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ABSTRACT
The Interagency Training Programs Catalog is one of

four publications published by the Civil Service Commission that afkr
specifically designed to provide agencies information on availablz
training resources. This cetalog is intended primarily for clientele
in the Washington, D.C. metropolitan area and contains information on
interagency tlaining programs available almost exclusively in this
locrde during the fiscal year 1972. Courses are separated into two
groips: open interagency training and limited interagency training.
Open courses are those which have no restriction on attendance other
than qualification prerequisites. This section contains course
descript'., s, admission requirements, nor4ination procedures, and
telephoto and aadress data. Limited courses are those designe,:
primaci,y for an agency's own employees but offered to other agencies
on a space-available tasis. A list of courses and a c,Intact point are
provided in this section. (CK)
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INTRODUCTION

'121te Interagent..a. '('raining l'rogratits t'atalog is one of four p111,11-
eat ions loildislted hp the lit man of 'cainiag, LS. Civil Seta leo
Ctotimission speoffically tiosignial to provide :Igett-ics inform:Ilion on
a-;iilalde It ;lining resources. '1'lio whets ;ire the (,11;arte1v (';11ontlar
of 1ntorageney l'rogranis. the .1goney Training ('enters for
f;o%-.tuneitt Employoes and the (111-t'aittpits Study ('cruet: for Gov-
ernment Einployeoshrooltures.

iirogranis in those pult11 should 1.cms s.101;.,, .R.0011!.;111Crell ill meeting

the training. need; of levels of employees his up;.tratling
the jolt ir 1 basic .teacleinie 11;i11s of lotcer level employees, ilierea:
opplutininies for ;id% anotanent, and limn' (.1clIVP 11111741114)31.

11111,; e3Llog is IlltV1)(11(.(1 lui11uu ilk bit clientele in the 11 nsltinrlon.
inetrololitan area a1!41 contains infor111:11ir111 fti

training programs: :tvai1:tille exelir,ively in this locale during
fiscal 0-ear 1f'72. f'ouii,-es are :-,eiiarateoi t110 ()1)(9)

11%11111.114! ;Ind limited intotageney ()pun course,: are
11)()-(, %%111.-11 re,lrictiom on :111(.1111111ce olhcr 4111114 Valilwatif111
1rcl'opii-ies. This section emit:tins course descriptions. admission
regitirent ;as nonlinnttnn IrtOccflurc,-, 111111 tchlolintle ;11111 li,itiress
dal, . Mo,t of the eolirse:- ill this group are amionnood several %veeks
in advance throngli indicidnal course atinonneements. ('icii
Service Commission's 11' regional ollices each puldish .pcate
:tuntoineetnents, cafendars, and catalogs for Ilse arena y fiolrl instal

ions. 1Zegional (dike addresses. teloplion ounthers. :Intl ttroas of
jurisdiction are gi% on in A ppein 'ix on pages :It, 21;2.)

courses are (hose designed primarily for all agency's 4,04 n

employee; but of to ottior a,,...-enides on a spave basis. A
lit of oinirsos ;tre proviile(1 in this section.

The ...iveortli 1.e,oilree (;iiiirtely piddislird
four times %ear. 11'itliiu the calendars. the Hforinat ion is olio ideil
into (tco pa 1 Is. The first lr,lrt (iris course tiondimtion 1110;11111(11,,,,,

C(11111-0 1 11 11,, 11'11.1)1W110 1I(111(1(.t 111(1111,, 01141 1);(g(.11111111,e,s of the r 11110)}

detailed infornlholl 11 about each emoso ina he found. The
seemull but provitlus p4,1irse itifortmititni in ahllre% iated format for
those programs diva eloped after the Interagency Training
Catalog I sheen printed.
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The third document. Agency Training ('enters for Go,-ernment
Employees, is a compilation of separate facilities estahlishod by
vies to conduct special agency-oriented training pi iniarily for their
0,%/1 employees: however. other agencies imay paiticipale in Ow pro
.frailis ona ..=/);111'.alailable basis. The publication describes eaii venter.
lists courses ()tiered and ;telntission requirements., and provides a con-
tact point for f:;rtlier information. 1'111S ti(WWIls1)1 is illtelltled 11S
guide for farther interagency cooperation to meet mutual training
needs.

Finally, the fouillt document. 011'-f'amptis Study Centers for Gnr-
crnnavot Eniployces lists facilities %%hien hale Item estlidisloE41 th!.,)102.1,
cooperathe liriongernonts))0 neon colleges or universities and Gore] le
went agencies to sponsor continuing education opportunities for
Go% (Aliment .niployees. This puhlieation also describes each center.
lists courses ley\ itenients ,rod provides a cent it
for further in(nronntion. 11 is intendo l . 1 0 (Iv uilage inure nnivers'ty
Govern/nod cooperation to meet present :111(1 future editcatioeal needs.

t Ito hroclittres on Agency Training (loiters and Oa-Can:pus study
Centers are published only by the Contilli,,,h)ti.s eel:1rd off e ;ire

avAihtlole lot both agency headquarters and field installai ions.
ne Interagency 'Graining Progi anis Catalog and center lit whines

ire IliP(I tied annually in the :1)1111g :1O(1 plaeotl on sale at the ( ;met
nient Printing Otlice after a courtesy Ilistrilaitien to I aiming otliceis
and directors of personnel is node. The Cominicsiotils regional catalogs
are updated in .T11)10 or .Tilly each yoar and are available at the II/

regional

()TIIER
()flier p .hlieat ions published by the Bureau of Ti V.S. it

Service Corinnission :

*Training and Lott Questions awl .Answers oI) training for
Federal ei) einphryees. t OPA tti)

*Employee Train;ng the Federal Service ( i.stied annually).
('I' -7)

Studies rind Reports Related to Trdining and Education (issued
annually). IT-6)

Training Systems v1141 'llechnology Series

Instructional Ststenis and Technology: .11 1'111'0)11101011
to the Field and Its rse in Federal ('r- II)
.kiplir1111011 of a Systolic Approach to Training: A race
Study. (T-2)
ProgratninNI Instruction; A Brief of Its I)evelopinent and
('tirtvnt Status.
Training EN ablation: .1 Guide to Its I'lanning, 1)eveloio-
went, and l'se in Agency Training rourse.c.

iv
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Selected Long:E'en:1 Educatiornil ()pportunitics (kletieral in-
ft)rmatior, on educational training progniiiir.-, of more II Hitt
I_'u Hats d.iration.)

-1;(/(//1 "fr/ip litlilv tic Nv:.-letter to colonoinicatc
ith the 1:' iv' al training community rcgarding

pcogram,,, innovations, tvklinidcg.v, told changes in (lie area
training.)

'flioso puldicat ions should I,c al.:W:1111e ftu: relic,lv in agenc'y train-
ing,'Ilersonnol ollice:-; of tlicc,c. rinuclett (*)
pirolia,ed from tilt. Suiwrintvildent of Ito,:iiinciits. Gm-cu m...0!
l'rin(ing 011irc. W: 1).('. 20102. : :1,11 :)311

For gonoral itifot tutrtlon regarding training not avail:110c
f hriwgh y011rhAill'llgr,111C1..4'1.111:i0SIll'et111111ipTS tit ilit.IVzishili;ztori.

).C.:111,:i ina.v 1C rite or 1.:111:

.1goiic- Support Di, ision
liurcoo 'rt.:Lining
C.S. Civil Service
1:100 E RAI,. V.
IVashington,1).(..12011:-.
Tclep)rom.: 121)2), n32 :,t)no ..otli. 110.2:011;1",

,1gcnrie:-: nr employees outside the IVashington, 11.C, arca may 'write
or call flu, appropri;I(e Commission wgiotili 11r:tin:rig coutcr. 1Scc
..1p1'owlix on pp. 2til- 21;2.)

STATE ,%.N1) 1.0('A1, (;ON ERNMENTS

The Inturgo)elititient:al ('ooperation 1f)( anti thy. Inter.
..tct of 19To permit Federal Govcrtinient

agencies to open their :raining programs: to Stutc anti local golern-
inents to then) in inuct ing training needs.

Olt hclialf of our eidlt..igue:, in flit. ['viten)] tnritiing community. Ne
extend an invitation to partieipaft arions program, ollvicd.
For further information twitact any :Lgoncy or training facility listed
in (my training re ounce documents or telephone (2(12) 1;32

J



Guide for users

The -7:2 interagency Training Programs Catalog is olosigne(1 to
help losers irocate (ler:iYed coar,,cs !win, (ir,cki." and cas(ly. First, in the
Too,. of ('ontents, iorograins in the ((pen interagency Training sec-

1 ion are listed niodyr three inajoy t Attogories:

Exceill ire. Nlanagerial. Supervisory. and .1cloninist rat i ve
Training
Technical Training
Genera] Purpose 'I'raining

Limited Poterigcncy Training programs Are listed roy agency.
The second users' aid is the Index by (..oursto Title and Subject. \When

courses re/ate to more than one soilo.icyl, they arc crossreference(l
show !heir relation to various snlyts..1it example is the S:cininar Iii
.11)1' in Financial :Management, lisle l tur:er .t1)1` as \yell as VI oi;o1wial
Nfotnagentent.

Although the costs of (raining course's listed in this catalog Were
cornet at press time, they are subj«.1 to change. You are encoaraged
to contact the sponsoring organization for price information prior
to making a nominal ion.
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Inventory Control of Supplies coil M31( ri.11,. 224
Storage and Materials Brandling 220
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OPEN INTERAGENCY TRAINING

Executive, Managerial, Supervisory, and Administrative
Training,

General

Public Policies, Programs, and Issues

FEDERALISM AND THE DECENTRALIZATION OF
THE EXECUTIVE BRANCH
Civil Service Commission
A 5.day course to be concluded in residence in Fredericksburg, Va.
December 12-17, 1971.

Description

.1s part of its elfin Is to .ichiee nn ellectivii, flexible. and responsive
administ al ion in tic I Ile !HMIS' igt'llvit'S comprising the Exe..iit ive
Branch aro fully coordinated NN Ith 031., :1110110r :WINN it 11 ate :mini local
gm-Qi tcluelcts the Ni iii Adinini,tuatiou has :...tre.-svi.1 lht. livecl lip

er.se the 11oic of 1""1.11" till' ''S'1'111"itil
the

:1:111 for plotrrani (ope1:1611, it tilt. le.1
rilirl,c:4 hi the pvtlik. This ill I flu' 4111t1:111,,;1111[111,4 F1.11.

Prlign1111S to regional (does and loin] n to State and local gi iv-
erunients the responsibility fur sums` programs now heing adminis-
tered by the Federal Government.

Thisconrse has fon basic goals:

To provide an expliination of the I'resideni's 1>rogra1119 its ra-
tionale, the steategies to be adopted, and thcir implications for
Government officials and programs at the Federal. state. and
local level.
To anal . some of the problems which tilfly Ix' encmintered in
achieving the I'resiletiCisprogratii and
To relate the CNIKI'lellerF. to (late of those agencies which hare
already begun to ileeentridize in the expectation that these
experiences will be of value to agencies just beginning ti cir
own ilccenlralization ;

41' 741 (4 11 - 2
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To provid,. some actual workshop experience in stealing with
the problems,

The. week -Ion Institute Trill he tanght in residence at Fredericltsbug,
Va. The week will he devoted to a series of lectures, panel discussions.
and workshops with every effort being made to actively involve tlu,
participants throughout. The emplizisis throughout is on the foracticzd.
not t he theoretical.

Erho ,ifay Attend

Nominees for the Instilme may he employees of any governnic,ital
agency-- Federal. State, or local level. at the 11S-15 level or above (or
equivalent).

lime To Make Nominations

Nominations ar: to be submitted by mtliorizoil agency representatives
.o : Director. General TrHiling ( tor. U.S. Service

l,Vashington.

Other information

.Igencies 1i lay obtain fart) c t information by calling Ii:12-.'d'41.2 or code
101, extension 2:')(62.

STATE GOVERNMENT AM) ADMINISTRATION:
PROGRAMSPROBLEVIS--PIANNING

An Instil:ate in Intergovernmental Relalions
Civil Service Commission
Two 5-da) program. Frhedu1N1 for January 17-21, 1972 and
May 15-19, 1972, will he hell at the Chit Scr.icc Comm.ion,
1900 1-1 Street %W.

Description

Because. of rapid changes in political and governmenta' institutions,
there is a ir.od for updated information on the progress by the States
to imp: ove their capabilities for effective cooperation in intergovern-
mental progr inis. As intergovernmental programs become of increas-
ing practical importance is the daily lives of all citizens, it magnifies
lire need fur c nrrent knowledge of intergovernmental relation:by Fed-
eral administrators who are VCSIgItISIIIIC for execiit ing nal ional policies.
It is also esssential that the re he mi exchange 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-
governmei tid programs Or whose program responsibilities may relate
to intergovernmental rehitions. Special emphasis, will he placed on
State government and al hninist ration. The sessions will devote atten-
tion to:

The theoretical, legal and political ;setting for intergovern-
mei; tal relations.
State and local mechanisms for administering federally
sponsored programs.
Excentive participation iii intergovermnental policymaking:
the Federal agency as an instrument of intergovernmental
relations.
Fiscal and economic problems in intergovernmental relations.
Federal, State, local cooperation in selected functional areas,
e.g., health, education, natural resources, crime control,
transportation, etc.
The regional approach to hdergovernmental relations.
Intergovernmental prograw and problems of adequate person-
nel and staff at the State level.
Inte 'governmental relations and tilt future of State govern-
ment and administration.

Who May Attend

Nominees for participation in the institute may be employees of any
governmetit id a gency--Fede rid, State, or local level. While they should
generally be at the GS-11 level and above (or the eipavalent), consid-
eration will also he given to all nominees below this level. The institute
is designed for officials with responsibilities requiring a broad wider-
standing of the intergovernmental relations framework and also for
those with assignments relating speciii(ally to State programs and
administ ratml. Agencies are encouraged to send officials from the field
as well as th s central office.

flow To Stake Nominations

Nominatioro should he submitted by the authorized agency officials to
the Directoi , General Management Training Center,1'.S. Civil Service
Commission, Washington, D.C. 20415.

Oyler Information

Agencies in ty obtain further information by calling (02) 632--g6.2
code 101, extension .2.)G0,

3
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TIIE METROPOLITAN AREAPROBLEMS,
PROGRAMS, PLANNING: AN INSTITUTE
IN INTERGOVERNMENTAL RELATIONS

Civil Service Commission

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

Description

This institute will exi lore selected programs. problems. and plans of
the metropolitan area in the frameNvork cooperative federalism.
Sessions will be devotcd In patterns of urban government structure
and organizations: administration of Federal economic and social pro-
grams: interagency coordination: proliimils of providing ci,rility per-
sonnel in metropolitan administration: desegregation I .oblerns in
housing and education: intergovernineni 11 approach tetra: spit:Ilion
in the tinA ropolitan at ea : urban and con:rim:lily developillNa 10'011--

Ions of financing programs in the metro-urban n ca civil disorder,
crime and delinquency in the lit ion coninionil v: the role of private
sector as well as future prospects of new federalism in iesponsc to
metro-urban problems. P;irticipants will lie encouraged to ; iyze the
overall requireint ids n id responsibilities of the Federal sysi.ul and of
1 heir own agencies as t iey are related to t he metropolitan sitnalion.

IT'ho Hoy Attend

Participation in the institute is generally restricted to executives GS
13 and above (or civil% alent) in any public agency - -- Fedora l. State. or
local go vertunent Fr(le rid tgrh. ;es (,( ouraged to Ao ilol ro,Y,

rom the tie7(1 as well ar from the rt, oth'. s.

How To 31t-ke Nominations

Nominations should be submitted hi' the aqtlioized oreticy officials
to the Director, General Managetneti 'Training Cent-:, U.S. Civil
Service Commission, 'Washington, D.C. 20-115.

Other information

Agencies may obtain f trther infoimatimi by calling 6:12---,',662, or code
101, extension 25662.

4
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SEMINAR FOR THE URBAN SPECIALIST
F E DER A L---STATELOCA L

Deparitaerd of Housing and Urban Develop-nen!
A 2-week seminar to be offered twice each quarter at the Depart.
ment of Housing and Urban Mndopment, 451 7th Street SW.,
Washington, D.C. 20110.

Description

This course is designed to bring together specialists working in various
aspects of urban development. Through a variety of educational tech-
niques, in which the participants play key roles, it stresses that a co-
operative and interdisciplinary approach will lead to more, effective
decision making in the urban development process. The seminar also
introduces concepts which will better enable participants to under-
stand the urban development pro--ess in a total framework.

IT'ho Ito). ,4ttend

Phis iii,,,grant is desigurd primarily for and in to those Clover:Intent
specialists ;Ind public administrators on the Federal, State, aid local
levels who are inioi.ed iii the urlrot development process, (5 -13
through (is or equivalent. Participant specialists should be from
occupational areas such as: .1R-hitt-duo-. highway and urban tra-.s-
portati in, engineering, hohsing, health, education, community and
intergroup relations, and urban manpower planning.

lime To Wake Norninntifans

Nomination made by Federal agencies shonld b, sulunitted through
authorized agen(y repres-oitatives to the Departincnt of !lousing and

ban Develo; 011ice of Personnel, .1ttcntion: Director, Em-
ployee Do elopment and Training, 4 :11 7th Sheet SW., ltoont
1Vashington, -20110. using Optional Form :17 for this purpose.
Nominations from State and local agencies limy be made by writing
the 1 tepattnient of Ilonsing,and Erban Del clolunent. (See cor pleh-
addri ss above.)

Other Information

Specin- dates, locations and cost will be announced at the beginning
of each (platter stalling September lttil. Furt11.-r irfornrition may be
obtained by calling erea code 20.2, 7:17)-.),710, or cede 13s-:6170.

5
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URBAN TRANSPORTATION PLANNING

Department of Transportation
A 2 -weak course offered three tines a year, tentatively se4eduled
for September 1971, February 1972, and May 1972, NASSIF
Building, 400 7th Street SW.

Description

The. course is designed to impart a working knowledge of selected
urban travel forecasting techniques and procedures. These techniques
and procedures are presented through a series of lectures and work-
shop sessions set in a framework of the urban traLsportation planning
process. Included in the presentation are such as traffic assign-
ment, t ravid forecast ing (including mass t rap t rip generation, trip
distribution and network evaluation (with s,tong emphasis on social
and physical environment) as well as an introduction to economic.
populat ion and land use analyses.

Who May Attend

Persons who are closely connected with transportation planning.

How To Make Nominations

Nominations should be made by phone. to Mrs. Janice Stout, .126-0512
or code 118/60512.

Other Information

There is no cost for the course. All neeesf,ary instructional materials
are provided.

FFDERAL-STATELOCAL ADMINISTRATION OF
PUBLIC HEALTH PROGRAMS:

An Institute in Intergovernmental Relations
Civil Service Commission
Scheduled as needed.

Description

The purpose of the institute is to explore 1t oblerns that confront
executives who have re:ponsibilities for the administration of inter-

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

Some of the topical areas to be considered in the institute are:
The legal and political setting for intergovernmental
cooperation.
The public health frameworkbroad-gage implications.
The current status of the Federal-State-local partnership in
public health.
State and local machinery for the administration of public
health programs.
Problems of Federal interagency coordination in the public
health field.
The private health sector and its relatedness to governmental
programs and planning.
Social change and social planning as minted 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 their
own agencies as they relate to intergovernmental relations and the
Aministrat ion of public health programs.

Who May Attend

Participation in the institute is generally restricted to executives
GS-13 and above for equivalent) in any Government agencyFed-
eral, State, or local government. Federal agencies ore encouraged to
send officials Pont the ferd o.e trill as the central office.

How To Make Nominations

Nominations should be submitted by the authorized agency officials
to the Director, General Management Training Center, U.S. Civil
Service Commission, Washingtcu, D.C. 20415,

Other Information
Agencies may fhtain further information by calling 632-5662, or code
101, extension 25662.

7
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INTERGOVERNMENTAL AFFAIRS FELLOWSHIP
PROGRAM

Civil Service Commission and Subscribing Agencies
A 3 -month program imohing participation in an intensile
orientation program and full-time uorkbludy at.ignmcnts eirh
Statt and local galernmentl.

Description

'Phis fei3wship program helps a select group of career administrators
of grant in-a id efforts to acquire a direct understanding of Start and
local government operations and points of view. It is designed to pro-
ide careerists with a fil-st-hand look at problems o'

Federal grant-in-aid programs at the State/local level; to improve
person-to-person communication betweon Federal and State/local-
grant-in-aid administrat ,ons; to provide an opportunity to develop
a deeper understanding of the major swill and economic oblons to
which grant-in-aid programs are addressed; and to enconra;e co-
operative and molt igovernment al approaches to problem solving. Per-
sons selected will attend in comprehensive and intensive orientatir-i,
including meetings with congressional, governmental, and academie
leaders; engage in frill-time work and study assignments with in host
State/local government, and participate in scheduled weekend
semina N.

Who May Attend

Nominees for this fellowship should be career employees in the grade
range. of 6S-14 and above or equivalent. Each nominee be in
a managerial position involving substantial responsibility for signifi-
cant aspects of grant-in-aid efforts of the minscribing agencies.

limo To Nominate
Nominations are to be submitted by authorized representatives of the
subscribing agencies ripen receipt of CS(' notification. The following
information should accompany each nomination: a complc oil and
current Standard Form lit, a brief 'dogrspliical sketch of the noini-
noe, and a statement from the subscribing agency briefly describing the
nominees potential for career groMli .nd types of responsibilities for
which be is being prepared.

Other Information

The cost of the program will be prorated among the participating
agencies Each applicant for the fellcm ship will be interviewed rind

8
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4
selected by the subscribing agencies, and final selection will be
a:moult-2d by CSC. Agencies may obtain further information by call-
ing the Management Science: Training Center at 632-5600, or IDS
('ode 101, extension 25600.

MANAGEMENT OF AMERICA'S WATER
RESOURCES: PROBLEMSPROGRAMS-PLANNING

An Insi:Inte in Intergovert, mental Relations
Civil Service Commission
&IndultI al needed.

Description

The purpose of the institute is to explore sonic of the recent policy
decisions of special import concerning tester resources, important
problems in water 'polity anti resource management. recent inter-
governmental efforts in planning and coordination, the deveLping
water needs, and the relationship of ratter resource problems with
those in allied at as of natural resources. iitogi.ain will be
structured to focus on comprehensive water resouices planning aild
program coord minion, some intention trill rh...n be devoted to a system
analysis of water resoinucs, the legal and political setting for inter-
goernmental partnership, it,teragency coordination, the river basin
approach to resource the importance 4 science and tech-
nology in water policy, the NV:IllT 1S:-.11('S its law and purities, the inter-
governmental approach to pollution control, water as a component
in Ilo trOpOlit tlIl deVel01111lit, the Water iti,sources Counil as it plan-
ning and coordinating water as n recreation 11SfIlltei% alld the
administration of grants. Participants will Ito encourage to analyze the
overall requirements and responsibilities 01 ow Federal sysltnt ,nut
n: their own agencies its they are related to the concerns of %vine'.
resources.

Who May Attend

Participation in the institute is generally restricted to executives
GS-13 and above (or egnivalcnt) in any public agency. .119carieN lie
rspo;olly (ill ."; el raved /0 fre lid Ofioinit from the veld cl.P l'ONi

thr:er centrO

Mose To Make Nominations

NDrnitintioas are to be submitted by a, theirized agency representa-
tives to the Director, Genera! Managcmoit Training Centel, U.S.

25
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Civil Service Commission, Washington, D.C. 20,1-bi. Agencies may
designate alternates to attend individual sessions, provided that they
meet initial nomination requirements.

Other Information

Agencies may obtain further information li calling n:12466.2 or
code 101, extension :25662,

GRANTS ADMINISTRATION SEMINAR FOR
MANAGERS AND SPECIALISTS

Civil Service Commission
A 5-era program to he conducted at the Civil St-mice Comp fission.
Dates he announced later.

Description

The course will aid grants iidiniiiistrators and grants specialists man-
age mote etTectieely their grants prow anis and responsihilities. l'ar-
ticipants Will find the coursc to he functional rather than merely
desciptive. The. seminar and workshop nietheds of :.,istruction will
be employed to develop further techniques and si ills in as well as
k-owleclge of izrants inanagement, through work proje,ts on and
study of such areas as: grant iorogranis in the process,
Federal grants and intergovernmntal relations:, developing effective
grants proposak orgailiz.at ion of review procedures., duentralizAinn
of grant program supervision. management of grant supported proj-
ects, grants ve,isits contracts, grants programs of the present and
future.

IT'ho .11ny Attend

While participation in the seminar is generally restricted to career
cniployees (;5-13 and above for equivalent) oily ;midi,' agency
Federal, State, or local government, persons below this level will also
be selected to participate, if it appeal s that they in their job situations
will benefit significantly from this experience. Fed( rill agencies are
especially encouraged to send ofl'Hals from their central offices.

lime To 31nke Nontinntions

Nominations should Ix, submitted to the Director, (h :%lanagc-
ment Training ('ci ter, U.S. 0\11 tier, ire Commission, Washington,
1U% by authorized ngellet ofliciak Confirmation of accepted

10
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nominations will be made in advance of the program. Deadline dates
for receipt of nominations and confirmation of acceptance will be
listed in the pt,,gram annonncement to he issued at a later date.

Other Information

Announcements with 7nore detailed infortinit out will be sent to all
agencies..tgencies may ob;ain further information from the General
Management Training Center, 632-56Q, or code 101, extension 25662.

LEGISLATIVE OPERATIONS ROUNDTABLE EOR
EXECUTIVES

Civil Service Commission
Two 5-day scssiors scheduled for januhry 21-28, 1972 and
May 8-12, 1972, 1,111 be Le ld in Wishingion, D.C.

Description

T'oe Roundtable jr; designed to pre vide Federal tree. executives with
increased knowledge of the organization and operations of the Con-
gress, tits interrelationships lo.tneen the legislative :Ind executive
branches, and the connection between legislative functions and agency
program activities. Topics for roundtable discussions will focits on:
powers, functions, :mil organization of the ('emgress polities and unto
gressional action: national policy fornmbition and :oressures on the
Congress internal and external pressures on congressmen: Federal
agency-eongivs.sional telations including appropli:,t ions, planning.,
and rvview of programs: t rends :unit future of congressional executive
relations within the. American political system.

Who May Attend

Participation in this Roundtable will be open to about 30 Federal
civilian and military executives tvho are at the GS-14 !cuel tor equiv-
alent ) and above.

Slow To Make Nominations

Nominations should is submitted to the Director. General Manage -
ment Training Center, Civil Service Commission, Washington,

2u11.1, lit authorised agency officials. Confit mation of accepted
notnimttions will be made in adv,,rwe of the program. Deadline dates
for receipt of nominations and confirmation of acceptance till be
listed in the progrrin announcement to be issued at a later date.
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Other Information

Announcements with more detailed information will he sent to all
agencies. Agencies. may obtain further information from the Goierai
:Management Training Center, 63.2-:',C62, in- code 1011, extesion '25662

LEGISLATIVE BRIEFING SESSIONS

Civil Service Commission
Three 2-day programs to be conducted on Capitol Hill on Feb.
ruary 15-16, 1972; Mirth 7-8, 1972; April 1972.

Description

Each scion will he tail°, H for selected agencies. They will provid,
intensive, in-depth discussions and study of the interrelations of the
agencies with the Congress. Emphasis will be given to the operations
of Congresskinal committees involved in the legislation and appropri-
ations of the respective agencies. The sessions will he workshops in
which agency personnel and ecnimittee staff professionals can examine
common problems and issues and develot; meaningful work relation-
ships. 'Members of the Congres.s will invited to part icipate in the
briefing sessions when it is appropriate and convenient to their
schedule.

Who May Atetn)
Participation will be open to agency personnel such as program man
ngers, budget personnel, liaison specialists, division and bureau chiefs
and others who get involved in the preparation of justifications and
other supporting documents on agency congressional provrams and
congressional inquiries.

How To Make Nominations
Nominations should be submitted to the Director, General Manage.
ment Traininj Center. U.S. Civil Service Comurssion, Washington,
D.C. 2t1115, by authorized agency officials. Confirmation of reedited
nominations will lie made in advance of the 1 rogram. Deadline dates
for receipt of nominations and confirmation of acceptance will he
listed in the program announcement to be issued at a later date.

Other Information
Annom.cements with more detailed information will be sent to all
agencies. Agencies may obtain further information from the General
Management Training ('enter, 632-5662, or code 101, extension 25G02.

12



AN INSTITUTE IN THE LEGISLATIVE FUNCTION
Civil Service Commission
Three 5-day sessiorts will be held in Washington, D.C. on the
following dates: October 4-8, 1971; March 20-24, 1972;
June 2640, 1972.

Description

This institute is designed tc provide no intensive introduction to the
organization, operation, and responsibilities of Congress. The role of
Congress and its ielationships to the executive branch will be stressed.
The oboetive is to help career administrators at middle grade levels
acquire en incrra ed understanding of the legislative function and its
direct and indirect effect on executivel,ranch operations.

Who May Attend

Nominees for this program should be ;:areer emplo)-ves, GS-9 through
GS -13, (Gr ). Persors eligible for nomination include:
Those in line management ; unit chiefs and deputies, or those with
equivalent and those engaged in support of stall oc
cupations such a.; li:itl:zet preparation, manpower analysis, polies de-
velopment and mission determination. 1.... addition. each nontiAee
should have re:iogaized competence and potential and lie one whose
service in tile government can be expected to continue for a
period of fiine.

lime To 3fake Nonnnationt

Nominat ions be submitted to the Director, Gi ii,ral Ilan 'gement
l'raining renter, i .S. Sel vice t'oniiiiission.
:20415,4 maie iied agency officials. t'or iirinat ion of accepted nomina-
tions will 11C :111.(10 in advance of the iirograin. Deadline dates for re-
ceipt of nominations and confirmation of acceptance will he listed in
the program :unman: intent to be issued at a later date.

Other Information

.knvoimo.ements vtith mote detailed information will be scot to all
ngencie,, well in ndvance of the prog.ram. Agencie.s may obtain fnrtlu
information fruit) t he Genecn I 3fairigenient Training Center, 632
or code 101, extension 25662.
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FELLOWSHIP IN CONGRESSIONAL OPERATIONS

Civil Service Commission and 'The American Political
Science Association
A 9month program imolving participation in an intenAie orien
tation program and full-time work assignments beginning in
November 1972.

Description
Phis fellowship program helps a -.elect group of career administrators
to acquire a tilorough iindersta.tding of congressional operations. It is
,k,;;;.,11,.,1 to givo. cartTrists 41 lIrS1-11:111(1 100k 41i, 1101k ('ingress
t 1011S, IIITW it is organized, iinta iioNv it relate,; to the prngraiii and
activities carried on by the executive branch. 1'0r-tins selected \yin ints
tend a .ompichensive and hitt iisi orientalicai pi (wand, eonducied
by- the Science .1ssociat ion engage in full-thin
"ark assignments "with inenilivi, of Congress and with stilt! members
tif conget ssional committees: and participate in weekly seminar 11/01,4
I/IgS :%11111'01/g1V.4S1011:11,p)Vt.11111entill. and :1C:111('Illit.

3lay Attend
:\* rmr this reihmshii, shnuhl hr rarecr employees in the grub,
:Ingo of I lti thiough (lS lit or univalent path :It 10;1d (2) ye;rrs of

Federal G.,yeeinnent service. TI,ey should be in inithagerial Or eNeCli-
th be likely to Ins nssigurrl to ,sit 11 positions in the future.
Preference is given to those ho are taking part in ati agency's own
executive development program.

How To 3fake :.ornirtatiens
Nominations are to lie -.t111),Iiitied through agency
tor by .]bell I, 1972, to the Director. (iciivial
eviler. .S. Ch it Service enrInnision.1Vosliiiigtim,
teflon ing in for cation should accompany each nomination: a eons-
Pfr'ed :4taialaril Form 171, it ;.latemetit from the nominee's supervisor
briefly describing the noniHee's potential for career gontli and the
types of higher responsibility for which lie is being prepared.

Other Information
T;aolt applicant for the tenon ship ill be interviewed by a selection
committee in early June 1(42, mid final selection will he annooned
rilaont .Trine 1, 1912. The full -tithe "rien"limi

"ill begin in iiii(""enilx,t. 197.2. Ageneies may t btain hut tlier in foi mat ion 1,y t (len
era) Nfinagement Training Center at t;:i..2 :a;r02, or code 101, etensioil
2.')f,t32.

14

30



IDEAS AND AUTHORSPUBLIC ISSUES AND
PROBLEMS

Civil Service Commission
Four 1.day meetings scheduled a month apart beginning in
October 19'11 and conducted at the Chi! Service Commission,
1900 E Street NW.

Description

This series focuses on four outstanding books by recognized authors
on significant national problems. At each of the four meetings one
of the books is discussed, first by the participants in str..01 groups,
then by the participants and the author. and finally by the participants
and a guest critk program not only encourages gov?rnment
execnt ives to examine the writings of highly informed authors on vital
tuitional problems but tdso provides them v:ith a- opportunity to dis-
cuss the hooks with th. it authors as well as with critics who are knowl-
edgeable regarding the issues to be discussed. The books are provided
to each participant several weeks hit.-fore each meeting.

Who May Attend

The program is intended for executives of public agencies who would
benefit front t more incisive understandit.g of the national problems
to be discussed. 'Nominees should generally be serving in positions
at the (;:. '3 level and above (0.. equivalent) in either adininist rat ive
or technical work situations, including military officials.

How To Make Aoininations

Nominations are to be submitted by authorized agency representatives
to the Director, General 31anagetnent Training Center, U.S.. Civil
service ('ohuinission, Washintrion, RC. 20113..1gencies may designate
substitutes to attend individual sessions. provided that such substitutes
meet initi .1 nomination requirements.

Other information
Agencies may obtain further information by calling 632-5(362, code
101, extension 23062.
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PROGRAM ADMINISTRATION AM) LEGAL
CONTROLS

CiNit Service Commission
One 3-day ,ession 14111 be held :11 the Ckil Senice Connnb,sion,
1900 E Street SW, on JanuAr:. 12-14, 1972,

Description

Students of (' °eel nment Chnini,t -Minn and administrators:are
that the expansion of Federal Government programs activities

enlarges the oiletnahing and iidjudicatory functions in Government
agencies. These functions. contrary to traditional belief, are not roily'.
to regulatory or independent agencies. ltallier in niany agoneies,
Federal executives «lnn are lint ll 11:1 I IY t i 11011 in the lacy fi 1 gently
engage in the processes of adjudication and ruleinaking in performing
their (lay-to-day activities..1dditionally, the growing body of judicial

has Irul far-reaching effects on the gov-ernmental system and
Federal programs. .11so. Hie re are signs pointing to increased judicial
review Of administrative decisions. These developments suggest for
Federmi executives who IT not tanned in the Jim the necessity to
develop a better knowle('.ge and understanding of the function.; of
adjudication and rulcnulkiug which they perform.

Who 3fay Attend
i'atlielpation is open to career employees. GS-13 and above (and
military equivalents). whose acadeini- or professional background is
lint, in the field of law. Federal officials who (ire serving as personnel
officers, administrative 9fhcers, labor relation: speci,iists, exar viers
and inspectors in various fields. officials with review re.spoitsililities
snob as elassifiers and eortract reviewers, claims officers. revewers
of grants, licensing and A-ovulating nflirets, and Appeals Officers are
among 11104. for \ \ Lott[ this program is designed. Nlaily other irdr.ini-
trators who perform adjudicatory or rulernaking functions nr carry
on ilctivi ies which are significantly ItTeeted by tie judiciary would
llso find it useful. 7 he program is not designed for practicing at-
torneys nr arise whose work brifigN them into close continuing 1'010341
with :)e Courts.

!low To ,Hake Nominations
Nominations should he submitted by authorized agency remsenta-
tives to the Director, General Management 'Fraiiiing ('enter, U.S.
Civil Service Commission. Washington. I)('. 20(1. Confirmation of
accepted nominations will be made in advance of the programs. Dead-
line dates for receipt of nominations and confirmation of acceptance
will be listed in the program a mwonrcnient to be issued at a later date,
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Other Information
Annonneements with more detailed information will be se»; to all
agencies NVC. ll in advance of the program. Agencies may obtain further
information from the General 31anagement Training Center at
G:1:1-5662, or code 101, extension 215602.

Executive Development

RESIDENTIAL. PROGRAM IN EXECUTIVE
EDUCATION

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

An 8 -week program to be Risen at ilharloties Va.: Sunda:,
August 29Friday, October 22, 1971; Sunday, October 21Friday,
December 17, 1971; Sunday, February 6Friday, March 31, 1972;
and Sunday, May 7 Friday, June 30, 1972.

Description

The. program exists to help meet education and training needs of
upper echelon civil sett i e employees upper echelon is broadly
defined as employees iu positions rated at grade US-l5 and above, or
equivalent in other go% eminent pay systems. The educational pro-
grams of the Institute focns On matters which relate to areas of interest
in many departments and agencies rather than specialized activiCes of
a single organization. The Institute programs supplement rdther than
supplant executive education efforts of other organizations or i»stitti-
t ions i,t and out of Government.

The broad educational goals set for the Institute withili this frame-
work arc:

To heighten career executive responsiveness to national needs
and goals.
To increase career executive appreciation of the totality of the
governmental system.
To improve career executive knowledge of managerial processes.

The detailed content and teaching methods of each session have been
altered with experience. But, the overall goals and major curriculum
emphases have remained niiehang.A. In all sessions to date ft balance
has been sought and attempts have been made to interweave the major

41, 717 0 ;1
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elements of the program which relate to environment of governmental
programs, governmental systems and governmental management.

The prime educational methods employed are:

Lecture-discussions by resident faculty, executives in residence,
government officials, acacletnicians, and experts drawn from the
private sector in both profit and non-profit organizations.
Seminars taught by resident faculty, University of Virginia
faculty and consultants.
Workshops and laboratories led by resident faculty members
and consultants.
Films and tapes selected by 'dent faculty.
Reading materials selected by resident faculty.

Who May Attend

The "Residelt ial Program in Executive Education'' is and primarily
at persons in grades GS-16 and above (or equivalent in other pay
systems) with enrollment in each 8-week session limited to CO people.

How To Make Nominations

Nominations for attendance at the Federal Executive. Institute should
be made by that person or perso,,.s in each department and agency
who has greatest control 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 final author-
ity for submission of nominations to the Institute.
Whel the nominating official has receivt d the names of candidates
recommended for attendance during the fiscal year from within his
department or agency, he will then make his decisions about persons
to be nominated as principals and alternates for shares allocated in
each scheduled session. Those nominations should then be forwarded
to the

Registrar
Federal *Ixecut ive Institute
Route 29 North
Charlottesville, Va. 22093

by the department or agency nominating official on Optional Form
37 (Nomination-Registration for Training) obtainable from the 11i.
rector of Pet: fme] or Director of Training in each department or
agency.
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Other Information

Each depatilent and agency is allocated an annual quota of shares
for the Residential Program in Executive Education.: total of 60
shares is available in each of four scheduled 8-week sessions for the
fiscal year. The 240 shares avail ablr, annually are distributed in such a
way as to provide the greatest possible variety of agency representation
in each scheduled session. "f he cost to a department or agency is $3,250
for each share which covers the full cost of tuition, room and board ex-
penses while at the In..ritute during the 8-week period of each session.

ADVANCED MANAGEMENT SEMINAR

Civil Service Commission
Fhe 6-day program, sebecluleJ for October 17-2;', 1971; Decem-
ber 12 -1.', 1971; March 5-10, 1972; May 7-12, 1972; and
June 18-23, 1972 will be held at a rekidential rite.

Description

More. than ever before the gtvernnient lNC1'111 iVt finds hintselt faced
with complex managerial and idathiling problems. lle is asked to deal
with these through a growing number of new systems approaches,
mathematical techniques, ',Intl iorograintning and budgeting procedures
which constitute the changing taut: of administrative. practices. Ile
is also expected to solve problems through the contributions of diserSe
individuals and groups.
The critical issue with which pract it al-minded managers ,mist deal is,
bow various theories, techniques and strategies can be brought to bear
on the real proldutosof governbient management.
The .1ds-aticeol Ma nagencolt Seminar is designed to bring together the
various theories. lechniqut.s. and strategics t:f monagennait into a uni-
fied approach to government administration and to enable inanagtrs
to apply these theories, techniques. and strategies in a useful. realistic,
and results- oriented fashion, through lxtter understanding, anti devel-
opment of their OW11 styles of management.
The seminar's integrative approach seeks to provide the participant
with a b:lter Andcrstandingof :

criteria for sound planning and decision waking.
Thu means nf applying what he has learned to his own sit uat ion.
The techniques for developing an cite& ve organi 'at ion from a
group of diverse

The seminar itself is built upon a serif s of intensiv itorkshop activi-
ties tarried out in small groups. 11'orking in these small groups the
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participants go through, a number of planning, problem solving, and
decision-making project:: in which they have to utilize their resources
to reach agreed-npon goals. Thus, each person is constantly engaged in
systematic problem solving and decision making while striving for
effective interpersonal exchange and leant development.

Who May Attend

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

Hots To Make Nominations

Nominations should be subint led by the ;Luthorized agency offirials
the Director, General Management Training Center, U.S. Civil Service
Commission, Washington, D.C. 20415.

Other Information

Further information may be obtained 202. 632-5662, or
cod( 10., extension 25062.

EXECUTIVE SEMINAR CENTERS

Civil Sctlice Commission

In cooperation with more than 50 F. I agencies. the 0,11
Service Commission operates three rcsitientiA facilities for the
deelopmcnt of mid-carter exectluses in Golcrnmcnt. These
Centers are located at Berkeley, Calif.; Kings Point, N.Y.; and
Osk Ridge, Tenn.

Description

The courses offered at tile centers are designed to broaden conceptual
understanding and to enhance the administrative abilities of midlevel
executives. A brief description of each course follows:

1. Administration of Public Policy- examines policy for-
ninlat ion and execution.

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

3. Federal Program fanageinent-- explains interagency admin
istration of !midi,' piwianis and relationships between vari-
ous branches of die Government.

20

36



4. Jfalagenient of Organizations deals with the organizational
environment in which Federal managers their roles and
the nature of shift operations.

5. 'Ile National Economy and the Federal Executive deals
tcith the theory and substance of Government involvement in
various a !fleas of economic life.

6. Social Programs and Economic Opportunitiesextonines re-
lationships among diverse social and economic needs,in Amer
ia society which have come to he Felice' 'n programs,
policies ;Ind administrative actions of Government.

7. International .1 ffairs and Federal Operations acquaints the
career executive with basic concepts associated with the de-
velopment of American foreign policy, the conduct of foreign
affairs, and the international pressures whirl. influence
iloniest policymakers.

S. Effects of Technological Developmentdeals with the eon-
diming role of the Federal GOVel'11111Cnt 111 scientific under-
takings and the effect of technological change on national
goals and olijoetives.

9, .1iiniiiiistration of Public Policy-- exidnines police foninila-
t ion and execution.

16. Intergovernmental Programs and Problems studies the rela-
tionships between nations, :State and local jurisdictions in
inatteis such asciril rights, Federal judital IT% leW OVVI' S1:11('
legiSlal ',Hs, 'Ind constitutional interpretations of the relative
jnrisdictiut. of Slate iiiithority 1114.1 Federal authority.

1I. 1;iit tgcment of Natural 'Resourcesexplores the economic.
swin I, polit Hal involvements and rides of I' national
Government related 10 use and C011.,l'I'V111911 of 1111111.111

1.1.',1111Ye.

Who 3loy A1k-n(1

The Exc. id in Center curriculum is aimed pi imarily at those
in grades I 1:1 or univalent ). but I.:1E1141111y Setedt'll per -ors
at GS 1:1 nnl ;11 e GS 15 ;ire et..lible to :Mend. 'claw ;no no age or
ed 11,04 ion pi .1.1{1111tV,: hint based on experience. the 1110..-1 favorable
10;1)011,1' 1i bon fr010 1110S-0 Al ILO are College graduates. those who
hate recently Nig:aged in self-development. ;Ind these who have hail 3
Variety of

!tow To 31ae Norpbrafions

All partioirliit Sp3( I'S, at these centers are reserved on a fiscal year
basis tlitoligh negotiations Iwo% vet, the ('i% it Set% ice ('oinriii,sion ;Ind
designated igency repre-entati% cs aif 'Washington, 1).('. Each reple-
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mtative is given a sliptly of center brochure and schedules; there-
fore, interested persons should indicate their interest to them.

Other Information

Inquiries about these centers may be addressed to the Assistant. Direc
for for Training Operations, Bureau of Training, U.S. Civil Service
Commission, Washington, D.C. 20115, telephone 632-6201, code 101,
extension 26201.

IDEAS AND AUTHORSMANAGEMENT AND
ORGANIZATION

Civil Service Commission
Four 1-day sessions scheduled a month apart beginning in
December 1971.

Description

Each year sees the apearance of a growing number of books applying
the findings of social and management science research to the prob-
lems of management and organization. The purpose of this program is
to provide an oppAlunity 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 proide a r opportunit:v for the participants to raise questions
about the book directly to the authors. Each participant receives a
copy of all hocks several weeks in advance of the individual sessions.
At the monthly sessions. the author discusses his book, a guest 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 Govern-
tm,nt managers.

Who May Attend

The program is intended for individuals cut rently serving in positions
with significant responsibilities for program management or in pro
riding related stall' suppG.t. Nominees should bo those, GS -1i level
and aisle (or equivalent ).

How To ,Hake Nomination,
Nominations .-e to be submitted by authorized agency representatives
to the Director, General Management Training Center, U.S. Civil
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Service Commission, Washington, D.C. 20415. Agencies may flesigmite
substitutes to attend indh ideal sessions, provided that such substi-
tutes meet initial nomination requirements.

Other Information

A geffeies inay obtain further information by calling 632-5662 or code
101, extension 25662.

MANACEMENT JP SCIENTIFIC AND ENGINEERING
ORGANIZATIONS

Civil Service Commission
A 5-day program offered No times per year at the Civil !Zemke
Commission, 1900 E Street W.

Description

The program is designed to increase awareness of the nature and
scope of in,liagenient responsibility and to suggest ways that the (cell
nically trained executive can perform !now effectively in hi. ..nipor-
t ant role as manager and administrator. I t is o i l ted as at advanced
seinHar, with discussions focusing on such topics as: inanap meld
planning for it I): directing and developing human resource::
coninoin;cat ion requirements of modern science and technology: man-
agement of inhouse resources and vont ra,..t programs: operational
environment of scientists and engineers in Government : comparison
of R 1. I) management in other areas; formulating and fidnfiffistering
science and engineering budgets; behavioral science research and its
implications for managers of technical programs.

Who May Attend

Participation in this pregram is limited to approviniately. 2.i scientists
and engineers, generally and above, or 'trivalent, who have
management responsibility for science or engineering programs.

flow To Make Nominations
Nominations should be submitted to the Director, Science and En-
gineering Training,, V.S. Civil Service Commission, Washington,
120115, by an-.forized agency officials. Confirmation of accepted nomi-
nations will be made in advance of each session. Deadline dates fer
receipt of nominations and confirmation of an-el, ;ince will be listed
it the program announcement to be issued at lat. c
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Other Information

Agencies may obtain further information by calling 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 yea: at the Civil
Service Commission, 1900 E Street NW.

Description

This is one of a series of three courses covering management informa-
tion systems. The objective of is seminar is to explore the concept
of management information in the context of organizational struct ;ire.
The topics discuF.ed will include: (1) The scope and objectives of
management information systems; (2) the determination manage-
ment information needs; (3) the role of the manager in designing a
management information system; (4) organization and control of a
management informatim. system; and (5) the impact of computer
technology on the design of information systems for management
and the future of man-machine systems. Emphasis will be placed on
the concepts which underlie the development of IL management infor-
mation system.

Irho May Attend

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

flow To Make Nominations

Nominations should be submitted to the Management Sciences Train.
ing Center, Bureau of Training, U.S. Civil Service Commission, 1940
E Street NW., Washington, D.C. 20415. Nomination-Registration for
Training forms (Optional form 37) must be completed for each
nominee,.

Other Information

Further information may be obtained by telephoning area code 2(2,
632-5600. or IDS code int, extension 25600.
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EXECUTIVE SEMINAR IN MANAGEMENT
REPORTING SYSTEMS

Civil Service Commission
A 3-day program to be conducted two times per year at the Civil
Service Commission, 1900 t Sired NW.

Description

This is one of a series of three courses covering management informa-
tion systems. The imrpose of this 3-day seminar is to bring to the
attention of Government executives examples of single agency report-
ing systems. both manual and automated, which are designed to assist
management in the exer:ise of its planning and control responsibil-
ities. It ill also cover ?tends of development of information systems
for community of agencies haviag common major categories of infor-
mation requirements. Cases from government and private sectors of
the economy. lectures. and group discussion, will be used extensively
to increase knowledge, insight and understanding of the, subject.
Topics to he covered include: (a) agency operational systems (scien-
tific. technical, and administrative) ; (b) trends and developments of
interagency management information systems in such areas as law
enforcement, foreign affairs, and economic p rogra m s (c) approaches
and techniques used; (d) problems encountered in the establishment
of single agency and interagency systems and (e) means used or
suggested for achieving results.

Who May Attend

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

lion, To Make Nominations

Nominations should be submitted to the Management Sciences Train-
ing Center, Bureau of Training, V.S. Civil Service Commission. 1900
E Street NIP., Washington. 11.C.2011:, Nomination-Registration for
Training forms (Optional form 37 ) must be completed for each
nominee.

Other Information

Further Mr ,oration may be obtained by telephoning area code 20'2.
832-58:,n. or IDS code 101, eNtension 250X1.
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EXECUTIVE WORKSHOP IN THE DESIGN OF A
MANAGEMENT INFORMATION SYSTEM

Civil Service Commission
A 4-day program to be conducted two times per year at the Civil
Service Commiss lon, 1900 E Street NW. The workshop will m-^t
in two 2-day SCISiCRS during two consecutive weeks to allow for
adequate time for homework and special assignments.

Owl iption

Th;s is one of a series of three courses covering management informa-
tion systems. This program is designed as a supplement 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 informa-
tion system, rather than on the theoretical elements involved. Partici-
pants 1,i:I be assigned to work teams who will be reToasible for
designing and presenting a briefing on their chosen system to the class
Evaluations of each system will be " onducted by a panel of expects.
The workshop will cover such topics as (a) documentation; (7?) report
design and audit ; (c) file structure; (d) classification and coding; (c)
computer elenwnts; ( f) planning. controlling, cost estimating, and
evaluating management information systems.

Who May Attend

This program is intended primarily for persons in any management
specialty who have responsibility for any one or more key elements of
informat ion systems design within their agencies.

How To Make Nominations

Nominations should be submitted to the Management Sciences Train-
ing Center, Bureau of Training, U.S. Civil Service Commission, 1900
E Street NW., Washington, D.C. 20.11:;. Nominatl,m-Registmtion for
Training forms (Optional form 37) must be completed for each
nominee.

Other Information

Further information may lie obtained by telephoning ar,a code 2R2,
632-5000, or IDS code 101, extension 25600.

26

42



EXECUTIVE SEMINAR IN STATISTICAL. SCIENCE
FOR MANAGEMENT

Civil Service Commission
A 2-day program to be conducted two times per year at the Civil
Service Commission, 1900 E Street, W. A similar p.ogram is
conducted by the San Francisco and New York Chit Service
Commission Regions.

Description

This seminar is designed to examine and discuss useful principles and
actual and potential applications of statistical science in executive
decision making. Extensive use will be made of case studies, lectures,
and seminar distil ions on practical and frequently used statistical
principles and techniques in Government operations. Specific subjects
treated will be: (a) the modern definition of the Science. of Statistics;
(b) approaches to quantifying management :nul operat Tonal problems;
(c) sotue ha,:ic statistical principles and concepts including elements
of probability and risk; (d) Sampling---with specific applications in
facttinding for inventory, cost estimation, legislation, etc.; (c) Quality
Controlwith specific applications in management control system:
f) Correlation Analysiswith specific applications in forecasting

and cost analysis: (q) pit falls and misuses of statistical techniques:
and (1i) ad.antages of Statistical Science to management.

!rho May Attend

Career executives GS-11 and above, or equivalent, are eligible to
attend.

Bore To "Slake Nominations

Nomination should be submitted to the Jfanagenient 14iences Train-
ing Center, Bureau of Training, 1 ..S. Civil Service tionimission, Poo
E Street, NW., \l'ashington, D.C..2011:,. Nominal ion-l{egi,t rot ion for
Training forms (Optional form most be completed for each
nominee.

Other Information

Further information may lie obtained by telephoning area code 20.2,
63-2-:0.;no, or IDS code 101, extension .2:1(oo. Contact regional training
institutes for information about t heir jirogra
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LABOR RELATIONS SYMPOSIUM FOR
EXECUTIVES

Civil Service Commission
A one -half to 1-day program (Note: This course 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 Executires. The basic design
is new as are the materials. 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 ageocy on a half-nay basis at
no charge to the agency, the second at the Commission two
hours a day, once a week over a four week period, and the third
as a week -long residential offering incorporating more sub-
ject matter.)

Description

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
role in public sector labor relations.

Who Hoy Atten4

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

now To Make Nominations

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

Other injormation

Agencies nay obtain further information by calling 632-1110 or code
101, extension 24410.
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Management Development

MIDDLE MANAGEMENT INSTITUTE

Civil Service Commission
A 1week program to be conducted, once each quarter during fiscal
year 1972 at the Civil Service Commission, 1900 E Street NW.

