
hiavior, the manager’'s feelings and reactions to such problems, enrrent
views of the Ciil Service Commission and the couris with reference
to agency actions in connection with problem employees, and commu-
nity resources.

Who May Attend

Supervisors and managers, GS-9 and above (or the equivalent).

Howe To Make Nominations

CSC nomination form (Optienal Forin 37) shonld be submitted by
authorized ageney representatives to the Director, Personnel Manage-
ment Training Center, Bureau of Training, U.X, Civil Service Com-
mission, Washington, D.C. 20415, Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of ac-
ceptances will he listed in individual announcements which will reach
agencies 6 weeks before the conrse.

Other Information

Agencies may obtain furthier information by calling 632-5636 or code
101, extension £3636.
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TECHNICAL TRAINING

Automatic Data Processiig
Computer Specialist

DECISION LOGIC TABLE WORKSH{IOP
Civil Service Cemmission

A 3.day tutorial program to be held September 21-23, 1971
1972 at the Civil Service Commission, 1900 E Sircet NW.
1972 at 1he Civil Service Commission, 1900 E Strect NW.,

Description

Mthough decision tables ave useful in many different situations, the
focus in this course will be upon their relevance to data processing
systems. The worksho) is designed to teacl students the fundamental
concepts of decision logic tables, and to develop competence in using
these techniques for improving communications and standurdizing
documentation. A basic proficiency in using decizion tables will be
developed by having students complete a series of increasingly diffienlt
asstgnments utilizing limited, extended, and ntixed entry tables. Stu-
dents will be taught how to develop optimum taliles and how to link
tables together for documenting series of complex decisions, Students
will learn how decision tables can be used etfectively throughout the
systems development. process by operating nnagers and their statfs,
and by systems analysts, programers, and other computer specialists.
Also covered in the workshop will be the conversion of decision tables
to comgter prograns by coding and by using higher level languages.

Who May Attend

This program is open to full-time employees, GS-9 and above (or
equivalent), in both management and statf functions, who need a tech-

nique for documenting and communicating their decision methods or
systemns designs.

How To Make Nominations

Nominations should be submitted Ly anthorized ageney representa-
tives to the Director, The ADI Managament Traimng Center, US.
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Civil Service Commission, Washington, D.C. 20415, Nominations will
close one month before the class commences.

Other Informaticn

The cost of this progrim—-$150 per person--will be sharcd by the par-
ticipating agencies. Announcemerts with more detailed information
will be sent to all agencies. Agencies may obtain further information
from the ADP Management Training Center, (32-5650, or cade 101
extension 25650

FUNDAMENTALS OF ADP FOR COMPUTER
SPECIALIST TRAINEES

Civil Service Commission

On introductory t-week course to be conducted two times

during this fiscal year at the Civil Service Commission, 1900 E
Street NW,

Description

This progrom will expose students to almost all facets of data process-
ing. The orientation to computer concepts will include a history of
ADP; the logic behind the computer; the structure of cormputer com-
ponents and the capabilities of the computer: and the various input/
output devicesand mnedia.

This accelerated course will include both systems analysis and pro-
areming assigninents in workshop exercises. Students will make use of
the various techniques of systems analysis and design when they gen-
erate data requirements, processing speeilications and systems tlow-
charts.

Two weeks will be devoted to COROL:; FORTRAN will be presented
in the latter part of the corrse. In addition. the students will he made
aware of other langnages and application progras nnd will be given
an introduction to operating systems and decision logic tables, They
will be given a lectnre on time-sharing and will also make use of one
phase of time-sharing: interactive problem programing.

The students will be given a well-rounded education on computers and
a complete ADP picture, Each participant who siecessfully completes
this training program ean reasonably be expected to write moderately
difficalt commter programs or work as a junior member of a svatenis
team. On-the-job training under the guidance of an experienced com-
juter specialist will be required after the formal class training in
order to develop a competent computer speciali=t of the trainre.
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Who May Attend

Individuals who will be expected to 1l positions in the Computer
Specialist series (encompassing Computer Programimer, aidl Com-
puter Specialist positions) in grades GS-5 and above {or equivalent)
areeligibletoattend.

How To Make Nominations

Nominations shoald be submitted by authorized agency representi-
tives to the Director, The ADI Management Training Tenter, U.S.
Civil Service Comvmission. Washingtou, D.C. 20415. according to the
following schedule:

Course datex Nominafion dcadline
September 27—Qctober 29, 1971 September1,1071
February i—March 8, 1972 Jarmary 10.1972

Other Information

'The cost of this prograni—8§600 per person—will be shared by the
participating agencies. Announcer:ents with more detailed informa-
tion will be sent to all agencies well in advance of the program. Con-
sult the quarterly calendar or schiedule of The ADI Managenient
Training Center for sessions which may be added to 1he above conrse
dates. Agencles may obtain further information from The ADP
Management Training Center, 632-5650 or code 101 extension 25650,

SEMINAR IN ADYANCED COMPUTER SYSTEMS
TECHNOLOGY

Civil Service Commission

A l.wecek program to be held August 23-27, 1971; Novem:
ber 29-Dccember 3, 1971; and March 20-24, 1972 at the Civil
Scrvice Commission, 1900 F Street NW.

Description

‘This seminar is designed to acquaint the computer specialist with
state-of-the-art information about hardware, software, and appli-
cations. Although open to computer programers the conrse will serve
primarily to npdate the technical knowledge of the ADI systems pna-
Ivst. Mmong the topies to be discussed ave: (7)) implications of the
newest multi-use computers: (b) considerations for redesigning.
moadifyving o expanding present systems: ()} hardware/software
compatability and conversion problems: () advances in operating
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systems; () higher level programing languages; (f) current real time
and time-sharine capabilities; (g) proprietary softwave packages;
and (A) developnients in input output devices,

Who May Attend

ADP systems analysts and programers and other computer specialists
are eligible for nomination. Attendance is open to Federal, State, and
local government employees.

How To Make Nominations

Nominations should be submitted by authorized agency vepresentatives
to the Director, The ADD Management Training Center. U.S. Civil
Service Conunission, Washington, I).C’. 20415, no later than one month
before cour=e commencement.

Other Information

The cost of this program-—-$200 per person-—will be shared by the pur-
ticipating agencies. Announcements with more detailed information
will be sent to all agencies well in advance of the program. Consult the
quarterly calendar or schedule of The AP Management Training
Center for sessions which may be added to the above course dates.

Agenciesmay obtain further information from The ADP Management
Training Center by calling, 632-5650 or code 101, eXtension 25650,

SEMINAR IN COMPUTER SYSTEM EVALUATION
AND SELECTION

Civil Service Commission

A 3-day seminar to be conducted Scptember 28-30, ! 713 Novens-
ber 3-5, 1971; and February 8-10, 1972 a1 the Civil Scrvice
Commission, 1900 E Strcet NW.

Description

This program will consist of lecture, discussion, and workshop sessions
centering on the questions of : () generating specifications: (&) eval-
uating vendor proposals: (¢) benchmark programs: (d) simulation
as an evaluation tool; (¢) contract negotiations; (f) oti:er considera-
tions, The course will be conducted by individuals with extensive
experience in system evaluation and seleetion. It will emphasize He
entire selection /acquisition cycle in the context of current Federal
acquisition policies and regulations.
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Who May Altend

Government cmployees, (35-11 and above, or equivalent, whose
responsibilities involve participation in the computer evaluation
and selection prorcess ate cligible to attend. A knowledge of ADP
fundamentals is nccessary for meaningful participation in this
reminar.

How To Make Nominations

Nominations should be submitted by authorized agency representa-
tives to the Director, The ADP Management Training Center, U.S.
Civil Service Conumission, Washington. D.C. 20115, Nominations
will elose one month before elass commences.

Other Information

The cost of the program-—$163 per pevson—will be shared by the
participating agencies. Anmonncements with more detoiled informa-
tion will be sent to all agencies well in advance of the program.
Agrencics may obtain further information from The ADIP Manage-
ment Training Center, 632-5650 or code 101, extension 25650.

SYSTEMS WORKSHOP FOR COMPUTER
SPECIALISTS

Civil Service Commission

A comprehensive 3.week, (wo-part training program in the
fundamentals of the AUP systerus development process to be
conducted July 12-23, 1971 (Phase 11); September 27~October 1,
1971 (Plase 1) ; November 1-12, 1971 (Phase 11) ; and May 8-12
1972 (Pl ase [); June 12-23, 1972 (rhase 1[) avihe Civii Scevice
Commission, 1900 F. Sireet NW.,

Description

This 3-week training program is specifically de-igned for computer
programers and systems analyst trainees who need a firm grounding
in the fundamentals of systems analysis and design. The in
depth, comprehensive pregram is presented in two Phases: Phase I—
Basic Concepts, 1-week session designed to provide an introduetion
to the fundamentals of the total systems design process and
Phase IT—Application Workshop, a 2-week session of work problems
and case study designed to develop a basic catupetence in the skills
and techniques of systems analysis and design. The objective of the
program is to develop junior analysts who can do systems work with
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minirrum guidanee from experienced analysts. The program will be
condueted by o staff of highly accomplished data processing technical
educators,

Who May Attend

Compnuter specialists, newly assignied systems analysts. computer pro-
gramers and others with a need for working knowledge of systems
analysis techiniques are eligible for nomination. Prerequisites for the
course are: (1) a thorough appreciation of ADP, and (2) computer
prograwing experience. Aitendance is open to Federal. State. and
loeal government employees.

How To Make Nominations

Nominations should be submitted by authorized agency representatives
to the Director, The ADP Management Training Center. U.S. Civil
Service Commission, Washington. D.C. 20415, according to the above
schedule. Nominations will close one month before the course
conmmences.

Other Information

"The cost of the 3-week prograi—=s50 per person—will be shared by
the participating agencies. Announcements with more detailed infor-
mation and nomination procedures will be sent to all agencies well
in advance of the program. Agencies may obtain further information
from The ADP Management Training Center by calling, 632-5650
orcode 101, extension 25650,

Programing

BASIC INTERACTIVE PROGRAMING

Civil Service Commission

A 3day workshop in introductory conversational computing to
be conducted three times in this fiscal ycar 2t the Civil Seryice
Commission, 1900 E Strect NW.

Description

This course is designed to provide a working knowledge of an aspect of
time-sharing—problem  wlving throngh interactive programing.
Participants code at least two programs one of which isa problem that
isin their area of interest. These problems are analyzed and coded into
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computer programs which are tested on the computer through a termi-
ual. Students work in sroall teams in the solution of a class problem
and individually or in teams on the problems which they defined and
formulated. Amyple opportunity to use the remote computer terminal
is given during the workshop session. An overview of ADYP fundamen-
tals and an introdnetion to time-sharing are among the other topics
that will e covered in this course. No previous knowledge of time-
sharing or programing is necessary for participation in the course:
however, some familingization with computer concepts such as that
presented in An Introduction to ADY, Ey eutive Seminar in ADP,
or Management Introduetion to ADI wiil be helpful.

Who May Attend

This program is open to carcer Government employees, GS-5 miud
above, or equivalent, with a requirement to become familiar with the
fundamentals of time-shaved prograniing,

How To Make Nominations

Nominations should be submitted by authorized agency repr w‘nl.m\ s
to the I)m-(tm, The ADP \Im.lgvment Training Center, U.S, Civil
Service Commission, Washington, 1.C. 20415, according ln the fnllm\'—
ing schedule:

Courxe dalea Nomination deadline
July 27-20,1971 July 6, 1971
November 8-10, 1971 October 17,1971
May 3-5, 1972 April 14,1972

Other Infermation

The cost of the program—=165 per person—will be shared by the par-
ticipating agencies, Announcements with more detailed information
will be sent to all agencies well in advance of the programs. Consult
the quarterly enlendar or schedule of The ADP Management Training
Center for sessions which may be added to the above course dates,
Agencies may obtain further information from the ADF Management
Training Center, 632-5650 or code 101, extension 23650,
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COBOL PROGRAMING TECHNIQUES
Civil Service Commission

A 5.day course in the advanced techniques applied in COBUIL
programing te be held QOctober 18-22, 1971; January 31—~
February 4, 1972; and May 1-5, 1972 at the Civil Service Com-
mission, 1900 E Strcet NW.

Description

The one-week workshop, COBOL Programing Techniques, will con-
sist of lecture sessions supported by work-shop exercises designed to
teach selected clements of ANS COBOL through their application.
Access to a third generation computer system wiil be available through
remote batch input output equipment located in the classeeom. The
workshop session will be scheduled to permit compilation, and tes*ing
during the class hours.

The following topics are among those to be covered in this course:

-—Review of Elementary COBOL
—Ise of File Storage

—Input output Control

—One Dimensional Lists
—Sorting

—-Summary Reporting
—Table Handling
—Directories

—Segmentation

—Testing Conditions
—Logical Control

—Options of the Perfornm: Verh
—Programing requirements

Who May Attend

Persons with at least six inonths of CORBOL Programing experience
in grades GS-5 and above {or the equivalent) are eligible to attend. At-
tendance isopento Federa), State, and local government employees.

How To Make Nominations

Nominations ghonld be submitted by anthorized agency representa-
tives to the Director, The ADP Management Training Center, U8,
Civil Rervire Commissioin, Washington, DLC. 20415, no later than one
month before course commencement.
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Other Information

The cost of this program—$250 per person—ivill be shared by the par-
ticipating agencies. Announcements with move detailed information
will be sent to all agencies well in advance of the program. Consult tha
quarterly calendar or schadule of The ADP Management Training
Center for sessions which may be added to the above course dates.
Agencies may obtain further information from The ADP Manage-
ment Training Center, by calling 632-5650 or code 101 extension 25650.

FUNDAMENTALS OF ANS COBOL
Civil Service Commission

A 7-day lutorial program 10 be held August 9-20, 1971; Sep-
tember 13-24, 1971; Dcecember 6-17, 1971; March 6-17, 1972;
April 17-28, 1972; and June 12-23, 1972, The program bcgins
with three days of lecture followed by workshop problems on the
following allernate days. The scheduled days are Monday, Tuesday,
Wednesday, and Friday the first weck, and Monday, Wednesday,
and Friday the second week. This program will be offered at the
U.S. Civil Service Commission, 1900 E Sireet NW.

Description

The seven-day workshop, Fundamentals of ANS COBOI., has been
designed to provide petsons who have a grasp of basic computer con-
cepts with the ability to write COBOL programs of moderate com-
plexity. The eourse has been scheduled to permit time between sessions
for study end p:reparation, and to allow for keypunching of workshop
programs. Each student will develop and test two programs on the
Commission’s third generation computer system. (A remote card
reader and printer »-i1] be located in the classroom).

Who May Attend

Persons with a knowledge of data processing concepts (preferably
with some prior programer training) in grades GS-5 and above (or
tho equivalent) are eligible to attend. No knowledge of COBOL is re-
quired or expected. Class size will be limited to twenty participants so
that each may benefit fully from the workshop environment. Attend-
anee is open to Federal, State, and local government employees.

How To Make Nominations

Nominations should be submitted by authorized agency representa-
tives to the Director, The ADP Management Training Center, U.S.
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Civil Service Commission, Washington, D.C., 20415, no later than one
month before the course commencement.

Other Information

The cost of this program—$275 per person—ill be shared by the par-
ticipating agencies. Announcements with more detailed information
will ba sent to all agencics well in advance of the program. Consult
the quarterly calendar or schedule of The ADP Management Training
Center for sessions which may be added to the above course dates.

Agencies may obtain further information from The ADP Manage-
ment Training Ceater by calling, 632-5650 or code 101, extension
25650,

FUNDAMENTALS OF FORTRAN 1V
Civil Service Commission
A 5-day course in FORTRAN programing

Description

FUNDAMENTALS OF 7 "TRAN IV is a 5-day course designed
to provide participants wita  working knowledge of the FORTR.AN
programing language. The course will be based on standard FOR-
TRAN as adopted by the American National Standards Institute to
msure generality and compatibility between the various versions of
the language.

Although the course will concentrate on the use of FORTRAN as a
programing language for problem solution, it will alse include funda-
mentals of ADP and an introduction to time-sharing. Students will
learn to make use of a time-shared terminal in testing coding exercises
on the computer ns FORTRAN statements are presented and learned.
In order to reinforce the lessons presented in the lectures, students will
code prograins and test programs through either the remote computer
terminal or reinote batch pre sssing equipment during workshop
sessions,

Who May Attend

Entry-level programers, expetienced programers who want to lear
a nec ¢ programing language and individuals in technical positions in
which a knowledge of FORTRAN is helpful in grades GS-5 and
above (orequivalent) areeligible to atte: 4.
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How To Make Nominations

Nominations should be submitted by authorized agency representatives
to the Director, The ADP Management Training Center, U.S. Civil
Service Commission, Washington, D.C. 20415, according to the follow-
ing schedule:

Courae dates Nomination deadline
August. 30-September 3, 1971 August 6,1971
January 24-28,1972 January 3, 1972
April 17-21,1972 March 20, 1972

Other Information

The cost of this program—=§250 per person—will be shared by the par-
tieipating ageneles. Announcements with more detailed information
will be sent to all agencies ve2ll in advance of the program. Consult the
quarterly calendar or schedule of The ADP Management Training
Center for sessions whicli may be added to the above course dates.
Agencies may obtain further information from The ADI® Manage-
ment Training Center, 632-5650 or code 101, extension 25650.

Systems Analysis

ADP SYSTEMS ANALYSIS SEMINAR
Civil Service Commission

An 8.week program scheduled from July 12-August 30, 1971 and
from January 17=February 28, 1972. The program begins wilh
one 14.day session followed by seven {ull-day sessions at weekly
intervals, The prograin will be offered at the Civil Service Com-
mission, 1900 E Sircel NW,

Description

This seminar is designed for those funetionul area emplayees and man-
agers who must communicate and work with computer technicians
{system analysts and pregramers) in developing ADP systems, Inter-
action between participants and session leaders is encouraged. Among
the subjects to be discussed are: (@) Principles of ADP: fundamentals
of computer programing, components and capabilities of conputers:
(5) ADP systems analysis concepts: the systems davelepment process,
problem definition, feasibility stndies. data analysis. equipment
considerations, management planning and contrel. svstems imple-
mentation and operation; (€} ADDP systems and analysis techniques:
flowceharting, decision logic tables, forms analysis and design. manage-

107
125,



O

ERIC

Aruitoxt provided by Eic:

ment-related uses of the computer, i.e. operations research. The
students in this seminar will be expected to exert a considerable amount
of individual effort, both during and between the schieduled sessioms.
Although this is an introductory progruny in ADP Systems Analysis,
participants will find it most helpful to have attended IHfanagement
Tntroduction to ADP or an Introduction to ADP.

Who May Attend

Persons serving in management fields or programs at and above GS-98
(or equivalent) who are preparing for or are affected by ADP systems
are eligible for nomination. This course is not intended for ADI
Trainces (see Fundamentals of ADIP for (omputer Specialist
Trainees) or current computer programers and analysts (see Systems
Analysis for Computer Programers, Systems Workshop for Computer
Specialists, Seminar in Advanced Computer Systems Technology, or
Workshop in ADP Systems Analysis Techniques).

How To Make Nominations

Nominations should be submitted by authorized agency representatives
to the Director, The ADP Management Training Center, U.S. Civil
Service Commission, Washington, D.C. 20415 no later than one
month before course commencement.

Other Information

Tie cost of the program—&215 per person-—will be shared by the par-
ticipating agencies. Announcements with niore detailed information
will be sent to all agencies, Agencies may obtain further information
fron1 The ADP Management Training Center, 632-5650 or code 101,
extension 25650.

FIELD WORK PROGRAM IN ADP SYSTEMS
ANALYSIS
Civil Service Commission

An 8.weck prog.am conducted from July 16—Scptember 3, 1971
and January 14-March 3, 1972. The program begins with a 14-day
session followed by 7 full-day cessions at weekly intervals. The
program will be offcred at the U.S. Civil Scrvice Commission,
1900 E Sirect NW.

Description

The Field Work Program is offered as a practical workshop for those
who require a working knowledge of ADP systems analysis and design.
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Participants will be expected to have a hasie knowledge of ADP sys-
tems analysis and design acquired either through prior training or
appropriate work experierce.

On the first day of class the students will he assigned to a sy-tems team
and given a systems assignnient to complete. Each team is expected to
gather and analyze duta about the present system i to design a re-
placement system for computerizing the operation. An oral presenta-
tion of the new system will be made by each team wpon completion of
the project. In addition, a systems package containing narrative and
flowchart descriptions of the proposed system, as well as input /ontput
descriptions, processing instructions, forms samples, proposed work
gehedules, ete., will be produced by eael teain. These will be critiqued
on an individual team basis by the instructor.

Who May Attend

Persons who have the necessary grounding in ADP systemns analysis
and design fundamentals {see deseription) at GS-T and above (or
equivalent) may be nominated to attend this program. (Current com-
puter programers and systemns analysts should consult course descrip-
tions of Systems Analysis for Computer Programers or Systems
Workshop for Compnter Specialists.) Attendance is open to Federal,
State, and local government employees.

How To Make Nominations

Nominationsshould be submitted by authorized ageney representatives
to the Director, The ADD Managentent Training Center. U.S, Civil
Service Commission, Washington, ).C. 20415, according to the above
schedule. Nominations will close one month before the course
commences.

Other Information

The cost of the program-—&195 per perscn—will be shared by the par-
ticipating agencies, Announcements with more detailed information
will be sent to all agencies well in advance of the program. Agencies
may obtain further informution from The ADI> Managenent Train-
ing Center by ealling 632-5650 or code 101, extension 25650,
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SYSTEM ANALYSIS FOR COMPUTER
PROGRAMERS

Civil Service Commission

A l-week program to be held September 13<17, 1971; Decem-

ber 610, 1971; March 27-31, 1972; and May 22-26, 1972 at
the Civil Service Commission, 1900 E Street NW.

Description

This course is specifically designed for computer progreatiers whe need
a better nnderstanding of, or wlho e preparing for assignments in.
ADP systems analysis. Prior knowledge of computer coniponents andd
experience in computer programing concepts will he presumed. The
course will move immediately into the functions and techniques of sy=.
tems analysis und design, and will include coverage of <ucl topics as
(@) the extent and tasks of system=analysis: (5) the systens develop-
ment process: () the feasibility study; () analy:is of the present
system: {e) developing specitications for the new svatemy (f) desigm-
ing input, ouiput, and file layouts for the new system: () d(-n;_vnm,q
requirements and test data for programs and subroutines: aud (4)

docunientation,

Who May Attend

Computer programers and newly assigned analysts (with programing
experience) are eligible for nomination. Attendance is open to Feq ]f‘ml
State. and Jocal government employees.

How To Make Nominations

Nominations sliould be submitted by authorized agency representatives
to the Director, The ADP Management Training Center, U.S, Civil
Service Comumission, Washington. 1.C. 20415, according to the above
schedule. Nominations will ¢lose one jnouth before the course

conmilencees.,

Other Information

The cost of the program—$200 per person -will Le shared by the par-
ticipating agencies. Announcements with aaore detailed information
will be sent to all agencies well in advance of the program. \;_wlu ies
may obtain further mfnrm ation from The ADP Margement Poain-
ing Center by calling 6325650 or code 101, extension 25650
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WORKSHOP SERIES IN ADP SYSTEMS ANALYSIS
TECHNIQUES
Civil Serviee Commission

A serics of five 3-day workshops to be conducted at the Civil
Scnvice Commission, 1900 E Sireet NW,

Description

This series is specifically designed for computer programers and sys-
tems analysts who nust inerease their skills in the use of sone of the
nore advaneed teelmiques of systems analysis, The workshops cover
five major subject areas, each workshop sesston exposes the student to
an in-depth presentation of speeific systems analysis and design skills
and will inclnde demonstration examples and ease stiudy problems for
the student to solve, The subject areas and dates of the courses are
outlined below:

Septenter 21-25, 1971 Data Gathering February 15-17. 1972
October 19-21, 1971 Computer File Maveh T4-16. 1072
Sirucetures
November 16-18, 1971 Understanding Oper- April 20271972
g Systems
December 1116, 1971 Problem Solving May 16-18, 1972
January 1820, 1971 Ffficient  Computer June 2022, 1972
Systems  Utiliza-

tion

Who May Attend

ADDP systems analysts and other computer specialists with a require-
ment to become familiar with the speeific tools and techniques pre-
sented in this course are eligible for nomination. This conrse is not
intended for inexpericneed systems analysts, who shonld attend Sys-
tems Workshop for Computer Specintists before envolling in this pro-
arani, Attendinee is open to Federal, Ntate, and local government
employecs,

How To Make Noninations

Nominations should be sulmitted by anthorized ageney representa-
tives to the Director, The ADI® Management Training Center, U8,
Civil Serviee Commission, Washington, D.C.L 201105, according to the
above schedule.

Other Informution

The cost of cach program- S135 per person--will he shaved by the
wrticipating ageneics, Anvonncoments with moece detailed mforma-
[
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tion and nomination procedures will boe sent to all agencies well in
advance of the program, MAgencies may obtain further information
from The ADIP Management Training Center by Calling, 6:32-5630, or
code 101, extension 23550,

Budget and Finance

ACCRUAL ACCOUNTING PROCEDURES IN
FEDERAL AGENCIES

Civil Service Commission

A 3.day course offered bimonmhly in Washington, D.C., and
intermittently in major U.S. cilies,

Description

This cowrse will facilitate the transition to Governmental accounting,
for those persons whose past accounting experience or training has
been in the private sector. It will acquaint the participant with “fund
accotinting™ procedures for those transactions whicli have no counter-
part in the private sector (i.e., allotments, apportiomments, commit-
ments, and obligations). Two practice case studies, Hlustrative Agency
and Representative Agency will demonstrate how typical transactions
are recorded in double-entry form, their effect on various nccounts,
and the resulting financial statements (i .., he Statement of Financial
Position, and the Statement of Qperations, and the Statement of
Changes in Government Equity).’

Who May Attend

There are no grade restrictions for participation ; however, the course
presines som knowledge of elementary bookkeeping or accounting.
The course is particularly suitable for those recent hires or others
about to embark on & carver in financial management. {i.e., accounting,
auditing, or budgeting), whosc past accounting eduention and train-
ing has been in the private sector.,

Those who have little or no knowledge in either bookkeeping or ac-
counting should apply for the 5-day elementary course, Govertnmental
Bouwkeeping and Acconnting, Those who are established in their
careers and desire a mors advanced course dealing in accounting con-
cepts may want to consider the 3-day Accrual Accounting Workshop,
The Managenment, Sciences Training Center staff may be contacted at
632-560C, or code 101, extensicn 25600 to determine the most. suitable
course for the nomince.
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How To Make Nominations

Authorized agency oftivials should complete Nomination-Registration
for Training (Optional form 37} for each nominee. Nominations for
those wishing t» attend the courses in Washington, D.C. shonld e sub-
mitted to The Management Seiences Training Center: U8, Civil
Service Commission; Washington, D.C. 20115, Nominations for those
wishing to attend the conrses in other cities should he submitted to the
nearest 1.8, Civil Service Commission Regional Training Center.

Other laformation

Detailed announcements will he published well in advance of each
cotrse offering. Farther information may he obtained by telephoning
G32-0600, or code 101, extension 25600,

AUDIT MANAGER SEMINAR ON GAO
REQUIREMENTS

Interagency Auditor Training Cenier

A 2.day scminar to be givin at the Woodmont Nuilding, 6th
Floor, 8120 Woodmont Ave.,, Wachington, I.C. 20014,

Description

Enrollecs of this seminar will review and exmnine GAQ requirements
on:
Accounting Principles and Standards for Federal Agencies and
Departinents.
Internal Anditing in Federal Agenctesand Depactments.
Obstacles and proposed solntions »elative to ahove-mentioned require-
werts will be disenssed.

Who May Attend

This saninar is recommended for audit managers who have leading
roles in the direction of their aifices” andit activitios. G- 13/16 level
sugrgrested, or the equivalent.

How 1o Make Nominations

Nomination-Registvaticn for Traiuing, Optional Form 37, should
be submitted for each nominee to Registrar, iterngerey Auditor
Training Center, Woadimont Building, 6th Floor, 8120 Wooduont
Ave, Washiagton, D.C, 20015 not la er than 2 wecks prior to the
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course. The cost of the seminar is $80 per participant. For further in-
formation, eall Reglistrar, Interageney Auditor Training Center, (301)
495-6301 or DS Code 179-6351.

'

AUDITING SYSTEMS SUPPORTED BY ADP
EQUIPMENT I

Interagency Auditor Training Center

A 5.day course to be given at the Woodmont Building, 61th Flooe,
8120 Woodinont Ave., Washingion, D.C. 20014,

Description

This course is the first of a program of three integrated strategically
space 5-day courses on Auditing Systems Supported by ADT Equip-
ment, The program is designed for tie modern auditor who examines
systems which contain or are supported by varying anonnts of ADP
equipment. The program emphasizes the nesd for obtaining the andit
expertise to deal with the new systems management is employing to we-
complizh its mission. ADP is kept in its proper perspective, that is, it
is a part of the system, but not the subject of the andit. Enrollees of
this first course will ebtain new tools made necessary by the presence
of ADP equipment in systems, a sound basis for practieal anditing ex-
perience in the new environment, and a fonndation for further special-
ized training in data antomation. Coverage inclndes:

Introduction 10 Systemn Analysis and Design

ADP Equipment

ADP Terminology

Grid and logic Chart Preparation

Internal Controls and Audit Trails in an ADP Esvironnent

Survey Techniques and Approaches for Auditors
Basic Auditing Approaches and Techniques

Who May Attend

Coutve is recommended for selected Government auditors of the GS
9/15 grade level or the equivalent. Enrollees should have a need for
this specific course and should have the ability to master new subjects
quickly.

Howe To Make Nominations

No.nination- Registration for ‘Training, Optional Form 37, should be
submitted for each nominee to Registrar, Interageney Auditor Train-
ing Center, Woodmont Building. 6th Floor, 8120 Woeodmont Ave..
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Washington, D.C. 20014 not latev than two weeks prior to the be-
ginning of the course. The cost of the course is $175 per participant.
For further information, call Registrar, Interagency Auditor Train-
ing Center, (301) #05-6351 or 1153 Code 179-6351.

AUDITING SYSTEMS SUPPORTED BY ADP
EQUIPMENT Il

Interagency Auditor Training Center

A 5.day course to be given at the Woodniont Building, 6th Floor,
8120 Woodmont Ave.,, Washington, B.C. 20014,

Description

This course is the second of 1hree integrated strategically-spaced 5-day
courses on Auditing Systems Supported by ADP Equipment. This
course contais computer programing, computer exercises, and cor-
puter-assistecd and other audit techniques. Coverage includes:

Flemenis of Computer Programming
Computcr “xercises
Compucer-Assisted 1nd Other Audit Techniques

Who May Attend

Course is recommended for selected Govermment wuditors who have a
need for this training. It is recommended that enrollees be of the
GS-0/15 grade level (or the equivalent) and that they have com-
pleted course *Auditing Systems Supported by ADP Equipment 17 or
equivalent.

