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WASHINGTON 25, D. C.
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25 Fehtuaxry 195¢

MEMORANDUM FOR: Deputy Director of Cemtral Intelligenos

THROUGH : Deputy Director for Administration
FROM : Director of Training
SUBJECT s+ Persounel Pool

REFERENCE : (a) remorandum from the Inspector General te ihe
Director of Training dated2; Januar; 14c2
(copy in Appendix I).

(b) Pool heport by Testing and Training Branch,
Office of Persomnel, dated 15 December 1751.

1. PROBLEM: To comply with the directive (roference a) inat
the Director of Iraining assume responsibility for training ir the
Personnel Pcol.

2. FACTS BEARING ON THE PROBLEM: The facts are preaented in
Tab A.

3. DISCUSEIONt The problesa is analymed and discussed in Teb .

L, CONCLUSIONS: The conclusions reached after the amalysis c?f
the problem are in Teb C.

5. RECOMI:EDATIONS: It is recommended:

a. That the Plan for Unclassified Training Group Clerical
(UTG/C) in Appendix III be approved, and that the
Director of Iraining be suthorized to put it inte effe:t.

b. That the Proposed CIA Regulstion "Praocessing Previsior:lly
Clesred Peraonnel” in Appendix IV be approved atd proriugei::l.

¢. That the Proposed CLA Regulation "CIA Training Foliey or
New Personnel” in Appendix V¥ be appraoved and présmlgak d.

d. That the conclusions in Tab C, Paragraphe 3, 4, 5, é e |
be approved, and that officials or Offices eomoerned t:
direoted to put the actions indicated into effeet.

4ATTHS/i BATRD
APPROVED:
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1,

3.

L.

FACTS BEARING ON THE PEQELEN

Regponsibility for Tra in the Persomnel Pogl: .y &
o ¢ Inspector Ceneral, the D/GC1 hes approved tas trap-
of responsibility for trai in the Persomnel Pss1 +-
Director of Trainins a—sﬁ.!ammry 19852,

Poliey Uirective of tne D/CI: 1In tie staff conferanca =
-i%ﬁ;cember 1951, the Director of Contral Inteiligsnce s
that 1t would be the policy of the Ageney to gu slaw on
panaien ano to insist on high qualitvy in personnel  thct
policy would recuire Tery careful seolection of pOPsonne §

Fer

he

aie:

s £

tni

Basic Jbjective of the Fersomnel Fuol: The beaie objec ¢ o

of the Personnel Pool is to emeble Lhe dzeney to plece a
professional personcel on its payrelil ir advance & full
security eleargnce, in order to relieve financial frarasa:
to the individual or to otherwise insure that bis rervia
be availabie t¢ the dgency wpon comrletion of Bacurity

Established Training Frograms for 2rofessional-Sube tant iy
Persoryiel: Unelassified Training Group A 2:?1’%755 ¥RG the
Interisy Truinims Eranch (I1/B) have been establishes o
meet the above objective for profeasional-substantive, .c
covert and coveri persommel respectively. Howeier, 73k
and IT/B are organized as homogenasous growps with rsgular
schedules for entrance on dut s> and study and prejesi acs
merte, Persocnnsli in the UT(VZY and IT/B program: ars care
reeruited and normally exceed the minimur seleciion stang
of the Agency.

Composition of the Pooi: ihe presens eosposition o the
nel Pool is not consisient with its hasic objective. The
sonnel In the Fersonrel Pool are not homogeneour. ..: tha
ing statistics show, the 2col is & cuteh-all for 1. ziye
ZOD'd provisionelly clesred personnel,

A
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a. Average percentuges of personnel by categories cari s3
from a statistical analysis of Pool personnel i of
Ly January and 23 January 1952, The statisties ana gsic
is on file in the Office of Traini ng.

Clerks arc Stenographer: 25X1
Typlsts

Total Support-Clerical

Skilled and Trade
Frefessional-Substantive

100%

b, The Professional-substantive personnel, 21! of =he t
personnel in the Pool, are UTG/A or IT/B types.