Description

The institute will provide a broad view of Government operations and
the functions of nudingement. It NVill serve as an updating experience
and review for the experienced manager, and an introduction for the
new manager. The institute is built around core subject, matter of
fundamental modern management theory and pra2tice. Emphasis is
given to the functions of : Planning, controlling,. organizing, stalling,
communicating, directing, and decision-making. Other topics may be
included to give 1'111'1.1.01 persia.:1ive OF ilee1111,,e of their ii,Ht i,.111111c

topical interest. Examples of these might be: Prograinin, 101,1 rating
systems; intergovernmental relations; and science and Col
Guest lecturers and small group workshops are the method. ION,s-

entat ion. Assigned readings are ale) provided.

!rho May Attend

The institute is designed for persons serving in nianagenietit livid- or
programs. GS-1 I to GS-1 I, or equivalent, who have denioristi trod
ability and shown potential for holding more re,pon,ible
posit ions.

To Mnke Nominations

Nomination: should be submitted by authorized ;,(rene officials in
priority order to: Director, General .11:inageincnt Traillirar.z; cemi r,
I -.S. (I% it Ser\ ice ('onunission, Washington, I) tt s of
institutes will 1111.1)11SILM in announcements issued prior 1,, 1 , orb r-
ing of institutes.

Other Information

Sulistitutions of thigible participants may be inade up to the begii,iiing
of the program. Further information may lie obtained by calling
63.2.-:66.2 or code 101, extension 2roCal.2.
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MANAGEMENT AND GROUP PERFORMANCE

Civil Service Commission
A 1week program offered 3 times per year at the Civil Service
Commission, 1900 E Sired NW.

Description
This course is designed to provide new and experienced managers,
above the first level of supervision, with a greater insight into the na-
ture of their jobs and with a conceptual framework which will allow
them to approach the managerial job on a logical, rational, rather than
intuitive basis. Participants will analyze their jobs in terms of what
they do. how they do it, and why they do it the way they do; and will
practice and evaluate other ways of performing the managerial job.
Topics covered include :An analysis of the managerial job, how super-
visory and managerial jobs (littler, how we manage and why we man.
age as we do, monitoring the uanagerial world, elements of successful
negotiations with line and star, managing conflict and inducing coop-
eration, and establishing, maintaining, and rising commune:It ions. Pre-
course preparation incluees assigned reading and answering a ques-
tionnaire dealing with the participants. work activities.

Who May Attend
Sir.ce the course is designed specifically for managers, hives should
be above the first level of supervision; typically, they should direct the
activities of subordinate sup( rvisms and work groups. Within these
guidelines, managers at GS-I2 and above (or equivalent) may he
nominated.

!low To Make Niinanntions
Nominations should he submitted, in priority. order, to the Director,
Ocirend Nianagentent Training Center, U.S. Civil Service Commis-
sion, Washington, D.C.20115. Detail nom nat ion procedures and dead-
line dates are published in imlividual announcements.

Other Information
Organizations nominating more than one individual should indicate
the priority order in which their nominees should be considered. Sub
stitutions may be made rip to the beginning of the program, but since
sobstitittcs who are designated late will by unable to complete the
advati-e reading for the program. agencies are requested to make as
few substitutions as possibly. Class size will be testi ivied to 211part ici-
pants, Inquiries should be directed to tluc Director. I ieneral Manage-
ment Training Center, 632-5071, 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 the Civil
Service Commission, 1900 E Street NW., and at various of the
Gvil Senice Commission Regional Offices.

Description

This institute is designed to equip agency instructors to present the
Civil Service Commission course, Management and Group Perform-
ance. The f liniment a I concepts support ing the course structure will be
examined in detail. Workshop experience will be gained in dealing with
the more difficult 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.

Who May Attend

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

How To Make Nominations

Arrangements to schedule potential instructors through both the regu-
lar course and the institute should be male as far in advance as possible
by contacting Director, General Management Training Center, U.S.
Civil Service ('ommission, Washington, 1).C..20115, or by calling 6:3-
2:071, or code 101, extension 23671.

Other Infoimation

A minimum of three participants will be required to schedule an
inst itute.
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MANAGEMENT CONDUCT AND TIlE
UNION ORGANIZING CAAIPA!GN

Civil Service Commission
A 3-day course to be held periodically at the Civil Service Com-
mission, 1900 E Street NW.

Description

This course is designed to cover the following subject matter for
government managers: The development of a management phil)s-
ophy, union organizing tactics, competing unions, management
rights, avoidance of unfair labor practices, union 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, course dates, costs, deadline dates for receipt of
nominations, and dates for confirmation of acceptances will be listed
in individual course announcement which will teach agencies 6 weeks
before the course.

Other Information

Agencies may obtain further information by calling 632-1410 or code
101, extension 24410.

THE ROLE OF THE FEDERAL MANAGER IN EQUAL
EMPLOYMENT OPPORTUNITY
A 3-day course held twice a year at the Civil Strike Commission,
1900 E Street NW.

Description

Provides increased factual understanding of the background 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, 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-
ment Training ('enter, Bureau of Training, U.S. Civil Service Com-
mission, Washington, D.C. 20-115. Extaet. 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 calling 6:32-5636 or code
101, extension 25636.

MANAGER'S ROLE IN PERFORMANCE
EVALUATION

Civil Service Commission

A 3-day' coorac to be held annually at the Civil Senice Cononiaelon,
1900 E Street NW.

Description

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

Who May Attend

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

How To Make Nominations

CSC nomination forms (Optional Form 31) should be submitted by
authorized agency representatives to the Director, Personnel Manage.

10.111 0.71 .1
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meant Training Center, Bureau of Training, 'U.S. Civil Service Com-
mission, Washington, D.C. 20-115. Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept-
ances will be listed in individual announcements which will reach
agencies 6 weeks before the coarse.

Other Information
Agencies may obtain further information by calling 632-56:36 or code
101, extension 25630.

MANAGER'S ROLE IN STAFFING

Civil Service Commission
A 3.day course held annually Lt the Chit Service Conunit.sion,
1900 E Street NW.

Description

Outlines Federal examining. recruitment, and selection iroedvres
from the point of view of information needed by those who are not
personnel specialists: discusses personnel measurement techniques in
terms of eteir value to the manager; explains current de elopments in
qualification standards. job design, and manpower utilization.

;rho May Attend

Mlnagccs, GS-12 and above (or equivalent).

Now To Make Nominations

CSC nomination forms (Optional Form 37) should be submitted by
authorized agency representatives to the Dirmor. Per, t.mlel
ment Training Center, Bureau of Training, U.S. Civil Service Com-
mission, Washington, D.C. 20115. Exact course dates. cost, deadline
dates for receipt of nominations, and dates for confirm at in of accept-
ance will be listed in mdiyidnal announcements which will reach
agencies 6 weeks before the course.

Other Information

.1geneies may obtain further information by calling a32 - ;0 ,G or code
101, extension 2:636.
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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 clarification in achieving overall
)rograin goals; outlines the responsibilities of managers in the classi-
fication process, in relation to the classification staff and to their own
subordinates; discusses means 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 reprosentati,Ts 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 nominations, and dates for confirmation of ac-
ceptances will be listed in individual announcements which will reach
agencies 0 weeks before the course.

Other Information

Agencies may obtain further information by calling 632-5630 or code,
101, extension 25636.

THE MANAGER'S ROLE IN EMPLOYEE
DEVELOPMENT
A 3-day course to be held annually r.t the Cis il Service Commission,
1900 E Street NW.

Description

Introduces the Government manager to concepts and principles which
will (iable him to understand the learning and training process. and to
utilize these concepts and prii ;ivies both in self-development nut the
development of his subordinates.
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Who May Attend

Managers at GS-11 and above (or equivalent).

More To Make Nominations

CSC nomination forms (Optional Form 37) should be.snlimitted by
authorized agency representatives to the Director. l'ersonnel 'Nfanage-
ment 'Graining Center, Itureali of Training. T.S. Civil Service Com-
mission. 'Washington. D.C. 2011:1. Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept-
ances mill be listed in individual announcements which will reach
ageliciesil weeks be fore the course.

Other Information

Agencies may obtain further information by calling (i32-563f3 or code
131, extenslon 25636.

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

Civil Service Commission
.t 2-day program clleduled periodically to meet agency demand.

Description

cram comllasize,: tiro impoutztuce of the rule of the manager in
moderi, organizations in achieving organizational upward mobility
objectives. The program oilers insight for managers into the problems
and challenges which their subordinates face in supervising low-skilled
employees. The complexity of responsibility to the low level work force
k examined and brought into focus.
()ppm/unit ies arid responsibilities for the manager are considered
which are supportive of subordinate supervisors who are attempting to
fulfill their responsibilities and develop more effective relationships
with their laic- skilled employees. The expectations of higher level
management for implementation of organizational policy are examined
as an additional definition of the managerial role.

Who ,Ilan Attend

hhe conrse is designed to incet the needs of managers whose subordi-
nate SIIIXI'N isors are i

p
risible for low shipped employers.
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How To !Wake Nominations

Arrangements 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, 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 1 bs.eck program scheduled two times per )car at the U.S.
Chit Sees ice Commission, 1900 E Street NW. The class will meet
1 day each week, in two 3-hour segment., from 9 a.m. to 12
noon and from 1 p.m. to 4 p.m. for a total of 66 classroom hours.
A similar program is conducted by the San Francisco Chi] Sersice
Commission Region.

Description

This is a compact survey course of mathematics for managers. It can
serve as either a refresher in or an introduction to major divisions of
contemporary applied mathematics. It covers algebra, trigonometry,
analytic geometry, calculus, vectors, matrices, set theory, logic, Bool-
ean algebra, probability, statistics. and other related topics. A detailed
syllabus, including problems' developed by the faculty specifically for
the eours.A.,, will provide the principal medium for instruction. Homo,-
work assignments will la' made following each session to reinforce
classroonti presentation. At the conclusion cf the course participants
will ha ve sufficient muter:standing of the essential elements of practical
mathematics to: (1) Communicate ellectively with specialists; (2)
read and comprehend quantitatively oriented texts and reports; (3)
recognize problems amenable to .nathematical approaches: and (4)
interpret intelligently and evaluate with confidence the net results
of such approaches.

Who May Attend

Career managers, GS -14 and above or equivalent, are eligible to attend.
An understanding of basic algebra either brought to the program or
gained through class and home study, will serve as a basis for much
of the mnihematics presented.
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How To Make Nominations
Nominations should be submitted to the Management Sciences Train-
ing Center, Bureau of Training, U.S. Civil Service Commission, 1900
E Street NW., Washington, D.C. 20-115. Nomination-registration for
training forms (Optional Form 37) most be completed for each
nominee.

Other Information
Further information may ho obtained by telephoning area code 20.2,
6:32:4100, or IDS code 101,c \tension .2.-)no0. contact regional training
institutes for information about their programs.

MATHEMATICS FOR MIDDI): MANAGERS

Civil Service Commission
An 8-week program scheduled two times per year at the U.S.
Civil Service Commission, 1900 E Street NW. The class will meet
1 day each week for 7 weeks and on 3 consecutive data during
the eighth week. Two 3.hour units of instruction will be emceed
each day from 9 a.m. to 12 noon and from 1 p.m. to d p.m. for
a total of 60 classroom hours.

Description

This program is designed to proviily a practical survey and introduc-
tion to mathematics and colenhis: statistics and probability; and of
applications of modern analytical teehniques for middle managers.
It covers such topics as real numbers mid their uses: elelowilary func-
tions; analytical geometry: elementary calculus: motbods f optimi-
zation: Boolean algebra: probability: statistical methods: approaches
to management decisionmakin: techniques of itriotitalive analysis:
and construction and lisp of models. .1 detailed syllabus containing
practical problems till provide the principal medium for instruction.
Ifrmiewnrk assignments a ill be made follon ing each session to rein-
force classroom instruction. At the conchision of the course, partici-
pants n ill have stidicient understanding of thy es,sential elements of
mathematics to I) more readily recognise management proldvms
amenable to mathematical-statistical approaches: () mow effect itcly
communicate nith managers and speciali-ts: and t31 COirli,r1.}11.1141 and

ili7c (pant iVely 01'11101A reports.

Who May /Diem!
Career middle matiagi rs, CiS 9 to (IS -13, or cgiii%alent. arc eligiblo
to attend. Au understanding of basic algebra either brought to the
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program or gained through class and home study, will serve as a basis
for lunch of tlw, mathematics presented. Preference 11111 be given to
those participants whose work requires a. practical knowledge of
applied mathematics and statistics.

How To Make Nominations

Nominations should be submitted to the Management Sciences Train-
ing Center, Bureau of Training, U.S. Civil Service Commission, 1900
E Street NW., Washington, D.C. 20415. Nomination-registration 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.

INTRODUCTION TO SUPERVISION

Civil Service Commission
A 1week program offered 12 times a year at the Civil Service
Commission, 1900 E Street NW.

Description

The newest of the four first level supervisory courses, Int roducii.-.n to
Supervision, joins Basic Management Techniques I, Supervision and
Group Performance and Basic Management Techniques II to form
the basis of a supervisory development program offered by the Gen-
eral Management Training Center. This course is designed to provide
the new supervisor with a fonndation in the principles and practices
of supervising employees. It introduce: 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 Cwipera-
Con; Principles and Prectice of Supervision; Dynamic Leadership:
Processes of Problem Solving: Training for Results; Health Safety
and Accident Prevention; Equal Employment Opportunity: Improv-
ing Communication ; 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 a first level supervisory position. It is also of
benefit to experienced firstline supervisors who have not yet had formal
training,

Now To Make Nominations

Nominations should be submitted by authorized agency officials in
priority order to Director, General Management Training Center,
U.S. Civil Service Commission, Washington, .211-115. Dates of
courses will be published in announcements issued prior to the offering
of the course.

Other Information
Participants are expected to attend all sessions of the course. Further
information can be obtained by calling n3.2-5671, or 101, extension
2.5G71.

INTRODUCTION TO SUPERVISION: AN INSTITUTE
FOR TRAINERS

Civil Service Commission
A 4.day program offered eight times a year at the Civil Service
Commission, 1900 E Street NW., and at various times at the Chi!
Service Regional Office,.

Description

The Institute for Traineis is for the purpose of developing instructors
to lead Introduction to Supervision. Cotirse materials and saipposting
information are examined in detail, and members practice by leading
various sections of the course. Each practice session is followed by
a critique. Dist motors successfully completing the institute will be pre-
sented copies of the Instructor's Guide and will be certified as hist rue-
t ors of Introduction to Supervision.

Who .flay Attend

Prior attmlance of a regular presentation of Introduction to Super-
vision is required for vitticivation in All 1101'1kb/1'S Institute. Skill in
eonferenee leadcrOCT is important for successfui pci formince.
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How To Make Nominations

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 minimum of three participants will be required to schedule an in-
stitute. Further information may be obtained by calling 632-5662 or
code 101, extension 25662.

BASIC MANAGEMENT TECHNIQUES I

Civil Service Commission
A 1week program offered 8 times a )ear at the Civil Service
Commission, 1900 E Street NW.

Description

This coarse 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 case is the de-
velopment of a specific management Topica to be covered 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 Techniques; Graphic Planning Devises (including "Gantt"
charts and Document Distribution charts); and Planning Personal
1 nue. Basic Management Techniques I. together with Introduction to
Supervision, Supervision and Group Performance, and Basic Manage-
ment Techniques II are designed for use in establishing management
development programs for tirstline supervisors.

Who May Attend

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

Now To Make Nominations

Nominations should be submitted by authorized agency officials in
priority order to: Director, General Management Training Center,
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ITS. Civil Service Cottuuission i% ashington, D.C. Dill). Dates of
courses will he 1)111)1i:shed in attr,onti ceinents issued prior to the offering
of courses.

Other Information
Classes are limited to 20 participants. Further information may be
obtained by calling 032-,-)671, or code lttl, extension 23671.

BASIC MANAGEMENT TECHNIQUES I

National Bureau of Standards, Department of Commerce
A Is.s,eek program offered 2 time a year at the National Bureau
of Standard. Gaither,inirg, Mar,land.

Description

An introduction to the functional itspects of intinitgettient. 'lite course
examine.: the management process of pl.)nning. selie.litling. organizing

controlling. It relates each ()I' t licHe concept s to specific manage-
ment skills and delThips insight into the art of super

Who 31ay Attend
The program is designed for tirstline supervisors. and is not recom-
mended for those in nansupervisory psit ions.

lime To .ilake Nominations

°initiations should ho subotittcd by authorized officials in priority
order to :\ Ir. Iarl E. Bell, Employee Development and Relations
Section, National Bureau of Standards, IVasliingion, D.C. 20'23
Classe.s .tre limited to a maximum of :2(1 parlicii 9lts. Dates of courses
will be announced in the Interagency Training Programs Quarterly
('alendar.

Other information

Participants are exr.yted to attend all sl-ssions. The cost to each agency
tio.I0 per Participant Further information !Hay be obtained by calling

:301-9:21- 3121 or code 161-3121.
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BASIC MANAGEMENT TECHNIQUES I: AN
INSTITUTE FOR TRAINERS
Chit Service Commission
A 3.day program offered on an "as needed" basis at the Civil
Service Commission, 1900 E Street NW.

Description

This institute is designed to equip agency trainers to present. the Civil
Service Commission course: Basic Management Techniques I. The
course materials and supporting information will be examined in
detail, followed by discussion and workshop experience with the more
difficult portions of the course. Instructcrs successfully completing
the institute will be presented copies of the Instructor's Guide and
be certified as instructors for Basic Management Techniques I.

Who //lay Attend

Attendance is conditional upon prior attendance in a regular presenta-
t ion of Basic Ntanagemeut Techniques I. A baekgrmind in inanagen tent
analysis or associated management stall art ivit i es, seems to be essential
in order to present the course successfully.

How To Make Nominations

Arrangements to schedule potential instructors through both the regu-
lar course and the institute should he made as far in advance as possible
by contracting Director, General Management Training ('enter, or by
calling 632-5671, or code 101, extension 25671.

Other Information

A minimum of five participants will be required to schedule an insti-
tute. Participation will be limited to eight.

S UPE It VISION AND GROUP PERFORMANCE

Civil Service Commission
A 1vieek program offered 12 times a )car at the Civil Service
Commission, 1900 E Street NW.

Description

Supervision and Group Performance IN ill int roduo: experienced super-
visors to modern concepts of etkctive supervision, based 011 recent find-
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ings of social science research. Brief presentqtions or readings and
group participation exercises are followed hy a thorough discussion
of each topical area, and participants analyze the application of the
coinamts to practical supervisory situations. Topics covered include:
TheJob; Placement and Pimnotion; Why People Behave as They Do:
Leadership; Why Groups .1ct as They Do: Analysis of a Work Situa-
tion: Steps to Supporting and Remedying; Steps to Major Change:
Orientation of New Workers: Learning: Performanee Appraisal: and
Discipline. Supervision and Group Per forniance, together with Intro-
duction to Super vision, and Basic Management l'echniques I and El is
designed for use in establishing management development programs
for lirstline supervisors.

Who Hoy Attend

This course is for tirstline supervisors. .1ceordingly, nominees should
Ix' in direct charge of employees who do the work in their organiza-
tions. Participants are divided into classes with similar grade levels,
i.e., grades GS-12 aura below or GS-II mid above (or equivalent).

lion, To 3Inke Nominations

Nominations should be submitted by authorized agency oilki;ils in
priority order to: Director. General lalizigetiielit Training ('enter.
U.S. Civil Service Commission, 1Voshimffon. D.('. 2011:,. Dates of
courses Will lee published in ;tinkollItc<111(911S issued primr to the offering
of courses.

Other Information
Participants are expected to attend all sessions. Classes are limited to
20 members. Further information can be obtained by calling 632-----4171,
or code 101-25671,

SUPERVISION AND GROUP PERFORMANCE

National Bureau of Standards, Dept.riment of Commerce
A I-week program offered 4 times a )ear at the National Bureau of
Standards, Gaithersburg, )1d,

Description

Census of supervisor problems: the job; filling a job: the individual
at work ; the work group; leadership- authority, pover and irdluence:
observing a group; diagnosing the situation; supporting, remedying,
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and changing; bringing about change; the man in the middle, the
supervisor; the new employee; learning and training; evaluation;
dealing with departures from standards; when an employee has a per-
sonal problem; employee-management relations; summary and
evaluation.

Who May Attend

This course is designed for first line supervisors. Accordingly, nomi-
nees should be in direct charge 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 should be submitted by authorized officials in priority
order to Mrs. Ann Bartlett, Assistant Registrar, National Bureau
of Standards Graduate School, Washington, D.C. 20231. Classes are
limited to a maximum of 20 participants. Dates will 1w announced in
the Interagency Programs Quarterly Calendar.

Other Information

Participants are exp,,eted to attend all sessions. The cost to each
agency is (.10 per participant. Further information may be obtained

_by calling 301-921-3421 or code 161 -3421.

SUPERVISION AND GROUP PERFORM.tNCE: AN
INSTITUTE KM TRAINERS

Civil Service Commission
A 4-day program offered "as needed" at the Civil Service Com-
mission, 1900 E Street NW., and at various of the Chill SerNice
Regional Offices.

Description

This institute is designed to equip agency instructors to present the
Civil Service Commission course :Sulicrvision and Group Performance
for agency supervisors. The fundamental concepts supporting the
course structure will be examined in detail, followed by workshop ex-
perience with the more difficult portions of the course. Participants
who successfully c auplete the institute by dmonstroling their under-
standing of t:ie subject matter and their ability to present the material
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receive a copy of the Instructor's Guide to Supe,:vision and Group
Performance and \rill be certified as course instructors.

Who May Attend

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

How To Make Nominations

Arrangements to schedule potential instructors through both the reg-
ular course and the institute should he made as far in advance as possi-
ble by contacting Director, General .Management '['raining Center.
T.S.7 Civil Service Commission, Washington, D.C. 20-115, or by calling
63'2-7671,0r code 1(11,extensiiii .-)111.

Other Information

A rninivanm of three participants will be required to
institute.

BASIC MANAGEMENT TECHNIQUES II

Civil Service Commission
A ',week program presented .1 limes a year al the Civil Smiec
Commission, 1900 E Street NW.

Description

This course is designed to dreefop specilic 111111;1g111.1Vnt skills aii(1
considers in detail the espoilibilities 411 Enipleisis
is 111:111'd ou C11111111iili1CM1011 N.0140/11.4 :HO tecltrirrincs, !nograut plan-
ning and budgeting, nimingvnii lit, conference leadership.

iesing, performance evaluation, principles of indin tiie problem
sell ing and decision making, ('nurse materials are presented by lec-
ture. demonstration.. brief rending and irorkshol> experience.
:11aimgeinent Techniques It. together with Introduction to Super% i-
sion, Basic Management Techniques. I. and Supervision and Group
Performance ;11v designed for use in estahlishing management devel-
opment programs for first line super%
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Who May Attend

The program is designed for supervisors GS-11, or equivalent, through
GS-15. This coarse is designed for supervisors and is not recommended
for those in nonsupervisory sta If positions.

flow To Make Nominations

Nominations should be submitted by authorized agency officials in
priority order to: Director, General Management Training Center,
U.S. Civil Service Commission. Washington, D.C. 20415, Dates of
courses will be published in announcements issued 1,rior to the offering
of courses.

Other Information

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

BASIC MANAGEMENT TECHNIQUES III AN
INSTITUTE FOR TRAINERS

Civil Service Commission
A 3-day program offered on an "as needed" basis at the Civil
Scrsice Commission, 1900 E Street NW.

Description

This Institute is designed to equip agency trainers to present the Civil
Service Commission Course: Basic. Management Techniques II. The
course, materials, and supporting information will be examined in
detail, followed by discussion and workshop experience with the more
difficult port ions of the course. Instructors successfully completing the
institute will be presented copies of the Instructor's Guide and will
Ins certified as instructors for Basic Nfanagement Techniques

Who May Attend
Attendance is conditional upon prior attendance of a regular presenta-
tion of Basic Management Techniques I I. A background iu personnel
administration or related activity is desirable.

How To Make Nominations

Arrange_nents to schedule potential instructors through both the regu-
lar course and the institute should be made as far in advance as possible
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by contacting Director, General Management Training Center, or by
calling GU-5674ov code 101, extension 23671.

Other Information

A miniimini of five participants %vit.i In required to schedule an insti-
tute. Participation will be limited to eight.

MANAGEMENT INSTITUTE FOR SUPERVISORY
SCIENTISTS AND ENGINEERS

Civil Service Commission
A 5-day program offered October 18 -22, 1971 at the Civil Service
Commission, 1900 E Street NW.

Description

This institute is it survey of management concepts which allows the
firstline supervisor to become acquainted with the language and
methodology of management. The program will examine the special
nature of the managerial job in IUD and other engineering and scien-
tific organizations identifying the unique motivational characteris-
tics of teehnical personnel by discussing the impact of organizational
structure on the productivity of scientific anal engineering groups and
by exploring the leadership patterns liest designed to .vlease Jaml ac-
celerate creativity. The program will also take up suc't topics as the
flexibilities of the. 1-ederal personnel system in managing scientists and
engineers, career development concepts, and the administrative and
financial practices which permit the most effective direction anal
control of technical projects. The staff for the program is drawn
front Government agencies, leading industrial organizations, and
universities.

Into May Attend

The program is intended for lit stli»e supervisors in charge f:f a work-
ing technical group or individaal scient ists or engineers who are about
to assume supervisory responsibility. Participants have generally been
ut the OSA 1 through GS-1.1 level (or ls4 wivalent).

Ilene To Make Nominations

Nominations are to be submitted by authorized agency representatives
no later than ;t weeks before the beginning date of each progrolo to:
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Director, Science and Engineering. 'Fro Ming, V.S. Civil Service Com-

mission, Washington, 2(415.

Other In
Agencies inay obtain fortlier information Calling 632-5602, or code

101, extension 25662.

SUPERVISION OF LOW,SKILLED EMPLOYEES
PROBLEMS AND CHALLENGES

Civil Service Commi4sion
A 5day program to be green quarterly, at the CiNil Scnice
Commission, 1900 E Street NW.

Description
The program stresses the principle that meaningful employment can
fulfill a variety of basic needs. There is some. analysis of past :111(1 cur-

rent experiences that have proven productive. Topics includck: (a)
Afamig-etitont commitment (6) value systems: (e) icceptaii(( and
orientation: ((/) job instruction: ) coaching and reirforceinent : and
(() evaburtion niel hods. Films, ease studies, workshop exercises, aml

role playing involve supervision in situations that shim !ate real

problems.

Who May Attend

This course is designed to meet the needs of supervisors at am., level
Nvho have responsibility for t he orlon at ion, training and development,

and work performance of low-skilled workers.

lime To Make Nominations
CSC nomination forms (Optional Form 37) should be submitted by
authorized agoncy representatives to the Director, General Nfanage-

ment. Training ('enter, 111ir au of Training, I".S. Civil Service Com-

111:ssion,
DC. 12011:p. AreVpled 'WM/Wilt /01IS will 1)0

continued in advance of each session. Deadline dates for receipt of
tioniliat ions and contitmat ion of aceplan, will be listed in the c0111
announcement to be issued later.

Other Information
The cost Of the program %%ill be prorated anung th participating
agencies. Agencies it ill he billed for :di accepted tioniiines
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formal cancellations are received by the annanneed cancellation date.
Substitut ions of eligible part icipants may lie made up to the beginning
of the program. Further information may be obtained by calling
632-5671 or code 101, extension 25671.

SUPERVISION OF LOWSKILLED EMPLOYEES: AN
INSTITUTE FOR INSTRUCTORS

Civil Service Commission
A 3-day program offered "as needed" at the Civil Service Com-
mission, 1900 E Street NW.

Description

The institute is designed to provide direction and guidance to prospec-
tive instructors of the course, Supervision of Low-Skilled Employees.
An in-depth examination of the subject matter is made in order to
reinforce comprehension of the theories, principh,s, and rationale
underlying the course concepts. lit the pract 'cum, each participant is
afforded several opportunit ie.; to present segments of the course mate-
rial, assimilating the techniques ntibzed and the conditions found in
an actual training setting. Prese?..tations are taped on a video record-er
for subsequent playback in order that the participant might make self -
appraisals and ol>servat ions of his performance. Following his pres-
entation, the participant lots the benefit of oral critiques. l'nott
successful completion of the institute, participants will receive a copy
of the Instructor's Guide to Supervision of the Low-Skilled Employ-
ees and will be eert ihed asconrseinstrictors.

'rho Mey Attend

The course is designed to be responsive to the needs of prospective
instructors of the course, Supervision of Low-Skilled Employees.
Prior attendance nt a regillac presentation of Supervil:ion of Low-
Sk died Employees is a prerequisite for attendiug the institute.

Dow To Make Nominations

Arrangements to schedule potential instructors through both the
regular course and institute should be made by contacting the Director,
General Management Ceuta, i i.S. Civil Sera ice Commission. Wash-
ington, D.C. 20415, or by. calling 632-5611 or code 101, extension
25671.
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Other Information

A minimum of three participants will be required to schedule an
institute.

COUNSELING LOWER LEVEL EMPLOYEES

Civil Service Commission
A 5-day corse to be held twice a year at the Civil Service Com-
mission, 1900 E Street NW.

Description

Fccnseson the career counseling and guidance role and responsibilities
of the counselor, the agency and the ('ivil Service Commission in the
'Upward 'Mobility and Public Service Career's programs. Provides
knowledge and skills in principles zinc' methods of counseling adults,
interviewing and counseling the under utilized and disadvantaged
and helping now employees adjust to the world of %yolk. Participants
will have the opportunity to role play as counselors in practice. se,,sions
NV/I1C11 actual counseling situations,

Who ,11`ny Attend

Persons who counsel lower-level employees and have not had previous
training, or experience in counseling underutilized employees with
limited skills or long periods of unemployment.

!Iota To 3Inke Nominations

CSC nomination forms (Optional Form 37) should be submitted by
authorized agency representatives to the Director, Personnel Manage-
ment Training ('enter. Bureau of Training, U.S. ('ivil Service Corn
mission. Washington, D.C. '2011:). Exact course dates, cost, deadline.
dates for icceipt of nominations, and dates for conlirmation of ac-
ceptances will IN` listed in individual announcements which will reach
agencies 6 weeks before the course.

Other Information

,1gvocies may obtain further information by calling (132'4136 or code
1)1, extension '2:)636.
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PERSONNEL MANAGEMENT FOR SUPERVISORS

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

Description

Covers knoviedgos this first-line, sui.ervisor sh,,old have concerning
personnel processes and principles for t,ifectit performance of his
job, including the supervisor's role in the sclection. orientation, and
development of emplrn,wes; maintaining morale aril productivity ;
performance evaluation; discipline and adverse action and relations
with the operating personnel office.

Who May Attend

First-line supervisors C1S-T throgli 12, for o-;iivalent).

Hwy To Make Nominations

CSC nomination forms (Optional Form 87) should he submitted by
authorized agency retirem.tatives to the Direct or, l'ersom,e1 :1Ianage-
ment Training ('enter. Bureau of Training, 17.S. Citil Service Com-
mission, Washington, D.C. :201F, Exact corns' dates, cost. deadline
dates for receipt of nominations, and dates for confirmation of ac-
ceptances will be listed in individual announcements will reach
agencie 6 -weeks before the course.

Other Information

Agencies may °Wail, further information by calling 632-5636 or cod
101, extension 2563',1.

CONTR ACT ADM INISTRA Tlfr. FOR SUPERVISORS

Civil Servic Commission
A 3.4 (la) course held annually at the Chit Service Commis ion,
1900 E Sttc-:t NW.

Description

This cont.se is designed to prepare line firemen, supervisors and man-
agers to deal with the anion ste wan., 'dish a working relationship
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vith the union, represent public management and administer the
collective bargaining agreement on a day-to-day basis.

Who !tiny Attend

Those supervisors and foremen who are or may be called upon to
administer a contract and process grievances at the first ;in I second
level of public management.

How To Make Nominations

Nominations should be submitted on Optional Form ii by authorized
agency representatives to the Director, Labor Relations
Center. Bureau of Training l'.S. Civil Service ('onimission,

it deadline (hates for receipt,
of nominat ions. :Old dates for confirniat ion of acceptances kill be lis[e'l
in individual course announcement which Iviil agencies weeks
before t he course.

Other information

'.gi tcitts cur' obtain further information by calling 63.2-.1110 or
co,1e 101, eta elision 24110.

MANAGEMENT INTERN TRAINING

Civil Servee Commission

Elie following group of irticragenry courses are uttered by the Civil
:service ( 'onimission to supplement agency training 1011g1:111IS for
At:1114,4011ellt Interns and other, iu eultIparlible progran:S. The Man
agement Intern Lectirte Program, %%filch is designed as a general
introduction to the f;ovet.iment as a place to build ;i career. is appro-
priate for all intern: regardless of their educat hind background, ()Cul-
courses :ire intended to supplement individual education and experi-
ence 10 government 31111111anagellient. All opportunity it thins provided
for con billing into ;1 training program those courses geared to an
intern's specific needs, .1r,encies are therefore 111)21.11 to counsel with
their interns ;111(1 to nominate them for those courses, %%11411 will lest
help them prepare for a management career in the public service.
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THE MANAGEMENT INTERN TICTURE PROGRAM

Civil Service. Commission
A 3day couree offered October 18-20, 1971 at the Civil SerNice
Commission, 1900 E Street NW.

This cour se. has been designed for all 'Alai .gement Interns and otho's
in cot p:it:1610 programs and has three ,,bjectives: to bring about. a
broader understanding e F the GovernmetiC.: organizational and ion-
graniniatic. response to the issues facing, America in the 191-11s; to
create an increased awareness of the GoveiT'narit-wide nature of some
of the issues and the interdependence of va: tigeneivs' programs to
,1(211 with them; and to indicate both the 41)portniiitie.4 and re.sponsi-
LiEties facing (love 'rho seek a management can er in the Govern-
ment. program will consist. of lectures and panel presentations
interlaced with questions and discussions.

Who May Attend
All persons appointed from the manageinent intern register of the
Federal Service Entrance Examination ace eligible for nomination.
In addition, all nnployees participating in an agency intern program
at the management entry lk,vel are eligible, regardless Of whether or
not appoinited front (lie management intern register. Other employees.
GS-5 through GS-9, or tquivalcnt, may be nominated provided the
individual is being developed for assumption of management respon-
sibilities and the qualifications of the individual match those expected
of management interns.

Iloto To Make Nominations

Optional Form :17 sholild op submitted by authorized agency repro-
se'itat ives to Director, Gereral Management Training Center. U.S,
Civil Service Commission, Washington, D.: '.

Other Information

Further information may be obtained by calling r.1..?-:i662, or code 101.
extension 2,-)C09.
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THE DYNAMICS OF GOVERNMENT

Civil Service Commission
A 3-day course offered November 29-December 1, 1971, wilh
additional, sessions as needed, at Ibe Civil Service Commission,
1990 E Street :NW.

Description
'Ibis course is designed o introduce interns little or 00 political
science Iciekroutici to the workings of the Federal Core/1)311(4d . It will
utilize gales( lecturers pinels, and discussions to describe hoNv policy
:t.nd legislation ie conceived, debated, legislated (1r promulgated, in-
terpreted, ((lid (olministored. It will provide look al the relationships
existing anion(' the several hraiiches of lie Fed( (Al I. ioverninent (Ind
between the Fedet al, State and local governments. .lttention wiil
be given to the impact Of these processes ;ind relationships on the
intreancracy and the clay-to-day NVOI'k of the civil servont. The course
will lie limited to 30 participants.

Tito 3Iny Attend

All persons appointed from the 111anagcniciit ],dent register of the
hides' Service Entrance Examination (ire uligihhc for nomination.
In aehlilion, all eanldoyees 1111'titipating in an (igerwy intern program
at the manag,ement entry level are eligible, regardless of whether or
no! appointed from the management intern register. Other employees,
(I1 -5 thiougli GS-11 or equivalent, may he nominated provided the
individual is being developed fru (issunipt ion of inanag,ement re,pon-
sibilities and the puilifications of the individual inatch those expected
of management Interns.

flow To 3lnke IN'ominntions

()Iotioal Form 37 should be submitted by authorized agency repre-
sentatives to Director, General .N1anagetnent ('enter, 1..S.

Service Commission, 11'asliington, 20115.

Other Information

Further in formation ma:: be obtained by- calling 632 M162, or code 101,
extension 25662.
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INTRODUCTION TO PUBLIC ADMINISTRATION

Civil Service Commission
A 3-day course offered December 27-29, 1971, pith additional
sessions as needed at tbe chit Scr Nice Commission, 1900 E
Street NW.

Description

This course will serve. as an introduction to the field of ublic Ad-
ministration for those interns who have had no training in this area.
It will cover the history. development, and current status of Public
Administration, devoting attention to general aspects of organization
theory, line -staff relationships, inter,ozency com-dinat ion, communica-
tion, and the personnel, budgeting. and planning functions, especially
as all these Hate to the Federal Governin.mt and its changing relation-
ships wit',1 State and local governments. 'Fla: program will consist 44
guest lecturers and discussions. It will be limited to 30 participants in
au effort to maximize general class participation.

Who May Attend

All persons appointed front the management intern register of the
Federal Scr.-ice Entrance Examination are eligible far nomination.
In 111clit'.nt, all employees participating in an agene intern program
at the namtgement entry level are eligible, regardb...ss of whether Or
not appointed from the management intern register. Other employees,
GS -5 through GS-9 or equivalent. may be nominated provided the
individual is being developed for assumption of management respon-
sibilities and the mialiiieations of the individual match those expected
of management interns.

liorr To Mahe Nominations

Optional Foent 37 should be submitted, by authorized agency ivpre-
seulatives lo: Director, General 31anagement. inirg tenter, U.S.
Civil SnviceConituission, Washington, D.C. 20115.

Other Information

Further information may be obtained by calling 4132-5062, or code 101,
extension 25662.

56



FUNDA1HENTAL MANAGEMENT TECHNIQUES

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

Description

coursk, provides a loasi- kninviodge (11 so% oral management tech-
niques useful to ;my intei stall ing a career )1 it It the ( Iovernment. It is
designed to equip the intern n ith specitic skills vssential to his develop-
inont as ;1 manager. Among the areas to be covered will Inc planning,
scheduling, and controlling of \vork. l'ElZT and other graphic plan-
ning devices, prolilcm solving models. scheduling forms. ;11)11 con-
trolling .netho(h4 , ill he di:-;('«:-4,ed in lecture and workshop:,. insure
maximum involvement of Ole students, each se.::.sion will be re..-t
to3n1 aitie:pants.

Who May Attend

All persons appointed from the Mar qgement Intern register of the
Federal Service Entrarce Examination cur eligible for imininition.
In addition, all emphyees part ing in an agency intern program
at Iho management entry level are cligiblo. 1.cl:tit/floss of whether or
not appointed from the sfaiage.nent Intern register. Other employees,
(.I/S through GS -9 or (41111V:1101lt n ay he nominated provided the
individual is living developed for iissompt ion of niatiagemolt respon-
sibilities ;t11/1 the qualitications of the individual match those eNliected
of management interns.

How To Make Nominations

Optional Form 37 should be subinilted lit authorized agency repre-
sentatives to Ditecto-n, Genoa] Management Training ( 'enter, U.S.

Seivice 11'ashington, I).('. 211 15.

Other Information

Further information may 'xi obtained ic. calling 63.2.-:Xte2, or code
101,o:tension 2:566'2.
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SEMINAR ON MODERN MANAGEMENT THEORIES

Civil Service Commission
A 3-day course offered January 21-26, 1972, with additional
sessions as needed, at the Civ il Service Cc' numission, 1900 E
Street NW.

Description

Tunis course will provide ati overview of management thought and
research of the past rears. Lectures and discussions Witt foe us on
the vork ouch writings of such influential writers us .Nlitslo,
Ale( iregor, 1,ikert, Ilerzlwrg, )rucker. Odiorne, Hitch, Beckett, Bea-
th/I, tint lhovns. These will Ire 11:-.441 to illustrate recent findings in the
area of motivation, communication, letilership, etc., to review the. con-
cept of "management by objectivcs," and to introduce the -systems-
concept of itiatmgemonl, EnlioLlsis will he on the practical applica-
tic,n of these theories to the work situation of the (lovernment mana-
ger. '1'he seminar will be limited to 3f)paurticipants.

Who Slay Attend

All persons appointed from the Nfanagement Intern register of he
Federal Service Entrance Examination are eligible for nomination.
In mid it ion, all employees participating in an agency intent program
at the management entry level are regardless of whether or
not appointed from the Management Intent register. Other employee:,
11S--5 through (iS-9 or equivalent, nmy be nominated provided the
individual is hying developed for assumption of management respon-
sibilities and the qualifications of the individual match those expected
of management interns.

Ilow 'to ,!lake Nominations

Optional Form 37 should lie siiNniitted Ny aurthonizeci agency repre-
sentatives to: Diretor, General Management l'raining Center, V.S.
Civil Service ( 'onanission, AN'ashingt on, 1).C. 20115.

Other Information

Further information may obtained by calling 632 -,,1;71, or code 104
extension 25671.
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FEDERAL PERSONNEL MANAGEMENT: AN
ORIENTATION FOR GOVERNMENT INTERNS

Civil Service Commission
A 3-day course to be lt,id twice a year P. the Chi] Seri ice
Commission, 1900 E Street NW.

Description
Provides an integrated and systematized introduction to Federal
personnel management for those just starting their careers in the
Federal service. Defines the role of personnel management within total
management with emphasis on its supporting role to the 'Federal man-
ager. Provides a basic understanding of the merit system and of the
(.1ajor components comprising major Federal personnel management:
(willpower planning and organization, siafling, classilication, labor
relations, training, and di.. iplinc and adverse ailious.Ctivront slxrial
emphasis public policy programs will be emphasized.

Who Hay Attend
All persons appointed frion the lignageniellt. Tntern register of the
Fedeal Service Ent rance Examination are eligible for nomination.
In addition, (ill eniphiyees p,irticiltatiug in an agency intern program
at the management entry kvel are eligible, who are in .-areer fields
other than personnel management, regardless of whether or not ap-
pointed from the management intern Twister. Other elliployee, CI5 -5
through t;S---9 or equivalent, may lie nominated provided the iruli-
vidual is being developed for assumption of management responsibil-
ities and the qualifications of the individual match those expected
of .Nlana gement Interns.

lion, To 3foke Nominations
Optional Form 37 should he submitted by authorized agency pepre-
sent atives to: Director. Personnel i\lanagenient Training Center, 11.S.
Civil Service Commission, Washington, D.C. 20115.

Other Information
Further information may be obtained by calling 6:3'2-5636, or code
101, extension 25li:36.
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FINANCIAL MANAGEMENT IN TUE FEDERAL
GOVERNMENT

Civil Service Commission
A 3day course to be held twice a year at the Cisil Service
Commission, Washington, D.C. 20115

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 intrriduced to the 11Se of program analysis and
evaluation as essential tools in public sect-Jr decisions relating to fi-
nancial management.

Who May Attend

All persons appointed from the Management. Intern register of the
Federal Service Entrance Examination are eligible for nomination.
In addition, all employees participating in ;in .igenry intern program
at the management entry level are eligible, regardles,-; of whether or
not appointed from the Management Intern register. Other employees,
GS-5 through GS-9 or equivalent, may be nominated provided the
individual it being developed for assumption of management respon-
sibilities and the qualifications of the individual match those expected
of Management Interns.

How To Make Nominations

Optional fofm 37 should be, submitted by anthorizeu 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 632-5600, or code 101,
extension 25600.
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31ANAGEMENT INTRODUCTION TO ADP FOR
MANAGEMENT INTERNS

Civil Service CortmtisFion

A 3-day program to be conducted Nos ember 15-17, 1971 and
March t -3, 1972 at the Chit Sertiee (:mntnission, 1900 E
S' reet NW.

Description
The rapidly growing capabilities anti :mints:es of electronic compliter,
.is, well as the expanding diversity and complexity of Al )1' applica-
tions, require that Federal employees in all management fields lia).e
sound basic knowledge of A DI'. It is particularly important. that the
i More leaders of government, the in.inagenieni interns of today, grasp
t 1 the outset of their careers the limitations and potential of .1 1)1' as 0
management tool.

The llanageinent Introduction to Al)]' for AEanageinent Interns is in-
tended to provide tile necessar.i background upon which a more exten-
sive understanding can be built. The program will cover both
:eelinical and managerial topics on an introductory level. flow-ever.
:he technical aspects, of Al)P i,a this prOgrilil have been carefully se-
lected on a priority "need to know- basis for tie man igers of the
future.

117/10 May .4ttend

All persons appointed from the 3Eanagement Intern Register of the
Federal Service Entrance Examination are eligible for nomination. In
addition, all rliiployees participating 011 rg, Iii intern program at
the management entry level .ire eligible. regardless of whether or ;ioi
appointed from the Management Intern Register. Other employees at
tin (iS-c, through GS-9 kid (01. equivalent I !flay he nominated pro-
vh;cd : (1) the individual is being developed for assumption of man-
agment responsibilities, and (2) the qualifications of the individual
int tel those required for management interns.

[law To Make Nominations

Optional Form 37 ( Nomination-Registration for Training) should be
submitted by authorized agency representatives to the Director. The
ADP Management Training Center, U.S. Civil Set-vice ('ommiss;011,
1Vashington, 20115.
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Other Information

Announcements with more detailed information will be sent to all
agencies well in advance of the program. Agencies may obtain further
information from the ADP Management 'Training Center, 332 -5650
or code 101, extension 25650.

SCIENTIFICALLY BASED APPROACHES OF
MANAGEMENT IN THE FEDERAL GOVERNMENT

Civil Service Commission
A 3-day orientation program to he conducted two times. per 'ear
at the CiN ill Service Commission, 1900 E Street NW., Washington,
D.C.

Deseriptioa

progilim is designed to tirovide Nvitii a general overview
of the bases, major categories of technic es used, and future trends
and issues of scientifically oriented approaches in governicont admin-
istration. Emphasis ill In placed upon broad understanding of these
approaches rat la r than upon the detailed technical aspects involved. It
will cover slidh subjects as: the evolution and rationale of seientilic
aids iii management: Systems Analysis: operations Research: Pro-
gram Evaluation: Nfanagertient Information Systems; and ilex thrusts
aimed at integrating scientific and technological it, ,...odologies with
human requirements of the .litiericatz system of .1.overninent.

Who May Attend

All persmis appointed from the management intern register of the
Federal Service Entrance Examination ore eligible for nomination.

addition, all employees participating in an agency intern program
at the management entry level az-e eligiLie, regardless of whether or
not appointed from the management intern register. Other (mid ores.
GS-5 through GS-9, or equivalent, may be nominated provided the
individual is being developed for ;issitinption of management responsi-
bilities and the qualiticat ions of the individual match those expected of
management interns.

flow To Make .Nominations

Optional Form 3 i should be submit fed by authorized agency represent
at ives to: Director, Management. Sciences Training ('enter, P.S.
Civil Service Commission, IVashington, D.C. 20115.
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Other Information

Full In.i information inay lie obtained by calling ri:1.' 5600. or code

i'Xt1'11,11(111 L'4161/41.

Special

Attorney

INSTITUTE FOR LE;AL COLINSEi.,S

Civil Service (..:0mmissiott

A 3-day program to be conducted in rei.idenee on NoNember 17-20,
1971.

Description

hhe pi..griini will give parrielpants oppintimity to stitily some of
the problems ;Hal current in 41111' :-4441441y ;11111 how

t114.14' 1'011111' 111 (114'.11' 1.411'1141111111i4 ion ionl
in the logal nflire. Participants will apiiroaelies to re-

solving the;ie problt nis and b;stitiii along with other matters pliich
confront Ihinn in the operation of their legal 4111'141'S, 111441 !Lave an
impact tin the effectiveness aid response of the program :17nals of their
agency and Feilinal I iiiverninent.

.I/ny Attend

l he 111S1.1111144 1,1;i1 lit 4)14011 III :1111411X111111111iy 1111 (4.n44:1,11 (.1111111.11S,

S1414'itIll'S 111141 Chill. C111111S4.1,1 111141 (11(`11' U1'1111'114,11 (J(1111(10,1 11'14i

11,1,1:-111141,1.

//ow Tit .11nke Nolnittations

114m111 he .oloilitt,(1 to Ow Diloctol,
wino Training 'enter. I il ice

1).C. i2i111.). by .intlairizeil aigcncy Oinliimatinti (If accepted
1140111.11111114011, \\ill I e 111:141e in advance of the program. Headline date:
for lui eipt of nominations :mil taniliritiation of acceptance \rill be
listed in the inaigrani ilimietticenient lu be ia later iliate.

Other Information

.111.114111141111.1114.1 with 110 Ole 1101111Pd 111.1.01111a11011 will Li' ,1'111 t()

AgiAlcil.4.4 111;11 441111111 fill ti141' iiiforonttiou 1141111 1111. G4'114'1111

)4:111:1g4.1111'111 Center. ''I1;2. mile It)1. I.Xto11::10t1 :2:0;62.
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MANAGEMENT INSTITUTE FOR ATTORNEYS

Civil Service Commission

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

Description

This course is designed to meet the special 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 motivate his employees, and direct the operations of his office. The
course focuses on some of the newer approaches to developing the
cffectivemss and efficiency of the super-isor and certain critical aspects
in managing the law office in a Gn:?rnment agency. Ample opportu-
nity is afforded for participants to are experiences and ideas and to
examine problems and viewpoints of common interest.

Who May Attend

The course 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 agency,
legal office. Attorneys at the GS-14 level and above (or equivalent)
will be given priority; attorneys at the GS-13 level will be considered
on a space available basin.

Flow To Make Nominations

Nominations should be submitted to the Director, General Management
Training Center, U.S. Civil Service Commission, Washington, D.C.
20415, by authorized agency officials. Confirmation of accepted nomi-
nations will Ix, 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 issued at a later date.

Other Information

Announcements with more detailed information will be sent to all
agencies. Agencies may obtain further information from 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 I-day sessio,.; scheduled a month cpart beginning in late
September 1971 and conducted at the Civil Service Commission,
1900 E Street NW.

Description

The series Nvill fa. us on signili,ant developments in the law and prob-
lems awl issues that are of concern to attorneys in Federal Govern-
ment. Outstanding books 1); recognized authors will be selected for
the series. Participants Nill have the opportunity to critically ex-
amine the writings of leading authorities and to discuss the books with
their authors. Also, the program will enable attorneys fi) develop a
better understanding of general questions of law and i,.sues affecting
the nation as NN-ell as their applicability in the Federal Government
environment through discussions with experts and other knowledge
ble

Who "Way .4 tend

Nominees for I lie program should be attorneys serving at the GS-13
level a above (or equivalent).

flow To Make Nominations

Authorized aget cy rep-esentatives will submit nominations to the
Director, General Management Training ('enter, U.S. Civil Service
Commission, W islington, D.C. 20415, Program announcements will
be issued listing dates fur the meetings, tho books and issues included
in the scrip, and the deadline dates for receipt of nominations and
confirmation of acceptances. Agencies may designate alternates to
attend individual sessions, provided that they meet initial nomination
requirements.

Ither Irformation
A.dditionel information is available from the General Management.
Training Center, 632-5662, or code 101, extension 25662.

411-711 0 - I
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IDEAS AND AUTHORS: ISSUES IN THE
liEGULATORY PROCESS

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

Description

The books and topics for this program will be selected firimarily on
the basis of their lades ancy to the problems and issues confronting
regulatory agencies. Participants will have the opportunity to examine
matters of concern .0 their agencies as well as scientific and technologi-
cal developments which are creating new issues and complicating the
old ones. This will add to their knowledge of the regulatory pfocess
and to further development of their professional skills. The par-
ticii)ants will receive, for their review, the books and materials of
recognized authors, scholars and other knowledgeable person: who
will be invited to dienss their works.

Who May Attend

This sei ies will be designed principally for attorneys in the regu fat ori
agencies in grades GS-13 and above tor the equivalents in both the
military and nonGS rated civilian service) s !10 \vill receive priority
consideration in space allotments. Attorneys fri m nonrcgolatory agen-
cies and officials who are not at to:oeys may admitted if space is
available and their job responsibilities are -,lifficiently related to the
regulatory process.
Nominees should generally be serving in positions at the GS-13
level and above in either administrative or technical work situations,
including military officials.

!tone To Italie Nominations

Nominations air to he subinittcd by authorized 1/4ency reprcseni at ives
to the Director, General Nfanagement Training ('enter. U.S. Civil
Service t'onimission, Washington, D.C. 20115. .% gelieles may designate
subst it utes to attend individual sessions. pi ovided that such substitutes
meet initial nomination requirements.

Other Information

Agencies may obtain further information by calliiT 02-5662, 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 See ice
Commission on Septimber 22-24, 1971 and February 2224,
1972.

Description

This course will introduce participants to some, of the principles in-
volved in developil:g and implementing j>olicics in the legal area and
develop insights into the inter-relations of legal processes in the
Federal Government, the functions and responsibilities of Govern-
ment attorneys, and their impact on the work of Government agencies.
Participants will gain knowledge of policies, procedures, regulations,
and 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 their agencies in counseling, advising, litigating,
and decisionmaking.

Who May Attend

Participation will be open to approximatAy 40 attorneys with two
years or less service in government agencies.

limo To Make Nominations

Nominations should be submitted to the Director, General Manage-
ment Training Center, U.S. < ivil Service Commission, Washington,
D.C. 20415, by authorized agency officials. Confirmation of accepted
nominations vilt 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 issued at a later date.

Other Information

Announcements ,vith more detailed information will be sent to all
agencies. Agencies may obtain further information from the Genera;
Management Training Center, 632-5662, or code 101, extension '2566 2.
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HEARING EXAM INERS AND THE REGULATORY
PROCESS: CURRENT ISSUES, PROBLEMS AND
DEVELOPMENTS

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 continuing educational
and developmental needs for the hearing examiners. The desigr. of the
course, the teaching tulmiques employed, and the background of the
resource. people will contribute o the enlargement of judicial acumro
reganling the characteristics and essoMial qualities of the following:

A. The hearing examiner's role in Government; the agency to
which he is attached and the society which is affected by the
decisions which he makes.