Hotwe To Make Nominations

Nomination-Registration for Training. Optional Form 37, should be
submitted for each nominee to Registrar, Inferageney Auditor Train-
ing Center, Wondmont Building, 6th Floor, 8120 Woodmont Avenve,
Washington, D.C. 20011, not Tater than twe weeks prior to the
beginning date of the course. The cost of the course *3 8173 per par-
ticipant. For further information, eall Registrar, luteragency Auditor
Training Center, (301) 1905-6351 or DS Code 179- 6351,
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AUDITING SYSTEMS SUPPORTED BY ADP
EQUIPMENT 111

“HANDS.ON” COMPUTER EXERCISES

Interagency Auditor Training Center

A 5-day course to be given al the Woodmont Building, 61h Floor,
8120 Woodmont Ave.,, Washington, D.C. 20014.

Description

This seminar i3 designed to provide auditors with experience and
insight into computer software. systems management, and data
analysis. “IHand-On” exercises are conducted in a “Real-Time” en-
vironment. Due to a scarcity of computers, enroilments will be limited.
The coverage includes:

Review of Survey and Audit Approaches of Courses 1 and 11

Additional Audit Approachcs

Case Problem on Survey and Audit in Relatively Complex ADP Environment

Preparation and Evaluation of Survey Report

Preparution and Evaluation of Audit Program and Expecled Audit Findinge

Who May Attend

Recommended for Accountants and Auditors who have completed
“Auditing Systems Supported by ADP Equipment 1 and 17 or
equivalent instruction. It is recommended that enrollees be of the
GS-9/15 grade level.

How To Make Nominations

Nomination-Registration for Training, Optional Form 37, shoull b
submitted for cach nominee to Registrar. Woodmont Building. 6th
Floor, 8120 Woodmont Ave.. Washington, .. 20014, The cost of
the course is 175 por participant, For further information, call
Registrar, Interageney Auditor Fraining Center, (301} 495-6351
or IDS Code 179-6351,
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AUDITING TECHNIQUES FOR ADP SYSTEMS

Civil Service Comniission

A 2.weck course to be lield September 13-24, 19715 Scptember
27-October 8, 1971; November 1-12, 1971; December 6-17,
1971; January 3-13%, 1972; January 24-February 3, 1972;
Feb. 7-18, 1972; February 28-March 10, 1972; Marcl: 13-24,
1972; April 10-21, 1972; April 24-May 5, 19725 May 1526,
1972; June 5-16, 1972; and June 19-30, 1972 at the Civil
Service Commission, 1900 E Street NW., Washington, n.C.

Description

This intensive, fast-moving conrse replaces the 3-week Principles and
Practices of Auditing in the ADP Systems Jnvironment course. The
purpose of this 2-week conrse is to provide pr actieal, fundamental

knowledge and training in AN Auditing ]uhmqnv\ at o minimun
cost of training manhours to the participating ageneies, This is aveom-
plishied by s () Timiting elass size to 20 stwdents to assure individnal-
ized instructor guidance in workshops and excreises: (5) distributing a
10-heur Tome study assigniment tostudents iadvance of the program:
and (e} providing additional subject-matter handonts and selected
reading material during the course to supplement the program ad to
Serve as post-conese reference, The primary objective is to provide
practice in the application of tools technigies, and methods =-hich
are grenerally applicable to the andit of ADP Nystems. Tl following
subjeets Will e mnong the=e developed llnnnuh the vse of lectures.
digcussions, individual e team workshops, d case problems: ADP
equipment, fowelinting, and programming (COROL) @ internal con
trols and audit trails; mnd andit teelmigues d their application, The
instruetor team will consist of professional Government anditors and
ADPE cpecialists assigmed o this effort on a full-time basis by theiv
parent agencies,

Who May Atiend

Federale State and local government anditors and internal veview
personnel at grade level GR 4 and alwove (or eqrivalent) with at leas:
one vear of anditing eaperience are eligible to attend. The conrse will
also benelit ADI systems analysts, progrannners and others with a
need for a working knowledge of audit requirements in the arvas of
audit trails and internal controls.

How To Make Nominations

Nominations shonld e submitted by anthorized ageney vepresenfu
tives for cach Federal nominee. Nominations for State and loesl
government nominees shoald be by Tetter from an authorized official
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and as a minimum inclnde: course title, class dates, employee name,
annual salary, position title, and office to which bill should be for-
warded. Nomirations may be submitted up to one week before the
starting date of each course. However, because nominations will be
accepted in the order received, and class size is limited to 20 students,
it is suggested that: (1) nominations for calendar year 1971 courses
be submitted by July 15, 19715 and {2) nominations for ealendar year
1072 courses be submitted by December 1, 19710 All nominations
should De sent to the Director, The ADEP Management Training Cen-
ter, U.S. Civil Service Commission, Washington, D.C. 20415,

Other Information

The cost of the course-—-8300 per student—will he shared by the. par-
ticipating agencies. Announcements with more detailed information
will be sent to all agencies. Agencies may obtain further information
from the Director, ADI> Auditor Training, The ADP Management
Training Center, area code 202, 632-53467 or code 101, extension 25467,

AUDITS IN FINANCIAL MANAGEMENT
Interagency Audilor Training Center

A 5-day course 10 be given al the Woodtnant Building, 61h Floor,
8120 Woodniont Ave., Washington, .C. 20014.

Description

This is an intensive course covering concepts, policics, practives, prob-
lems, and audit connotutions in the Financial Management area. Coy-
erage includes:

Introduction to Financial Management

Struclure al Various Levels

How of Funds, Fiscal Code and Managemeni Cyele

Budget Procedures

Accounting Principles for Federal Agencies and Depariments
Audit Connotations

Who May Attend

The course is recommended for Government auditors who have need of
training in the audits of Finaneial Management, either of an introdye-
tory or refresher nature. It is recommended that enrolloes be of the
GS-9/14 grade level (orthe equivalent.)
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How To Make Nominations

Nomination-Registration for Training, Optional Form 37, should be
submitted for cach nomiance to Registear, Interagency Auditor Train-
ing Center, Woodmont Building, 6th Floor, 8120 Woodnont Ave,,
Washington, 1LC. 20018 by no later than 2 weeks priot to the beginning
date of the coturse, The cost of the conrse is 8175 per participant. For
further information, call Registrar, Interageacy Anditor Training
Center, (301) 495-G301 or IDS Code 179-6351,

BUDGETING
Civil Service Commission
Two courses in elementary budgeting, each of 5-day duration

to be offered bimonthly in Washingtion, ).C., and on an inter-
mittenly in major U8, cities,

Description

These twa "lhow-to” conrse. e elosely related, hut may be taken in-
dependently. The same enze material witl be nsed in both coneses, so
that together the courses will be of a continnum covering the hudget
fram formulation through enactment of the approprintion. The Civil
Service Commission will offer o thind segnent at o later time which
will cover budget execution, Each comse is treated separately below,

Budget Formulation

This segment witl begin with a description of Federal budgeting, the
pertinent Iaws and directives that pertain to ageney budget fornmla-
tion and discussion of the prirposes and uses of budgets. The major con-
tent of the course will he concerned with the dataccollection, inputs and
cateulations that ave required in the compilation of the operating budg-
ets. This portion will eonsist primarily of workshop problems to bhe
done by the participants and will resnlt in the kinds of dovuments that
are submitted to the ageney budget divistons Participants will alse
compile the formats as required by OMB Cirenlar A-11. The con-
cluding portion of the conre will walk the participants through the
remainder of the hudget provess,

Budget Presentation and Justification

This segment will take up the Ludget process at the point where
Budget Foruodation conchi” = The first of the workshops in this
course will probably begin with a session very similar to the final one in
the prior course; ie., it will compile numerical data in the reqnived
formats. It will then continne the process by developing the narrative
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and presentation methodnlogy for use in budget justifieation, both for
OMDB exauniners and Congressional stafl. Topics will cover snel mat-
ters as back-up data, deating with examiners, preparving for heavings,
understanding the political inplications, ete. Thix course will take the
ageney budget from the Budget Oflice throngh OMB and th
Congress.

Who May Attend

The conrse is primarily for persons in the Dudet, I9iscal, and Financial
Munagement career fields, or persons contemplating a new pozition in
these fieclds, Asa general vule, the conrse participants sheuld be grades
(3S-h throngh GS-11, orthe equivalent.

How To Nominate

Authorized agency officials honld conplete a Nomination-Registra-
tion for Training (Optional form 37) for each nominee, Nominations
for those wishing to at.end the courses in Washington, D.C. should be
subinitted to the Management Sciences Training Center, 118, Civil
Service Commission: Washington, D.C. 20815, Nominations for those
wishi g to attend the conryes in other cities should be submitted to the
nearest ULS, Civil Service Commissinon Regional Training Center.

Other Information

Detailed anmomcenents will be publislied well in advance of cach
conxe offering. Further information may bx- obtained by telephoning
632-5600, or coxle 101, extension 25600,

DEVELOPING AND PRESENTING AUDIT
FINDINGS

Interagency Audiior Trainiing Center

A 2-day course 1o be given at the Woodmont Building, 6% Floor,
9129 Woodnmiont Ave.,, Washinglon, D.C. 20014.

Description

This is an imtensive and advanced course in Report Writing, designed
to promote exceller:ce in the design, development, and composition of
the audit report. The course is loaded with practical instructions con-
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cerning the preparation, developrment, and presentation of the audit
report, Coverage incbudes:
Excol'enice in Report Design——Development; Materialitys Structure;
Churls, Graphs and similar representations
Proper handlit ¢ of Masjor Finding:, Minor Find*ngs and Repeat Findings
FPresentation of Managemeut Comments and Recommendations
A wude variety of case studies and excrcises

Who ‘ay Attend

The eourse is recommended for experienced Government. anditors of
the GS-9,150 grade tevel (or equivalent) who have hetter thuan avernge
competence in the writing of audit reports ond who are desirous of

further upgrading this comnetence.

ITow To Make Nominations

Nomination-Registration for Training, Ostional Form 37, shonld be
sabmitted for each nominee to Registrar Interageney Auditor Train-
ing Center, Woordmont Builiding, tth Floor, 8120 Wooduont. Ave.,
Waslingtonu, D.CL 20054 not Tater than 2 wecks prior to the beginning
date ol the comrse. Tie cost of the course is 850 per particinat. [For
further information, eall Registear, Interagency Auditor Training
Centery (301) 495-6351 or 11X Code 179-6351.

DEVELOPMENT OF INDIRICT COST ALLOCATION
PLANS I'OR STATE AND LOCAL GOVERNMENTS
UNDER BO# CIRCULAR A-87

Interageney Auditor Training Center

A 3.day Coviese to be given at the Woodmort Ruilding, 6th Yloor,
Bi20 Woodmont Ave., Washington, D.C. 20014,

Description

This course 15 also carreatly being dosigne 1 to assist the State snd
eal auditor to anderstand and prepare G required plans,

Who May Attend

The conrse is recommiended for State and local auditors aued account-
ants whe will be required te follow the requirement of BOB Cireular
A ST



O

ERIC

Aruitoxt provided by Eic:

Hoie To Make Nominations

Nomination- wyistration foi Training, Optional Fornt 37 or letter,
shon'd be submitted for exch nominee to Regisivaz, Intevagene Audi-
tor Trainiug Centery, Woodinont Building, 6th Floor, 8120 Woeodinont
Ave, Washington, D.(", 20001, not later than 2 weeks prior to the
course. The cost of the comrse is §£120 per participant, For further
informatton, call Registrar, Interagency Auditor Traiving Center,
(301) 493- 6351 or I DS Code 179-6351.

EFFECTIVE GOVERNMENTAL AUDITING 1
Interagency Audilor Training Center

A 5-day progran to be given at the Woodmont Building, 6th Floor,
8120 Woodmont Ave., Washington, 1).C. 20014,

Description

This conrse is designed primavily for the auditor who is velatively new
in Governmend serviee, The experienced auditor who desires refresher
teaining will also tind this course beneficinl, The cowrse deals vealis-
tically with vesponsibilities, duties, and tools of anditors. Aithough
this course is not a prevequisite for the comme, “Effective Govern-
mental Auditing 11,7 both conrses do complement each other. Mastery
of concepts and procedures of the two conrses will forn a base upon
whieh a sueceassful andit caveer may be built, Coverage mehudes:

Success Factors in Auditing

The Audit Cycle

Professiunal Fahics and Audit Standards

Inierna) Auditing Responsibilitics

Interne]l Controls—Characleristics

Audit Preparatory Work—Suevey Tochniques

Flssentials of Good Workpapers

Introduction 1o ADP Anditing

Interviewing Techniques

Profexsional Devclopment

Who May Attend

This eonrse is specifieally recommended for the GS 707 (o the equiv-
alent) awnditor who has recently entered Government sevvice, The
minre experienced auditor who may desire a refresher conrse will also
find this teaining beneficial.
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Hor» To Make Nominativns

Nomination-Registration for Training, Optienal Fern 37, should be
submitted for each nominee to Registrar, Interagency Auditor Train-
ing Center, Woodmont Building, 6th Floor, 8120 Woodmont Avenue,
Washington, D.C. 20614, by not Liter than two weeks prior to the Le-
ginning date of the comwrse. The cost of the course is R175 per partici-
pant. For further information, call Registrar, Interageney Auditor
Training Center, (301} 495-6351, or IDS Code 179-6351.

EFFECTIVE GOVERNMENTAL AUDITING 11
Iuteragency Auditor Training Center

A 5-day program in be given at the Woodmoni Bunding, 6ith Floor,
5120 Woodruont Ave.,, Washiington, D.C. 20014,

Description

.

This coutse and “Frective Governmental Auditing 17 are devised
for the anditor who is comparatively new in Government serv-
ice, or who desives o vefresher coure. Athough the Auditing Loowe
is not a prevequisite to this eourse, it is highly desirable that the newly-
employed aud? or take both courses. Thix course deals with awdit tech-
niques and tools other than tLos covered in “Effective Governmental
Auditing 17 Statisfactory completion of hoth conrses provides a base
upon which a snccessfud audit caveer may be bailt, Coverage ineludes:

Firdings—Characteristi~s, Materiality, Devclopnicnt and Presentation

Eiemcents of Flow Clarting—— An Audit Tocl

'robable Areas of Findings

We.lnesses  Which  Prevent  Auditors From Healizing  Their  Full

Poler dalities
Wl . fanagenient Expecic of the Tnternal Auditor
Budgeting and Appropriation Proceases

Yho May Attend

This course is specifically recomninded for the GR-5/7 grade anditor
or the equivalent, who has recently entere Goverpruent serviee, The
more expericneed aaditor who desires a refreslier comrse will also
find s training benehirial.

Hoiwe To Make Nominations

Nomsnation-Kegistration for Training. Optional Form 37, shonld be
submitted for eacly nowinee to Registrar, Futerageney Auditor Treain
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ing Center, Wocdmont Bulding, 6th Floor, 51200 Woodmoent Ave,
Washington, D.C. 20014, 2 weeks prior to the course. The cost of the
course is 8175 per participant. For furthrr inforuation call Registrar,
Interagency Auditor Training Center, (301) 495-6351 or TDS Code
179-6351.

EXECUTIVE DEVELOPMENT OF AUDITORS
Intersgency Auditor Training Center

A 4.day cousse lo be given ot the Woodmont Building, 6th ¥ loor,
8120 Woodniont Ave., .Jashinglon, D.C. 20014,

Description

Tkis is an intensive course which is heavily ioaded with tested tech-
niques and coneepts whirlhILupgeade the andit managers competence
andd indelibly assist him i+ realizing the potentialities of our time.
Coverage includes:

Comniunication Skills

Human Relations a1t Work for Auditors

Job Nocds, Job Enrichiment, Job Satifaction

Personnel Responsibilities of Superiisory Audiio=s

Who May Attend

Course is reconnnended for andit ranagers or auditors who are (x-
pected 1o be audit managers in the near future. Suggested grade Tevel is
(5-13/16 (or the equivalent).

How To Make Nominations

Nomination-Registration for Training, Optional Forin 37, should be
submitted for each notninee to Registrar, Interagency Anditor Timin-
ing Center, Woodmont Building, 6th Floor, 81200 Woodmont Ave..
Washington, DLCL 20014, nct Tater tivn two weeks prior to the covrse,
The cost of the courseis$160 per participant. For further inforation,
call Registrar, Interageney, Auditor Training Center, (301) 405 6351
or IDS Code 179-6351.

e ———— T Ve bt e .
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FEDERAL GRANTS MANAGEMENT AND AUDITING
FOR STATE AUDITORS

Interagency Auditor Training Center

A 5-duy prograni to be given at the Woodmont Building, 6h Floor,
8120 Woodmont Ave.,, Washington, D.C. 20014,

Description

This i a 3-day progeam designed to provide a background in Federal
grants management ad auditing, Discuss~D will be Federal veguive-
wients inposed on grastees and management o aperational audit re-
quirements, Also. there will he a presentation of a draft of national
statdards for Federl grants. To favilitate the partieipants” under-
stmnding. a case study will be provided.

Who May Attend

This conrse = specifieally reconoended for State and Tocal anditors
and aeeountants to axsist them in relating their andit responsibilities
in assring eftective Gt Adunnistration o Aditing.

How To Make Nowminaiions

Nominatton-Registration for Training, Optional Forn 837 or detton
should be subraitied for all nominees to Registrav, Interagencey Audi-
tor Training Center, Woodmont Building, 6ith Floov, 8126 Waoodnen
Ave, Washington, DLC 2001 ot Tater than two weeks Tefore the
cemre. The cost of the vanrse i= K173 per pavticipant, For funher -
formation. eall Registrar, Interageney Auditor Training Centers (501
O -633T 0 TS Conlo 139 @000

FLOW CIIARTING AND ITS APPLICABILITY TO
AUDITING
Interageney Auditor Truining Center

A 3.day covrse 1o he given at the Woodmont huilding. Oh Hloor.
B120 Woodniont Ase., Wadhinglon, D.C. 20011,

Descripticn

This comrse (reats the coverage of fow eharting i depth through
lectures, discrssions and exereises, Audit connotations are explained
andillustrated.
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Who May Attend

Course is recommended for selected auditors of more than average
capabilities who will vespond to dynamie and fmaginative concepts
0. GS-9/15 grade Iavel (or equivalent},

How To Makc Nominations

Nomination-Registration for N'raining, Optional Form 37, shonld
be submiitted for cach noyiinee to Registrar, Interagency Auditor
Training Center, Woodmont Bnilding, 6th “loor, §120 Woodmont
Ave,, Washington. D.C. 20014 by no later than 2 weeks prior to the
course. The cost of the course is %120 per participant. TFor further
information, call Registrar, Interageney Auditor Praming Center.
(301} 495-6351 or 1S Code 170-6351.

GOVERNMENTAL BOOKKREEPING AND
ACCOUNTING

Civil Service Conmmmission

A E.day course offered monthly in Wachington, D.C. and inter.
mittently in major U.S. cities.

Desrription

This elementary course is intended primarily for partici: ants with
little or no prior knewledge of bookkeeping or acconnting. Sowe of
the subjectsto be covered aru:
(1) debits and eredits, the essence of aouble-encey hookkeeping:
(2) fundamental bookkeeping vecords;
(3) trial balance, statenients of finrancial position, and statements
of eperation tand
(4} bookkeeping in the public sector ve, the private scetor, Much
of the course is duvoted to an analysis of individual trans.
wetions. the resulting journal entries, awd their effect on
different accounts,

Who May Attend

There are un grade restrictions for participation; hiowever, the conrse
is primarily for clerks. technicians, interns, and trainees with little
or no prior knowledge of bookkeeping or accounting.

Participants secking more advanced training in the subject should
consider two alterative courses offered by the Commission :
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Acerual Aceounting Procedires in Federal Agencies and Acerual
Arecounting Workshoy. Prospective nominees should read annonnce-
ments for these courses to deterimine the course best sniting their needs.
The Management Sciences Training Center staff may be contacted at
(32-5600, or code 101-25600 for further consultation in determining
the most suitable course.

Hoic To Make Nominations

Authorized ageney ofticials should complete Nomination-Registration
for Training (Optional form 37} for each nominee. Nominations for
those wishing to stiend the conrses in Washington, 1.0, shor'd be
submittingte The Management Seiences Training Center; U.S. Civil
Service Commission; Washingten, DUCL 20415, Nominations for those
wvishing to attend the courses in other cities should be submitted to
the nearest U.S. Civil Service Commission Regional Training Center,

Other Information

Detailed announcements will he published well in advanee of each
conrse offering, Further information may be olAained by telephoning
632-7600, or coxle 101, extension 23600,

GRAPHIC AND (OMPUTATIONAL ANALYSIS
TECHNIQUES AS AN AUDIT TOOL

Interageney Auditor Training Center

A 5-day courso 1o be given at the Woodnmont Building, 61h Flcor,
8120 Woodmont Ave.,, Washingtlon, D.C. 20014,

Description

Thiz course explains the use of graphie and compurational aralysis
& 1 ;
techiniques as audit teols, Coverage includes:

Review of Siatistical and Mathematical Concepta Used in Course
Simple Lincar Correlation Anlyses

Time Serics Charts and Analyers

Principles and Construciion of Graphs

Scatter Diagrams

Audit Connolations

Who May Attend

Cours. is rccommended for progressive and imagi .itive anditors at
the GS-9/15 grade level (or equivalent), A mathematical background
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is not required; however, enrollees should be capaile of mastering new
mathematical concepts quickly.

How To Make Nominations

Noniinati 1-Registration for ‘Training, Optional Form 37, should e
submitted for cach nomince to Registrar, Interageney Auditoe Train-
ing Center, Woodmont Building, 6th Floor. 8120 Woodmont Ave.
Washington. 1XC. 20011 not Tater than 2 weeks prior to the beginning
of the course. The cost of the conrse < XITH per participant, For
further information. vall Rewistrar, Interageney Mwlitor Training
Center, (301) 495-6301 or 1DS Code 1796301,

INTERNAL AUDITING FOR STATE AND LOCAL
GOVERNMENTS
Interageney Auditor Training Center

A 2.day course 10 be given al the Woednmont Building, 6th Floor,
8120 Woodmont Ave,, Wadhington, DL 20011,

Description

This conrse will provide audit guidelines to assist the State and Toeal
auditor to more effectively condiet and supervise audits within his
respective jurisdiction.

Who May Attend

Course is recommended for State and local aunditors and acconntants,

How To Make Nominations

Nomination-Registration for ‘Feaining, Optional Form 37 or letter,
should o sulimitted for eaclunominee to Registear. Interageney Andi-
tor Training Center, Woodinont Building, 6th Floor, s120 Woodimont
Ave,, Washington, D.CC 20014, not later than 2 weeks prior to the
course. The cost of the conrse is 80 per participant. For futther
information, eall Wegistrav, Tnterageney Auditor Training Center,
(301) 405-6351 or IDS Code 17896351,
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OPERATIONAL AUDITING
listeragency Auditor Training Center

A 2-day cuurse to be given at the Woodmont Building, 6th Floor,
8120 Woodmont Ave., Washingtion, D.C. 20014.

Description

This conrse is designed to enable the auditor to quickly discover major
trouble areas and develop appropriste recommendations, "Fhese ultra-
modern manageria’ audit techniques help racet the problem of insufti-
cient qualified audit personnel and enable the auditor to ascend above
the inconseqaientinl to discern major managerial problems and perti-
nent corrective measures. Case problems and exercises ave nsed to rein-
foree and illustrate this ultra-modern managerial-type audit, Coverage
ineludes :

Theory and Applicability of Operational Audits

Risks Invohed

Productivity of Audit

Elements of Audit Approach

Application of Theory

Areas of Emphasi:

Case Problems and Exercises

Who May Attend

Course is recommended fov the progresstve and imaginative Govern.
ment auditor of the GS-9/15 grade level (or equivalent).

How To Make Nominations

Nomination-Registration for Training, Optional Form 37, shounld be
submitted for cach nominee to Registrar, Interagency Auditor T'raun-
ing Center, Woodmont Building, 6th Floor, 8120 Woondmont Ave.,
Washiugton, D.C, 20014, not later than 2 weeks prior to the beginning
date of tie conrse, The cost of the course is £50 per participant. For
further information. call Regisirar. Interagency Aunditor Teining
Center, (301} 495-6351 o1 1DS Code 179-6351,
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PRACTICE PROBLEMS IN GOYERNMENTAL
ACCOUNTING

Civil Service Commission

Classes will be held 1 day a week over 1 12-week period. The
coursc will be offered quarterly in "¥ashingion, D.C., and major
U.S. cities.

Description

The practice problems (frequeuntly veferred to as a “practice set™ iu
the acudemic community) witl provide a realistic envivenment com-
plete with facsimile docwents, reeords, and forms, Course material
will include a deseription of daily transactions for an centive hseal
year. The students will be required to:

1. Prepare and process documents and forms requived for special-
1zed transactions.

2. Record transactions in hooks of original entry (journals), us-
ing both the Geueral Journal and specialized books of ariginal
entry (e, Cagh Receipts Jownal, Cash Dishursements Jou-
nal, Billing Register, and Voueher Register).

3. Post journal entries to hoth tho General Ledger acconnts and
Subsidizing S edger Acconnts,

4. Make the necessary periodic adjustments, reconcilintions, and
other analysis,

5. Prepare a working prper trinl talance.

6. Prepare the three fundamental finaneial statements (i.e. the
Statement of I'inan-~‘al Position, the Operating Statement, and
the Statcuient of Chungres in Governiment Equity).

The problenis then will illustrate the daily linancial transactions of a
typical Foderal ageney, and students will get involved in all phases of
the accounting eyele in a simulated hut realistic work environment,
Classes will e held 1-day n week over a 12-week period. Participants
will use the time Ietween classes to complete work assignments for
discussion in ensuing classes,

Who May Attend

There ave 1o grade restrictions for pavticipation: however, the eonrse
presumes some knowledge of clementary bookkeeping or accounting.
Those who have little or no knowledge in either boakkeeping or ac-
countiug should liest complete the d-day elementary course, €fo ru-
mentdd Bookkeeping and Accounting
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{

How To Make Nominations

Authorized agency officials should complate Nomination-Registration
for Training (Optional form 37) for each nominee. Nominations for
those wishing to attend the courses in Washington, D.C. should be
submitted to The Management Sciences Training Center: U.S. Civil
Service Conumission; Washingto , D.C.. 20415. Nominations for those
wishing to attend the courses &, other cities should be submitted to
the neavest 1.8 Civil Service Commission Regional Training Cente..

Other Information

Detailed ammonnerments will be nubliched well in advanes of each
cotnse offerit . Further information may be obtained by telephoning
$32-5600, o1 Code UL, extension Zobik,

SEMINAR FOR AUDIT MANAGILRS
Interagency Auditor Training Center

A 2.3ay saininar to he given at the Woodmont Building, 6th Floor,
8120 Woodmont Ave.,, Washington, D.(Z 20011,

Description

This conrse has been designed for the ton lever vudit Manager, his
Deputy or Key Assistants to inerease wieir effectivencss not oaly
through leetures but alse through discussions of problems of divect and
immediate coneern to them. Selected arcas for group analysis inehude:

1. Overall Planning and Control

2. Organizationof the Audit Stafl

3, Statf Management

$. Inereasing Management Reengnition
Iach segment of the seminar will bo condueted by o welt-known “prag-
watis " who has proven and tested his theories in the pealities of the
working world. Come and find ont how exelanging ideas will stimulate
and expand your own approaches to your problems,

Who May Attend

The seminar is recommended for supervisory auditors who manage,
or assist- in the management of their respective audit oflives. Enrollecs
should be thoro.ghly conversant with their oflice organizational struc-
tures and fuictions, manuals, andit tools, policies and reporting
principles,
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How To Make Nominations

Nomination-Registration for Training, Optional Form 37, should
Le subniitted for each nominee to Registrar, Interagency Auditor
Training Centes, Woodmont Building, 6th Floor, 8120 Woodmont
Ave, Washington, D.(. 20014, The cost of the seminar is S50 per par-
ticipant. For further information, call Registear, Interageney Auditor
Training ('(’nter, (301) 495-6301 or IDS Code 1796351,

SEMI-SENIOR AUDITING
Interagency Auditor Training Center

A 5-day course 1o be given at the Woodriont Building, 6th Floor,
8120 Woodment Ave., Washington, D.(C 20014,

Description

This training consists of comprehen=ive cases covering all aspects of an
andit and oriented to seinisenios grade level. Coverage inehudes:

The Audit Assignment

Audit Plans

Survey

Audit Guides

Controls

Findirgs

Concluding tlie Audit

Who May Attend

This vourse is recommended for the Govermment auditor of the GN
9712 level (or the eqaivalent) who is auxious to quatify for inereased
respoasibilities,

Hotw To Make Nominations

Nomination: Registration for Training, Optional Form 37, shonld he
subiitted for each nominee te Registrar, Interagency Anditor Train.
ing Center, Woodmont Building 6th Floor, 8120 Woodinont Ave,,
Washington, D.C. 20014 ot later than 2 weeks prior to the begining
date of the course. The cost of the cowrse is ¥175 par participant, For
further infonpation, call Registrar, Interageney Auditor Tr.iniug
Center, (301} 435-6351 or TS Code 179-6351,
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SENIOR AND SEMI-SENIOR AUDITING

Interagency Auditor Training Center

A 5-day coune to be gwen ut the Woodmort Building, 6th Floor,
8120 Woodmont Ave., Washington, D.C. 20014,

Description

This conrse consists of lectures, discnssiois, and exercises on the tech-
nical and administrative responsibilities of the scnior and semi-sentor
Governinent auditor to make the transition to the Senior level. Cover-
age i udes:
Financing Fuleral Programis-—An Auditor’s View
The Auditor's Relationship With Other Elcments of his Orgsnization
Planning, Progriming and Scheduling
Developing the Audi: Approach
Preparing Audit Programs
Managing the Audit
Internal Audit of an Oiganizational Entity
Auditing ADP Systems
Uee of Statistical Sampling

#Who May Attend

The conrse is recominended for the progressive Govermnent audi’ or of
above-average potentialities currently in the GS-9/13 grade level (or
cquivalent).

How To Make Nominations

Naminstion-Registration for Treining, Optional Forn 37, should be
snbmitted for cach nonnnee to Registrar, Interageney Anditor Train-
ing Center, Woodmont. Buiiding, 6th Floor. £120 Woodmont Ave,
Washington, D.C. 20014 not later than 2 weeks prior to the beginning
date of the course. The enst is 8175 per participant, For furtl.er infor-
mation, call Registrar, interngoacy Auditor Training Center, (301)
495-6351 or 1S Code 173-6351.
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STATISTICAL SAMPLING IN ACCOUNTING AND
AUDITING

Interagency Auditor Training Center

A 5.day courso 20 be given at the Woodmont Building, é1th Floor,
8120 Woodmont Ave.,, Washinglon, D.C.. 20011.

Description

This five-day seminar offers the opportunity to learn how to use statis.
tical sampling techniques in acconnting and auditing and broadens the
perspective and contribution to managen. It covers the main con-
cepts and prineiples of probahitity sampling ‘n a nontechnieal, logical
way. Subjects cavered in the course include::
Basic Statistical Meihods
The steps necessary to elearly formulate an accounting or auditing problem
‘nd the logical sequence of steps requ’ =d, by probability sampling to
yield a solution
The dilferent methods of selecting random samples
Criteria and mcthods for determining sample size
Procedures for estimating from the sample the true characteristics of the
field of «tudy
Mcthods of measuring the religbility of the results and f evaluating the
rignificance of various 1ypes of crrors, with known 1isks
The meaning and use of estimation sampling, discovery sampling, and
work rampling
Pitfalls to guard againsi

B'ho May Attend

Couy s is reeommended for all aceountants, auditors and others mak-
ing financial examinations of GR-9/135 grade level (or equivalent). .\
mathematical background is not reqiired, however, eniollees should
ho capable ot mastering rew subjects quickly.