[
N
&

c. The skilled and trade personmel, 117 of the i9tal ve som e
in the Podl, are quite varied tipes. Some Lour ciif ren:
skllls are represented in the tabuleting machise 79e d;
three in the orinuing field; two in the teleuyse 7ie o N
and thera ig a niscellaneous group ranging fros micr -
photographers to fruck drivers %o couriers.

d., The rest of the personnel in the Porl, the Lir est ¢ Law.o.
(68%), may te termed support-clericsl persome.,

6. The Parsomael I'col Frogram: The program of the Fertonre: Sor
consists training for elerical-support perscrarel who - 3 .
meet minimue standards of proficiency for the job for waish
they have been recruited; umclassified work projecte unde stade
in support of various compoments of the igenGy or ¢iher - yverr .
mental departments; and the temporary attechment of Limiv 3 pioe-
bers of personsel to other Covermmerntal departmcnbe und & itz bt

a. Treining for Clerical-Suppert Persom: arsennsl & e
selected for training in ®nplish Usare, Shertnamd, 'y .ing
and Office “ractice on the basis of recopnendztions » e

A-1
o
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by the Placement Officer or the Pool Reglstra: «s a
result either of an interview or of a reguest on the
part of the imdividual. The period of treindng var as
in individual cares from one dey to meversl weeks;
consequently, it is impossible to derive 2 metning £ 1
percentage figure represeniing the total Fersunnel :a-
ceiving clerical training.

b, Work Projects: In ippendix II there is an anilysis aof
the work projects performed by the Poel during uecer ser
1951 and Jannary 1952, This analysis indicabes Lhat
most of the requests for work rrojects ccme froxm ICL
and the 0ffice of Personnel. Aspuming that tle persan-
nel enpaged on work projeets sarn their PaAY, sork pro-
Jects largely pay for the costs of ide clerical-sapyp o
segnent, (58%) of the Pool., The projects largely uti .ize
the skills of the clerk-typists and ¢lerks rather wh.n
those of the stenographers, :

¢. Temporary asttachments: In the week 2-2% Jamugry abe t
personrel were temporarily aitached to other Gove n-
ment departments or CIA offices: including the Selee.ive
Service 3ystem, Department of Agriculture, Departmen of
State, Libsary of Congress, I&5, ORR and OUL. This pPow)
eonsisted of support-clerical and prafessional--substonti
persomnel, ranging from 6S-2 through (8.9,

: d By, laation: is part of recruitment &Ciion L the
teld, suppertrclericel personnel are tested for moficis say
of clarical skilla., It is necessiry for the Agene) to neorui-

7. Test

some suppert-clerical persomnel whbe do not meet mipdaus ¢ sang.. . .

of praficiency for the grade for which they are retruitec; svoi:
persormel are sol evaluated with respect to Jearning apiicuds
prior to being put on the Ageney payroll; nor is their ecatir: -
employment witd the Agency sontingent upon the remgval of de-
ficiencies by the tise of completion of prescribed traia: %
courses.,

A2

Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1



Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1

25X1
8. rance on d Separation Bates: There are ro raoy i1tar.
s es for entrange on duty imtc the Pool or fer sepe *ati

from the Pool, The effect is to sultiply adminfstrative dit-
fiocultles; prencte confusien; and prevent effective phar ng o
the training st the Fool.

%, Ay g of Time L in Pool: The averaze ienst  of
me {all Pool person spemt in the Pool is approxim -1y

25 workinmg days for non-covert personnsl and a-prexinate y
35 working days for covert persamel,

10. The "Waiting Hoow" %wgtim: The 200l is alsc a waitim ros.
or persohnel whose proceseing is held up, usually b .ecau:-
of saturation of sedical and security processing facilit es,
Persomnel wait in the Pool, pending motification &> comp ete

EQD processing. 4is a consequence, there exists a 'irand Cen, . .