B. The economic, social, and political systems, hov.- ;:y operate
and change, and how hearing examiner act ivit; whites to these
systems.

C. The functions and processes of regulatimi and the relationships
between regulatory responsibilities, governmental programs
and quasi-judicial activitir,s.

D. The administrative and s'ilietitrat aspects of organizations,
how these effect the hearing examiner and relate to his own
needs for administrative

E. The developments in law, including those in the Administra-
tive Pixicedures Act, concentrating on matters such as (a) the
judicial aspects of the heaOng examiner activity mud (b) the
court and agency decisions :Ol--ng the limits of the
examiner's discretion and authority.

F. Philosophy and logic, in addition to scientific and technologi-
cal aspects of law 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) examinees the classification series GS-9.3.',.

Dow To Make Nominations
Nominaticns should he submitted to the Director, General Manage-
'twill. Training Ceoter, U.S. Civil Service Commission, Washington,
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D.C. 20415, by authorized agency officials. Confirmation of accepted
nominat ions will be made in advance of the program. Deadline dates
for 1-eceipt of nominations and confirmation of acceptance %ill be
listed in the progrf.m announcement to be issued 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
032-5602, or code 101, extension 25662.

ADP

SEMINAR IN ADP MANAGEMENT AND
ADMINISTRATION

Civil Service Commission
A 3-day seminar to be held September 8-10, 1971; and Jan-
uary 11-13, 1972, at the Civil Service Commission, 1900 E
Street NW.

Description

This a minar is 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 ADP management, will include dis-
cussion of all the tasks and techniques of the data proce.ssing manager.
Emphasis, howwr, will be ()laced on the significant, nonroutine prob-
lems, including: personnel turnover; use of languages and software;
performance measurement and scheduling; open shop vs. closed shop
programing; relation,hips between users and system analysts, sys-
tems analysts and programers., programers and operator; optimization
of machine use; and enforcing documentation.

Who May Attend

Administrators and deputy mind nist rators of ADP installations, data
processing managers, programing supervisors, supervisory systems
analts, and computer operations manager:, are eligible fur
nominat ion.
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Now To Make Nominations

Nominations should be snlunitt,.d by authorized agency representatives
to the Director, The ADP Management Training Center, U.S. Civil
Service. Commission, 1VashiAgton, D.C. 20-115. Nominations will close
one month before class commences.

Other Information

The cost of the program$165 per personwill 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't TO ADP

Civil Service Commission
A 1 -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 018 Service Commission, 1900 E Street NW.

Description

This program is designed to provide introductory knowledge of the
uses and potential of utom at lc data processing systems. The primary
topics include: (a) Cairabilities and conilKments of commters: (Ti )
A DP systems analysis and design: (r) computer programing concepts;
(d) ADP conversion planning and control; (c) onsite join- of a com-
puter installation; ( fl impact of computer time-sharing; (9) ADP
applications; (A) ecom nide and social effects of increasing computer
automation: (i) ADP in the F«leral Government ; and ()) tlw future
of ADP. The broad implications, of automatic data processing will he
stressed in conjunction with selected technical aspects or the computer.
Lack of prior familiarity with computer technology will not handicap
part icipa nts.

Who May Attend

This program is open to all carver Government employees.
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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
Set-vice Commission, Washington, D.C. 20415, Ito later than ore month
before course commencement.

Other iniormation

The cost of the program-460 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
front The ADP Management Training Center, 632-5650, or code 101,
extension 25650.

COMPUTER/MICROFILM INTERFACES

Civil Service Commission
A 2-day program to be conducted August 19-20, 1971; Octo
bor 28-29, 1971; December 16-17, 1971; and Febrs try 10 .11,
1972 at the Civil Service Commission, 1900 E Street NW.

Description

Whether a microfilm system or a computer system is letter suited for
information storage and retrieval is a question that has plagued the
information industry for years. Which is more efficiert ? Which is
less expensive? The "system" solution presented in this seminar is to
use computers and microfilm in combination. In this way, the advan-
tages of one complement the advantages of the other. In addition to
being able to use microfilm and computers together in a systems
sense, a number of new devi-es now allow direct machine. conversion
front magnetic tape to microfilms and from microfilm to magnetic tape
and other machine readable. media. This cbmputer/tnicrolihn inter-
face gives a new dimension to the comept of information systems.
This seminar will provide a balanced view of work nom being done
using computer/microfilm interface and discuss the cost/benefits
of such an approach.

Who May Attend

Inform.. .n specialists, computer specialists, systems nnalysts, li-
brarians, and others concerned with the possibility of using computers
and microfilm together, at grade GS-7 and above (or equivalent) are
eligib1.3 to attend this program. It is desirable. for all participants to
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C

have a basic knowledge of operational information systems and of
automatic data processing concepts.

How To Hake Nominations

Nominations should be submitted by authorized agency representatives
to the Diiwtor, The ADP Management Training Center, r.S. Civil
Service Commission, Washington, D.C. 2011r), at least one month prior
to the starting date of the program.

Other Information

Thu cost of this program$100 per person--will be shared by the par-
ticipating agencies. Announcements with nmre detailed information
will be sent to all agencies well in advance. of the program. Agencies
may obtain further information from the ADP Mailagement Training
Center, G32 -5650 or code 101, extension 25650.

COMPUTER TYPESETTING/PHOTOCOMPOSITION

Civil Service Commission
A 2day seminar to be conducted August 26-27, 1971; No Nem.
ber 1-5, 1971; and May 11-12, 1972 at the Chit SerNice Com-
mission, 1900 E Street NW.

Description

The primary objective of this seminar is provide a balanced over-
view of what is currently being done ift the area of computer typeset-
ting and photocomposition. ('overage will include the available
hardware and softwae as well as a systems approach to the evaluation
of these items.

IT' Ito May Attend

The eminar is designed for publications officers, print ing specialists,
information specialists., computer specialists, systems analysts, com-
positors, typesetters, editors and °ther career government employees
wItn need to learn about computer typesetting and photocomposition.

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 starting date.

Other Information

The cost of the program$100will be shared by the participating
agencies. Announcements with more detailed information will be sent,
to all agencies. Agencies may obtain ft rther information from The
AD:" Management Training Center, 632-5650 or coda 101, extension
25650.

EXECUTIVE SEMINAR WORKSHOP SERIES
IN ADP

Civil Service Commission
The Eecutive Seminar Woe shop Series in ADP consists of
three modules, each of which is described below.

EXECUTIVE SE1111.1.,R IN ADP

Civil Service Commission
A 2-day seminar to be offered September 16-17, 1971 and
February 3-4, 1972 at the Gill! Service Commission, 1900 E
Street NW.

Description

The seminar is designed for executives who have broad responsibility
for functions which are or soon may be, automated. It will provide
an opportunity to obtain information, develop ideas, and exchange
views on effective uses of automaiic data processing. Topics presented
and discussed will focus on matters of concern to top management.
Content of the Seminar will include: capabilities of electronic data
processing equipment; feasibility studies; inplementing the decision
to automaa ; effects of electronic data piocesrsing systems on organiza-
tional structure and various levels of management; present ADP
applications and their results in terms of efficiency, effectiveness, and
economy; the impact of AI)P on the workforce; and the future of
AI)P in Government 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
speciali7,ed programs offered by The MW :Management Training
Center.
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EXECUTIVE WORKSHOP IN ADP SYSTEMS
ANALYSIS

Civil Service Commission
A 3-day seminar 10 be offered September 29October 1, 1971
and February 16-18, 1972 at the Chit Sersice Commission,
1900 E Street NW.

Description
This course is specifically designed for Government executives seeking
a fuller understanding of the basic concepts and techniques of A DP
systems analysis. The workshop is a highly condensed, fast-moving
course. Participants will learn, by working in small workshop teams
and through class discussion, how an ADP systems analyst proceeds
from the first step of problem definition to the documentation of a new
system. The course will deal primarily with one case st udy application.

EXECUTIVE WORKSHOP IN ADP PROGRAMING

Civil Service Commission
A 5-day serninir to be offered Nosember 1-5, 1971 and Feb.
ruary 28-51arch 3, 1972 at the Civil So-sire Commission, 1900 E
Street NW.

Description
This course. is specifically designed for Government exec.:tires who
want and need to have a fuller understanding of the basic concepts and
techniques of digital computer programing. The teaching effort will
be dircetNI toward the "doing," IT each individual participant, of
computer programing. The workshop is a highly condensed, fast -
moving course with most of the ;tradable time devoted to technical
(loads. The culmination of the week's activities will be the writing of
two compiler programs, one in the BASIC language which will be
tested and executed using time-shared remote computer terminals, the
other in COBOL, to be compiled and runt on I itch processing
equipment.

Who May Attend

Career executives, GS-14 (or equivalent ) and above, are eligible for
nomination to any module of the Executive Seminar Series in Al))'. A
person planning to attend the workshops will find it helpful to have a
basic understanding of ADP such as that presented in the Executive
Seminar in ADP or some similar program.
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How To Make Nominations

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

The Executive Seminar in ADP (2 days, $125)
The Executive Workshop in ADP Systems Analysis (3 days,

$185)
The Executive Workshop in ADP Programing (5 days, $200)

If an executive plans to take the entire series, his agency may send a
single nomination for "The Executive Seminar Series " in which
cam the cost is $4-t)0 per person. The three modules that make up the
Executive 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 Director, 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 lx 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; September 8-10,1971; October 5-7. 1971; December 1-3,
1971; January 4-6,1972; March 14-16. 1972; and .1prd 25-27,
1972 at the Chill Set-lice Commission, 1900 E Street NW.

Pcicription
seminar is designed to provide a managetrant overview of the

fundamentals of all winat lc data processing. It is also the recommended
introductory course for participants planning to attend later ADP
seminars (personml management, employee development, financial
management, the law, supply management, medicine, and technical
information systems). The following topics will be II is,liFse<1 (a) ADP
overview; (b) capabilities and components of computers; (c) intt -,-
duction to ADP programming; (d) planning and preparing for a
computer; (e) ADP systems analysis and design; (f) computer ap-
plications; (g) economics of ADP; and (II) computer-related middle
management considerations. Technical aslIccts of automatic (lath 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 employees, GS -11 and
above or equivalent.

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. 20115 no later than one month
before course commencement.

Other Information
The cost of t.ie program -- -$100 per personwill be shared by the par-
ticipating agencies. Announcements with more detailed information
will lie 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 TIIE LAW
Civil Service Commission
A 3.day seminar to be conducted October 13-1F, 1971 and
Farvary 16-18, 1972 at the Civil Service Commission, 1900 E
ctreet NW.

Description
This course will deal with some of the fiw:,,limmtal issuc-, surrounding
both the use of computers as tools for legal research and office ad-
ministration, and the legal ramifications of computers. Ainong the
topics to be. discussed are: (a) Legal information retrieval; (5) legal
office administration computer application:- (e) 1.. -al liability and
automatic data processing; (d) legal protection for computer pro-
grams; (e) computers and the invasion of privacy ; and (f) contracting
for ADP equipment and services.

Who May Attend
Career Government attorneys with an interest in the combined topics
of compatcis and the law are eligible for nomination. Some knowledge
of ADP, such as that gained through prior attendance at a session of
Management Introduction to ADP, is recommended,
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11.,w To Make Nominations
Nominations should be submitted by authorized agency representatives
to the Director, The ADP Management Training Center, U.S. Civil
Service Commission, 1Vashington, D.C. 20415, no later than one
month before course commencement,

Other Information
The cost of the program $I50 per personwill be shared by t'e par-
ticipating agencies. Announcements with nv,re detailed information
will be sent to all agencies well in advance o: the program. Agencies
may obtain further information from The ADP Management Train-
ing Center, 632-5650, or code 101, extension 25650.

SEAIINAlt ON ADP AND MEDICINE

Civil Service Commission
A 3-clay seminar to be conducted August 4-6, 1971 Septem-
ber 21-23, 1971; and May 17-19, 1972, at the Civil Service
Commission, 1900 E Street NW.

Description

The purpose of this seminar is to provide a fortm. for the presentaticn
and discussion of timely concepts, problems, and solutions in medi-
cine and ADP. Additionally, it facilitates the exchange of information
among physicians, educators, research investigators, hospital admin.
istt atom, and other member , of the medicai community, with empha-
.sis on those areas in which computem and other aids to inh.rination
processing can play a significant role.

This seminar is specifically designed for employees who want and
need a broader undeistanding of the concepts and techniques of ADP
and its relationships to medicine. TIIL seminar is intended for the pro-
fessionals in administration, processing, educat.on, research, ciir..,a1
medicine and other related areas. In three days, with this vereral
audience, the rigorous h.:fitment of any specific subject area will not
be attempted.

Who May Attend

Physicians and hospital administrators employed by agencies as well
as other career government employees with an interest in these com
bine(' topics, are eligible for nomination. Some familiarity- with ADP,
such as that gained through prior attendance at a session of Manage.
ient Introduction to ADP, is recommended.
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How To Make Nominations

Nominations should he submitted by authorized agency representa-
tives to the Director, The ADE Management Training, ('enter, U.S.
Civil Service Commission. Wash:ngton, D.C. ,0115, no later than one
month l,efore course starting date.

Other Information

The cost of the program --$150 per pecsonwill 1 e shared by the par-
ticipating agencies. Announcements wit't more detailed information
will be sent to all agencies well in advance of the program. Agencies
may obtain further information from Th. A DP Nranagement Train-
ing Center, 02-5650, or code, 10( , extension 05(150.

SEM1N AR ON ADP IN FINANCIAL MANAGEMENT

Civil Secviee Commission
A 3-day pro. Ail to be held August 4-6, 1971 ; November 3-5,
1971; and March 8-10, 1972 at the Civil Syr:ice Contn..s.
1900 E Street NW.

Description

This seminar is designed primarily to examine various systems ap-
proaches in applying ADP to specific financial act ivit follow-
ing topics are among those disciissed thmigh the use of ease histories,
group discussions, and lectures: (ft) growing impact of AN' on
tillanejai management, (b) computer equipment chant teristics and
capabilities; (c) current and projected use of cimiiiiters in the finan-
cial management field; (d) problems of systems integration, evabia-
ti6n and control: and (e) feasibility studies and the selection of
payoff areas.

11"ho May Attend

Accountants, budget dicers, and others in the lina»cial management
field, GS-11 and above o: equivalent are eligihle for nominal lout, Prior
attendance at a Nfanageinent introduction to A I /I' course or equiv-
alent knowledge is tecommended.

lime To Make Nominations

Sominalinw-4 should he salmlitted by authorized agency represcilla-
tives to the Dired or, The AI if' Managenent Ttainitir Center. 1 '.S.
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Civil Servi. Commission. ll'af;hington, I).C. 20115, no later than I
month before CO1111-Sk'± C011111Knicenient.

Other Information

The cost of tl,e. program--$150 per personwill be shared by the
participating agencies. Announcements with more detailed informa-
tion will be sent to all agencies. Agencies may obtain further informa-
tion from the ADP Management Training ('enter, 632:i650 or code
101, extension 25650.

SEMINAR ON ADP IN PERSONNEL MANAGEMENT

Civil Service Commission
A 3.day ,rograrn to be held July 27-29, 1971 and September 1-3,
1971 at the Ch.! Service Commission, 1900 F Street NW.

Description

This seminar is designed to orient the personnel manager to the ways
in which ADP can support hint and to acluaint him with some of the
personnel problems related to computer systems. The following topics
are among thc-e discited through (lie 11F.00f race histories. grt up dis-
cussions, and lecturz.s: (a) growing impact of ADP on personnel
management ; (b) ease studies in computerize,' perr,mnel systems;
(r) ernment-wide activities related ta contralized ADP systems
amt standards; (d) des, rip(ion of DP jobs aiM their requirements;
and (c) management considerations in developing computerized per-
sonnel ;:ystems, This program will build upon the material presented
in the .1-(Irty Management Introduction to ADP coarse.

117ho May Attend

Those serving in the personnel fie'd or closely as,o(inted with tars:mi-
ne! administration, (S-11 and above or equivalent, are eligible for
nomination. Prior attendaneo at a Management Introduction to ADP
course or corr.k.spoad I ng knowledge is recommended.

How To Make N'onanntions

Nominations should be submitted by authorized agency representa-
tives to the Director, The ADP Nfanagement Training ('enter. U.S.
Civil Service Commission. Washington, l).('. :20115, no later than 1
month before course commencement.
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Other Information
The cost. of the program--$150 per person--will be shared by the
participating agencies. Air munceinenn: with more detailed informa-
tion will he sent to all agencies well in advance of the program. Agen-
cies intly ol,tai.! further information from The ADP Management
Tridning Center, 63.2-5650. or code. 101, extension 2;:,650.

SEMINAR ON ADP IN SUPPLY MANAGEMENT

Civil Service Ct-mIntisfkn
A 3-day pror,rant ) be held December 7-9,1971 and April 11-13,
1972 at the Civil Service Commission, 1900 E Street

Description

This seminar is designed primarily to xamine various syste.ns ap-
proaches in applying ADP to specific supply iletivities. 'Fite foliowin.,
topics arc among those discussed through the use of case histories,
group dis,nission3, and lectures: (a) growing impact. of ADP on
supply management (b) computer equipment characteristics and
capabilities: (c) current, and projected use. of vominiteN in the supply
management field: (d) problems of systems integratio,i, evaluation
and control: and (c) feasibility studies and the t:elvktion of payoff
areas. This program will Imihi upc rthematerialpresemtedinthe3.dcy
'Management I lit millet ion to ADP course,

Who May Attenl
Supply eificers and others in allied 1, 1(.1s, GS-11 and above or equiva
lent, are eligible for nomination. 2rio attendance at a Manarement
Introduction to Al P course or equivalent ".mowledge is recommended.

How To Make Nominations

Nominations should be submitted by authorized agency representa-
tive; to the Directoi, The ,1111) Management Training Center, V.s.
Civil Service Commission, Washington, 11.C. 20-115, no later than
one month before course «unmencemont.

Oilier Information
The cost of the program--$150 per personwill be shared by the par-
ticipating agencies. Announcements with more detailed information
will be rent to all agoncies. Agencies may obtain further information
from The ADP ,!:.iagement Training Center, 032-5050, or code 101,
extension 25650.
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SEMINAR ON ADP IN TECIIN!CAL INFORMATION
SYSTEMS

Civil Service 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
1900 E Street NW.

Description

This seminar is designed primarily to examine various syst:,ins ap-
proaches in applying ADP to speak. storage and retrieval functions.
The following topics are among those discussed through the use of
case histories, group discussions, and lectures: (a) growing impact
of ADP on the storage and retrieval of technical data and documents
and library management; (b) equipment characteristics, capabilities,
and trends; (c) current use of computers in library science; (d) in-
troduction to indexing aml abstracting; (c) problems of systems
evaluation and control: (1) feasibility studies ar:1 the selection of
payoff areas.

Who May Attend

Information specialists, librarians. archivists. and others concerned
with the storage and retrieval of technical data. GS-9 and above, or
equivalent, are eligible for nomination. Prior attendance at 4

Management Introduction to ADP course or corresponding knowl-
edge is recommended.

lime To 31 (Ike Nominations

Nominations rhould be submitted hr authorized agency representa-
tives to the Director, The ADP :Management Training Center, U.S.
Civil Service Commis ion, Washington, D.C. 20.11:, no later than one
month before course commencement.

Other information
The cost of the programWO per personwill be shared by the
participating agencies. Announcements with more detailed informa-
tion will be sent to all agencies well in advance of the program. Agen-
cies may obtain further information from The ADP Management
Training ('enter, 63-5650, or code 101, extension 25650.

410 741 0 71 -
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SEMINAR ON SCIENTIFIC AND TECHNICAL
APPLICATIONS OF ADP

Civil Service Commission
A 3-day program to be had on Nmember 10-12, 1971 at the
Civil Servi,:e Commission, 1900 E Street NW.

Description
This seminar is designed for government engineers, scientists and
technicians wlio seek to st rengthen t heir understanding of t lie potential
of computers in scientific and technical ;treas. Emphasis is placed on
current. state -of -the -art computer applications. The following topi-s

;`,11Ong discussed through the use of group discussions, case
histor:es, and lectures: (a) introduction to the use of analog and
digit al computers for scientific appi;.i..t. ions ; (it) services whicli a com-
puter laboratory call provide for ti.e scientists, engineers, and tech-
nician; (e) ADP applications in such fields as space technology, missile
control, conummications, medicine, cartography, weather; (d) anal-
ysis of selected operational technical information systems; and (c)
research advi%tices iii compitcr technology.

Who May Attend
Persons serving in Engineering, s.,ientific. or technical fields, and
managers of persons in these fields, GS-9 an.. ahove or equivalent. are
eligible to attend. Prior attendance at if Management introduction to
ADP course. or equivalent Isnowielige is recommended.

How To Make Nominations
Nominations should be submitted by anthorized agency representatives
to the Director, The .114) lfanagenieiit Training Center, U.S. Civil
Service. Commission, Washington, D.C. 11M no later than one month
Before course minniencgonent.

Other Information
The cost of the Frogrant-1150 per person-- will lie 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 fu.ther information from The ADP )fanagement Train.
jug ('enter, 02-56:50, or c.)de 101, extension 2:3650.
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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; October 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. characteristics, and selection and evaluation of all major
classes find types of equipment utilized in the library and information
environment. Emphasis will be placed on applications and perform-
ance of the equipment rather than on engineering specifications or
intelnal mechanisms.

Who May Attend
The seminar is designed for information specialists, librarians, com-
puter specialists, systems analysts, budget analysts, and other career
government employees who are responsible for the design or manage-
ment of information systems or the acquisition of equipment for such

purposes.

How To Make Nominations
Nominations should be submitted by authorized agency representa-
tives to the Director, The Al P Management 'Training Center, U.S.
Civil Service Commission, Washington, D.C. 241E5 no later than one
month before the course starting date.

Other Information
The cost of the program- $100 per person--will be shared by the par-
ticipating agencies. Announceine,;ts with mare 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.
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WORKSHOP IN INDEXING AND ABSTRACTING
FOR ADP INFORMATION SYSTEMS

Civil Service Commission
A 3.day work, hop to be conducted August 3 -5, 1971; October
15, 1971; and April 12-14,1972 at the Cis il Service Commission,
1900 E Street NW.

Description

This program is designed to m. saint 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: (a) introduction
to information- handling systems; (b) ground rules for indexing and
abstnicting; (c) examples of thesaurus- building; (d) state -of :he-
art in automatic indexing; (e) budget considerations; (f) controlled
vs. free indexing.; (g) links and roles; and (h) workshop sessions in
both indexing mod abstract ing.

Who May Attend

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

flow To Make Nominations

Nominations should be submitted by authorized agency representa-
tives to the Director, The .11)1) .)fanageinent Training ('enter, U.S.
Civil Service Commission, 1Vashington, 20115, no later than one
month before course commencement.

,Other Information

The.cost. of the programS150 per person---,.s'ill be shared by the par-
ticipating agencies. Announcements with more detailed information
will be sent to All agencies well in advance of the program. Agclicie.,;
may obtain hither information from 'lie ADP Management Train-
ing Center, C32-5650, or code 101, extension 25050.



Financial Management

ECONOMICS FOR PUBLIC MANAGERS

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

Description

This course is designed to equip the manager to incorporate the

postulates of economic reasoning into his decision proccs.ses. Topics
to be covered include a description of how a price system functions,
determination of demand, and an analysis of different types of costs
including their relevance for management decisions. The concept of
economic efficiency will he ex.dlored in detail and related to pricing and

production policies of individual producers. Also, the course will
discuss management decision tools such capital budgeting, sy:-..tcms

analysis, and cost-lienetit 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). Nominees should have respon-
sibility., in a line or stair capacity, for significant programs of their
agencies.

now To Make Nominations
Nominations should be submitted to the Management Sciences Train-
ing ('enter, Bureau of Training., F.S. Civil Service Commission,
WOO E Street NW,, Washington, D.C. 20415. Nomination-liegistra-
tion for Training forms (Optional form 37) must be completed for
eacil

Other Information

Fun then information may be obtained by telephoning area code 202.
G32-5600, or code 101, extension 25600. 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 quarterly in Washington, D.C. A
similar course is offered in the Philadelphia, Sr. Louis, and San
Francisco Civil Service Commission Regions.

Description

It is imperative that executives and managers throughout the Gov-
ernment understand what the planning, prograw.ing, and budgeting
system is and what they can achieve through it This course has been
designed for this purpose and will provide: (1) an understanding
of what IT13 is: (2) an understanding of wIn,t. can be accomplished
through 1'1'13; (3) an awareness of economic principles underlying
PP13; (4) a general knowledge, plus some at hull guided experience.
in the methods and techniques used; and (5) information 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 would
benefit from a better understanding of the PPI3 system.

How To Make Nominations
Nominations should be submitted to the Management Sciences
Training ('enter, Bureau of Training, C.S. Civil Service Com-
mission, 1900 E Street NW., Washington, D.C. 21)115. Nomination-
Registration for Training forms (Optional form 37) roust he
completed for each nominee.

Other Inforation
Further information may he obtained telephoning area code 2112,
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 `Washington, D.C. Similar
programs will be presented by the Philadelphia, St. Louis, and
San Francisco Regional Training InstiVites.

Description

The program focuses on the interrelationships of financial specialties
and their use in the internal ma IljgCfllent of an agency's programs. It is
desir. 1 to servo persons who are advancing to more responsible posi-
tions in the field of financial management, and persons assigned to
non-financial posit ions who have a need for a better understanding and
appreciation of financial management work. The course consists of
preparatory readings, lectures, discussions, and case studies.

Who Hoy 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
responsibilities in one or more of tl e financial specialties and who are
in positions requiring a general understanding of financial systems.

now To Make Nominations

A Nomination-Registration for Training form (Optional form 37)
should be submittc.; 1.;y authorized agency officials to the 'Afanagement
Sciences Training ('enter, U.S. Civil Service Commission, Washing-
ton, 1).C. 20415 for programs in Washington, D.C.

Other Information
For further information on this r.rogram in Washington, D.C. call
code 101, 25600, or 632-5600. 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 conducted 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 participants NI ill]: (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 systematic approaches in the analysis and evalu-
ation of Government programs; (4) a general knowledge of the sub-
stance and format of the PPR concept ; (5) a survey of current
ch.volopments and trends of iiiprovement in program analysis and
evaluation. This orientation fills the need to provide a broad based
understanding of programevaluation.

Who May Attend

This course is intended for Federal, State, and IcK al government em-
ployees at grodes GS-13 and below (or the equivalent) who will bene-
fit from a better understanding of the PPR system.

How To Make Nominations

Nominations should Ix- submitted to the Management Sciences Train-
ing ('enter, llareau of Training, U.S. Civil Service Cemmission, 1900
E Street N W., Washington, D.C. 20415. Nomination-RogiA rat ion for
Training forms (Optional form :l7) must be completed for cads
nominee.

Other Information

Further information may be obtained by telephoning 632-3G00, or
co0.e. 101, extension 25600. Contact Regional T-wining Institutes for
information about their programs.
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MANAGEMENT USE OF FINANCIAL INFORMATION

Civil Service Commission
A 3-day program offered once each quarter. A similar program
Mill be presented by the St. Louis Regional Training Institute.

Description

This 1-wee': course consists of 20 class sessions, lasting about. an
hour and a half. Classes will consist of lectures, group discussions. and
selected problems. Selected readings will be issued wherever appropri-
ate. Examples and cases will be drawn largely from the puhlicscetor.
minimizing private sector samples. The objective is to help decision-
makers better understand the type of resource information presently
and potentially available to them through thei accounting system
for management control and performance evaluation. The relevance
of specific types of information to decisions and actions is focused
within the total information system.

Who May Attend

Participation will be limited to 3i1 managers. Persons nominated should
hold positions which include significant respansibilitiulor managerial
decisions, or alternatively, be in Oaif positions where .nsight into the
use of financial information in management decisions and control will
enhance their performance.

Now To Make Nominations

Nomination-Registration for Training foams (Optional form 37)
should be submitted by authorized agency officials to the .Management
Sciences Training Center, U.S. Civil Service. Commission, Washing-
ton, D.C. 20115.

Other Information

For further information on this program in Washington, D.C. call
632-5600, 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 will 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 employees who du not under-
stand the interfaces and interrelationships among, those activities in-
volved in budgeting. It will be helpful particularly for those working
in a professional capacity who are relatively 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 l'roce. Readings, lectures, and discus: Anis
will cover the following topics: the place of budgeting; its evolution;
general procedures in formulation, execution, and review; and mks
03) ed by major aet jVit ;es,

Who May Attend

This course is available and of value to any professional level em-
ployee, It should be indispensable to all employees in financial manage-
meld or administration positions who :ire not knowledgeable on the
processes. It is particularly well suited for those entering the Federal
service, such as interns and t minces,

Ilow To lake Nominations

Nomination-Registration for Training Forms rlptional form 37)
should be submitted by an authorized ag ry ,e-.4entative to The
Management Sciences Training Center, V.s. Civil Service Commis-
sion, Washington, D.C. 20-115. Call 0132-5600 or code 101, extension
25600. Contact Regional Training Institutes for info:mat ion On their
programs.
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Personnel ranagernent

EFFECTIVE COMMUNICATION FOR PERSONNEL
SPECIALISTS

Civil Service Commission
A 3-day course to be held annually at the Cie it Sere ice Commission.

Description

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

Who May Attend

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

Dote To Make Nominnlions
CSC nomination forms (Optional Form 37) should 1e submitted by
authorized agency representatives to the Director, Personnel Manage
ment- Training ('enter, Bureau of Training. V.S. Civil Service ('om-
mission, Washington, D.C. 20415. Exact tours' dates, cost, deadline
dates foc receipt of aominations, and dates for confirmation of accept-
ances will be listed in individual annoims2nents which will reach
agencies 6 weeks be fore the course.

Other Inforntation
Agencies may. obtain further inforimition by calling 632-1636 or co3e
101, extension 25636.
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IDEAS AND AUTHORSPERSONNEL
MANAGEMENT

Civil Service Commission
Four evening sessions, 7 to 10 p.m., once a month for .1 months
at the Ciil Service Commission, 1900 E Street \W.

Description

Affords Federal personnel specialists it chance to explore significant
current publications through direct discussion of the author's ideas in
addition to systematic examination of the hooks themselves. ,1t eaeh
session, an outstanding writer will discuss his book, and an expert
guest. critic will present his reactions and conniwntary:, after %vhi--11
participants will have an opportunity for discussion and quvstions.
Hooks are furnilied well in advance of the se.ssions at which they
iti t(1 he (11 ,-,S'11cd.

Who May Attend

This course is intemlf-,1 primarily for persons (IC( 'Tying list ions in
any- personnel management specialty-, Individuals from other e.-ciipa-
tional series will also he admitted to the extent that space permits.

flow To ilnke Nontinntions

('S(' nomination forms (Optional bona fl) should be submitted by
anthorizttl ttgettcy rcorc,,entatkes to the Diteetor, Personnel NItinowT
meat 7't,tiniu ('enter. liPtran of Training, I'. S. (it iI Servi e ('olo-
mission, Washington, 1).( 2011). Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of nrcept-
tlitCe,,. will bc listed in individual course annouitoenients which will
mach agencies t weeks before the conrse.

Oilier in formation

.1.gencies may obtain further information by calling 11:V3---,-1:36 or code
101, extein.,ion 27,636.
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INTRODUCTION TO PERSONNEL MANAGEMENT

Civil Service Commilsion
A 5-day course to be held four times a year at the Civil Service
Commission, 1900 E Street NW.

Description

liotines and discusses the several personnel management specialties
and their interrelationships, and emphasizes their relationships with
overall personnel management mut total management ; identifies the
special etatipetences require-I for :,11.1TS,; in personnel /11111IgOlnent
discusses current trends and (h.Ve1111)1111111 S ill personnel/WI /11:111Velnellt

Who Mn y Attend

Career employees. grades GS-.-) through 9 (or the et-plivalent), who are
beginning or have been selected for careers in personnel management;
management interns. Lainees in other fields are also eligible is

space permits.

How To ,ifake Nominations
('S(' nomination forms (t)ptional Form 37) should he submitted by

rel'I'eselttatives to the 1)iceetw.. personnel Manage-
ment Training ('enter, Iturcau of Training, ('ivil Service Coin-

NVadiitetton. Exact eoutse dates, cost, deadline
(does for cee,iitt of toutiiiiMirons. and dates for col.thatiation of accept-
ances still be listed in inapt ideal announcements which trill reach
;tgencies eelis before the course.

Other Information
Agencies era- folltzi in further in fillinat inn by calling 1;32- :013I1 or stile
101. extension :25640,

MANPOWER PLANNING AND REQUIREMENTS

Civil Service Commission
A 3-day course to he held annually at the Civil Service Com.
mission, 1900 E Street NW.

Description
Examines fl'ar?itional, cullnnt, and emerging theories and practices
related to ittaripte,ev planning. Exploits ptoldettis in\ oked. in (st

93



lisping and implementing a manpower planning program. Discusses
order of priorities in planning, anticipating the proldenis which can
he expected at each stage of the process :Ohl integrating the findings
into a COMprellen,:ive plan.

Who May Attend

Persons who are involved in aspects of manpower planning.

How To Make Nominations

CSC nomination forms (Optional Form 37) should be submitted hy
authorized agency representatives to the Director, Personnel 'Manage-
ment 'Iraining, Center, 11nrenii of 'Training, Service Com-
mission, Washington, D.C. 20115. Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept-
ances will he listed in individual auuoutcentents which will reach
agencies f weeks before the course.

Other information

Agencies may obtain further information by calling 632-36:36 or core
101, exteLsioit :25036.

ORGANIZATION THEORY

Civil SerViCe Commission

A 3-day course held annually of the Chill Se$ice Commission,
1900 E Street NW.

Description

Explore.s traditional and current organization theory in the light of
hlm% ioral Audies of erliplolee needs and mutilations; discusses. di-
ergent viers of htnuau MOtiValion, practical organization consith c-

ations, cifcctive leadership patterns, product it it, and achievement of
pi.ograin goals.

Who 3fay Attend

Personnel otlice's, supervisors, and managers, GS-11 through 15 (or
the equivalent).
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How To Make Nominations

CSC nomination forms (Optional Form 37) should Lc submitted by
authorized agency- representatives to the Director, Personnel Manage-
ment Training Center, Boireau of Training, C.S. Civil Service Com-
mission, Washington, D.('. -20-1C). Exact COW'S(' dates, cost, deadline
dates for receipt of Dominations, iutd date~ for confirmation of ac-
ceptances will be listed in individual announcements whicli will reach
agencies 6 weeks before the course.

Other Information
Agencies may obtain further information by calling 63'.t---;;036 or code

11)1, extemnon .2563.

PERSONNEL MANAGEMENT FOR MANAGERS

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

Description

Reviews the role of the npperlevel manager in achieving mission and
program goals through cliectIv( management of resources;

covers the role of the manager as personnel administrator in IHs own
organization; (outlines the services and sononort he !!diould expect from

staff pet-saline! specialists and his responsibilities to them: disc orsses

current theories and principles of management as applied to the man-
agement of personnel; and examines his role in comiectioa with
evaluation of personnel management.

Who May Attend

Program managers in GS-1'1 (or the equivalent) and above: pri-
marily intended for those with limited previous omonagerir I experi-

VIICV. il:taly Mike I'S especially those with newly a...sighed responsi-

bilities in the t»atingement of civilian stall's, are eligible and
encouraged to al tend.

!low To Make ,Yorninations

CSC nomination forms (Optional Form 37) should submitted by
authorized agency represcidat i,es to the Director. Personnel Manago-
ment Training Center, Bureau of Training, U.S. ()ill Sci vice Col.!.

95



mission, Washington, D.C. 2.0-In. Exact course dates, cost, deadline.
dates for receipt of nominations, and (h.fes for confirmation of accept-
alleys %vill be listed in individual announcements which %vill reach
agoneie.i 6 weeks h?ti,:e the course.

Other In los:nation

Agencies may obtain further information by calling 63.3 )636 or code
101,extensiou2W36.

PERSONNEL 3IANAGEMENT FOR PERSONNEL
SPECIALISTS

Civil Service Commission
Tilts eour,e hill have 8 fell-day ses,iomi meeting one a week
for 8 .ucce..ise 'necks. It is held twice a year at the Chit Service
Commission, 1990 E Street AO".

Description

intensive coverage of the personnel nianagement function, with the
use of a comprehensive text. The course %% ill meet OM' day a week for
ti eekS, so that patiMpalliS will Lave time between se,:sions to
assimilate what has been presented and to prepare for subsequent
sessions. P:trticiiraitts will prepare 1:111 prt,...-mut a rese3cli

Who May Attend

Per!..iantel tiS-1) thi nigh 13 (or the equivalent); especially
designed for those %vitose previous experience or training bas not
atiord141 z, broad vicw of the Ina'Stalllel N111,11011.

!lo To .hake Nominations
('S(' nomination. forms (Optional Form 3i) should Ix, sul.mitted by
authorized agency tvpresentatives to the Director, Per-onnel Manage-
ment Training ('enter, Bureau of Tiaining, l'.S. Service ('om-
mission, Washington, 1).C. 2(1115. EvIt roursc date cot, deadline
dates for receipt of nomination, and dates for confirmation of accept-
ances will be listed in individual cimuninceineuts which NVOI each
agencies 6 weeks before the course.

Other Information
Agenries may obtain further inforr ion l- tilling 032--:0136
code 10I, exten-inn
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PSYCHOLOGY AND THE MANAGEMENT OF HUMAN
RESOURCES

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

Description

ExplGres problems of human behavior in the organiz Ltion in the light
of psychological research findings, with specific applicability to:
institutional requirements (selection, development. and emir:sell:lg of
employees) : individual characteristics (personnel anil organizational
psychology am] human motivation) ; and group inlluences (cmninuni-
cat ion and Viliployee-ininag(nent rebit ions)

Who 31rty Attend

Middle-level staff and supervisory employers (GS-tt through 13 or the
equivalent ), as well as personnel specialists, who need to know more
about the science of human behavior. This course is not intended for
people who have had intensive courses in personnel psychology or
i whist rial psyclmlogy.

lion' To 3Iake Nominations

CSC imininAtion form {Optional Form :i1) should be submitted by
authorized agency represent at IVVS to i lie Director, Personnel Manage-
ment 'fraining Center, Bureau of Tra l'.S. Civil Service
mission. IN'ashington. ENact course Oates, cost. deadline
dates for receipt of nominations. and dates for confirmation of ac-
ceptances will 1W listed in individual aiiiimincements which will reach
agencies 0 weeks before the course.

Other information

Agencies may obtain further information by calling 03.2.:(13G or code
101,eNt elision :2)636.

410 141 . tI - I
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THE MANAGER'S ROLE IN OCCUPATIONAL
MENTAL HEALTH

Civil Service Commission
A 3-day course to he held twice a year at the Civil Service Com-
mission, 1900 E Street NW.

Descript;:m

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 frameworksocial, psychological, and medicalis es-
tablished through lecture/discussion sessions with mental health pro-
fessionals. Interspersed with lecture/discussion sessions are case
discussions in small groups, with emphasis on the participants discuss-
ing and analyzing problems Erma their own experience. A professional
resource person is available to each group. Subjects covered include :
il,senteeisin and tardiness, alcoholism and drug abuse, interpersonal
comiict, overdependence on otheis, destructive and threatening be-
havior, the manager's feelings and reactions to such problems, current
views of the. CH1 Service. Commission and the coot is 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 ).

How To Make Nominations

CSC nomination form (Optional Form 31) should be submitted by
authorized agency representatives to the 1 )i re( tor, Personnel Manage-
ment Training Center, Bureau of Training, U.S. Civil Service Com-
mission, Washington, D.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 read
agencies 6 weeks before the course.

Other In formation

Agencies may obtain further information by calling 632-56:16 or code
101, extension X5636.
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TECHNICAL TRAINING

Automatic Data Processing

Computer Specialist

DECISION LOGIC TABLE WORKSHOP

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

Description

Although decision tables are useful in many different situations, the
focus in this course. will be upon their relevance to data processing
systems. The workshop is designed to teach students the fundamental
concepts of decision logie tables, and to develop competence in using
these techniques for improving communications and standardizing
documentation. A basic proficiency in using decision tables will be
developed by having students complete .1 series of increasingly difficult
assignments utilizing limited, extended, and mixed entry tables. Stu-
dents will be taught how to develop optimum tables and how to link
tables together for documenting series of complex decisions. Students
will learn how decision tables dui be used effectively throughout the.
systems development process by operating managers and their staffs,
and by systems analysts, Irogramers, and other computer specialists.
Also covered in the workshop will he the conversion of decision tables

' to comvuter programs 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 staff functions, who need a tech-
nique for documenting and communicating their decision methods or
systems designs.

flow To ,Vrike Nominations

Nomivations should be submitted by authorized agency representa-
tives to the Dire, for, The .11)1' 'Management Training Center, 1..S.
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Civil Service Commission, Washington, D.C. 20115. Nominations will
close one month before the class commences.

Other Information
The cost of this prograni--$150 per person will be shar«1 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.

FUNDAMENTALS OF ADP FOR COMPUTER
SPECIALIST TRAINEES

Civil Service Commission
On introductory 1 -heck course to be conducted 0,0 times
during this fiscal year at the Civil Service Commission, 1900 E
Street NW.

Description

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

This accelerated course will include both systems analysis antl pro-
greining assignments in workshop exercises. Students NVIll Make use of
the various techniques of systems analysis and design when they gen-
erate data requirements, processing specifications and systems flow-
charts.
Two weeks Nvill he devoted to COBOL; FORTRAN will be presented
in the latter part of the course. 1,1 addition. the students will be made
aware of other languages and application programs and will lx' given
an introduction to operating systems and decision logic tables. They
will be given a lecture on time-sharing and will also mak:. use of one
phase of time-sharing; interactive problem prognuning.
The students will be given a C(11101i/0/1 ntr computers
a complete ADP picture. Each participant wlio succes,fully completes
this training program Call reasonably be expected to write moderately
difficult computer programs or work as a junior member of a systems
team. On-the-job training under the guidance of an experienced com-
puter specialist Will be required after the formai 'Lis; training in
order to develop a competent computer spec' iii t of the traiiie.
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Who May Attend

Individuals who will be expected to fill positions in the Computer
Specialist series (encompassing Computer Programmer, and Com-
puter Specialist positions) in grades GS-5 and above (or equivalent)
are eligible to attend.

How To Make Nominations

Nominations should be submitted by authorized agency represent;,
tires to the Director, The ADP Management Training Center, U.S.
Civil Service Commission, Washington, D.C. 20415. according to the
following schedule:

(burs(' dolts
September 27October .2:), 1971
February 7March 8,197.2

2con,nal fon dcarf Irnc

September 1, 1971
January 10.19711

Other information

The cost of this program-4600 per personwill be shared by the
participating agencies. Announcements with more detailed informa-
tion will be sent to all agencies well in advance of the program. Con-
sult. the quarterly calendar or schedule of The. ADP Management
Training Center for sessions which may be added to Cae above course
dates. Agencies may obtain further information from The ADP
Management Training Center, 632-5(150 or code 101 extension 25650.

SEMINAR IN ADVANCED COMPUTER SYSTEMS
TECHNOLOGY

Civil Service Conurnission
A 11ccek program to be held August 23-27, 1971; 7Noem
ber 29-December 3, 1971; and March 20-21, 1972 at the Cisil
Sersice Commission, 1900 E Street NW.

Description

This seminar is designed to acquaint the computer specialist with
state-of-the-art information about hardware, soft ware, and appli-
cations. Although open to computer programers the course will serve
primarily to update the technical knowledge of the ,k1)11 systems mia-
lyst. .kinong the topics to be discussed ;ire; I'd) implications of the
newest multi-use computers; (b) considerations for redesigning.
modifying or expanding present systems; (e) hardware/software
compatability and cmiversion problems; (vi) ad:ances itt operating
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systems; (c) higher level programing languages; (f) current real time
and time-sharinfr capabilities; (g) proprietary software packages;
and (h) developments in input out put 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 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

The cost of this program---$200 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. 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 Management
Training Center by calling, 6.32 -5650 or code 101, extension 25050.

SEMINAR IN COMPUTER SYSTEM EVALUATION
AND SELECTION

Civil Service Commission

A 3-day seminar to be conducted September 28-30, .:11; Novem-
ber 3-5, 1971; and February 8-10, 1972 at the Chit Service
Commisaion, 1900 E Street NW.

Description

This program will consist of lecture, discussion, and workshop sessions
centering on the questions of ; (a) generating specifications; (6) eval-
uating vendor proposals; (c) benchmark programs; (d) simulation
as an evaluation tool; (e) contract negotiations; (f) other considera-
tions. The course will lie conducted by individuals with extensive
experience in system evaluation and selection. It " i I emphasize tie
ent selection/acmiisition cycle in the context of curt.,:mt Fellcral
acquisition policies and regulations.
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Who May Attend

Governmont employees, (4S-11 and above, or equivalent, whose
responsibilities involve participation in the computer evaluation
and selection process are eligible to attend. A knowledge of ADP
fundamentals is necessary for meaningful participation in this
seminar.

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 Commission, Washington, D.C. 20415. Nominations
will close one month before class commences.

Other Information

The cost of the program--$1.05 per personwill be shared by the
participating agencies. Announcements with more detailed informa-
tion will be sent to all agencies well in advance of the program.
Agetwit.; may obtain further information from The ADP Manage-
ment Training Center, 032-5050 or code 101, extension 25050.

SYSTEMS WORKSHOP FOR COMPUTER
SPECIALISTS

Civil Service Commission
A comprehensive 3wcek, Iwo -part training program in the
fundamentals of the ADP systems desclopment process to he
conducted July 12-23,1971 (Phase II); September 27October 1,
1971 (Phase I) ; November 1-12,1971 (Phase II) ; and May 8-12
1972 (PI axe I); June 12-23,1972 (chase If) at the Civil Service
Commission, 1900 F. Street NA .

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 prGgram is presented in two Phases: Phase I
Basic Concepts, 1-week session designed to provide an introduction
to the fundamentals of the total systems design process and
Phase IIApplication Workshop, a 2-week session of work problems
and ease study designee to develop a basic competence 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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minirnum guidance from experienced analysts. The program will be
condr,eiM loy a stag of highly accomplished data proces..sing technical
educators.

Who May Attend

Computer specialists, newly assigned systems analysts, computer pro-
gramers and others with a need for working knowledge of systems
analysis techniques are eligible for nomination. Prerequisites for the
course ire: (I) a thorough appreciation of ADP, and (2) computer
programing eNperience. Attendance is open to Federal. State. and
local government employees.

How To Make Nominations

Nominations should be sul nu it t ed by authorized agency representatives
to the Director, The. .1.1)1) Management Training Center. U.S. Civil
Service Commission, Washington. D.C. 20115, according to the above
schedule. Nominations will close one month before the course
commences.

Other Information

Time cost of the :3-week program$450 per personwill 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 ('enter by calling, 632-5650
or code 101, extension 25650.

Programing

BASIC INTERACTIVE PROGRAMING

Civil Service Commission
A 3-day workshop in introauctory conscrsational computing to
be conducted three times in this fiscal year at the Civil St -rare
Commission, 1900 E Street NW.

Description

This course is designed to provide a working knowledge of an aspect of
tine- sharing problem sAving through interactive programing.
Participants code at least two programs one of which is a problem that
is in their area of interest. These pi °blew; are analyzed and coded into
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computer programs which are tested on the computer through a termi-
nal. Students work in stoat] teams in the solution of a class problem
and individually or in teams on the problems whirh they defined and
formulated. Ample opportunity to use the remote computer terminal
is given during the worksliopsssion. Au overview of ADP fundamen-
tals .ind an int roduetion to time-sharing are among the tither topics
that will he covered in this course. No previous knowledge of time-
shaing or programing is necessary for participation in the course:
however, some familiarization with computer concitts such as that
presented in Au Int roducti011 to ADP, EY rutty( Seminar in ADP,
or ifituagement introduction to Al P will be helpful.

Who May Attend

This program is open to career Governraent employees, GS-5 and
above, or equivalent, with a requirement to become familiar with the
fundamentals of time-shared pograming.

Flow To Make il'orninations

Nmninations should be submitted by authorized ageticy repret'ut airyes
to the Director, The .11/P Management 'Fraiiiing Center, F.S, Civil
Service Commission, 'Washington, D.C. 20415, according to the follow-
ing schedule :

Colorme dolt,

July 27-29,1971
November 8-10,1971
May 3-5,1912

Nomination olca.ilinc

July 6,1971
October 1", 1971
April 14,1972

Other Information

The cost of the irrogram---$165 per be shared by the par-
ticipating agencies. Announcements with more detailed information
will be sent to all agettcirs Well in advance of the programs. Com-oft
the quarterly calendar or schedule of The Al P Management Training
Center for sessions which may be added to the above course dates.
Agencies may obtain further information front the ADP Management
Training ('enter, 632-5650 or code 101, extension 25650.
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COBOL PROGRAMING TECHNIQUES

Civil Service Commission
A 5-day course in the advanced techniques applied in COBOL
programing to be held October 18-22, 1971; January 31
February 4, 1972; and May 1-5, 1972 at the Civil Service Com-
mission, 1900 E Street NW.

Description

The one-week workshop, COBOL Programing Techniques, will con-
sist, of lecture sessions supported by work-shop exercises designed to
teach selected elements of ANS COBOL through their application.
Access to a third generation computer system bill be available through
remote hatch input output equipment located in the classrrom. The
workshop session will be scheduled to perinit compilation, and teeing
during the class hours.
The following topics are among those to be covered in this course :

Review of Elementary COBOL
Use of File Storage
Input output, Control
One Dimensional Lists

Sorting
--Summary Reporting
Table Handling
Directories
Segmentation
Testing Conditions
Logical Control
Options of the Perform Verb
Programing requirements

Who May Attend

Persons with at least six months of COBOL Programing experience
in grades GS-5 and above (or the equivalent ) are eligible to attend. At
tend ance is open to Federal, State, and h)cal government employees.

How To Make Nominations

Nominations should he submitted by authorized agency representa-
tives to the Director, The .1111' Management Training Center, U.S.
Civil Service Commission), Washington, D.C. 2,0115, no later than one
?with before course commencement.
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Other Information

The cost of this program$250 per personwill be shared by the par-
ticipating agencies. Announcements with mcn.e detailed information
will be sent to all agencies well in advance of the program. Consult the
quarterly calendar or schedule of The. ADP Management Training
Center for sessions which nifty 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 tutorial program to be held August 9-20, 1971; Sep-
tember 13-24, 1971; December 6-17, 1971; March 6-17, 1972;
April 17-28, 1972; and June 12-23, 1972. The program begins
with three, days of lecture followed by workshop problems on the
following alternate days. The scheduled days are Monday, Tuesday,
Wednesday, and Friday the first week, and Monday, Wednesday,
and Friday the second week. This program will be offered at the
U.S. Civil Service Commission, 1900 E Street NW.

Description

The seven-day workshop, Fundamentals of ANS COBOL, has been
designed to provide persons who have a grasp of basic computer con-
cepts with the ability to write COBOL programs of moderate com-
plexity. The course has been scheduled to permit time bet ween sessions
for study end preparation, and to allow for keypunching of workshop
programs. Each student Nvill develop and test two programs on the
Commission's third generation computer system. (A remote card
reader and printer ,:;11 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
the 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-
ance is open to Federal, State, and local government employees.

now To Make Nominations

Notninations 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 personwill be shared by the par-
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 ADP Management Training
Center for sessions which may be added to the above course dates.

Agencies may obtain farther information from The ADP Manage-
ment Training Center by calling., M2.-5650 or code 101, extension
25650.

FUNDAMENTALS OF FORTRAN IV

Civil Service Commission

A 5-day course in FORTRAN programing

Description

FUNDAMENTALS OF "TRAN IV is a 5-day course designed
to provide participants wit.' Nvorking knowledge of the FORTRAN
programing language. T1e course will be based on standard FOR-
TRAN as adopted by the American National Standards Institute to
insure 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 also 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 exerciAs
on the computer as FORTRAN statements are presented and learned.
In order to reinforce the lessons presented in the lect um's, students will
code programs and test programs through either the remote computer
terminal or remote batch per :ssing equipment during workshop
sessions,

117ho May Attend

Entry-level programers, experienced programers %% ho want to learn
a in ; programing language and individuals in technical position. ire
which a knowledge of FORTRAN is helpful in grades GS-7- and
above (or equivalent ) are eligible to atter 1.
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4.

Other Information

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:

Course dates Nom na riot' deadline

August 30September 3, 1971 August 6,1971
January 21- 25,1972 January 3, 1972
April 17-21,1972 March 20,1972

The cost of this program 250 per personwill be shared by the pax-
tieipating agencies. Announcements with more detailed information
will be sent to all agencies vRII 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 Center, 632-5650 or code 101, extension 25650.

Systems Analysis

ADP SYSTEMS ANALYSIS SEMINAR

Civil Service Commission
An 8.week program scheduled from July 12August 30, 1971 and
from January 1'r February 28, 1972. The program begins with
one V2 -day session followed by seten full-day sessions at weekly
intervals. The program will be offered at the Citil &&ice Com-
mission, 1900 E Street NW.