Hote To Make Nominations

Nomination.Registration forr Training, Optional Ferm 37, should he
submitted for each nornince to Registrar Interagency Anditop Fran-
ing Center, Wodtiont Building, 6tht Floor, 8120 Weedinon: \ve,,
Washington, D.C. 20014, no. later than 2 weeks prior to beginning of
eourse, The cost of the eonrse is R1TH per partiopant, For further in-
formation call Registrar, Interagency Auditor Training Center, (301)
475-6301 or INS Code 179-8351.
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STATISTICAL SAMPLING IN AUDITING I
Interagency Auditor Training Center

A 5-day course to be given at the Woodmont Building, 61h Yloor,
8120 Woodmont Avy., Washington, D.C. 2001 4.

Description

This intensive course presents concepts and procedures on statistical
sanipling in auditing. These concepts and procedures are reinforeed
with numerous esercises and vase proolems. This conrse will provide
the on-the-line auditor and audit manager with working knowledge
of subjrct, and with a sound basis for certain on-the-job applications
and additional specialized training. Coverage includes:

Orienlation

Basic Concepts

Random Sclection Procedurcs
Sampling for INiffercnt Purpose
Determining Size of Samples
Estimation Methods

Evaluation of Sanpling Results
Point vs. Interval Estinates
Non-Sampling Errors

Who May Attend

Course is recommended for selected auditors of GS8-0/15 grade level
(or equivalent) who have need for knowledge on the subject. .\ mathe-
matical background is not required, however, enrollees should be ca-
pable of mastering new subjec’s quickly.

How To Make Nominations

Nomination-Registration for ‘I'raining, Optional Form 37, should be
submitted for each nominee to Registrar, Interageney Anditor Train-
ing Center, Woodmont Building, 6th Floor, 8120 Woodmont Ave,,
Washington, 1.C, 20014, not later than 2 weeks piior to beginning of
course, The cost of the course is §175 per participant. For further in-
formation call Registrar, Interagency Auditor Training Center, (301)
$95-6351 or TS Code 179-6351,
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STATISTICAL SAMPLING IN AUDITING I
Interagency Auditor Training Center

A 5.day course to be given at the Woodmont Ruitding, 6th Floor,
8120 Woodmont Ave., Washingion, D.C. 20014,

Description

"The course consists of practical exerrises and case problems on selestion
of samples. mechanics of sampling, determination of sample sizes
and appraizal of sample results. Sophisticated method are also intro-
duced and explained. Coverage includes:

Refre-hier of Basic Probability Sampling Audit Concepts

Case Studics Covering Application of Wide Variety of Probability

Sampling Problems—Cluder Sampling; Stratified Sampling: and Other

Techniques
Summarization

Fho May Attend

Course is recommended for selected auditors of GS-9-15 grade level
(or cquivalent) who have need of this knowledge, Knrolees =hould
have completed Statistical Sanpling in Auditing T or the equivalent,

Howe To Make Nominations

Nomination-Registration for ‘Training, Optional Form 37, should
be submitted for eachi nominee to Registvar. Interageney Auditor
Training Center. Weodmont Building. 6th Floor, <120 Woodment
Ave,, Washington, D.C. 20014, not later than 2 week prior to the
beginning date of the course. The eost of the course is 175 per par-
ticipant. For further information, eall Registrar, Interageney Anditor
Training Center, (301) 495-6351 or TDS Cade 170-0301

SUCCESSFUL AUDIT REPORT WRITING |
Interagency Audilor Training Center

A 2.day course 10 be given at the Woodmont Building, 6Gth Foor,
8120 Woodmont Ave, Wadhington, I».C. 200114,

Description

This course is designed for Government awditors who are involved
in the preparcation and review of audit reports. The conrse deals with
practical wud understandable “do’s™ and don’t's™ to assure Yol
and effective comnunications, particular’y with respect to the andit
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report. Exercises and case problens are used abundantly throughout
the course. Coverage includes:

"mportance of Effective Report Writing

Problems in Communicalion

Haw To Use Wards Effeclively

Punctuation-—Make 't Work For You

How To Consiruct Potent Scntences

Designing the Superb Paragraph

Review and Edit

Who May Autend

The course i+ recommended for auitors of t'10 G:8-9/1H grade level
(or cquivalent) who desire to improve their «ommunicative skills,
particularly with respect to the audit report.

How To Make Nominations

Nomination-Registration for Training. Optional Form 37 should be
submitted for ea~h nominee to Registrar, Interagency Auditor Train-
ing Center, Woodmont Building, 6th Floor, 8120 Woodmont Ave.,
Washington, D.C. 20014 not later than two weeks prior to the be-
ginning date of the course. The cost of the course is %80 per par.
ticipant. For further information, call Registrar, Interagency Auditor
Training Center, (301) 495-6351 or 1S Code 179-6351.

SUPERVISORY AUDITORS COURSE
Interagency Auditor Training Center

A 5-day course 10 be given at the Woodmoni Building, 6th ¥loor,
8120 Woodmont Ave, Washington, .. 2001 4.

Description

This course is devised to assist the supervisery auditor in the technical
management of the audit and common sens¢ about supervising people.
Principles and concepts on the supervisoin auditors’ techinical respon-
sibilities are reviewed, examined, and rein foreed with case problems
and exercises.

Who May Attend

This course is recommended for anditors of the GS-12/14 grade level
(or equivalent) who currently have supervisory anditor responsibili-
ties or who are expected to assume supervisory responsibilities in the
near future.
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Hotwe To Make No:ainations

Nomination-Iegistration for Training, Optional Form 37, should be
submitted for cach nominee to Registrar, Interageney Auditor Train-
ing Center, Woodmont Building, 6th Floor, 8120 Woodmont Ave,,
Washington, D.C. 20014, not later than 2 weeks prior to the beginning
date of the course. The cost of the course is $175 per participant. For
further information, call Registrar, Interageney Auditor Training
Center, (301) 495-6351 or 11D Code 179-6351.
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VWRITTEN COMMUNICATION FOR AUDITORS
Int.ragency Auditor Training Center

A 4-day course lo ba given at the Woodmont Building, 6th Floor,
8120 Woodmont Ave., Washington, D.C. 20014.

Description

An intensive program devised to upgrade the auditor's competence in
the all-important area of written communication. This trairing is
oriented ta the nceds of the ar2itor whose writings must be Incid and
effective. A confidential analysis of each enrollee’s written communi-
cation isincluded in the seminar.

Who May Attend

The course 17 recommended for Government auditors who have need
of training in communicative skills, either of an introductory or re-
fresher nature. It is recommended that enrollees be of the GS-0/15
grade level (or equivalent).

How To Make Nominations

Nontination-Registration for Training, Optional Form 37, should be
submitted for each nominec to Registrar, Interagency Anditor Train-
ing Center, Woodmont Building, 6th Fleor, 8120 Woodmont Ave.,
Washington, I).C. 20014 not later than 2 v ks prior to the beginning
date of the conrse. The cost of the course 1. §160 per participant. For
further information, call Registrar, Interagency Auditor Training
Center, (301) 495-6351 or IDS Code 179-6351.

Civil Rights and Equal Employment Opportunity

ADVANCED EQUAL EMPLOYMENT OPPORTUNITY
COUNSELING

Civil Service Commission

A 3-day program to be given four 1imes a year at the Civil Service
Commission, 1900 E Sirect NW,
Description

This course will itclude the following topics: Federal Equal Employ-
ment Opportunity Policies and Programs; Report of Piogress to
Date; Defining and Analyzing EEQ Work Problems iy an Organiza-
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tion: The Role of the KEOQ Officer in DPesigning and Administering
the Affirmative Action Plan; Understanding and Using the Flexibili-
ties in the Federal Personnel System: The Public Service Careers and
Upward Maobility Programs for Lower Level Employees: Workshop:
S geney Counseling Cases: Management. Fxpectations; and Critical
Issues and Trends in Fqual Employment Opportunity,

Who May Attend

Persons who are presently serving as EEOQ Comnselows and have com-
pleted the basie KO Connseling course given by the Civil Serviee
Commission or their ageney,

Note: Those designated to serve as EEO oflicers, investigators, appeals
examiners, or function prinarily as ianagers and supervisors shonld
registerin the appropriate Civil Service Conumission or ageney courses
dealing with these activities.

Hoic To Make Nominations

CSC nomination forms (Optional Form 37) .7 ould be subinitted by
authorized ageney representatives to the Divecto, fPervonnel Manage-
ment Teaining Center, Burean of ‘Training, US. Civil Service Com-
mission, Washington, 1.C%, 20115, Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept-
ances will be listed in mdividual announcements whieh will reach
agencies 6 weeks before the course,

Other Information

Agencies may obtain further information by calling 632 54636 or code
101, extension 25036,

APPEALS AND GRIEVANCE EXAMINERS
Civil Service Commission

A 3-day course to be held two times a year a1 the Gisil Service
Commission, 1900 E Street NW,
Description

Designed to provide knowledge in the procedural requirements of the
appeals and grievance programs and skill in the preparation for and
conduct of heavings and ingrivies. Participation in this conrse will
satisfy the standard requiring all Appeals and Grievance Fxaminers
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to complete a specialized course of training preseribed by the
Commission,

B'ho May Attend

Persons meeting the Standards for Examiners established in FPM
Le‘ter T71-5,dated October 20, 1970,

Hoiwo To Make Nominations

CSC nomination forms (Optional Forin 37) should be submitted by
anutliorized agency representetives to The Divector, Personnel Manage-
ment Training Center, Burean of Training, U.S. Civil Service Com-
misidon, Washington, D.CL 20415, Exact conrse dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept-
ances will be listed in individual announcements which will reach
ageacies 6 weeks before the conrse.

Other Information

Agencies may obtain fither information by calling 6325636 or code
101, extension 2566,

EQUAL EMPLOYMENT OPPORTUNITY
COUNSELING

Civil Service Commission

A 3-day course 10 be held six tlimes a year at the Civil Service
Comrnission, 1900 E Sircel NW,

Description

Includes an overview of the KO Counselor's duties, and defines the
knov:ledge hie needs to discharge his responsibilities in the informal
resolution of discrimination cotiplaints. Principal focus of the course
is the counseling function j each participant has an opportunity to role-
play as a counselor, in workshops which simulate actual complaint
situations.

Participants
First priority iz assigned to persons who Lave been or will be desig-

nated as KEO Ceunselors, or who will conduct in-howre training in
EEQ counseling.
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HHoiec To Make Nominations

CSC nomination forms (Optional Ferm 37) shonld Lie submitted by
authorized ageney representatives to The Director, Persor 1el Manage-
ment ‘Iraining Center, Bureat of Training, UK, Civil Serviee Com-
nrission, Washington, D.C, 20815, Fxact course dates, cost, deadline
dates for receipt of nominations, ad dates for confirmation of aecept.
anees will be listed in individual announceinents which will veach
agenvies Gweeks betore the conrse,

Other Liformation

Ageneies may obtain further information by ealling 632-5656 or cade
101, extension 25636,

EQUAL EMPLOYMENT OPPORTUNITY—
PROGRAM PLANNING AND EXECUTION
Civil Service Commission

A 3-day program to he given Inice a year at the Civil Senice
Commission, 1900 E Sizeet NW.

Description

1 his comrse will include the following topies: Federal Equal Employ.
nfent Opporunity Policies wid Programs: Delining and Analyzing
EEO Work Problems in an Organization : Designing and Administer-
ing the Affiriative Action Plan: How the Discvimination Complaint
Process Works; Understanding and Using the Flexibilities in the
Merit System; and Critical Trends and Issues in Equal Ewployment
Opportunity.

W ho May Attend

This program is intended for those individuals responsible for plan.
ning and directing Federai KEQ programs.

Note: Thos~ designated as EEQ counselors, investigators, and apy cals
examiners, or function primarily as managers or supervisors, shoull
register in those appropriate Civil Service Connnission or ageney
conrses dealing with these activities

Howw To Make Nominations

CRC nomination forms (Uptional Form 37) should be submitted by
authorized agevey representatives to The Director, ersonnel Manage-
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ment Training Center, Burear of Training. TL.8. Civil Service Com-
mission, Washington. 13.C. 20415, Excet conrse dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of av-,
ceptances will be listed in individual annoincenients which will reach
agencies 6 weeks before the cowrse.

Other Information

Agencies ni. sbtain further information by ealling 632-5636 or code
101, extension 25636,

INTERVIEWING TECHNIQUES FOR CIVIL RIGHTS
INVESTIGATORS

Civil Service Commission

A 3-lay program 10 he held at the Civil Service Commission,
1900 ¥ €1rcet NW. Dates wilk he announced later,

Description

Contract Compliance officers and Title VI Investigators spend a lar,re
part of their tine in the field interviewing contractors, program
nanagery, employees, program recipiecits, local officials, civil rights
leaders, and other persons connected with complaints Leing investi-
gated, Their reports and conclusions usually depend gnite heavily
on these interviews. Productive interviews can only he eonducted
when the interviewer has the necessary skills and knows whom to
interview, how to interview, hiow to write up an interview angd what
preparations to make prior to an interview, This course will be de-
sigmed to oquip the civil rights investigator with these skills, By
means of lectures and role playing it will acquaint the investigator
with sonzees of community data necessary for background matevial,
with the actual mechanics of good interviewing, and with suggested
foris for recording the interview, It will be oriented towards civil
rights investigation although much of the content will be relevant <o
other typesof iuvestigations.

Who May Attend

The prograns is intendled primarily for Contract and Title VI Com-
pliance Officers,

Howe To Make Nominations

Nominations will be submitted by the authorized ageney official to
The Director, Gereral Managament Training Center, US. Civil Serv-
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ice Commission, Washington, D.C.. 20415, Deadline dates for nomina-
tions and notification of acceptance will be listed in program
announcements to be issued at a later date.

Other Information

Additional information may be cbtained by calling the General
Management Training Center at 632-5662. or code 101, extension
25662.

INVESTIGATION OF COMPLAINTS OF
UISCRIMINATION

Civil Service Commission

A 3.duy course 10 be lield three tinies a year st the Civil Service
Commission, 1900 E Strect NW,

Description

Provides the special expertise needed in investigating discrimination
complaints, through exploration of legal and regulatory requirvinents,
social factors, and “patterns” which have existed and may continue to
exist; provides practice in analysis of complaints, fact-finding tech-
niques, and recognition of underlying as well as evident factors:
describes standards of adequacy of investigative reports.

Who May Attend

Employees who have signifieant responsibilty for investigating dis-
crimination complaints,

How To Make Nominations

C8C nomination forms (Optional Form 37) should be submitted by
anthorized ageney representatives to the Director, Personnel Manage.
ment Training Center, Burvau of Training. U.S, Civil Service Com-
mission, Washington. 1).C. 20115, Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of ac-
ceptances will be listed in individual announcements which will reach
agencies G weeks before the course.

Other Information
Agencies miay obtain further information by calling 832-3636 or conde
101, extensicn 25636,
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WORKSHOP IN EQUAL EMFLOYMENT
OPPORTUNITY FCR CONTRACT COMPLIANCE
SPECIALISTS

Civil Service Commission
A 5.day progrand 1o be conducled in residence. Dates will be
anncunced Jaler.

Description

Exccutive Orvder 11246 requires conteactors doing business with the
Federal Government to practice ¢qual employment opportunity. In
order that Federal contract compliance ofticers better understand the
spivit and intent of the order and its nnplications for a contractor's
personnel policies, the Oflice of Federal Contract Compliance, which
has the administrative responsilnlity for Executive Order 11246, and
the General Management Training Center have developed this train-
ing conrse. The training will be offered to all Contract compliance
specialists in the appropriate agencies, The workshops will provide an
intensive training ¢x vience insuch arcas as- the background of -
nority group employment : official Federal policy; problems in equal
‘mploynment opportunity, techniques of problem identification and
malyses: and skills in conducting the compliance review. A substan-
tial portion of the training will be devoted to the use of case studies
wd role playing situations to provide participants with experiences
that approximate thoze most likely to e encounterad in the field.

Fho May Attend

This course s appropriate for persons actively sngaged in the com-
plinuee review function of their ageney. His nof appropriate for per-
sons having general KEQ responsibilities,

How To Make Nominations

Nomnations should be snbmitted by authorized ageney representa-
tives to The Director, General Management Fraining Center, LS,
Civil Service Commission, Washington, D.C, 20§13, Confirmation of
cceepted nominations will he made in advance of the program, Dead-
Tine dates for rceeipt of nominations and confirmation of acceptance
will be listed in the program announcement to he issved at.« later date.

Other Information

Amonncements with more detailed information will be sent to agen-
cies well in advanee of the progiam date. Further information may be
cbtained by calling 632-56G2, or code 101, extension 25602,
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WORKSHOP FOR TITLE VI COMPLIANCE
OFFICERS

Civil Service Commission

A 5-day program rcheduled as nceded a the Civil Service Com.
mission, 1900 E Stecet NW.

Description

Fitle V1 of the 1964 Civil Rights Act requires that federally assisted
progruns be administered on a nondiscriminatory basis. It has there-
fore been necessary for agencies covered by Title VI to develop a com-
pliance capability, The General Management Training Ceitter, in
consulation with The Departmment of Justice, will offer this comse to
give compliance officers training in the techniques and proceduves of
compliance review. Through the use of case study and role playing
materials, this training sceks to emphasize the identification and anal-
ysis of problems and the development of skills usefnl in conducting
compliance reviews. Attention is also given to the social context in
whiclh the review takes place on the assumption that such information
is prerequisite to an effectise review. This course is designed to im-
prove the ability of compliance specialists to recognize the causes and
forms of discrimination in federally assisted programs and to develop
the skill and knowledge appropriate to civil rights investigation and
thy negotiation process.

Who May Anend

Persons with a Title VI complianca responsibility are eligible for
participation in this course. It is designed for compliance specialists
and should not bo regarded as a greneral civit rights training program,
Compliance administrators may wish to avail themselves of this train-
ing but they should be aware that the focus is on techniques useful
primarily to field personnel,

How To Make Nominaiions

Nominations should be submitted by anthorized ageney represcnta.
tives to The Director, General Management Traimng Center, U1.S,
Civil Service Commission, Washington, 10.C. 20415, Confirmation of
accepted nominations will be made in advance of the program. Dead-
line dates for receipt of nominations and confirinations of acceptance
will be listed in the program announcement to be issued at a Jater date.
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Other Information

Amnouncements with more detailed information wiil be sent to all
agencies well in advance of the program date. :Agencies may obtain
further inforation from The General ManagementTraining Cen'er,
3325662, or code 101, extension 25062,

Clerical and Office Skills

BETTER OFFICE SKILLS AND SERVICE

Civil Service Commission

An 8 half-day workshop conducted bimonthly at the Civil
Service Commission, Washington, D.C.

Nescription

This workshop is desigmed (o assist the clericul employee to take a
realistic Jook at her job wnd to make her a more efticient and effective
member of the oflice team. 'Fypical problems and activities oceurring
during a normal working day are discussed. Ephasis is placed on
proper attitudes, office diploriaey, urman relations, telephone tech-
niqies, grainmar, organization, Government retevence aids, and
grooiring. Practical exercises, case studies, group discussion, lectures,
and incident studies are ineluded in the workshop.

Who May Attend

G5 2 through 4 (or the equivalent) sccretaries, clerk-typists, clerk
stenogiaphers and other clerical employees may he nominated to
attend the course.

Hoiwe To Make Nominations

Authorized ageney ofticials should submit nominations on Optional
form 357 ( Nomination- Registration for Trainitg) to The Communica-
tions and Office Skills Training Center, Burean of Training, U8, Civil
Service Connnission, Wishington, D.C. 20415, You may obtain fuirther
information by calling 632-560S or cade 101, extension 20608,

Other Infc mation

Thie cost of the program will be ~hared by the participating agencies,
Announcements with more detailed information will be sent to all
agencies well in advance of the work<hop. Nomination deadline dates
will be liscedin the announcements,
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BETTER OFFICE SKILLS AND SERVICE
INSTRUCTORS' WORKSIIOP

e

Civil Service Commission

A 2.week couise offered twice a year i b Wa hington, D.C,,
areca.

Description

The Retter Office Skills and Service Tnstructors’ Workshop is de-
stgned to prepaze and assist the training specialist in conducting the
Civil Service Commission's Better Oflice Skills and Service Seminar-
Workshop. Thring tle course, the participauts will be given new con-
cepts in teaching techniques, materials and equipiment. They will
have an opportunity to sbserve, participate and teach portions of
an actusl Better Office Skills and Service class. Video tape equipment
will be nsed to evaluate eacls practice teaching exercise and to capture
good aud poor actual classroom situations for discussion.

Who May Attend

Employee Development Officers, Training Specialists, Administrative
Assistants, or secretaries responsible for training lerical-seeretarial
personnel may be nominated.

How To Make Nominatirns

Authorized agency shiould submit nominations on Optional form 37
{Nomination-Registration for Trainiug) to The Conmunications and
Oftice Skills Training Center, Burean of Training, U.S. Civil Service
Commission, Washington, D.(. 20415, You may obtain additional in-
formation by calling 632-5608 or cade 101, extension 23608,

Other Information

The cost of the program will be shared by the participating agencies.
Announcenients with more detailed information will be sent to all
agencies well in advance of the program. Nomination deadline dates
will be listed in the announcements.
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OPERATION UPDATE: A PRACTICUM FOR THE
EXECUTIVE SECRETARY

Civil Service Commission

A 3-day scm’nar-workshop offercd yuarterly at the Civil Scrvice
Commission.

Description

"This practicnm is designed to give caclh executive seeretary an oppor-
tunity to learn about new ideas that will assist her in performing her
job more eflectively. She will also review teehiniques that are essential
in keeping up-to-date in today’s Government oflice. University pro-
fessors, psychologists, inanagement conzultantz, and top Governmeit
executives will present lectures followed by u workshop. Exciting topies
included in the lectnre-workshop practicum are: The Psychology of
Dealing with People, The Secrctary and Her Federal and Congres-
sional Linison Role, Decision Logic, Flective Oftice Procedures, Office
Communications Breakdewn, Human Relations Effectivencss, and
The Assistant to the Execntive,

Who May Attend

"This course is designed for seeretarvies, administrative assistants, staff
assistants, and administrative aides, GS-S and above (or the cquiv-
alent), who perform sceretarvial duties and act as oftice mmnagers or
principal personal assistants to exeentives,

How To Make Nominations

Authorized ageney officials should submit nominations en Optional
form 37 (Nomination-Registration for Training) to The Communica-
tion= and lice Skils Training Center. Burean of ‘Training, U.S, Civil
Service Conunission, Wachington. D.C, 26§15, For additional inforina-
tion, call 632-5G08 or codde 107, extension 25608,

Other Information

The cost of the program will be shared by the participating agencies.
Announcements with mere detailed information will be sent to all
agencies well in advance of (he program, Nomination deadline dres
will be listed *n the course announcements.
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SECRETARIAL TECHNIQUES
Civil Service Commission

A 5-day course offcred monthly av the Civil Service Commission,
Washington, D.C.

Description

This course is designed to analyze the duties, responsibilities, and di-
mensions of today's Government secretary. During the workshop the
participants will exchange, present, and discuss technical scerctarial
information designed to stimulate an interest in striving toward in-
creased office efficiency, job satisfaction, and applied secretarial di-
wensions. The program will cover nreas such as today’s secrctarial
responsibility, commmuuications— (writing, reading, listening, and
speaking)—human velations, technical skills (grammar, capitaliza-
tion, punctuation), public relations, office management, and job satis-
faction. The workshop includes lectures, projects, case studies,
problem analyses, and practical exercises. Video tape equipment is
used to augment the effectiveness of the workshop. Students will use
the video tape to evaluate their effectiveness as they deal with people
face to face and by telephone. Each student will have the opportunity
to observe her ability to communicate by using this up-to-date method
of visual replay.

Who May Attend

Necretaries, Clerk-Stenngraphers, and Clerk-Typist. GS-» through
35-T (or theequivalent), may e nominated for the course.

How To Make Nominations

Authorized agency oficials shionld submit nominations on Optional
form 37 (Nomination- Registration for Training) to Th» Communica-
tionsand Oftice Skil's Training Center, Burcau of Training, U.S. Civil
Service Commis<ion, Washington, D.C. 20315, You may obtaiw addi-
tional inforniation by calling 632-5608 or ceade 101, extension 25608,

Other Information

The cost of the workshop will be shared Ly the participating agencies.
Announcernents with more detailed information will be sent to all
agencies well in advance of the program. Nomination deadline dates
will be listed in the annonncements.
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SHORTHAND EXCELLENCE

Civil Service Commission

A 9 half-day course offered bimcnthly atl the Civil Scrvice
Cormmission, Washington, D.C.

Description

“Shorthand Excellence™ is designed to increase the seeretary’s ability
to meet e requirements of her boss™ dictation, A review of shorthand
shortents and tips, business Englishy, Government style practices, and
correspondence procedures are included Goveenment style dictation
is given by Government bosses aud the instractor. In addition, regular
thied dictation is given by the instructor. An electronic laboratory
system is used so the participant can vractice from preparved speed
tapes designed to meet her needs. Frequent transeription tests, brief
forny, phrase drills. and recall reviews are given. The class meets on
Monday, Wednesday, and Friday for three weeks.

Who May Attend

This course is open to clerical employvees, GS-2 and above (or the
equivalent), who can take Gregg Simplified or Diamond Jubilee
shorthand at 50 words a minate.

How To Make Nominations

Authorized agency officials shonld submit nominations on Optional
form 37 (Nontination-Registration for Training) to The Communica-
tions and Office Skills Traming Center, Bureau of Training, U.S
Civil Service Commission. Washington. D.C, 20415, For additional
information, cail 632-5608 or code 103, extension 25608,

Other Information

The cost of the progriumn will be slared by the participating agencies
Announcements with more detailed information wilt be sent to all
agenctes well in advance of the program. Nomination deadline dates
will be lis o« in the conrse announcement.
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Facilities and Services

PASSENGER TRAVEL CONFERENCE
General Services Administration

A 2-day course scheduled periodieally in Washington, D.C., and
other centers of Federal population, or offercd onsiie at agency
request,

Description

This confcrence is designed to assist Federal agencies in evaluating
their transportation activities on a total cost concept and in reducing
costs by taking into account all relevant factors, including schedules,
fares, per diem, loss of productive time, ns well as the comfort and net
effectiveness of the traveler. It also enables agencies to evaluate the
benefits of passenger traffic management technigues applied to agency
prograws including centralized travel services.

Who May Attend

This course is open to civilian rgency personnel who supervise travel
activities; approve, authorize, or arrange travel; and formulate or
develop travel procedures.

How To Make Nominations

Nominations should be submitted through agency employce develop-
ment officers to the Director, Training Division (BPT), General Serv-
ices Administration, Washington, I.C. 20405, using Optional form 27
(Rev.), Nomination for Interagency Training. A brief description of
the nomince’s duties should Le includad in item 11 of the OF 37.

Other Information

No cust tn agencies. Spacific dates and Iocations will be announced.
Agencies may obtain further information by calling area code 202,
343-7681, or code 183, extension 7681.
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SPACE PLANNING AND OFFICE LAYOUT
General Services Adniinistration

; A «-day course scheduled periodically at various centers of Federal
popalation; not offered in Washingion, D.C.

Description

¥

; This course is designed to train participants in the skuls and tech-
‘ niques of space planning and office layont, including : determination of
: space requirements, space assignments, oftice arzangement, formulation
: of eriteria for office layont, space utilization, work flow requiiements,

moving, and the concepts and requirements of space managetent.
Through the use of lectures, direnssions, gronp intervactions, and
| practical office layout problems, the participants have an opportunity
i to learn basic concepts and exchange ideas, Approximately one-half
the conrse involves practical applications duritg workshop sessions.
When the participants have finished the covese, they shonld have
developed greater efficiency and expertise in the following aveas:
development of space requirements, concept and execution of an office
layout, templating techniques, planning, and executing i nove, and
maintaining effective space management.

Who May Attend

Management officials, office mimagers, and space planning and layont
technicians of Govermment agencies who are respensible for ~pace
managenent functions are eligible to aitend.

How To Makc Nominalions

Nominations shoulid be subitted theough ageney cuployee develop-
ment ofticers to the Dirvector, Training Division (BPT), Genera!
Nervices Administration, Waslhington, (. 20§05, using Optional
forii 37 (Rev.), Nomination for Interageney Traning. A brief
deseription of the nominee’s duties shonld e included in item 11 of
the OF 37.

Other Information

No cost to agencies. Specifie dates and lecations will be announced.
Agencies may obtain additional information by calling area code 202,
343 -7681, or ende 183, extension 7681,
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Lahor Relations

BASIC LABOR-MANAGEMENT RELATIONS
Civil Service Commission

A 5day program to he held periodically a1 the Civil Service
Commission and various residential centers. (Note: This
course adopts rome of the subject matter presently covered in
the present course, Basic Labor-Management Relations. Addi-
ditional training units have been incorporated 1o broaden the
subject matter covered.)

Description

This course is designed to provide broad eolleetive bargaining training
to those Government workers with a beginning or support function in
labor relations. 7t is the buasic huilding Ylock for the devclopment of
personnel whowill be active in the field,

Who May Attend

Those personnel and lahor velations specialists and general managers
with a beginning support job function in I; bor relations.

How To Make Nominations

Nominations shonld ba submitted on Optional Form 37 by authorized
ageney representatives to The Director, Labor [ielations Training
Center, Burean of Training, "8, Civil Service Commission, Waxh-
ington, D.C. 20415, Exact course dates, co ty deadline dates for re-
ceipt of nominations, and dates for confirmation of acceptances will he
listed in individual course ammouncement which wili reach ageneies
6 weeks before tho course.

Other Information

Ageneies may olfain further information by calling 632- £810 o1 code
101, extension 24410,
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CONTRACT NEGCZIATION AND
IMPLEMENTATION

Civil Service Commission

A 3-day course 10 lic held periodically at residential centers.

Description

This course is desygmed to prepare the laber relations specialist to
handle colleetive negotiations and administer the agrecnient. Partici-
pants will be provided backgronnd on labor relations, prepare man.
wgement positions, negotiate, partially draft an agreement and receive
instruet? *1 s to its administration. ‘Flie course emphasizes the negoti-
ating process,

Who May Attend

Those Iabor relations personnel or general managers who on a day
to day basis ave mvolved in prvparing, negotiating and administering
collective bargaining contracts: and ave principally responsible for
the management labar relations program.

Hote To Make Noniinations

Nominations should be snhmitted on Optional Form 37 by authorized
ageley vepresentatives to the Director, Lahor Relations Training
Center, Bureau of Training, 1.8, Civil Serviee Cammission, Wash-
ington, 1.C. 20415, Exact course dates, cost, deadline dates for re-
ceipt of nominations, and dates for confirmation of aceeptances will
bhe listed in individual course announcement whiell witl reacl agen-
cies 6 weeks hefore the course.