Station" atmosphere that seriouwsly imterferes wiih order ine:s
and system in the operation and ninngement of the ‘ool

11, N : It is concedud that the Peol is faced witii a mo aile
pr « This is attributed to the following factors:

8, There is ne orientatien prograa for personnel cuteri: :
the Peol. In many instences personsel have pot. been
properly briefed by the recruiting efficer that they
are to enter a Pocl and consequently, whan they fimd
they are i the Pool, their morale and mativation are
seriocusly impeired.

b. There are in the Pool prafessional-substantive persor el
for vhom no meaniagful training orogrem is -rovided &. it
is in UTC/A or IT/B.

€. There are in the Pool personnel in the skilled and ur .des

category far whoia 10 "common depominator® o training or
work project exists, or is feasivle.
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d, There is & considereble nuwber of Individuals who »raair
_ in the Poel for perieds in exdess of 95 days; as of
25X1 2B Jm,g‘indﬁidﬁala, approximetely 2F of tote:
persennel o e Pool.

e, There iz the "Waiting Room" eoperation desecribed in
Paragrach 7 sbove,

f. Thers iz & coor physical envircrment that net cniy
affests the individual's morale but alsa iapairs, U
his view, the prestige of the Ageney ss a whole.

b=y
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DISCUSSION

1. 3?; Statement: The Pool problean wiil be discyssed
reference to the following points:

a,.

C,
d.
e,

£,

h.

1.

The Compoaition of the Persomnel Pool
The Personnel Pool Frogran

The Work Projects Guestion

The Persomnel Popl Iraining Problen

The Testing and ®valuation Problem

The Waiting Roon “reblem

The Orientation Problem

The Administration of the Personnel Pool

Folicy Acticn
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2, Composition of the Popl:

a. The fact that 217 of the total parsomnel in tie
Poal ( designated as profesgienal-sdstantlve
are A or IT7/B types has already received recog-
nition Yy the Porsamwl Offipe axi the Ingpestor
General. 7This categary of persepel shenld be
tranafedred frea the Pool to U¥G/2 or IT/3. n
the futire profsssiomal-suhstantive recyulte shoul:
be assigned to TT6/A or IT/B and sbould not oo ser”

b. The nen«covert Jffices of the Agaey ume the Pool
a8 & delding operstian for soae prefessional-
subwtantive peroodnel in the expactation that
*"reportiing-to-daty date® will praceds thelr comple ot
of the UTG/a progran. A erass saction of tias Pool
as of 28 Jmuary indicetes that sueh persemdel ree
mnm&alammwwhﬁgcmm
days. 70/A is a wix weeks (42 calendnr days) ¢ p
treining prograa. Therefors, thare is o the aver ge
20 tine advarrtage in short aireuiting this progras.
Thers ig positive morals sdwmntage in rwmovis; sué .
persomadl from the Pool where ne neaningful progre.
is eonducted for their needs.

c. The sityation with respect to covert professional-
substansfive porsosoel is aatanmc. I7/3 is an
individyal teaining progres that centimucs yatil
the completion of scourity action.

d. If prefessionsl-subatantive p:rsanpel we.$ 1ot s«e:
to the Rool, tim remsining mersomywl (support-cler cal
md skilled and tradas) wemld comprise a mors home ene:
asd menszesbls greup, spprowiatae to a Porsgnnel Pol
opsratin: under the Program described belaew,

B-1
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3. The Persomnel fool Frogram:

8, For the skilled and trades perscnnel:

(1)

(2)

These personmel represent a great variety of

skills or trades with small nusbers in each

#kill or trade. Pending completion of se¢urity
action, thay need merely to maintain prefjcienci :s
already acquired. For this type of persagael,
traiaing in specialized sidlls or trades is Lou
costly to be andertaken. OCther training, as
coursds in current everts or internatiocaz] rels-
tions, would not be rslated to om-duty jo% regui e-
ments. Thersfore, such parsonnel can wosd usafaily
spend the sesurity clearance pariod by woRKing &.
their skill ar trade,

While this is not feasible sithin the Ageney, it

is possible %o sttach such persoanel to otaer
Govermmestal agescies not engaged in clasaifisc
operatiions. Yor example, a Lino{ype oparator
might be detailed to the Gpvermment Prinuiac a'f. ce,
a machine tabulation operator to the Buresu of e
Budget, or z pheto-engraver to the Bureau of riit-
ing and Bagravimg. Suchk & progranm of attachnent
weuld utilire and maintain the specialiszed talen s
of such personnel during the seturity clea-ance
period,

b. For the support-clerical perscnmel:

(1)

(2)

Sene 68f of the Pool is support-clericsl. This
growp §s fairly evenly divided Between clerks,
clerk-typists and stenographers,

Many swpport-clarical persennel require treining

to neet ainimsn or scceptable stapdardgaf profic sncy
faor the jobs for which they have besn reeriited, or

B2

Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1



Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1
25X1

they require refresher training to acet revioosly
achibved aml acceptable levels of proficiescy.,

411 pequire training in geogrephy and agpncy ol fie:
practices. Aud all would berefit by trwining

desiy to iscremse proficlency 1z slremdy ac sire:
¢lerical skills,

{3) At present work projects tend to have priority sves
traiping - not enly hecasse of the shortige of
imstfuctors but alse becsuse of the sumbpr of 3 ork
projecta unGertaken, Under thepe copditions tia
objettives of clerical trsinisg, cansistent witia
the golicy ¢f the D/CI, esnnot fully be ieb.

(L) To carry out effeetively the policy of the u/Ci,
all {ncoming suppert-clerical persanmel, regar ies:
af sqcurity clearsnce status, should be {etalled by
the §ffice of Personnel to the Office of Traini
for fraining.

(f) To mqet responsibilities assigned to it ¥5 the
Direqtor of Cemtral Intelligeace thrgugh tae In-
speclor Censral (gee Appemdix 1), the O/fR shox 4
e lish as Unelassified Training Croup Clori¢ a
UTG/G, to which all BOD*d provislonally ¢lsaree
clerfcal persoinel should te assigned.

(6) Yo meet its losg range repponaibilitics, tihe O/ K
sho estalilish a Clasaified Yralning Gmoup (1 riesi

(C26/A), to vhieh BOD'd c Clerical sersos &1
should be assigned. ¢ » shauld slsc ngat the

r resents of refresher training for on-duty «ler ...
perasdhnel.

k. - The Work Pro;]_eg‘ t question:

8. A survey of the work projects program sheuld tx: unde: tak ..

(1) When the Percounel Pool vgs first establiphed, . jem.
Offices were requested to provide work projects for

+

B-3
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the Pool. YThe work projects kad the staius of
"makp-work* to octupy provisiennlly cleayed
perspnnel in the Peol, pending full secwrity
cleafance, Since Shen, the seope aof the work
Projecte has greatly inereased; the work projec .s
have becone a majer time<consuming eatergrise

of the Pool and have taken precedence ovgr cler -
cal Yraining., It is seriously epen %o Festion
that the present status of work projects shouls

be cantinued, because of the need for aad desix-bil-
1ty af traiming to raise the level of praficies:y
of Suppert~clerical persomnel entering on duty -ith
the Agency.

Under the prosent recruitaeat limitations, ther:
w11l be fewer perscunsl available for work on
work projeete in the Personnel Pool; this will
Posult in a2 sharp reductien in the guaber of
work projeets that can be undertaken, bUncer tie
presejt office ceiling lisitations, the offices*
requegts for wark Prajects to be carried R in
the Pgol will probably inerease; this wil] resui.
in a grester relative reduction in the masber of
wrk nrojects that can be undertaken. The quest ons
posed by this situation are:

(a) are thers agy of the work projects of suffi ien:
vilue to require the offices comcernad to §; -
clude them in their badgets and to imcrease the -
T0's in order to continue them?

(¥) 4ire there any work prejects, other then thoss
above, that are of some value tq the oifices,
but that would not be undertaken sxcept ae i,
ad junet to training?

Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1
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(3) TNeither the rate st which the Personzel ool
will deorease im strength nor the ultipaie
stretgzth of the Pool cer te deterained at this
tine, Only after the present ceilings huve besq
in effect for some time &nd the mawber of Pool
Parsennel has beceme stadilized ¢an the peope ¢
the work projects progran be established,

(L) Pending campletion of tha survey, the Office of
Persannel shauld contimue to aminister the wor-
rrojacts. If, as a repult of the survey, it is
declded thet some work pIwjects should s con-
tinued as an adjunmct to training, they shonld %
admiristered by O/YR.