Description

This .seminar is designed for the cutlet ionts1 area employees and man-
agers who must communicate and work with computer technicians
(system analysts and programers) in developing ADP systems. Inter-
action between participants and session leaders is encouraged. Among
the subjects to be discussed are: (a) Principles of Al)P: fundamentals
of computer programing, components and capabilities of computers:
(b) ADP systems analysis concepts: the systems d?velopment process,
problem definition, feasibility studies. data itifilysis. equipment
considerations, management planning and cont rol. systems imple-
mentation and operation; (e) ADP systems and analysis techniques:
flowchart ing, decision logic tables, forms analysis and design. manage-
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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 scheduled sessions.
Although this is an introductory progri.m in ADP Systems Analysis,
participants kill find it most helpful to have attended Management
Introduction to ADP or an Introduction to ADP.

Who May Attend
Persons serving in management fields or programs at a,:d above GS-9
(or equivalent) who are preparing for or are affected by AI)P systems
are eligible for nomination. This course is not intended for AI)P
Trainees (see Fundamentals of ADP for Computer 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).

Hon To Make Nominations
Nominations should be submitted by authorized agency representat Ives
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
Ti:e cost of the program--$215 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, 032-5650 or code 101,
extension 25650.

FIELD WORK PROGRAM IN ADP SYSTEMS
ANALYSIS

Civil Service Commission
An &week prog. am conducted from July 16- September 3, 1971;
and January 1-1-March 3, 1972. The program begin§ with a -day
settion followed by 7 full -day sections at weekly intermit. The
program witi be offered at the U.S. Civil Scrtice Committion,
1900 E Street NW.

Description

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

On the first day of class the students will be assigned to a sy:tenis team
and given a systems assignment to complete. Each team is expected to
gather and analyze data about the present system and to design a re-
placement system for computerizing the operation. An oral presenta-
tion of the new system will be made, by each team upon completion of
the project.. In addition, a systems package containing narrative and
flowchart descriptions of the proposed system, as well as input/output
descriptions, processing instructions, forms samples, proposed work
schedules, etc., will be produced by each team. These will be critiqued
on an individual team basis by the instructor.

Who May Mend
Persons who have the necessary grounding in ADP systems analysis
and design fundamentals (see description) at GS-7 and above (or
equivalent) may be nominated to attend this program. (('urrent com-
puter programers and systems analysts should consult course descrip-
tions of Systems Analysis for Computer Programers or Systems
Workshop for Computer Specialists.) Attendance is open to Federal,
State, and local government employees.

lime To Make Nominations

Nominationsshould be submitted by authorized agency representatives
to the Director, Vie .11)1' Managvulent Training ('enter. U.S. ('ivil
Service Commission, Washington, D.C. 20115, according to the above
schedule. Nominations will close one month before the course
commences.

Other Information

The cost of the program--$195 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. Agencies
may obtain further information from The ADP Management Train-
ing Center by calling 632-5650 or code 101, extension 25W ,O.
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SYSTEM ANALYSIS FOR COMPUTER
PROGRAMERS

Civil Service Commission
week program to he held Septcothcr 13-17, 1971; Decem-

ber 6-10, 1971; March 27-31, 1972; and May 22-26, 1972 at
the Civil Service Commission, 1900 F Street NW.

Description

This course is specifically designed for computer programers who need
a better understanding of, or who aro preparing for assignmenls
.k1)1) systems analysis. Prior knowledge of computer components and
experience in computer programing concepts will 1)e presumed. The
course will move immediately into the functions and techniques of sys
+ems analysis and design, and will include coverage of such topics as
(a) the extent and tasks of systems analysis; (b) the systems develop-
ment- process; (c) the feasibility study ; ((/) mealy: is of the present
syatem ; (e) developing, specifications for the new system

input, output, and file layouts for the new system: (y) designing
requirements and test data for programs and subroutines: and (It))
documentation.

Who May Attend

Computer programers and newly assigned analysts (with programing
experience) are eligible for nominat ion. .1t tendance is open to Fed,ral
State. and local government employees.

Hose To Make Nominations

Sominat ions sliould he submitted by authorized agency representatives
to the Director, The A NEI nagement Training ('enter. .S. Civil
Service ConunisAon, Washington. 1).('. 2011!). according to the above
schedule. Nominations will close one month before the course
commences.

Other Information

'file cost of the prograni-----S20u 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. .1gencies
may obtain further information from 'File AI)1' Nlahigement

Center by calling 6:32- -51Wf or code 101. extension 2.8l-0
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WORKSHOP SERIES IN ADP SYSTEMS ANALYSIS
TECHNIQUES

Civil Service Commission
A series of fire 3-day workshops to he conducted at the Civil
Sett lee Commission, 1900 E tizreet N'\'.

Description
This series is specifically designed for computer programers and sys-
tems analysts who must. increase their skills in the use of some ..-of the
/lore ;alvanced techniques of systems analysis. The. %vorksliop, cover
live major subject areas, eitrli workshop session exposes the student to
;tit ift-depth presentation of ':ipeeific systems analysis and design skills
and will include demonstration examples and case study problems for
the student to salve. The subject. areas and dates of the courses arc
outlined ly.olcow:

September'[Igor 21-211. 1971
October 19-21, 1971

Nocnilrci. 16-11. 1971

IhYvnibc.1.11-16, 1971
olatiliary IS ,20, 1971

I>ata (lathering
Com/niter File

St runt u
Ilnderstancling ()por-

ing Systems
Problem Solving
Eflicient. Cooloputer

Systems Ctiliza-
t ion

February 15-17,197.2
March 1.1-16.1972

April 2.)-27. 1972

May 16-1s, 1972
June 211-22. 1972

Who May Attend
A1)1) systems ;tnalysts and other computer specialists with a require-
ment to Iwonte. familiar with the specific tools ;Ind techniques pre-
sented in this C(11111.10 are eligible for nomination. This course is not
intended for inexperienced systems analysts, who should attend Sys
tents Irorkshop for (lomputer Specicolists before enrolling in this pro-
gram. Attend:owe is open to Federal. Stale, and local g.oernumnt
eniployee.s.

Now To .Hake Nominations
Noinhuitions sulowitted 1% agency repivsenta-
ti% es to the Director, The .11)1) faiiagetticnt Trkining ('enter,
Civil Service Commission, AVasloinglon, D.('..-2111r, ;manning to the
:doom) schedule.

Other Information
The cost of each program- $135 IKT person -will be shared by the
participating agericies. conents ttith forme tofilal informa-
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Lion and nomination procedmes will be sent to all agencies well in
advance of the program. Agencies may obtain further infotntat ion
from The ADP Management Training ('enter by ('al ling, c32-5(15o, or
code 101, extension 231350.

Budget and Finance

ACCRUAL ACCOUNTING PROCEDURES IN
FEDERAL AGENCIES

Civil Service Commission
A 3-day course offered bimonthly in Washington, D.C., and
intermittently in major U.S. cities.

Description

This course 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
accounting" procedures for those transactions which have no counter-
part in the private sector (i.e., allotments, apportionments, commit-
ments, and obi igat ions). Two practice case studies,11!?(At eat ire A fic bey
and Represcnto lice Agency will demonstrate. how typical transactions
are recorded in double-entry form, their effect on various accounts,
and the resulting financial statements ( he Statement of Financial
l'osition, and the Statement of (OperaIions, and the. Statement of
Changes in Government Equity);

Who May Attend

There are no grade restrictions for pa rt icirat ion ; however, the course
presumes somt. knowledge of elementary bookkeeping or accounting.
The course is particularly suitable for those recent hires or others
about to embark on a career in fnancial management (i.e., accounting,
auditing, or budgeting), whos( past accounting ecIncat ion and t min-
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, Governmental
lloo':keeping and Accounting. Those Nvho are established in their
careers and desire, a morn advanced course dealing in accounting con-
cepts nifty ant to consider the 5-day Accrual Accounting Workshop.
The Management Science:3 Training ('enter staff may be contacted at
632-560C, or code 101, extensie,n 25600 to determine the most suitable
course for the nominee,
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How To Make Nominations

Authorized agency ofli ials Amid(' complete Nomination Registration
for Training (Optional form 117) for each nominee. Nominations for
those Nvishilig to attend the l'OlIrS1`.ti in IN'ashington, 1).('. should he sub-
mitted to The. Management Sciences Training Center: U.S. Civil
Service Commission; IN'ashingion, D.C. '2(111n. Nominations for those
wishing to attend the cmirses in other eities should he submitted to the
nearest U.S. Civil Service. Commission Regional Training Center.

Other 1.iforniation

Detailed announcements trill he pnlilisheil \yell in advance of each
course offering. Further information may be obtained hy telephoning
i1:12 .1,n110, or code 101, extension 25600.

AUDIT MANAGER SEMINAR ON GM)
REQUIREMENTS

Interagency Auditor Training Censer
.% 2-day 1ctithiar to be Kip r n al the Woodolont Building, 6th
Floor, 8120 Woodmont Wa,hington, D.C. 20011.

Description

I:m.011(4,s of this seminar will review and examine (1.10 requirements
on:

A4 count lug Principles and Standards for Federal Agencies and
l'epartments.

lutermil .\ lidding in Federal .1gencies and Depaitnients.
Obstacles and proposed solutions -native In chore-Illellti1111111

Witt he

11'ho ,'flay Attend

This suminAl is 11041111111erlded for :unlit managers Nvlio 'nave leading
roles in the direction o1 their odi cs' audit activities. GS 13,/1t1 Joel
suggested. or the equivalent.

flow To ,Mnke Nominations

Nominat ion.liegist rat ion for "'raining, Optional Fowl 37, should
Ix submitted for etch nominee to Registrar, 1 literagiu,ey .1u liter
Training Center, NVoodniont thudding, (1th Floor. NV(radiliont
Ave.. 20011. not la er than 2 NI 1:s prior to the
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course. The cost of the seminar is ":;80 per participant. For further in-
formation, call Regist tar, Interagency Auditor 'Craining ('enter, (301)
495-6351 or IDS Code 179-C351.

AUDITING SYSTEMS SUPPORTED BY ADP
EQUIPMENT I

Interagency Auditor Training Center
A 5-day course to be given at the Woodurmt Building, 6th Floor,
8120 Woodinont Me., Washington, 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 A1)1' Equip-
ment. The program is designed for Cie modern auditor who examines
systems which contain or are supported by varying amounts of ADP
equipment. The program emphasizes the need for obtaining the audit
expertise to deal with the new systems management is emplo.,.ing to ;W-
COMpliSh its nliSSiOn. ADP is kept in its proper perspective, that is, it
is a part of the system, but not the subject of the audit. Enrollees of
this first course. will Girtain new tools made necessary by the presence
of ADP equipment in systems, a sound basis for practical auditing ex-
perience in the new environment. and a foundat ion for further special-
ized training' in data automation. Coverage includes :

Introduction to System Analysis and Dr-sign
ADP Equipment
ADP Terminology
Grid and logic Chart Preparation
Internal Controls and Audit Trails in an ADP 172,:ironment
Surrey Techniques and Approaches (or Auditors
Basic Auditing Approaches and Techniques

Wien May Attend

Course is recommended for selected Government auditors of the W..;
0/15 grade level or the. equivalent. Enrollees should have a need for
this specific course and should have the ability to master new subjects
quickly.

lime To Make Nominations

Nomitiation-ltegistnit ion for Training. Optional Form 31. should ix'
submitted for each nominee to Registrar, Interagency Tra in -
lug Center, Woadmont ctli 11'oodiount Ave..
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Washington, D.C. 20014 not later than two weeks prior to the be-
ginning of thy, course. The cost of the course is :..;175 per participant.
For further information, call Registrar. Interagency Auditor Train-
ing Center, (301) 195-0351 or ID--; Code 179-0351.

AUDITING SYSTEMS SUPPORTED BY ADP
EQUIPMENT II
Interagency Auditor Training Center
A 5.day course to be given at the Woodntont Building, 6th Floor,
8120 Woodniont A.e., Washington, P.C. 20014.

Description

This course is the, second of three integrated strategically-spaced 5-day

courses on Auditing Systems Supported by %DP Equipment. This
course contains computer programing, computer exercises, and com-
puter- assisted and other audit techniques. Coverage includes:

FiementA of Computer Programming
Computer !"xercises
Computer-Assisied Ind Other Audit Techniques

Who ,M1lay Attend

Course is recommended for selected Government auditors who have

need for this training. It is recommended that enrollees he of the
GS-9/15 grade level (or the equivalent) and tliat. they have com-
pleted course "Auditing Systems Supported by ADP Equipment I" or
equivalent.

How To Make Nominations

Nomination-Registration for Training. Optional Form 37', should be
submitted for each nominee to Registrar, Interagency Auditor Train-
ing Center, Woodniont Building, 0th Floor, 8120 Woodmont Avenue,
Washington, D.C. '211011, tint tutor than two) tricks prior lo the
beginning date of the course. The coq of the course ilia per par-
ticipant. For further in format ion, call Regist rar, 1 ntertgency Auditor
'Training ('enter, (301) .195 -6351 or I DS ('ode 179-63:1.
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AUDITING SYSTEMS SUPPORTED BY ADP
EQUIPMENT III

'`HANDS -ON" COMPUTER EXERCISES

Interagency Auditor Training Center
A 5-day course to be given at the Woodntont Building, 6th Floor,
8120 Nil )(Anion. Ave., Washington, D.C. 20014.

Description

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

Review of Survey and Audit Approaches of Courses 1 and 11
Additional Audit Approaches
Case Problent on Survey and Audit in Relatively Complex ADP Enrironment
Preparation and Evaluation of Survey Report
Preparation and Evaluation of Audit Progrant and Expected Audit rindinfo,

Who May Attend

Recommended for Accountants and Auditors who have completed
"Auditing Systems Supported by ADP Equipment 1 and 11- ur
equivalent instruction. It is recommended that enrollees he of the
GS-9/15 grade level.

How To Make Nominations

Nomination-Registration for Training. Opt ional Form 37, should
submitted f4r each nominee to Registrar. Woolmont
Floor, 8120 Woodmont Ave.. Washinx,rt on, I IA'. 20011 The cost of
the course is $175 NI- participant. For further information, call
Registrar, 'Interagency Auditor Training Center, (301) 1954351
or I DS Code 179 -6351.
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AUDITING TECHNIQUES FOR IMP SYSTEMS

Civil Service Commission
A 2week mime to be held September 13-21, 1971; September
27-October 8, 1971; Nocmber 1-12, 1971; December 6-17,
1971; January 3-11, 1972; January 21-February 4, 1972;
Feb. 7-18, 1972; February 28-March 10, 1972; March 13 -21,
1972; April 10-21, 1972; April 24-Ma) 5, 1972; Ma) 15-26,
1972; June 5-16, 1972; and June 19-30, 1972 at the Civil
Service Commission, 1900 E Street NW., Wabington, D.C.

Ilescription
Phis intensixe, fist -10m ing course repinces the 3-week Principles and
Practices of Auditing in the .\ Systems Enviionnient course. 'Ile
purpose of this -week cants; is to provide practical, fundamental
knowledge and training in .1,111' Audit ing it a minimum
cost of training 111;111hour:410 the participat ing agencies. This is accom-
plished by: pt) limit ing class size to '20 students to assure individual-
ized instructor guidance in xvorkshops and exercises; (b) distributing a
10-hour home study assignment to students in at of the program:
and (c) providing additional subje, t -matter handouts and selected
reading material during the course to siippleinent tie program and to
serve as post-1 'muse refetence. The primary oliji.cti,. is t11 proviile
practice in the application of tools. hichniques, ;poi methods
are generally iipplicaldc bo the ;unlit of Ill' Systems. 'I'], follow ing
subjects » i11 1,, ,1)))0));! 11),),(4 dilph,11,1 1111.4,1Igh of 1 t.111]).CS.

individual :uul 11'3111 NVHI 111r11111C111: ADP

e(1111111111`111, 1105)cliArt and progi ;miming (('()Ii(11,) internal con-
trols:1ml audit I rails and audit techniques and their application, The
instructor (I.3111 Neill consist I if professional (love' ninent anditois
A1)1) specialists ii,signed to this ellort on a full-lime basis y their
parent agencies.

11-ho May Attend

Federal. Slato and local gmci ailditols reek'
personnel al gradt, level OS 0 and ;11.)V0 1131' 111111 \ ;111'111) with at leas.
one ;tar I If auditing tie vligiblo to :Mend. The course will
also benefit 1 11) systi ins analysts. progratinneis and (others N ll
need for a working know ledge of audit riiiplircinents in areas Of

audit trails and internal controls.

flow To .ifake Nominations
Nominations should Ii submitted loy 311.1imiZol ag,ncy reirrc--rntt
Hs es for (..1c11 Ft-41*mM uoniiure. Aotuiunti,tns for Mate and
govet liment nominees slip ild Is 1/3 ill ttr f110111 an ,111111(1/
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and as a minimum include: course title, class dates, employee name,
annual salary, position title, and office to which bill should be for-
warded. Nominations may b 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 15,1971; and (2) nominations for calendar year
1972 courses be submitted by Decemlxr 1, 1971. All nominations
should be sent to the Director, The ADP Management Training Cen-
ter, U.S. Civil Service Commission, Washington, D.C. 20415.

Other Information
The vost of the course $300 per studentwill be shared by the par-
ticipating agencies. Announcements with more detailed information
will be sent to all agencies. Agencies may obtain further information
front the Director. ADP Auditor Training, The Al P Management
Training Center, area code 202,632-5467 or code 101, extension 25467.

AUDITS IN FINANCIAL NIANAGEMENT

Interagency Auditor Training Center
A 5-day course to be given at the Woodmont 'Building, Gth Floor,
8120 Woodmont Are., Washington, D.C. 20014.

Description

This is an intensive course covering concepts, policies, practices, prob-
lems, and audit connott,tions in the Financial Management area. Cov-
erage includes:

Introduction to Financial Management
Structure at Various Levels
Flow of Fund, Fiscal Code and Management C'ele
Budget Procedures
Accounting Principles fur Federal Agencies and Departments
Audit Connotations

Who May Attend

The course is recommended for Government auditors who have need of
training in the audits of Financial Management. either of an introduc-
tory or refresher nature. It is recommended that enrollees be of the
GS -9/14 grade level (or the equivalent.)
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Bow To Make Nominations

Nomination Registration for Training, Optional Form :17. should be
submit ted for each nominee In Registrar, Interagency .kudit or Train-
ing Centel., 11'oodinont litrilding, rith Floor, s120 11-oodninnt Ave.,
Washingt on, 1}.( 201)11- by in) later than '2 weel;s plior to the laeginning,
date of the course. ram cost of the course is 17L per participant. For
further information, call Registrar, Interageoy Auditor Training
('enter, (:11)1) or 11)ti ('ode 17trirt:151.

BUI)GETIING
Civil Serl ice Commission
Tmo course, in elementary budgeting, Nub of duration
lo be o(Tered bimontlil, in NI u..ilington, 1).C., and on an inter-
mittenly in major U.S. cities.

Description
'These hco "huts -to" (toms( me closely related, but may be taker in-
dependently. The same case material 11111 110 OSOil in both corpse:,
that together the courses will lie of a continuum covering Ilse budget
from formulation through enactment of the appropriation. The 12i% il
Service t'onimission will oiler a thild segment at a later time which
will cover budge) exeetition, Each course is treated separately below.

!fudge! Formulation
This segment will begin with a description of Federal budgeting, the
Ircrlinent laws and direclicts tied pertain to agency budget formula-
tion and discussion of the [(mitoses and uses of budgets. 'Hie major con-
tent of the course will be concerned with the (I:tta collrctiort, inputs ;wild
calculations that are require(' in the compilation of the operiatinglmdg-
ets. This lotion trill conist primarily of workshop problems to be
done by the participants and 11 ill 11',111t in the kinds Of documents that
are submitted to the Igllik'y divisions. Paticip.rits still ;11!..o

compile the fmnials as requited by MI li Circular A- 11. The (ton-
eluding portion of the course will walk the participants through the
remainder of the budget process,

Budget l'resentation and Justification
This segment trill lake up the budget process at the point where
/1m/f,t(tf Po/mg/a/ion condo s. The fin-1 of Ili %%01 k,hrops in Ibis
roar-' will probably begin with a session very similar to the final one in
the prior course; i.e., it w data in the required
formals. It will then continue the pine's by developing the narrative
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and presentation methodology for use in budget justification, both for
0113 examiners and Congressional staff. Topics will cover such mat-
ters as back-up data, dealing with examiners, preparing for hearings.
understanding the political implieations, etc. This course will take the
agency budget front the Budget Oflice through ()MB .nol the

('ongress.

Who May Attend

The course is primarily for persons in the Budet, Fiscal, and Financial
Management career fields, or persons contemplating a new position iii
these lields. Asa general rule, the course participants should be grade
GS-5 through GS-J1, or the equivalent.

lime To Nominate

kutliorizecl agency officials should complete a Nomination-Registra-
tion for Training (Optional form 371 for each nominee. Nominations
for those, wishing to at .end the ixmiws ll'ashill.t-toit, D.C. should be
submitted to the Management Sciences Training ('enter, U.S. Civil
Service ('ommissicn: ll'ashington, 1).(`...20t1:. Nominations for those
wislii.fg to attend the conrs,,,ts in other cities should be submitted to the
nearest I*.S. S:crvice Commission Regional Training Center.

Other Information

annommements will he published well in advance of each
courz...... offering. Further information Mily ix, obtained by telephoning
63.2 51;110, or 4,4>tio i(11,ext4,,nsion 2.)600.

DEVELOPING AND PRESENTING AUDIT
FINDINGS

Interagency Auditor Training Cenier
A 2-day course to be Khen at the Woodniont IIuitdieg, hth Floor,
'1123 Woodniont Me., Washington. D.C. 20011.

Description

This is an intensive and advanced course in Report 11'riting. designed
to promote excellence. in the design, develot inent, and composition of
the audit report. The (maser is loaded with ilractical instructions con-
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cerning the preparation, development, and presentation of the audit
reiOrt..('orerageinclith,s:

Ev:erettee in Report DesignDevelopment; Materiality; Structure;
Othrts, Graphs and similar representations

Proper handlii g of Major Findings, Minor Find:ngs and Repeat Finding.;
Presentation of Management Co, xxxxx ent and Recontmendatioils
A w;de Variety of case studies and exercises

Who !lay xlitend

The volicse is recommended for experieneed Government. ;oulitors of
the GS-9/1!) grade levei (or oink al(nt ) who have better than average
competence in the writing of audit reports and vho are desirous of
further upgrading- this competence.

Ilow To :flake Nominations

NranimIt io11-1:egistrai ion for 'Fraining. ('tional Form 37, should he
sulanitte(l for each nominee to Registrar Interagency .iuditor l'rain-
ing Center, ll'ondinont nth Floor, 5120 11'oodniont .1ve..
Washington, 1).('.20111 not liter than 2 \reeks prior to the lnzinning
date of the COIINV. Tile cost of the course is per parNcil <iot. hoe
further information, call Registrar, interagency .luditor
('enter, (.1111) -19.-i-(i3:il or 11)S Code 170-6351.

DEVELOPMENT OF INDIICCT COST ALLOCATION
PLANS FOR STATE AND LOCAL GOVERNMENTS
UNDER 11011 CIRCULAR A-87

Interagency Auditor 'Training Center
A 3-day Cnor+e to be giN en at the Woodmort Building, (ith
13120 Woodmont A'e., Washington. D.C. 20011.

Description

This comse is also earrently bring (h-igne 1 to assist the State. alli;
cal aliditliv to understand and prepaPe CI; required plans.

Who May Attend

The emir( is recommended for State and local .nidillirs and account-
ants %% ho will he required t( follov.. the reluiremont of liOU Circular
A 81.
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How To Make Nominations

Nomination- ration fog Training, Optional Form or letter,
shou'd be submitted for each nominee to Regis: ra:.. litterogenc: Audi-
tor 'enduing ('enter, \Voodmont lluilding, 6th Floor, 8120 1Votxlmont
Ave., IVashington, I).('. '200 1, not later I Inin weeks prior to the
course. The cost, of the course is $1120 per patticipant. Fur further
information, call 1?egistrc,r, Interagency Auditor 'eraining Center,
(301) V5- 6351 or 1 I ):-.; ('ode 179-6351.

EFFECTIVE GOVERNMENTAL AUDITING I
Interagency Auditor Training Center
A 5-day program to be given at thr Woodmont Building, trith Floor,
8120 Woodniont Ave., Ww.hington, D.C. 20011.

Description

This course is designed primarily for the auditor who it 11°J:direly new
in Go eertinient service. The. experienced auditor who desires refresher
t t aining %yin also tint' this course beneficial. The course deals

with responsibilities, ditties, and tools of auditors. Although
this course is not a iirerequisite for the corns, -Eltective Govern-
mental Auditing I L- both courses do complement each other. 1:istery
of concepts and procedures of the two (1,111'Sk.ti Will fours a base upon
which a succe,:sful audit career may be built. Covetuge. includes:

Success Factors in Auditing
The Audit Cycle
Professional Ethics and Audit Standar
Internal Auditing Responsibilities
Interns! Controls--Charaeteristics
Audit Preparatory Work Sandy Tschniques
Essentials of Good Workpapers
Introdhetion to ADP Auditing
Int( riewing Techniques
Professional Development

Who 3fay Attend

This course is specifically recommended for the Gti tor Ow erinic-
ilent) auditor who hits n,cently entered Government stuv ice. The
more experienced auditor who may desire a refresher course will also
find this I raining beneficial,
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nor To Afake Nominations

Nomination-liegistl at ion for Training, Optional l'orn 31, should be
submitted for each nominee to Registrar, Interagency Auditor Train-
ing ('enter, Woodmont I oilding, 6th Floor, 5120 Woodmmt
Washington, D.C. ;2001-1, hy not Liter than t weeks prior to the Le-
ginning daft of the course. The cost of the course is $175 per patici-
pant. For further information, call Registrar, Interagency Auditor
Training Center, 001) 495-6351, or IDS Code 170-6351.

EFFECTIVE GOVERNMENTAL AUDiTING II

Interagency Auditor Training Center
A 5-da) program Ino be given at the Woodmont Building, Colt Hoar,
C120 Wodroont Ave., Was`liogtoti, D.C. 20011.

Description

This course and -Effective Governmental ,Auditing I" are revisal
for the auditor who is comp iratively new in Government t-cry-
ice, or who desires a refresher cour,e. Although the Auditing I Mn-k

is not a pcrequisife to this calyse, it is highly desirable that the newly-
employul ton': or take both courses. This (4)111'SC deuln with audit teolt-
nitmes and tools. other than thee covered in "Effectine ernmental
.kualiting 1. Statisfactoty completion of hoth onuses provides 3 base
upon uhich a successful ;unlit career may be Wilt. (' ier;r.rc itichulcs:

Fir.dings,Characteristi.s, Materiality, Iles elopment and I'resentation
Elements of Flow ChartingAn Audit Tod
Frobnble ,Areas of Findings
We.d.riesses Which Present Auditors From Realizing Their Full

Poll v.ialities
M I llanagement Espcels of the internal Auditor
Budgeting and Appropriation l'rustsses

1!"ho May Attend

This 1'0111Se 1S S1)0'1111'114 ree0111111,'1111C11 for the (1S11/7 grade anditor
or the e(ptivalent, who has recently enter:.: Goicroment service. The
more expericticcti aadifor who dcsircs ft refresher course %%ill also

Lind this training belielioial.

How To 31alie Nominations

Noni;n3tion-Registration for Training. Optional F'of PI 37. should b
submitted for each nominee to Registrar, Interagency Auditor 'Frain

123

141



jug Center, Wocdmorit I ii Idiiig, 6th Flo9r, 8120 Wood Bout Ave.,
Washington, D.C. 2004, 2 weeks prior to the coots. The cost of the
course is $175 per participant. For furtlur in for nation call Registrar,
Intr..rageney Anditor Training Cer.ev, (301) 495-6351 or 11)S Code
179-6351.

EXECUTIVE DEVELOPMENT OF AUDITORS

Interegency Auditor Training Cen:cr
A 4-clay course to be gis 3 at the Woodmont Building, 6th floor,
8120 Woodmont Arc., fashington, D.C. 20014.

Description

This is an intensive coot,' Which is heavily loaded with tested tech-
niques:1ml concepts which 11 upgrade the :Itidit managers compcteuce
and indelibly assist him i realizing the potentialities of our time.
Coverage includes:

Communication Skills
Human Relations at Work for Auditors
Job Noels, Joh Enrichment, Job Satisfaction
Personnel Reapomihilities of Supervisory Audiio-s

Who May Attend

is re oinnicnded for audit managers or auditors who are t x-
pected Rik audit managers iu the near future. Suggested grade level is
GS-13/16 (or the equivident).

flow To 3f ilk,' Nominations

NominationRegistration for Training, Optional Form 37, should he
silkiiittc(1 for earli nominee to lIegist car. Interagency Auditor Train-
ing ('enter, 11'oodniont 6th Floor, Shrum 11'oodniont
IVasliington, 1).(:, 20.114, nt t later than two weeks pi for to the coin rse.
The cost of the courstt is$160 per participant. For Hillier information.
call Registrar, Intcrogvncv, Auditor Training ('crier, 301) 193 14:151
or I I)S Code 179-6351,
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FEDERAL GRANTS MANAGEMENT AND AUDITING
FOR STATE AUDITORS
interagency Auditor Training Center
A 5-duy progrant to 1,e given at the Woodruont Building, 6th Floor,
8120 Woodniont Ave., Washington, D.C. 20014.

Deserii)tiori

This is a )-ciay progrtnt 11esigiwt1 provitit, tt backgrolltiti
grants inlnogeinunt and :mail in;2. Discuss.,(1 will lie Federal re,luire-
tnc.nts im1>o:2441 on gni a1111 rn:magement or oiwtationld :oulit re-
quilqui.nts. there \till hen prescutat ion of n 111111 of Hai iond
,taiAlards for Pelletal grants. To f;1 ilil,ttr the toy-

lig. a ca:-4., i i 11,1.N. vv ill Le ptoN

Who 31ay Attend

Tilis col,rms is vocoin000nlvil for St.Att...ot(l
nil iotint:ints diem in relating their :unlit re.liolisibilit

:1,:--,nting cifolive (4:110 Ailut;nitArat nit (1 .\ nditing,

lion, To .Hake Nomirioiions

Nowinat ion-IZegiArotion Optional I:onn ti
should II -,u1,1.iitied for ;Ill tiornitwo, to 1Zegit rar. Intel lgen .kinli-
ttir Training ('emur0Voalnittnt !Wilding". t;t11 Flt)(11. S1'21' AVtlutltilttiil

Woiltittrittit, D.('. 214111, not later lltatt %%1'1 ;IPA, I e fox Ow

The c(iA of the iwt it,11110;11int. Fur futtlict
forittat toot, roll 1;egit-trnr,Inturilgmicy Auditor Tniining Center. (:',01)
195 1;:rol of 1 DS roll,.

FLOW ClIARTIND AND ITS ,11'PLIC.113ILEI'll' TO
AUDITING

Interagency Auditor Training Center
3-,1a.) course to he gien at the Woodniont Building. 6th /loot.

8120 WootIntont Air., Wa.ltington, D.C. 20011.

DeArriptien

'lid,: course I vent the eovetage of flow elniftitig in depth through
Lectures, discesions and exerci:-ws. Audit Coliliot ntiIns are vxrrlilled
and
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Who Mny Attend

Course is recommended for selected auditors of more th.in average
rapabilitie., who will respond to dynamic and imaginative concepts
o. GS-9/15 grade level (or equivalent).

Now To Make Nominations

Nomination-Registration for Training, Optional Form 3T. should
be submitted for each 1101 linee, to liegisitrar, interagency Auditor
Training Center, Woodinont 13nilding, 6th Floor, h'120 Woodniont
Ave., WeshimOon, D.C. 20014 by no Liter limn 2 weeks prior to the
course. The cost of the course is $120 per participant. For further
information, call Registrar, interagency Andit(a Framing Center.
(301) 195-6351 or 1DS ('ode 179-6351.

GOVERNMENTAL BOOKKEEPING AND
ACCOUNTING

Civil Service ConimiAsion

A {-dad courpe offered monthly in Wa.hington, D.C. and inter-
mittently he major U.S. citicp.

Des,r;ption

This elementary cotase is intended primarily for parfici ;nits with
little or no prior know/odge of bookkeeping or accounting. Some of
the subjects to be covered art

(1) debits and eredits, tie essenco of 0010)1V-011i ry bookkeeping:
(2) fundamental bookkeeping reeords;
(3) trial balance, statements of financial position, raid sst afenwnf s

of ppeation : and
(4) bookkeeping in the publiJ sectoe vs. the private sector, Mmh

of the course is (.soled to an analysis of individual trons-
ictions. the resulting journal entries, and their effect on
different accounts.

Who May Attend

There are no grade restrictions for participation; however, the course
is primarily for clerks, technicians, interns, and trainees with little
or no prior knowledge of lxmakkeeping or accounting.
Participants seeking more advanced training in the subject should
consider two alternative courses offered by the Commission :
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Accrual Accounting Procedr.res in. Federal Agencies and AccPual
A ccou nt log orksho T. Prospective nominees should read announce-
ments for these courses to determine t he course best suiting their needs.
The Management Sciences Training Center staff may lx' contacted at
632-5600, or code 101-25600 for further consultation in determining
the most suit ablec.mrse.

flow To Make Nortainations

Authorized agency officials should complete, Nomination-Registration
for Training (Optional form 37) for each nominee. Nominations for
those wishing to ::trend the courses in Washington, D.C. should be
sulunitlingto 'Fite Management Sciences Training ('enter; U.S. Civil
Service Commission; Washingtwl. D.C. 20-115. Nominations for those
.cishing to attend the courses in other cities should be submitted to
the nearest U.S. Civil Service Comm Regional Training ('enter.

Other Information

Detaikd announcements will lx' published well in advance of each
course offering. Further information may be olyt.ainod by telephoning
632-500, or code 101, extension 25600.

GRAPHIC AND COMPUTATIONAL ANALYSIS
TECHNIQUES AS AN AUDIT TOOL

Interagency Auditor Training Center
A 5-day course to be Kien al th, WtxxIntont Building, 6th Fluor,

I 8120 Woodmont Ate., Washington, D.C. 20014.

Description

This course explains the use of graphic and computational .:r alysis
techniques as audit tculs. Cover.ige includes:

lictiew of Statistical and Mathematical Concepts Used in Course
Simple Linear Correlation ,Inlysce
Time Series Charts and Analyses
Principles and Construction of Graphs
Scatter Diagrams
Audit Connotations

Who May Attend

('ours. is mcommended for progressive and imagi ,hive auditors at
the GS-9/15 grade level (or equivalent). A mathematical background

41' 741 0 71 10
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is not required; however, enrollees should be capaile of mastering new
mathematical concepts quiekly.

How To Make ,Yominations

Nominati 1-1?2gistralion for l'raining, Optional Form 37, should be.
submitted for each nominee. to IZegistmr. Interagency .lii(litof Train-
ing Center, \l'oo(Innuit linilding. Gth Floor. s1.20 1Voodmont Ave..
Washington. I ).0 X0111 I. not later tlmt) '2 weeks prior to the beginning
of the course. 111e cost of the course '..;175 per prtii.iirint. For
further information. all Iteoistri, Interagency Andilor Traihing
Center, (3011 495-6351 or 11)S ('oate 17;)-13.)I.

INTERNAL AUDITING FOR STATE AND Loc.u.
GOVERNMENTS

Interagency- Auditor Training Center
A 2-day COSITSC to be gkrn at the Woe,Imonl Ituihlini, 6fh
8120 Wiiodloont a. e., Wit.b iexton. DX. 20011.

11escription

This co -..re will provi(le audit guidelines to assist the State and 'toed
auditor to more effectively l'OlidiiCt and StillerVi attli+.. Within his
respective jurisdiction.

Who Attend

Course is recommended for Scat, and lo al auditors and accountants.

!low To Make ,Nonlinations

Noininalicii-liegistrat ion for Training, Optional Forth 37 or fetter,
should 1 o submitted for each nominee to U(4:64 car. Interagency .\11(1i-
tor Training ('enter, \Voodmont Building,litli Floor, s11211 'Woodniont
Ave., 1Vashington, I ).C. 20011, not biter than nicks prior to the
coir.se. The cost of (IL, e0(1r:.4 15 vcu per ILuticipant. For fin
information, call Registrar, interagency A thlit(Ir Training Center,
(301) 405 6351 or I DS ('ode 170-0351.
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OPERATIONAL. AUDITING

liderageney Auditor Training Center
A 2-day course to be giien at the Woodmont Building, 6th Floor,
8120 Woodmont Are., Washington, D.C. 20014.

Description

This course is designed to enable the auditor to qilickly discover nmior
rouble areas and develop ;ippopif,te recommendations. These ultra-

modern manfigeria! audit techniques help meet the problem of insuffi-
cient qualified audit personnel and enable the auditor to ascend above
the inconsequential to discern major managerial problems and perti-
nent, corrective measures. ('ax' problems and exercises are used to rein-
force and illustrate this tilt ra-modeni managerial-type audit. ('overage
inr.ludes:

Theory and Applicability of Operational Audits
Risks Imolsed
Productisity of Audit
Elements of Audit Approach
Application of Theory
Areas of Emphasi,
Case Problems and Exercises

Who May Attend

()runic is recommended for the progressive and imaginative (lovertu .
ment auditor of the US-11/1f, grade level (or equivalent),

flow To Make Nominations

Nomination-Registration for Training, Optional Form :17, should be
submitted for each nominee. to Registrar, interagency Auditor Trinu-
ing Center, Woodmont Building, 6th Floor, 8120 Woixlinont Ave.,
Washidgton, RC, 20014, not later than 2 weeks prior to the beginning
date of the comrse, The cost of thn course is $80 per (orticipant. For
further information, call Registrar. Interagency Auditor Training
Center, (:',(11) .195-6351 01 1 DS ('ode 179-6351.
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PRACTICE PROBLEMS IN GOVERNMENTAL
ACCOUNTING

Civil Service Commission
Classes will be held 1 day a week over a 12 -Meek period. ne
course will be offered quarterly in 'A'asbington, D.C., and major
U.S. cities.

Description

'Tito practice problems (frequently referred to as a -practice set" in
the, academic community) will provide a realistic environment com-
plete with facsimile documents, records, and forms Course material
will include a description of daily transactions for an entire fiscal
year. The st udents will be required to :

1. Prepare and pro(T;A documents ;ma forms required for special-
ized transactions.

2. Recoid transactions it) books of original entry (journals), us-
ing both the General Journal and specialized books of original
entry (e.g., ('ash Receipts Journal, ('ash Disbm-sements Jour-
nal, Billing Register, and Voucher Register).

3. Post journal entrie.--; to both the (ieneral Ledger accounts 111(1
Subsidizing .,,edger Accounts.

4. Make the necessary periodic adjustments. reconciliations, ;Ind
other analysis.

5. Prepare a working riper trial 'valance.
(1. Prepare the three fundamental financial statements (i.e.. the

Statement of Film -'al Position, the Operating Statement, and
the Stateic.ent of Changes in Government Equity).

The problcms then Nvill illustrate the (Lily linawial transactions of a
typical Fzsderal agency, and students will get involved in phases ref
the accounting cycle in a simulated lint realistic. work environment.

('last's will be held 1-day a week over a 2-NNeek period. Participants
will use the time bctween classes to complete work :ISSiglititelltS for
discussion in ensuing classes.

Who 31ny ,4ttend

There are no grade lost lilt isms for participation: hot ever, the (a(111SV
presumes some knowledge of elementary bookkeeping or accounting.
'!'hose ivho hale little or no knowledge in eithe Ixookkecioing or ac-
counting should first complete the 5-day elementary course. Geo.( I e
rn( Oa/ Bookkeypi, aid .lecoroothw
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How To Hake Nominations

Authorized agency offici.ols should complete Nomination-Registration
for Training (Optional form 3i) for each nominee. Nominations for
Close wishing to attend the courses in Washington, DC. should be
submitted to The Management Sciences Training Center; U.S. Civil
Service Commission; Washingto , D.C.. 20415. Nominations for those
wishing to attend the courses i,. other cities should be submitted to
the neatest U.S. Civil Service Commission Regional Training Center.

Other Inforntation

Detailed annoimorments v-;11 1,41 ,14,11 in ,(11.0,,,,o, of c,a,11

courso ()ire/1%g. Further information ;nay be oltained by telephoning
,1)1, extension 2,-)600.

SEMINAR FOR AUDIT MANAGERS

Interagency Auditor Training Center
A 2.3%, seminar to he gken at the Woodmont Building, 6th Floor,
8120 Woodmont Aye., Washington, 1.1.1.- 20011.

Description

This course has been designed for the too levco ludit Manager, his
Deputy or Key .1ssistants to increase their etTeetiven-ss not only
through lectures but also through discussions of problems of direct and
immediate concern to them. Selected areas for group analysis inolude:

1. ()vent' I ruling and ( 'ont rol
2. (Irganization of the Audit Stall
3. Stall Management
I. Increasing Management Recognition

Each segment of the seminar will be conducted by a well-known "prag-
mat (" who has proven and tested his theories in the realities of the
working world. ('Dine oind find out how exchanging ideas will stimulate
and expand your own approaches to your problems.

IUho May Attend

The seminar is recommended for supervisory auditors who manage,
or assist in the management of their respective audit offices. Enrollees
should be thoroaghly conversant with their oilier (organizational st roc -
turns and functions, manuals, audit tools, policies and reporting
principles.
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How To Make Nominations

Nomination-Registration for Training, Optional Form 37, should
he submitted for each nominee to Registrar, Interagency Auditor
Training ('enter, Woodmont 13uildittg 6th Floor, .i120 Woodniont
Ave., Washington, 1) C. 20014. The cost of the semimm is tis0 per par-
ticipant. For further informat ion, call Registrar. interagency Auditor
T.; fling 'enter, (301) 49541351 or I DS ('ode 17943:0.

SEMI-SENIOR AUDITING

Interagency Auditor Training Center
A 5-day cours.e to be [then at the Koodr,ont Building, 6th Floor,
8120 Woodmont Ave., Washington, D.C. 20014.

Description

Thistraining. con,i,ts of comprehensive c,ises covering ;ill aspects of iin
audit and oriented to sem isenio.' grade level. ('overage includes:

The Audit Assignment
Audit Plans
Survey
Audit Guide
Controls
Findings
Concluding the Audit

Who May Attend

This course is recommended for the Government auditor (,f the GS
(.1/12 level (or the equivalent ) who is anxious to Irla fc r increased
respousibilities.

How To Make Nominations

Nomination. Registration for '['raining, Optional Form 37. should he
submitted for each nominee to Registrar, Interagency Auditor Train.
ing ('enter, Woodinont Building Floor, sPi! Woodmont Ave.,
Washington. D.C. 20014 ;ot later than 2 weeks prior to the begining
date of the course. The cost of the course is tfli:i par particiinint. For
further information, cult liegktrar, interagency Auditor 'fr.,ining
('enter, (301) 425-63:11 or I I )S ('ode 179-6350,
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SENIOR AND SEMI-SENIOR AUDITING

Interagency Auditor Traigiing Center
A 5-day coune to be given et the Woodmort Building, 6th Floor,
8120 Woodmont Ave., Washington, D.C. 20014.

Description

This course consists of lectures, discussions, and exercises on the tech-
nical and administrative responsibilities of the senior and semi-senior
Government auditor to make the transi,ion to the Senior level. ('over
age in tides:

Financing Federal Programs--An Auditor's View
The Auditor's Relationship With Other Elements of his Organization
Planning, Programing and Scheduling

Developing the Audi: Approach
Preparing Audit Programs
Managing the Audit

Internal Audit of an Chganizational Entity
Auditing ADP Systems
Use of Statistical Sampling

14/110 May Attend

The course is recommended for the progressive Government. audi' Jr of
aboveaverage potentialities currently in the GS-9/I3 grade level (or
equivalent).

Bow To Mnke Nominations

Ncmint,lionRegistration for Trenting, Optional Form 37, should be
submitted for each nominee to Registrar, Interagency Auditor Train-
ing Center, Woodmont. Bit1dirig, tilt Floor. I-120 Woodmont Ave.,
Washington, D.C. 21X)14 not later than 2 weeks prior to the beginning
date of the coursv. The cost is $17s per participant. For furfter infor-
mation, call Registrar, interat.:,..cy Auditor Training Center, (301)
95-6351 or IDS Code 179-6351
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STATISTICAL SAMPLING IN ACCOUNTING AND
AUDITING

Interagency Auditor Training Center
A 5.day course to he given at the Wo.xlmont Build ing, 6111 Floor,
11120 Woodmont Ave., Washington, D.C. 20011.

Description

This five-day seminar offers the opportimity to learn how to use statis-
tical sampling techniques in accounting and ituditing and broadens the
perspeet Ivo and contribution to inaniTen, It, covers the main con-
rept:4 and principle8 of probability sampling n a nontechnical, logical
way. Subjects co vervd in the course include:

Basic Statistical Methods
The steps neccsary to clearly formulate an accounting or auditing problem

nd the logical sequence of steps rcqu' by probabildy sampling to
yield a solution

the diifercnt methods o: selecting random samples
Criteria and methods for determining sample size
Procedures fw estimating front the sample the true charm ter,stics of the

field of study-
:Methods of measuring the reliability of the results and if evaluating the

significance of serious types of errors, with known ticks
Tlra meaning and use of estimation sampling, discoscry sampling, and

work sampling
l'itfalls to guard against

,$lay Attend

Cou,ics is recommended for all ficcomitants, auditors and others mak-
ing financial examinat ions of GS-9/15 grade level (or equivalent ). A
mathematical background is not regitired, however, ctiloPecs should
he capable of mastering Pew subjects quickly.

!low To ,Stake A'otninotions

Nominat ion,Regist rat ion for Training, Optional Form 37, should be
submitted for each nominee to Registrar Interageury Auditor Train-
ing Center, ll'oodt tont Building, Citli Floor. 8120 Weed non:
1Vashington, D.C. 2091-I, tin. later than 2 -,veeks prior to beginning of
course. The cost of the coarse is $175 per participant. For further in-
formation call Itegist Ear, Interagency Auditor Training ('utter, (301)
-05-0351 or IDS ('ode 179-1:351.
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STATISTICAL SAMPLING IN AUD1TUG

Interagency Auditor Training Center
A 5-day course to be given at the Woodniont Building, 6th Floor,

8120 Woodniont Ave., Washington, D.C. 20014.

Description

This intensive course presents concepts and io-ocednres on statistical
sampling in auditing. These concepts and procedures are reinforced
with numerous exercises and case pr, dleins. This course will provide
the on-the-line auditor and audit manager with ..see king knowledge
of subject, and with a sound basis for certain on-the-job applications
tild additional specialized training. Coverage includes:

Orientation
Basic Concepts
Random Selection Procedures
Sampling for Different Purpose
Determining Size of Samples
Estimation Methods
Evaluation of Sampling Results
Point vs. Interval Estimates
Non-Sampling Errors

Who May Attend

Course is recommended for sclectcd auditors of GS-9/15 grade level
(or equivalent) who have need for knowledge on the subject. A mathe-
matical background is not required, however, enrollees should be ca-
pable of mastering IleW SIII)jee s quickly.

How To Make Nominations

Nomination-Registration for Training, Optional Form 37, should lx'
submitted for each nominee to Registrar, Interagency Auditor Train.
ing Center, Woodmont Building, 6th Moor, 8120 Wocxhnont Ave,,
Washington, D.C. 20014, not later than 2 weeks prior to beginning of
001111:0?.. The cost of the course is $175 per participant. For further in-
formatiol call Regist rar, Interagency Auditor Training Center, (301)
495-6351 or I DS Code 179-6351.

137

153



STATISTICAL SAMPLING IN AUTHTING II
Interagency Auditor Training Center
A 5.day course to be ahem at the Woodmont Building, 6th Floor,
8120 Woodmont A,e., Washington, D.C. 20011,

Description

The course consists of practical exercises and case problems on selt ion
of samples. mechanics of sampling, determination of sample sizes
and appraisal of sample results. Sophisticated method- are also intro-
duced and explained. Coverage includes:

flefre ler of Basic Probability Sampling Audit Concepts
Case studies Co-vering Application of Wide Variety of Probability.
Sampling ProblemsOuster Sampling; Stratified Sampling; and Other

Techniques
Summarization

Who May Attend

Course is recommended for selected auditors of GS-0:15 grade level
(or equivalent ) who have need of this knowledge. Enrolees slos
have completed Statistical Sampling in Auditing I or the equivalent.

How To Make Nominations

Nomination-Re:zistratinn for '!raining. Optional Form 37. should
be submitted for each nominee to Registrar. Interagency Auditor
Training ('enter. Woodmont Building. 6th Poor. 12() Woodimpid
Ave., Washington, D.C. 20014. not later 1111111 2 week prior to the
beginning date of the course. The cost of the course is :i417:, per par-
ticipant. For further informat inn, call Regist rat. Interagency Auditor
Training Center, (301) 405 -631,1 or IDS Code 17943511.

SUCCESSFUL AUDIT REPORT WRITING I
Interagency Anditor Training Center
A 2.day course to be giien al the Woodmont Building, 6th Floor,
81 R0 Woodmont Air., Washington, D.C. 20011.

Description

This coarse is designed for Government auditors who are involved
in the prepacation and review of audit reports. The course deals with
practical miderstandalile "do's- and "don't's- to 11,-11n0 1ua ,l
and effective coniii.uni,!atioris. particularly with respect to the audit
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report. Exercises and case problems are used abundantly throughout
the course. Coverage includes :

7mportance of Effective Report Writing
Problems in Communication
Rove To Use Words Effectively
PunctuationMake 14 Work For You
Rove To Construct Potent Sentences
Designing the Superb Paragraph
Review and Edit

Who May Attend

Tho courser recommended for au "itors of t'Je GS-9/15 grade level
(or equivalent) who desire to improve their ,,mumnicative skills,
particularly with respect to the audit report.

How To Make Nominations

Nomination-Registration for Training, Optional Form 37 should be
submitted for ,.>a ^II nominee k Registrar, It iteragency 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 MS ('ode 179-6351.

SUPERVISORY AUDITORS COURSE

Interagency Auditor Training Center
A 5-day course to be given at the Woodmont Iluildin4, Gth Floor,
8120 Woodmont Ave., Washington, D.C. 20011,

Description

This course is devised to assist the supervisc,Q auditor in the technical
management of the audit and common sera's alout supervisng people.
Principles and concepts on the supeiwise;e. auditors' technical respon-
sibilities are reviewed, examined, and rein forced with case problems
and exercises.

grio Way Attend
This course is recommended for auditor., of the GS-12/14 grade level
(or equivalent) who cermntly !lave supervisory auditor responsibili-
ties or who are expected to assume supervisory responsibilities in the
near future.
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How To Make Nonlinations
Nomination-Registration for Training, Optional Form .37, should be
submitted for each nominee to Registrar, interagency Auditor Train-
ing Center, Woodmont Building, 6th Floor, 8120 Woodmont Ave.,
Washington, I).('. 2'o01-I, not later than 2 weeks prior to the beginning
date of the course. The cost of the course is $175 per participant. For
farther information, call Registrar, Interagency Auditor Training.
('enter, (301) 495 -6351 or IDS ('ode 179-6351.
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WRITTEN COMMUNICATION FOR AUDITORS

Int .rageney Auditor Training Center
A 4-day course to be given at the Wooelmont Building, 6th Floor,
8120 liVoodmont Ave., Washington, D.C. 20014.

Description

An intensive program devised to upgrade the auditor's competence in
the ail-important an of written communication. This haining is
oriented to the needs of the arPor whose writings must be lucid and
effective. A confidential analysis of each enrollee's written communi-
cation is included in the seminar.

Who May Attend

The course h recommended for Government auditors who have used
of training in communicative skills, either of an intmductory or re-
fresher nature. It is recommended that enrollees be of the GS----wro
grade level (or equivalent).

How To Make Nominations

Nomination-Registration for Training, Optional Form 37, should be
submitted for each nominee to Registrar, Interagency Auditor Train-
ing Center, WocKlmont 1luilding, 6th Floor, 8120 Woodmont Ave.,
Washington, D.C. 20014 not later than 2 Lrior to the beginning
date of the course. The cost of the course L. 44160 per participant. For
further inforinati,n, call Registrar, Interagency Auditor Training
Center, (301) 405-G351 or IDS Code 1.19-6351.

Civil Rights and Equal Employment Opportunity

ADVANCED EQUAL EMPLOYMENT OPPORTUNITY
COUNSELING

Civil Service Commission
A 3-day program to be given four limes a year at the Civil Service
Commission, 1900 E Street W.

Description

This course will include the following topics: Federal Equal Employ-
ment Opportunity I'olicies and Programs; Report of Pi ogress to
Date; Defining and Analyzing EEO Work Problems it, an Organiza-
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tion; The Hole of the EEO Officer in Designing a.ncl Administering
the Affirmative action Plan; Understanding and U.sing the Flexibili-
t ies in the Federal Personnel System: The iblic Service Careers aucl
1-pward Mobility Programs for Lower Level Employees; Workshop:

gency Counseling Cases; Management. F::peetations; and Critical
Issues and Trends in Equal Employment Opportunity.

Who May Attend

Persons who ate presently serving as EEO Counselors; and have om-
pleted the basic EEO Counseling course given by the Civil Ser icy
Commission or their agency.

;Vote: Those designated to serve as EEO officers, invest igat ors, appeals
examiners. or function primarily as managers and supervisors should
register in the appropriate Civil Service Commission or agency courses
dealing with these activities.

flow To Make Nominations

CSC nomination forms (Optional Form 37) . ould be submitted by
authorized agency representatives to the Direct(); l'ersonnel
merit Training ('enter, Bureau of Training, U.S. Civil Service ('om-
mission, IVashingtcm, 1).C. 20115. Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept.
antes will be listed in individual announcements which will reach
agencies I weeks before the course.

Other information

Agencies may obtain further information by calling 113 :o1:1G or 1 )(ii.