Qther Information

Agencies may obtain furthor information by ealling 632- 4410 or code
101, extension 24410,
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THE COLLECTIVE BARGAINING PROCESS:
PREPARATIONS, TACTICS, AND LANGUAGE
Civil Service Commission

A 5-day program (preferably residential).

Description

This course emphasizes the skills needed to prepare {or and conduct
negotiations and to dvaft contract langnage. Guidance and practical
exercizes will be provided ire preparing for negotiations, the use of a
“bargaining book,” techniques and tactics at the bargaining table
and drafting and interpreting contract cinnses.

Who May Attend

This course is open to all management nominees,

How To Make Nominalions

Nominations should be submitted on Optional Form 37 by authorized
agency representatives to the Ditector, Labor Relations Fraining
Center. Bureau of Training. U.8, Civil Service Commission, Wash-
ington, D.C. 20115, Exact course dates, cost. deadline dates for receipt
of nominations, aud dates for confirmation of acceptances will be listed
in individual course announcement which will reach agencies 6 weeks
before the course.

Other Information

Agencies may obtain further information by ealling 632-1410 or cade
101, extension 24410,

LABOR RELATIONS COURSES

Civil Service Commission

The following courses are being developed and will be offered at var-
ious times during the year:
Deteimining an Appropriate Bargaining Unit

Fact Finding cascs. Preparation and Pre<entation of Arbitra.
tion snd Labor Disputes and Their Resrlulion
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Other Information

Exact course dates, cost. deadline dates for receipt of nominations,
and dates for contirmation of acceptances will be listed in individual
course announcements whieh will reach agencies 6 weeks before the
course isoffered. Ior furtlier information contact The Labor Relations
Training Center. 178, Civil Serviee Connnission, Washingion, D.C.
20415, Phone 632-1410 or code 101, extension 24 110.

Law Enforcement

FORENSIC CIHEMISTS TRAINING

Bureau of Narcotics and Dangerous Drugs, Department
of Justire

Kix 1.weck programis are scheduled 10 be given at the National
Trainin,  Tnstitule in ficcal year 1972,

Descripticn

This sc. o0l is designed to inerease eliemists knowledge of the drug
problem. update his rnethodology, improve his selentific teehnigues
anl advise Line of the Burean of Nureoties ang Dangerons Drugs’
services that are available to hine The program ineludes classroont
instraction in pliarinacology, chromatography, and other related fields
and practical exervise incthe BNDD Iaboratory where partiecipants
are wlorded the opportnnity to ntilize the varions intraments avail-
ableand practice the technigues emploved :

Bho May Attend

This program is designed primaiily for Forensic Chemists of State
and loeal police agencies, however, Forensie Clemists and other Fed.
eral agencies whoe are enmploved in the amea of nareotios aud dngerons
drag enforcement voork may al o apply.

flow To Make Nominaifons

Application forms available at all Pareaw of Nareoties and Dangerons
Dings oftices should be submitted Dy an anthorized ageney representa.
tive to the Chief. Special Teaining Division, National Training Insi-
tute. Bureaa of Nareotics and Ihingerous Dings. 1005 217 Styect NW
Waslington, D.Co200s7,
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Other Information

Training costs are borne by the Bureau of Narcotics and Dangeraus
Drugs. Nominating agencies will have to pay travel and subsistence
costs for attendees. Fucther information may be obtained hy ealling
(202) 3824804 or Code 128, extension 4504,

LAW ENFORCEMENT SCHOOL

Bureau of Narcolics and Dangerous Drugs, I nariment
of Justice

Approximately 43 programs are scheduled 10 he condicted in
Washingion, D.C. and in lor ‘tiois, to be wnnoun « 1. throughout
the United States during fiscal year 1972.

Description

This &0-honr program offers instraction to State and loeal police ofli-
cers in the basic technigques of narcoties and dangerous drug investiga-
tion. The curriculum includes surveillanee, nndercover investigation,
drug identification, lield testing, phavmacology, legal procedures
and other teclmiques and investigetive tools that an oflicer requires
to initiate and develo] narcotics and dangerous drugs investigations,

B'ho May Attend

Although this progeany is designed primarily for State und local < ow
enforcement  personnely enforcement personnel of other Feaderal
agencies may attend.

How To Make Nominations

Letters of nominations or application forms avatlable in all Bureau
offices should be submitted by anthorized agency representatives to the
Chief, Police Training Division, National Training Institute. Burean
of Narcotics and Dangerous Drugs, 1403 “T™ Street NW.. Wash-
ington, 1. 20037, or in regional locatio..s to the Regional Director in
the gecographical area in which the nominating ageney is located.
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Other Information

Training costs are borne by the Bureaw of Narcotics and Dangerous
Drugs. Nominating agencies will have to provide for the aftendees
travel and subsistence. Further information may be obtained by calling
(202) 382-5031 or Codc 128, Extension 5031

POLICE TRAINING
Bureau of Narcotics and Dangerous Drugs, Department
of Justice

Three 10-week programs are presenily scheduled o be given
during fiscal ycar 1972 at the National Trainiug Insttute in
Washington, D.C.

Description

This program is designed to provide police officers from State and
local law enforcement agencies with the knowledge of the latest
most advaneced techniaues in the fields of narcotics and dangerous
drugs investigation, drug abuse prevention, and ecommunity Jeadership
in the area of narcotics and dangerous dru,.~ law enforcement,

Who May Attend

Tins program is desigmea primarily for State and ivenl police ofticers;
however, mititary and passibly other Federal agencies may have per-
sounel who cangualify for this program.

How To Make Nominations

Application forms may be abtained from the Chief, Police Training
Division, National Fraining Institute, Buzean of Nurvcoties and Dan-
gerous Drugs, 1403 “17 Street, NW., Washington, D.C. 20637, These
applications are to be completed by the roniinecs, approved by the
Chief Executive of his ageney, and sutmitted to the Chief, Polive
Training Division, National Training Institute.

Other Inforrmation

The traning co=t of this progra.n wili be burne by the Buisau of Nar-
cotics and Dangerous Drugs. Nominating agencies will have to provide
far the travel and subsistence costs for attendees. Applicants will be
~onsidered on a =pace available hasis i1 will be selected subzequent to
favorable completion of a b ckgronnd bnestigation. Fusiher informa-
tion may be obtained by ealling (202) :%2-5031 or Codc 128, exten
ston 5031,
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Managemen? Analysis

TECHNICAL ASSISTANCE WORKSHOPS
CORRESPONDENCE MANAGEMENT (2B)

General Services Administration

A 2-day v orks<hop schieduled to mieet agency demand.

Description

This workshop is designed to explain why a correspondence manage-
ment program is needed and how to develop it. It deals with the costs
of written communicationg, how to reduce these coxtx, and liow to pro-
vide the reader with letters that achieve elarity, brovity, pow -« and
empathy.

Who May Adttend

Individuals who are vesponsible lor writing, signing, ov veviewing cor-
respondence as well as those who are responsible for correspondence
operations.

How To Make Nominalions

Nominations should be ubmitted through ageney employvee develop-
ment oflicers to the Warkshop Divectar, National Archives and Ree-
ords Service (NRDP), General Services Administration, Waslington,
D.C. 20108, nsing Optional Form 37, Nomiuation for Interageney
Training.

Other Infornation

Specifie dates and loeations will be annoanced. \,reaeies may obtain
additional information hy calling avea code 202, 963 1151, or code 13,
extension 31151,

TECHNICAL ASSISTANCE WORKSHOPS
DIRECTIVES SYSTEMS IMPROVEMENT (4A)

General Services Administration

A 2.day workshop schieduled to mieet azeacs demand.

Description

This workshop is designad to improve the conmumication of policy,
provedures, and insteuctions i the cleaest, ot effective manner. It
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concentrates on the areas of directives planning, organizing, writing,
illustrating, and editing. ( Arrangements should be made for a 1-hour
orientaticn for agency exccutives when this workshop is conducted
on-sitg in 11 ividual agencies.)

Who May Attend

Management officials who originate dicectives or manage a directive
system are clizible

How To Make Nominclions

Nominations sliould be submitted through agency emyployee develop-
ment ofticers to the Workshop Dircetor, National Archives and Ree-
ords Service (NRI’), General Services Administration, Washington,
D.C. 20408, using Optional Form 37, Nomination for Interagency
Training.

Other Information

Specific dates and locations will be announced, Agencies may obtain
additional information by calling area code 202, £63-1154, or code 13,
extension 34154

TECHNICAL ASSISTANCE WORKSHOPS FILES
IMPROVEMENT (74)

General Services Ac’ iinistration

A 2-day workshop scheduled o meet agency demand.

Descriplion

This workshop is designed to hielp (fovernment offices save time and
money through the establishment of effcetive filing systems. Partici-
pants develop solutions to problems simulating actual filing situations.
'The project follow-up calis for pa- icipants to apply the standards
and techniques discussed to their own agency files,

Who May Attend

Any perron whose duties require him ta set up on maintain files, in-
clnding clerks, seeretaries, and these who supervise filing operations.
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How To Make Nominations

Nominaticns should be submitted through agency emiployee develop-
wment officers to the Workshop Director, National Arehives and Ree-
ords Service (NRT), General Services Administration, Washington,
D.C. 20408, using Opttonal Forin 37, Nomination for Interagency
Training.

Other Information

Speetfic dates and locations will be annonnced. A geneies may obtain
additional information by calling arvea code 292, 0634151, or code 1%,
extension 34154

TECHNICAL ASSISTANCE WORKSHOPS FORMS
ANALYSIS AND DESIGN (3A)

General Services Adminisiration

A 10-day wark<hop scheduled 1o meet ageney demand.

Description

This comprehensive workshop is designed for personnel who need a
technical knowledge of forms analysis and desigm tecliniques. Tt shows
how to establish and operate a forins management program and ex-
plains its relationship to other records muanagement programs, It
shows how to analyze and destgn forins as an efficient means of re-
cording, collecting, fransmtting, and provessing information. Also
inchided is development of forms specifieations, flow charting progce-
dures and the applicaticn of the survey approach to forms design.

Who May Attend

This- " shop is desigmed for forms analysts and trainees, forms lai-
sont v sentatives, forms nanagers and other personnel who need a
techin’ 1 knowledge of forms analysis and design teehniques.

How To Make Nominations

Nominations should be submitted through ageney employee develop-
ment officers to the Workshop Dirvctor, National Archives and Ree-
ords Service (NRP), Grneral Services Adminé-tration, Washinpton,
D.C. 20108, using Optional Forv 37, Nomination for Interagency
Training.
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Other Information

Specific dates and locations will be announced. Agencies may obtain
additional information by calling avea code 202, 9634154, or code 13,
extension 34154.

TECHNICAL ASSISTANCE WORKSHOPS
FORMS FOR AUTOMATION (3C)

General Services Administration

A 5-day workshop scheduled 1o 1aeel .gency denvand.

Description

A comprehensive workshop to acguaint participants «with require-
meats, ~pecifications. mud practical teetmiques and applications for
developing cconoinical and eflicient forms for use in processing infor-
mation in conjunction witic ADDP equipment. Special projects pro-
vide practical experience in applying the standards and techniques
discussed.

Who May Attend

Applicants should have a good background in automation or have at-
tended the Mechanizing Paperwork Systems Workshop (813). In ad-
dition, they should either have attended the Forms Analysis and De-
sign Workslop (3A) or Lave a good knowledyre of basic forms man-
agement principles and techniques.

How To Make Nominations

Nominationg should be submitted throngh agency employee develop-
ment oflicers to the Workshop Director, National Archives and Ree-
ords Service (NRI’), General Services Administration, Washington.
D.C. 20408 using Optional Form 37, Nomination for Interagency
Training.

Other Information

Spevific dates and locations will be annonnced. Agencies may obtain
additional information by calling area code 202, 963-4154, or code
13, extension 34154,
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TECDNICAL ASSISTANCE WORKSHOPS
FORMS TMPROVEMENT (3B)
General Serviees Administration

Two 14-day scssions scheduled to meel agency demand.

Description

This workshop covers the presentaiion and application of techniques
to improve the paperwork tlow by simplifving and improving the
forms wsed, Effective principles for improving, simplifving, com-
bining, and elimination forms e diseussed and utilized. During the
course the participants vedexign and simplify a heavy wsage form,

Who May Attend

Supervisory, administrative, professional specialisty, and teehnicians
arve eligible.

How To Make Nominations

Nommutions should be submitted through ageney employee develop-
ment ofticers to the Workshop Director, National Archives and Records
Service (NPR), General Services Administvation, Washington, D.C.
20468, ni~ing Optional Form 37, Nomination for Interageney Training.

Other Information

Specifie dates il locations will be ainouneed. Ageneies ay obtain
wlditional information by calling area code 202, 963 -1 1, or code 13,
extension 34154,

TECHNICAL ASSISTANCE WORKSHOPS
INFORMATION SYSTEMS DESIGN (513)
General Serviees Administralion

A 5-day workdhop rcheduled 1o mcet agency demand.

Description

This workshop ix designed to acquaint management analysts with
methads for designing a large informnation svsienic It covers the var-
ious steps of systems dezign, identification of inforinatio’n require-
ments, onmization of data, network analvsise uput oand outpnt
methods, preparing systems propasals and specitications, testing,
measuring benelits. Participants work in groups to solve the prollems
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of a tictional trunsit ageney. When the workshop is conducted within
anagency, pariicipants ~onsider acttal problems of their agency.

Who May Attend

Management analysts involved in designing information systems.
Prior participation in the Modernizing Management Reports Work-
shop (5.\) isdesivable.

How To Make Nominations

Nominations should be submitted through agency employee develop-
ment officers to the Worksliop Director, National Archives and Records
Service (NRP), Genera! Services Administration, Washington, D.C.
20408, using Optional Form 37, Nomination for Interagency Fraining.

Other Information

Specific dates locations will be announced, Agencies may obtuin addi-
tional information by calling avea code 202y 963- 4154, or code 13, ex-
tension 34154,

TFCHNICAL ASSISTANCE WORKSHOPS
MECHANIZING PAPERWORK SYSTEMS (8B)

General Services Administration

A 4-day workshop scheduled to mect agency demand.

Description

A workshop designed to help in the mechanization of paperwork sys-
tems. Focus is on the use of automation, but the workshop includes the
nse of mechanieal tools when automation is not justified. Participents
deterntine how to locate potential areas for mechanization in their own
oftices and how todevelop smprovements.

Who May Attend

Management analysts, supervisors, and athers who are involved in
mechanizing paperwork systen.

How To Make Nominations

Nomitation sheuld be submitted through employee development ofti-
cers to the Workshop Director, National Avchives and Records Ser
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vice (NRP), General Serviees Administration, Washington, D.C.
20408, nzing Optional Forn- 37, Nomination for Interagcacy Training.

Other Information

Specific dates and locations will he announced. Agencies may obtain
additional information by calling area ende 202, 9634154, or code 13,
extension 34154,

TECHNICAL ASSISTANCE WORKSHOPS
MODERNIZING MANAGEMENT REPORTS (5A)

General Services Administration

Five 14-day scssions, scheduled to meet agency demand.

Description

This workshop deals wath the continning need for hetter management
information and reporting. Tt focuzes on management information re-
quirements; demonstrates and develops ways to gel the right infor-
mation, at the right time, with the eleavest possible communication:
and nses case histories to illustrate application of the workshop tech-
niques. Participants, working in groups, consider veal or theoretical
problems of their agencies,

Who May Attend

Personrel who deal with and have a need for nse of management
information and reporting. Gronps of four vegistrants from a single
ageney provide the most effective group pattern to study practieal
problems.

Hoie To Make Nominalions

Noniinations should be submitted through agency employer develop-
ment officers to the Workshop Director, National Archives and Records
Service (NRP}, (ieneral Services Adminisiration, Washington, D.C\
20408, using Optional Form 37, Nomination for Interngency Training.

Other Information

Specifie dates and locations wilt be anmounced. Agencies may obtain
additional information Ly calling area code 202, 9634151, or code
13, eatension 31 51,
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TECHNICAL ASSISTANCE WORKSHOPS
OFFICE INFORMATION RETRIEVAL (6A)
General Services Administiration

A 5-day workshop scheduled to mect agency demand.

Description

This workshop is designed to show how and under what cireumstances
modern information methods and equipment may be applied to im-
prove disseinination, storage, and retrieval of information in various
areas of the office. Paniicipants are introduced to the techmiques and
systems in nse today and sonte of those being developed. They are
shown how to conduct information retrieval surveys, how to design
and coordinate index systems, and how to select the riglt system and
equipment.

Who May Attend

"This workshop is desiymed to broaden the understanding and skills of
menagement analysts, systems personnel, supervisors and others who
may be direetly involved in designing and installing an eflicient infor-
mation retrieval system.

How To Make Nominations

Nominations should be submitted through agency employee develop-
ment officers to the Workshop Director, National Archives and Records
Service (NRID’), (leneral Services Administration, Washington, 1.C.
20408, using Optional Form 37, Noniination for Interagency Training.

Other Information

Specific dates and locations will be aunounced. A gencies may obtain
additional information by calling srea code 202, 9634151, or cxle 13,
extension 34154,

TECHNICAL ASSISTANCE WORKSHOPS
RECORDS DISPOSITION (7B)

General Services Adniinistralion

A 1.day workshop scheduled to mect agenicy necds,

fescription

A workshop cocerned sith the maj o practices, procedures, and vro-
gra s velated to effective records dispasition. 1t deals with the opera-
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tton of an eflicient records disposition program, preparation of records
control schedules, identification of permanent vecords, use and function
of Federal Reeords Centers, nnd the relationship of records dizposition
to other records management programs,

Who May Atrend

Any person -+ hose duties inelude vresponzibility for contraland disposi-
tion of records,

How To Make Nominations

Nominations should he submitted throngh ageney emnployee develap-
mient oflicers to the Workshop Divector, National Arehives and Recorda
Service {NRI"), General Services Administration, Washington, D.C.
20208, using Optional Form 37, Nomination for Interageney Training.

Other Information

Specifie dates and Jocations will he annonneed. Agencies nay obtain
additional information by ealling area code 202, 963- HA Eoor code 13,
extension 31O 4.

TECHNICAL ASSISTANCE WORKSIIOPS
RECORDS MAINTENANCE AND DISPOSITION (IB)
General Services Administration

A S-day workshop seheduled to meet ageney demand.

Description

This work=hop is desymed to cover only the ineintenaaee and disposi-
tion subject< Jisted in the Records Management Workshop {1.0) with
cuiphasis on the following <pecific areas of reenrds managerent :
managing records, files operations, ~ubject elassification, records in-
ventorying and schedubing, vecords storage Gnelides o tome of the
Washington National Records Centery, vitol reconds protection, mail
manageent, oflice information retrieval condueting a records svstems
study e the do’s and don'ts of i sueces~fud vecord prograne it also
mehudes a disenssion sesston of the prineiples coveasd during the week,

Who May Attend

The workhop is designed for records Tiaison oflicers, veeonls super-
vicors, managenent technicians and other personnel engaged in or
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having responsibility for one or more of the functions listed. (Individ-
uals should not attend both this workship and the 1A Workshop).

How To Make Nominations

Nominations should be submitted throungh agency employee develop-
ment ofticers to the Workshop Divector, National Arclives and Records
Service (NRP). General Services Administration, Washingtan, 1.C

201408, using Optional Form 37, Nomination for Interagency Training.

Other Information

Specific dates and locations will be announced. Agencies may obtain
additional information by ealling area code 202, 9634154, or code 13,
extension 34154.

TECHNICAL ASSISTANCE WORKSHOPS
RECORDS MANAGEMENT (1\)

General Services Administration

A 2-weck workshop scheduled periodically 1o meet agency demands,

Description

"This workshop is designed to provide a bioad perspective of the scope
and ohjectives of records management as a whole. The principal topics
analyzed through lectnres and discussions are: managing records,
correspondence, directives, repoits, forms, and mail: records sched 1-
ing: records disposition: oftice machine selection and utilization:
sourco data automation; clerical work measurement: vital records
handling; information retrieval developments; conducting a total
records systems study : and the do's and don'ts of an effective records
managenient program.

Who May Attend

The workshop is desigued for records officers. management analysts,
supervisors, and ethers who have a broad responsibility for manage-
ment of the program areas lided. (Individuals should not attend both
this workshop and the Records Maintenance and Disposition Work-

shop (1B).)
HHowe To Make Nominations
Nominations should be sulmitted through ageney employee develop-

ment officers to the Workshop Director, National Archives and Ree-
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ords Service (NRP), General Services Administration, Washington,
D.C. 20408, nsing Optional Form 37, Nomination for Interagency
Training.

Other Information

Specific dates and loeations wilt be announced. Agene’es may obtain
additional information by calling avea code 202, 063—$154, or code 13,
extension 54154,

TECHNICAL ASSISTANCE WORKSHOPS
SOURCE DATA AUTOMATION (8\)
General Services Administration

A 3-day workshop scheduled 10 meel ageney demands.

Description

This workshop explores eflicient information and data input devices,
vhere they are needed, and liow to evaluate their potential. Emphagis
i« on the importanee and feasibility of capturing data in machine
language at the first recording or at the carliest practical point in the
system.

Who May Attend

"This workshop is desipned to provide guidance for management ana-
Iysts, systems personnel, supervisors and others who are divectly in-
volved in applying source data automation techniques.

How To Make Nominations

Noniinations should be submitted through agency employee develop-
ment officers to the Workshop Director, National Archives and Ree-
ords Serv ces (NRP)Y, General Services Administration, Washington,
D.C. 204C&, using Optional Form 37, Nomination for Tnteragency
Training.

Other Information

Specifie dates and lacations will be annotnced. Agencies may obtuin
additional information by catling area code 22, 963 ML or code 138,
extension 3§15,
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TECHNICAL ASSISTANCE WORKSHOPS
SPEEDING THE MAIL (2C)

General Services Administration

Two 14 -day sessions scheduled 1o mect ageney demand.

Description

This workshop deals with the handling of incoming correspondence
and the clearance of replies. Methods are discussed by which shorter
in-shop time for correspondence requiring » reply can be achieved.
How and where improvements can be made is determined.

Who May Attend

This workshop is designed primarily for personnel in program offices
where a volume of action mail is Landled.

How To Make Nominations

Nominations should be submitted through agency employee develop-
ment officers 1o the Workshop Director, National Apchives and Ree-
ords Service (NRP"), General Services Administration, Washington,
D.C. 20408, using Optional Forin 37, Nomination for Interageney
Training.

Other Information

Specific dates and locations will be announced. Agencies may obtain
additional inforniation by calling area code 2012, 9634151, or code 13,
extension 34154,

Personnel
Classification
ADVANCED POSITION CLASSIFICATIGN

Civil Service Commission

A 5dsy cour e 10 be held anvually at the Civil Service Com-
mission, 1900 E Street NW.

Description

Emphasizes classification program planning and execution as an inte-
gral part of total personnel nanagement : stresses the role of clissifica-
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tion In solving management problems and the responsibibities of the
clawsification stafl in related programs such as position management
and job redesign: provides information about new elassification con-
cepts and techniques, and evaluation of the classiication progia.

Who May Attend

Personnel specialists, GS-9 throngh 13 (or the equivalent) who have
performed jomrneyman elassifieation work for at least one year.

Hoiw To Make Nominations

CSC nomination forns (Optional Tarm 37) shonld be sulnaitted by
anthorized ageney representatives to The Divector, Personnel Manage-
ment Training Center, Bureau of Tramming, U8, Civil Service Com-
mission, Washington, D.(', 20415, Exact course dafes, cost, deadline
dates for receipt of nominations, and dates for confirmation of wecept-
ances will be listed in individual announcements which will reach
agencies 6 weeks before the comne,

Other Information

Agencies may obtain further information by calling ¢12-5636 or code
101, extension 25636,

POSITION CLASSIFICATION AND TiIE
MANAGEMENT PROCESS

Civil Service Commission

A 5day course Leld four times a year at the Civil Scrvice Com-
mission, 1900 E Siecet NW,
Description

Streses the role of classification in total perronnel management. Pro-
vides inforination and practice applications neevs~ary to develop hasie
<kills in fact tinding, analysts, and evatluation of positions through
workshep and workbook activities,

Who May Attend

Persons serving in personnel management position-, G825 through B
(or the equivalent),
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How To Make Nominations

CSC nominatien Forms (Optional Form 37) shonld be submitted by
authorized agency representatives to The Diveztor, Personnel Manage-
ment Truining Center, Burean of Training, 1.8, Civil Service Com-
mission, Washington, D.C. 20415. Exact course dates, cost, deadiine
dates for receipt of nominations, and dates for confirmation of accept-
ances will by listed in individual announcements which will reach
agencies 6 weeks before the course.

Other information

Agencies may obtain further information by calling 632-5636 or code
101, extension 25436,

POSITION MANAGEMENT
Civil Service Conintission

A 3-day course held twice n.)car a1 the Civil Serviee Commission,
1900 E Street NW.

Description

Establishes n systematic approach to position management through
study of the organization, groupings, and assignment. of duties in ac-
cordance with flective procedures and teclinology: atfords practice
in the solution of problems of design of work. alternative organiza-
tiona! structures, motivation, utilization, and control systems; em-
phasizes the team approach {involvement of speciatists in budgeting,
classification, management analysis, etc.).

Who May Attend

Personael, Ludget, and wanagement analysis :pecialists, and line
managers. who have significant. responsibilities in position manage-
ment. and who have well-rounded tackgrounds in their own fields.

How To Make Nominations

CSC nemination forms (Optional Form 37) shonld be sulmitted by
authorized agency representatives to The Director, Perconnel Manage-
ment Training Center, Bureau of Training, U8, Civil Scevice Con-
mission, Washington, D.(, 20415, Exact course Jates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept-
ances will be lited in individual announcements which will reach
agencies 6 weeks before the course.
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Other Information

Agencies may obtain further information by calling 632-3636 or cude
101, extension 25636.

WORKSHOP IN THE JOB.FLEMENT EXAMINING
METHOD

Civit Service Commission

A 3-day coaurse 1o be held annnally at the Civil Service Commission,
1900 E Street NW.

Description

Designed to give participants the following fundamentals of the job
element wneihod: historieal background, terminology, general policy
and philosophy of the method, methodology, techniques, and proce-
dures, prineiples, IAB responsibilities in job element examining. .Also,
skill in the following: methods of studying jobs, identification of ele-
ments development of crediting plans, use of crediting plans in rating
candidates, use of job element examining for in-service placement.

Who May Attend

Employces who have or will have responsibility for the job element
system in their agency.

How To Make Nominations

CS(C nomination forms (Optional Form 37) should be submitted by
anthorized agency represenfatives to The Director, Personuel Man-
agement Training Center, Bureau of Training, U.S. Civil Scrvice
Commission, Washinten, D.C. 2015, Exacl cowmrse dates, cost. dead-
line dates for receipt of nominations, and dates for confirmation of
acceptances will Le listed in individual announcements which will
reach agencies 6 weeks before the cuurse,

Other Information

Agencies may obtain further information hy calling 632-5636 or code,
10}, extension 25636,
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Employee Development

ADVANCED EMPLOYEE DEVELOPMENT
Civil Service Commission

A 5-day course to be held annually at the Civil Service Commission,
1900 E Street NW.

Descriptinn

Defines and analyzes the changing role of the employee development
officer; examines major problem areas such as determining training
needs and evaluating training programs; discusses significant develop-
ments in teaching methods, and behavorial science contributions to
elployee development.

Who May Attend

Personnel specialists, GS-9 throngh 13 (or the eqnivalent) who have
significant responsibilities in employee development and who have had
training or experience in the function.

How To Make Nominations

CSC nomination forms (Optional Form 37) should be snbmitted by
authorized agency represeutatives to the Director, Personnel Man.
agement Training Center, Burean of Training, U.S. Civil Service
Comimission, Washington, 1).C. 20415, Exact course dates, cost, dead-
line dates for receipt. of nominations, and dates for confirmation of
acceptances will be listed in individual announcements whieh will
reach agencies 6 weeks before the course.

Other Information

Agencies may obtain further information by calling 632-5636 or code
101, extension 23636,
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BASIC EMPLOYEE DEVELOPMENT
Civil Service Commission

A 5-day course lo be held annually at the Civil Scevire Commission,
1900 E Strcel NW.

Descriptio.s

Provides an introduction to and basie understanding of employee de-
velopment principles and practices; emphasizes development of skills
in the design and administration of the training cycle from identifica-
tion of needs and objectives through design, administration, and
evaluation,

Who May Attend

Eniployees in GS-5 throngh 9 (or the equivalent), who are beginning
or have been selected for carcers in employee development,

How To Make Nominations

CSC nomination form (Optional Form 37} should be submitted by
anthorized agency representatives to the Director, Personnel Manage-
ment Training Center, Bureau of Training, U.S, Civil Service Com-
mission, Washington, D.C. 20415, Exact course dates, cost, deadline
dates for receipt of nontinations, and dates for confirmation of ae-
ceptances will he listed in individual apnouncements which will reach
agencies 6 weeks before the conrse,

Other Information

Agencies may obtain further information by calling 632-5636 or code
101, extension 25636.

DEMONSTRATION WORKSHOP IN ADVANCED
INSTRUCTIONAL METHODS
Civil Service Commission

A 3.day course 10 be held annually at the Civil Service Commission,
1900 E Strect NW.

Description

Designed 1o provide an understanding and increased skalls in the se-
lection, application and evaluation of advanced instruetional methads.
At the completion of this conrse, participants should be able to de-
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velop and condnct sessions nsing cases, incidents, role play and drama
techniques, games and other instructional methods.

Who May Attend

Persons who are employee development specialists and those respon-
siblo for instructing or training othiers to instruct.

How To Make Nominations

CSC nomination forms (Qptional Form 37) should be submitted by
anthorized ageney representatives to The Director, Personnel Manage-
ment Training Center, Bureau of Training, U.8. Civil Service Com-
mission, Washington, D.C. 20415, Exact conrse dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of ae-
ceptances will be listed in individual anuouncements which will reach
ageucies 6 weeks before the course.

Other Informalion

Agencies may obtain further information by calling 632-5636 or code
101, extension 25636,

DEMONSTRATION WOLKSHOP IN VIDEOTAPE
TECHNIQUES

Civil Service Commission

A 3-day coursc to be held annually al the Civil Service Commission,

1900 E Sirect NW,

Description

Provides skills and knowledge in the selection. development and utili-
zation of videotape techmiques in the learning process. Ineludes the
following topies: TV and the Learning Process, Use amd Misuse of
TV for Training, Principles and Techniques of Visnal Presentations,
and Evaluating the Use of TV in Training. There will also be
practical exercizes to develop skills in videotape applications.

Who May Attend

Employee development specinlists, instrnctars a2 d andio-visnal foch-
nicians having special interest or responsibility for applying video-
tape techniques to training,
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How To Make Nominations

CSC nomination forms (Qptional Form 37) should e submitted by
authorized agency representatives to T'he Director. Personnel Manage-
ment Training Center, Burean of Training, 17.8. Civil Service Com-
mission, Washington, D.C. 20415. Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of ac-
ceptances will be listed in individual announcements which will reaeh
agencies 6 weeks before the course.

Other Information

Agencies may obtain further information by calling 632-563G or code
101, extension 25636.

INSTRUCTION TRAINING
Civil Service Commission

A 10-day course to be held twice a year at the Civil Service Com-
mission, 1900 E Street NW.