5. The Persopeel I'col Iraining Problem:

a, Profe:sionpl—aubstantive persomnel should te a:isiene
%o the UTG/L or IT/B pregrams,

b, 8killed -n¢ trades persennsl sihould be detailet from
the Pool t¢o other Govermmantal ageneips,

. Bupport-clerical persensel shauld be detailed to trajaing,

6. The Tepting 55 Zvaluation Problea:

a, Ko indiudm should be pus em the payroll of the Ave.cy
unless testing and evaluation indicate that the individual
either is qualified for the Job for which he is reerwited:
or that, f3ilisg to meet scceptanle standamis, 2e has
suffiefent aptitude for learning so that with tirainim: ae
may qualify within a reasonsbie peried of time. it p: ese:
20 -

B-5
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1.

8.

b.

This testing andé evaluation pogren sould be conds ;
net only to raise the qualitative level of rtrtraiﬁ«ixt
in the Agency in asgordmce with $he recent policy

directive of the Iy/CI but alec to mpet the Gesting and
evakmtiqn requiremants of tip endire Agangy, inelpting
thowe of the Office of Treinipz. The umﬁm;g of
vould baderit net outy tho airs e oty da W ig.eey
toe Opeqorit ne . ice of Persommml but -lse

R

b.

%o cenplete their XD provessirg. This deley is na all;
& matier {f howrs, net days, Bet converns a sizoabls main

af eaployees,

The libragy fagilities sheuld also be awsilable to SOy
of UN/C ¢nd the Persomnal Poal in cemnectien with iigu

A serious morals fagtor in the Persommel Posl aas e .n

the absende of an offective ardentstion ma?“&:fa
course #1quld te cosduetsd in two parts: part ons, or
2]l oleriep skilled and trade peresammel ji0L¢4 on
provisions cloared beslis; part twe, for ciacica: BTSil.
Rel as part of the UTG/C traindng pragram.

The imitia} oricatation ceurse should be eomimcted

Office of Permz;el as part of the patrasas Wamgzim
Mm‘thfi the Peal; it ah::ld inelnde ixfoxtmtion aboiu
‘ : L e ‘ y = P o3
ﬂlemmmtuc' “ti;;! Ml thmoreh. proceduress of the K 31 isii
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¢. The cleripal orientation course should cansims o & n
hours of linstructisn ower the two-veek tapic rainirg
period; il should {nclude uncliussified infarmation
about the structure and fumctions of the national aver-
ment and the role of CJ4 therein,

5. Adwingstratiop of the Personnsl Pool:
&. The adwin{stration of the Personnel Pool sheuld te ¢i-

reeted by the Office of Personnel; apd shauld consis:
of the following responsibilities:

(1) To eqnduct an oriantation course as a part of t-e
entrance processing procedure in the feol

(2) To detail ekilled and trades personnel tg other
Coverrmental agencies

(3) 1o adpinister the work projects progream ponding
¢ompletion of the survey recommended by O'TR,
and the resclution of the problem

(h) %o optrate the waiting room and its Uorary
facilities

(5) To sexve as a processing center for UTG/C

10, Policy Action:

2. Ais a result of the analysis of tie Personnel Sool PTG -
les the O/IR has wide recommeniations with respsct te all
personnel RL'd on a provisiensd ly-cleared basis; thoce
redommsudatiions are applicable with equal force o u}.
personpel ehtering the Agency om a folly-¢cleared basi::,

b. Trainiag foy all incomlng personnsl, professicmid and
non~-professional, irrespective of secarity clearunce siatus.
1s neceassry if the receat poliey directive of the Uiusctar