11110.Ntensioni 2.7)1136.

APPEALS AND GRIEVANCE EXAMINERS

Civil Service Commission
A 3-day course to he held two tirnea a )ear at the (Ml Senice
Commisaion, 1900 E Street NW.

Description

Ik.igned to provide knowledge in the procedural requirements of the
appeals and grieanee pro}lranis and skill in the preparation for and
conduct of hearings and inanities. Part icipation in this course 11 ill
satisfy the standard requiring all APP:31S and Grievance Examiners
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to complete a specialize;) course of training prescribed by the
Ccininission.

Wito May Attend

Persons meeting the Standards fur Examiners establislled iii FPM
er 771-5, dated October 20, 1970.

How To Make Nominations

('S(' noniiimtion forms (Optional Form 37) should be submitted by
authorized agency represents fives to The Director, Personnel Manage-
ment Training ('enter, Bureau of Training, U.S. Civil Service Com-

IN'ashinp,rton, D.C. 20415. Exact course dates, cost, deadline
dates for receipt of nominations,;ind dates for confirmation of accept-
ano2s will be listed in individual annoinimiciits which will reach
age:icies 11 weeks before the course.

Other Information

Agencies may obtain further information by calling n32-5036 or code
101, extension 256.'n.

EQUAL EMPLOYMENT OPPORTUNITY
COUNSELING

Civil Service Commission
A 3-day tourae to be hold Ida time,. a year at the (iuil Senice
Comrnittion, 1900 E Street NW.

Des( ription

Includes an overview of the EEO Counselor's duties, and defines the
knowledge he needs to aischarge his responsibilities in the informal
resolution of discrimination complaints. Principal focus of the course
is the counseling function ; each part ici Knit has an oppol tun ity to role
play as a counselor, in workshops which simulate actual complaint
situations.

Participants

First priority is assigned to persons who have been or will be desig-
nated as EEO Counselors, or m ho will conduct in -house training in
EEO counseling.
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lion, To Make Nominations

("S(' nomination forms (Optional Patin 31) should 1.;. submitted lit

authorized agency representatives to The 'Director; Person lel Manage-
ment Training Center, Bureau of Training. U.S. Civil Service Com-
mission, Iliashington, :2011:.i. FNact course dates, cost,
dates for receipt of nominations, and dates for confirmation of accept-
ances will he listed in hlk-1411ml annouri,einents )vhicli will reach
igencies I. weeks before the course.

Other I. formation
.1 ge cies may obtain further information by calling 0312-:4;6 or rode
101, VA:tension 236:36,

EQUAL EMPI.OVAIENT OPPORTUITY
PROGRAM PLANNING AM) EXECUTION

Civil Service Commission
A 3-day program to be gken 1%ice wear at the Chill Serlice
Commission, 1900 E Street V.

Description

1 his course will include the following topics: Federal Equal Employ
ntent Opporunity Policies and Progrann--; and .knalyzing
EEO II ork l'roblems in an Organization: I )esigning amt .kliiiiniAer-
ing the .kflirmative. Action Plan; I Iow the I tiscrimination ('0111plaint
Process 1'orks; Understanding ;Ind Using the Flexildlities in the
3ferit System; and Critical rend.: and Issites ill Equal Employment
Opportunity.

Who ,ilay Attend
This program is intended for those individuals responsible for plan-
ning and directing Federal EEO prop-anis.

Note: Tim:- designated as EE() counselors, invest igators, and api eals
examiners, or function primarily as managers or supervisors. should
register in those appropriate Service Commission or agency
cfmrsesdealing with these activities.

flow To Make Nominations
CSC nomination forms (Optional Form :17) should Iv sillmilted by
authorized agency representatives to The Director, Personnel Manage-

144



'tient Training Center, Bureau of 'Training. U.S. Civil Service Com-
mission, Washington. D.C. 21415. EN; et course dates, cost, deadline
dates for receipt or nominations. and dates for confirmation of ac-.
ceptances will be listed in indivilual annomweulents which will reach
agencies 6 weeks before the course.

Other Information
Agencies in- obtain further infornmt ion by calling 632-5036 or code
101, cNt elision 25636.

INTERVIEWING TECHNIQUES FOR ClVII, RIGHTS
INVESTIGATORS

Civil Service Commission
A 3 lay program to be held at the Seriire Commission,
1900 ..trect NM". Dates %ill hr annoum ed later.

Description
Contract Compliance officers and Title VI Investigators spend a large.
part of th:ir time in the field intrviewing contractors, program
managers, employees, program recipients, local officials, civil rights
leaders. and other persons connectevl with complaints being investi-
gated. Their reports and conclusions usually depend quite heavily
on these interviews. Productive interviews c.trr only be conducted
when the interviewer has the necessary skills and knows whom to
interview, how to interview, how to write up an interview amt what
preparations to make prior to an interview. This course. will be de-
signed to equip the civil rights investigator with these skills, By
means of lectures and role playing it will acquaint the investigator
with sources of community data necessary for background material.
with the. actual mechanics of good interviewing, and with suggested
forms for recording the interview. It will be oriented towards civil
rights investigation although much of the content will be relevant lo
other types 0 f investigat ions.

trho May Attend
The pmgrain is intended primarily for ('ontract and Title VI ('0111
pliance

How To Make Norninnttons

Nominations will be submitted by the authorized agency official to
the Director. Get.etal Management Training ('enter, V.S. Civil Serv-
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ice Commission, Washington, D.C. 20115. Deadline dates for nomina-
tions and notification of acceptance will he listed in program
announcements to be issued at a later elate.

Other Information

Additional information may be obtained by calling the General
Management Training Center at 63:2-5062. or code 101, extension
25e62.

INVESTIGATION OF COMPLAINTS OF
DISCRIMINATION

Chi! Sersice Commission
A 3-day course to he held three times a year at the Chil Seniee
Commission, 1900 E Street NW.

Description

Provides the special expertise needed in investigating discrimination
complaints, through exploration of legal and regal stony requirements,
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 %%ell as evident factors:
describes standards of adequacy of investigative reports.

Who May Attend

Employees who have significant responsibilty for investigating dis-
crimination complaints.

How To Make Nominations

CSC nomination forms (Optional Form 37) should 1w submitted by
authorized agency representatives to the Director, Personnel Manage-
ment, Training Center, Bureau of Training. U.S. Civil Service Com-
mission, Washington. D.C. 20115. Exact course dates, cost, deadlioe
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 calling (132-!636 or code
101, extension 25636.
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WORKSHOP IN EQUAL E1FLOYMENT
OPPORTUNITY F1'R CONTRACT COMPLIANCE
SPECIALISTS

Civil Service Commission
.t 5-day program to be conducted in residence. Dates vill be
.innounced later.

Description

Executive Order I 1246 requires contractors doing business with the
Eetletal (lovernment to practice equal employment opportunity. In
order that Federal contract compliance officers better understand the
spirit and intent of the order and its implications for a contractor's
personnel policies, the (Mice of Federal Contract Compliance., which
has the administrative responsibility for Executive Order 11246, and
the General Management Training ('enter have developed this t rain-
ing eurse. The training will be offered to all Contract. compliance
specialists in the appropriate agencies. The workshops will provide an
intensive training es ..:o.ience in such areas as the background of mi-
nority group employment ; official Federal policy; problem; in equal
Inployment. opportunity, techniques of problem identification and
inalyses; and skills ill conducting the compliance resiew, .1 shbsmn-
tial portion of the training will be devoted to the use of case studies
end role playing situations to provide participants with exiwriences
time approximate those most likely to IS. encountertx I in the field.

IT'ho May Attend

Phis counr is appropriate for pets,ons actively engaged in the rom-
plianoe review function of their agency. It is no! appropriate for per
sons having general EEO respcnisihilit

/low To Make Nominations

:Coomhitions sltoithl be submitted by authorized agency representa-
tiies to 'the Directo, General iburigeinent '!'raining Center, U.S.
Ci il Service ('onindosion, lVashington, 1).C. 20115 Confirmation of
ccepted nominations still be made in advance of the program.

1111P date,: for rcceilrt of nominations and confirmation of acceptance
will be listed in the program announcement to he issued at r. later date.

Other Information

.111toomcoments with mono detailed information will be sent to agen-
cies well in inlvance of the prog, um date. Emilie). informat ion play Is
cotained by calling 632ro662, or code 101, extension 2:1662,
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WORKSHOP FOR TITLE VI COMPLIANCE
OFFICERS

Civil Service Commission
A 5-day program scheduled as needed at the Civil Service Com-
mission, 1900 E Street NW.

Description

Title VI of the 1964 Civil Bights Act requires that federally issisted
programs 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 Center, in
consulation with The Department of Justice, Neill offer this course to
give compliance officers training in the techniques and procedures of
compliance review. Through the use of case study and role playing
materials, this training seeks to emphasize the identification and anal-
ysis of problems and the development of skills useful in conducting
compliance reviews. Attention is also given to the social context in
which the review takes place on the assumption that such information
is prerequisite to an effecth e 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
th:1 negotiation process.

Who Ma) Attend

Persons with a Title VI compliance. responsibility are eligible for
participation in this course. It is designed for compliance specialists
and should riot be regarded as a general civil rights training program.
Complianee 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 Yoke Nonanniions

Nominations should be submitted by authorized agency rep1e:.4nta
tires to The Directcv-, General Management. Traiumg Center, U.S.
Civil Service Commission, Washington, I).('. 241115. Confirmation of
accepted nominations will be. made in advance of the program. Dead-
line dates for receipt of nominations and Con finnat ions of acceptance
will be listed in the program announcement to be issued at a later date.
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Other Information
Announcements with more detailed information wid be sent to all
agencies well in advance of the program date. Agencies may obtain
further information from The General 3fanagementTraining- Center,
632-5662, or code 101, extension 25662,

Clerical and OfficJ Skills

BETTER OFFICE SKILLS AND SERVICE

Civil Service Commission
An 8 half-day v.orkshop conducted bimonthly at the Chit
Senior Comn l ission, Washington, D.C.

Description
Phis workshop is designed io assist the clerical employee to take a
realistic look at her job and to make her a inure efficient and effective
niemlx.r of the office team. Typical problems and activities occurring
during a normal working day are discussed. Emphasis is placed on
proper attic ales, office diplomacy, human relations, telephone tech-

niques, grammar, organization, Government retevence aids. i',nd

groon'iiig. Practical exercises, case studies, group discussion, lectmes,
and incident studies are included in the workshop.

Who May Attend
GS 2 through 4 (or the equivalent) secretaries, clerk-typists, clerk
stenognipliers and other clerical employees may lie nominated to
attend thecourse.

lime To ,Hake Nominations
.Ivithorized agency officials should submit nomination=: on Optional
form 37 (Nomination- Registration for Trninit,g) to The Comintinica
tions ;Ind Office Skills Training Center, Bureau of Training, I.S. Civil
Service 20115. You may obtain further
information by calling 632-5Giis or code Utl,extension 2361tS.

Other Info motion
'the (fist of the program %% ill be :hared by the participating agencies.
.1miouncements %%ilh more detailed information will be sent to all
agencies well in alliance of the workshop. Nomination deadline dates
will be lisic.1 in t lie announcements.
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BETTER OFFICE SKILLS AND SERVICE
INSTRUCTORS' 'ArCIRKSHOP

Civil Service Commission
A 2.week course ofru!cd twice a year i i t' Wallington, D.C.,
area.

Description

The Better Office Skills and Service Instructors' Workshop is de-
signed to prepare and assist the tritining specialist in conducting the
Civil Service Commission's Better Office Skills and Service Seminar-
Workshop. During the course, the participants will be given new con-
cepts in teaching techniques, materials and equipment. Thy.' will
have an opportunity to observe, participate and teach portion.,. of
an actiull Better Office Skills and Service class. Video tape equipment
will be used to evaluate earl. practice teaching exercise and to rapture
good and poor actual classroom situations for discussion.

Who May Attend

Employee lYvelopment Officers, Training Specialists, Adminid rat ive
Assistants, or secretaries responsible for training derical-secretarial
personnel may be nominated.

How To Make Nondnati,ns

Authorized agency should submit noinniations 011 Optional fonn 37
(Nomination.Regist ration for Training) to The ContimnicatiOlIS and
Office Skills Training Center, Bureau of Training, U.S. Civil Service
('ommission, 1Vashington, I),('. 20115. You may obtain rolditional in.
formation by calling 63..).-5608 or code 101, extension 2,ICOS.

Other Information

1 he cost of the program will be shared by the participating agencies.
Announcements 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 semnar.tiorkshop offered quarterly at the Civil Set Nice
Commission.

Description

This pract lentil is designed to give each executive secretary au oppor-
tunity to learn about new ideas that will assist her in performing her
job more eIT ec1i veI y . Slit V.I. also review techniques that are essential
in keeping up-to-date in today's Government oflice. University pro-
fessors, psychologists. Management consultants, and top GovernmPt
executives will present lectures followed by a workshop. Excit ing topics
included in the lectnreworkshop pract icum are : The Psycholoffy of
Dealing with People, The. Secretary and 1 ier Fe4lera1 and Congres-
sional Liaison Role, Decision Logic, EIttativi Office Procedures, (Mice
Communications Breakdown, Human Relations Effectiveness, and
The Assistant to the. Executive.

Irho May Attend

This course is desilated for secretaries. administrative assistants, staff
assistants. and administrative :tides GS -S and above (or the equiv-
alent ), who perform secretarial ditties and act as office managers or
principal peroonal assistants to executives.

flow To 3fake Nominations

.1 ut Itorized agency officials should submit nominations On Optional
form 31' (Nominal ion-Regist rat ion for Training) to The Communica-
tions and Office Skills Training I enter. Bureau of 'Training. 1.7.S. Civil
Service Commission, Washington. D.C. 20115. For additional informa-
tion, call 632-5605 or code 101, extension :15n0S.

Other Information

The, cost of Ilivi>rogram will be shared by the participating agencies.
Announcements with more detailed in format iqn will be sent to all
agencies well in advance of the program. Nomination deadline dr.es
will be listed rho course announcements.
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SECRETARIAL TECHNIQUES

Civil Service Commission
A 5-day course offered monthly at the Civil Service Commission,
Washington, D.C.

Description

This course is designed to analyze the duties, responsibilities, and di-
tnensions of today's Government secretary. During the workshop the
participants will exchange, present, and discU&S technical secretarial
information designed to stimulate an interest in striving toward in-
creased office efficiency, job satisfaction, and applied secretarial di-
mensions. The program will cover areas such as today's secretarial
responsibility, communications(writing, reading, listening, and
speaking)human relations, 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

Secretaries, Clerk- Stenographers, and Clerk-Typist. GS-') through
GS-7 (or the equivalent ), may be nominated for the course.

How To Make Nominations

Authorized agency officials should submit nominations on Optional
form 37 ( Nom inat ion- Registration for Training) to Th Communica
tions and Office Skills Training Center, Bureau of Training, U.S. Civil
Service Commission, Washington. D.C. 21415. You may ohlai,. addi-
tional information by calling f,:i2-11.3S or code 101, extension) ...):)('0.4.

Other Information

The cost of the workshop will be shared by the participating agencies.
Announcements 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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SHORTHAND EXCELLENCE

Civil Service Commission
A 9 halfday course offered b.'mentlily at the Civil Service
Commission, Washington, D.C.

Description

"Shorthand Excellence- is designed to increase the secretarys ability
to meet. the requirements of her Isis.s diet at ion. A review of shorthand
shortcuts and tips, business English, Government style practices, and
correspondence procedures are included Government style dictation
is given by Government bosses and the instructor. In addition, regular
timed dictation is given by the instructor. All electronic laboratory
system is used so the participant can nractice from prepared speed
tapes designed to meet her needs. Frequent transcription tests. brief
form, phrase drily. 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 employees, GS-2 and above (or the
equivalent), who can take Gregg Simplified or Diamond Jubilee
shorthand at 511 words a minute.

How To 3lake Nominations

Authorized agency officials should submit nominations 011 Optional
form (Nomination - Registration for Training) to The C'ommunica-
t ions and Office Skills Training ('enter, Bureau of Training, 1.S.
Civil Service ('onimission. Washington. D.C. 20 115. For additional
information, call 632-5COS or code 1(11, extension 25t;OS.

Other Information

The cost of the program will be shared by the participating agencies
Announcements with more detailed information will he sent to all
agencies well in advance of the program. Nomination deadline dates
will be lis.ed in the course announcement.
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Facilities and Services

PASSENGER TRAVEL CONFERENCE

General Services Administration
A 2-day course scheduled periodically in Washington, D.C., and
other centers of Federal population, or offered onsite at agency
request.

Description

This conference 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, as well as the comfort and net
effectiveness of the traveler. It also enables agenciey to evaluate the
benefits of passenger traffic management techniques applied to agency
programs including centralized travel services.

Who May Attend

This course is open to civilian agency personnel who supervise, travel
activities; approve, authorize, or arrange, travel; and formulate or
develop travel procedures.

Hole To Make Nominations

Nominations should be submitted through agency employee develop-
ment officers to the Director, Training Division (BPI), General Serv-
ices Administration, 1Vashington, 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. Srecific dates and locations 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 Administration
A ..-day course scheduled periodically at various centers of Federal
population; not offered in Washiroon,

Description

This course is designed to train participants in the skills aad tech-
niques of space planning and office layont, including: determination of
space requirements,lents, space ,155 laments, office arrangement, formulat ion
of criteria for office layout, space utilization, work flow recoil ements,
moving, and the concepts and requirements of space management.
Through the use of ledures, discussions, groiu, interactions, and
practical office layout probleins, the participants have an opportunity
to learn basic ccaicepts and exchange ideas, Approximately onebalf
the course involves practical applications during workshop 5e.:sions.
When the participants have finished the course, they should have
developed greater efficiency and expertise in the following areas:
development of space requirements, concept and execution of an offico .
layout, teniplating techniques, planning, 111(1 executing a move, and
maintaining effective space management.

Who May Attend

failagenient officials, office in:wagers, and space planning and layout
technicians of Government agencies who are responsible for <pace
management functions are eligible to attend.

lime To ;Italic Nominations

Non ii nation, slouthl be submitted through agency employee develop-
ment officers to the Director, Training Division (13PT), General
Services Administration, 11-asliington. D.C. 2010.'n using Optional
force :37 (Re.}, Nomination for Interagency Training. .1 brief
description of the nominoe% flakes should lye included i,i item 11 of
the OF 37.

Other information

No cosh to agencies Specir, dates and locations will be announced.
Agencies may obtain additional information by calling area code 202,
343 -7681, or code 183, extension 7681.
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Labor Relations

BASIC LABOR 114ANAGEMENT RELATIONS

Civil Service Commission
A 5-day program to be held periodically at the Chit Service
Commission and serious residential centers. (Note: This
course adopts some of the subject matter presently covered in
the present course, Basic Labor Management Relations. Addi-
ditional training units have been incorporated to broaden the
subject matter covered.)

Description

This course is designed to pmville broad collective bargaining training
to those Government workers with a ix-winning or support function in
labor relations. It i.v the bugle building block for the development of
personnel .teho trill be active in the field.

Who May Attend

Those personnel and labor relations specialists and general managers
with a lxwinning support job function in I. bor relations.

How To Make Nominations

Nominations should bo submitted on Optional Form :17' by authorized
agency representatives to The Director. Labor [Zebu ions Training
('enter, Bureau of Training, LS. Cis it Service t'otninission, Wash-
ington, D.C. 2011,5. Exact course dates, co t, de:: ho dates for re-
ceipt of nominations, and dates far confirmation acceitain.es will be
listed in individual course announcement which read' agencies
6 weeks before the course,

Other Information

Agencies may ol lain further information by calling t;32 -11111 code
101, extension 24410.
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CONTRACT NECO`_;IAT(ON AND
EVIPLENIENTATION

Civil Service Commission
A 5-day course tote held periodically al residential centers.

Description

This course is designed to prepare the labor relations specialist, to
handle collective negotiations and administer the agreement. Partici-
pants will be provided background on labor relations, prepare man-
vement positions, negotiate, partially draft au agreement and receive
instruct: u .s to its administration. File count emphasizes the negoti-
ating process.

fflho May Attend

'hose lai)or relations ixirsonnel or geilei-al managers who on a clay
to day basis are invol, ell in preparing, negotiating and administering
collective. bargaining contracts; and are principally responsible for
the management labol relatlons program.

Dom To Make Nominations

Nominations should be submitted on Optional Form 37 by authorized
agency representatives to the Director, Labor Relations Training
Center, Bureau of 1 raining, U.S. Civil Service Commission, Wash-
ington, D.C. 3115. Exact course dates, cost, deadline dat,,s for re-
ceipt of nominations, and dates for confirmation of acceptances will
be listed in individual course iliticnincvnient which will reach agen-
cies 6 weeks before the course.

Other information

.1genrics may obtain information by calling (13.2---- 1110 or code
lot, extension 21410.
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TIlE 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 for and conduct.
negotiations and to draft cfsntract language.. Guidance and practical
exercises will be provided in oreparing for negotiations, the use of a
"bargaining book." techniques and tactics at the bargaining tal,le
and dra fling and interpreting contract CIa uses.

Who May Attend

This course is open to all management nominees.

Uwe To Make Nominations

Nominations should be, submitted on Optional Form 31 by authorized
agency representatives to the Director, Labor Relations Training
Center. Bureau of Training. U.S. Civil Service. Commission. Wash-
ington, D.C. 20115. Ex act course dates, cost. deadline dates for receipt
of nominations, and dates for confirmation of acceptances will be listed
in individual coarse nnuotinceinent which will reach agencies 6 weeks
be fore the course.

Other Information

Agencies may obtain further information by calling 632-11111 or code
101, extension 2-1110.

LABOR RELATIONS COURSES

Civil Service Commission

The following courses are being develol-ed and will be olTercd at var-
ious times during the year:

Deleindning an Appropriate Bargaining Unit
Fact Finding cases. Preparation and Preentation of Arbitra
lion and Labor Dipute. and Their Replution
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Other Inforntation
Exact course dates, cost, deadline dates for receipt of nominations,
and dates for confirmation of acceptances will be listed in individual
course announcements which will reach agencies weeks before the
course. isoffered. For further information contact. The Labor Relations
Training Center. l T.N. Civil service Commision, Washington, D.C.
011:i. Phone 63.2-1110 or code. 101, extensimi 24 1 10.

Law Enforcement

FORENSIC ClIE)11STS TRAINING

13nreau of Narcolies and Dangerous Drugs, Department
of Just ire
Six 1,,eek programs arc scheduled to be given at the National

Institote in fi-cal 'car 1972.

Descriptir'n

'1 his s( . pol i, de-igned in increase chemist's knoxvledge of the drng
problem. npdate his methodology, improve his scientific techniques
;(ml advise him 401 the Bureau of Narcotics ann Dangerous Drugs.
:41'1 :11V :tcailnhle to 111111. The program incintles
iiestrilet ion in pharmacology, chromatograph y, and other related fields
:01(1 pract ical exurcisi in the ISM]) laboratory II here participants
are alordcil the oppoitimily to utilize the varions inst rionents avail-
able and lira( the techni(pici:, employcd

Hilo "lay Allen('

This program is designed pritnarilV foe Forensic Clicillists of State
al police ageivie:: ('Dentists Anil idler Fed-

end. agencies 11111) are eroplopid in the area of narcotics :old danger
drug. enforcement r ork in;ty aI ,o 1)14.3

flow To Make NontinationA

formsavailableat all Unreal( id Nat co. h saint Dam/mons
Drug. otlices should 11' submitted bs an ;lilt hot izca agency representa
five to the Special ision, National 'Ili:tilling Insti-
tute. Buremi of Nitro:tics and D Inge/oils In) Strci t NW..
iVashington, 1 /Al.
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Other Information

Mining costs are borne by the Bureau of Narcotics and Dangerous
Drugs. Nominating agencies will have to pay travel and subsistence
costs for attendees. Fiid]er iii!orniat ion may be obtained by calling
(202) 382-1804 or Code 128, exteiisio'i 4804,

LAW ENFORCEMENT SCHOOL

Bureau of Narcotics and Dangerous Drugs. I) parinient
of Justice
Approximately 45 programs are ,,ehedoled to he .or.diteted in
Washington, D.C. and in k, 'Owl., to be armour, f. throughout
the United States during fiscal )ear 1972.

Description

This 80-hour program offers instraction to State and local police offi-
cers in the basic techniques of narcotics and dange,anis drug investiga-
tion. The eurikidnin includes surveillance, undercover investigation,
drug identifi's'ation, field testing, pliarinac.d,gy, legal procedures,
and other techniques and investigative tools that an officer requires
to initiate and develop narcotics and dangerous drugs investigations.

Who May Attend

.]'.though this program is designed primarily for state and 'wit; 'w
11 f orce ment p rsonnell, enforecuieril personnel of other Federal

agencies niay attend.

flow To Make Nominations

1.A.Aters, of nominations or application foi ins available in all lihreati
offices should be submitted by autherizeil agency representat Ives to the
Chief, Police Training Division. National Training Institute. Bureau
of Narcotics and Dangerous Drugs. 1105 "I" Street NW.. Wash-
ington, D.C. 20537, or in regional locatio..s to the Regional Director in
the geographical area in which the nominating agrricy is located.
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Other Information

Traiaing, costs are borne by the Bureap of Narcotics and Dangerous
Drugs. Nominating agencies will have to prov:.de for the attendees
t ravel and subsistence. Further informat ion may obtained by calling
(202) :382-5031 or (lodc 128, Extension 5031.

POLICE TRAINM
Bureau of Narcotics and Dangerous Drugs, Department
of Justice
Three lO.wcek programs are present]) scheduled to be given
during fiscal year 1972 at the National Training Institute 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 and
most advanced techniques in the fields of narcotics and dangerous
drugs investigation, drug abuse prevention, and community leadership
in the area of narcotics .unl dangerous dru, law enforcement.

Who ilk,' Attend

This program is desigiucu primarily for State and local police officers;
however, military and other Federal agencies may have per-
simnel wt,o eau qualify for t his program.

Now To Make Nominations
Application forms may be obtained from the Chief, Police Training
Division, National Training lust it ute, Bureau of Narcotics and Dan
gerous Drugs, 1405 "I- Street, N.W., Washington, I).(', 20;14% These
applications are to be completed by the nonliaoes, approved by the
Chief Executive of his agency, and snlmilted to the Chief. Police
Training Division, Nat ional Training Institute.

Other Information
The I raning cost of this program will be borne by
cot ics and 1)a tigerous Drugs. Nom nat ;tgcitcies
for the travel and subsistence costs for attendees.
-onsidered on a space available basis 11,i1 e ill be su
favorable completion of a b ..kgr( )1111(. I Jim

:ion !nay be obtained by calling (202) .-2-5031
sion 50.31,
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Management Analysis

TECHNICAL ASSISTANCE WORKSHOPS
CORRESPONDENCE MANAGEMENT (2B)

General Services Administration
A 2Aayl'orkshop scheduled to meet 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 communications, how to reduce tI1VSV costs, and lioNv to pro-
vide the reader with letters that achieve clarity, lrevity pow and
empathy.

Who May Attend

Individuals who ;we responsible :tit' writing. signing, or reviewing cor-
reSj)011(ICIICO. IS 1101 as thane W110 my resiton.sii)le fur vaovspontlence
operatiNts.

Dole To 3lake Nominations
Nominations shoal(' he ubmitted through agency employee develop-
ment. officers to the 1Vorksitop Dityctor. National Archives and Rec.
ords Service (NliP), Ceperal Service:: Administration. 11'nshin tun.
D.c, 2010S, lisj,ig 014.1'441ml ron'ul 37. :Nomination fur Interagency
Training.

Other inform-Won

Specific dates and locations will lie annoimcial. nifty obtain
additional information hy calling area code '202. 96:1-11.')I or code t3,
extension 31151.

TECHNICAL ASSISTANCE WORKSHOPS
DIRECTIVES SYSTEMS IMPROVEMENT (.IA)

General Services Administration
12-day Y.ork.hop ,eheduled to meet nem. demml.

Itesrription

This workshop is desiiowxl to improv-0 the communication Of Policy.
prwedores, and insttmstions in the cle.orst, root vifretiNc manner. It
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concentrates on the areas of directives planning, organizing, writing,
illustrating, and editing. (Arrangements should be made for a Ihonr
orientation for agency executives when this workshop is conducted
on-site in it ividual agencies.)

Who May Attend

Management. officials who originate directives or manage a directive
system are eligible

How To Make Nomirwtions

Nominations should Iv submitted through agency employee. develop-
ment officers to the Workshop Director, Nat ionaI Archives and Rec-
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 he announced. Agencies may obtain
additional information by calling, area code 202, P63-4151, or code 13,
extension 34154.

TECHNICAL ASSISTANCE WORKSHOPS FILLS
IMPROVEMENT (7A)
General Services Ac linistration
A 2-day workshop scheduled to meet agency demand.

Dercription

This workshop is designed to help Government offices save time. and
money through the establishment. of effective filing systems. Partici-
pants develop solutions to problems chnulating actual filing situations.
The project follow-up ea:is for pa icipants to apply the standards
and techniques ditmsed to their own agency files.

Who May Attend

.1ny person whose duties require hini to set up m maintain files, in-
cluding clerks, .ecretaries, and the who supervise riling operations.
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How To ,Hake Nominations

Nominations should be submitted through agency employee develop-
ment officers to the Workshop Director, National Archives, and Rec-
ords Service (NRP), General Services Administration, Washington,
D.C. 20408, using Optional Form Nomination for Interagency
Training.

Other Information

Specific. dates and locations will lie announced. Agencies may obtain
additional information 1)y calling atria code fn3 ---115 I, or code 13,
extension 34154.

TECHNICAL ,1SSISTANCE WORKSHOPS FIRMS
ANALYSIS AND DESIGN (3A)

General Services Administration
A 110-day I.vorkmp scheduled To meetagency demand.

Description

This comprehensive workshop is designed for personnel who need a.
technical knowledge of forms analysis and design techniques. It shows
how to establish and operate rt forms management plygratit and ex-
plains its relationship to other records management programs. It
shows how to analyze and design forms as all efficient means of re-
cording, collecting, transmitting, and processing information. .11so
ineluded is development Of forms specifications, flow charting proce-
dures and the application of the survey approach to foons design.

Who May Attend

This shop is designed for forms analysts and trainees, forms liai-
son rt .sentatives, forms managers and other personnel who Heed a
teelin' I knowledge of forms analysis and design techniques.

llow To 31ake A'orninations

Nominations should be submitted through aireticy employee develop-
ment officers to the 'Workshop Dire( tor, National .krchives and Rec-
ords Service (Niel'), General Set-, ices Adniiiii-trat ion, Washington.
D.('. .20108, using Optional Form 3i, Nomination for Interagency
Training.
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Other Information

Specific dates and locations will be announced. Agencies may obtain
additional information by calling area (-ode 202, 963-4154, or code 13,
extension 34151.

TECHNICAL ASSISTANCE WORKSHOPS
FORMS FOR AUTOMATION (3C)
General Services Administration
A 5-day workshop scheduled to Inert _gene, &and.

Description

. 1 comprehensive workshop to 41(.01101a pa 11 it' pa lit S -.with require-
ments, specifications. and practical tec'iniques and applications for
doveloping economical and efficient forums for use in processing infor-
mation in conjunction with .1DP 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 11'otIshop (813). In ad:
dition, they should either have attended the Forms Analysis and )e-

Wol?,shop (:3A) or hive ;1 good knowledge of basic forms man-
agement principles and techniques.

How To Make Nominations

Nominations should be submitted through agency employee del clop-
fluent officers to the %Vorkshop Director, National Archives and Rec-
ords Service (NRP), General Services Administration, 'Washington.
D.C. 20408 using OptIonal Forum 37, Nomination for Interagency
Training.

Other Information

Specific dates and locations will be fultionticed. Agencies may obtain
additional information by calling area code 202, 963-404, or code
1.3, extension 31151.
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TECHNICAL ASSISTANCE WORKSHOPS
FORMS IMPROVEMENT (3B)

General Services Administration
Two 1A-day sessions scheduled to meet agency demand.

Description

This workshop covet.); the presentation and application of techniques
to improve the paperwork flow by simplifying and improving the
forms used. Effective principles for improving, simplifying, com-
bining, and elimination forms 11.), discussed and utilized. Ifitring the
course the participants redesign and simplify a heavy usage form.

Who .Hay Attend

Supervisory, administrative, professional specialists, and technicians
a re eligible.

lime To Make Nominations

Nominations should be suloolued through agency employee develop-
ment. office N to the 11'orkshop 1)i retior. Nat ional A veld yes and Records
Service ( NI)1?), General Services Administration., 11'ashington,
:2016S, nsing Opt lona' Fortn17, Nomination for Interagency Training.

Other information

Specific dates and locations will he announced. .1.gencics ina obtain
additional information by calling area code 202. 963- 1)1, or code 13.
extension 31151)

TECHNICAL ASSISTANCE WORKSHOPS
INFORMATION SYSTEMS DESIGN (510

General Services Administration
A 5-day workshop scheduled to meet agency demand.

Description
This workshop is designed lo acquaint management analysts with
methods for designing a bilge information It 411e1 ILO Iar-
i011,' Steps of systems design, identification of infoinritiw1 require-
ments, organi/Ation of data. network analsis, iHolt and ))utpot

thuds, i)repatifig sy,stems proposals and .spccitications, testing, aiol
measuring benefits. Participants firk in group; to ..0,11e the pro! lems
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of a fictional transit agency. When the workshop is conducted within
an agency, participants Nmsi der act mil problems of their agency.

Who May Attend

.)fanageinent analysts involved in designing infoonation systems.
Prior participation in the foderilizing Management Reports Work-
shop (5A) is desirable.

How To Make A'ominationt

Nominations should be submitted through agency employee develop-
ment officers to the Workshop Director, National Archives and Records
Service (NRP), General Services Administration, Washington, D.C.
20408, using Optional Form :31, Nomination for Interagency Training.

Other Information
Specific dates locations will be announced. Agencies may obtain addi-
tional information by calling area code .202, 96:3- .115t, or code 1:3, ex-
tension 34151.

TECIENICAL ASSISTANCE WORKSIIOPS
NIECIIANIZING PAPERWORK SYSTEMS (813)

General Services Administration
A 4-day to orkshop scheduled to meet agency demand.

Description

A workshop designed to help in the mechanization of paperwork sys
tents. Focus is on the use of automation, but the workshop includes :he
use of mechanical tools when automation is not justified. Part icipilits
determine how to locate potential itivas for mechanization in their own
offices and how to develop improvements.

Who May Attend

Ma nagenieut analysts, supervisors, and others who are involved in
mechanizing paperwork system.

how To Make Nominations

Nomination should be solonitted through employee development offi-
cers to the Workshop Director, National Archives and Records Ser
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ice ( General Services Administration, Washington, D.C.
2010.s, using Optional Forn 37. Nomination for Interagi .icy Training.

Other Information

Specific dates and locations «ill he announced. Agencies may obtain
additional information by calling area code 202, 963-1151, or code 13,
extension 34151.

TECHNICAL ASSISTANCE WORNSIICPS
MODERNIZING MANAGEMENT REPORTS (5.1)

General Services Administration
Five lei-clay sessions, scheduled to meet agency demand.

Description

Tlik workshop deals with the continuing need for better management
inforin:tion and reporting. It f(xmses on management infmliml ion re-
quirements; demonstrates and develote-; ways to get the right infor-
mal ion, at the right tint:, with the clearest possible communication;
and uses case histories to illustrate application of (he workshop tech-
niques. Participants, working in groups, consider real or theoretical
problems oft heir agencies.

Who May Attend

Personrel who deal with and have a need for use of management
information and reporting. titroups of four registrants from a single
agency provide the most effective groat) pattern to study i.actical
problems.

Dow To 31ake Nominations

Nominations should be submitted through agency employee develop-
ment officers to the Workshop Director, National A rchives and Records
tierrice (N1{1)), General Services ,Idminisiration, Washington. RC.
20108, using Optional Farm 37, Nomination for Interagency Tluining.

Other in formation

Specific. dates and locations will he announced. .1gencies may obtain
additional information by area code .202, 963 -1151, (u- code
13, extension
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TECHNICAL ASSISTANCE WORKSHOPS
OFFICE INFORMATION RETRIEVAL (6A)

General Services Administration
A 5-day workshop scheduled to meet agency demand.

Description
This workshop is designed to show how and under what circumstances
modern information methods and equipment may be applied to
prove dissemination, storage, and retrieval of information in various
areas of the office. P:niicipants are introduced to the tecimiques and
systems in use today and sonic 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 right system and
equipment.

Who May Attend
This workshop is designed to broaden the understanding and skills of
ingnagement analysts, systems personnel, supervisors and others who
may be directly involved in designing and installing an efficient infor-
mation retrieval srst enr.

IIotr To 31ake Nominations
Nominations should be submitted through agency employee develop-
ment officers to the Workshop Director, National Archives and Records
Service (NRP), i'.eneral Services Administration, 1Vashington, D.C.
20108, using Opt ional Voris 37, Nomination fur Interagency Training.

Other information
Specific dates and locations %%ill lie ftimounced. Agencies may obtain
additional information by calling area code 20'2, 963-41:>t, or code 13,
extension 34151.

TECHNICAL ASSISTANCE WORKSHOPS
RECORDS DISPOSITION (71))

General Services Administration
A lday 'sort shop scheduled to meet steno needs,

Description

A worl.,shop co.,cerned with the inaj a- practices, procedures, and pro-
gra .s related to elTective record dkposition. It deals u MI the opera-
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tion of an dicient records di sposit ion program, preparation of records
cont rol schninles, identificat ion of permanent records, use and f unction
,f Federal Records Centers, and the relationship of records disposition
to other records, management programs.

ho May Attend

Any person hose <Int ics include responsibility for control and disposi-
tion of records.

How To Mak" Nominations

Nominations should he aulontilted Ihrou gh agency employee develop-
ment !officers to the Il'orlishop Director, National . ['chi yes and Records
Service {NH1'). fleneral Services .1.(Iministrat ion, 'Washington, 1).C.
.20;0::, using Optional Form 37, Nominal ion for interagency Training.

Other Information

Specific dates and locations 1, ill loco announced. A.,(rencies may (pH :tin
additional informal ion hV iniiint ;II'VA C0(11' '21/2. !1113 11:11. or (.0(h,
eNten.ion 3 I Do

TECHNICAL ASSISTANCE WORKSHOPS
RECORDS M Will:NANCE AND DISPOSITION ( I 11)

General Services Administration
A 5-day orkhop schrduled (0 MCCi agruc) Irmandl.

Ileseription

This 1,orkshop is deigned to corer (oily the iriointoi;t1141, disposi-
tion subjects liated in the Records Nlailageineut NVIori(slilop t1.1). nitbt
emphasis on the following apecitio atuas of records management :
I anaging records, tiles operat loll,. .00tojeet Fee( (Ills in-
%-cntorying and scheduling, records .t(ol age !includes a loll of the
Ira.hingloh National Record, 'enter I. ital recoil, plot' I ion. mail
management, office information Tell iel Ii. conduct in_' a Ivo!): .ysteno,
!..1111.1. and the do's and 4'1 a soccesafni record pr(,gra no. it Ilan
iftIitolos ;1 (1'p-cols.-ion of the Irrincilrltr eorr,r t Jnrll,g the seek.

It ho May .4ttend
The 1,111,-11r,i, 1s ile,lgJled (1,1. TIN old diai,on 111I,T1,. 10 ,111,1, :-.111)C1-
% twomigeinent techni, 111h(.1' peronnel en1 +oJ in .r
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1

having responsibility for one or more of the fimet ions listed. (Individ-
uals should not attend both this workship and the IA Workshop).

How To Make Nominations

Nominations should be submitted through agency employ,.c develop-
ment officers I o the Workshop Director, National Archives and Records
Service (NRP). General Services Administration, Washington,
20108, using Opt ional Form 37, Nomination for Interagency Training.

Other information
S1,ecific, dates and locations will be announced. Agencies may obtain
additional information by calling area rode 202, 963-4151, or code 13,
extension 31154.

1

TECHNICAL ASSISTANCE WORKSHOPS
RECORDS MANAGEMENT (LA)

General Services Administration
A 2 -'.cck w)rkshop xcheduled periodically to meet agency dennandl,.

Description

'Phis workshop is designed to provide a hi .)ad perspective of the scope
and °hie( t ives of records to as a whole. The principal topics
analyzed through lectures and discussions are: managing records,
correspondence, directives. reports, forms, and mail: records sche(: l-
ing; records dispos;tion; oflL' machine selection and utilization:
sour m data automation; clerical work measumnent vit;i1 records
handling; information retrieval developments; conducting a total
records systems study: and the do's and lout's of an effective records
ma na gt. men t program.

Who May Attend

The workshop is desigued for records office's:. management analysts.
suervisors, and others who have a broad responsibility for manage-
ment of the ilograni areas listed. ( Individuals should not attend I rot h

workshop and the Records )laintenance and Disp(.sition 'Work-
shop (11t) .)

How To Make Nominations

Nominations should be submitted through agency employee develop-
ment officers to the Workshop Director, National Archives and Rec-



crtls Service (NRP), General Services Administration, Washington,
D.C. 2010S, nsing Optional Form 37, Nomination for Interagency
Training.

Other Information

Specific dates ;iud locations Will be announced. Agent -es may obtain
additional inforn.at ion by calling area code 202, 963-1151, or coda 13,
extension 31151.

TECHNICAL ASSISTANCE WORKSHOPS
SOURCE DATA AUTOMATION (HA)

General Services Administration
A 5-day uork.hop scheduled to meet agency demands,

lleseription

This workshop eNplores efficient inforneitlial and data input device.,
1101V they 4111' Ile ;Old Loth to evaluate their potential. Emphasis
is on the iniportance and feasibility of capturing data in machine
Language at the lint recording or at the earliest practical point in the
system.

Who ,31st' Attend

This workshop is designed to provide guidance for management ana-
lysts. systems pers.onnel. supervisors and others who are directly in-
volved in applying source data arrtonnation to hniqucs.

Now To Make Norninations

Nominations should be submitted through agency employee develop-
ment (Ayers to the 1Vorkshop Director, National Archives and Rec-
ords Sery ces (NM)), General Services .1dminist rat ion, M'ashington.
D.C. 201(8, using Optional Form :37, Nomination for Interagency
Training.

Other In formation

Specific date:: and locations will be annohnced. Agvivies may obtain
additional infoiniation by calling aura (ode ..2o-2, tiC3 11:ol. or axle 13.
extension 31151,
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TECHNICAL ASSTSTANCE WORKSHOPS
SPEEDING THE MAIL (2C)
General Services Administration
Two -day sessions scheduled to meet agency demand.

Description

This workshop deals with the handling of incoming correspondence
and the clearance of replies. Methods ,:re discussed by which shorter
in-shop time for corrvqxmdence requiring w 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 act ion mail is bandied.

Now To Make Nondnations
Nominations should b' submitted through agency employee develop-
ment officers to the Workshop Director, National Archives and Rec-
ords Service (NM'), General Services Administration, Washim.,,ton,
D.C. f!0,108, using Optional Forin 37, Nomination for Interagency
Training.

Other Information
Specific dates and locations will be announced. Agencies may obtain
additional information by calling area etxle, 202, 963-1151, or code 13,
extension :31154.

Personnel

Classification

ADVANCED POSITION CLASSIFICATION

Civil Service Commission
A .5-day cour e to be held armually at the CIO Ser. ice co:n.
mission, 1900 E Street NW.

Description

Emphasizes classification program planning and execution as in inte-
gral part of total personnel management ; stresses the role of cl is:ifica
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time in solving management problems and the resl,onsihilities of the
elaasilication staff in related programs such as position management
and job redesign; prOVid(3 inforwation about new classification con-
cepts and techniques, and evalnatioa of the classification progiato.

May Attend

Personnel !specialists, GS-9 throng!' 13 (or the equivalent)1N-it° have
performed journeyman classification work for at least one year.

How To 31ake Nominations

CS(' nomination fori is (Optional Frani 37) should he submitted by
authorizaql agency representatives to The Director, Personnel ;Ifaliage-
ment. Training Center, Bureau of Training, V.S. Civil Service Com-
mission, Washington, DP, .2011:i. Exact course dints, cost, deadline
dates fur receipt of nominations, ;Ind dates for midi Hind ion of accept-
ances will he listed in individual announcements NN hich will reach
agencies 6 weeks before the course.

Other Information

Agencies may obtain further information by calling C12--:)6:16 or ode
ltd. extension 221,636,

POSITION CLASSIFICATION AND TilE
MANAGEMENT PROCESS

C1 l Service Commission
A 5- day 'ours fuur time. a )car at the ( Scrdee Gant-
tukion, 1900 E Street NW,

Description

Strez:ceA the role of classification in total personnel niairigenicnt. Pro-
vides information and pract bee applications twoissary to develop
kills in fact finding, analysis, and evaluation of ply-ition: through

workshop and workbook activities.

ITTro ,flay .4ttend

roving in personnel inainigoinunt po,il GS through '21
(or t oink :dent ).
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How To Make Nominations

CSC nomination Forms (Optional Form 37) should be submitted by
authorized agency represent at ices to The Director, Personnel Manage-
ment Training Center, Bureau of Training,, 1T.5. 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 listekl in individual announcements which will reach
agencies 6 weeks before the course.

Of her Information

Agencies may obtain further information by calling 632-5636 or code
101, extension 25'136.

POSITION MANAGEMENT

Civil Service Commission
A 3-day course held Nice a 'ear at the Civil Service Commission,
1900 E Street NW.

Description

Establishes a systematic approach to position management. through
study of the organization, groupinf!s, and aRsionient of duties in ac-
cordance wait itective procedures and technology; affords practice
in the solution of problems of design of work. alternative organiza-
tional structures, motivation, utilization, ainI control systems; em-
phasizes the team approach (involvement of specialists in budgeting,
classification, management analysis, etc.).

Who May Attend

Personnel, budget, and management analysis r pecialists, and line
managers, who have significant. responsibilities in position manage-
ment and who have well - rounded 1-ackgroultds in their own fields.

flow To Make Nominations

CSC t?inination forms (Optional Form 37) should be sithinitted by
authorised agency representatives to The Director, Personnel Manage-
ment Training Center, Bureau of Training, U.S. Civil Service Com-
mission, Washington, D.C. 20115. Exact course dates, cost, deadline
dates for receipt of nominations, and dates for confirmation of accept-
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 632-5636 or code
101, extension 25636.

WORKSHOP IN THE JOBELEMENT EXAMINING
METHOD

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

Description

Designed to give participants the following fundamentals of the job
element method: historical background, terminology, general policy
and philosophy of the method, methodology, techniques, and proce-
dures, principles, 1111 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

Employees who have or will have responsibility for the job element
system in their agency.

How To Make Nominations

CSC nomination forms (Optional Form 37) should he submitted by
authorized agency representatives to The Director, Personnel Man-
agement Training Center, Bureau of Training, U.S. Civil Service
Commission, Washinton, D.C. 20115. Exact course dates, cost, dead-
lino dates for receipt of nominations, and dates for confirmation of
acceptances will be listed in individual announcements which will
reach agencies 6 weeks before the ewe:v.

Other Information

Agencies may obtain further information by calling 032-5630 or code,
101, extension 25036.
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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.

Description

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 teacliing methods, and behavorial science contributions to
employee development.

Who May Attend

Personnel specialists, GS-9 through 13 or the.egnivalent) who have
significant responsibilities in eniployee development and who have had
training or experience in the function.

How To Make Nominations

CSC nomination forms (Optional Form 37) should be submitted by
authorized agency representatives to the Director, Personnel Man.
agement Training Center, Bureau of Training, U.S. Civil Service
Commission, Washington, D.C. 20115. Exact course dates, cost, dead-
line dates for receipt of nominations, and dates for confirmation of
acceptances will be listed in individual announcements which will
reach agencies 6 weeks before the course.

Other information

Agencies may obtain further information by calling 63:2-5636 or code
101, extension 25636.

41,111 0 :1 13
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BASIC EMPLOYEE DEVELOPMENT

Civil Service Commission
A 5-day course to be held annually at the Civil Service Commission,
1900 E Street NW.

Descriptio.s

Provides an introduction to and basic 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

Employees in GS-5 through 9 (or the equivalent), who are beginniog
or have been selected for careers in employee development.

How To Make Nominations

CSC nomination form (Optional Form 31) should be submitted by
authorized agency representatives to the Director, Personnel Manage-
ment Training Center, Bureau of Training, U.S. Civil Service Com-
mission, Washington, D.C. 20115. Exact course date.,, cost, deadline
dates for receipt of nominations, and dates for eonfirination 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 calling 632-5636 or code
101, extension 25636.

DEMONSTRATION WORKSHOP IN ADVANCED
INSTRUCTIONAL METHODS

Civil Service Commission
A 3-day. course lobe held annually at the CI% See, ice Commksion,
1900 E Street NW.

Description

Designed to provide an malendanding and increased in the se-
lection, application and evaluation of advanced i nst nict hula I methods.
At the completion of chi., course, participants should be able to de-
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velop and conduct. sessions Using cases, incidents, role play and drama
techniques, games and other instructional methods.

Who May Attend

Persons who are employee development specialists and those respon-
sible for instructing or training others to instruct.

Now To Make Nominations

CSC nomination forms (Optional Form 31) should be submitted by
authorized agency epreseutatiVeS 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 nominations, and dates for confirmation of ac-
ceptances will he listed in individual anuomicements which will reach
agencies 0 weeks before the course.

Other Information
Agencies may obtain further information by calling 632-5630 or code.
101, extension 2.1030.

DEMONSTRATION WOLK SHOP IN VIDEOTAPE
TECHNIQUES

Civil Service Commission
A 3-day eourc to be held annually at the Chil Service Commicgion,
1900 E Street NW.

Description

Provide,; skills and knowledge in the soled ion. development and utili-
zation of videotape techniques in the learning vocess. Includes the
following topics: TV and the Learning Proces.s, rse and Misuse of
TV for Training, Principles 811(1 Techniques of Visual Pi esent at ions,
and Evaluating the 1 -se of TV in Training. Then: will also be
practical exercises to develop skills in videotape applications.

Who May .4ttend

Employee development specialists, instructors: d tech-
nicians having special interest or responsillility for applying ideo-
tape tceliniques to training.
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How To Make Nominations

CSC nomination forms (Optional Form 37) should be submitted by
authorized agency representatives to The Director. Personnel Atanag,e-
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 nominations, and dates for confirmation of ac-
ceptances will be listed in individual announcements Ivhidi will rea elt
agencies 6 weeks before the course.

Other Information

Agencies may obtain further information by calling 632-5636 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 Nom'.

Description

Covers principles, methods, and practices of instruction, including:
the psychology of learning, preparation of lesson plans, varieties of
teaching niethcxls, preparation and use of visual aids, and evaluation
of training. A "how-to-do-it" course emphasizing a series of practice
instructional sessions for each participant, with oral and written
critiques from the group and individual criticism and assistance front
'the Personnel NIanagement Training ('enterstaff.

irho May Attend

Any employee who is responsible for instructing or for training others
to instruct.

How To Make Nominations

CSC nomination form (Optional Form 37) should be submitted by
authorized agency npresciit at ics to The Dinetor, Per..-onnel Man;ii.ze-
ment Training ('enter, Bureau of Training. I *.S. Ci% it service om-
mission, ll'ashingion, D.C. 20115. Exact course dates, ost, deadline
dates for r-kript of nominations, and dates for confirmation of accept
:111c s will be listed in individual announcements which will reach
agencies 6 weckslvfere the course,
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Other Information

Agencies may obtain further information by calling. 632-563a or code
101, extension 23636.

MANAGEMENT DEVELOPMENT: PRINCIPLES AND
METHODS

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

Description

Provides employee. development officers and others with significant
management development responsibilitie:: a framework in to
plan and carry out nn nagement development programs through:
analysis of the computences required of the modern manager, defini-
tion of the role of the employee development °nicer in facilitating the
development of such competence:4. and rppraisal of significant theories
and techniques relevant to management development.

Who May Attend

Training specialists with Agnilicant responsibilities in the employee
development function and with siccific tesponsibility for manage-
Went deVC1,1)111011t in their agencies.

flow To Make Nominations

('S(' nomination forms (Optional Form 37) Amild be submitted by
authorized agency mpresenlat tO The reet or, Personnel NIanage-
nwilt Training Center, Iliircau of Training, C.:4. Civil Scrvioe Com-
mission, Washington, D.C. 20113. Exact course date, cost, deadline
data for receipt of nominations, and dates for confirmation of itceept-
ances will be listed in individual announcements ccllich will reach
agencies 6 weeks before the course.

Other Information
.1gencics may obtain fntihcr informiti,,i, by cAllihr .411;:;r1 e

lill,extcn!-ion 2:1,4110.
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PROGRAMEINSTRUCTION: APPLICATIONS FOR
GOVERNMENT TRAINING

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

Description

Orients couployee development ooflieers to the principles, methods, tech-
niques, capabilities, and lionitatic,ns of programed-instruction, through
coverage of psychological basis and eliaraeteri;tics of programed -in-
struction, dent ilicat if/11 of training needs licit can be effectively tnet
with progr ir.ed-iustructioit, yrogratung, methods and techniques,
null other related topics, Participants will have an opportunity to pre-
pare a short unit of programed-instruct ion.

Who May Attend

Employee Devel000ment 011icers and speciaoists responsil le for allocat-
ing- training resonri es.

How To Make Nominations

('S(' nomination forms 1011 ianal Form should 1s suhnoitted loy
authorized agency' representatives to The Director, Personnel Ma IL-
ag,ement ('enter, Bureau of 'Frainim C.S. Civil Service
Commission, ll'ashington, D.C. 20114'). Exact course dates, cost, dead-
line dates for receipt of nt»ninations. and slates for contirmaticm of
acceptances will be listed in intiividnal :1111101011(.111(11t will
reach agencies G weeks before the course.