Description

Covers principles, methods, and practices of instruction, including:
the psychology of learning, preparation of lesson plans, varieties of
teaching methods, preparation and use of visual aids, and evaluation
of training. .\ “how-to-do-it™ conrse emphasizing a series of practice
mstructional sessiens for each participant, with oral and written
critiques from the group and individual criticism and assistance from
The Personuel Management Training Center staff,

W ho May Attend

Any employee who is responsible for instructing or for traiing others
to instruet.

How To Make Nominations

CSC nomination form (Optional Form 37) should be submitted Ly
authorized ageney representatives to The Dirvetor, Personnel Manage-
ment Training Center, Burean of Trining, U8, Civil Service Com-
mission, Washington, D.C. 20415, Exact course dates, ~ost, deadline
dates for receipt of nominations, and dates for confirmatinn of aceept-
ances will be listed in individual announcements which will reach
agencies 6 weeks before the course.
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Other Information

Agencies may obtain further information by calling 632-563¢ or code
101, extension 23636.

MANAGEMENT DEVELOPMENT: PRINCIPLES AND
METHODS

Civil Service Commission

A 3-day course held annually at the Civil Scrvice Cormimission,
1900 E Street NW.

Description

Provides employee. development officers and others with significant
nanagement development respongsibilities a framework in which to
plan and eavey ont nynagement development programs through:
analysis of the competences requived of the madern manager, defini-
tion of the role of the employee development oflicer in facilitating the
development of such competences, and oppraisal of significant theories
and techniques relevant tomanagement development.

B ho May Attend

Training specialists with significant vesponsibilities in the employee
development function and with specific 1esponsibility for manage-
meit development in their agencies.

How To Make Nominutions ‘

CSC nomination forms (Optional Form 37) should be submitted by
authorized agency representatives to The Director, Personnel Manage-
ment Training Center, Burcau of Training, U.S, Civil Service Com-
mission, Washington, D.C. 20415, Exact course date, cost, deadline
dates for receipt of neminations, and dates for confirmation of accept-
ances will be listed in individual announcements whieh will reach
agencies 6 weeks before the course,

Other Information

Agencies may obtain further information by ealling €32 3636 o1 code
L0, eafensinn 25630,
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PROGRAMED-INSTRUCTION: APPLICATIONS FOR
GOVERNMENT TRAINING

Civil Service Commission

A 3-day course Licld annually a1 the Civil Service Commission,
1900 F Street NW.

Description

Orients employee developient officers to the principles, methods, tech-
niques, capabilities, and Hmitaticns of programed-instruction, through
coverage of psyehological basis and ehavacteristics of programed-in-
struction, identification of training needs that can be effectively met
with programed-isstruction, programing methads and techniques,
ad otlier related toples, Participants will have wiy opportunity to pre-
pare a short witit of programed-instruction,

Who May Attend

Ewiployee Develarmuent Oficers and speciaiists responsilile for alloeat-
ing training resonrces,

How To Make Nominations

CSC nomination forms {Optional Form 37) should e submitted by
anthorizedd ageney representatives to The Divector, Personnel Man-
agenient ‘Traming Center, Burean of Training U850 Civil Service
Connission, Washington, D.C. 20415, Exact course dates, cost, dead-
Tine dates for veceipt of nominations, and dates for contivmation of
acceptances will be listed in individual mmouneements which will
yeach agrencies 6 weeks before the conrse.

Other Information

Agencies may obtain further information by calting 632-2636 or code
101, extension 25636,
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SEMINAR IN ADP FOR FMPLOYEE DEVELOPMENT
SPECIALISTS

Civil Service Conmmission

A 2.day seminar to be held July 29-30, 1971 and December 13-14,
1971 a1 the Civil Service Commission, 1900 ¥, Sireet NW.

Description

This program is designed to assiat employee developinent specialists
at all levels to meet the ehallenge posed by the actual or anticipated
introdiction of automatic data processing into their agencies, The
courze will inelude: () the present and future role of ADI in the
training fiells (&) typieal computer applications in the maragement
of training aetivitios wid their results in terms of efficieney and eeon-
omy: (¢) teaining reqeived to achieve various lTevels of ADI con-
petence: and available Government and non-Government resourees
for training: and () training considerations in ADDP workforee
orientation and employee retraining.

Whe May dttend

Training officers, employee developmient =pecialistz, and those who
are concerned with providing t_aining programs in the ADD field are
cligible for nomination. Prior attendanee at a Management Intro-
duction to ADP course or vquivalent knowledge is reconumended.

How To Make Nominations

Nominations should be subuiitted by authorized ageney representatives
to the Director, The ADP Management Training Centers TS, Civil
Serviee Commisston, Washington, D.C. 2015, wo Tater than one month
before course conunencement.

Other Information

The cost of the progrm- $100 per person-—-will he shaved by the par-
ticipating agencies, Announcements with more detailed inforng tion
will bo sent to all agencies. Agencies may obtain fnther information
from The ADP Management Training Center, 632-3650 or code 101,
extension 25650,
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TRAINING TRAINERS OF LOWER-LEVEL
EMPLOYEES

Civil Service Commission

A 5-day course to be held annually at vhe Civil Scivice Commission,
1900 E Streer NW.

Description

Defines and analyzes the speciat role and responsibility of the 1vainer
in designing and condueting training efforts to meet the policy shjee-
tives of the Upward Mobiiity and Public Service Career’s prograns,
Discusses public policy objectives, principles of adult learning and
the implications for training lower-level employces. Provides skills
i the development, utilization and evaluation of various approaches
for trakiing lower-level employees and the connselors and snpervisors
of lower-level employecs.

Who May Attend

Employee Development Oflicers, personnel specializts and others who
have or anticipate liaving responsihility for the training awd caveer
development of lower-level employees,

How To Make Nominations

CEC nomination forms (Optional Form 37} shonld be submitted by
anthorized agency representatives to The Director, Personne? Manage-
went Training Center, Burean of Training, U.S. Civil Service Com-
misston, Washington, D.C. 20415, Exact conrse dates, cost, deadline
dates for receipt of nominations, and dates for confitmation of aceept-
ances will be listed in individual announcements which will reach
agencies 6 weeks before the conrse.

Other Information

Agencies may obtain furtiier information by calling 632-3636 or
code 101, extension 25636.
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ADVANCED EMPLOYEE RELATIONS
Civil Service Commission

A 5-diy course 10 be Leld amnually at the Civil Service Commission,
.

1900 F Street NW.

Description

Eanphasizes the role of the employee rvelations oficer in nssisting
neagrenent with individual employee relations problems: dizeusses
commnication, morle and attitude surveys, the solution of the more
difiicult human relations problens, and the establishment of a climate
in whicl suclt problems are minimized: provides an overview of the
labor-management relations progran.

Who May Attend

Personuel gpecialists, GR-9 through 13 {or the equivalent). who have
had training or experience in the employee-relutions function,

Hote To Make Nominations

CSC nemination form (Optional Form 37) should be submitted Ty
authorized ageney representatives to 'Fhe Divector, Personnel Manage-
ment Training Center, Burcan of Training, U.S. Civil Serviee Co-
wmission, Washingten, DLC. 2041, Exact course dates, costy deadline
utes Tor veecipt of nominations, and dates for confirmation of necept-
ances will be listed in individual announcernents which will veach
agencies 6 weeks before the comse.

Other Inf~rmation

1y

Agencies may obtain further information by cal’ing 6h2-5636 or code
101, extension 25636.

ADVERSE ACTIONS
Civil Service Commission

A 3-day covrse to be hield twice a year at the Civil Service Com-
mission, 1900 E Sirect NW.

Description

Provides information on the purpese of adverse actions, historical
and Tegal Dackground, laws, exeeutive orders, and regulations governe
ing wlverse actions, procedural requirements, preparations of notices
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of proposed adverse action and notice of decision, meriis of cases, enr-
rent. issttes; and reduction in foree.

Who May Attend

Personnel specialists, GS-% through 13 {(or the equivalent), who pre-
pare or review correspondence tnvolved i adverse actions: plan and
carry out reductions in foree; prepare or review regulatians: or per-
form advisory and counscling work in the subject areas concerned.

How To Make Nominations

CSC pomination form (Optional Form 37) should be submitted by
authorized agency representatives to The Director, Persaunel Manage-
ment. Training Center, Bureau of Training, 1.8, Civil Service (on-
mission, Washington, D.C. 20415, Exact course dates, cost, deadline
dates for receipt of nominations, and dates for coufinnation of aceept-
anees will be listed in individual announcenients which will reach
ageneies 6 weeks befora the course.

Other Information
Agencies may obtain further information by calling 633-2636 or code
101, extension 23634.

BASIC EMPLOYEE RELATIONS
Civil Service Commission

A 5-day course to be held 1wice a year at the Civil Service Com.
mission, 1900 E Strcet NW,

Description

Provides basie knawledges of the employee relations function, w th
emphaxis on ease analysis af individual complaints, grievauees, and
appeals and covernge of legal and regulatory requirements: includes
principles of human  relations and introduction to counseling
techniques.

Who May Attend

Persons serving in personnel management positions, GS-5 throngh 9
(or the equivalent).

How To Make Nominations
CSC nomination farm {Optional Form 37) she Jd be submitted hy
authorized ageney represeitatives to The Director, Personnel Manage-
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ment Training Center, Burcau of Training, U.S, Civil Service Com-
nission, Washington, D.C. 20415, Ixact convse dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of aceept-
ances will be listed in individual announcements which will reach
agencies 6 weeks before the course.

Other Information
Ageneies may obtain further information by ealling 632-5636 or code
101, extension 25636,

PRERETIREMENT PLANNING INSTITUTE FOR
AGENCY ADVISORS

Civil Service Commission

A 3-day coursc held twice u year at the Civil Service Commission,
1900 E Street NW,

Description

Provides agency retirement advisors with kuowledges and tecluuques
which will serve as a hasis for developing and condueting in-house
prevetirement planning progras, and for strengthening existing
programs, Covers: objectives of preretirement planning, content of
a comprelensive prevetivement planuing program, design, condnet,
and evaluation of preretivement planning programs, and teehuiques
of retirerient counseling.

Whoe May Aitend

Ageney personnel who are or will he respausthle foi developing -
house prevetirement planning programs or for counveling individual
retirement. eligibles,

How To Make Nominations

CRCnomination forms (Optional Form 37) should he snbmitted by
avthorized agency representatives to The Divector, Personnel Mange-
ment. Training Centery, Buean of Training, 1.8, Civil Serviee Comn-
mission, Washington, D.C, 20415, Exact comese dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept-
ances will be listed in individual anuotineements which will reach
agencies 6 weeks before the course,

Other Information
Agencies may obtain further information hy ealling 632-7636 or code
101, extension 25636,
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ADVANCED STAFFING AND PLACEMENT
Civil Service Commission

A S-day course o be held iwice a year at the Civil Service Conte

mission, 1900 E Strcet NW.

Description

Reviews the subject areas comprising the staffing function, with em

phasis on cenrrent policies and coicerns and on the contribmtions of
the behavioral sciences to the assessment of hithan abilitics; empha-
sizes career stafling concepts and the responsibilities of staffing speeial-
1sts in the achievement of the agency’s mission; discusses evalnation
of the stafling program.

Who May Attend

Personnel specialists, GS-9 through 13 (or the equivalent), who have
had training or expertence in the stafling function.

How To Make Nominations

CSC nomination forms (Optional Form 37) should be submitted by
anthorized agency representatives to The Director, Personnel Manage-
meunt Training Center, Bureau of Training, U8, Civil Service Com-
mission, Washington, I.C. 20115, Exact course dates, costs; deadline
dates for receipt of nominations, and «lates for confirmation of accept-
ances will be listed in individual announceinents which will rveach
agencics 6 weeks before the course.

Other Information

Agencies may obtain further inforation by calling 632-3636 or code
101, extension 25636,
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BASIC STAFFING AND PLACEMENT
Civil Service Commission

A 5-day co sse to be held 4 times a year at the Civil Service
Commission,

Description

Provides an overview and basic knowledge of Federal ctafling and
placement policies and practices, inchuding recruitment, placement.
examining, appointment, internal staifing, promotion, piacement {ol-
lowup, and program evaluation.

Who May Attend

Staffing specialists, G5-5 throngh & (or the equivalent ), and other pov-
sonnel specialists as space pevinits,

How 1o Make Nominations

CSC nomination forms (Optional Form 37) should be submitted by
authorized ageney representatives to The Director, Personnel Manage-
ment Treaining Center, Burean of Training, V.8, Civil Service Cone
mission, Washington, ILC. 20415, Exact course dates, cost, deadline
dates for reseipt of nominations, and dates for confirmution of aceept-
ances will be listed in individual aumouncements which will veach
ageircies 6 weeks hefove the course.

Other Information

Agencies may obtain further information hy calling 632-5636 or code
101, extension 25636,

PERSONNEL ASSESSMENT AND SELECTION

Civil Service Commission

A 3-day course held wwice a year at the Civil Service Commission,

1900 E Street NW.

Description

Reviews the hasic concepts in the assessment of human abilities:
stresses the uses, advantages. and linitations of the several types of
personnel measurerent and appraisal devices, eg. snpervisery ap-
praisals, tests, vouchers, interviews, ete.: examines job analysis tech-
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nigques including the job element approach, and ranking scheme
technigues involving ecombining and weighting measurement resalts,

Who May Aitend

Personnel Staffing Specinlists GS-5 through 12 (or the equivalent),
and other personnel speciaiists whose responsibilities include statling.

How To Make Nominations

CSC nomination forms (Optionai Form 37) should be submitted by
authorized ageucy representativesto 'Fhe Divector, Personuel Manage-
ment Traintng Center, Burean of Training, U.8. Civil Service Conr-
mission, Washington, D.C. 20415, Exaet eourse dates, cost, deadline
dates for receipt of nominations, and dates for vontinnation of aceept-
ances will be listed in individual announcements whieh will reach
agencies 6 weeks before the course.

Jther Information

Agencies may obtain further information by ealling 632-5636 or code
101, extension 25636.

PERSONNEL INTERVIEWING AND COUNSELING: A
BASIC COURSE
Civil Service Commission

A 4.day course held 3 times a ycar at the Civil Service Cominission,
1900 E Strcet NW,

Description

Frovides a bade knowledge of the concepts and technignes used in the
three principal categovies of interviewing methods—the employ.ient
interview, the employes counseling interview, and the earcer counsel-
ing interview (separate seginents will be devoted to interviewing and
counseling the wnderutilized and disadvantaged). Participants, when
in practice workshop sessieas, wil] be assigned acconling to their in
dicated speciality.,

Who May Attend

Employees inany professional personnel specialty grades 5-11 (or the
eqaivalent), with significant interviewing, cmployee counseling, or
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career comnseling responsilities, St specialists and supervisors
from other ovettpational servies will he admitted as spavce pernits,

How To Make Nominations

CSC nomination cards {Optional Torm 37) shonld be subaitted by
authorized ageney representatives to the Divector, Personnel Man-
agement Training Ceuter, Bureau of Training. U.N. Civil Service
Conmuission, Washington, D.Co 20415, joxact course dates, cost, dead-
line dates for reeeipt of nominations, and dates for confirmation of ae-
coptanees will be Tisted in individual annonmeements which will reach
ageneies 6 weeks hefore the course,

=

Other Information

Ageneies may obtain further information hy catling 63250636 or eode
101, extension 25636,

PERSONNEL MANAGEMENT FOR PERSONNEL
ASSISTANTS
Civil Service Coxmission

A 3-day course to be given 4 times a year at the Civil Service
Commission, 1900 E Street NW.

Description

Designed to give participants inercased knowledge about the Federal
Personnel Systemi; a broader perspective and deeper noderstanding
of the following functional aveas of personnel: (1) stafling and phice-
ment, (2) position clssification, (3) employee-management refations,
{(4) employvee developmert, and (3) and inereased knowledge of le-
havioral setence concepts and application to personnel,

Who May Attend

Employees GS-4 through 8 (or the equivalenty, who have clerieal
and or technieal support or assistance responsibilities in any of the
personnel funetional aveas. These employees will nopmally be in the
GS-203 occupation seres.

Hor. To Make Nominations

CRC nomination vavds (Optional Form 37) should be submitted by
authorized agency representatives to The Diretor. Personnel Man-
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agement Training Center, Bureau of Teaining, U.S. Civil Service
Conmmission, Washingion, D.C. 20415, Fxiet conrse dates, cost, dead-
line dates for receipt of nominations, and dates for vonfirmation of ac-
ceptances will be listed in individual announcements which will reach
agencies 6 weeks before the course,

Other Information

Agencies nugy obtain further information by ealling 632-5636 or eode
- A . =
101, extension 25636,

PERSONNEIL, STAFFING ASSISTANT FUNCTION
Civil S-rvice Commission

A 3-day course held 6 times a year at the Civil Service Commission,

1900 E Strect NW,

Description

I'rovides knowledge for clerical and technical suppert personnel in the
use of the Federal Personnel Mannal and oalitheation standards: in-
creases understending of specifie vules, regulations, and procedures
concerncd with reccuitinent, examination, selection, and placement:
and exaunines various cmployment interview ing teeliigies.

Who May Attend

Employees, GS-1 throngh GS-§ Jor the equivalent), who have
clerieal and/or teehmical support or assistrnt vesponsibility in the
personnel stafling funcetion,

Hoiww 1o Make Nominations

CSC nomination forims (Optional Form 37) should be submitted by
authorized agency representatives to The Director, Personnel Man-
agement Training Center, Bureau of Training, U8 Civil Service
Commission, Washington, D.C. 20415, fxact course dates, cost, dead-
line dates for receipt ol nominations. and dates for confirration of
acceptrnces will be listed in individual anncimcements which will
reach agencies 6 weeks before the rourse.

Other Information

Agencies may obtain further information by ealling 632-5636 or code
101, extension 25636.
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TRAINING INSTITUTE FOR RECRUITERS
Civil Service Commission

A 3-day course held annually at the Civil Service Commission,
1900 E Street NW,

Description

Stresses recrniting methods and technigues, with emphasis on recruit-
ment at colleges and universities. Covers the recvaiting roles of the
Commission, agencies, and Federal recraiters; authorities for recruit-
ing and flexibilities under the merit system; determining long and
short tern manpower requirements: and techniques of interviewing,

combined with practice interview sessions.

Who May Attend

This cense is designed primarily for itew Federal recruiters, who
plan to devote either part-time or foll-time to recruitment activities.

How To Make Nominations

CSC nomination cards {(Optional Form 37) should be submitted by
anthorized agency representatives to The Direetor, Personnel Man-
agement Training Center, Bureau of Training, U.S. Civil Service
Commission, Washiagton, D.C. 20415, Exact course dates, c..st, dead-
line dites for receipt of nominaticns, : nd dates for confirmation of ac-
ceptances will be Jisted in individual announcements which will reach
agencies 6 v.ceks before the course.

Other Information

Agencies may obtain further information by ealling 632-5636 or code
101, extension 25636,
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ACCRUAL ACCOUNTING WORKSHOP

Civil Service Commission

A 5-day program offered once a (quarter in Washington, D.C., and
intermittently in major cities in the United Stales,

Descriptivn

This progrem was developed in conjunetion with the General Aecount-
ing Oflice to facilitate the understanding, neceptanee, andse of aecraal
accounting systems for management purpeses. A understanding of
the hasie prineiples and concepts is stressed. With this knowledge, a
program manager, admini<trator, or a sttt oflicer will appreciate the
benefit< which can be derived frongan aceural acounting systems, and
the advantages such systens offer to smmd man:

wement, Classzes ~on-
AL examnples

sist of lectures, group disenssions, «ard problen-solving, |

and eages will e diawn from the public seetor.

Who May Attend

Nominees should be in the middle or upper levels of manageinent, and
hold positions vhere an understanding of {financial information will
enliance theiv performance. This conrse is prisaarily for pticipants
with financial ov wanagerial expevience. It deals fargely with acconnt -
ing coneepts rather than procedures. Participants seekine training in
acenral accounting procedres shonld consider $wo alternative conrses
offered by the Civil Serviee Commi=sion:
Gurernimental Bookkeeping avd Aecounting - -a five-day element-
ary course for participants with little or no prior knowledge of
bookkeeping o acconnting.
Aecvural Aceounting Procedurves in Feleval Agencles—x three-
day werkshop covering those aec.anting procedures peculiar to
Government operations, for those whose past accomnting exjpuori-
enee or training has been in the private sector,
The Management Scienees Teaining Center stafl may be contacted at
(area code 202) 6325600, or Code 101, extension 25300 for further
informationin detevmining the most suitable conrse,

Hoiw To Moke Nominations

Authorized ageney officials should complete Nomination-Regi: tration
for Training (Optional form 37) for each nominee. Nominations for
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those wishing to attend tl e courses in Washington, D.C, shonld be
submitted to the nearest U.S. Civil Service Commission Regronal
Training Center,

Other Information

Detailed annonnecements will he publishied well in advance of cach
course offering. Further information may be obtained by telephoning
632-5600, or code 101, exteusion 25600,

BASIC DATA ANALYSIS
Civil Service Comnnission

A 3-day program conducted 4 times a year in Washinglon, T..C.

Description

Tiiis course is desigmed to: (1) prepare participants for quantitatively
ariented and technical courses; (2) provide a review of basic mathe-
matics; and (3) provide an understanding of the need for quantifica-
tion ard of the world of numbers. tneluded in the subject matter wil
be : quantifieation : language of sets (a part of the “new nith”) : Lasic
algeoraic operations; mathematical notation; natatior of a function;
and an introdiction to mathematical models and sampling.

Who May Attend

This course is intended for Federal, State, and local government offi-
cials who are involved in program managemeny or analysis, who need
a review of hasic wmathematics, and who ave considering ecvrse work in
otlier analytic fechnigues auch as linear prograniing, statistics, ov
regression analysis. Thero are no grade level restrictions.

How To hMake Nominclicrs

Nominations should be submitted to the Management Seieves Train-
ine Centery Ba —an of Tmining, 17 5. Civil Service Commission. 1900
E Street NW., Vs ashington, D.C. 20415, Nominatien-Registration for
Training forms (Optional form 37) must be completed for each
nominec.

Other I[nformation

IFurther infornation may e ebtained by telephoning G32-5600, or
conde 101, extension 25600,
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CORRELATION AND REGRESSION ANALYSIS
Civil Service Coinmission

A S-day program condicled 3 times & ycar in Washinglon, D.C.

Description

This coure is designed tn entable an analyst o program manager to:
(1) recognize problems that can be analyzed by correlation and re-
gression analysis: (2) understand the compntationnd methods in-
volved: (3) formulated problems in corvect fornt for solulion: aml
714} compute solutions to fornmulated probhlems.

Who May Attend

This course 1s mtended for Federal, State, and local government ofli-
cials who are tivolved in progr i nanagement o1 analy. s There ere
no grade level restrictions. However, nominees should bave some
knowledge of hasie algebia and mathematical notation. 1{ the nominee
does not. have this knowledge, the Civil Serviee Conmmission pro-ides
a threc-day review course, Basic Dot A nalysis.

{lorc To Make Nominations

Nominations should he submitted to the Manageient Seienves Train-
ing Center, Burean of Training, U.S, Civil Service Commission, 1900
L Street NW, wWaschington, D.C, 20415, Nomination-Registration for
Training forms (Optiona! form 373 must be completed for ench
nomitice.

Other Information

ether wformation mayv be obtained by teiephoning 632-5600, o1
code 101, extension 25600,

COST BENEFIT W YWRKSHOP
Cwil Service Conmmission

A 5.day program conducted 7 times a year in Washington, IMC,
A similar program is offered in the San Francicco, St Leuis,
and Atlanta Civil Scrvice Commission Regions,

Description
This course is designed to provide instruction in the lasics of cost
benefit analysis, with a maximm amonnt of particization in actual
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analysiz and a minimum amount of philosophy consistent with under-
standing. There will be several case exercises taking up about half
the course workshop. Topics to be eovered are: the setting for analysis:
problem formulation and systems identification; th e process of analy-
sis; eritiera problems and output measures; model building and vise:
present value, discounting, and otlier time problems in analysis: cost
and benelit identificatior, and ealenlation: srandards for reviewing
analysts; and the economies of puhlic program analysis,

Who May Attend

This coursa ir intended for Federal, State, and local govermment ofli-
cials who are: (1) Deginners in actual analyzis involving cost benefit
caleulations: (2) managers for whom a vorking knowledge of the
teehniques of analysis iz important: (3) program elen:ent managers;
and (4) those who review cost-lenefit studies, There a2 no grade
lovel testrictions; however, nominees at (i3~ and below (or the equiv-
alent; will Le consddered on aiv individurl basis. A speeial version
of this Wrckshops is given in Angrst for new goveran:en® employees,

How To Make Nom'i.ations

Nominations sheuld be submitted to The Maragement Setences Train-
ing Center, Bureau ¢ F Training, 1.5, Civil Service (‘ommission, 1500
E Street NW.. Washington, BLC. 20415, Nomination-Registration for
Training forms (Optiomal forra 37) must e completed for ecach
nommiee,

Other Information

Further inforination may be obtained by teleplioning 632- 5600, or
eode 101, extension 23600, Contact regional training institutes for
mformation about their programs,

COST ESTIMATING TECIINIQUES
Civil Service Commission

A 5.day program condvcied 4 times a ycar in Washinglon, D.C.

Description

This course is designed to enable managers to develop n good under-
standing of the techniques that are used in detevmiining costs of future
programs. It will provide practieal methods for problentidentification
and insights into the application of cot projection technigues. The
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conrse will alse introduce the coneepts and methods concerned with
identifying the true level of pust, present, and future costs for snch
purposes as budgets, estimates of cost-to-complete progruns, nan-
power needs, operating performance, and control of snheont acted
activities.

W ho May Attend

This program is intended for Federal, State, and local government
oficials wlio are in posittons vesponsible for or influencing maunage-
went deersions. There are no grade level restrictions,

How To Make Nominations

Nominations shonld be snbmitted to The Management Seiences Train-
ing Center, Bureau of Training, UN Civil Service Commission. 14¥)
I Street NW,, Washington, D.CL 20115, Nomination-Registration for
Training forms (Optienal form 37) must e completed Jor each
nominee,

Otker Information

Further infermation may be obiained by telephoning 632-5600, or
vode 101, exterision 25600,

DISCOUNT RATES AND PROCEDURES
Civil Scervice Commission
A l-day program conducied 3 times a year in Washingion, D.C,

A similar pregeam is offcred in the San Francisco Civil Service
Commission Region.

Description

This conrse is designod 2 achieve the folioving objectives: (1) to
explain why dizconnting ix a reasonable approuch to analyzing future
progiam costs and Lenefits; (2) to provide instraction en bow to do
it; and (3) to guide partivipoats through actual practice problems
and a case study. Participants wili feel competent to eary out the pro-
visions of Ofiice of Management and Budget Crrenlar A= and o
know when to use diseenmting generally in the planning, progisaming,
and budgeting process,
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Who May Attend

This program is intended for Federal, State, and local governnient
ofticials involved in program analysis, budiet analysis, management
analysis, planning, or management of a public program, There are no
grade level restrictions.

How To Make Nominations

Nominations sheuld be subnitted to The Management Sciences Train-
ing Center, Burean of Training, U.N, Civil Service Commission, 1900
I Street NW., Washington 1.C. 20415, Nomination-Registration for
N ¥ = B Ll
Training forms Optional form 37) reust be completed for cach
=] 7
nominee.

Other Information

Furtherinformation may le obtuineq hy telephoning 632-5600, or
eode 104, extension 25600, Contact the regional training institute
for information abount this program.

ECONOMIC INVESTMENT ANALYSIS

Civil Service Commission

———

A 4.day course offered twice a quarter in Washington, D.C. A
~imilar program will be offered by the St Louis and San Fran-
cisco Regional Training lnstitutes.

Description

e e i e e

This program covers the major elements involved in economic invest-
ment analysis of Departinent of Defense projects. Lectures, case
studies, and discussion groups cover sueh topies as: discounted eash
flow, cost analysis, treatment of inflation and uncertainty, decision
criterin, and preparation and presentation of cconomic investment
analysis. Although cases and examples are drawn from Defense, the
principles and techniques are appli able to all government programs
using economic analysis.

Whe May Attend

Participation is open to ¢ivilian and military personnel in the middle
or upper levels of mawmagement, administration, or budgeting in
governnient,
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How To Make Nominations

Aunthorized agency representatives =hould submit o Nomination
Registration for Training form (Optional form 37) for each nominee
to the Management Seiences Uraining Center, TS, Covil Service
Commission, Washington, D.C. 2905, Aecepted nominations will be
confirmed inadvace of each session.

Other Information

Amiouneements wvith more detailed information will he sent to all
ageneies well in advance of the program. Further information may be
obtained by ealling avea cole 202, 632-5000 o [DS cade 101-25000,
Contact the regional training institutes for information en theiv
programs,

EDUCATIONAL PROGRAM IN SYSTEMS ANALYSIS
Civil Service Commission

A full acaderric year program conducted at six majer universi-
ties —the University of Calif :enia at Irvine, Harvard aiversity,

Uiversity of Mzryland, Massachusctts bastitute of Technolegy,
University of Michigan, and Stanford University.

Description

This conrse is designed to develop analdysts and provide svstems cna-
wsis copability for public progrant analysis. A typical coursc of study
inchudes micro-ceoromies, quantitative methods, public expenditure
theory, and operations research, Additienal workshops and seinaes
are offeved which have specific substantive focus, and opportunities
are provided to select clectives fronn a wide variety of university
offevings,
Who ? Attend

-
This program is latended for Federal, State, e local government
oflicials, generdly in grade levels GR OO through GS-13 or equivalent.
Nominations should be Tanited to persons who ave heing develaped
to make n contributiou to systens aanlysis in their department or
agency. Nominees generally shonld Liave: (1) a bachelor's degree fion
an aceredited college or university; (2) an academie average of B oor
better: and (3) have taken the Grudnate Record Examination, the
Miller Analogies Test, or the Admission Test for Gradnate Study in
Busiuess,
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How To Make Nominations

Nominations shiould be stbmitted to the Management Seiences Train-
ing Center, Burean of ‘I'raining, U.S, Civil Serviee Connuission, 1900
[o Street NW,, Washington, D.C. 20415, Nomination: Registration
for Tiaining forms (Optional form 37) must be submitted for each
nonhiinee, along with all college/university transcripts, an ageney ree-
ommendation, and a test seore. A deadline early in February is usually
imposed for receipt of noniinations,

Other Information

Further information ean be obtained from: ageney training ofli ers:
the ('SC publication “BEducational Program in Systeins Analysis,”
or the Management Sciences Training Center, area code 202, (3256011,
or IDS code 101, extension 25600,

EFFECTIVE PLANNING TECHNIQUES
Civil Service Commission

A 5.day program conducted 5 tines a vear in Washingtor, D.C.

Description

This course is designed to help anyone concerned with agency plan-
ning take an informed, active approach to aking current decisions
which Lave significant efects on the ageney’s future, I’Innners and
proguun managers will become aware of, familiar with, and comfort-
able working with a few basic planning techniques. Topics to bo
covered are : planning for the Federal systom, the ageney charter, in-
volving ton management, problem formulation, forecasting, and tying
planning with budgeting azd action.