B-7
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g, b
4t e (N

of Central Intelligence im to be ;
: pat into efrfasi,
A higher c;mntatdvo level of perfaramance gy g‘s;ﬁcy
personnel can be obtained omly thromgh selection -
Plus trainfing., It 1s the function of selectian to
recruit personnel Competent in o given sitill, %rade,
:oienee or professien; it is the fopation of traiml;s
_3_1;1 r::.s:e ﬁ:ﬁ 3.:;01 of cempetense in any given Field
oy at competence tc the field of intelli-

A pelicy directive embody i,

' ng the abave princi i
::;xtmdt;n l;;pud.ix V. It should bve %rovzéhb?
efl‘qmct. ar of Central Intelligenece and put isto

i-8
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8. tkntthamn&buitvﬂorvmmn sonY:
. Pool to b tranaferred to mmmnﬁiﬁm :'i
soc with leferente a should sonsist of:

(1) Phasing the profeseiene] spubst ants 2HOBIR
; PEIomel

presgatly ir the Pool ip , . 1%/

of OMTE. to the A ard: 1%/%

(2) Hotadlishing md eperatisg the o
mocotdamoe #1%h tae plas in Apoeades ot

b, m‘liﬂﬁmt"mmtbw’yﬁ‘mm h
respept 14 reisiag the quelitative level ef, 1;—;-.,;”
of 4 reeal, all new mpleyecéds, rqizlm 60
ptourity dloarmo status, shamid e debailed to 0/f :
for trainfng pricr to placement witin the Agency.,

o. That the /TR should be authardzed st this tuns to ».
borroral: fisieyuyuliesRugerryrr taaiaing THaLlit) 5

pas That, in oxder more affettiwely to B dee

Agasy polisy end prpoedur j zmam-
Mﬁuj and prescribes the 1 ities ﬁgeissnry i
the effective processing of sueh parsonyel.,

3. ¥erk Projects

8. Thgtamm—eft‘mmmmumsi 300=
mmmmumdmmcxﬁaﬁ?n
‘,cyﬂmmm#w@mﬁmw
puld bn disrtalien ty the apomeerdng OFfices and/of

7 o -an ;

‘o tralaing.

Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1

SZCRET



" oFhREY

25X1

Approved For Release 2003/0.31 - CIA-RDP8SOR01734R001700200005-1

b, That, peading completion af the sbove sarvey ant recli-
Won ¢f the problan, the Qffice ¢f Perssmel shpdd
uwmmmzzeg? usirg
peresdnel she have besn adleasad by DR from Ve
alter cospleotion of the tMaining prograns.

Tpstipg axd Evaluation

¥ WWM&; and Rvalumtien Riviston #f the Hfiee o7
mummu AT edaxtée

exisiing assessment ;x:-ouchrn fer cbvert persatel.

b, That e uxit thus created should v utﬁh ap it
tastisg and svaluation miuofthp ar bbe
poliey direction and supeivisign.of the 4% Diregtw
of Per¥sozpel in coXlaborailion with the mw ﬁ fraising.

e, 33 haﬁ:gn?i unhatigx service frould nep:ta, s x
A sondno teotirg ad ¢ L §ENE
of nzitnwt, O prosedare, 12 :::tgi lﬁhﬁ’*fs
ds That an esseuntial eonditiop of this pargsy sheul ( be thst
the tqstiag and evalustion ser€.¢e Wll 9 able 'e et

the tasting and evalnation reqiirements of the ¢:Tie: uf
raiatng.
5. Iye Wpiting Roow
a. That a wvaiting room should be astablished ai | 25X1

ti m for the piminipbrative ceptral of pef-ommil 1dayed
 cotpletien of thelr Jﬁfw ' ﬁég tg;tgt g1kl be
teved segarately Cren ogeis vl

Wﬁ; that its libpary fapilities should 2e mm ] i«t

personhel in UT3/C amd the Perspmnel Poal.

be That the waiting room should be adwipistersd &y he 7. of
Personhel.