Other Information

.1gencies may obtain farther inform:dim. by calling t1:12-:(131; or code
101, extension 2:J036.
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SEMINAR IN ADP FOR EMPLOYEE DEVELOPMENT
SPECIALISTS

Chi! Service Commission
A 2.day .5ctilinar to he held July 29-30,1971 and December 13-1.1,
1971 at the Civil Service Commi.....ion, 1900 E Street NW.

Description

This program is designed to assist employee development specialists
it all levels to meet the challenge posed by the aetital Or anticipated
introduction of ;flitoinatie dart processing into their zigencies. Tile
course ill include: (u) the present and future role of ADP in the
training field; (b) 1y1)011 computer applications in the management
of traiiiiiig and their re,ults in terms of efficiency ;Ind econ-
omy: (e) training required to achieve various levels' of ADP com-
petence: and available Government and non-(ioverninent resources
for training; and (d) training considerations in A DP \mrliforee
orientation ;11111 Vt111)1.0yee retraining.

Who May .01tiettri

Training officers, employee 1 leVel Op t11 S, :11111 those 110

a re 1.011C4,T11(41 with providing L.:tilling programs in the AI)P field are
eligible for nomination. Prior attendance it n itanagcnient Intro-
duet loll to ADP coarse or opiivnletit lintmledgc is recommended.

lime To Make Nominations

NominationsslmalcIlv sitiqtlitted ity milli/wit...cid agency representatives
to die Director, The .1D1' norigement Training Center, 1-.5, Civil
Service Commission, 1Vashington, oo later than one month
before coil rs;e commencement.

Other Information

The cost- of the prognini ;4101) per perms- -mill be shared Iy the pnr
ticipatig ngencies. Announcements kith more detailed information
will I. sent to all agencies. .1giiiicics limy obtain htrther information
from The AI)? Nitintlgenient Trnining ('enter, ti32--50,)0 or code 101,
ONtcnsinn 27)(;:)0.
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TRAINING TRAINERS OF LOWER-LEVEL
EMPLOYEES

Civil Service Commission
A 5-day course to he held annually at the Civil Sc ice Commission,
1900 E Street NW.

Description

1)efines and analyzes the special role and responsibility of the trainer
in desipting and conducting training, efforts to meet the policy Atjec-
t ives of the Upward .Mobility and Public Service Career's programs,
Discusses public polio objectives, principles of adult learning told
the implications for training lower-level employees. Provides skills
in the development, utilization and evaluation of various approaches
for trdr,ting lower-level employees and the counselors and supervisors
of lower-level employees.

Who May Attend

Employe() Development Officers, personnel specialists and others who
have. or anticipate having responsibiiity for the training and career
development of lover-level employees,

!low To Make Nominations

CSC nomination forms (Optional Form. 37) should he submitted by
authorized agency representat ives to The Director, Personnel Manage-
ment '1'r:titling ('enter, Bureau of Training, rti, Civil Service Com-
mission, 'Washington, D.C. 20415. Exact course dates, cost, deadline
dates for receipt of nominations, and dates for continuation of accept-
ances will be. listed in individual .inuoinicentents which will reach
agencies veeks before the course.

Other Information

Agencies may obtain further information by calling 63-5636 or
code 101, extension 25636.
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Employee Relations

ADV.NCED MOYEE RELATIONS

(1'4'11 SI.UN irr Cottlittise.ion
A coor, to be hula :tioitially at the Civil Service Cotiiriikion,
1900 E 50-c 11 N \ \'.

l)eseription
Eini)11:t.:Ixes the iole of Ow employee relations °nicer in assisting
nianagyinent ith indi% 'ulna] employee relations piobleins: discusses
communication, morale and attitude surveys, the solution of I u more
difficult human relations problems, and (lie establishment of it climate
in which such problems are minimized; provides an overview of the
labormianageinent relations progiat.

Who May Attend
Personnel specialists, GS-0 through 13 (or the equivalent), who have
had training or experience in the employee-relations function.

lime To 31ake Nominations
CSC nomination form (()plitatal Forty :17) should he submitted liy
authorized agency n(presentat lees to The Director, Personind )1iitiage-
meld "Entitling ('enter, Bureau of Training, U.S. ('ivil Service ('ont-
inisslon, 1Vashingten, 20115.. Exact course dates, cost, ileadlin
dates for receipt of nominations, and dates fm. cemlirmat ion of accept-
ances will be listed in individual announcements which will reach
agencies 6 weeks before the coal

Other InParmation
:Venir es (nay obtain further information by calling 6:-(.2-5636 or code

101, extension .25636.

ADVERSE ACTIONS
Civil Service Co ission
A 3-day covrse to be held twice a year at the Civil Service Cont.
mission, 1960 Street NW.

Descrif Lion
Provides information on tie purpose of adverse actions, historical
and leg.tl lnickground, law.(, executive orders, and regulations

adverse actions, procedural requirements, preparations of notices
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of propcxsed adverse action and notice of decision, in ri;s, of cases, cur-
rent, issues, and reduction in force.

Who May Attend
Personnel specialists, (3S-9 through 13 (or the equivalent), who pre-
pare. or review- correspondence involved in adverse actions; phut and
carry out reductions in force; prepare or review regulations; or per-
form advisory and counseling work in the subject areas concerned.

How To Make Nominations
CSC! !lamination form (Optional Form 37) should be. submitted by
;naliorized agency representatives to The Director, Personnel Alanage-
went Training Center, Bureau of Training, 1..S. Civil Service Com-
mission, Washington, D.C. 24115. Exact course dates, cost, deadline
dates; for receipt of nominations, and dates for coiLfinnation of accept-
ances will be listed in individual announcements vhich will reach
agencies 6 weeks befor.i the course,

Other Information
Agencies may obtain further information by calling 632;636 or code
101, extension 236:3'3.

BASIC EMPLOYEE RELATIONS
Civil Service Commission
A 5-day course to be held twice a .car at the Civil Service Conn
mission, 1900 F Street W.

Description

Provides basic knowledges of the employee mint ions function, w tit
emphasis ou case. of i 1 complaints, geievances, and
appeals and coverage. Of legal and regulatory requirements: includes
principles of human relations and introduction to counseling,
techniques.

117ho May Attend

Persons serving in personnel management positions, GS--5 through 9
(or the equivalent).

flow To Make Nominations
('S(' nomination form (Optional Form :3T) sho dd he snlaniited 1,w
autlior;zid agency representatives to The 1 Yirector, Personnel Manage-
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anent. Training Center, Bureau of Training, F.S. Civil Service Com-
mission, Washington, D.C. 20415. EN;ict :.ourse dates, cost, deadline
dates for receipt of nominations, and dates for contimat ion of accept-
aces will be listed in individual announcements which \rill reach
agencies 6 weeks before the course.

Other Information
Agencies may obtain further information by calling 633 -5636 or code
101, extension 25630.

PRERETIREIIENT NANNING INSTITUTE FOR
AGENCY ADVISORS

Civil Service Commission

3-day course held twice,: a year at the Civil Service Commission,
1900 E Street W.

Description
Provide; agency retirtnnent advisors with knowledges and techniques
%vlikli kill serve as a basis for developing and conducting in-house
preriitirement planning, programs, and for strengthening existing
lirograms. Covers: objectives of preretirement planning,, content. of
a comprehensive preretirement planning program. design, conduct,
and evaluation of prvretirement planning prograins, and techniques
of retirement counseling.

Who 'Way Att.end
Agency petonnel AV/10 are or Win I,e responsible foe developing. 1n-
house preret irement planning programs or for counseling individual
retirement. eligiliks,

1101c To .1/(ike Nominations
CS(' Innitinalion forms {Optional Form :17) shoonAl Ise snimtitte1

agent V ropresentativas to The I )hector. Personnel 'Alainge-
inent. Training Center, Bureau of Training, LS. Civil Service ('om-
mission, IN'asliington, 1).('. 20115. Exact course dates, cost, deadline.
dates for receipt of nominations, and dates for confirmation of accept-
ances %rill be listed in individual zintiouncetnents which %rill reach
agencies 6 weeks before. the course.

Other Information
.1gencies inar obtain further information by vaulting 632-50'36 or code
11)1, extension 2:t6:q1.

187

203



Staffing and Placement

ADVANCED STAFFING AND PLACEMENT

Civil Service Commission
.4 5-day course to be held twice a year at the Civil Service Cont.
mission, 1900 E Street NW.

Description

Reviews the subject areas comprising the staffing function, with em
phasis on current policies and concerns and on the contributions of
the behavioral sciences to the assessment of human abilities; empha-
sizes career stalling concepts and the responsibilities of staffing special-
ists in the achievement. of the agency's mission; discusses evaluation
of the stalling program.

Who May Attend

Personnel specialists, GS-9 through 13 (or the equivalent), who have
had t mining or experience ill the stalling function.

flow To Make Nominations

('SC nomination forms (Optional Font] 37) should be submitted by
antliorized agency representatives to The Director, Personnel Manage-
ment. Training Center, Bureau of Training, 1-.8. Civil Set-vice Com-
mission, Washington, D.C. 211115. Exact course dates, costs, deadline
dates for receipt of noininat ions, and dates, for confirmation of accept-
ances will be listed in individual annonncements which will reach
agencies 0 weeks before the course.

Other Information

Agencies may obtain further information by calling 632-5010 or code
101, extension 25636.
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BASIC STAFFING AND PLACEMENT

Civil Service Commission
A 5-day co rse to be held 4 times a year at the Ci.il Service
Commission.

Description

Provides an overview and basic knowledge of Federal and
placement policies and practices, including recruitment, placement.
examining., appointment, internal staffing, promotion, placement fol-
lo \cup, and program evaluation.

Who May Attend

Stalling specialists, (GS-) through 9 tot the equivalent ), and other per-
sonnel specialists as space permits,

!low To ,flake Nominations

CSC nomination forms (Optional Porn: ) should lie submitted by
authorized agency representatives to The Director, Personnel Alanage-
ment 'Training Center, Bureau of Training, 1".S. Civil Service
mission, ll'ashim.4-ton, .20-1-1. Exact course dates, cost, deadline
dates for reTipt of ittnninat ions, and dates for confirmation of accept-
ances will be listed in individual announcements which will reach
agencies 6 weeks before the course.

Other Information

Agencies may further information by calling 63:2-5(136 or code
101, extension 25636,

PERSONNEL ASSESSMENT AND SELECTION

Civil Service Commission
A 3-day course held twice a year at the Civil Serv:ee Commission,
1900 E Street W.

Description

Reviews the basic concepts in the assessment of human
stresses the uses, iidvantages, nod limitations of the several types of
personnel meastirtiment and appraisal devices, e.g., supervisory ap-
praisals, tests, vouchers, interviews, etc.: examines job analysis tech-
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piques including the job element approach, and rankii,g scheme
teehniques involving combining and weighting measurement /waits.

Who May Attend

Personnel Staffing, Specialists through 12 (or the equivalent),
and other personnel specialists whose responsibilities include staffing.

How To Make Nominations

CSC nomination forms (Optional Form 37) should be submitted by
authorized agency represent at Ives to Th, Director, Personnel Manage-
ment Training Center, Bureau of Training, U.S. Civil Service. Com-
mission, Washington, D.C. 20115. Exact course dates, cost. oleadline
dates for receipt of nominations, and dates for contirmat ion of accept-
ances will be listed in individual announcements which will leach
agencies 6 weeks before the course.

Other Information

Agencies may obtain further information by calling 632-56:16 or code
101, extension '25636.

PERSONNEL INTERVIEWING AND COUNSELING: A
BASIC COURSE

Civil Service Commission
A 4-day course held 3 times a year at the Civil Scry:ce CorinniAsion,
1900 E Street NW.

Description

Provides a bale knowledge of the Concepts and tediniques used in the
three principal categories of interviewing methods --the eniploy.lent
interview, the employe' counseling interview, and the career counsel-
ing interview (separate segments will be devoted to interviewing and
counseling the underutilized and disadvantaged). Participants, when
in practice workshop sessiods. will be assigned according to their in.

jj

dicatedspeciality,

Who ,M1fay Attend

Employees in any professional personnel specialty grades 5-11 (or the
eqdivalent), with significant interviewing. employee counseling, or
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career counseling respons'iilities. specialists aril supervisors
from other occitpat ional series vi II he ;Omit ted as space permits.

How To Make Nominations

('S(' nomination cards (Optional Form :17) should be submitted by
authorized agency representatives to the Director, Personnel lati-
agenient, Training ('enter, Bureau of Trainimr. Civil service
l'onnuission, AN'ashingt on, D.C. 2111Ei. Exact course dates, cost, dead-
line dates for receipt of nominations, nail dates for conlirinat ion of ae-
eeptaiiees v ill he liAed in individual zincionuceinent, NVI111+1 iritl reach
agenciesEiw eeks before the voucc-e.

Other Information
Agencies may obtain further information by calling 6:12---U3i1 or toile
101, extension 25(i36,

PERSONNEL MANAGEMENT FOR PERSONNEL
ASSISTANTS

Civil Service Commission
A 3-day course to be given 4 time!, a year al the Civil Service
Commission, 1900 E Street MI'.

Description

1)esigned to give 1)31,6.1.1)111h-, iiiereco-rd knowledge about the Federal
l'ersonuei System; a broach.' perspect ;mil deeper unclerstanclin,c,
of the following functional ;fleas if personnel; (I) stalling and plifte-
inent, (2) position chi ssili,ation, (:1) employee-management relations,

employee developmett, itnil (5) and increased kilo xyleil,:e of be-
im% ioral science concepts and iipplicat ion to personnel,

Who .Ha Attend

Employees (lS.-1 through S (or the equivalent who have clerical
annuni technical stipport or assistance responsibilities in any of the
personnel functional illeaS. These employees will normally be in the
(1S-21 i:1 occupation series.

Ilor, To 3Inke Nominations

CS(' nomination cards (()ptional Form :17) should be submitted liv
authorized agency representatives to 'The l)irxtor. Personnel Maui-
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agenient Training Center, linreau of Training, U.S. Civil Service
Connnission, Washingf on, D.C. 20115. Ex::et course dates, cost, dead-
line dater, for receipt of nominations, and dates for confirmation of ac-
ceptances will be listed in individual announcements which will reach
agencies 0 weeks before the course.

Other Information

Agencies may obbfiu further information by calling ff3.2-rfn:),6 Or code
101, extension 25636.

PERSOA'NEI, STAFFING ASSISTANT FUNCTION

Civil S^ twice Commission
A 3-day course held 6 times a year at the Civil Service Commission,
1900 E Street W.

Description

Provides knowledge for clerical and technical suppert personnel in the
use of the Federal Personnel Nfairial and croilifi.'iition st iii ll:11'41s in-
creases understending of specific rules, regulations, and procedures
concerned will: reccuitment examination, selecticn, find placement:
and examines various employment inter ciew ing techniques.

Who May Attend

Emp!oyees, (S-1 through GS-0 or the equivalent ), who have
clerical and/or techuieal support or assistant responsibility in the
personnel stalliog function.

How lo Hake Nominations

CS(' manilla !ion forms (Opcional Form 37) should be :submitted by
authorized iigency Iepresentatives to The Director, Personfiel Man-
agement Training renter, Bureau of Training, V.S. Civil Service
Commission, Washington, D.C. 20415. Exact course dates, cost, dead-
line dales for receipt of nominations, and dates for confirp.,it ion of
aeceptrlices will I* listed iii individual minounceincuts which will
mach ri uncles 6 weeks before the course.

Other Information

Agencies may obtain further information by calling 632-5636 or rode
101, extension 25636.
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TRAINING INSTITUTE FOR RECRUITERS

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

Description

Stresses recruiting niethods and techniques, with emphasis on recruit-
ment at colleges :mil universities. Covers the rccr.lit mg roles of the.
Cominision, agencies, and Federal recruiters; authorities for recruit-
ing and flexibilities under the merit system; determining long and
short term manpower requirements; and techniques of interviewing,

combined with practice interview sessions.

Who May Attend

This (mils(' is designed primarily for ilew Federal recruiters, who

plan to devote either part-time or full-time to recruitment, activities..

How To Make Nominations
('S(' nomination cards (Optional F01:111 37) should be submitted by
autliorizet1 agency representatives to The Director, Personnel l'ilii-

agenient Training Center, Bureau of Training, U.S. Civil Service
Commission, 11'ashiAgton, D.('. 20-11). Exact course dates, c,.st, dead-
line dates for receipt of nominations, t lid dates for confirmation of ac-
ceptances will be listed in imlividual announcements which will reach
agencies 6 N.eeks before the course.

Other Information
Agencies niay obtain further information by calling 632-563k; or code

101, extension 25036,
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Program Analysis

ACCRUAL ACCOUNTING WORKSHOP

Civil Service Commission
A 3-day in ogram offered once a quarter in Wahington. D.C., and
intermittently in major cities in United Stale's.

Description

This progrrin tt as developed in conjunction with the General .\ ccount-
ing Offici to faM1 ate the understanding, acceptance, and use of accrual
accounting systems for management .111 understanding- of
the hash. principles and concepts i.A stressed. 1Vith this ledge, a
program manager. administrator, or ;t staff officer 11 ill appreciate the
bonent; which ran is deried from an geellnd aeonuting systems, and
the advantages such systems offer to srnnld nuurigentent. (Ti 5 5es iam-
sist of lectures, group discussions, tild problem-solving. .111 exmliples
and C;IFe,,, Will he drawn from the public sNlor.

Who May .1ttenri

Nominees should I w in the middle or upper levels of management, and
hold positions -v here an understanding of financial information veil)
enhance their performance. This course is p: iiiiarily for pailicipant:1
with linancial or managerial eNpertence. II deals :argely with ,tccolint-
ing concept.; rather than prooe(11111 5. Perticipants Seel:it'll training in
11cent-A accounting. ifrii.weditres 511010(1 consider to It ernat iVe (,)111'Asti

offered by the Civil Service

co.hmr al Iluu1l'rep;elg (10,1 crowi iP9 a file day element-
ary course for participants with little or no prior knowledge of
boolikeisping or accounting.
Arrirra7 .1,-cm/0/Pig Peocotioy Polcral .lycwits--zt three-
(la). Werkshop covering those ac(..nntinr± procedures peculiar to
Government operations., for I 1105e Ivliose past accounting- ri-
Nice or training hasheen in the private sector.

'rho Nfiiiingenicnt Sciences Traiiiiihr ('enter stall may :le contacted at
(:11v:1 code 02) 632 5010, or ('ode 11)1 extension 2.) ;DO for further
information in determining die most suitable course.

!low To ,Hoke Nominations

.1utliorized agency officials should complete Soinhiation-liegii tration
for Training (Optional form :1 11 for each nominee. Nominations for
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those wishing to attend tl e. courses in Washington, D.C. should be
submitted to the nearest U.S. Civil ServIC4,, Commission Regional
Training Center,

Other Information

Detailed announcements will be published veil in advance of each
cone :4 offering. Further in Col mat ion may be, obtained hy tel
632-560,0r code 101, extension 25000,

BASIC DATA ANALYSIS

Civil Service Commission
A 3-day program concluded 4 times a year in Washington, L.C.

Description

This course is designed to (1) prepure participants for quantitatively
oriented and technical courses; (2) provide a review of basic mathe-
matics; and (3) provide an understanding of the need for quantifica-
tion ;17,i of the world of munl}ers Included in the subject matter wid
he quantification; language of sets (a port of the "new math") ; basic
algeoraic, operations; mathematical notation; ,t,-.tatior of a function;
and an introduction to mathematical models and sampling.

Who lIny .4ttend

This Course is intended for Federal, State, and local government offi-
cials who are involved in prog,ra111 Ilumal...yquen or aualysi , who need
a review of basic mathematics, and who aro considering pc ...rsu work iii
other lvittlytii. techniques F11(11 at; lllneat prograt iiiig, st;itis,ti(''., (kr

regression analysis. There ;irc no gra,0 level restrictions.

Dow To Make Notninntices

Nominations should be submitted to the Managenunt Scie,..e,., 'Frain-
IT, Center, 11(1 -au of Training, U Civil Service Cominis6ion. 1900
E Street NW., 1, ashington, D.C. 20115. Nomination- Registration for
Training forms (Optional form 37) must be completed for each
nominee.

Other Infornintion

Further inforti ation may be obtained by telephoning 032 5000, or
code 1111,mtension 25000,
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CORRELATION AND REGRESSION ANALYSIS

Civil Service Commission
1 5-day program co.)dueted 3 times a .car in Washington, D.C.

Description

This roorze is designed t) enable an amtlist o:: program inamorer to
(1) recoolize problems that can Le. analyzed by f-,n'relation and re-
gression analysis, (:2) understand 11,e. computational methods in-
volved: (3) formulated problems in correct form for solutiou; and
(I) compute solutions to formulated. problems.

Who .flay Atterul

Phis course is inteinted State, and local roveinnietil offi-
cials who are involved in 1/r0O1 till management or analy ;5 Tiiele are
no gra(1,, levd resltations. It(nt.ver, nominees, simuld 'Lave smile
1010111r(lge Of basic ulgeln a .111(1 timtlienmlicAl mil:Ilion. II the nominee
does not have this knowledge, the Civil Service t'onlini::-ion fro- ides
a Oil:cc-day review course, boric /.,terta .1 mily.,,is.

note To Mnke Nominations

Nominations should he submitted to the INIanagement SCH1A'S Train-
ing ('enter, Borenn of Training, I.:S. Civil Service Commission, 1900
E Street +1;isloing-t :20 I i7). Nominal ion-lle.Lrist rat ion for
Training forms (Optionr.l form 37) nntst be completed for each
nominee.

Other Information

Further information may be obtained by telephoning 63:2---:10w, of
code 101, extension 2.)600.

COST BENEFIT W. 1RKSROP

Civil Service Commission .

A 5-day program conducted 7 times a )ear in Washington, I?.C.
A similar program is offered in the San Fratlii,CO, SI. IAMI,
and Atlanta Chit Strvice Commissionission Region.

Description
This course is designed to provide instruction in the kisic. of 11.(),t
benefit analysis, with a maximum aniumil of pa it ici,:at ion in actual
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fl

analysis and a minimum amount of philosophy consistent frith t.nder-
standing. There will be several case exercises taking up about half
the course workshop. Topics to be covered are : the setting for analysis;
problem formulation and systems identification; it e proccs,s of analy-
sis; critiera problems and output measures; model building and tisc;
present value, discounting, and other time problems in analysis: cost
and beoelit identification, and calcidatioo; standards for reviewing
analysis; and the economics of pi.Y.ic program analysis.

Who May Attend

This con ris3 intended for Federal, State, and local government offi-
cials who are: (1) beginners in actual analcis involving cost benefit
calculations: (2) managers for whom a N.orking knowledge of the
techniques of atinlysis is important ; (3) program element man:igen-, ;
and (4) those %vile) review cost-Lenefit studies. There a,c no grade
level rostrietions: however, nominees at C15-9 and below (or the equiv-
alent; will he coms.dered on ac indiehimil basis. A special version
of tilts W-orkshop is gHen in August for new governu:en`. employees.

How To Make Nonth.ations

Nominat ions should be submitted to The Alautigement. Sciences Train -
in;2 ('enter, Iilireau of Training, V.S. Civil Sea vice. ('ointiiission, 1900
E Street. N1V.. IN'ashington, 1).('. 2011). Noniiiition-llegisi rat ion for
Training forms (Optional form Xi) must be completed for eacli
nominee.

Other Information

Further information may be obtained by telephoning (132-.'",600, or
axle 101, extension :2,-)6o0. Contact regional training institutes for
information about their programs.

COST F,STJAIATING TECIINIQUES

Civil Service Cornmist Ion
A 5-day program conducted 4 times a year in Walkington, D.C.

Description
This course is designed to enable managers to develop a good under-
standing of the techniques that are used in determining costs of future
programs. It will provide practicid methods for problem identification
and insights into the application of cost projection techniques. The
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course will also introduce the concepts and methods concerned with
identifying the true level of past, present, iful future corsts for sncli
purposes as budgets, estimates: of cost-to-complete programs, man-
posver needs, operating performance, and control of sulicont.actril
activities.

rho May Attend
This program is intended for Federal, State, and local government
officials who ;ire in positions responsible for or influencing manage-
went decisions. There are no grade level restrictions.

flow To "fake Nontri.nationts

Nominations should be submitted to The Managttment Sciences 'Iratn-
ing Centet.. Bureau of 'rt.:lining, F.S. Civil Service Commission. 1oo
E Street NW,. Washington, 1).('.::.011:), Nomination-Registration for
Training forms (()ptional form 37) must be «iiiiidetc(1 for each
nonLinee.

Oilier Information

Further information may be obi tined by telephoning (132----:".4,00, or
ode 101, extension 256(Y).

DISCOUNT RATES AND PROCEDURES

Civil Service Commission
A 1-day program conducted 3 times a .ear in Wnsliingion, D.C.
A similar prcgram is offcred in the San Francisco Civil Scrviee
Commissiou Region.

Description

This course is designed . i achieve the forum ing objectives: (1) to
explain why discounting is a rewonable approach to analyzing future
program costs and benefits; (2) to provide instruction on bow to do
it ; and (t) to guide particip; .its Enough actual practice problems
and a case study. Participants will feel competent to carry out the pro-
visions of ()trice of Iiinigeinent Budget Circular r,nd to
know \\lieu to use discounting generally in the planning, progi.aming,
rind budget ing process.
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W May Attend

This program is intended for Federal, State, and local government
officials involved in program analysis, budg-et analysis, manage ment
analysis, planning, or management of a public. program. There are 110
grade level restrictions.

How To Make Nominations

Nominations should be :ubniitted to The Management Sciences Train-
ing ('enter. Bureau of Training, Civil Service Commission,
E Street NW., Washington Nomination-Registration for
Traioing forms Optional form :i7) ii.iist Be completed for each
nominee.

Oi1u' Information

Furtherinformation may he obtained by telephoning 632-5600, or
cede, 101, extension 25(4)0. Contact. the regional training institute.
for information about this program.

ECONOMIC INVESTMENT ANALYSIS

Civil Service Commission
t 4.day course offered twice a quarter in Washington, D.C. A
:Millar program will be offered by the St. Louis and San Fran-
cisco Regional Training Institutes.

Description

This program covers the major elements involved in economic inv(st-
meat anal: sis of Department of Defense projects. Lectures, case
studies, and discussion groups cover such topics as: di:,,otilited cash
flow, vest analysis, treatment of inflation and uncertainty, decision
criteria, and preparation and presentation of economic investment
analysk. Although cases and examples are (111INVII from Defense, the
ptinciples and techniques ate appli able to all government programs
using economic analysis.

Who May Attend

Participation is open to civilian and military personnel in the middIrt
or upper levels of management, administration, or budgeting in
government.
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How To Make Nominations

Authorized agency repre:entat ivos should No:Li:nation
IZegi:tration r(), '1'raining form ; ional foil:: 3T) for each matinee
to the 11rut,Igentent Sciences Training ('enter. I -.S. ('nail Service
Conunission, \'ashington, DP. 201ro. kccepted s ill lie
confirmed in advance of each se.s:ion.

Other Inforomtion

Announcoment more detailed infolinatiou wiil lie sent to all
:Igo:Ivies well in advance Of the pingrain. hither ii.forination Itil be
obtained by calling ,trey I: le 20'2. 63.2-.'1101 or co(it 101- 2:",1.0).
('intact the rs,gonal training institutes for inftaanation on their
programs.

EDUCATIONAL PROGRAM IN SYSTEMS ANALYSIS

Civil Service Commission
rt Intl madereie year program conducted at six rnaj(I. universt-
lief the University af at Irvine, Harvard l'aiversity,
Uliversity of Maryland, Massachusetts Institute of Technology,
University of Michigan, and Stanford University.

Description

This emirs: is designed to develop ainii;.;,ts and provide systems :,.11:11-
ySIS COraiiiiity for public program analysis. A typical court-4 of stugly

inico-ecoiquilics, quantitative nothod,:, 'midi.. expenditure
theory. and operations rei-ivarch. Additional workAops and seminars
tire tittered which have spccilic sidystautiiii focus, and onportitnit
are provided to select electives front a wide variety of universit.-
olrings.

Who P Attend

1'16: rograni is Lite:vie:I for Federal. State, 1:1111 local government
oflicials, generally in grade levels GS ft through GS-13 or equivalent.
No:if:al ions should be limited to persons who are being 1101.101)01.1
to make a contrik»ition to systems 11:Elly:is in their department or
agency. Nominees generally should !lave; ( I) a bachelor's degree
au aelfredited college or university; (2) no 11eAdemic averq-re of B or
better; and (3) hay,. taken the Gradirite Record Examination, the

.klogies Tent, or the ,Winission Tent for Graduate Study in
Businiys.
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How To Make Nominations

Nomituttions should be submitted to the Nfanagement Sciences Train-
ing Center, Bureau of 'Ur:tilting, 17.S, Civil Service Commission, 1200
E Street NV'., Washington, 20115. NominAtioo.flegistrfttimi
for Training forms (Optional form 37) must be submitted for each
nominee, along with Jill college/university transcripts, MI agehe rec-
ommendat ion, and a test score. A deadline early in February usually
imposed for receipt of nominations.ions.

Other Information

Further information can be obtained front: agency training ofli 'ens:
the CSC publication "Educational Penetrate in SyAcnis Analysis,-
or the )fanagement Sciences Training Center, area code 202, C:1:2-:"M00,
or IDS code 101, extension 25600.

EFFECTIVE PLANNTNG TECHNIQUES

Civil Service Commission
A 5-day program conducted 5 times a :..car in Wasiiinctori, D.C.

Description

This course is designed to help anyone concerned with agency plan-
ning take an informed, active approach to making (tirmit decisions
NVil kb have significant erects on the agency's future. PIanners and
progiant 7,1:11/JigerS will become aware of, familiar with, and comfort-
able working with ;I few basic planning technipies. Topics to be
covered are: planning for the Federal system, the agency charter, in-
volving top management, problem formulation, forecasting, and tying
planning with budgeting and net ion.

Who May Attend

This course is intended for Federal, state, and local government fa-
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 Sciences Train-
ing Center, Bureau of Training (Mail Point 71139), U.S. Civil Service
Conunission, 1201 E Street NW., Washington, 20115. Nomina-
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tion-Ttcgisirtit ion for 'Training forms (Optional Folio 37) must be
completed for each Federal nominee. An approl Fri e letter is acceiit a-
hle for ether II --minees NV/Ii(-3,1 111111 it11.11111(' 1(1(4C;,,s.

Other information

Further' in formation may be obtained ftlephoning iirea code 2.0:2,
or Ill)S code 101,e.der -ion :25600.

EXECUTIVE WORKSHOP IN OPERATIONS
RESEARCH TECHNIQUES

Civil Service Commission

A 2-day seminar to be held tssiet, a 'car at do. Civil Ser. ire Con,
inksiov, 1900 E Street \W.

Description

'This seminar is specifically designed as a teclin'ques oriented rrogrmii
for executives already familiar with the liroail concepts of Operations

esearcht:-iysteins Analysis. It is iiileielod as a follow up program to
the course entitled Systems Analysis for Government Operations. The
major teehniyte classes to he covered are: (,o) mathemat ical program-
lug; (6) probability techniques: (r) simulation, models: and (d) net
\corking,. The. e;Is( dude vill be used extensively to explore
the, mathematical i.tatlstical calculations involved in each technique.

Who May Attend

This proj,rrain is intended for career executives. I iS 1 f and ,.bove or
equivalent.

Yore To Make Nominations

onduationK should be sulanitted to the nage,,,ent Seience=, Train-
ing "outer, Ifil.vau of Training, U.S. ('ivil Service 1900

E Strovi NW., WrAliogtoP, O.('. '21111). Nowitilltinn-lrgiqi Minn for
Training font); (Opturril form 37) /oust be completed for each
nominee.

Other Information

Detailed announcements will be published ell in ;lily:ince of each
seminar otrering. Further itttrm align may lie ohtained liy telephoning
aleit code :20.2, 032- ,-.111111 or 11)S rode 101, i.xt
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INTRODUCTION TO VALUE ANALYSIS

Civil Service Commission
A 3-day program conducted 4 times a year in Washington, D.C.

Description
This course provides an lilt /)(1101011 to the concept of valtic analysis
as applied to management systems awl social services. Valhe analysis
identities the function of a system, establishes a value for it, taut en-
deavors to provide that function at lowest cost. Course content includes
the theory of value tinalysis, where it can be applied, and the phases of
a value analysis project. Case studies are used to demonstrate value
analysis.

Who May Attend
This course is especially intended for management analysts, tubnin-
istratots:, budget. examiners. personnel specialists, industrial engineers,
supervisors of work-producing unit: and others concerned with cull-
cient and effective program management at the Federal, state tind local
let el of ,goviu nment. Nominations of personnel at OS or below tor
equivalent) must he tiecompanied by a justification for attendane.

How To Make Nominations
Nominations should be submitted to the Management Sciences Train-
ing Center (Mail Point 71139), liatvae Troining, civil service
Commission, 190n E Street NW., "Washington. D.C. ..2011:-, Nomina-
tion-Registration for Training forms (Optional hunt :17) must he
completed for each Federal nominee. .1n appropriate letter is accept-
able for other nominees which must include a billing address.

Other Infermation
Further information may be obtained by telephoning area code '202,
C32-,:600 or 11)5 code 101, exh,n '2:100.

LINEAR PROGRAMING

Chi! Service Commission
A 5-day program conducted 3 limes a year in Washington, D.C.

Description

court-, is designed to enable an analyst or program manager to
(1) recognize problems 'rit can be solved by linear programing; (2)
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understand the ideas of linear prograt dug: (ii) formulate prohl--ains
in correct form for solution: and (4) obtain solutions to prollUt
usually through the use of standard computer programs readily rvail-
ahle for all government computer S.

Who fay Attend

'fhis roll e is intended for Federal. State. and local government ()Ili-
cials who are involved in program ziti nag men, or analysis. 'Flier, are
no grade level rest/ fictions. I Lowey, r, nominees should have r,rnue
knowledge of hasie algebra and mathematical notation. If the nominee
does not have t !M. know ledge, the Civil Service Commission prpvides
a three-day review course, L'a-4,- hotel

How To MaLe Nominations

Nominations should siknitted to the Maimgement Sciences Train-
ing ('enter. Burton of Trainim-. U.S. Civil Se, vice Commission. 10011
E Street NM..., 1Vashington. 1).C. 20I10. Not:. motion-Regist ratical for
Training forms ('Optional form 3 ) most be eomplet 2c1 for each
nominee.

Other Information

Fulilier information may Le obtained by telephoning area code :202.
61:1--5000, or I DS code 101. extension .2

MANAGEMENT ANALYSIS AND REVIEW

Civil Ser% ice Commission

A 5-day program conducted 5 lieu'. a )car in Washington, D.C.

Descript: .n

This program is a basic int rodnetior to the management analysis
function. it gives the new analyst a firer foundation in the management
analysk, oyele from planning a agyinent ;ma lysisstudy to the re1.01'
and evaluation of installed management systems. Classroom experience
in management dialysis is provided to t rP part icipiut
phase case study.

Who May Attend

New inarageinent analysts, those king I rained for rilallge111031i Z111:11:'-
sis positions, supervisors and managers who deal w itli marag. !malt
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analysts, mid others interested :11 improved efficiency of management.
systems are eligible to participate. State and local government analys's
are also invited and encouraged to attend. There. are no grad: level
restrict ions.

Ilow To Make Nominations

Nominations should be submitted to the 'Management Sciences Train-
ing Center, eat of Training (Mail Point 71139), U.S. Civil Service
C0111111iSS1011, E Street. NW., Washington, 20115. Nom Mat ion-
Registration for Training forms (Optional Form 37) must be coin-
plcted for each Federal nominee. An apiwcpriate letter is accept;ible
for other nominees, which must contain a billing address.

Other Ds formation

Further information may be obtained by telephoning area colic '202.
032:)600, or IDS code 101, extension .25000.

NETWORK TECHNIQUES FOR PROJECT
MANAGEMENT

Civil Service Commission
A 3-day program conducted 4 Coneg a year in Washington, D.C.

Description
This course provides a prtrA I knowledge of the use of net workiv
techniques in the management of projects, after a brief presentation
on the theory of networking (Program Evaluation and RevieW Tech-
niques, nd ('ritical Lath Method). Topics to be covered will be the
nse of .letworks in project planning, resource. allocation, control and
the use of computers:. Case studies will supplement the lecture dericAls.

Ir'ho May Attend
This course is designed for project managers, management analysts.
program analysts, and others who are, requited to plan and administer
s'decial projects. No grade restrictions are enforced except that the
nominations of employees at GS-0 and below must lie accompanied
by a justification. Federal, state, and local employees are Agilde.

/tow To Make Nominations
Nominations should be submitted to the Management Sciences Train-
ing ('enter (Mail Point 711119), Bureau of 'Fra;Ating, E. S. Civil Ser-

205

22t



vice Commission, 1900 E Street NW., Washington. D.C. 20415. Nom i-
natio, :Registration for Training forms (Optional Form 37) must. be
completed for each Federal nominee. An appropriate letter is accept-
able for other nominees which must include a billing addres..

Other Information

Further infornuttion may be obtained by t dep. toning area code 202,
C62-50:0 or IDS Code 101, extension 2)000.

Operations Research

OPERATIONS RESEARCH ORIENTATION

Civil Service Commission
A 3-day program to be conducted in the fall 1971 and spring
1972 at the Chit Scr.ice Commission, 1900 1.: Street NAV. A
similar program is conducted by the San Francisco Civil Service
Commission Region.

Dercription

This program is designed to provide tt general overview of the classes
of techniques of an,dysis known as Operations Research /Systems
_Analysis. Emphasis will be placed upon the role of the analyst in sup-
porting management decision making through quantitative analyses.
Subjects to be discussed Nvill include: basie concept. of operations re-
search; methodology used; and principal and commonly used tech-
niques of Operations Research/Systems Analysis. Knowledgeable and
experienced practitioners front government, indust ry, and universities
will constitute the faculty for this program. At the conclusion of the.
orientation, participants should he able to: (1) appreciate :tore fully
the role of quantitative analysis as an information-1;mM: ing set of
techniques; (2) understand the major steps :311 (dyed in the applica-
tion of methods and techniques: (3) recognize more clearly the rot -,s
of individuals responsible for coati-doffing informational inputs to
management titti (4) communicate more vile( tively through an in-
creased knowledge of terminology and meanings. A followup pro-
gram, Techniques ;Id Method., of Operations Research Workshop, is
offered for those persons seeking Inure detailed underslanding of the
inathematicabstatistical elements involved.
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Who May Attend

This program is open to career Gmet-miler& employees, GS--9 and
above or egnivaleut. It is particularly- di rectod at pensons whose. prc:i-
ent, (IT projected assignments regnire a bread concodtual iedge
of operations research and related, quantitative, appro:, .

How To Make Nominations

Nominations should be submitted to the Management, Sciences Train-
ing. Center, Bitreau of Training, U.S. Civil Service Commission, 1900
E Street. NW., Washington, D.C. 20115. Nominal ion-Registration for
Training forms (Optional form :37) must be completed for each
nominee.

Other information

Further inforination may he obtained by telephoning area code 21)2,
6:32-5600, 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 'ear in Washington, D.C.
A similar program is offered in the San Fr.ncisco Civil Sewsice
Commission Region.

Description

This course is designed to achieve time essential objectives: (1) to
provide participants with a working knowledge of the structure and
functi .lint; of the Planning, Progrra..ini;ng, and Budgeting system
as set forth in Office of Management and Budget bulletins, and with
knowledge of the experience gained by agencies through efforts at im-
plementation; (2) to provide participants with a grasp of the under-
lying economic base for program budgeting and with an 7ffiden:tand-
ing of the essentials of program evaluation and planning; and (3) to
introduce participants to Fophisticated quabtitictive approaches to
management planning and control, improving their ability to cow-
tnunieate in'elligently with professional analysts.
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IT'hu May 'Wend

seminar is intended for: (.1) those directly invoolved in l'Pri
operations such ;Is progyain and budget pt(1)14., nnri (2) tilt-rig-, line and
still' -managers at upper and middle levels vlio will he using the sys-
tem as an aid to decision making. Participation is open to) Federal,
State, ;till lc al government (officials. Experience indicates, 111:-,. the
course is /111;Fc valuable for those individuals vloo have experieno'y
policy !, eel management decisions.

lime To "lake Nominations

Nominations should he submitted by authorized ageno y mpresraitil-
fives to: Afana!toinient Soienoes l'rainin;r Center, Bureau of 'Crainiiror,
U.S. Civil Service Condo 1900 E Street NW., Woishington,
20115. Nomination-l!egistration for Training forms, (Optional form
:17) nyist he submitted for each ncomineo. The residence requirement is
mandatory for all particip.aits. The Ci Service Cominissicon will
announce training locations in time for accommodation arrangv-
inents to be made.

Other infornueion

Further information may he obtained by telephoning area code 202,
(1:12-:d300, or I1).-; codo 101, extension 2:4100. Contact the regional train-
ing institutes for informatior about its program.

RANDOM SAMPLING IN GOVERNMENT
OPERATIONS

Civil Service Commission

A 3-day program offered 4 times per year at the Chi! Serlice
Cotnnthsion, Wa.Lingion, D.C.

Description

'Phis program is designed primarily to increase appreciation for prar-
tieal uses of randcm sampling in the wide variety of government opera-
tions in which examination of large masses of data would he ill insur-
mountable task and minecetssary for obtaining accurate and fell:dole
ineaniags. .11111(aigh basic stftlical methods will be covered, prior
knowledge of statistical science will not be a prerequisite for attend-
ance. Emphasis will be placed on broad understanding, ratlivi than
on detailed teelonical treatment of the subject. It trill seek to provide:
(1) familiarity with techniques: (2) appreciation for the advantages
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anti uses of random sampling; anti (3) a reflective environment in
which to (1.scuss applications of these techniques to government opera-
tions. Topical areas covered will include basic principles of sampling..
sampling as a short cut to fact finding, estimating from samples, (mil
practical government applications of random sampling techniques.

I'ho May Attend
This program is open to any career employee who in the course of as-
signed responsibilities NV011111 benefit from a familiarity wita and ap-
preciation for random sampling as 'I means for obtaining useful in-
formation. It is recianniended in particular for contract officers, man-
agement analysts, financial managers, personnel specialists, and other
procctisioll:I/S NV110 are users of statistical products.

flow To Make Nominations
NoininItiolls should be submitted to the Ifatiagement Sciences Train-
ing Center. linreau of Training. V.S. ('ivil Service Commission, 1000
1, Street \ 1 1 . , 1Vashingt on, 1).('. 2041:). Nmninati011-1Zegistration for
'I'raining forms (Optional form :37) must he completed for each
nominee.

Other Information
Announcements with Moll detailed information will he sent to all
agencies N%ell in advance of the program. Further information may
be obtained by telephoning ;trey code 202, ff32--5tion, or IDS code 101,
extensioat25600.

STATISTICAL SCIIENCIE FOR ANALYSIS

Civil Serb ice Commission
A 3-day program to be conducted two times per year at the Cisil
Sersice Commission, 19130 E Street NW.

Description

This broad survey course is designed to examine basic principles. un-
derlying logic, and practical uses of statistical science for analysis.
l'articular attention will focused on: (a) Quantification of prob-
lems; (b) probability and risk; (e) sampling; (-I) quality control;
and (e) correlation ;131(1 analysis, A combination of lecture and case
method approach will be used to relate theoty to real world

applicat 1(1115.
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Who May Attend

This program is primarily intended for newly assigned analysts, GS-9
and above, or equivalent, whose work assignment (current or antici-
pated) involves the use of statistics and who are seeking a practical
review of fundamentals.

Now To Make Nominations

Nominations should be submitted to the Management Sciences Train-
ing Center. lhireau of Training, U.S. Civil Service Commission, 1900
E Street NW., Washington, D.C. 20415. Nomination-registration fur
training for/es (Optional l'orni 37') must be completed for each
nominee.

Other Information

Furtner information may be obtained by telephoning. area code 202,
032-5600, or IDS code 101, extension 2:5000.

SYSTEMS ANALYSIS FOR GOVERNMENT
OPERATIONS

Civil Service Commission
A 3-day program conducted 10 times a year in Washington, D.C.
A similar program is offered in the San Francisco and Phila-
delphia Chi! Senice Commission regions.

Description

This course is designed to accomplish the following objectives for par-
ticipants: (1) Improve their understanding of systems analysis anti
its application; (2) enable participants to better identify agency prob-
lems susceptible to analysis; (3) improve their knowledge of the
various analytic techniques; (4) to lie able to deal effectively withques-
tions regarding both the usefulness and limitations of analysis in their
agencies; r nd (5) to acquire, sufficient background to enable partici-
pants to expand their knowledge further through outside reading.

Who May Attend

This program is intended for managers, staff professionals, adminis-
trateTs, and others who want to better understand and use systematic
approaches to the problems of their agencies or who work %% ith those
using systems analysis Attendance is limited to Federal, State, and
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local government employees at the GS-12 level and above (or the
equivalents) .

How To Make Nominations
Nominations should be submitted to the 'Management Sciences Train-
ing ('enter, Bureau of Training, 11.S. Civil Service Cmanission, non
E Street NW., 'Washington. D.C. 20415. Nomination-registration 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 (axle 101, ,xtension 2560u. Contact regional training
ins,:itutes for information about their programs.

TECHNIQUES AND METHODS OE OPERATIONS
RESEARCH WORKSHOP

Civil Service Commission
A 4-day program :o be held 4 times per sear in Washington, D.C.
The program consists of tsso 2 -day sessions to he held during 2 eon-
seeuthe :.ric..

Description

The objective of this Iwograin is to increase practical understz:Thigs
of s!teli basic operations research technitpies as inventory
replacement theory, queueing theory. simulation, co: t-benefit analysis,
linear and dinaioic programming. and guilt theory. Lectures. case
studies, group discussion. ;111(1 challenging homework assignments will
be used eNtr»sively throughout the conduct of this ivorhshop. Vpon
complet ion of the program, the participant should he :tide to (1)
recognize more readily the typo and range of operational problems
antelitil)le. to mathematical approaches: (2) understand more fully
the mathematical rules and computational logic employed by Opera-
tions Itesrarch analysts: and (3) iipprecia.e more comprehensively the
various methods itsvd for recording analyzing data in niat hemati-
cal problem solving. The pmgram is intended as a more detailed tresd-
!tient of analytic teelin;ques covered in such general pi :yams as (lie
Operations itesearelt Orientation and General Off ientation in Program
Evaluation.
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Who Mor, Attend

This program is open to Federal, State, and local government em-
ployees. It is particolarly directed at persons wllo perform or will per-
form quantitative analyses of operat ions pmb!en is for management, or
who at, responsible for the supervision of such efforts. The program
presumes familiarity with operatiolis research concepts and a technical
orientation on the par( of the participant. An understanding of basic
algebra is essential to effective participation and understanding of
practical exercises. If the nominee does nut have this knowledge. the
Civil Service Commission provides a three-day review course, Basic
Data Analysis.

lioa, To Make Netninations

Nominations should be. submitted to th. Afanagement Sciences Train-
ing Center. Bure'.0 of Training, U.S. Civil Service. Commission, 1900
E Street NW., Washington, D.C. 20-115. Nomination-Registration for
Training forms (Optional fob in :17) must be completed for each
nominee.

Other Information

Further information may be obtainel by telephoning area code 202.
632-5600, or IDS code 101, extension 2;i600.

WORKFORCE ESTIMATING

Civil Service Commission
A 3-day program conducted 8 limes a year in Watington. D.C.
A similar program is offered by the Sri Francisco and Phila-
del2hia Chi! Service Regiontt.

Description

This course discusses:: work measurement and estimating techniques
with empinisis on a statistical estitse,'-ing technique reemumended by
the Office of Management and Budget multiple regression analysis.
Participants will be mad- acquainted with various tork measuring
techniques so that those h-hill/nes best suited for their agencies can
be identified and implemented, To meet the minimum requirements of
the Office of Management and Budget, vitt icii)ants will be taught to
understand, utilize, and interpret results of regression analysis in
manpower and workload estimation, rather thou the mechanics of how
to program or set up the analytical data.
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Who May Attend

This course is intended for all litulgctinoi, administrati-e, and man-
agement prsonnel involved in tigettey liadget. estimation, preparation,
analysis, or justification. Them :ire 110 grade level ostrictiews and
participation is open to all iii'ederal. State. and local government °Ili-
eitls. Participants are e..i,pectou to 1:e acquainted with basis statistical
techniques, but need not he stat ist

lime To Make l'onittations

Nominations 5110111(1 be submitted to the Management. Sciences Train-
Center, Bureau of Training, U.S. Civil Service Commission, 19:10

1 Street NW., Washington, D.('. 20-4111. Nomination-leogisl ratio]. for
'Training forms (Optional form 37) must be completed for each
nominee,

Other Information

Further informatiou may. he obtained by telephoning ama C0110 .'i12,
(i3:2:1(11)11, 01 11)S code 101. extension i2:.,(100. Contact ri,gional training
institutes for information about. their programs.

Supply

Procdrement and Lontracting

CONTRACTING BY FORMAI, ,ADVERTISING

General Services Adrninislration
5-da, program, :win-doled periodically ire Arlington, Va., and

in other cenizrs or Fericral population.

Iteseription

11a5ic (1overninent procurement iatt providN that all contracts for
property and services, with certain stated eNeeptious, be made by
formal advertising. This course, Federal agencies to: (1)
l'roonre personal property and liolipersol,,,L:, rvi es (inclu(ling von-
Mialetion) lay 1154' of the formal adleitising nstliod. (2) standardize
formal advortising procedures, (3) improve relationships between
contracting offices told contractors, and (1) ,,,tiqtly with legal and
regulatory requirctneits. 'Ile course is based pi inutrily on Federal
l'rocureinent ltegrulations (FP1{), \\Thiel( are generally compatible
with the .puled Services Procurement Ptigul itions (,151'1t).
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topic to he covered are Preparation of invitation-prescribed and op-
tional forms and "tailoring.- the invitation. publicizing the invi-
tationmailing, public tlisiay, newspaper advertising. and Depart-
ment of Commerce synopsis,: subniission of loidsresponsiveness, late
bids, rejections, and mistakes; awarding tho comractresponsible
prospective contractor, discounts, equal low bids, and progressive
awards.
Case studies and discussion will focus attention on recurring prob-
lems and furnish assistance in preventing or resolving such problems.
Special emphasis will be devoted to situations involving late. bids, re-
sponsivenessofbidsandntistakesinbids.

Who May Attend

This eon rSe is designed for Federal employees in procurement posi-
tions or in training for procurement positions. Personnel who have
tak,a, the GSA coarse in Small Phrchases will find that this conrse
will broaden their procurement. skills. Participation is open to em-
ployces in grades GS-7 and above, or equivalent.

How T Hake Nominations

Nominations should be submitted through agency. employee develop-
ment- officers to the Director, Training Division (liPT), General Ser-
vices Administnttion, Washington, D.C. 20105, using Optional form
37 (Bev.), Nomination for Interagency 'fraining. A brief description
of the nominee's duties should be included in item 11 of the OF 37.

Other Information

No co:t to agencies. Specific dates and locations will be annonnceo.
Ag,em ies may obtain additional information by calling area code 202,
313-7681, Or code 183, extension 76S1.

CONTRACT LIAISON FOR THE SCIENTIST AND
ENGINEER

Civil Service Commission
A 3-day program offered as needed at tl.e Civil Service Commis.
pion, BOO E Street NW.

Description

Substrntial controversies measuring into multimillion dollars yearly
result from an inad'squate knowledge of go 1TrIllnent p men rement proc-
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csses which itt turn result in a lack of adeonate coordination among
scientists, their contracting- officers and tlie contractors. This program
is designed to :ilium- the seient fists or engineer who is responsible fol the
technical irlspocts of a contract to better communicate \vitit his organi-
zation's contracting officer through improved understanding of con-
tracts and contracting. Topics to be (liczi:=,-4,(-1 include: procurement
responsillility :ttni zulthority as it pertains to Lots and implementa-
tions, the contracting officer and his representative., the iwiuc ipal of
agene.-;util the technical role. "Flit procinement proces which includost
progt am planning and funding ant:.orities: the request for proposal
scope of work purposes, content. and impact ) and miscellaneous

matters of concern such as comp: tition is sole source, evaluation of
proposal, aiqmovai and determinations requitvd, and the character-
istics of a contract the award mid on-going process including to . lini-
cal snrveillance and cooDlination, technical nail nalrninisttatitc
changes, allowable co-t and limitation thereof, rights in technical
data, and a folhnv-on plan.

Who May Attend

'Phis seminar is open to all scientits.etigincer. mid scient die ;vintinis-
trators interested in improving their contracting knowledge.

flow To Make Nominations

Nominations are to he sill orit ted hr authorized a,eiley represent at ives
no later than 3 truck:: befort the liegining glide for ea h pogra n tut
1)irector. Science and Enginverillg Training, Civil Service ('onl-
inissiolt. 241415.

Oilier information

Agencies may obtain furl her information hy salting or cork
101, eNtension 2.7,002,
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EDITORIAL PLANNING FOR PRINTING
PRODUCTION

Government Printing Office

Two 8-day programs to be held from October 18 to November 11,
1971, and March 20 to April 13, 1972, at the GO ernment Printing
Office, 732 North Capitol Street (at H), NW.

Descripion

Lecture; covering planning, copy preparation. scheduling, print ing
processes, type, use, select ion and use of art and p',.ot ()graphs, electronic
photocomposition, printing procurement procedures, and sale and dis-
tribution of government publications. A guided tour of the typesetting
and the printing production divisions of t he Printing Office is included.