Who May Attend

This course is intended for Federa, state, and local government offi-
cials who are involved in program management, analysis, or equiva-
lent rank in other pay systems. Lower grade employees will be
considered if the nomination is accompanied by a justification,

How To Make Nominations

Nominations should be submitted to the Management Scicnces Train-
ing Center, Burean of Training (Mail Point 7H39), 1.8, Civil Service
Conumission, 1907 E Street NW., Washington, D.C. 20415. Nomina-
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tion-Registration for Training forms (Optional Forin 37) must be
completed for each Federal nominee. An appropriste letter is aceepta-
hle for cther nsinees which must include 1 billing address,

Other Information

Further information may be obtained by telephoning area code 202,
G32-5600 ar TDS code 101, eater-1on 25600,

EXECUTIVE WORKSHOP IN OPERATI
RESEARCH TECHNIQUES

Civil Service Commission

S

A 2.day scminar to be held twice @ year at the Civil S8erviee Coni-
missior, 1900 F. Sircel NW.

Description

This seminar is specifically designed as o teeln®ques orfented program
lor excentives already familiar with the hiroad coucepts of Operations
Researc/Systemns Analysis Tt is intended as a followap progrin to
the course entitled Systets Analysis for Government Operations, The
major technigue elasses to be covered are: (o) mathennatical program-
fngrs (&) probability techiniques: {¢) simulation models: and {4} net-
working. The ease study methols will be nsed extensiveiy to explore
the. mathematical stat’stical ealeulations involved in cach teehnigues

Who May Attend

‘

This prograw is iatended for career executives, (v8-14 and “bove or
equivalent.

How To Make Nominations

Nontinations shenld be submitted to the Manageoent Seiences Tram-
tng Center, Busvau of Training, U.S, Civil Serviee Commizsion, 1900
5 Strect MW Weshingtor, DLCL 2015, Namination-Registration for
Tratning forms (Optienal form 37) must be completed for eacl)
nominee.

Other Information

Detailed announcenents will he published sell in advance of cach
seminar offering. Further intormation way be oldained by teleplioning
area code 202, 632-5600, or 1DR coxde 107, extension 20604},
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INTRODUCTION TO VALUE ANALYSIS

Civil Service Commission

A 3-day program conducted 4 timcs a year in Washington, D.C.

Description

This course provides an introduction to the concept of valne analysis
as applied to manageent systems md social services, Value madysis
identifies the function of a system, establishes a valve for it, and en-
deavors to provide that function at lowest cost. Course content tnchides
the theovy of value analysis, where it ean be applied, and the phases of
a value anelysis project. Case studies ave used to demonstrate valuae

analysis.

Who May Attend

This comse is especially intenced for manageinent analysts, admin-
istrators, budget examiners, personnel specialists, industrial engincers,
supervisors of work-prodncing units and others concerned with eli-
cient and eflective program managetent at the Federal, state and local
level of govermuent. Nominations of personnel at GN -6 or below (or
equivalent) must be accompanied by a justifieation for attendunee.

How To Make Nominations

Nominations shonid be subunitted to the Management Sciences T'rain-
ing Center (Mail Point 71139), Barear of Training, U.N Civil Service
Commission, 1900 15 Strect NW.. Washington, DO, 204810, Nomina-
tion-Registration for Training forms {Optional Form 37) must be
completed for each Jederal nominee. An appropriate letter is accept-
able for other nominees which mnst inchude a hilling uddrvss,

Other Infermation

Further information may be obtained by teleplionimg area code 202,
(32-0600 or DS code 101, exten ion 23600,

LINEAR PROGRAMING
Civil Service Commission

A 5-day program conducted 3 timces a ycar in Washington, D.C.

Description
This coursa is designed to enable an analyst or progrann manager to:
(1) recognize problems ‘hat can e solved by linear programing; (2)
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understand the ideas of Hinear prograring: (3) formulate prohlems
in corvect form for solation: aul (4) obtain soltions to problee
uswadly througl the use of standard computer programs readily rovnil-
able for all government computers.

Who May Attend

This conurse ix intended for Federal. State, and loeal government offi-
cials who are invelved in program nanag -ment or analysis, There are
no grade level restrictions, IHowever, nominees should have some
knowledge of basie algebra and mathematical notation. If the nominee
doex not have thiy know ledge, the Civil Service Commission provides
athree-day review course, Lasie Dinto Analysis,

Howe To Male Nominations

Nominations should Lix submitted to the Mansgement Sciences Train-
ing Center. Burcau of Teaining, U S, Civil Revviee Commission, 1900
15 Street NW.,, Washington. DLC. 2041, Nor ination-Registrat'on for
Training forms (Optional formi 37) must be completael for each
nominee.

Other Information

Further information may he obtained by telephoning area cole 202,
632-5600, or 1DS code 101, extension 25660

MANAGEMENT ANALYSIS AND REVIEW
Civil Service Comniission

A 5-day program condueted 5 timew a year in Washinglon, D.C.

Descript’ n

This program is a basic introduction to the management analysis
funetion, It gives the new analyst « firm fonndation in the management
analysisoyele from planning a s nagement analysisstudy to the repor*
and evalwation of installed manzgement systems Classrooni experience
in management analysis is provided to £ e participant through amulti-
plase case study.

Who May Attend

New manageinent avalysts, those boing trained for rmanagement analy-
sis positiong, supervisors and managers who deal with nunng, ment
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analysts, and others interested in improved efficiency of managerment
sy=tems are eligible to participate. State and local government analys*s
are also invited and encouraged to attend. There are no grade level
restrictions.

How To Make Nominations

Nominations shiould be submitted to the Manazement Seiences Train-
ing Center, Bi eau of Training (Mail Point 71{39), U.S, Civil Service
Conumisgion, 1% 1 15 Street. NW., Washington, D.C. 20115, Nomiaation-
Registration for Training forms (Optional Form 37) must be com-
pleted for each Federal nominee. .An apprepriate letter is neceptable
for other nominces, which must centain a billing address.

Other Informalion

Further informstion may he obtained by telephoning area code 202,
632-0000, or 1DS code 101, extension 25600,

NETWORK TECHNIQUES FOR PROJECT
MANAGEMENT
Civil Service Commission

A 3-day program conducted 4 vimes a year in Washington, D.C.

Description

This course provides a pra-tial knowledge of the use of networking:
teclimiques in the management of projects, after a brief pre-entation
on the theory of networking (Program Evalnation and Review Tech-
niques, - nd Critical T'ath Method). Topies to be covered will he the
nse of actworks in project planning, resource allocation, control and
the use of computers. Case studies will supplerient the lecture pericds.

Who May Attend

This course is designed for project managers, management. analysts,
program analysts, and others who are requited to plan aud administer
svecial projects. No grade restrictions arve enforced except that the
nominations of employees at GS-6 and below must be accompanied
by a justificatien, Fcderal, state, and local employees are aligible.

How To Make Nominations

Nominations should be submitted to the Management Sciences Train-
ing Center (Mail Point 71139), Bureau of "Training, U. S, Civil Ser-
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vice Commission, 1900 1 Street NW., Washington, D.(", 20415, Nomi-
natio,-Registration for Training forinsg (Optional Forin 37) must be
completed for each Federal nominee. \n appropriate letter is uceept-
able for other nominees which must inelude a billing addres:.,

Other Information

Further information may be obtained by telep oning aren code 202,
652-5600 or 1DS Code 101, extension 25600,

Operations Research

OPERATIONS RESEARCH ORIENTATION
Civil Service Commission

A 3.duy program to be conducted in the fall 1971 and spring
1972 at the Civil Scrvice Commission, 1900 F Strect NW. A
similar program is conducted by the San Francisro Civil Service
Commission Region.

Description

This program is designied to provide a general overview of the classes
of teehniques of analysis known as Operations Reseavch/Systems
Analysizs. Emplasis will e placed upon the role of the analyst in sup-
porting management. decision making through quantitative analyses,
Subjects to be disenssed will inclirde: basic concept of operations re-
search; methodology uzed; and principal and commonly used tech-
niques of Operations Research/Systems Analysis. Knowledgeable and
experienced practitioners from government, industry, and nniversities
will constitute the faculty for this program. .\t the conclusion of the
orjentation, participants should he able to: (1) appreeiate more fully
the role of quantitative analysis as an information-preducing set of
techiniques; (2) understand the major steps involved in the appliea-
tion of methads and techniques: (3) recognize more clearly the ro’-s
of individuals ve:p-onsible for coatrilmting informational inputs to
management: and (4) communicate more electively throngh an in-
ereased knowledge of terminology and meanings. A followup ypro-
grian, Techniques and Methods of Operations Research Workshop, is
offered for those persons seeking more detailed nnderstanding of the
mathenatical-statistical eleinents mvolved.
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Who May Attend

This programn s open to carcer Goverament. employees, GS-9 und
above or equivalent. It is particularly directed at persons whose pres-
ent or projected assigmments require a broad conceptua® - jedge
of operations research and related quantitative appros: ..

Ho.w To Make Nominations

Nomtuations should be submitted to the Management Sciences Train-
ing Center, Bureau of Training, .S, Civil Service Conmission, 1900
E Street. N, Washingion, D.C. 20115, Nomination- Registvation for
Training forms (Optional form 37) must be completed for each
nominee.

Other Information

Further information may be obtained by telephoning area code 202,
632-5600, or IDS code 101, extension 25600, Contact regional training
institutes for information about their programs.

PLANNING, PROGRAMMING, BUDGETING
SEMINAR

Civil Service Commission

A 2-week program conducted 3 times a year in Washington, D.C.
A similar program is offcred in the San Fruncisco Civil Service
Commission Region.

Description

This course is designed to achieve three essential objectives: (1) to
provide participants with a working knawledge of the structure and
functi aing of the Planning, Prograaming, and Budgeting system
as set forth in Oftice of Management and Budget bulletins, and with
knowledge of the experience gained by agencies through efforts at im-
plementation: (2) ta provide participants with a grasp of the under-
Iying economic base for program budgeting and with an understand-
ing of the essentiais of program evaluation and planning; and (33) to
introduce participants to sophisticated quantituiive approuaches to
management planning and control, improving their ability to com-
munieate in"elligently with professional analysts.
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Whe May Aitend

This seminar is intended for: (1) those directly involved in PPR
operations sueh as program and hudget peeple, and (2) these hine and
statf managers at upper and middle levels who will be nsing the sys-
tem as an aid to deeision making. Participation is opon to Feleral,
State, wd Yocal govermment officials, FKxperience indicates that the
cowrse 1< mnre vitlhuable for those individuals who liave experience with
policy L vel management. decixions,

How To Make Nominatious

Neminations should e submitted by authorized agency representa-
tives to: Managetent Seiences Training Center, Bureaw of Training,
UK Civil Service Conmission, 1900 15 Street NW., Washington, D.C.
20415, Nomination-Registration for Training forns (Optional form
37) wnst he submitted for excly nominee, "The residence requirement is
mandatory for all participents, The Ciol Serviee Commission will
annouhee training site locations in thue for accommodation arrange-
ments to be made,

Other Information

Further information may be obtained by telephoning area code 202,
632-5600, or IDS code 101, extension 23600, Contact the regional train-
ing institutes for informatior abont its program.

RANDOM SAMPLING IN GOVERNMENT
OPERATIONS

Civil Service Commission

A 3-day program offered 4 times per year al the Givil Scrvice
Commission, Washingion, D.C.

Description

This program is designed primavily to incerease appreciation for prac-
tical uses of randam sampling in the wide variety of government opera-
tions in which examination of Targe masses of data would be an insur-
mountable task and nnneeessary for obtaining accurate and reliahle
meaniags. Although basic siatistical methods will be covered, prioe
knowledge of statistical science will not e a preveguizite for attend-
ance. Kmphasis will be placed on broad understanding. rather than
on detailed teehnteal treatment of the subject. 1t will scek to provide:
(1) familiarity with techniques: (2) appreciation for the advantages
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and uses of randont sampling: and (3) a reflective environnent in
which to dseuss applications of these techuiques to government opera-
tions. Topical areas covered witl include basic prineiples of sanpling,
sanpling as a short cut to fact finding, estimating from saumpleg, and
practical government applications of random sampling techniques

Fho May Attend

Hs-

This peogrant is open to sy career employee whao in the conrse of
signed responsibilities wonhl benefit from a familiarvity wiv and ap-
preciation for random sampling as v means for obtaining useful n-
formation. Tt is recommended in particnlar for contract ofticers, man-
agement analysts, financial managers, personnel specialists, and other
professionals who are users of statistical products.

How To Make Nominations

Nominations should be submitted to the Mauagement Seiences Train-
ing Center, Bureau of Training. U.8, Civil Service Commission, 1000
I Street MW, Washington, D.C. 20415, Nomination-Registration for
Training forms (Optional form 37) must be completed for each
nominee.

Other Injormation

Announcements with more detailed information will be sent to ull
agencies well in advanee of the program. Further information may
be obtained by telephoning avea code 202, 632-3600, or IDS eode 101,
extensicin Y5600,

STATISTICAL SCIENCE FOR ANALYSIS
Civil Service Commission

A 3-day program 10 be conducted two times per ycar at the Civil
Scnvice Conimission, 1900 E Sircct NW,

Description

This broad suvey course is designed to examine basic prineiples. un-
derlying Togic, and practical wses of statistical science for analysis.
Paiticular attention will be focused on: (o) Quantification of prob-
lems; (&) probability and risk; (¢) sunpling: (d) qua'ity control;
and (e} correlation and analysiz A combination of lecture and case
method approach will be nsed to relate theory to real world
applications,
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Whe May Attend

‘This program is primavily intended for newly assigned analysts, GS-9
and above, or equivalent, whose work assignment (eurrent or antici-
pated) involves the use of statistics and who are seeking n practical
review of fundamentals.

How To Make Nominations

Nominations should be submitted to the Management Seiences Train-
ing Center. Bureau of Training, U8, Civil Service Commission, 1900
E Street NW., Washington, D.C, 20415, Nomination-registvation for
training forms (Optional Form 37) must be completed for each
noniinee.

Other Information

Furtuer infoimation may be obtained by telephoning area code 202,
632-5600, o1 IDS code 101, extension 25600,

SYSTEMS ANALYSIS FOR GOVERNMENT
OPERATIONS

Civil Service Commission

A 3-day program conducied 10 1imes a year in Washington, D.C.
A similar program is offered in the San Francisco and Phila.
delphia Civil Service Commission regions.

Description

This course is designed to accomplish the following abjectives for par-
ticipants: (1) Improve their understanding of systems analysis and
its application: (2) enable participants to bettev identify ageney prob-
lems susceptible to analysis; (3) improve their knowledge of the
various analytic techniques; (4) to be able to deal effectively with ques-
tions regarding hoth the usefulness and limitatious of analysis in their
ageneies; rad (5) to ncquire sufficient backgrvound to enable partici-
pants to expand their knowledge further through outside veading.

Who May Attend

This program is intended for managers, tafl professionals, adminis-
traters, and others who want to better understand and n<e systematic
approaches to the problems of their agencies or who work with those
using systems analysis. Attendanee is limited to Federal, State, and
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local government employees at the GS-12 level and above (or the
equivalents).

Hotw To Make Nominations

Nominations shovld be submitted to the Management Sciences Train-
ing Center, Bureau of Training, U.S. Civil Nevvice Commission, 19500
¥ Street NW., Washington. DLC, 20415, Nomination-vegistration for
training forms {Optional Form 87) must he completed for each
pominee.

Other Information

Further information may Lo obtained by telephoning arez code 202,
G32-5600, or DS code 101, xtension 25600, Contact regional training
institutes for information sbout their programs.

TECIINIQUES AND METHODS OF OPERATIONS
RESEARCH WORKSHOP

Civil Service Commission

A 4-day program o be held 4 timcs per year in Washingion, D.C.

The program consists of two 2-day scssions 10 be hield during 2 con-
secutive weoks,

Description

The objective of this program is to inerease practical understa ading
of such basic operations researeh teehniques as: inventory teeoey,
replacement theory, queneing theory. sinmlation, co: t-henefit analysix,
linear and dynamic programming. and gante theory, Lectures, case
studiex, group discusston, and ehatlenging homewark assignients will
be msedd extensively throngliont the conduet of thiz workshop. 1 pon
completion of the program, the participant should he alile to: e
vecognize wove readily the type and range of operational problems
anenable. to mathematical approaches: (2) understand more fully
the mathematical 1ules and computational logie employed by Opera-
tions Research analysts; and (3) apprecinw more comprehensively the
various methods nzed fov recording and analyzing data in mathemati-
cal prol:lem solving, The progran is intended as a more detailed treat-
ment of analytic teehniques coverad fn such general proorams as the
Operations idesearch Orientation and General Ovientation in Program
Fvaluation.
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Who Moy Attend

This program is open to Federal, State, aud local government em-
plovees, 1t is particolarly directed at per=ons whio perforn ar will per-
form quantitative analyses of operations problens for managewent, or
who a1e responsible for the supervision of such efforts. The vrogram
presumes famitiarity with operations research concepts and a technical
orientation on the part of the participant. An nunderstanding of basic
algebra is essential to eifective participation and understanding of
practical exervises. If the nominee does not have this knowledge. the
Civil Service Ceniaission provides a three-day review course, Basic
Data Analysis.

How To Make Ncminations

Nominations should be submitted to tle Management Sciences Train-
ing Center, Bure-u of Training, U.S. Civil Service Conunission, 1900
I Street NW., Washington, D.C\. 20415, Nomination-Registration for
Training forms (Optional for 37) must be completed for cach
nominee.

Other Information

Further information may be obtained by telephening aren cods 202,
632-5600, or IDS code 101, extension 25600,

WORKFORCE ESTIMATING
Civil Service Commission

A 3.day program condrncted 8 timics a year in Washinglon, D.C,
A similar program is offered by the San Francisco and Phila-
delphia Civil Scrvice Comumission Regiona.

Description

This course discussess work measurement wind estinating teelmiques
with emphasis on a statistical extima'ing tevhnique recomended by
the Office of Management and Budget—naltiple regression analysis,
Participants will be mad~ uequainted with varicus work measuring
techiniques <o that those teehniques best suited for their agencies can
be ideatified and implemented. To ert the minimum requirements of
the Office of Management and Budget, participants will b tanght to
anderstand, utilize, and interpret rvesults of regressien analysis in
manpower and workload estimation, rathier than the meehanics of how
to progranorset up the analytical data.
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Who May Attend

This course i1s intended for all budgeting, administrative, and man-
agement parsonnel involved in ageney badget estimation, preparution,
analysis, or justification. There are no grade Tevel restrictions and
participation is open to a¥l Federal, State, and loeal government ofli-
elds. Participants are expectea to be acquainted with hasis statistical
techniques, but need not he statisticians,

How To Make Nominations

Nominations showld be sulmiitted to the Management Sciences Train-
iag Center, Burean of Training, U.N, Civil Service Conunission, 1000
E Street NW Washington, D.C. 20415, Nomination-Legistvation. for
Training forms (Optional form 37) st he completed for each

noninee.

Other Information
Further information may be obtained by telephening area code 202,
632-0600, o1 FDS code 101, extension 25600, Contaet rgional training

institutes for information about their programes.

Supply

Procurement and Lontracling

CONTRACTING BY FORMAL ADVERTISING

Ceneral Services Administration
A S-day program, scheduled periodically in Arlington, Va., and
in other centors of Federal population.

Description

Rasic Government procnrenment inw provides that all contraets for
property and services, with certain stated exeeptions, he made by
formal advertising. This cowrse. will assizt Federal agencies ta: (1)
Procure personal property and tonpersona: seevices (including con-
struction) by nze of the formal advertising nethod, (2) standardize
formal advertising procedures, (3) improve velationships between
contraeting offices and contractors, and (4) comply with legal and
vegulatory requirements. ‘The course ix hased primarily on Foederal
Procurement Regulations (FPR), which ae grenerally compatible
with the Avrmed Services Procurement legulations (ASTR). Major
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topizs to be covered are: Preparation of invitation-preseribed and op-
tiony] forms and “taitoring™ the invitation. publicizing the invi-
tation—mailing, public display. newspaper advertising, snd Depart-
nent of Conunerce synopsis:

s subinission of bids—responsiveness, late
bids, rejections, and mistakes; awarding the eonwet—respon=ible
Jrrospective contractor, discounts, equal low bids, and progressive
awards.

Case studies and discussion will foeus attention on recurring prob-
lems and furnish assistance in preventing or resolving such problems.
Special emphasis will be devoted to situations involving late hids, re-
sponsiveness of hids andmistakes in bids.

Who May Atiend

This course is designed for Federal employees in procurcient posi-

tions or in teaining for procurement positions, Personnel wlo have
~

takerc the GSA comrse in Small Purchases will find that this conrse

will broaden their procurement skills. Participation is open to em-

playeesin grades (S-7 and nhove, or equisalent.

How T Make Nominations

Nominations shonld be submitted through agency employee develop-
ment officers to the Divector, Training Division (BI’T), Ceneral Ser-
vices Administration, Washington, D.C. 20405, using Optional forim
37 (Rev.}, Nomination for Interagency Training. X brief deseription
of the nominee’s duties should be included in item 11 of the QF 37,

Other Information

No cozt to agencies. Specifie dutes and locations will he annonneed.
Agencies may obtain additional information by calling area code 202,
343-7681, or code 183, extension 7681.

CONTRACT LIAISON FOR THE SC
ENGINEER

Civil Service Commission

ENTIST AND

A 3-day program offcred as nceded at th.e Civil Service Commis.
sion, 1500 E Street NW,

Description

Substantial controversies mensuring into multimitlion dollars vearly
result from an inad~quate knewledge of government procurement proe-
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esses which in tuen vesult in a lack of adeqgueate coordination amoeng
seientists, their coutrueting oflicers and the contraetors, This program
i designed to sllow the selentists or engineer who i< respousible foethe
technieal aspects of acantract to better contaunieate with his organi-
ration's contracting officer through improved understanding of con-
tracts aud eontracting. Topies to be discussed nelude: procnrement
responstbility and authority as it pertains to bowvs and implementa-
tions, the cuntracting officer and his representatives, the principal of
ageney and the teclmienl vele. The provurement process whiclt ineludes
progvan planning aud funding autiovitioss ilie veguest for proposal
{scope of work- purposes, canteut. and impaet ) 3 aed miscellaneous
natters of concernt such as comy:ctition vs sole sonree, evaluation of
proposal, approval and determinations requirved, and the character-
istics of a contract: the award and on-goingr process inclading techni-
eal survelllanee and coovdination, teehnical and  adiinistrative
ehanges, allowable cost and limitation thereof, vights in technical
ity and a follow-on plan,

Fhe May Attend

i

; This seinar 15 open to all selentists engineers. and seientifie adminis-
trators itevested in inproving their cond racting kuowledge,
How To Make Nowminations
Nominations ave to he submitted by antharized sgeney representatives
no Iater than 3 weeks beforc the hegining date for ea b progran to:
Divector, Seience and Engineering Training, UK. Civil Service Comi-
nission. Washinglon, D.CL 20415,

3
Other Informaticn
Agencies may obtain further mformation hy calting £3 25662 or code
101, extension 2602,
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EDITORIAL PLANNING FOR PRINTING
PRODUCTION

Government Priiting Office

Two 8-day programs 10 be held from October 18 10 Novenher 11,
1971, and March 20 to April 13, 1972, at the Government Printing
Office, 732 Nerth Capitol Street (at H)}, NW.

Descripiion

Lectares covering planning, copy preparation. scheduling, printing
processes, type, use, selection and use of art ar.d protographs, electronic
photocomposition, printing procurement procedures, and sale and dis-
tribution of government publications. A guided tour of the typesctting
and the printing production divistons of the I'rinting Office is included.

Who May Attend

Federai writers nnd editors, or administrators associated with these
fields, and these who prepare specitications for nse in requisitioning
printing from the Government Printing Office, or who are requirved
to work with the Government Printing Oflice as devartinent or ngeney
procurement officers.

How To Make Nominations

Aletter or Civil Service Optional Formn 27 should be submitted Ly au-
thorized agency representatives to the Superintendent of Typography
aud Design, Room C-829, U.S, Government Printing Oftice, Washing-
ton, 11.C, 20401, by October i, 1971, and Marcl 3, 1972, respectively,
Applieations should inelude the following information: Nominee's
nanie, position title and brief description of duties, grade level, and
departinent or burean: and the teleplione number of the person to he
notified of acceptance. This netice will be given approximately one
week prior to the start of each program. Nominees will be accepted in
the orderin which they are received.

Other Infu,mation

No cost ta agencies. Tt is expecied that those registering will partici-
pate in all eight sessions. Lintited elassroom capacity will restriet cach
of the two attending groups to 65 persous. Forthier information may
be obtained by calling 202-5311-3339 or code 149 extensinn 339,
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EFFECTIVE ADMINISTRATION OF THE CONTRACT
FOR MARGINALLY PUNCHED CONTINUOUS FORMS

17.S. Government Printing Office

A program held in January on 3 successive days from 9 a.nn
to 4 pau. at the U.S. Government Printing Office, 732 North
Capitol Strect (at H) NW., Washington, D.C. 20401.

Description

The class will study the Contract for Marginally Punched Continuous
Torius and will cover such topics as: (¢) Who must aad who may use
the contract: (4) Whicl orders fit the contract; (¢) How to use G1Io)
form 1026a: (d) How to place orders; (¢) Pluming within printing
limitations: (f) General do’s and doa't's: Training techniques will
inslude lectures, question and auswer peviods, and workshop problems.

Who May Attend

The course is conducted for authorized personmel engaged in the prep-
arvation of specifications, pricing. and procurement of forms under
the Contvact fur Marginally Punchied {ontinueus Fors.

How To Make Nominations

Nominations should be submitted by anthorized agency representatives,
by letter, to Mr. Jumes . Holloran, Acting Mana ser, Printing Pro-
curement Departnient, Room C-883, U5 Government Printing Office,
Washington, D.C. 20101, Applicitions should include the following
information: Department or burean, natae, title. and grade level. The
telephone uuaber of the person to be notified of acceptance is also
requested, Nominees will be aceepted in the order in which they are
received. Notification by telephone as to acceptance and specific dates
will be 1ade at least 2 weeks prior to the start of cach course.

Other Information

There is no cost to agencies. Each class will be limited to about 45
persons., Further information may be ohtained by ealling the Superin-
tendent, Comn.ercial Printing Specifications Division, Teleplhone:
Area Code 202, 51133531 (Government dial code 149), extension 351,
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GOVERNMENT CONTRACT ADMINISTRATION
General Services Administraticn

A 5-day eourse scheduled periodically in Arlington, Va., and other
centers of Federal population,

Description

This course is designed to assist Federal agencies in: Obtaining maxi-
mum compliance by the contractor with contract terms during per-
formance, recognizing the ocanrrence of situations during performance
which may lead to claims by the contractor, protecting the pnblic
interest by prompt and fair settlement of problems which avise during
performance, determining whether increased costs of contract per-
formance shonld be borie by the contractor or by the Government,
and negotiating equitable adjustments when the Government has
agreed to bear risk in contract performance. The course will include:
A detailed analysis of the obligations which the contractor and the
Government assume under the standard form Governtient contract;
the major events which may occur during contract perforinance, such
as changes. changed conditions, changes in Governnient-furnished
property, delays, defective specifications, and inspection problems;
techniques for pricing the “equitable adjustment™: methods for proc-
essing findings, determinations, and appeals under the Disputes
Clause; distinctions bet ween claims nunder the contact und c'aims for
breach of contract ; techiniques for obtaining compliance with contract
delivery schedules: default elause procedures, difliculties encountered
in cost reimbursement or payment of contractors: ard post-perforin-
ance aspects of contract administration, such as enforcement of war-
ranty provisions, prodnet lisbility, or cxamination of contractor's
records.

Who May Attend

This course is designed for procurement officers, contractinge oflicers,
contract administrators, and other personnel involved in the procure.
meunt, preparation, and administration of Federal contracts, FParticipa
tion is open to employees in grades GS-9 aud above, or equivalent.

How To Make Nominations

Nominations should be submitted thiongh agency ciiployee develop-
ment officersto the Nirector, Training Division (BIF), General Sery-
ices Administration. Washington, D.C. 20105, nsing Oplional Form
37 (Rev.), Nomination for Interagency Training. A brief description
of the nominee’s duties should be ine'uded in item 11 of the OF 37.
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Cther Information

No cost to agencies, Specific dates md Jocations will he annonnced.
Agencies may obtain additional information by ealling avea code 202,
313-7681, or vode 183, extension 7631,

GOVERNMENT CONTRACT NEGOTIATIONS
General Services Adminisltralion

A 5.day course scheduled periodically in Arlington, Va., and other
centers of Federal population.

Description

This conrse 1s intended to give procurement personnel an opportunity
to expand their know ledge and exchange ideas in the field of contract
negotiation. 1t is based primazily on Federal Procurement Regnla-
tions (FPRY, aud supplements the courses “Contracting By Formal
Advettising™ and “Government Contract Administration.” Major
topica covered are: PProearemunt planning, methods of procurement,
techiiques and proceduces in negotiation, evalmation of proposals,
conduret of the negotiation, an-l technical assistance in ronducting the
negotintion, Case studies and disenssion foens attention on vecurring
problems and furnish assistance in preventing or reselv ingr sueh prob-
lems, Speeial emphasis is devoted to situations invobang human fac-
tors in negotintion, negotiation techniques, price arel cost analysi,
administrative poliey, legal requirements, and contract award and
administration.

Who May ({'ten

This course is desigmed for procurement cllicers, contracting officers,
contract administrators, and other personnct engaged in the provure-
pient, peeparation, and administration of Federal contracts. Partici-
pation is open to etaployees in grades (25-1and ahove, 71 equivalent.

Hote To Make Nominalicas

Nominations should he submitted tlrough ageney employee develap-
went. officers to the Dirvector, Teainmy Division (BI'T), General Serv-
iens Administration, Washington, 1.C. 20105, nsing Optional Form
97 (Rev.), Nomination for Taterageney Tratmng. A brief deseription
of the nominee’s duties should Le incladed i item 11 of the OF 37
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Othrr Information

No cost to agencies. Specific dates and locations will be announced.
Ayencies may obtain additienal information by ealling area code 202,
343-7681, or code 183, extension 7681,

PROCUREMENT CONTRACTING AND POLICY
General Services Administration

A 4-day course vonducted 4 times a ycar in Washington, D.C.
and selceted centers of Federal population.

Description

This program is designed to assist Federal agencies in: Developing
more economical and effective purchasing and contracting practices,
including contract administration a- .1 termination: nhtaining better
understanding and acceptance of laws, regulations, policies, and pro-
cedures govarning Federal procurement, on the part of both Federal
procurement oflicials and businessmen; and \Jeveloping new p-
proaches and solutions to unique procurement problems, Tt emphasizes
the legal and regulatory aspects of procureiaent and their application
to practical situations. Attention is given not oniy to existing rules,
but to reasons for such rules, and alternatves which have been enn-
sidered. Each of the following major subject-matter areas arve dis-
cussed : Developnent and principles of procureent statutes: types of
contracts; advertising and biddiag proceduves; negotiation of con-
tracts; economic policy requirements (small business, labor surplns,
eqital employment opportunities): reporting of assibl anti-trust

violations; publicizing procarement actions: contract « nistration
clauses {disputes, defaults, suzpension of worl, equita Jjustment,
changes, inspection and arceptance, etin) : taxes, bonds [ insuranee;

debarment; contract finarcing, andit, and cost princip , and contract
termination.

Who May Attend

This course is designed for Federa! personnel concerned with pro-
curement in any of its aspects—suclh as purchase, fiseal, legal, and en-
gineering. Participation is open to personnel in grades (/S-12 and
above, or equivalent, Fspecially well-qualified ecandidates at (S -1t
will be considered if space is available and a waiver is requested hy
their ngencies. Commissioned officers of the military services are
eligible and wili Le accepted on the same priority lasis as other
nominees.
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How Tv Make Nominations

Nowinaiions should be submitced through agency employee develop-
ment. oflicers to the Director, Fraining Division (BPT), General Serv-
ices Administration, Washington, 1.C. 20405, using Optioual form 37
{Rev.), Nomination for Interageney Training. i Lrief description of
the pominee’s duties shov'd be included iu item 11 of the OF 37,

Other Information

No cost to agencies. Schieduled Cates and locations will be announced.
Ageneies may obtain additional infarmation by calling area code 202,
343-7651, or code 183, extension T651.

PUBLIC UTILITIES SERVICE PROCUREMENT
General Services Administration

A 3-day semirar scheduled periodicully in Washington, D.C. and
other centers of Federal population.

Description

This serrinar is designed to give management and teel nical guidanee
to Federal agencies m thelr procurement of electrie, gas, steaur, water,
anel sewer services, It tveats the specialized arens of utilities 1vocure-
mient as will as xome applicutions of the services, and is intended to
sapplement basie training ov experienes.,

Major diseussion topies ave: Regulations, policies, and procedures of
civilian and militacy agencies for public wtilitiss procurement and
maniagement : the ait, techniques, responsibilities, and steps in nego-
tintion of utilities contravts: churacteristies of ellective adninistra-
tion of utilitics contracts: perindie review of suitability and suflicieney
e1 contracts and performance: rexponsibilities and guidelines fov elee-
tvie and gas rate selection and application: utiiities costs cutting by
applying proverumethods and creative ideas in procnrcuent and utili-
zation; and planned development of the internal capability of Fed-
eral agencies to handle specialized utilities problems.

Who May Attend

Tlis seminar is open to procurement officers, contracting officers, con-
tract administvators, and other personnel ngaged in publie utilities
serviee procurement. Participation is limited to employees in grades
(:$-12 and above, or equivalent. especially well-qualified candidates
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at grades GS-9 through GS-11 or equivalent, and commissioned and
nonconumissioned officers of the military services.

How To Make Nominations

Nomination should be submitted throngh ageney employee develop-
ment oflicers to the Director, Trainine “ivision {(BI’T), General Ser-
vires Administration, Washington, D, 20405, using Optional form
37 (Rev.), Nomination for Interareney Training. A brief deseription
of the nominee’s duties should be included in iteni 11 of the OF 37,

Other Information

No cost to agencies. Specific dates and locations will be announced.
Agencies may obtain additiona? infornwtion by ealling area code 202,
313-T651, or code 183, extension TGS1.

SMALL PURCIHASES

General Services Administration

A 5.d. - ecurse scheduled peiiodically in Arlir jton, Va., and other
centers o1 .“~dcral populatior

Description

The administrative costs of making, controlling, and paying for small
purchases often exceed the value of the items being procured. The pur-
pose of this course is to encouarage Federal agencies to reduce costs
through the use of: (1) Improved methods for making small pur-
chases; (2) careful analysis of cach requivement : and (3) utilization
of appropriate simplified purchase techniques.

The course is based primarily on Federal Provuvement Regulations
(FI’R), with reference to the Armed Services Procureinent Regnla-
tions (ASPR) when appropriate. It includes lecture-discussions and
case studies, and rimphazies the application of the following author-
ized small purchase techniques. Blanket purchase arrangements,
imprest funds, purelase order forms (SF 44 and H7), oral purchases.
and unpriced purchase orders, The following related topics are also
covered: Prelimninary purchase couditions, soliciation of quotations,
limitations,and vendor and inhouse relationships,
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Who May Attend

The conrse is designed for all Federal employ<es engagred in sall
purehases and related procuyement operations, or in training for as-
signment in the proeureutent field.

How To Make Nominations

Nominations should be submiitted through ageney employee develoy -
ment officers to the Direetor, Trainng Division ( BPT), General Sevv-
jces Administration, Washington, D.C. 20405, nsing Optional form
37 (Rev.). Nomination for Interageney Praining. .\ bricf descripiion
of the teminees duties shoutd be included in itemy 11 of the OF 37,

Other Information

No cost to agencies. Speeifie dates and locations will be aunounced.
Ageneies may obtain additional information by ealling area code 202,
343-7681, or code 183, extension 7681,

Storage and Inventary

ECONOMIC ORDER QUANTITY TECHNIQUES
General Services Administralion

A 3-day course scheduled periodically in Aslinglon, Ya., und other
centers of Federal population.

Description

Thiy course is desighed ta 14 ageneies in complying with the ye-
quivements of the Federal DPropenty Management  Regulations
(FPMIR) pertaining to inventory management, and will enable
agencies to apply modern inventory methods in their supply sy=tems,
The conrse foruses on a detailed presentation of techinigues enployed
in implementing Economie Ovder Quantity (EOQ) principles and
practices ta enable each participant to effect practical applivation in
Lis ageney. Among the topics to be disenssed are: Criteria for stock-
age, measures of supply effectiveness, mechanies of the inventory
control system, predicting and forecasting demand, exponential
smoothing, safety stock, economic purclase quantity, and low-dollar
vahie control fechminues.
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Who May Attend

The course is designed priraarily for management and operating
supply personnel whose duties require a basic knowledge of cconomie
order quantity techniques. Nominees for this cowrse must have taken
the course “Inventory Control of Supplies and Materinl<” EKOQ
techniques involve the application of ntathematies to inventory man-
agement, and some of the ‘inventory management decisions have been
rediced to formulus, some very simple, These formulaz ave diseussed
and applied in the course: and it is desirable, therefore, that nominees
have a knowledge of higl school mathematics.

How To Make Nominations

Nominations should be submitted through ageney employvee develop-
ment. oficers to the Divector, Training Division (BPT), General
Sevvices Administration, Washington, D.C. 20405, using Optional
form 37 (Rev.), Nomination for Interigency Training. A brief de-
scription « § the nominee’s duties should be ineluded in item 11 of the
OF 37.

Other Information

No cost to agencies, Additional information may- he obtained by call-
ing avea code 202, 343-7681, or code 133, extens.on 7GS1.

INVENTORY CONTROL OF SUPPLIES AND
MATERIALS

General Services Administration

A 2.day cour-e scheduled periodically in Arlington, Va., and other
ceniers of Federal populatioi.

Description

This course is designed to assist agencies in anticipating inventory
needs and avaiding averstocking or runuing ont of stock, It aids in
the establishment and maintenance of a satisfuctory hatunee of cus-
towser service, inveitory managenent and control, and operafing costs,
Throngh lectures, pritetice cxerr ises. and disenssion, the comse stresses
principles, techniques, and gaidelines under the following topies: Re.
quirements determination, storage criteria, stock levels, when to order,
reviewing for excess, and basic ADI applications.
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; The conse is primavily for operating pevsonnel responsible for main-
laining inventories of supplies and materials, Special consideration
will be given to personnel from agencies maintaining storerooms that
serve consiers. Supervisors and managers intervested in reviewing
tho basic elements af inventory management are eligible to attend.
Management and operating officials who plan to tuke the 3-tlay course
“Lleonomic Order Quantity Techniyes™ which {ollows are required to
take this baste conrse,

How To Make Nominations

Nomnnations should be submitted through agency employee develop-
ment officers to the Director, Traiming Division (BT, General Serv-

ices Administration, Washington, D.C. 20405, nsing Optional fovn
i 37 (Rev.), Nomination for Interagency Training. .\ brief deserip-
; tion of the nominee’s duties should be wcluded iv itern 11 of the OF 37,
‘
i Other Information

No cost to agencies. Sgencies may obtain additional information by

calling area code 202, 343-7681.0r code 183, extension 7631,
i

STORAGE AND MATERIALS HANDLING

General Services Adminislration

A S5-day course echeduled periodically in Arlington, ¥a.

Description
J The purpose of this course is to assist Federal agencies in: Utilizing

storage facilities by better planning and layout of space to nccommo-
date materials essential to mission: employing equipment to assure
smooth flow of materials in and cut of inventory; aud achieving opti-
mum use of manpower, equipment, and facilities imvolved in storage
operations, The course will develop a knowledge of current ware-
housing principles, mcthods, and techniques, and relate their applica-
tion to the maintenance or improvement of aperations. It will provide
opportunily for participants to discuss and solve problems relating
to: Space types and requirements computations, planning space lay-
outs and storage plans, matetials handling equipment, storage loca-
tions and locator systems, safety and protec.ion of personnel, and
swarehousing management.
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IWho May Attend

The conrse is intended for Federal employees at the operating level
and the first level of supcrvision. Management personnel who seck a
review of storage and materiale handling prineiples, methods, and
techniques, and employees in traiming for positions in this lield are
cligible to attend.

How To Make Nominalions

Nominations should be submitted through ageney employee develop-
ment ofticers to the Director, Training Division (BIPT), General Serv-
ices Administration, Washington, TY.(. 20105, nsing Optional form
37 (Rev.), Nomination for Interagency Training. A Dbrief descrip-
tion of the nominee’s duties shonld be included in item 11 of the OF 3/.

Other Information

No cost to agencies. Additional information may he obtained by call-
ing aren code 202, 343-7681, or code 183, extension 7681,

Transportation

CARRIER SELECTION-FREIGHT CLASSIFICATION
General Serviees Administration

A Yday covurse scheduled periodically in Washington, D.f.. and
other centers of Federal popul-ti- a.

Description

This conrse is designed to assist Federal agencies in the selection of
commercial carriers for the demestic transportation of GGovernment
property by providing criteria for making judicious routing deci-
sions, and assisting agencies in describing Govermuent property on
transportation dociments to obtain the most economical freight rates.
Topies to be discussed are: Use of claasifieation publications, how to
deseribe freiglty, modes of transportation, how to route Gavernment
freight, and equitable distribution of tonnage.

Who May Attend

‘This course is open to any Federal employee whose full or part-time
duties involve fre'ght transportation functions. Emplovees responsi-
ble for issuing and processing Govermment Lills of lading also are
eligible to attend.
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How To Make Nominations

Nominations should be submitted through ageney employee develop-
ment officers to the Director, Training Division (BI’T), ‘reneral Sery-
ices Administration, Washington, 1% 20405, uring Optional form
37 (Rev.), Nonination for Interagency Training. A briefl descrip-
tion of the nominee’s duties should b2 tacluded initem 11 of the OF 37.

Other Information

No cost to agencies. Specific dates 1nd locations will he announced.
Agoncies may obtain additional information by culling area code 202,
342-7681, or code 183, extension 7681.

FREIGHT LOSS AND DAMAGE CLAIMS

General Servires Administration

A 1-day course schedrled periodically in Washington, D.C., and
other centers of Federal population, or offcred onsite at agency
regucst.

Description

This course is designed to assict Federal agencies in the processing of
claims against carriers for loss and damage to Government property
during shipm nt, and in taking pre- antionary steps to prevent loss and
damage to theiv shipments, FThe following topics are highlighted : Pre
vention of loss and damage; liability of shipper and earrier: con-
signee’s eertitivate of delivery: report of loss, damage, or shrinkage
and measure of loss and camage; and step-hy-step claims procedures,

Who May Attend

This course is open to all Federal employees resporsible for the lian-
dling and processing of loss ond damage claims. It Js alse opento em-
ployces concerned with the shipping and receiving of Government
property insafe condition.

How To Make Nominafivns

Nominations should be submitted through agency employee develop:.
ment offices to the Divector, Training Division (BPT), General Sery-
ices Adr nistration, Washington, D.C. 20103, using Optional form
37 (Rev.), Nomination for Intevagency Training. A brief descrip-

tion of the nominee™s dutics should be included initem t1 of the OF 37,
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Other Information

No cost to agencies. Specific dates and locations will be announced.
Agencies may abtain additiona! information by calling area code 202,
343-7681, or code 183, extension 71681.

FREIGUHT RATES AND TARIFFS
G- . ral Servires Adminis:ration

A _.day course s - duled periodically in Washington, D.C., and
other ~enters of Federal population,

Description

The comrse is designed to broaden the transportation and traflic
nirnagement capabilities of Federal agencies by : Exploring the bene-
fits to be derived from proper application of rates, routings, and other
transportation data in carrier’s tariffs; reviewing the pricing strue-
ture of the transportation carriers of the United States: and providing
information and guidance regrarding the availability and use of GHA's
tarift library factlities in obtaining more economical transportation
services. Discussion will include: Freight rates, carvier taritfs; rate
tend:rs to the Government; accessorial services, specialized services:
transit arrangements; and regulatory provisions.

Who May Attend

This conrse is apen to administrative, superviscry, and operations por-
sonnel whose fuli- or part-time duties involve freight transportation
activities.

How To Make Nominations

Nominations skouid be submitted through ageney einployee develop-
ment officers to the Director, Training Division {BPTY), General Sers -
ices Administration, Waskington, [LC. 20405, using Optional form
3777 (Rew.)y Nominatian fer Duterageney Training. \ brief deserip-
tion of the nominee’s dutiex should be included in item 11 of the OF 37,

Other Infurtaation

No cont to agencies. Specifie aates ard locations will he annenneed.
Agencies may obtain additional information by calling area code 202,
343-7681, or code 182 extension 7681,
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GOVERNMENT BILLS OF LADING AND COMMON
SHIPPING FAULTS

General Services Administration

A 1-day seminar scheduled periodically in Washington, DLC., and
uther centers of Federal population.

Description

This seminar is designed to improve th: quality of shipping documen-
tation by Federal agencies, thereby eliminating many of the discrep-
ancies encountered by the General Aeccounting Office in their post an-
dits. Approved bill of lading procedures are discussed in detail and
the most common trouble spots identified. Questions and open discus-
sion araencountered. The GSA Handbook “How to Prepare and Proc-
ess {".3. Government Bills of Lading” provides ready refervence to
the subject matter and it is suggested that participants bring their
copies to the seminar.

Time is allowed for gencral discussion on any topic pertaining to the
movement of Government property. Particivants are urged to take
part in thi; exchange of information and ideas. Specific questions
requiring reference to the GSA tariff library may be submitted to the
course instructor and data will be furnished in writinge from the TCS~
GSA staff.

Who May Attend

This seminar is open to administrative, snpervisory, and operational
personnel whose full or part-time duties involve freight transporta-
tion activities. Persons responsible for issuance and processing of
Government bills of lading should attend. The subjects covered will
be of interest to property and supply officers, procurement agents,
warehouse supervisors and shipping personnel. Any other Federal
employee whose duties are relatel to the subject matter may also
attend.

How To Make Nominalions

Nominations shoull bo submitted through agency employee develop-
ment officers to the Director, Training Division (BI’T), General Serv
ices Administration, Washington, D.C', 20403, using Optional form 37
{Rev.), Nomination for Interagency Fraining. A brief description of
the nominee’s duties should be included in item 11 of the OF 37.
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Other Information

No cost to agencies. Sperific dates and locations will he announced.
Agencies may obtain additional information by ealling avea code 202,
343-7681, or code 183, extension 7681,

MODERN TRAFFIC TECHNIQUES
General Services Administration

A 3-duy course scheduled as needed in Washington, D.C., and
other centers of Federal population.

Description

This course is designed to broade:: the rraasportation and traffic man-
agement capabilities of Federal sgeneies by : Integrating procureinen®,
supply distribution, and financial aspects inte u unified transportation
resource ; updating agency procedures in the transportation of Gov-
ernment property ; and exploring basic and advanced methods of traflie
managenient for future as well as present application.

Who May Attend

Civilian agency personnel in grades GGS-11 and above, or equivalent,
having administrative or supervisory responsibility over supply, pro-
curement, storage, and distribution activities invalving transportation
and traflic management, are eligible to attend.

How To Make Nominations

Nominations should be sulmitted through agency employee develop-
ment officers to the Director, Training Division (BPT), General Serv-
ieos Administration, Washington, D.C. 20105, using Gptional form 37
(Rev.}, Nomination for Interagency Training. A brief description
of the nomince’s duties should be included in item 11 of the OF-3T.

Other Information

No cost to agencies. Additional information may be oltained by call-
ing area vode 202, 343-7681, or code 153, extension 7681,
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OCEAN TRANSTORTATION
General Services Administration

A 1.day course scheduled as needed in Washington, D.C., and
olher centers of Federal population.

Description

This course is designed to increasc effectiveness and economy in the
international procurement snd transportation programs of Federal
agencies by presenting and discussing means of : Coordinating pro-
curement functions more closely with those of transportation; pro-
motirg a broader undetstanding of ocean transportation procedures;
investigating costs via all modes, or combinations of modes, of trans-
portation; and providing for the most effective terms of delivery in
contracts. Topics to be discussed include: The materials procurement
stage; the preliminary ~hipping stage; transportation to port, the port
activity stage; export <hipments: import shipients; cross trades ship-
ments; steamship conf 1 uces: foreign freight forwarder; and ship
chartering.

Who Mecy Attend

Administrative, supetsv.. vy, and operations personnel whose duties
involve the proonrenient and transportation of materials for delivery

tooverseas destinat .. are eligible toattend.

How To Make No. inations

Nominattons shonid be submited through agency employee develop-
ment officers to the Director, Training Division (BPT), General Ser-
vices Admimstration, Washiagton, D.C. 20403, using Optional form
37 (Rev.), Nomination for Interagency Training. A brief description
of the nominee’s -inties should be included in item 11 of the OF. 37.

Other Information

No cost to agencies. A1 iitional information inay be oblained by calling
area code 202,343 Tt <1, or code 183, extension 7681.

231

947



O

ERIC

Aruitoxt provided by Eic:

PREPARING AND PROCESSING THE GOVERNMENT
TRANSPORTATION REQUEST

General Services Administration

A l.day seminar/workshop schieduled periodically in Washinglon,
D.C., and other centers of Federal popula.ion.

Description

This seniinar/workshop las been designed to assist agency personnel
in the development and improvement of government transportation re-
quest procedures. The course will include discussions and workshop
activities on the preparation and processing of the transportation re-
quest in passenger transportation procurenent.

Who May Attend

This course is open to agency personuel who: (1) participate in travel
arrangenteuts; (2) desire a refresher vourse or an introduction to
travel procedures; or (3) want to formulate or develop better
procedures.

How To Make Nominations

Nominations shonld be submitted through ageney employee develop-
ment ofticers to the Pirector, Training Division (BPT), General Serv-
ices Adninistration, Washington, D.C. 20405, using Optional Form
37, Nomination far Interagency Training. A brief deseription of the
nominees duties should be included 111 item 11 of the QF-37.

Other Information

No cost to agencies. Specific dntes and locations will be announced.
Ageucies may obtain further information by calling area code 202,
343-7681, 0r code 183, extension 7681,

SHIPPING HOUSEHOLD GOODS
General Services Administration

A l-day course scheduled periodicslly in Washington, IN.C., and
other centers of Federal population.

Description

This program is designed to assist Federal agencies in: Ohtaining more
advantageous rates for shipping household gonds: providing authori-
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tative information about what alternatives are available, and what.
allowances are authorized for employees being transferved; aiding
employees in the selection of carriers; safeguarding employees from
unnecessary costs in shipping houseliold goods; and providing guid-
ance for employees in preparing for movement of household goods.
Among the topics to be discussed are: The “commuted rate” system
versus tle use of Government bills of lading, carrier rates and serv-
ices, entitlements of individuals, common problein areas, and ques-
tions and aunswers in GSA'’s pamphlet “Shipping Your Honseliold
Goods.”

Who May Attend

This course is open to administrative, fiscal, and transportation person-
nel whose dutiesinvolve the movement of employees” households goods.

How To Make Nominations

Nominations shonld he submitted through agency employee develop-
ment. officers to the Director, Training Division (BPT), General
Services Administration, Washington, D.C. 20405, using Optional form
37 (Rev.), Nomination for Interagency Training. A brief description
of the nominee’s duties should be included in item 11 of the OF-37.

Other Information

No cost to agencies. Scheduled dates and locations to be announced.
Agencies may obtain further inforination by calling area code 202,
343-7681, or code 183, extension T681.

TRANSPORTATION ASSISTANCE TO
PROCUREMENT OFFICERS
General Services Administration

A 1-day course scheduled periodically in Waskiagilon, D.C., and
other centers of Federal population.

Description

This course is desigied to ass’st Federal agencies in coordinating
procurement and transportation operations througly impraved applica-
tion of trafiic management techniques at all stages of the procurement
cycle, and in achieving greater economy and effectiveness in agency
procuremert programs where transportation is a factor.
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The course emphasizes an understanding of transportation cost
considerations involved in procurement transactions and the applica-
tion of trafic management technirgues. Topics to be covered are:
Transportability of comiodities to be procured, freight classification
of procured items, packaging and protection speeifications; FOI
origin rs. FOB destination, guaranteed shipping weiglits and cubes.
carload/truckload es. less load lots, Joading and handling at origin,
consignee receiving faeilities, use of transit privileges, freight rates
in bid evaluation, and overseas transactions.

Who May Attend

This eourse is open to civilian agency personnel, regardless of grade,
who are concerned with the relationship Letween procnvement and
transportation of Government proparty. This includes employees with
duties in procurement involving transportation cost consideration, as
well as employees in teaflic management related to procurement.

How To Make Nominalions

Nominations should be submitted thrangh agency employee develop-
ment officers to the Director; Training Division (BPT), General Serv-
ices Administration, Washingten, D.CL 20105, using Optional form
37 (Rev.), Nomination for Interagency Training. X brief description
of the nominee’s duties should be inelnded in item 11 of the OF 37.

Other Information

No cost to agencies. Spectfic dates and locations will be announced.
Ajgrencics may obtain further information Ly calling area code 22,
343-768). or code 183, extension T081.
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GENERAL PURPOSE TRAINING

Communications
Speaking

EFFECTIVE BRIEFING TECHNIQUES
Civil Service Commission

A 5-dr - course 10 be offered monthly at the Civil Service Com-
missior., Washingilon, D.C.

Description

This course is designed for individuals who give oral reports. Through
vidéo tape presentations, each participant is encouraged to objectively
appraise his own oral presentations, The course places emphasis on
obtaining the desired audience reaction. Topics include how we com-
municate, how to avoid communicution problems, how to prepare and
deliver briefings, how to analyze the audience, and how to prcpare
visual aids.

Who May Attend

Those employees, GS-12, and above (or equivalent), who brief higher
level officials, eolleagues, or subordinates nay be nominated for this
course.

How To Make Nominations

Authorized agency officials shiould snbmit nominations on Optional
Form 37 (Nomination-Registration for Training) to the Communica-
tions and Office Skills Training Center, Rureau of Training, U.S.
Civil Serviee Commission, Washington, D.C. 20415, You may obtain
further information by calling 632-5608 or code 101, extension 256083.

Other Information

The cost of the course will be shared by the participating agencies.
Announcements with more d~tailed information will be sent to all
agencies well in advanne of the course. Nominaticn deadline dates will
be listed in the announcements.
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WORKSHOP IN EFFECTIVE ENGLISH
Civil Service Commission

A pregram of ten Y4.day sessions to be offered once a month at
the Civil Service Commission, Washington, D.C.

Description

The purpose of this conrse is to help participants refresh their knowl-
edge of modern English usage. At the end of the course, each partici-
pant should be better able to recognize and correct gramimatical evrovs
in correspondence and in speech, to improve unclear sentences and to
correct improper punctuation. The participant shouid also e alle
1o nse, Government reference to solve granunar problems. Becanse the
course is designed to be practical, each participant is asked to analyze
the grammatical aspects of his own oflice corvespondence and to bring
in office grammar problems. In addition, frequent homework assign-
ments are given to reinforce elass work.

Who May Attend

Workshop in Effective Fnglish is designed primarily for stenogru-
phers and seeretaries (recommen-iud grade GS-4 and above or cquiva-
lent). However, it is a suitable cout-e for any other Government em-
ployee who writes or reviews correspondence aul feels the need fora
refresher conrse in grammar.

How To Make Nominations

Authorized agency officials should submit nominations on Optional
Form 37 (Nomination-Registration for Training) to the Communien-
tions and Office Skills Training Center, I*urean of Training, 10.8.
Civil Service Commission, Washington, 1.C. 20415, You may obtain
additional information by ealling 632-5608 or cade 101, extension
25608.

Other Information

The cost of the workshop will be shared by the participating agencies.
Announcements with more detailed informatioa will be sent to all
agencies well in advance of the program. Nomination deadline dates
will be listed in the announcements,
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EFFECTIVE LETTERWRITING FOR MANAGEMENT
Civil Service Commission

A program of six 14-day sessions to be given at the Civil Service
Commission, Washington, D.C.

Description

This workshep is designed to aid managers who either write or review
lettars by: (1) Explaining and illustrating effective principles for
writing Governnent letiers; (2) encouraging participants to apply
these principles under the guidance of experts; (3) giving participants
techniques for editing and review.

Who May Attend

Career executives, GS-13 and abuve (or equivalent}, may be nomi-
nated for this course.

Hew To Make Nominations

Authorized agency officials should submit nominations on Optional
Form 37 (Nomination-Registration for Training) to the Communi-
cations und Office Skills Training Center, Bureau of Training, U.S.
Civil Service Commiission, Washington, D.C. 20415, Yon niay obtain
further information Ly calling 632-5608 or code 101, extension 25608.

Other Information

The cost of the program will be shared by the participating agencies.
Announcements with niore detailed information will be sent to &ll
agencies well in advance of the program. Nomination deadline dates
will be listed in the announcements.

TECHNICAL ASSISTANCE WORKSHOPS
FORM AND GUIDE LETTERS (2A)

General Services Administration

Three 34-day sessions, echeduled o mcet ap ncy demand.

Description
This workshop is designed to impro- e product vity, reduce costs, and
achieve simplicity and standardi zation in the preparation of repetitive
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correspondence. Dentonstrations and simmlated problenis highlight
the development of a predesigned reply system which includes hoth
guide (pattern) letters and form letters.

Who May Attend

Iudividuals has ing responsibility for operations where letter writing
representsa significant portion of the total workload.

How To Make Nominations

Nominations should be submitted through ageney employee develop-
went officers to the Workshop Divector, National .Archives and Records
Service (NRP), Genersl Services Administiation, Washington, D.C.
20408, using Optional Form 37, Nomination for interagency Training.

Other Informatiun

Specific dates and locations will be announced. Agencies may obtain
additional information by catling area code 202, 963-4151 or code 13,
extension 31154,

TECHNICAL ASSISTANCE WORKSHOPS
110W TO IMPROVE WRITTEN INSTRUCTI” 8 (413)

General Services Administration

A 2.day workshop, scheduled to meet agency demand.

Descriplion

T his workshnp stresses the planning needed to produce effective in-
structions. The cost of creating written instructions that are caxily un-
derstood and that are effective in producing the desived results are
analyzed. The participants spend considerable thne in applying the
princivles and techuniques presented to actual and potential situations
requiring written instructions.

Who May Attend

All persons who wri.e, review, or approve written instructiors are

eligible.

How To Make Nominations

Nominations should be submitted through ageney employee developr-
ment oflicers to the Weorkshop Director, National Avchives and Ree-
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ords Service (NRP), General Services Administration, Washington,
D.C. 20408, using Optional Form 37, Nomination for Interagency
Training.

Other Information

Specific dates and locations will be announced. Agencies may obtain
additional information by calling «rea code 202, 963-4154, or code 13,
extension 34154,

LEGAL WRITING WORKSHOP
Civil Service Conunission

Two 3-day workshops 1o be conducted at the Civil Service Conts
mission on D2cember 7-9, 1971 and April 18-20, 1972.

Description

This course organizes and presents the principles and techniques for
eflicient and effective legal writing. It aims at helping the Government
attorney develop a systematic approach to the eflicient writing of of-
fective anin‘ons. These opinions may be contained in a letter, a brief,
a legal memorandum, a formal argument, or a formal decision. The
eowrse is built around actual situations, which partieipants develop
into opintions, working individually and in small groups. Principles are
discussed and illustrated for each step in the opinion-writing process
from the initial fact-gathering to final editing. Participants are ac-
tively involved throughout, since the elass approach calls for learning
by doing.

Who May Attend

Participation will be open to government employees having a degree
iin law who write or edit legal opinions, memorandum, briefs and other
legal or quasi-legal documents.

How To Make Nominsiions

Nominations should be submitted to the Director, General Managa-
ment Training Center, U.S, Civil Service Commission, Washington,
D.C. 20415, by authorized agency officials. Confirmation of accepted
nomnations will be made in advance of th~ program. Deadline dates
for receipt of nominations and confirmation of acceptance will be
listed in the program announcement to he issued at a later date.

239

.1

T
(%]



O

ERIC

Aruitoxt provided by Eic:

Other Information

Announcemenis with more detailed information will be sent to all
agencies. Agencies may obtain further information from the General
Management Training Center, 6325662, or code 101, extension 25662,

REPORT WRITING WORKSHOP
Civil Service Commission

Mccts on Tuesday and Thursdays for 4 weeks. Full-day sessions
arc held on the first and last days of the coursey Li-dav sessions
are held on all other days. The course will be given periodically
at the Civil Service Commission, Washingion, D.C,

Description

Tiis workshop is designed to improve the quality of Government. re:
ports by helping writers to produce clear, logical, readable repotts.
After taking the workshop, participants should: (1) Have an under-
standing of the principles of eflective report writing; (2) know how
to apply these principles to their own reports: (3) be uble to edit and
review reports in terms of these principles.

Who May Altend

Those employees, GS-7 through (G3-12, (or equivalent ), who write or
review rvports may be .ominated for this course.

How To Mueke Nominations

Authorized agency officials should submit nominations on Optional
Forin 37 (Nomination-Registration for Training) to the Connmunica-
tions and Office Skills Training Center, Burean of Training, U8,
Civil Service Commission, Waslhington, 1.C. 20415, You may obtain
further information Ly calling 632-3608 or code 101, extension 23608,

Other Information

The cost of the program will be shared by the participating agencies.
Announcements with more detailed informetion will be sent to all
agencies well in advance of the program. Nomination deadline dates
will be listed in the abnouicements.
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WRITING EFFECTIVE LETTERS
Civil Service Counmission

A discussion-workshop of eight 13-day scssions 10 be offered at
the Civil Service Commission, Warhinglon, D.C.

Description

This course is designed to aid letterwriters by (1) stressin-- the value
of cilective letters to the reader. the writer, and agenctes of Federal
State and loeal governments: (2) pointing out principles of eifective
writing: (3) giving participants practice in applying these privciples;
and (4) emabling participants to diagnose their own writing, Partici-
pants ave asked to sulnit copies of their own work for discussion,

Who May Attend

Those writers, GS-T through G5-12 (or equivalent), who have signifi-
cant responsibility for writing letters may be nominated for this
workshop.