Who May Attend

Federal writers and editors, or administrators associated with these
fields, and those who prepare specifications for use in requisitioning
printing front the Government Printing Office, or who are required
to work with the Government Printing ()nice as de' artment or agency
procurement officers.

How To Make Nominations

A letter or Civil Service. Optional Form 37 should be submitted by au-
thorized agency representatives to the Superintendent of Typography
and DeAgil, lloont 8:29, 1..S. government Printing ()(lice, Washing-
ton, D.C. 20101, by October 1. 1971, ,ind March :3, 1972, respectively.
Applications should include the following information : Nominee's
name, position title and brief description of duties, grade level, and
department or bureau : and the telephone numb.,,r of the person to he
notified of acceptance. This notice will be given approximately one
week prior to the start of each program. Nominees will be accepted in
the order in which they are received.

Other Info,-mation

No cost to agencies. It is expected that those registering will partici-
pate in all eight sessions. Limited classroom capacity will restrict each
of the two attending groups to 05 persons. Fortlier information may
be obtained by calling 202-511-33:19 or code 149 extension :339.
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EFFECTIVE ADMINISTRATION OF THE CONTRACT
FOR MARGINALLY PUNCHED CONTINUOUS FORMS

U.S. Government Priming Office
.4 program held in January on 3 successive days from 9 a.m.
to 4 p.m. at the U.S. Government Printing Office, 732 North
Capitol Street (at 11) NW., Washington, D.C. 20401.

Description

The class will study the Cont ract for Marginally Punched Continuous
Forms and will cover such topics as: (0.) Who must a.ul who may use
the contract : (b) Which orders fit the cfint ract ; (c) How to use GPO
form 1026a (d) flow to place orders; (v) Planning within printing,
limitations; (f) General do's and &nil's: Training techniques will

include lectures, quest on and answer periods, and workshop problems.

Who May Attend

The course is comIncted for authorized personnel engaged in the prep-
aration of specifications, pricing. a:11 Julien/1,3mM of forms under
the Contract for Marginally. Punched Mucus Forms.

How To Make Nominations
Nom inat ions should lie submitted by ant hori zed agency represeill at Ives,

by letter, to Mi.. ,James F. 1 folloran, ing Mana:er, Printing Pro-
Clanllient Department,Lent, Room C-883, U.S. Government Printing Office,
Washington, RC, 20101. Applications should include the following
information : Department or bureau, name, title, and grade level. The
telephone number of the person to be notified of acceptance is also
requested. Nominees will lie accepted in the order in which they are
received. Notification by telephone as to acceptance and specific dates
will be made at least 2 weeks prior to t he start of each course.

Other Information
There is no cost to agencies. Each class will be limited to about 45
persons. Further in formation may be obtained by calling the Superin-
tendent, Conm,?rcial Printing Specifications Division, Telephone:
Area Code 202, 51143351 (Government dial code 149), extension ;151.
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GOVERNMENT CONTRACT ADMINISTRATION

General Services Administraticn
A 5-day course scheduled periodically in Arlington, Va., and oilier
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 Cie oc.mrrence of situations during performance
hich may lead to claims by the contractor, protecting the public
interest by prompt and fair settlement of problems which arise during
performance, determining whether increased costs of contract per-
formance should lie borne.. 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 contractur and the
Government assume uncle] the standard form Government contract;
the major events which may occur during contract performance, such
as changes. changed conditions, changes in Government-furnished
property, delays, defective specifications, and inspection problems;
techniques for pricing the "equitable adjustment"; methods for proc-
es,sing findings, determinations, and appeals under the Disputes
Clause; distinctions between claims tinder the contact and claims for
breach of contract ; techniques for obtaining compliance with contract
delivery schedules; default clause. procedures, difficulties encountered
in cost reimbursement or payment of contractors; and post-perform-
ance aspects of contract administration, such as enforcement of war-
ranty provisions, product hability, or examination of contractor's
records.

Who May Attend

This course is designed for procurement officers, coot ractiog. officers,
contract administrators, and other personnel involled in Ilvt pr.)cure
meat, preparation, and administration of Federal cont racts. Participa-
tion is open to employees in grades GS-9 and above, or equivalent.

How To Make Nominations

Nominations should be suit/flitted through agency employee develop-
ment officers to the Director, Training Division (BPT), General Serv-
ices Administration, Washington, D.C. 20105, 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.
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Other Information
No cost to agencies. Specific dates Ind locations will bc antionm ed.
Agencies may obtain additional information by galling area code :2()2.,
313----7681, or code 183, extension 7631.

GOVERNMENT CONTRACT NEGOTIATIONS

General Services Administration
A 5.day course scheduled periodically in Arlington, Va., and other
centers of Federal poptdation.

Description

This colirse is intended to give procurement personnel an opportunity
to expand their knov ledge and exclumge ideas in the field of emit ract
negotiation. It Is based prinia..ily on Federal Procurement Hp iiIi
tions (FI'Rt, and supplements the courses "Contracting Br Formal
Advertising- and "Goveriuncnt Contract Administration.- Major
topic:: covered are: i'r(xuren)lit planang, inetluxls of pro:aireinent,
techniques and prweduics in negotiation, evaluation of proposals,
conduct of the negotiation, and technical is.sb-tance in conducting the
negotiation. ('as' studies and discussion focus :Want on oa recurring
problems and furuish assistance in preventing or resoh iiig such prob-
lenis. Special emphasis is devoted to situations involving Immo fac-

tors in ne;rotiation, negotiation techniques, price and cost anadvsi,,

whoinistvative pole, legal requirellRaits, ;and contract award and
administration.

Who May .1,!en-1

This course is designed for p-ocareinflut (slicers, contracting: officers,
contract lafininistrators, and other per:onnrp engaged in the prox.Ilre-
I lent, p-eparation, and administrat ion of Federal contracts. Po at iei-

!oat ion is open to employees in grades GS,-"a and ar equivalent.

lion, To 3lake Nominaticns
Nominations should be submitted through agency employee develop-
ment officers to the Director, Training Division (13PT), General Serv-
icns .1diniaistration, 81'a.allingtom D.C..2.110.1, using Optional Form
:IT (Rev.), Nomination for Interagency Training. A brief description
of the nomIliee's duties should be ilichuled in item 11 of the OF :37.
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Oth'r information

No cost to agencies. Specific slates and locations will be announced.
Agencies may obtain additional information by calling area code 202,
3-13-7681, or code 183, extension 7681.

PROCUREMENT CONTRACTING AND POLICY
General Services Administration
A 4-day course tonducted 4 times a year in Washington, D.C.
and selected centers of Federal population.

Description

This program is designed to assist. Federal agencies in: 1)e.-eloping
more economical and eITectite. purchasing and contracting practices,
includ:ng contract administration a termination; obtaining better
understanding and acceptance of laws, regulations, policies, and pro-
cedures govmling Federal proem-Anent, on the part of both Federal
procurement officials and businessmen; and developing new T-
proaches and solutions to unique procurement problems. It emphasizes
the legal and regulatory aspects of procurement and their application
to practical situations. Attention is given not o,.ly to existing rides,
but to reasons for such rules, and alternntves which have been con-
sidered. Each of the following major subject-matter areas are dis-
cussed: Development and principles of procurement statutes; types of
contracts; advertising and bidding procedures; negotiation of con-
tracts; economic. Iolicy requirements (small Imsiness, labor surplus,
equal employment opportunities); reporting of rxisill dnti-trust
violations; publicizing procireinent actions; contract nistration
clauses (disputes, defaults, suspension of worl-, equito djustment,
changes, inspection and accept tilce, ; taxes, bonds l insurance:
debarment ; contract fin Faxing, audit, and cost princip , and contract.
termination.

Who May Attend

This coarse is designed for Federal personnel concerned with pro-
curement in any of its asper.tssuch as purchase, fiscal, legal, and en-
gineering. Patticipation is open to personnel in grades Cs-12 and
above, or equivalent. Especially wonqualified candidates at GS -1!
will be considered if space is available and a waiver is requested by
their agencies Commissioned officers of the military set-vices arc
el:giblo and will be, acupted on the same priority basis as other
none inecs.
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How To Make Nominations

Nonina/ ions should be submitted through agency employee develop-
ment officers to the Director, Training Division (m-r), General Serv-
ices Administration, Washington, D.C. 24105, using Optional form 37
(Rev.), Nomination for Interagency Training. : brief description of
the nJiainee's duties shoti!cl be included in item i I of the OF 37.

Other Information
No cost to agencies. Scheduled elates and locations will be announced.
Aj.rviivies mug- obtain additional infoi mat ion by calling area code 202,
313-765I, or code 183, extension 7651.

PUBLIC UTILITIES SERVICE PROCUREMENT

General Services Administration
A 3-day aemirar Rchccluled periodically in WaAiington, D.C. and
other centers of Federal population.

Description

Phis seirinac is designed to give management and tee' Meal guidance
to Federal agencies ill their pfocurement of electric, gas, steam, wader,

and sewer services. It treats the specialized areas of utilities Froctire-
!cent as we II as some applicA ions of the services, and is intended to
sapplement basic training or experiene::..

Major discussion topics are: lfegulations, policies, and procedures of
civilian and inilitai :,. agencies for puldic procurement and
management; the al t, te,imiclues, responsibilities, and steps in nego-
tiation of utilities contracts; characteristies of effective administra-
tion of utilities contracts; periodic review of suitability find sufficiency
vi contracts and yerformance: responsibilities and gaidelines for elec-

tric and gas rate selection. mud application; utilities costs cutting by

applying proven methods and creative ideas in procnrc nient and utili-
zation; and planned development of the internal capability of Fed-
eral agencies to handle specialize:el ut it it ies problems.

Who Attend

This seminar is open to procurement officers, eont rae tin., officers, con-
tract administrators, and other personnel engaged in public, utilities
service procurement. Participation is limited to employees in grades
GS-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
noncommissioned officer, of the military services.

How To Make Nominations

Nomination should be submitted through agency employee develop-
ment officers to the Director, Training ivisiou (BPT), General Ser.
vit'es Administration, Washington, DA 20405, using Optional form
37 (Rey.), 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. S1QCific dates aul locations will be announced.
Agencies may obtain additional information by calling area code 202,
3 1346S 1 , or code I 83, extension 7681.

SMALL PURCHASES

General Services Administration
A 5-6.. .-rurse scheduled pr,iodleally in Arlir ,ton, Va., and other
centers of .'-dcral pop-alatior

Description

The adrninistrative 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 encourage Federal agencies to reduce costs
through the use of : (1) Improved methods for making small pur-
chases; (2) careful analysis of each requirement ; and (3) utilization
of appropriate simplified int rcli ase techniques.

The course is based primarily on Federal Proonrement Regulations
(FPR), with reference to the Armed Services Procurement Regula-
tions (ASPR) when appropriate. It includes lecthe-discussions and
case studies, and ,mphazies the application of the following author-
ized small purchase techniques: Blanket purchase, arrangements,
imprest funds, pu rchase order forms (SF 44 and 147), oral purchases.
and unpriced purchase orders. The following related topics are also
covered: Preliminary purchase conditions, soliciation of quotations,
limitations, and vendor and inhouse relationships.
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irho ;Va, Attend
The course is designed for till Federal etliploy.es cmgaged in small
purchases and related nroeinemeitt operations, or in training for as-

signment in the procurement field.

Moto To Make Nominations

Nominations should be subniiIted through agency employee develoi

nient officers to the Director, Training Division th.,nerai Serv-

ices Administration, Wftsitington, D.J.'. 20116, using Optional fun n

:31- (Rev.). Nomination for Interagency Training. A brief description
of the 111.1nineeis duties should be included iru item 11 of the OF 37.

Other Information
No curt to I.L!.encies. Specific dates tilid locations will lie atmount.cd.
Agencies may obtain additional information by calling ftron code :202,

31:346St , or code 183, extension 1681.

Storage and Inventory

ECONOMIC ORDER QUANTITY TECHNIQUES

General Services Adminiscralion
A 3-day course scheduled periodically in Arlington, Va., and other

centers of Federal population.

Description

This course is designed to 1, .ist agencies in complying the re-

qiiirentents of the Federal Pruned:. Nfintitgemort Regulations
(FPII{) pertaining to inventory tuarigenient, and will enable
agencies to amply modern inventory methods in their supply systems.

The course focuses on a detailed presentation of tuliniques employed
in implementing Economic Order (ilantity (1.:)Q) pritroiples and
practices to enable each participant to effect practical appliation in
his agency. Among the topics to Ire discussed are: Criteria for stork
age, measures of supply effectiveness, mechanics of the inventory
control system, predicting and foro.tisting demand. exponential
smoothing, safety stock, et.ortomie purchase quantity, 111(1 low-dollar

value control techniques.
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Who Hay Attend

The course is designed prihiarily for management and operating
supply personnel whose duties require a baSiC knowledge of economic
order quantity techniques. Nominees for this course iiimt have taken
the course. "Inventory Control of Supplies and INIaterials." EOQ
techniques involve the application of mathematics to inventory nnur-
ugeureut some of the inventory management decisions have liven
red,-.eed to formult,s, sonic very simple. These formulas are discussed
and applied in the course.: and it is desirable, therefore, that nominees
have a knowledge of high school mathematics.

How To "lake Nominations

Nominations should be submitted through ageney employee develop-
ment officers to the Director, Training Division own, General
Services Administration, Washington, D.C. 20-10.), rising Optional
form 37 (Rev.), Nomination for Intermgency Training. A brief de-
scription f the nominee's ditties should be included ill item 11 of the
OF 37.

Other Information

No cost to agencies. Additio.ial information may be obtained by, call-
ing area code 02, 313-7681, or code. 183, extension 7681.

INVENTORY CONTROL OF SUPPLIES AND
MATERIALS

General Services Administration
A 2-day eoure Feheduled periodical!, in Arlington, Va., and other
cemers of Federal populatioo.

Description

This course is designed to assist t ge licies in anticipating inventory
needs and avoiding overstocking or funning out of stock. It aids in
the establishment ant maintenance of a satisfactory balance of cus-
tomer service, inventory management :nal emit iol, and operating crests.
Through lectures, practice exec, ises. and discussion. the course st res:-es
principles, techniques, iind guidelines under the following topics: Re-
quirements determination, storage Criteria, stock levels, when to order,
reviewing for excess, and basic A1)1' a pplicat ion:4.
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Who May Attend

The course is primarily for operating personnel responsible for main-
taining inventories of supplies and materials. Special cot sideration
will be given to personnel from agencies maintaining storerooms that
serve consumers. SuperviSON and managers interested in reviewing
the basic elements of inventory management are eligible to atteml.
Management and openitinp, oflicifCS Who plan to take the 3-day course
"Econoinic Order Quantity Technik,.ies- Which :ollows are romi red to
take this basic course.

Now To Make Nominations

Nominations should be submitted through agency employee develop-
ment. officers to the Director, Training Division (BM), General Serv-
ices Administration, IVashington, 11-105. using Optional form
37 (Rev.), Nomination for Interagency Training.. brief descrip-
tion of the nominee's duties should be included in item 11 of the OF

Other Information

No cost to agencies. Agencies may obtain additimial information by
calling area code 2112, 3-13-768 1.or rode 183, extension 768 1.

STORAGE AND MATERIALS HANDLING

General Services Administration
A 5-day course telleduled periodically in Arlington, Va.

Description

The purpose of this course is to assist Federal agencies in : Utilizing
storage facilities by better planning and laym.t of space to accommo
date materials essential to mission; employing equipment to assure
smooth flow of materials in and out of inventory; and irliieving opti-
mum use of manpower, equipment, and facilities involved in storage
operations. The course will develop a knowledge of current ware-
housing principles, ndhods, and techniques, and relate their applica-
tion to the Maintenance or improvement of operations. It Will provide
opportunity for participants to discuss and solve problems railing
to Space types and requirements computations, planning space lay-
outs and storage plans, materials handling eqUipment, storage loca-
tions and locator systems, safety and protec.ion of personnel, ancl
warehousing management.
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!Cho May Attend

Ti o coorse is intended for Federal employees at the operating level
and the first level of supervision. Management resound who seek a
review of storage and inaterial handling principles, methods, ;old
techniques, and employees in training- for imisitions in this field are
eligible to attend.

How To !flake Nominations

Nominations should ho submitted through agency employee. develop-
ment °dicers to the Director, Training Division RFT), General Serv-
ices Administration, Washington, D.C. 20105, using Optional form
37 (Rev.), Nomination for Interagency Training. A brief descrip-
tion of the nominee's duties should he included in iteni 11 of the OF 3i.

Other Information
No cost to agencies. Additional information may lie obtained by call-
ing area code 202, 313-7681, or code 183, extension 7GS.1.

Transportation

CARRIER SELECTIONFREIGHT CLASSIFICATION

General Services Administration
A bday course scheduled periodically in Washington, D.C.. and
other centers of Federal populri a.

Description

This course is designed to assist Federal agencies in the selection of
commercial carriers for the domestic transportation of Government.
property by providing criteria for linking judicious routing deci-
sions, and assisting agencies in describing Government property on
transportation documents to obtain the most economical freight. rates.
Topics to be discussed are: Use of classification publications, how to
describe freight, modes of transportation, how to route 0,-o-eminent
freight, and equitable distribution of tonnage.

,May Attend

This course is open to any Federal employee whose full or part-time
duties involve freglit transportation functions. Employee.; rusponsi-
ble for issuing and processing Government bills of lading nisi, are
eligible to attend.
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How To Make Nominations
Nominations should ho submitted through agency employee develop-
ment officers to the Director, Tra ining Division (131Y1'), general Sere-
ices Administration, Washington, DA'. 20-105, using Optional form
37 (Hey.), Nomination for 1nterag,ency Training. A brief descrip-
tion of the nominee's duties should 1 included in item 11 of the OF 37.

Other information
No cost to agencie3. Specific dates and locations will he announced.
Agencies may obtain additi011:11 information by calling area cotle 20:2,
3.1327681, or code 183, exter.si on 7681.

FREIGHT LOSS AND DAMAGE CLAIMS

General Services Administration
A 1-day course sehechtled periodically in 'Washington, D.C., and
other centers of Federal population, or offered onsite at agency
request.

Description

This course is designed to a -.;sic1 Federal agencies in tie processing of
claims against carriers for loss and damage to Goveiinnent property
during shipm, nt, and in taking pre' autionary steps to prevent loss and
damage totter shipments. The following topics are highlighted; Pre
vention of loss and damage; liability of shipper and carrier: con-
signee's eertit;r.ate of delivery; report of loss, damage, or shrinkage
and measure of loss and Haulage; end step-by-step claims procedures.

Who May ,411end

This course is open to all Federal employees resporsible for the han-
dling and processing of loss end damage claims. It is also open to em-
ployees concerned with the shipping and recei, lug of Government.
property in safe condition.

!low To Make Nominations

Nominations should be submitted through agency employee develop
merit offices to the Director, Training Division ( RFT), General Serv-
ices .1dr nistration, 11'ashington, D.C. 20105, using Optional form
37 ( Her.), Nomination for Interagency Training. A brief deserip-
'km of the nominee's duties should Is included in item 11 of the OF 37.
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Other Information

No cost to agencies. Specific dates and locations will be announced.
Agencies may obtain additional information by calling area code 202,
343-76131, or code 183, extension 7681.

FREIGHT RATES AND TARIFFS

G. ^al Services AdininiF:ration
A ...day course s,:" .duled periodically in Washington, D.C., and
other ..enters of Federal population.

Description

The course is designed to broaden the transportation and traffic
nu,nagemeut capabilities of Federal agencies by : Exploring the bene-
fits to be derived front proper application of rates, routings, and other
f.ranspoitation data iu carrier's tariffs; reviewing the pricing struc-
ture of the transportation carriers of the United Stales: and providing
information and guidance regarding the availability and use of GSN's
tariff library facilities in obtaining more economical transportation
services. Discimsion will include: Freight rates, carrier tariffs; rate
lendA.s, to the Government ; accessorial services, specialized services;
rar.sif arrangements; and regulatory provisions.

Who May Attend

con,,, is open to Lohninistrative, supervist ry, and operations p.,r-
sonnel whose fn!;- or part -dune duties involve freight transportation
activities.

!low To ,M1 lake Norninolions

Nominations should be submitted through agency employee develop-
ment officers to the Director, Training Division (111'1'), Goland Ser -

ices Administration, Washington, '2010,'), using Optional form
3777 (Her.), NominatlYi for Ihteragency Training. A brief descrip-
tion of the nominee's dutie:.should be included in item 11 of the OF 37.

Other Information

No co.t to agencies. Specific dates aryl locations. will ;it, announced.
Agencies may obtain additional information by calling area code 202.
313-7C,S1, or code 182, extension 7081.
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GOVERNMENT BILLS OF LADING AND COMMON
SHIPPING FAULTS

General Services Administration
A 1-day seminar scheduled periodically in Washington, D.C., and
other centers of Federal population.

Description

This seminar is designed to improve tlr. quality of shipping documen-
tation by Federal agencies, thereby eliminating many of the discrep-
ancies encountered by the General Accounting Office in their post au-
dits. Approved bill of lading procedures are discussed in detail and
the most common trouble spots identified. Questions and open discus-
sion am encountered. The GSA I la ndix)ok "I low to Prepare and. Proc-
ess Government Bills of TAding" provides ready reference to
the subject matter and it is suggested that participants bring their
copies to the seminar.

Time is allowed for general discussion on any topic pertaining to the
movement of Government property. Participants are urged to take
part in th;:, exchange of information and ideas. Specific questions
;requiring reference to the GSA tariff library may be submitted to the
course instructor and data be furnished in writin from the ICS
GSA staff.

Who May Attend

This seminar is open to administrative, supervisory, 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 relate to the subject matter may also
attend.

Dow To Make Nominations

Nominations should bo submitted through agency employee develop-
ment officers to the Director, Training Division own, General Sery
ices Administration, Washington, D.C. 20105, 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.
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Other Information

No cost to agencies. Specific dflteF; and locations will be announced.
Agencies may obtain additional information by calling area code 202,
313-7681, or code 183, extension 7681.

MODERN TRAFFIC TECHNIQUES

General Services Administration
A 3day course scheduled as needed in Washington, D.C., and
other centers of Federal population.

Description

This course is designed to broads : the l-rac,sportat ion and traflk man-
agement capabilities of Federal agencies by : Integrating procuremen' ,
supply distribution, and financial aspects into a. unified iransi)ortation
resource; updating agency procedures in the transportation of Gov-
ernment property ; and exploring basic and advanced methods of t magic
management for future as well as present vplicat ion.

Who May Attend

Civilian agency tersonnel in grades GS-11 and above, or equivalent,
having administrative or supervisory responsilility over supply, pro-
curement, storage, and distribution activities involving, t ranspo,iation
and traffic management, are eligible to attend.

How To Make Nominations

Nominations should be submitted through agency employee develop-
ment officers to the Director, Training Division (111)T), General Serv-
ices Administration, Washington,on, DS', 2010), using Optional form 37
(Rev.), Nomination for Interagency Training. A brief description
of the nominee's duties should be included iu iteln 11 of the OF-37.

Other Information

No cost to agencies. Additional information may be obtained by call-
ing area rode 202, 3134681, or code 183, extension 7681.
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OCEAN TRANSrOtITATION

General Services Administration
A 1-day course scheduled as needed in Washington, D.C., and
other centers of Federal population.

Description

This course is designed to increase effectiveness and economy in the
international procurement and transportation programs of Federal
agencies by presenting and discussing means of : Coordinating pro-
curement functions more closely with those of transportation; pro-
moting a broader understanding of ocean transportation procedures;
investigating costs via all modes, or combinations of model, of trans-
portation; and providing for the most effective terms of delivery in
contracts. Topics to he discussed include: The materials procurement
stage; the preliminary :-?yipping stage ; transportation to port, the port
activity stage; expl .11 pments; import shipments ; cross trades ship-
ments; steamship con f r aces; foreign freight forwarder; and ship
chartering.

Who May Attend

Administrative, super,. -ry, and operations personnel whose duties
involve the pro.orernent and transportation of materials for delivery
to overseas destinat .1, are eligible to attend.

Dow To Make No), inations

Nominations shou'al be submited through agency employee develop-
ment officers to the Director, Training Division (lil'T), General Ser-
vices Administration, Washington, D.C. 20403, using Optional form
37 (Rev.), NominAt for Interagency Training. A brief description
of the nominee's hit ies should be included in item 11 of the OF 37.

Other Information

No cost to agencies. .', i ional information may be obtained by calling
area code 202, 313 it or code 183, extension 7681.
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PREPARING AND PROCESSING THE GOVERNMENT
TRANSPORTATION REQUEST

General Services Administration
A 1-day sentinarbsorkshop scheduled periodically in Washington,
D.C., and other centers of Federal population.

Description

This seminar/workshop has been designed to assist zigency personnel
in the development and improvement of government transportation re-
quest Drocedures. The course will include discussions and workshop
activities on the preparation and processing of the transportation re-
quest in passenger transportation procurement.

Who May Attend

This course is open to agency personnel %rho: (1) participate in travel
arrangements; (2) desire a refresher course or an introduction to
travel procedures; or (3) want to krmulate or develop better
procedures.

How To Make Nominations

Nominations should be submitted through agency employee develop-
ment oflicirs to the Director, Training Division (I3pT), General Serv-
ices Administration, Washington, D.C. 20105, using Optional Form
37, Nomination for Interagency Training. A brief description of the
nominees duties should be included in item 11 of the OF-37.

Other Information

No cost to agencies. Specific ch,.tes and locatiGns will be announced.
Agencies may obtain further inform:It ion by calling area code 20-2.
343-7681, or code 1S3, extension 7681.

SHIPPING HOUSEHOLD GOODS

General Services Administration
A 1-day course scheduled periodic olly in Washington, P.C., and
other centers of Federal population.

Description

This program is designed to assist Federal agencies in ; Ohtniniur more
advantageous rates for shipping household goods: 'providing authoi-
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tative information about what alternatives are available, and what
allowances are authorized for employees being transferred; aiding
employees in the selection of carriers; safeguarding employees from
unnecessary costs in shipping household goods; and providing guid-
ance for employees in preparing for movement of household goods.
Among the topics to be discussed are: The "commute?, nite" system
versus the use of Government bills of lading, carrier rafts and serv-
ices, entitlements of individuals, C01111/10/1 problem areas, and ques-
tions and answers in GSA's pamphlet "Shipping Tour Household
Goods."

Who May Attend

This course is open to administrative, fiscal, and transportation person-
nel whose duties involve the movement of employees households goods.

How To Make Nominations

Nominations should be. submitted through agency employee develop-
ment officers to the Directoi, Training Division (liPT), General
Services Administration, Washington, D.C. 20405, using Optional form
37 (Hey.), 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 information by calling area code 202,
313-7681, or code 183, extension 7681.

TRANSPORTATION ASSISTANCE TO
PROCUREMENT OFFICERS

General Services Administration
A 1-day course scheduled periodically in WosLington, D.C., and
other centers of Federal population.

Description

This course is designed to ass' 4. Federal agencies in coordinating
procurement and transportation operations thmugh impro,ed a ppl lea-
t ion of tragic, management techniques at all stages of the procurement
cycle, and in achieving greater economy and effectiveness in agency
procureiner!, 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 traffic management techniques. Topics to be covered are:
Transportability of commodities to be procured, freight classification
of procured items, packaging and protection specifications, FOli
origin vs. FOB destination, guaranteed shipping weights and cubes.
carload/truckload cc. less load lots, loading and handling at origin,
consignee receiving facilities, use of transit privileges, freight rates
in bid evaluation, and overseas transactions.

Who 3iay Attend

This course is open to civilian agency persounel, regardless of grade,
who are concerned with the relationship between procurement and
transportation of Government prwrty. This includes employees with
duties in procurement involving transportation cost consideration, as
well as employees ill traffic management related to procurement.

How To Make Nominations

Nominations should be submitted through agency employee develop-
ment officers to the J/irector, Trainio.g Division ( ITT). General Serv-
ices Administration, Washington, D.('. 1'105, using Optioniii form
37 (Rev.), Nomination for interagency 'Iraining. A brief description
of the nominee's duties siruld be included in item 11 of tit( OF 37.

Other information

No cost to agencies. Specific dates and locations w ill be announced.
Agencies may obtain further infmmation by callilg area code .21e.
333-76S): or code 183, extension 71381.
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GENERAL PURPOSE TRAINING

Communications

Speaking

EFFECTIVE BRIEFING TECHNIQUES

Civil Service Commission
A 5-ch cou-se to be offered monthly at the Civil Service Cont-

i missies., Washington, D.C.

Description

This course is designed for individuals who give cral reports. Through
video 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-
mnicate, how to avoid communication problems, how to prepare and
deliver briefings, how to analyze the audience, and how to prepare
visual aids.

Who May Attend
Those employees, GS-12, and above (or equivalent), who brief higher
level officials, colleagues, or subordinates may be nominated for this
course.

How To Make Nominations
Authorized agency officials should submit nominations on Optional
Form 37 (Nomination-Registration for Training) to the Communica-
tions and Office Skills Training Center, Bureau of Training, U.S.
Civil Service Commission, Washington, D.C. 20115. You may obtain
further information by calling 632-5603 or code 101, extension 25603.

Other Information
The cost of the course will be shared by the participating agencies.
Announcements with more (Hailed information will be sent to all
agencies well in advance of the course. Xominatit n deadline dates will
be listed in the announcements.
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WORKSHOP IN EFFECTIVE ENGLISH

Civil Service Commission
A program of ten u -day sessions to be offered once a month at
the Civil Service Commission, Washington, D.C.

Description

The purpose of this coarse 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 grammatical errors
in correspondence and in speech, to improve. unclear sentences and to
correct improper punctnat'on. The participant should also be ahle
to use Government reference to solve grammar problems. Because. the
course is designed to be practical, each participant is asked to analyze
the grammatical aspects of his own office correspondence and to bring
in office grammar problems. In addition, frequent homework assign-
nietits are given to force class work.

Who May Attend

Workshop in Effective English is designed primarily for stenogra-
phers and secretaries (recommen-ltd grade and above or equiva-
lent). However, it is a suitable. rout for any other Government em-
ployee. who writes or reviews correspondence and feels the !iced for a
refresher course in grammar.

How To Make Nominations

Authorized agency officials should submit nominations on Optional
Form 37 (Nomination-Registration for Training) to the Communica-
Cons nod Office Skills Training Center, Bureau of Training, 17.S.
Civil Service Commission, Washington, D.C. 20115. You nay obtain
1(1(litional information by calling 632-5608 or code 101, extension
25608.

Other Information

the cost of the workshop will be shared by the participating agencies.
Announcements with more detailed information will be sent to all
agencies well in advance cf the program. Nomination deadline dates
will be listed in the announcements.
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Writing

EFFECTIVE LETTERWRITING FOR MANAGEMENT

Civil Service Commission
A program of six %.day sessions to be given at the Civil Service
Commission, Washington, D.C.

Description

This workshcp is designed to aid managers who either write or review
lett?rs by : (1) Explaining and illustrating effective principles for
writing Government letters; (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 above (or equivalent), may be nomi-
nated for this course.

licto To Make Nominations

Authorized agency officials should submit nominations on Optional
Form 37 (Nomination-Registration for Training) to the Communi-
cations and Office Skills Training Center, Bureau of Training, U.S.
Civil Service Commission, Washington, D.C. 20415, You may obtain
further information by calling 632-5G0S or code 101, extension 25008.

Other Information

The cast of the program will be shared by the participating agencies.
Announcements 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.

TECHNICAL ASSISTANCE WORKSHOPS
FORM AND GUIDE LETTERS (2A)
General Services Administration
Three 4's -day sessions, scheduled to meet Pi. ncy demand.

Descripam
This workshop is designed to inqi ro-e producCvity, reduce costs, and

achieve simplicity and standard'4ation in the preparation of repetitive
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correspondence. Demonstrations and simulated problems highlight
the development of a predesigned reply system vhich includes both
guide (pattern) letters and form letters.

Who May Attend

Individuals ha ing responsibility for operations where letter writing
represents a significant portion of the total workload.

Now To Make Nominations

Non inatiotis should be submitted through agency employee develop-
ment officers to the Workshop Director, National Archives and Records
Service (NRP), General Services Administ intim', Washington, D.C.
t?,0408, using Optional Form 37, Nomination for interagency Training.

Other Inlormaticat

Specific dates and locations will be announced. Agencies may obtain
additional information by calling area code 2o2, 963-1154 or code 13,
extension 31154.

TECHNICAL ASSISTANCE WORKSHOPS
110W TO IMPROVE WRITTEN INSTRUCT"' (-ill)

General Services Administration
A 2day workshop, scheduled to meet agency demand.

Description

'Ibis workshop stresses the planning needed to produce effective in-
structions. The cost of creating written instructions that are easily un-
derstood and that are effective in producing the desired results in
analyzed. The participants spend considerable tune in applying the
principles and techniques presented to actual and potential situations
requiring written instructions.

Who May Attend
All persons who wri,e, review, or approve written instructions are
eligible.

flow To 3fake Nominations
Nominations should be submitted through agency cinploev demlop-
ment officers to the 1Vorkshop Director, National Archk es and Rec-
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ords Service ( N RP) , General Services A dm i nistrat;on , Washington,
D.C. 20405, using Optional Form 37, Nomination for Interagency
Training,

Other Injoirnation

Specific dates and locations will be announced. Agencies may obtain
additional information by calling area code 202,963-4154, or code 13,
extension 34154.

LEGAL WRITING WORKSHOP
Civil Service CGnimission
Two 3-day workshops to be conducted at the Chil Sertice Com
mission on D2cember 7-9, 1971 and April 18-20, 1972.

Description

This course organizes and presents the principles and techniques for
efficient and effective legal writing. It aims at helping the Government
attorney develop a systematic approach to the efficient writing of ef-
fective onin;ons. These opinions may be contained in a letter, a brief,
a legal memorandum, a formal argument, or a formal decision. The
course is built around actual situations, which participants develop
into opinions, 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 class approach calls for learning
by doing.

Who May Attend

Participation will be open to government employees having a degree
in law who write or edit legal opinions, memorandum, briefs and other
legal or quasi-legal documents.

flow To Make Norninniions

Nominations should be submitted to the Director, General Manage-
ment Training ('enter, U.S. Civil Service Commission, Washington,
D.C. 20115, by authorized agency officials. Confirmation of accepted
nom)iations will be made in advance of thn program. Deadline dates
for receipt of nominations and confirmation of acceptance will be
listed in the program announcement to lie issued at a later date.
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Other Information

Anitolmccinc!lis with more detailed information mill be sent to all
agent ies. Agencies may obtain further infonuation from the General
Management Training Center, I132----:)602, or code JOE, extension -.2-,ffi;2.

REPORT WRITING WORKSHOP

Civil Service Commission
Mcco on Tuesday and Thursda's for 4 weeks. Full-day sessions
are held on the first and last days of the course; !2-day sessions
are held on all other days. The course will be given periodically
at the Civil Service Commission, Washington, D.C.

Description

This workshop is designed to improve the quality of Government re
ports by helping writers to produce clear, logical, readable reports.
After taking the workshop, participants should: (1) Have an under-
standing of the principles of effective report writing; (2) know how
to apply these principles to their own reports; (3) be ible to edit and
review reports in terms of these principles.

Who May Attend

Those employees, GS--7 through GS-E2, (or equivalent), who write or
review reports may be ominated for this course.

How To Make Nominations

Antliorizeki agency officials should submit nominations on Optional
Form Si (Nominal ion-Itegist ration for Training) to the Communica-
tions and Office Skills Training Center, Bureau of Training, U.S.
Civil Service Commission, Washington, D.C. 211115, You may obtain
further information by calling 632---a08 or code 101, extension 25608.

Other Information

The cost of the program will be shared by the participating agencies.
Announcements with more detailed information will be sent to all
agencies well in advance of the program. Nomiration deadlihe dates
will be listed in the annouhcements,
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WRITING EFFECTIVE LETTERS

Civil Service Commission
A discussiomworkshop of eight q-day sessions to he offered at
the Civil Service Commission, Washington, D.C.

Description

This course is designed to aid letterwriters by (1) stressin the value
of effective letters to the reader. the writer, and agencies of Federal
State and local governments: (2) pointing out principles of effective

writing: (3) giving participants practice in applying these principles;

and (4) enabling participants to diagnose their own writing. Partici-
pants are asked to submit copies of their own work for discussion.

W'ho May Attend

Those writers, GS---7 through GS-12 (or equivalent), who have signifi-

cant responsibility for writing letters may be nominated for this

workshop.

How To Make Nominations
Authorized agency representa ivies should submit nominations 011

Optional Form 37 (Nomination Reg stration for Training) to the
Communications and Office. Skills Training ('enter, Buren' of Train-
ing, U.S. Civil Service Ccrim.ission, Washington. D.C. 20115. You

may obtain further in fort': .Aion by calling 63.2-508 or tale 101
extension. 2560S.

Other Information
The cost of the Ivorksliop will be shared loy the participating agencies.
Announcements 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.

419,711 I 11 It
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WRITING REGULATIONS AND PROCEDURES FOR
PUBLIC UNDERSTANDING

Civil Service Commission
A 3-day workshop to be held et the Civil Service C.ozninission,
Washington, D.C.

Description

This workshop presents a shoin, approach to the writing and
approval of regulations, piocedures, directiv(s, manuals, interpretive
letters and other types of instructional or informational material.
Participants, working individually and in small groups, will actually
apply this system to typical regulations, procedures, and similar ma-
terials. Specific objectives include reviewing and evaluatilfz existing
standards for writing regulations and procedures: defining the ,th-
ence for specific regulations and procedures: determining the most
useful structure and format for this material: shov-ing participants
the basic principles for wrhing this material: and applyi..ig these
principles to practi( writing and editing.

Who May Attend

Employees. GS-9 and :dove (or equivalent) who are responsible for
the writing or reviewing of regulations, procedures, directives and
manuals, as well as those responsible for interpreting rules. regulations
and laws to the public ate eligible to attend this course.

lime To Make Nominations

Antlintized agency officials should S111 mit nominations on Optional
Form :VT (Nomination-Registration for Training) to the Communica-
tions and Office Skills Training ('enter, Bureau of Training I ..S.
Service (.(uninission, Washington, D.C. 201 1:i. You may obtain further
information by eallit g 63.2-.7tGOS, or code 101, extension 5tfoS.

Other Information

The cost of the workshop will be shared by the participating agencies.
Announceinen's with more detailed infornipt ion 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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Safety and Emergency-Preparedness

DEFENSIVE DRIVING TECHNIQUES

Geveral Services Administration
A 2-day course scheduled periodically- at various locations
throughout the 50 States.

Description

This I( -hour course is designed to assist Federal agencies in discharg-
ing their responsibilities under the President's program of accident
reduction. It emphasizes the principle that all accidents are. caused,
and that the driver's way of thinking is an important factor in produc-
ing accide' '-, Correct decisions in driving, braking techniques, stop-
ping distal , reaction time elements, drivers' attitudes. mid night
driving hazards will be covered. This training is intended to motivate
each driver to utilize defensive driving- techniques, which will aid in
the attainment of the longest tenure of accident-free. vehicle operation.

Who May Attend

Any Federal opnat or of Government-owned or leased vehicles.

How To Make Nominations

Nominations should be submitted to the appropriate GSA regional
office using Optional form 37 (Rev.), Nomination for Interagency
Laining, at least 10 days prior to the. beginning dzte of the course.

Other Information

No cost to agencies. Specific dates and locations will he announced.
Agencies may obtain additional information by calling area code 20.2,
343-7681, or code 1S3, extension 7681.

MEDICAL SELIELP TRAINING PROGRAM
D.C. Health Services Administration

Description

The Medical Self-Help Training Program is designed to teach you
what to do in an emergency when the services of a physician Or allied
health personnel are not available. Sixteen hours of class are required
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to complete the course. The suhSects included are as follows: Radio-
active Fallout and Shelter, I fealthful Living is Emergencies, Artifi-
cial Respiration, Bleeding and Bandaging, Shock, Burns, Fractures
and Splinting, Transportation of the Sic k and Injured, Nursing Care
of the Sick and Injured, Infant and Child Caro and Emergency Child-
birth. In addition to lectures by trained instructors, teehnicolor Minn
films and slides, the course includes practical demonstrations. Upon
successful completion of this course, a certificate be zovarded.

Who May At:end

All Federal and District employees Ina:. be nominated for this course
regardless of grade, agency or position.

How To Make Nominations

('SC nomination cards should bs submitted by authorized agency
representatives to the Chief, Training Section, D.C. Health Services
Administration, Washington, D.C. :20001.

Other information

The course is open to all without charge. Further information may be
obtained by calling 629-2100 or code 137, extension :221iri.

PROFESSIONS DISASTER TRAINING SEMINAR
D.C. Health Services Administration

Description

The ProfessionF, I)isaster Training Seminar has been arranged for
persons With significant medical responsibilities for maintaining the
health of the community during time of disaster. The seminar will in-
clude sessions dealing with :

Community Health Preparedness:Ind I)/ inning
Hospital Disaster Planning
Medical Teamwork and Triage at the Disaster Site
Emergency Communications
Mass Feeding

Developed as a part of the continuing program of the Division of
I lealth Mobilization, D.C. Department of Public I lexlIb. the seminar
i8 cosponsored by Washington area medical, dental, nursing. pharnia-
centical, dietetic, and veterinary medical societ its, Is well as the Hos-
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pital Council of the National Capital Area, Inc., ae.d th2, Health
Facilities Planning Council for Metropolitan Washulgto,t, D.C.

Who May Attend

All Federal and Distri,t employees may be nominated for this course
regardless of grade, agency or posit ion

How To Make Nominations

CSC nomination cards should be submitted by authorized agency
representatives to the Chief, Training Section, Health Services Ad.
ministration, Washington, D.C. 20001.

Other Information
The course is open to all without charge. Further information may be
obtained by calling 629-2100 or code 131, extension 2100.
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LIMITED INTERAGENCY TRAINING

Agriculture, Agricultural Research Service

Tho following programs were designed primarily for Agricultural
Research Service employees. Applicants front other agencies will be
accepted on a space-available basis. For information about these pro-
grams, please call or write: Mt. John Gore, Chief, Employee Develop-
ment Branch, Personnel Division, Federal Center Building, Hyatts-
ville, Md. '207S2 ; :101-38S-S:223, IDS Code 111-8223.

Orientation Training for Secretarial and Clerical Employees
Secretarial Training Course
English Grammar Review I and lI
Supervisory Development Program
Supervisory Training Course, Phase I ar,d II
Motivation and Productivity
Defensive Driving
Career Servic:! and Performance Eveltlation Workshop
Effective Listening
Civil Rights Training Program

Agriculture, Forest Service

These programs are designed primarily for Forest. Service employees
located in the Southern Region. I lowever, appl ants from other agen-
cies will be accepted on a space-available basis. For information about
these, programs, please write or call Training Branch, Division of Per-
sonnel Management, U.S, Forest. Service, Room 812, 17:20 Peachtree
Road, N.W. Atlanta, Ga. NW.). Phone 101-52G-3711.

Oral Communications
Labor-Management and Emplo3ee Relations

Agriculture, Office of the Inspector General

These programs are presented primarily for Mice of the Inspector
General employer:, However, applicants from other agencies will be
accepted on n spar' -available basis. Fol. infomtialioll shunt these pro-
grams, please call or write: David. A. Pike, Training Director, Othce
of the Inspector General, U.S. Department of Agricultuiv, Wash-
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ington, D.C. 20250; 202-388-5677, IDS Code 111-5677, extension
85677.

Combined Orienta,ion (or Auditor and Special Agent New-Hires

Agriculture, Office of Personnel

These programs are designed primarily for U.S. Department of Agri-
culture employees. dollar er, applicants front other agencies 11111 be ac-
cepted on a space-available basis. For information about these
programs, please call or write.: Dr. John 11

. Kizler, Acting Chief,
Employee 1k yelopment, Safety and Welfare Division, Office of Per-
sonnel, 1T.S. Department of Agriculture, Washington, D.C. 20230;
202-388-6977, IDS Code 111-6977.

Seminars in Executive Development (SED)
Seminars in Middle Management (SIMM)
Kepner-Tregoe Problem Solving and Decision Making (K-T)

Air Force

These programs are designed primarily for Air Force employees.
I toweve applicants from other agencies will lx accepted on a space-
a callable basis. For information on these programs, please en]] or
write: Dr. Henry J. Duel, Field Programs Division, Directorate of
Civilian Personnel, HQ USAF, Forrestal Building, Room Oil 230,
Washington, D.C. 20314; 202-623-:r283, IDS ('ode 11-5285, extension
35285.

Training Specialist, Advanced
Classification and Wage Administration, Basic
Personnel Officer Course, Civilian
Classification and Wage Administration, Advanced
Placement and Emplo)ee-Management Relations Cuurse. Adlanced

Army, Harry Diamond Laboratories

This contFc is designed primarily for seientifi. employees of the Army.
lowever, applieftlits front other agencies will I pc accepted opt a space-

available basis. For information about this program, please call or
Write : John lilundon, Cltief, Training and Development Branch,

Personnel Office, larty Diamond 1,r1.oratores, Washington,
D.C. 20138. Phone (202) 806-6779, or code 183-977'd.
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Army, Ilearlquart:?rs, Army Materiel Command

These programs are designed primarily for Army employees. "favorer,
applicants from other agencies will be accepted on a space-uvailahle

basis For information about these programs, please contact Mr.

Reading Black, Chief, Training and Development Section, ffeadquar-

ters Civilian Personnel Oaice, Phone 697-0341, or code 11-70311.

Calculus
Algebra Refresher
Introduction to Statistical Analysis
Engineering Reliability
Personnel Management for Managers

Army, Walter Reed Army Medical Center

These programs a re. designed primarily for Army employees However,

applicants from other agencies will be accepted on a space-available

basis. For information about these programs, please call or write:

Miss Elizabeth Monmonier, Chief, Training and Development Section,
Civilian Personnel Branch, Walter Heed Army Medical Center, Wash-

ington, D.C. 20012. Phone: Area Code 202,576-2193, or code. 19S-2193.

Middle Managsrnent Workshops
Retirement Planning
Basic Supervisory Development

Commerce, Domestic and International Business

The first program is designed for Department of Commerce. employees.

The other tno programs a,c primarily for selected employees in the
Departments of Commerce and State. Applicants from other agencies,

however, will be. accepted on a space available basis. For information
about these programs, please call or write: Mr. David F. Sullivan,

Chief, Employee Development. Branch, Personnel Division, Office of

Administration, DIB, 14th and Constitution Avenue, NW., Washing.

ton, D.C. 20230; 202-976-5074, IDS ('ode 169-5074, extension 65074.

Pre-Retirement Planning Seminar
Seminar on International Trade Expansion
Review of Economic & Commercial Specialist Functions

Commerce, Maritime Administration

These courses are designed primarily for employees in the Maritime
Administration. However, applicants from other agencies will he
accepted on a space-available basis. For information about those pro-

grams, please call or write: Mr. E. C. Joseph, Chief, Div ision of Ern-
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ployee Development, Office of Personnel, P.S. Maritime Administra-
tion, Washington, D.C. 20235. Phone : 202-967-2686 or code 189-263(3.

Supervisory Leadership, MarAD Effective
Supervision, Introduction to
Supervision and Group Performance

Commerce, Office of Personnel

This course is designed primarily for Department 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 Officer.
Employee Development Division, Office of Personnel, Department of
Commerce, Washington, D.C. 20230. Phone: 202-967-3731, Code 189_.
3731.

Managerial Course

Commerce, Patent Office

These programs are designed primarily for Patent Office employees.
Ifowever, applicants from other agencies will be ac cepted 011 a space-
available basis. For information about these programs, please call
or write : Mr. Willis llokans, or Mr. Robert Ernst, Employee Develop-
ment Division, Office of Personnel, Patent Office, Washington, D.C.
20231. Phone: 202-967 -3132, Code 161-3432.

Effective Supervision and Performance
Patent Examining Initial Training
Reading Improvement

Defense Supply Agency

These programs are designed primarily for DSA employees. llowever,
applicants from other agencies will be accepted on a space-available
basis. For information about thre programs, please call or write: Mr.
Philip C. Strang. Chief, Employee Development Branch, Civilian
Personnel Division, Defense Supply Agency Administrative Support
Center, Cameron Station, Alexandria, Va. Phone: :202-694-7193, Code
11-7493.
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Advanced Effective Listening
Dictation for Managers
Labor Management Relations for Supervisors
Supervisor's Role in EEO

ENVIRONMENTAL PROTECTION AGENCY

Air Pollution Control Office

Courses conducted by the Institute for Air Pollution Training, Air
Pollution Control Office (APCO), are designed primarily for State,
local :Ind regional air pollution control personnel, APCO State As-

signees and other air pollution control personnel. Applicants from
other agencies will be accepted on no space-available basis.

Institute for Air Pollution Training courses are presented at Research

Triangle. Park, N.C. and the following seven areas: New York Metro-
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 courses and their locations, please call

or write: Registrar, Institute for Air Pollution Training, Office of
Manpower Development, Air Pollution Control Office, EPA, Post

Office Box 12055, Research Triangle l'ark, N.C. 27709. Telephone
number: area code 910, 549-8411, extension 4520; FTS number, area

code 919, 549-4520.

Sampling and Identification of Aerc-Allergens (405)
Medical and Biological Aspects of Air Pollution (407)
Analysts of Atmospheric Organics (40t1)
Analysis of Atmospheric Inorganics (400)
Air Pollution Meteorology (411)
Control of Particulate DnissIons (413)
Control of Gaseous IInissions (415)
Air l'ollutIon Microscopy (420)
introduction to Air Pollution Control (422)
Diffusion of Air Pollution Theory and Application (423)
Alr Pollution Data Ylvitluation (426)
Combustion Evaluation (427)
Gas Chromatographic Analysis of Air Pollutants (420)
Air Pollution Control TechnologY (431)
Atmospheric Sampling (433)
Determination and Measurement of Atmospheric Metals (430)
Column and Thin -Layer Chromatography (135)
3l lute F.missions Evaluation (439)
Field Enforcement Aspects of Air Pollution '411)
Meteorologieal Instrumentation in Air Polletim (44i)
Air Pollution };fleets On Vegetation (41S)
Source Sampling (450)
Principles and Practices of Air Penution oectroi (4 works)
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Environmental Protection Agency
Solid Wastn Office

Courses conducted by the Solid Waste Office in Cincinnati, Ohio con-
sist of short-term, technical courses for scientists, engineers, and otherler
professional personnel in the field of solid waste management, pre-

p vention, and control. They are designed to provide knowledge and
competency in the newest developments in this field. For information
about these courses call or write: Chief, Training Branch, Solid Waste
Ofhce, Environmental Protection Agency, 5555 Ridge Road, Cincin-
nati, Ohio 45213. Telephone. number. arca code 513, 6S4-12'16.

PlementF, of Solid Waste Management Aug. 2:1-1.21,
Principles of Incineration_ Oct. 11-15, 1071
Sanitary Landfill Principles flee. &-1O 1071

New Courses Planned for Development During Fiscal Year 1972

Solid Waste Handling Fkld Evaluation'
Solid Waste HandlingOperations Management*
Composting Methods*

.1.ocation and time to be anno,,,,c,

General Services Administration

This course is designed primarily for employees of the General Serv-
ices Administration. r, applicants from other agencies will
be :n.cci`ted on a space-availiible basis. For information about these
programs, please c..11 or v rite: 3Ir. Neil F. Haab, Program Coordina-
tor, Regional Public Buildings Service, General Services Administra-
tion, Washington, D.('. .20407, area code 202, P03--..)131, or code 13,
extension 35131.

Refrigeration and air- Conditioning

Government Pi inting Office

These programs are designed primarily for Government Printing
Office employees. nowt \ el', applicants from other agencies will be ac-
cepted on a space- tvailable basis For information about these pro.
grams please call or write: Mrlames M. Langston, Jr., Chief, Train-
ing Section, U.S. Government Printing Office. Washington, D.C.
20101..\ rea ('ode 202-511-2s5.2 : IDS Code 14-2ss2.

Plain Letters
Supeniory De,,lopment Course (GPO -1) (Presuperi,ii,r%)
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Health, Education and Welfare (FDA)

Thee programs are designed primarily for DIIEW, Food and Drug
Administration employees. However a very limited number of ap-
plicants from ,dice agencies may be accepted on a apace-a callable
basis. For information about these programs please call or write: I.1r.
John Oiser, Ditector, FDA Training institute (CE-600), Room
11-64,5600 Fishers Lune, Rockville, INfd. 2085'2, Phone (301) 443-1755
or code 153, extension 1755.

Advanced Courses for Drug Inspectors
Antibiotics
Iladiopharmaceuticals
Microbiological Contamination of Drugs and Cosmetics

Advanced Courses for Chemists
Partition Chromatography
Pesticide Analysis
Electronics Training for Subprofessionals
Technical Training for First Line Laboratory Supervisors
Myeotoxin AnalysisBasic Course
Mycotoxin AnalysisAdvanced Course
Organic Microscale Synthesis and Instrumental Techniques
Photochemistry and Iluoreseencs? Spectroscopy
Solid State Electronics
Atomic Absorption Spectroscopy
Organic Polarography

Courses for Microbiologists
Basic Microbiology
Enteric Pathogens
Anaerobic Pathogens
Staphylococcal Enterotovin Detection Methodology

Management Training
Managerial GridPhase I
Managerial GridPhase II
Food and Drug Law

Health, Education and Welfare (PliS)

These programs in Radiological Health include the presentation of
short co,irses and seminars and are open to Federal, State and local
gove: 'uncut employees who may us?. radiation or are engaged in radia-
tion protection activities. No charge is made for these courses. Trainees
!mist provide for their o' it housing and transportation. For further
information w,-;te or call : Chief, Technical Training Services, Bureau
c: Radiological Health, Public Width Sal ice, Depart limit of Health,
Ethical ion and Welfare. 5600 Fishers Lane, RoAvidle, Md. 20852.
Phone: 3(11-113-'2815 or code 153 extension 32815.
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1).4TE

July 12-16, 1971

July 19-30, 1971
Jo ly 26 -Aog. 6, 1971__.
August 0-13, 1971

Aiignst 9 -20, 1971
Augo.,1 23 27, 1971_

Aug. 23-Scpt. 3, 1971-

Aug. 39 Sept. 3, 1971

Septeml,er 13 -24, 1971_

September 13-24, 1071.