How To Make Nominalions

Authorized ageney representa ives should submit nominations on
Optional Form 37 (Nowmination Reg stration for Training) to the
Communications and Office Skills Training Center, Burewu of Train-
ing, U8, Civil Service Connisston, Washington, D.C. 20415, You
may obtain further inforn:viion by calling 632-5608 or code 101
extension 25608,

Other Information

The cost of the workshop will be shaved by the participating agencies.
Announceinents with more detailed information will be sent to all
agencies well in advanee of the progran. Nomination deadline dates
will be listed in the announcements.
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WRITING REGULATIONS AND PROCEDURES FOR
PUBLIC UNDERSTANDING

Civil Service Commission

A 3-day workshop to be held zt the Civil Service Commission,
Washington, D.C.

Description

This workshop presents a sitnjn. _ « was approach to the writing and
approval of regulations, procednres, directives, mannals, interpretive
letters and other types of instructional or informational material.
Participants, working individually and in small greups; will actually
apply this system to 1ypical regulations, procedures, and similar na-
terinls. Specific objectives include reviewing and evaluatinr existing
standards for writing regulations and procedures: defining the audi-
enee for specific regulations and procedures: determining the most
useful structure and format for this material: shoving participants
the basic principles for wriving this material: and applyviag these
principles to practic - writing and editing.

Who May Attend

Employees. (:3-0 and above (or equivalent) who are responsible for
the writing or reviewing of regulations, procedures, directives and
mannals, as well as those responsible for interpreting rules, yregulations
and Jaws to the public ate cligible to attend this course.

How To Make Nominations

Autharized agencey officials should submit nominations on Qptional
Form 37 (Nomtnation-Registration for Training) to the Conununica-
tions and Oftice Skills Training Center, Buveau of Training, U.S, Civil
Service Commission, Washington, ILC. 20415, You may obtain fuither
information by eallirg 632-5608, or code 101, extension 25608,

Other Information

The cost of the workshop will be shaved by the participating agencies.
Annonncements with more detailed information will be sent to all
agencies well in advance of the prograns. Nomination deadline dates
will be tisted in the announcements.
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Safely and Emergency-Preparedness

DEFENSIVE DRIVING TECHNIQUES
General Services Administration

A 2.day course scheduled periodically at various locations
throughout the 50 States.

Description

This 16-hour convse is designed to assist Federal agencies in discharg-
ing their responsibilities under the President’s program of accldent
reduction, It emphasizes the principle that all accidents are caused,
and that the driver’s way of thinking is an important factor in produe-
ing accider *= Correct decisions in driving, braking techniques, stop-
ping distm, reaction time elements, drivers” attitudes. ard night
driving hazards will be covered. This training is intended to motivate
cach driver to ntilize defensive driving techniques, which will aid in
the attainment of the longest tenure of accident-free vehicle opevation.

Who May Attend

Any Federal oparator of Government-owned or leased vehicles.

How To Make Nominations

Nominations should be submitted to the appropriate GS.A\ rvgional
office using Optional form 37 (Rev.), Nomination for Interagency
T.aining, at least 10 days prior to the beginning dzate of the course.

Other Information

No eost to agencies. Specitic dates and locations will be announced.
Ageneies may obtain additional information by calling area code 202,
313-7681, or code 183, extension 7681.

MEDICAL SELF-HELP TRAINING PROGRAM
D.C. Health Services Aduinistration

Description

The Medical Self-Help Training Program is designed to teach yon
what to do in an emergeicy when the services of a physician ar allied
lealth personnel are not available. Sixteen hours of class are required
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to complete the comrse. The subjeets included are as follows: Radio-
active Fallont and Shelter, Ilealthful Living in Emergencies, Artifi-
cial Respiration, Bleeding and Bandaging, Shock, Bums, Fractures
and Splinting, Trausportation of the Sick and Injuved,; Nursing Care
of the Sick and Injuved, Infant and Child Care and Emergeney Child-
bicth. Tn addition to lectuves by tvained inst tuctors, technicolor 161
films and slides, tho conrse includes practical demonstrations. Upon
successful completion of this course, n certificate will be awnrded.

Who say Atiend

All Federal and District employees may be nominated for this course
regardless of grade, ageney or position.

How To Make Nominations

CSC nomination eards should bs submitted by authorized agency
representatives to the Chief, Training Section, D.C, Health Services
Administration, Washington, D.C. 20001

Other Information

The couvse is open to all withnut charge. Further information may be
obtained by ealling 629-2106 or code 137, extension 210,

PROFESSIONS DISASTER TRAINING SEMINAR

D.C. Health Services Administration

Description

The Professions Disaster Training Seminar has been arvanged for
persons with signiticant medical responsibilitios for maintaining the
lexltly of the commumity during time of disaster. The seminar will in-
clude sessions dealing with :

¢ Conmmnunity Health Preparednessand I uming

® Hoxpital Disaster Planning

® Medical Teamwork and Triage at the Disaster Site

® Emergency Communications

® Mass Feeding
Developed as a part of the eontinning programn of the Division of
Health Mobilization, D.C. Depavtment of Pulilie Health, the seminar
iz coxponsored by Washington area medical, dental, mursing. pharnia-
centical, dietetic, and veterinavy medical societics, ns well as the Hos.
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pital Council of the National Capital Area, Inc., and th2 Health
Facilities Planning Council for Metropolitan Washugtou, DL.C

Who May Attend

All Federal and District employees may be nominated for this course
regardless of grade, agency or position

How To Make Nominations

CSC nomination cards should be submitted by authorized agency
representatives to the Chief, Training Sccticn, Health Services Ad-
ministration, Washington, D.C, 20001.

Other Information

The course is opeu to all withoui charge. Further information may be
obtained by callizg 629-2106 or code 137, extension 2106,
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LIMITED INTERAGENCY TRAINING

Agriculture, Agricultural Research Service

Thoe foliowing programs were designed primarily for Agrienltural
Research Service employees. Applicants from other agencies will be
accepted on a space-available basis. For information avuut these pro-
grams. please call or write: Mr. John Gore, Chief, Kmployee Develop-
ment Branch, Personnel Division, Federal Center Building, Hyatts-
ville, Md. 20782; 301-388-8223, IDS Code 111-§223.

Orientation Training for Sccrciarial and Clerical Employces
Secretarial Training Course

English Gramimar Review I and 11

Supervisory Development Program

Supervisory Training Coursc, Phase 1 and 11

Motivation and Productivily

Defensive Driving

Carcer Scrvice and Performance Eveluation Workshop
Effective Listening

Civil Rights Training Program

Agriculture, Forest Service

These programs are designed primarily for Forest Service employees
located in the Southern Region. However, appli- ants from other agen-
cies will be accepted on a space-available hasis. For information about
these programs, please write or call Training Branch, Division of Per-
sonnel Management, U8, Forest Service, Room 812, 1720 Ieachtree
Road, NAV. Atlanta, Gua. 30300, Phone 401-520-3711

Oral Communicalions
Labor-Management and Employee Relations

Agriculture, Office of the luspector Geucral

These programs are presented primarily for Office of the Tnspector
General employees, However, applicants from other agencies will he
accepted on a spacc-available basis. For information ahont these pro-
grams, please call or write: Davidl A, Fike, Training Director, Oflice
of the Inspector General, U.S, Department of Agriculture, Wash-
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ington, D.C. 20250; 202-388-5677, IDS Code 111-5677, cxtension
85677.

Combined Oricntaiion for Auditor and Special Agent New-Hires

Agriculture, Office: of Personnel

These programs are designed primarily for U.S. Department of Agri-
cultuve employees. Towes er, applicants from other agencies will be ae-
cepted on a gpace-available basis. For information abont those
programs, please call or write: Dr. John W. Kizler, Acting Chief,
Lmployee Development, Safety and Welfare Division, Office of 1Per-
sonnel, TS, Departinent of Agriculture, Washington, D.C. 20250;
202-388-6077, IDS Code 111-6977.
Seminars in Fxcculive Development (SED)

Seminars in Middle Management (SIMM)
Kcepner-Tregoe Problem Solving and Decision Making (K-T)

Air Force

These programs are designed primavily for Air Foree employces,
Howeve:, applicants from other agenetes will he aecepted on a space-
available basis. For information un these programs, please eall or
write: Dr. Henry T, Duely Field Programs Division, Directorate of
Civilian Personnel, HQ USAF, Forrestal Building, Room 513 230,
Washington, D.C. 20314 ; 202-693-5255, 1DS Code 110285, extension
35285,

Training Specialisl, Advanced

Classification and Wage Adminisration, Basie

Personnel QOfficer Course, Civilian

Classification and Wage Adminictration, Advanced

Placement and Enmiployec-Management Itelations Course, Advanced

Army, Harry Diamond Laboiatories

This course is designed primarily for sientifi- employees of the vy,
However, applicants from other agencies will he aceepted on a space-
available basis. For information about this prrogram, please eall or
write: Mr, John Rhundon, Chief, ‘Fraining and Development Braneh,
Civilian Personnel Oftice, Harey Diamond Leboratores, Washington,
D.C. 20438, Plhone (202) $06-9779, or code 183-9774,

Supervicory Devilopnient
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Army, Headquarters, Army Materiel Command

These programs are designed primarily for Army employees, Ilowever,
applicants from other agencies will be accepted on a space-nvailuble
basie. For information about these programs. please contact Mr.
Reading Black, Chief, Training and Developnient Section, Headquar-
ters Civilian Persounel Oflice. Phone 697-0341, or code 11 T0341.

Calculus

Algcbra Refresher

Intcoduction to Statistical Analysis

Enginecring Reliability

Personnel Management for Managers

Army, Walter Reed Army Medical Centet

These programs are designed primarily for Army employees. Iowever,
applicants from other ageucies will e accepted on a space-available
basis. For information about tliese programs, please call or write:
Miss Elizabeth Monmonier, Chief, Training and Development Section,
Civilian Personnel Branch, Walter Reed Army Medical Center, Wash-
ington, D.C. 20012. Phone: Area Code 202, 576-2183, or code 108-2183.

Middle Manag.ment Workshops
Retirenient Planning
Basic Supervisory Development

Commerce, Domestic and International Business

The first program is designed for Department of Commerce employees,
The other two programs ace primarily for selected employees in the
Departments of Commeree and State. Applicants from other agencics,
lhowever. will be accepted on a space available basis. For information
about these programs, please call or write: Mr. David F. Sullivan,
Chicf, Employce Develapment Branch, Tersonuel Division, Oftice of
Administration, DIB, 14th and Constitution Avenue, NW., Washing-
ton, D.C. 20230; 202-976-5074, 1DS Code 183-5074, extensicn 63074,
Pre-Retirement Planning Seminar

Scminar on International Trade Expansion
Review of Economic & Commercial Specialist Functions

Commerce, Maritinie Administration

These courses are designed primarily for employees in the Maritime
Administration. However, applicants from other agencies will be
accepted on a space-available basis. For information about these pro-
grams, please call or write: Mr. E. C. Joseph, Chief, Division of Em-
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ployee Development, Office of Personnel, T7.8. Maritime Administra-
tion, Washington, D.C. 20235, Phane : 202-967-2686 or code 189-2636.

Supervisory Leadership, MarAD Effcclive
Supceryision, Introduction lo
Supervision and Group Performance

Comimerce, Office of Personnel

This course is designed primarily for Departiment of Commerce em-
ployees. However, applicants from other agencies will be accepted on
a space-available basis. For information about these programs, please
call or write: Mr. Miller B. McDonald. Management Training Oflicer.
Employee Development Division, Oflice of Personnel, Departinent of
Commerce, Washington, D.(\. 20230, Phone: 202-967-3731, Code 180~
3731,

L Managerial Course

Comnierce, Patent Office

These programs are designed primarily for Patent Office employecs.
However, applicants from other agencies will be accepted on a spave-
available basis. For information ahout these programs, please call
or write: Mr. Willis Hlokang, or Mr. Robert Ernst, Employee Develop-
ment Division, Office of Personnel, Patent Oflice, Washington, D.C,
20231, Phone: 202-967-3432, Code 161-3432.

Effeclive Supervision and Performance

Paten! Examining Initial Training
Reading Improvement

Defense Supply Agency

These programs are designed primarily for DS\ employees. IHowever,
applicants from other agencies will be aceepted on a space-available
basis. For information abont these proguains, please vall o write: Mi.
Philip C. Strang. Chief, Employee Development Branch, Civilian
Persounel Division, Defense Supply Ageney Adwinistrative Support
Center, Cameron Station, Alexandria, Va. Phone: 202-094-7403, Code
11-7493.
Supcrvision, Introduction lo

Basic Management Techniques 1
Supcrvision & Group Performance

Basic Marsgemen! Techniques It
1 Munzgement and Group Performance
From Nine to Five—Sccretarial Training
P Eficctive Listening
250
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Advanced Effective Listening

Dictation for Managers

Labor Management Relations for Supervisors
Supervisor's Role in EEQ

ENVIRONMENTAL PROTECTION AGENCY
Air Pollution Cenirol Office

Courses conducted by the Institute for Air Pollution Training, Air
Tollution Control Office (APCO), are designed primarily for State,
Jocal amd regional air pellution control personnel, APCO State As-
signees and other air pollution control personnel. Applicants from
other agencies will be accepted on a space-available basis.

Institute for Air Pollution Training courses are presented at Research
Triangle Park, N.C. and the following seven areas: New York Meciro-
politan Area; New England Area; Texas Gulf Coast Area; Southern
California Area; Pacific Northwest Area; Ohio Area; and Chicago
Metropolitan Area.

For information about these conrses and their locations, please call
or write: Registrar, Institute for Air Pollution Training, Oftice of
Manpower Development, Air Pollntion Control Oflice, EP.\, Post
Office Box 12055, Research Triangle Park, N.C. 27709, Telephone
number: nrea code 919, 539-S411, extension 4520; FTS number, area
code 919, 5194520,

Sampling and Identification of Aerc-Allergens (405)
Medical and Biological Aspects of Alr Pollution (407)
Analysis of Atmospheric Organics (404)

Analysis of Atmespheric Inorganics (409)

Alr Pollution Meteorology (411)

Control of Particulate Pmissions (413)

Control of Gaseous Bmissions (415)

Alr Pollution Microscopy (420}

Introduction to Air Pollution Control (422)

Diffusion of Alr Pollution Theory and Application (423)
Alr Pollution Data Evatuation (426)

Conibustion Evaluation {427)

Gas Chromatograpbic Analysis of Air Pollutants (429)
Afr Poliution Control Technology (431)

Atmospheric Sampling (435)

Determination and Measurement of Atmospheric Metals (430)
Column and Thin-Layer Chrowatography (43%)

Visible Emissions Evaluation (439)

Ficld Enforcement Aspecis of Afr Pollution 414)
Meteorvlngical Instrumentation in Ajr Pollvdon (447)
Afr I'otlution Effecta on Vegetation (418)

Kource Sampting (450)

Principles and Practices of Air Pol'ution Centrol (4 weeks)

251

266 -



O

ERIC

Aruitoxt provided by Eic:

e VA

Environmental Protection Agency
Solid Waste Office

Courses conducted by the Solid Waste Office in Cincinnati, Ohio con-
sist of short-term, technical courses for seientists, engineers, and other
professional personnel in the field of solid waste management, pre-
vention, and control. They are designed to provide knowledge and
competeucy in the newest developments in this field. For inforination
about these conrses call or write : Chief, Training Brancl, Solid Waste
Ofhice, Environmental Protection Agency. 5355 Ridge Road, Cinvin-
nati, Ohio 45213. Teleplione munmber. nrea code 513, 684-1276.

Elements of Solid Waste Management oo ________._____ Aug. 23-27, 1571
Principles of Ineineration.._ . __________ ... _____. ______ Oct. 11-15, 1971
Sanitary Landfil! Principles_.._____________ mm e Dee. 6-10, 1971

New Courses Planned for Development During Fiscal Year 1972

Solid Waste Hondling—Ficld Lvaluation*
Solid Waste Handling—Opcrations Management*
Compostiag Mcthods*

*Locatlon and tiwe to he anncunced,

General Serviees Administration

This course is designed primarily for employces of the General Sery-
ices Adminiseration. Howev: », applieants from other ageneies will
be accepted on a spaee-wvailable basis. For information about these
programs, please ¢l or v ite: M. Neil F. Raab, T'rogram Coordina-
tor, Regional Public Bnildings Service, General Services Aeditinist ra-
tion, Washington, 12.C. 20407, avea code 202, 0635131, or code 13,
extension 35131.
Refrigeration and Air-Conditioning

Government Piinting Office

These programs are designed primarily for (vovernment Printing
Office employees. However, applicants from other agencies will he ne-
cepted on a space teaifable basis For information about {hese pro-.
grams please call or write : My, James M. Langston, Jr., Chief, Train-
ing Seetion, U.S. Government Printing Oflice. Washington, D.C.
20201, Area Code 20255 1-25852: TDS Code 140-2882,

Plain Letters

Supenvisory Devclopment Course (GPO=1) (Presupervicory)
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Health, Education and Welfare (FDA)

These programs are desigiied primacily for DHEW, Food and Drug
Administration employees. However a very limited nnmber of ap-
plicants from other agencies may be accepted on a npace-available
hasis. ¥or information abont these programs please cal! or write: Iir,
Jolin WOlser, Ditector, FDA Traning lustitute (CE-600), Room
11-G4, 5600 Ifishers Lane, Rockville, Md. 20852, Phone (301) 443-1735
or code 153, extension 1755,

Advanced Courses for Drug Tnspectors

Antibiolics
Radiopharmacculicals
Microbiological Contamination of Brugs and Cosmelics

Advanced Courses for Chemists
Partition Chromatography
Pesticide Analysis
Electronics Training for Subprofessionals
Technical Training for First Line Laboratory Supervisors
Mycotoxin Analysis— Basic Lourse
Mjycotoxin Analysis——Advanced Course
Organic Microscale Synthecis and Insirumental Techniques
Photocliendistry and Fluorcecenes Speetroscopy
Solid Swute Electronics
Alomic Absorption Spectroscopy
Organic Polarography

Courses for Microbiologists

Basic Microhiology

Enteric Pathogens

Anacrobic Pathogens

Staphylococcal Enterotoxin Detection Mcthodology

Managenient T'raining

Managerial Grid=——FPhase I
Managerial Grid—-Phase 11
Food and Drug Law

Health, Education and Welfare (PHS)

'These prograwms in Radiological Tealtih include the presentation of
short couarses and seininars and ave open to Federal, State and local
gove:nment employees who may use ridiation or are engaged in radia-
tion protection activities, No charge is made for these courses. Trainees
must provide for their or'n housing and transportation. For further
information write or e21l: Chief, ‘Technical Training Services, Burean
ol Radwlogical Health, Publie Health Service, Departiuent of Healtls,
Education and Welfare. 5600 Fishers Lane, Rockville, Md. 20852,
Phone: 301- $13-2815 or code 153 extension 32843,
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nDATE COURSE LOCATION

July 12-16, 1977 ... .. Fandamentals of Non-Tonizing Monbtgomery,
Radiaticn Protection. Ala.

July 19-30, 1971 _ .. _ Basic Radiological MHealth. ... _ .. Winchester, Nass,

Jolv 26 -Aug. 6, 1971 Medical X-Ray Protection . ... . Rockville, Md.

August 9-13, 1071__. . Fundamentals of Medical NeRay  Rockville, Md,
Protection,

Anpgnst 0-20, 1971 Basic Radiologieal Health .. .. .. Las Vegas, Nev.

Augnst 23 27, 1971, ... Fundamentals of Non-Tonizing Winechester, Mass,

Radiation Protretion,

Aug. 23-8ept. 3, 1971, Ocenpational Radiat*nu Protee- Montgomery,
tion. Ala.

Aug. 30-Sept. 3, 1071__ Introduction to Antamatic Data Rockville, Md.
Processing Systemi<

September 13-24, 1971, Radionnclide Analysis by Gamma  Winchester,

Spectroscopy. Mass,

September 13-24, 1071 Occupational Rad'ation Protee- Las Vegas, Ney,
tion,

Kept, 27-0Oct. &, 1671 Basie Radiological Mealth________ Rockvilie, Md,

Sept. 27-0ct. 8, 19710 Occupational Kadiation Protee- Au-tin, Tex.
tion,

Octoher 4-8, 197 ... . Fundamentals of Non-fonizing 1.s Vegas, Nev,
Radiation Proteciion.

Octoher 15722, 1071 Management of Radiation Winchester,
Accidents, Maoss,

Oetaber 18-22, 1971 ... Radinlogics? Jralih for X-Ray Rockviile NMd.
Technologists,

Octalier 18-22. 1971, _ AMlicrowave Ins{rumentation and Martge nery,
Survey Teahniques, Aln.

Ovtober 1820, 1971, - Medica! XeRay Protedion. oo . T.ax Vegas, Nov.,

November 1-12, 1071, 0 Occupational Radintion Protee- Hockwille, Md.
tion.

November 8-12, 1971, . Accelerate. Radiation Protee- Montgoniery,
tion. Al

November 8-19, 1071 . Basic Radiological Tealth . ___ . . Lax Vegus, Nev,

Novendoer 15-19, 1671 Fundamentals of Non-lTonizing Woackville, NMd.

Radiation Protection,
Nov. 20-Dec, 10, 1921. Tadiation Protection Guides and  Las  gas, Nov,
Dose Asiessuent,

Deceralior 6-17 1971, . Rasie Radiologieal Health. ... ... Winchester, Mass,
Decomber TR-17, 1071 0 Managennt of Radiavion Maontgamery,
Aceudents, Ala.

Iicalth, Education and Welfare (SSA)

These programs are designed primaily for Social Secnrity Admin.

istration ciployvees, However, applicants froa ather agenetes will Le

accepted on a space-available hasis, For information abeut these pio-

g, please write: Mr, Frank G Matejik, Divector, 3iviston of

Traiming and Caveer Developinant, Room 4226, Annex, Nocial Security
I Adminasteation, 6101 Security Boulesard, Baltimore, Mil, 21235

.

ERIC 269



O

ERIC

Aruitoxt provided by Eic:

i
H

Aulomtic Data Processing Orientation
Behaviorel Foundation of Managcenient
Fundanmenlals of Siatistics
Fundamentals of Supervision
Supervision and Group Performance

Housing and Urban Development

These programs are designed primarily for TTUD employees, TToy,
ever, applicants from othee agencies will be accepted on o space-avail-
able basis. For uformation abont the following programed conrses,
please eall or write: Mrs. Peggay B. Swift, Director, Programed In-
struction and Rea ding Skills Laboratory, Departinent of Honsing and
Urban Development, 115 Seventlt Street, SW.. Room 2150, Washing-
toi, D.CL 20410, Phone : Avea code 202, 755 -7 106,

Reading Improvement

Introduction 10 PERT

Basic Statisties

Magnetic Palterns of the Englisin Language

Vocabulary Buildirg
e information abont the following classroom courses, please call or
write: M=, Mary . Bivo, Chief, Gilice Pkills Training, Department
of Housing : nd Urban Development. Woenn 21300 151 Nevent) Strent,
SW, Washington, D.CL 2000, Phone s Aea cole 202, T35-0231 or code
135, exiension #5234

Seeretarial Workdiop

Tspewriting Refresher Trainineg
Gregg Simplified Shorthand Refresher Course

Tutertor, Bureav of Sport Fisheries and Witdlife

These programs are degigmed primarily for Bureaun employees. Tow-
evers applicants from other ageneies will be aceepted oceazionally on
a limited space-available basis, FFor information abaout these progrians,
please call or write: Mr. Charles B Mitehell, Barean Training Otlicer,
Burean of Sport Fisheries and Wildlife. tsth and ¢ Streetse NW,
Washington, D.CL 20210, Phone 200-343 6104, Code 183 6104,

The Marion Schoo!, Marion, Ala.

Pond Consuaction

Plysics & Chemisthy of Watcr

Fish Discas-s

Aquatic Plant Ldentificaian

Life in Waler Related to Fich Coliare
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The Spearfish School, Spearfish, S, Dak,
Nutrition
Mcthods of Propagation
Discascs
Methods & Intezpretations of Water Analysis
Adniinistrative Procedurcs
Use of Hatcheries as a Management Toel :

The Leetown School, Leetown, W, Va,

Fish Anatomy

Physiology & History of Fizh

Microscopical Anatomy of Norpial & Discased Tissues

Ideniification & Method of Inve-tigming Fich Discases wnd Their Control
Arecas Relating 10 Virology, Bacteriology, and Paraxitology

Studies of Fisli Discascs

Labor, Workplace Stundards Administration

This program is designed primarvily for Departtaent of Labor em-
plovees. However, applicants from other vgencies will be accepted on
a space-pvailable hasiz, FFor information about this program, please
call or write: M, Robert J, Broderick. Workplare Standards Admin-
istration, | Department of Labor, 100 First Soeeet. NW,, Ruilway
Labor Building, Washington, D.CY 202100 Phone: 202-061-3130 or
cade 1103120

Safety Training

Navy, Capital Area Personnel Services Office

These prograns are designed primarily for ])vp‘n'l ment of the Xavy
cmployees, However, .1pp]|((mt\ from other agencies will be aceepted
on aspaee-availible hasic For inforeution abont these programs,
please call nrowrite: Heaa, Emplovee Developient Division, Capital
Arvea Personnel Serviees Gflice, Navy, 801 North Randolph Street
{Roow 1111), Avlington. Va. 22203 area code 202, 692 {74,

Instructional Methods

Rasic Employce Development for Porsonnel Specialicts

Basic Employce Relations for Persennel Specialicte

Pasic Suffing and Placeniat for Personnel Speciatists

Basic I"nsition Classification for Personnel Specialivts

Seminar for Egqual Employment Opportunity Counselors

Presenting Information to Maagement

Navy, Logistics Managenient Schoal

This course s designed primariiy for ])('Imlnunt of the Navy em-
ployees. However, apphicants from other agencies will be aceepted on
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a space available basis. For information about this counrse, please call
or write: Mr. ITaveld V. Pelton ov slr. Krnest L. Sutton, Navy Logis-
tics Maagenent Scheol, Naval Air Station, Wazhington, D.C.
20280, Call area cade 202, 63-3384,

Navy Departtueni Planning and Management Systems Course

Panama Canal Company

These programs are designed primarily for employees of the Panama
Camal Company/Canal Zone Government. ITowever, applicants from
ather ageneies will he aceepted on aspace-availible basis. For informa-
tion about. these programs, please call or write: Dr. Daniel I Paolucel,
Deputy Personnel Director (Staff), Pama Canal Company, Room
243-A, Adwinistration Building, Balboa Ileights, Canal Zoene,
phone: overseas operater-~Balhoa, 2-2

Introduclion to Supegvision

The Supervisor and Hamar Beliavior

Industrial Instruction Techniques

Thicory and Praciice of Management and Organization
Bacic Monagement Technigues T and 1

Defensive Driving

Transporlation, Federal Aviation Adwninisiration

This program is designed primarily for Pederal Aviation Adinistra-
tina employees, However, appliearts frone vther szenvies will be ae-
cepted on o space-nvailable basis, For information about this progratn,
please call or write; Mr. Thomas J. Creswell. Divector of Training.
TR-1. Department of Transportation, Federal Aviation Administra-
tion. seo [indepedence Mvenne, SW. Washington, DLC, 20590, Plione:
Area cade 202, 4268350 or cade 118, extension GR350,
Bacie Investigation Course
Federal Avintion Administration Academy—A saviety of courses to be
held throughowt 197072 ac the FAV Academy, Oklahoma Uity,
Oklahoma.

Treasury, Burean of Customs

This conrse is at the entry level and ieludes 16 weeks of theory and
Teeture at the Burean of Customs National Training Center, Hemp-
stead, N.Y. and § weeks of “hands on™ experivnee at the Customs
Computer installation in the Washington, D.C. arca, For further
infosmation please write or call M. James J. Doherty, Sssistant Di-
vector fFraining and Caveer Pevelopment)., Versonnel Division, Bu-
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rean of Customs, Room 703, 1145 19th S&t. NW., Washirgton, D.C.
20036. Phone (202) 961-8000 ov code 18 1-8000,

Systems Analysis

Treasury, Office of Personnel

This course is designed primarily for Department of Treasury ens-
ployees. TTowever, applicants from other agencies will e accepted on a
space-nvailable basis. The conrse is designed to present practical in-
formation to those pluudng for retirement. For information ahout
this conrse. please write or eall Mies, Advienne Bureh, Ottice of Person-
nel, Room 2428, Main Treasury Building, Washington, D.(7, 20220,
Phone (202) 961-5025 or code INE-H025,

Retirement Planning

Treasury, Internal Revenue Serviee

These courses nre designed primarvily for Internal Revenne Sevviee
euplovees in the Washington area. Tlowever, applicants from other
agrencies wiltl be aceepted on o space available hasis For information
about these conrses please write or eall; Miss Ruby Bennett, National
Oflice Training Braneh, Intevnal Revenue Serviee, 11H Constitntion
Ave, NWL Roonn 1002, Washington, DL, 20224 Phone 202-961-3798

or code 181 extension 3708,

Gregeg Shorthand Theory Review Course (18 hours) Diamond Jubilee
Serics

Shorthand Refresher Dictation Course (20 hours)

Typewriter Refresher Training Course (20 hour~)

Veterans Administration

The following progeamns are primarily fov cinployees of the Centeal
Oflice of the Veterans Ndministration, but applicants from other
agenctes will he aceepted ono space available hasis, For inforiation
please eall ar write: M 1, LeR. Loomis. Employee Relations and
Training Division (0530, Veterans Administration Central Oflice,
S0 Vermont Avenne, NW., Washington, D.CL 20820 (Stop 7.3), phone
(202), 333 -3101, ov code 148-3101,

Nacic Supervisory Practices

Sccardary Supervisory Practices

Inte rmediate Supervisory Management

Advanced Supervisery Managemaort

Advanced Management Scrainar

Bricfings and Prescntatione

Conference Leadership
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Administrative Communications Seminar
Seminar on Motivation and Human Relations
Better Letters

Better Letters Refresher

Basic Off.ce Practices

Shorthand Refresher

The following programs are primarily for employees of the Veterans
Administration Hospital, Washington, 1.0, but applicants from
other agencies will be accepted on a space available basis. For inforna-
tion please call or write: Mrs, Sara W, Hayes, Training Officer (13507),
VA Tlospital, 50 Irving St NW. Washington, D.C. 20422, Phone
183-6666, Ext. 405 or C'ode 159, Ext. 405,

Work Simplification

Basic Medical Terminology

Advanced Medical Terminology
Problem Solving

259

274



APPENDIX

Regional Training Centers
U.S. Civil Service Commission

Atlanta region:
Mr, Edward J. Callahan
Center Director
Atlanta Kegion
U.8. Civil Service Comnnission
Atlanta Mcerchandise Mart
240 Peachtree Street N W,
Atlanta, Ga. 30303
Arca Code 404
Phone 526-4477

Boston region;
Mr. John Rebholz
Center Director
Boston Reginn
U.8. Civil 8erviee Comumission

S

Boston, Mass, 02109
Area Codc 617
Phone 223-2569
Chicago region:
Mr. Howard G. Bain
Center Director
Chicago Region
! U.8, Civil Scrvice Commission
! 610 8. Canal Strect
! Chicago, I11. 60607
: Arca Code 312
| Phone 333-2914
Daollas region:
Mr. Willlam C. Itheridge, Jr.
Center Dircctor
Dallas Region
U.8. Civil Service Commission
1100 Commerce Strect
Dallas, Tex. 75202
Arca Code 214
Phone 749-3915

ERIC
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Post Ullice and Courthouse Building

Denver region:
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