Sept, 27 Oct. 5, 1071_
Sept. 27-Oct. 5, 1971_ _

Octolicr 4-5, 1971

October 1S-22, 1071,

Oct ober 15 -22, 1971_ _ _

Oetolier 15-22. 1971.

October IS 29, 1971_ _ _
November 1-12, 1971 _ _

November 5-12, 1971._

November 5-19, 1071
Novtli,1 er 15-19, 1071

Nov. 23 Doc, 10, 1971_

Deciodlier G -17 1971.
Deci oilier 13 17, 1971

COURSE
Fundamentals' of Non - Ionizing

Radiatirm Protection.
Ba,ie Radiological Health.
Medical X-Ray Protection .
Finniumentak of Medical N-Itay

Protection.
Basic Radiological Health
Fundamentals of Non-Ionizing

It arlia t ion Protection.
Occupational Radiat'on Protec-

tion.
Introduction to .1illoinatic Data

Procesing Systems.
Radionuclide Analysis by Gamma

Spectroscopy.
Occupational Itaci'ation Protec-

tion,
Basic Radiological Health
Occupational Radiation P:ot cc-

non.
Fundamentals of Non-Ionizing

Radiation Protection.
Management of Radiation

Accidents.
Health for X-llay

Technologist,.
:.licrotvave hist ritnientot ion and

Survey Techniques,
Medico! X-Ray Protection
Occupational Radiution Protvc-

lion.
Accrderatu. Radiation Protec-

tion.
Rosie Radiological health
Fundonien111s of Non-Ionizing

Radiation Protection,
1%idia firm Protection Guides 11111

Ekd, A.,,essinetit,
Pa,ic Malt 11
Matiogeta.'nt of !tadia.not

lIcaltlt, Education and Welfare (SSA)

r.Sri T JON
NIontgoinerv,

Ala.
Winchester,
Rockville. Md.
Rockville, NM.

1,os l'op.,as. Nev.
Winclic.ster,

)101itgonier,
Ala.

Rockville,

Winchester,
Mass.

Las 'Vegas, Net..

Rockvilte, \Id.
Austin, Tex.

I,.,, Vegas, Nev.

IVirchester,
11as.

IIocl 'tile 'Id.

\lortgc ncry,
Ala.

Las Vega,, Nov-.
Rockville, Md.

Monti onleo,

1,tis Vegt.s, Nev.
Rockville, Md.

1, a S rt11, Nov

IN int 1,, -0,r, ;41as-,..

ry,
Ala.

These programs are designed primal ily for Social Security AtImin
ist rat ion employees. I low;wer, applicants fro ;1 other agencies will Ile
accepted on a space-available Nu, is. For infArmat ion ,Hirst 11 v.:0 pro.

grains, please write: Mr. Finn]: (3. :1Iatejik, Director, '.'tivision of
'Training and ('areer l)eve1opuntit, Root Annex. Sex iii ScultCO
AtI11111'. 0,1 [it ion, (11111 S.rurit 1tonle,ard, Balt Mime, Md. :21235.
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Autom die Data Processing Orientation
Belimiorrf Foundation of Management
Fundamentals of Statistics
Fundamentals of Supervision
Supersision and Group Performance

Housing and Urban Development

These programs are dl signed primarily for 'Uri) employees. IfoN,
ever. applicants from other agencies \cid is accepted on a space-avail-
:Ode 1 iris. For information ahont the following programed conrses,
please 1 11 11 or write: Ills. Peggy B. Swift, Director. Programed In-
strlict ion and IZeo.litr Skills Laboratory, Department of lion log and

1)r velopment, Ito Seventh Street. S11'.. Boom 21.)o, Washing-
ton, D.C..20 I 11). Phone : Area code :202.

Reading Improvement
Introduction to I'}RT
Basic Statistics
Magnetic Patterns of the Frtglis:a Language
Vocabulary iluildirg

F.,* ir.fornation ahoot the following classro,o11 courses, please call or
write: AIrs. NIars ':.'tiro, Chief, ()Ake Training, Depirtment.
of I lousing Development. Room .21:irp, IJI sev(iiint
SW., 11'asliington, 010. Phone: Area COIL' .202. 176-:0.2.11 4.e.tuie
I:3s, extension :1.'123-1.

Secretarial Workshop
T;kpewriting Refresher Training
Gregg Simplified Shorthand Ilefreslier Course

Interior, Bureau of Sport Fisheries and Wildlife

hire programs are designed primarily for Bureith employee.:. I low-
ever. :ipplicants from other agencies will 'he accepted occ.isionally on
a limited space-aviiihible Ita.is. For information idiii01 these progritins.
pleivso call or write: Mr. Charles It. Mitchell, Bureau Training 01/icel.
Bureau of Sport Vislieries iind 'Wildlife. !sill and (' Streets, NW.,
11'ashiut ton, D.C. 0210. Phone .202--3l3 6101, ('ad' l5l 6101.

if!it Marion School, Marion, .11a.
Pond Constt action
110 sic. & Chentistt y of Water
Fish I/iseas-7s
Aquatic Nati Identiticati,111
Lift- in Water Related to Lich Collar('

255

270



The Spearfish School, Spearfish, S. DA.
Nutrition
Methods of Propagation
Diseases
Methods & Interpretations of Water :tnalysis
Administrative Procedures
Use of Hatcheries as a Management Tool

Tile Leetown School, Ixetown, IV. Va.

Fish Anatomy
Pkssiology & llistory of Fish
Microscopical Anatomy of Normal & Diseased Tissues
Identification & Method of Lae.-tigating Fish DiscasCA :Jul Their Control
Areas Relating to ViroIng., Bacter:,,Iogy, and Parasitology
Studies of Fish Diseases

Labor, Workplace Standards Administration

'Phis program is designed primarily for Department. of I,altor em-
ployees. I lowever. applicants from other cgeneies will he :r.ccepted
a space-available basis. hot information iihout this program, please
call or write: 'Mr. Robert .1. liroilerick. 11-oil:place Standards Admin-
istration, 1 -.S. Department of Labor, 1110 First Street. NW., H:til))flY

11'ashinelon, 20210. Phone: r.ttr_t_961-3130 or
code 110--31:10.

Safety Training

Navy, Capital Area I'ersonnel Services ()Mee

Theso, programs tre designed primarily fo,. Department of the Navy
employees. However, applicants fioni other agencies twill be accepted
on a space - available hasia. For infolenition ;Wont those pi ()grams,
please call fir '.11.110 I leafri. Eirllifoyee Dis k1011.

.1r011 ren;01111r1 Sel ner.; tot North Randolph Street
(Room 1111). Arlington. Va. .220:1: area (auk Dr!. 102

Instructional Methods
Bask CmploIce Development for Personnel Specialists
Bask Emplmee Relations for Personnel Specialists
Panic St,tifling and for Personne: Specialist.
Basic Position Classification for Personnel Specialists
Seminar for FAILI Emplosinent Opportunity Counselors
Presenting Information to Ma mgement

Navy, Logistics Management School

This course is designed primarily for Itepartment of the Navy cm-
plGyecs. Ilowmer, applicants from olier agencies will be accepted on
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a space a rall:ible basis. For information about this course, please call
or write: NH:. Harold V. Pe lion 01' Air. Ernest. L. Sutton, Navy Logis-
tics Management School, Naval :fir Station, Washington, D.C.
'203 Oft Call area code .202, lit;3--13S4.

Katy Department Planning and Mr:nagement Systems Course

Panama Canal Company

These programs are designed primarily for employ:cos of the Panama
(lanai ('ompany.../('n wal Zone flovortinicill. 11.0\1esr, applicants frait
other agencies will 110. a4T01)(ell on a space-available basis. For inforn la-
tion about. these pry grams. please call or write.: Dr. Daniel J. Paolucci,
Deputy Personnel Direetor (Stall'), Panama ('anal Company, Maim
243--A, Administration 11101ding, Balboa ifeiglit.-z, Carnal Zone,
plume : overscas operatir--11alboa.2.--.2 (s) :"..)

Introduction to Supervision
'Ili; Supervisor and Hamar Behavior
Industrial instruction Techniques
Theory and Practice of .Management and Organization
Basle Management Techniques 1 and 11
Defensive Driving

Transportation, Federal Aviation Admillislration

This program is designed primarily for 'Federal .viatimi .dministra-
tio.i employees. However, applicants from other a2encios will Is ac-
cepted on a spare-;1 S'A I !able basis. For infovnuation ahont. this program,
please call or write : 'Air. Thomas .1. Creswell. Director of Training..
'11Z-1. Department of 'Transportation. Federal .1viat .1(Iniiiiist ra-

tion. S'.:0 Independence A vonuo. Washingion. 2)1.)90. Phone:

.krea code 202, 2 6.--s.):i0 or cod), I Is, oNtoision

Basle lnestigalion Course
Federal AN1,11100 Administration Aeadem)A variety of courses to he

held throughout 1971-72 at the F.t.% .tcadenly, Oklahoma City,
Oklahoma.

Treasury, Bureau of Customs

Phis course is at the cube level and includes IG weeks of henry and
!ceture at the Ilitrext of ('Iitorits National Tntillillg Hemp-
stead, N.1'. and I weeks of "hands on" oNperience at the Customs
('onipuler installation iii the kkfasliingtom D.C. circa. For foil her
info: malion plca.-4, write or cal) .N1r..1a110's .1. Doherty. Assislunt Di-
rector ;lining ;11111 'arcer elopment ) Personnel Division. lin-
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mall of Customs, Room 703, 11-1i; 19th St. NIV., Washington, D.C.
200:36. Phone (202) 961--8000 or code 131-S000.

Systems Analysis

Treasury, Office of Personnel

'Phis COM'S(' is designed primarily for l).-part 'mlt of Treasury em-
ployees. 11(m-ever. applicants from other ilgencies will lie accepted on a
spate-available basis. The course is designed to present practical in-
formition to those planning for retirement. For information :Wont
this course. please %%Tit(' Or all 11rs..1drietine Burch. (-Mice of Person-
nel, Room 242S. Main }Washington, 1).('..21).220.
Phone. 1'202) 961 -r )2) or code 181--:-102:i.

Retirement Planning

Treasury, Internal Revenue Service

These courses are desi!rneil primarily for Internal Revenue Service
employees in the IVitshington area. 1 liever, applicants from her
agencies will he accepted on a space avitilahle basis. For information
shoot these courses please write or : Miss Ruhr Bennett, National
()Nice Training. Branch, internal Revenue Service, 1111 Constitution
Ave NW Itorint 111112, }Voshington. D.C. 29221. Phone 202-91'd-379s
or code 1S;1 extension 379S.

Uregg Shorthand Theory Review Course (18 hours) Diamond Jubilcc
Series

Shorthand Refresher Dictation Course (20 hours)
T,pmriter Refresher Training CAmrse (20 hour-)

Veterans Administration

The following programs are fur 11111)10.VN'S of 111(' ( 0111 NI

011ite of 11.1, V'etet .111minist ion. lint applicants from other
agencies will he accepted on a space aviiihilde basis. For info, mat Mil
please call of %%rite: Mr. P. Et:1i. Loomis. Employee 11eliitions
Training .1)ivision (0:i:0C). Veterans .1ilnlinist ration ('Cubit Office,
Sill Vermont ANTI/114% N1V., 11';Ishinglim, D.C. 201211 (Stop 7.1). phone
(202), 393 -3101, or code l IS-101,

Basic Superisory Practices
Seem duce Super.i.ory Practice.
Int, rmediate Superdsory Management
Ad.aneed Superisery Managenlei t
Adaneed Management Seminar
Briefings and Presentation{
Confrrenec Leadership
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Administrative Communications Seminar
Seminar on Motivation and Human Relations
Better Letters
Better Letters Refresher
Basic Office Practices
Shorthand Refresher

The following programs are primarily for employees of the Veterans
Administration Hospital, Washington, 1).C., but applicants from
other agencies will be accepted on a space available basis. For infioma-
lion please call or write: Mrs. Sara W. I [ayes, Training Officer (135(7),
VA Hospital, 50 Irving St, NW., Washington, D.C. 20422. Phone
183-6G66, Ext. 405 or ('ode 159, Ext, 405.

Work Simplification
Basic Medical Terminology
Advanced Medical Terminology
Problem Solving
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APPENDIX

Regional Training Centers

U.S. Civil Service Commission

Atlanta region:
Sir, Edward J. Callahan
Center Director
Atlanta Region
U.S Civil Service Conlinis..!iOct
Atlanta Merchandise Mart
240 Peachtree Street NW.
Atlanta, Ga. 30303
Area Code 404
Phone 526-4477

Boston region:
Sir. John JO. liholz
Center Director
13oston Region
U.S. Civil Service Commission
Post 01 lice and Courthouse Building
13aston, 02109
Area Code 617
Phone 223-2569

Chicago region:
Mr. Howard G. Bain
Center Director
Chicago Region
U.S. Civil Service Commission
610 S. ('anal Street
Chicago, III. 60607
Area Code 312
Phone 333-2914

Dallas rcpion:
Mr. Will:am C. Etheridge, Jr.
Center Director
Dallas Region
U.S. Civil Service Commission
1100 Commerce Street.
Dallas, Tex. 75202
Area Code 214
Phone 749-3913

Denver region:
Mr. Curtis Spencer
Center Director
Denver Region
U.S. Civil Service Conunision
13iiilding 20
Denver Federal Center
Denver, Colo. 50225
Area Code 303
Phone 233-23(4

Neu: York region
Sir. Fred Olson
Center Director
New York Region
U.S. Civil Service Commission
Federal Building
20 Federal Plaza
New York, N.Y. 10007
Area Code 212
Phone 261-0460

Philadelphia region:
Mr, William T. liosselring
Center Director
Phi ladeli.hia Region
U.S. Civil Service! COinInkSiOn
Custorehom,e
Second and Chestnut Streets
Philadelphia, Pa, 19100
Area Code 213
Phone I.,'(.17-11.12

Scaific region:
Mr. James W. Brogan
Center Director
Seattle Region
U.S. Civil Service Commission
3001 Federal Office Dui IdPig
Seattle, Wash, 05101
Area Code 200
Phone 442-4700
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San Francisco rcgicn:
Mr. Alvin Beller
Center Director
San Francisco Region
U.S. Civil Service Commission
Federal Building, Box 36010
450 Golden Gate Avenue
San Francisco, Calif. 94102
Area Code 415
Phone 556-5738

262
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SI. Louis region:
Mr. William Eckl
Center Direct or
St. Louis Regien
U.S. Civil S:-rvice Commi:,sion
1256 Federal Building
1520 Market Street
St. Louis, Mo. 63103
Area Code 314
Phone 622-4274
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INDEX BY COURSE TITLE AND SUBJECT
16,ge

Abstracting fur AI/1' Information Systems, 'Work-Imp in Indexing nnd . S4
Accounting and Auditing, Statistical Sampling in. 136
Accounting, (19vernmental Iiiokl:Liii.ping and ...... ....... 12.5

Accounting; Practice Problems in Grovenitnental 132
Ace( tt:Itg l'rocedures in Federal Aputelei,, .1eccual. '

Aceounting Workshop, Accrual ______________ _ _______ Jill
Accrual Accounting Proinidures in Ftdcr,L1 Agenc,iis 114

Accrual Accounting Ntiorlislaip
Adni ice Conuounir. o1Mii
Admini,tnitors, Colfrctit e Bargaining Seminar for I,ntior 1:7
A J i l l ' for Compiiter Traim-cs, 100

Al PP for l'Atiployee Development Seminar
ADP Eiiinpnient I , Auditing Syisterns Supported by - - - - - - - - - - - - - - - - - -

. l ) 1 ' Em iprzient II, Auditing Systems Supported by 117

ADP Equipeill 111, Auditing Systems Sitpj,orlefllty_ I IS

A1)1', Excentive `lIlirlar
ADP in Financial )1anng.unent, Seminar 7S

ADP Informatifin Systems, Work -trip in Infisixing awl Abstract:mg, .I
A1.11' and the Law, Seminar oh. 76
ADP NI:image/nerd and Administraoon, Seminar in
2`.1)P for Management Interns, Irtliageniiint Intruflitetnin I ,

Management Introduction to_
Al)? and Medicine, Semins: 77

A,DP, Introduction to. 711

A3)1' Ylanagement Interns-, Afan,Igeuxnt Int roilletiint _ 61
ADP Orientatimi 221
A1)1' in i'ersoutle! M;tm,gernient , Seminar ern
ADP I'rograniting, Executive 11-orkslaip iu 71
ADP, Seminar on Scientific Technical Applical ions or s2
ADP in Supply :%lanagerilent, Semitiar out so
ADP Sy,4r1[1,., Ex C111 iVi. Wilnk110], iu 74

ADP Syt-tems :1nalyds, Field Work l'Iograut _ 111)

A OP Systems Analysis 50111illar 109

AI11' SYFler,s A,6,1YA, TiTithicPtc,, _________ 113
ADP Systems, AIRE! ing lecliniques for 119
ADP in Technical Information System', Seminar S iS]

Alva:iced Classification and \Vag, Adrni,,i,iraGn, 21s
Aq-anced ('ortiptiter Systems- Teelmology, niinar ht 101

Advanced Effective ListeMog ____________ 251
Advanced Development 177

Advanced Employee-Management Relation, '2

Advanced Employee Relations
Advanced Equal Employment Opportnnity

1S

14/
k.11'3,101,1 .\IP1111gCMICIlt

..ArIcf..,1 Placement and Employec-Management Course

278
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INnEy fly colinsE TITLE AND SUBJECTContinu:c1

Advanced Position Ciassdicati,-.n
Advanced Staffing and Ptacenier.t
Advanced Supervisory 'Man:Tern-id.
Advanced Training Specialist,
Adverse Actions
Advert king, Contrating Foram] -----------------------
Air Conditioning, Ili-frigeratiot, and
Air Pollution Control (.'oursts
Algebra ltefre,her
Appeals and tIrievance Examiner:
Attorneys, Institute for New
Altorneys, In-dititte for-.
Audit Developing and Presiadine.
111-lit Managers, turuulilur for.
Audit Altinager on (; 511 iterill,Incuts
Audit Report 1Vriting 1, Siicees,-fal
Audit Tool, Uraphic and Computii,init,11 ,knitly-as 'Pecliniques as an
Auditing I, Eff..etive Governtu.adal
Auditing 1, Statistical Sanipling it,.
Auditing 11, Diet-live Goa-Nomad:11.
Auditing, Flow and its Applicc.bility to
Auuittiuug, Operational
,.1ittliiing, Seini-Senior_
Auu'Iitiu'g, tonic iii Se.iii-Setlior
Atiditing for State Anditors, halorat Grants Alanagettnait
Auditing fol Slat,' and Local (otTriuntuts, Internal
Auditing, Statistical Sampling in Accounting and
Aliditing II, Stalistieal Sampling in,
auditing Sapporten by Al)? Equiptnent I
Auditing y,t », Support, d Is ADP Equipment 11
.1uditing S-lums Supported by Atli' Eiluitdut-nt. 111
Auditing Techniques for 1)1' Syste,n,i
Auditor and Spinei,1 ,elicy Sew Hires, f'otubined OrieHtati,:1 for

Coairse, u rykoly
Auditors, Eva-milt Devebqint ril of
Auditors, Federal Cranbs. 4tIld Auditing for State
Ainiiters, 1Vritten (5annitinica.tion for._
Audits ii Financial :\latingt.1)11.1-.1
Auttunotion, Eorms for
Autemation, :-.4iatrce Data.

Bargaining Eon, Determinating an .Appropriate
Basic arid All'OTIC(qt 'AitdiC:11
lIt-it' Plassif taiion arid 'Vag( Athnini-tration
liasic Lahor-Nianitgentent IfeIatioo:
lia5ic Data Analysis

Employee Development
11:i5ie Employee i)eve:optiteid for Personnel Specialists
Basic Employee Relations
IlrlJc E11fftloyee Relation-, for Personntl Speeiali5ls
Basic Interactive Programing
Rasa Investi:tat ion
113,k, Alatiagement Techniques. I

.

-11, .12,

rtasii

173
ISS
255
245
15)
213
252
252
2-11

112

(17

Cr,

122

lvt
115

13S

120
121

137

12.5

127

131

131

135
127

1311

135
135
I 16

117
I1S
119
2-IS

130
121

127

iii
1211

105

172

Iii
'259
211-i

1511

105

ITS
255
ISO

1111

257

27,0

26(
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12'71)12X BY COURSE TITLE ASO SEPJECTContioued

Basic Management Techniques I, An Institute for Trainers
Basic Management Techniques II
Basic Alanagernent Techniques II, An Institute for Trainers
Basic Medica 'rennin() os.
Basic Office Practices.
Basic Position Classification for Personnel Specialists
Basic Stalling and Placement_
Basic Staffing and Placement 1.-r Personnel Specialists
Basic Statistic,
Bask Supervisory Dnvelopment
Brsie Supervisors' Practices
Behavior, The S.Tervisor and Human
Behavioral Founuation of Management
Better Letters
Better Letters Refresher
Better Office Skirls ai,d Service
Better Office Skills 1.:rd Service Instructor's Workshop
Bills of Lading and Connnon Shipping Fasi Its, Government
Bookkeeping and Accounting, Goverminntal
Briefing and Presentations
Briefing Sessions, Legislative_
Briefing Techniques, Effective
Budgs.t Process, Tile Federal
Budgeting
Budgeting Seminar-Planning, Programing

Calculu.,
Career Scrviee and Performance rlvalultioa Workshe)
Carrier Selection-- Freight Classification
Chemists, Advanced courses for
Chemists Traininp. Forensic
Civilian Personnel Officer Course-

itights Investigatois, Interviewing Techniques for
Civil Rights Training Program
Claims, Freight Loss and Damage
Classification, Advanced Position
Classification and the Management Process, Position

46,

rake
43

250
47

259
259
256
189
256
255
249
258
257
255
259
256
149
150
229
128
258

12
235

90
121
207

249
247
226
253
159
'248
145
247
227
17.1
174

Classification fa: Managers Position
Classification and Wage Administration, Basic 24S
Classifical ion and Wage Administration, Advanced 24S
Cobol. Fundamentals of ANS 107
Cobol Programing Techn pies lo6
colhetive Bargaining Process: Preparations, Tactics and Language 159
Communication for Auditors, Written 111
Communication for Personnel Specialists, Effective 91
C4rnmunications Seminar, Administitive 259
Cemplaints of Discrimination, Investigation of 146
Compli^.-.^':' Officers, Workshop for Title VI 148
Compliance Specialists, Workshop in Equal Employment Opportunity for

Contract 147

Computriticml Analysis Techniques as an Audit Tool, C:aphie and 129
Coniputer/Microffim Interfaces 71
Computer Programers, Systems Analysis for 112

2.67
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INDEX DI COTIRSII TITLE AND SIDIJECT--Continued
Pap,

Classification and Wage Admin strution, Bsiic 24S
Clerical Employees, Orientatior, Training for Secretarial and........_. 247
Combined Orientation for Auditor and Special Agent New Hires 248
Communic.dions Seminar, Administrative 239
Communications, Oral 247
Computer Specialist Trainees. Fundamentals of ADP for 100
Computer Specialists, Systems Work,Imp for 103
Computer System E3oluatiou and Selection, Semrminmn iii 102
CompAer Systems '1 chno1ogv, Seminar in Advanced 101
Computer pesetting/P:.otocomposition 72
Conference 1,^aderelip 23$
Congressiuna Operations, Fellowship in 14
Cmersct Administration, Government _ 21S
Contract Administration for Supervisors 52
Contra_t Compliance Specialists. Workshop ;a iqitI Employment

Opportunity for 147
Contract Liaison for the Scientist and Engineer
Contract Negotiations, Government 21tt
Contract Negotiation and Imp.ementatioa 137
Contracting by Formal Advertising 2 Pt
Contracting and Pokey, Procurement 220
C.:ortslation and lleg..ession Analysis_ 106
Correspondence Mair,igcment , 162
Cost Allocation Plans for State and Local Governments under BOB

Circular A-87, Development of Indirect 123
Cost 13.?nefit Workshop 196
Cost Estiinating Techniques 197
Counseling, Advanced Equal Employment Opportunity_ - - ______ _ 141
Counseling, Equal Employment Opporodnity_ 143
Ccuoscling Lotter Level Fenpioyees 31
Counseling, Personnel Letervi^wing r 190

Data Analysis, Basic_ 193
Decentralization of the Executive Branch, F 0,,ralism and the_
Decision Logic Table Workshop 99
Dccisioninaine, 14ricr-Trcgoe Problem Solving and 2
Defensive Driving 2 '17, 237
Defensive Driving Techniques 24:!

uonstration Workshop in Advanced Instructional :Method,: 17s
Demonstratio.i Workshop in Videotape Techniquss 179
Determinating are Appropriate Bargaining linit 15S
Developing and Presen:ing Audit Findings 122
Development of Indirect Cost Allocation Plot s far State and Loral Gov-

ernments Under 11013 Circular A-S7 123
Dictation Course, Shorthand Ilefresher

elation for Managers 231
Directives Sy.dems Improvement

I. 2
Disrster Tr Seminar, Professions 41
Discount lint CF. and Procedure I9ti
Discrimination, Investigation of CD111plairitS of 146
Disputes and Their lIcsolulion, Labor 159
Driving Techniques, Defensive 243
Drug InTect(ls, Courses tot 233
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Dynamics of Covernment
Page

55

Economic and Commercial Specialt Function:, 1?evie of _ 249_

Economic Investinant Analysis 199
Economic Order (2118titity Techniques 223
Economics for Public 'Alan:igen: 85
Editorial Pint': 'lig for Printing Production 216
Eduoation, Residential Program in Executive 17
Educational l'rograiii in Systems Analysis 200

'4.-'61

EEO Counselors, Seminar for _

2EEO, Supervisor's Role in. 251

217
Effective Administration of the Contract for Marginally Flinched Coa-

21293471

tindoui Forma
Eller t:ve Briefing Technirpt,
Effective Comatimicit :ion for Persounel
Effective Governmental Amiting I
Effective Governmental A ',Ming 11 125
Effective Letterwriting for 'Management
EIS dive Listening. 247, 250
Effeotive Planning Technieres 201
Effective Supervision and Performance 250
Employee Development, Advanced 177

Enyloa ce Development, limsic. 175

Employee Development, The Manager's Role in 35
Employee Dovelopmeat for rsontud Specialists, Basic - 256
Elm iloyc e Development Speci dish- Seminar in A1)1' for._
cluiployee-Alanagentent ltehtiOnS C011r6e, AdV!1;,C(.1.
Employee-Management liehit ions Course, Advanced Placement and
Ernploy ye Relations

7Employee Relations, Advanced :

Employee Relations, 11:vie
0-:Em

Employee Relations, labor-Mara genn :at and 947
Employee. I+clatfans for Perse,tnel Specialists, Basic 256
Engineer, Contract Liaison for the Scientist and 214
Eitgii:cerilq Organizations, Al anagement of Scientific and 23
Engineering Reliability 249
Engineers, Alanagenient Institute for Supervi.sory rleientists and.. 45
Eniclis'. Grammar Review I rood 11 247
English Language, ".tliglietic Patterns of the 255
English, Workshop in fleet ive_ 230
Equal Ettipkyment Opportunity for Confront Coin nuance SpeeI31i,k,

'Workshop in 147

Equal Employment Opportunity Counseling. 143
Egna I Employment (ppm I miity Counseling, :Advanced_

111Egcasl Emphayment Opportunity-- Program Nonni!g and Execution_.. - 114

Equal Employment Opporiittli,y, The Role of the Federal -Manager in 32
Evaluation nod SI:CCir01', Serilir;ST in Count titer Syi,dent 102

Executive Development rtf Ards : ors 120

Exccutt. a Development, Seminars in 24S
Executive Educal ion, Itesidentinl Program in 17

Exe'ailive I nstitillp, Federal 17

J :xecntise Orient lion in Pill.. 86

Executive Secre.ary, Operation Update: A Practicitin for the 151
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Executive Seminar in ADP 73
Executive Seminar Centers_ 20
Executive Seminar in Management information Theory 24
Executive Seminar in Management 11 porting System: 25
Executive Seminar Series in ADP 73
Ei:ecitive Seminar in Statistical Science for :Management 27
Exec a, ice Wen kslin in ADP Programing 74
Executive Workshop in krel' Systems Analysis_ 74
Executive Workshop in the Design of a Mariageirv'at Information System.
Executive Workshop in Operations Research Techiques 202
Exectitives, Labor Relations Symposium for 2S
Executives, Legislative Operations Roundtable for i 1

Fact Flnding Case:, Preparation and Presentation of Arbitration and._ 159
Federal Budget Process, The 90
Federal Executive Institute 17
Federal Crants :Management and Auditing for State Auditors 127
Federal Personnel anatei.inent: At Orient at fon for Government Interns... 59
Federal -State -Local Adwinistratien of Public 11,alth Programs 6
Federalism and the Decentralizath n of the Executive ltratich 1

Fellowship in Congressional Operations 14
rellow.ship Program, Intergovernmental Affairs
Field W'ork Program in ADP System: Analysis 110
Files Improvement 111
Finance in Agency Management S7
Financial Information, Management Use of SO

Financial Management, Audits in 120
Financial Management is the Federal Government CO

Financial Manag-tocid, SCItlif ea en Mel' in 7S
Fish and Wildlife Course... 255
Flew Charting and its Applicability to Auditing 127
Foreasic Chemists Training 150
Form and Guide Letters 237
Forms Analysis and Design 164
Forms for Automation 160
Forms, Effective Administration of the Contract for Marginrily Punched

Continuous 217
Forms Improccment 1GG

Fortran IV, Fundamentals of
Freight Classification, Carrier Selection 220
Freight Loss and Damage Claims 427
Fre igio. Rates and Tariffs 225
Fronk Nine to Five--Seerchrial Training 250
Fundamental Management Technique' 57
Fundame ntr1.1 of ADP for Complitc.r Specialist Trainees 100
Fund:it .eMa:s of ANS Cobol 107
Fondanientals of Fortran IV IOC

Fundamentals of Statistics 255
Fundamentals of Supervision 233

GAO Require 111C11.., Audit Manager Seminar on 115
General Uri( iitatio. i r Program Ecalaat;,-,ii rS

Governmental Auditing 11, Effective 123
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Government Ilia, of Lading and Common S' ipping Faults_ 229
Government Contract Administration 218
Government Contract l';egotiations 219
Governmental Bookke ...ping and Accounting 1`2?

Grants Administration Seminar for Managers and Specialist, 10

Caatrit, Monagenient and Auditing for r tate Auditors, Federal 127
Graphic and Computational Analysis Toclinique, as an Audit Tool_. 129
Gregg Shorthr nd Theory Review Coursc_ 258
Gregg Simi/Hod Shorthand Refresher Course 255
Grievance 147kaminers, Appeal, and 142
Group Performance, Management and 30
Group l'erformonct.: Management andAn institute for Trainer.__ 31

Group Perforintrice, Supervision and
Group 'Performance, Supervision and- Ari Institute for Trainers._ 45

Health C'ourses, Radiological 251
ilealth, The Nlaringer', Itnie in 044clipationol Mental 95
Health Progroms: Federal-State-Local Adininistrot ion of Public
Hearing Examiners and the Regulatory Process: Current Issims, Prohlenis

sad Developments CS

Ifoinmhold Goods., Shipi,ing 232
Ifow to Improve Written Instruction, 235
Ifurnim Itehaa.ior, The Supervi,or rind 257
Human Relations, Semi- or on Motivation and ,,,,, . _____ _ 250
Human Illesmirce,, Psychology and 1114. :Management or 97

Ideas and %labors Genera! Issues Tii Law 64

Ideas and Authors Issues in the Regulatory Process 65
Ideas and Authors- -N1anoin molt and Organization. 22
Ideas and AuthorsPers:mnel Monagenamt 92

Idea, and Authors Putilic Issues and Prolilern, 15

Ili& :sing and ,klist railing for ADP Inforniaticm Systems, Wiorkshop in 54

Industrial Instruction Techniques 257
Information Processimr Systems, Survey and Ea.oliratmil of Equipment for 83
Information Retrieval, 011ice 169

Inforniotion System, Design 16f,

Informot ion System, Ex4.cuti% Work-hop in the Imsign of a Nlanagenient . 26
Infmniot ion Systems, Seminar on AM' in Technical SI
Infornotion Syst erns, iWorksnop in Inneking arid Alistrocting for Al/P. . SI
Institute for Agency Advisors, Pre-Retirement Planning 187

11.4 ittit, for Instructors, Supervision of Low-Skilled Employees. 50
lustitlite for Legal Counsel, 63
Institute in the Legislative Function, Au 13

Institute for New Attorney, 67
In,truction Techniques, Industrial 257
Instructional Mt t hods 2:16

InstructionrU Methods, Demonstration Workshop in Advanced 178

Instructor Trrining 180

Instructors, An Irstillite for; Superision of Low-Skilled Employee :_ 50

Instructors Workshop, Bettor Office Skills and Service ISO

Intergovernmental Affairs Fellowship Program
Intergo.ernmentr.1 Relations, An Institute in--Federitl-StatesLocal

Administration of Public Health Programs 6
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Intergovernmental Relations, An Institute----:Management of A111(liCa'9
Water Resources: Problems-Programs-Pi:inning.

Intergovernmental Relations, An 111,1 itlltC 111' -The Metropolitan Area
Problems, Programs, Pi:inning.

Intermediate Supervise y ________ _____ 25S
Intern Lecture Program, Manage/1s nt .31

Intern Training, Management 53
Internal Auditing for State arid Local Gov-num-14s_ 139
International Trade Expansion, Seminar 071 '249
Interns, Management Introduction to ADP fur Management 61
Interns, An Oriintation for GovernmentFeder:II Permian 1 Management 5'1

Interviewing and Counseling, Personnel 190
Interviewing Techniques for Civil Right, Investigators 145
Introduction to ADP 70
Introduction to ADP, Management
Introduction to Personnel Management . ___________ . 93
Introdirction to PERT 255
introduction to Public Administration 50
Instroduction to S'atistical Analysis 249
Introduction to Supervision 39, 230, 237
Introduction to Supervision: An Institute for Trainers
Introduction to Value AnaBsis 203
Inventory Coot ml of Supplies and Materials 224
Investigation, Basic 257
Investigation of Complaints of Discrimination 1411

Investigators, Interviewing Techniepie, for Civil Rights 115

Job Element Examining Method, Workshop in the 170

Kepner-Tregoe Problem Solving and 'Alecisionnialdng 24-1;

Labor Disputes and Their It 'Action 159
Labor-Management and Employee Relations 247
Labor-Management Relations, Basic 156
Labor-Management Relations for Supervisor '51
Labor Relations Symposium, for Executive:: 2S
Labor Relations Courses 13S

Law Enforcement School 160
Law, General Issue in--Irtess and Authors. 61
Law, Seminar on ADP and the 76
Leadership, Cm fere ram. 25S
Leadershili, MAR AD Effective Sirprievisory 230
Legal Controls, Program Adminidration and 16

Legal Couosels, Institute for 63
Legal Writing Workshop 239
Legislative Brief ng Sessions 12

Legislative Function, An Institute in the 13

Legislative Ope rations Round1alle for Executives 11

Letters, II otter 259
Letters, Refresher, Better 219
Letters, Form & Guide 237
Letters, Plain 212
Letters, Writing Effective 241

Letterwriting for Management, Effective 237
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Page

Linear Programing 203
List, ring, Advance i Effective 201
Listening, Effective_ 247, 250
logic Table Worksho,), Decision 99
Low- Skilled Employees The Manager's Bole in Supervision of____ 36
Low-Skilled Emplo,)0esSupervision of sProb erns. and Chalenge.s 49
Low-Skilled EmployeesSupervision of--An Institute for Instructors_ _ _ _ 50
Lower-Level Employees, Counseling 51
Lower-Level Employe:s, Training Trainers of 184

Mavnetic Patterns of the English Language 255
Mail, Sjieeding .hc 173
lslatiagement of Am. rica's Water Resources: Problems-Programs-Planning

Programs -Planning 9

Management Annlysis sea [review' 204
Management, Behavilral Foundation of 255
Management, Collective Bargaining for Middle
Management Development: Principles and Methods /81
Management, Effective Letterwriting for 237
Management, Executive Seminar ire Statistical Science for 27
Management in the Federal Government, Scientifically Based Approaches

of 6")

Management, Finance in Agency
Management and Group Performance 30, 250
Management and Group Performance: An Institute for Trainer: 31
Management of Human Resources, Psychology and the . 97
Management Information System, Executive Workshop in the Design of

a 26
Ma iagemert Information Theory, Executive Seminar in 24
NIalagetnent institute for Attorneys_ 66
7sIa lagement Institute, Middle 29
Matiagement Institute for Supervisory Scientists and Engineers 45
NIanagement, Intermediate mid Advanced Supervisory 253
Management Intern Lecture Progam 54
Management Intern Training 53
Management Interns, ADP for GI

Management introduction to ADP 75
Management Introduction to Al)!' for Management Interns GI

Nfanagement and OrganizationIdeas and Authors 22
Management and Organization, Theory and Practices of 2.57

Management, Presenting Information to. 256
Management Reporting Systems, Executive Seminar in 25
Management Report:, Modernizing 165
Management. Conduct and the Onion Orgatiizinet Campaign 32
Management of Scientific and Engineering Organizations. 23
Management Seminar, Advan- ' 19, 255
Management, Seminars in Nlioule 248
\fenagcmm nt, Advanced Supervisory 255
NInnagement Systems Course, Navy Department Planning and. 257
Management Tertiniques I and II, Basic 2Z.,7

NInnogement Techniques I, Basic 91, 42
NInitagement Techniques I, Institute for Trainers._ _ 4.3

M tnagement Techniques 11, Basic 46

213
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Management Techniques 11, Basic--An Institut. for Trainers. 47
Management Techniques, Fund,imentel 57
Management Theooies, Seminar on Modern
Management Training 253
Management Use of Financial Information.. SO

Mnnagement Workshops, Middle. 249
Manager in Equal Employment Opportunity, The Role of the Federal_ _ 32
Managerial Course 250
Managers, Dictation for 251
Managers, Economics for Public S5
Managers, Mathematics for
Ma :lagers, Mathematics for Middle 3S
Mmagers, Personnel Management for__ _______________ ___________ 249
Managers, Position Classification for 35
Alanager's Role in l:Inployee Development, The 33
Manager's Role in Occupational Mental The 98
Manager's Role in Perfoiunance fly luatien 33
Manager': Role in Staffing 34
Manager's Role in Supervision of Low-Skilled Employees 36
Managers and Specialists, Grants Administration Seminar for_... 10

Manpower Planning and Requirements
MAHAL) Effective Supervisory Leadership 230
Materials Handling, Storage and 225
Matirials, Inventory Control of Supplier and 224
Mathematics for Manager; 37
Mathematics for Middle Managers 38
Meel,anizing Paperwork Systems 167
Mt-clic-0, Se ItsIlelp Training Program 243
Medieal Terinino logy, 13.a..ie and Advanced 239
Medicine, Seminar on ADP and 77
Mental II. filth, The Manager's Role in Occupational
Metropolita a An-a, TheProti Pv.grams, Planning: An Institute in

Intergovernmental Ile !at ions 4

Microbiologists, Courses for 233
Microfilm Interfaces, Computer 71

Middle Management, Collective Bargaining for 32
Middle M anngement Institute 29
Middle Management, Seminars in 248
Middle Mrinagemtnt Workshops 249
Modern Traffic Technique: 230
Modernizing Management Reports 168
Motivation and lInmaTI Relations, Seminar on 259
Motivation and Productivity 247

Navy Department Planning and Management Systems Course_ . 237
Network Techniques for Project Maroa,eioc:it 205

Occupational Mental health, The Mantycr's Role in OS

Ocean Transportation 231

Office Information Retrioval 169

Office Layout, Space Planning and 155

Office Practices, Basic 259
Office Skills and Ser ice, Better 149
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Office Skills and Service Instructors' Workshop, Better 150
Operation Update: A Practirurn for th Executive Secretary 151

Operational Audit ing. 131

Operations Reiiiearch Orientation 206
Operations Besmirch Techniques, Executive Workshop in 202
Operations Research Workshop, Techniques and Methods of 211
Oral CciiiiiiiiiiicationR 247
Organize tion, Management andIdeas St Authors 22
Organization Theory gic

Organizntion, Theory and Practice of Management and. 257
Orientation, ADP 255
Orientation for Auditor and Special Agency New Hires, Combined 248
Oriental i011, Operations Research 200
Orientation in PPR, Ezecntiee 86

Orientation in Program Evaluation, General SE

Orientation Training for Secretarial and Clerical Employees 217

Paperwork Systems, Mechanizing... 107

Passenger Travel Conference 154

Potent Examining Initial Training 250
Performance Evaluation, Manager's Role in 33
Performance Evaluation Workshop, Career Service and 247

Personnel Assesitient and Selection 189

Personnel Specialists, Personnel Management for. 00
Personnel Interviewing and Counseling: A Basic Course. 190
Personnel Alanagenient, Federal. An Orientation for Government Interns
Personnel Management------Ideas and Authors 92

Personnel Management, Introduction to 93

Personnel :Management for Alanagers 05, 249
Personnel Management for Personnel Specialists 96,191
Personnel Managcnent, Seminar on ADP its 79
Personnel Management for Supervisors
Personnel Otlicir Course, Civilian 248
Personnel Specialists, Basic nu:dot-co DeclopInent for 256

Per=onrel Specialists, Basic Employee ASO:WC:MK for_ 256
Personnel Specialists, Basic Position Classification for 256

Personnel Specialists, Basic StatTitn-, and Placement for 250

Personnel Specialists, Effective COMItillPiCrit ion for 91

Personnel Specialists, Personnel Management for 90

Personnel Staffing Assistant Function 192

PhiliT, Introduction to_ 255

Plicdocuir9o,ition, Computer Typesetting 72

Placement, Advanced Staffing and ISS

Placement, Basic Staffing and 189

Placement and Employee-Management Relatinies Course, Advanced _ 248

Placement for Personnel Specialists, Basic St affiog and 256

Plain Letters. 252

Executive Orientation in SO

Planning, Programing, Budgeting Seminar 207

Planning Techniques, FifT(Tiiy, 201

Police Training. 161

Pollution Control Courses, Air 252
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Position Cla.hfication, Advanced 173
Po,it ion Cla,,ification aud the Management Procee., 174
Position Cla,-ifirl,tion for Manager, 35
Po,it ion Cla,,,ificat ion for Per,onnel Ioriali,t, Rain 256
Position Management_ ____________ 175
Practice Prohlcm, in Govornmentth Accoue'ing 1;12
Preparing and Proee,-ing 11a tlovernria nt Tran Tor/alio!,
Pre-Itet ire/Gent Planning 1 ref itute for :Agent'} Advi-or, IS7
Pr(-11vtirernent Planning l+einiriar 210
Pret:entrflion,, Bric(ing and._ ______________________ . 27/S
Presenting Information to Management _ . 2.5t/
Printing Production, Editorial Plan/0m., for 216
PI ol lems, Prirlo ',sin,: and idea,, ;nu! Alain's 15
P;oblem Solving. 259
Problem Solving and 1)cci,-ioninaking, Kepner-Tregoy, 21S
,'rocriilire, for l'otti Under,tgtidit 54, Writing Brgolat ion, and 242
ProcurtIncid Coltractirr and Policy 2211
l'rocnrement (Officer,, Tran,porat ion A.,,i,tanci. 233
Procurement, Pahlic rtilithe, Set vics 2'21
Productivity, NfotiNation and 247
Professions 11i,o,tet Training Seminar 241
Program Adminitration and Lego' Control,
l'rograin Evaluation, General Orientation in __________

16

Programed Lt,tnretion Applications for Government 'Fr:lining,. I 2
Programer , Sy-derv, Ana/y,h, for k'olmatter 112
Programing, Ita,-ir 1 rd vract ,.e 1111

Programing, Budgeting Seminar Planning '2117

Programing, Executive SVorkhop in API' 74
Programing, Linear 203
Programing Teclinigi,c,, Cohol 106
Project Management, Network Technique,: for 20,5
I'sychology and the Nlanagernilit of 1111fitti fl lie,011rCc, 97
PIO Introduction to 56
Public llealth Program,: Felcrnl-State -Local Admini-t ion Of
Pul.hc 1-,nes and l'rol.h.m, Idea, and Author,
Piddle Manager, Economics for s5
Piddle Etilitir, S(11 ie). Procurement 221
Purr 222

Radiological Health 2)1
Raudoni l-7,121,j,ling in Govern/mid fl,,,cration-
Rates and Tariff.) Freight 22'i
Reading Impr nirrit 2.0,251
Itccords 1)i-100,d ion 11,0
Record.: .Mt.intenauce and 1/1.10-ition 170
Record,. larlagininclit 171
Itecruiter,,, Training In-litutr. for 19.1

Refrigeration and Air ('onditioning
Anal)-shr, Corrclat ion and 190

Bogolatiom= and Procedure., for Public Und,r,tanding, VritHig 212
Hearing ENiuni,Pc, and the Currrtit Prohlem,

and 1/cAoloinnent,. C.S

Regulatory Procc.,,, the -[dean and Ailthor, 60
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Retort Writing I, Flii?cessfitl Audit. 138
Report Writing Workshop 240
Reports, Modernizing Management 168
Residential Program in Executive Education 17

Retirement Planning 249, 25S
Retrieval, Office Information 169
Review of Economic and Conimeicial Specialist Functions. 249
Rote of the Federal Manager in Equal Employment Opportunity_______ :32

Safety Training 256
Sampling in Accounting and Auditing, Statistical 136
Sampling in Auditing I, S. atistical 137
Sampling in Auditing II, Statistical 138
Sampling in Government Operations, Random 205
Scientific and Engineering Organizations, Management of 23
Scientific and Technical Applications of ADP, Seminar on 82
Scientifically Rased Approaches of Management in the Federal Government_ G2

Scientist and Engineer, Contract Liaison for the 214
Scientists and Engii N, Management 1nstitute for Supervisory 4S
Secondary Supervison Practices 25S
Secretarial and Clerical Employees, (hie:Italian Training for 247
Secret oriel Techniques 152
Secretarial Training Course 247
Secretarial Training, From Nine to Five- 250
Secretarial Workshop 285
Secretary, A Practictun for the ExecutiveOperation Update. 151
Selection, Personnel Assessment and 189
Selection, Seminar in Computer System Evabiation and 102
Semi nar in ADP for Employee Development Specialists 183
Seminar in ADP, Executive 73
Seminar on Al P in Financial Management IS
Seminar on ADP and the Law 7t3

Seminar in .4,111V 'tlanagement and Administration G9

Seminar on ADP and Medicine 77
Semituir on Al P in Personnel Managenit nt 79
Seminar on ADP in Supply Management 0
Seminar on ADP in Technical Information Systems
`laminar in Advanced Coinviter Systems Tcchnolocc 101

Seminar for Audit Manager: 133
Seminar Cotters, Executive 20
Seminar in Computer Sy -tent Evaluation !mil Selection 102
Seminar for EEO Counselors 236
Seminar on Intertialional Trade Expansion 249
:seminar on Modern :Management. Theories rs
Seminar on Motivtition and Human Relations 259
Seminar on Scientific and Technical Applications of ADP 82
Seminar for the Urban SpecialistsFederal-State-Local ri

Seminars in Executive Development 248
Seminars in Middle Management 240
Semi - Senior Auditing 134
Senior :rid Soni-Senior Auditing 135

Shipping Faults, Government Rills of Lading and Common 229

Shipping Household Goods 232
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Shorthand Excellenc--?_ 153
Shorthand Refresher_ 259
Shorthand Refresher Course, Gregg Simplified 255
Shorthand 11r-fresher Dictation Course 25S
ithorthrtni Theory Review Course, Gregg 25S
Sum 11 Purchase: 222
Source Data Automation 172
Space Planning and Office Layout 155
Speeding the Mail 173
Staffing Assistant Functicu Personnel 192
Staffin,,,, Manager's Role in 34

Staffing and Plmiotner,t, Advanced ISS
Staffing and Placement., Basic 1S9
Staffing and Placement for Personnel Specialists, 236
State liovertimen1 and Admidistration: Program-Policies -Planning 2

tqatktical Analysis, Introduction to. 249
Statistical Sampling in Accounting and Auditing 136
Statistical Sampling in Auditing I 137
Statistical Sampling in Auditing II_ 135
Statistical Science for Analysis 200
Statistical Science for lanagetnent, Executive Seminar in 27
Stat 1st ics, firesie 255
Statistics, 1'11minute/ital; of
Storage and Materials Handling 225
Successful Audit Report Writing I_ 135
Supervidon, Fundamentals of 255
Supervision and Group Performance_ 44, 250, 255
Supervision and Group Perfortuane,.: An Institute for Trainers 45
Supervision, Introduction to 39,
Supervision, II troduction to: An Institute for Trainers, 40
SOn(Tvi,10ti of Lo-Skilled ElliplOyec,,". r1n '11stitiite for Instructor,. _ 50
Supervi sion of Low-Skilled Employees: The laiitigers Ride in 30
Supervision of Lore- Skilled Employee, Problems :Lod ,,gti 49
Slip(Tv i-ion and Performance, Effective 250
Supervisor and lInnian Behavior, The 257
Soperv:mrs, Contract Administration for

Lsbor-Malirigulrielit notation, for. 251

SiLperVisOrs, Pere0111)41 3i1anagiiii tit for 52
Supervisor's 'Role ih EEO. 251

Superv...ory Auditors COWS(' 139

Supervisory I fevelopment 24S
Supervisory lh-velopment, Basie. 249
Supervisory Development COILr.,(. 212
Supervisory Di velopnient Program . 247
Supervisory 1,--adersd,tp, MAFIA / Effective -__ 2.10

Srpervi,ors AdvaNctql 25's
mervi,ory Adwage-nient, intermediate 215

cum-rvi,iry Practices, Secondary
Supervisory and Engineers, Manage ii-lit for. 45
Supervisory Training Course, Phase 1 and II 247

Supply Management, Seminar on ADP in 50

Supplies ant Materials, Inventory Control of 22-1

Survey and Exaluation of Equildneld for Inforin:,.tion Prosing S) -to um_
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Systems Analysis 258
Systems Analysis for Computer Programer- 112
Systems Analysis, Educational Program in 200
Systems Analysis, Executive Workshiop in ADP 74
Systems Analysis, Field Work Program in ADP 110
Systems Analysis for Government Operations 210
Systems Analysis Seminar, Al)!' 109
Systems Analysis Techniques, Workshop Series in ADP 113
Systems mpro;ernent, Directives 162
Systems Workshop for Computer Specialists 103

Tariffs, Freight Rates and 22S
Technical Applications of ADP, Seminar on Scientific and S2
Technical Information Syst,ms, Seminar on ADP in 81
Techniques and Methods of Operations Research Workshop 211
Theorie:, Seminar on Modern 1\lanngernerit 5S
Theory and Practice of Management ,aid Organization 257
Trade Expansion, Seminar on International. 249
Traffic Techniques, Modern 230
Trainers of Lower-Level Employees, Training 1S4
Training Institute for Recruiters- 193
Training Specialist, Advanced 24S
Training Trainers of Lower-Level Employees 181
Transportation Atisistance to Procurement Officers 233
Transportation, Ocean 231
Transportation Planning, Urban 6
Transportation Request, PrepariaL, and Processing the Government 232
Travel Conference, Passenger 154
Typewriting Refritsher Tra;ning 255
Typewriting Refresher Traiiing Court 25F,

Unicn Organizing Campriign, Management Conduct and the 32
Urban Specialists, Seminar for the--Federal-State-Local._
Urban Transportation Planning 6

Value Analysis, Tntrodution to 203
Videotr.pe Techniques, Demonstration Workshop in 179
Vocabulary Building 255

Wage Administration. Advanced Cli,ssificato : I d __________ - - 248
Wage AilininistraCon, Basic Clast-ificatian and 24;
Water Resourees., !lanagement of America's Problems- -Itio,7,ranis-

Planning
Wi.dlife Courses 255, 256
Workforce Estimating 212
Workshop in Effecti.e English 236
Workshop in Equal Employment Opportunity for Contract Compliance

Specialists 147
Workshop in Indexing ant Abstracting for ADP Information Systems... 81
Workshep in the Job Element Examining 71{ thod 176
Workshop Series in ADP Systems Analysis Techniques 113
Workshop re:, Title VI Compliance Office r+; I45
Work S'inplifi -,,at 259
W..-qing Effective LtAters 241
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Writing Regulations and Procedures for Public Understandmg '242

Writing Workshop, Legal
239

Writing Workshop, Report
240

Writing Communiea fc: Auditors
141

Written Instructions, How to improve
23S

280

293

I $01111.111t 0 r1,11,1171



1111111111=101111411 Introduction

User's Guide

Tphle of Contents

OPEN INTERAGENCY TRAINING

Executive, Managerial Supervisory

and Administrative

AMMINICM11111M111M11 General

Technical

special

General Purpose

LIMITH INTERAGENCY TRAINING

Appendix

Index
RIG Clea..irwhouse

JUL ? 1971

on Auuit