8. affort, should be mpde by the Qffide of Borsai.. the
MAI Gffice and Inmpection spd Seswrityl te el simais, if
s$ all poasitle, the Y for the walting zuem 'y
osordipating 10D dates'with the aapatity ar the ; i L1, SEFEEN 3
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facilities; that, at the very least thare sicvld x a
redudtion: not enly in $he mumber ot’ ' 'y raqw;ad
:’.m?&mmmrmm 80 i the time

: ting ream Wy perscanel awaitis § i
oation to complete EQD prmszm . inh

6,

FPool, and 'who have reasined in a pROYi ; clca;“;ﬁ ss:.é:sa

Apsistant Directar of Fersommel snd

Chief of Ingmctici

umcsofwm.mmuﬁ?& 1y by tm

a8d Jecurity for the purposs of e ‘
seourity dlearsnee action. expediting the compl tier o

7. Clas ok T H cal

b.

That the O/YR sbould establish s Clapsifiad Tred
Group Cleripal (CTG/C) to which HD'4 fmz-em:ﬁc

spport-slerical perscemel should be abdiged Idv taiiu. g

(1) ™ ineresse their proficicpdy i elreéwiy ag simi
clerical skills, v ittt

(2) Tv be instrueted in
phactices. goography and Agetxcy ofi ice

That gG/C should aleo oomduct refreaher tyaindag fot
3 swpport-clerical .

8. m hat the marale probles inm the Foel sjoula ka grentsy

the proposed CIA regulatita in Appeadix 5! i

qt;ruved add promulgated.
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24 Januory 1

MEMORANDUM T0: Director of Training

~ Por your records, 1 wish to confirm that P61 has approvad
the teansfer of responsibility for training in the molassifie:
holding pool to your office and has requested that an affort ¢
made to set up cours=s on a l0-day basis.

The training of covert smplayees in tne unelaspifisd -oo.
at another location has been approved, o take effect as socon
as the new guarters are ready.

/8/ Stusrt Bedden
Inspector Jeneral

ce: Persomel

Appendix 1
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PLAN ™R UNCLASEIFIED TRAINING GROUF CLERJICAL {79C, (.

1., ZPrai objectives: To raise the lovel of prificis; i o
all BOD'd provisionslly-cleared support-clericel nerscnrel war

a, do not meet minirmm or acceptable standard: 7 -
ficieney for the grade level for which they nsve
been reervited.

b, require refresher training to meet previeutl: sl .eve:
and ac¢eptable levels of preficleney.

c. need training in geography and azemcy oi'fiee »rar .ice.

d. would benefit by training desipgmed to incresss v -
ficieney in alreedy acquired clerical s:ilis.

2. Treining progzran:

a, Course comtent: The clerieal tralning orogras .: L
consist of the follaowimg courses: TNyping (3 leve s,
Shorthand (3 levels), Office Practice, "iling, 5 :il-
ing (2 levels), Punctuation (2 levels), Bisiness
inglish {2 levels), and Geosraphy.

b. Schedule: The daily schedula will be as Feliows:

Instructer A :nestructor B Instructor C [ae e
8:30 - 9:30 Typ. I & II {Frac, Hoom) S5ht, I . 11
9:30 = 10:30 {Prae, Lcom) ram. L She, I e di
10:30 - 11:30 (ffice Fractice wunc. [ Fraze Fil np
11:30 - 12:30 Lunch & Fractice lunch & Fractice P ling ¢ rap
12:30 « 1:3¢ Spell. I “ree lazaeh & Practics FIY A 7 e
1:30 = 2:30 Free cpeli, II wae, 21 »i ce iag
2:30 = 3:30 Ceography Typ. LI {¥P~ac. Room) Trg
3:30 = L:30 Oriemtation —.- - -

Approved For Release 2003/6F29&a H3580R01731R001700200005-1
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¢, Phasing: The training pregram wili consist of . Lwoe
week basic unit. Meltiples of the basic unit wy b
arranged on &n individual basis to neel Lncividial
raquirements withowt repetition of subjec matte r,

d. Tastireg: Testing of individual proficienty wili be
made 3t the completion of each basie trairins urit
and isdividual proficleney reperts wil: he s8BL o $h
Office of Personnel.

“rocedure: The Iffice of Persgnnel ¢ 11
OD'd syoport-¢ierical personnel te UTG/i far tref ing,
Regularized sntry dates iato U74/C (from the Persomneil Baol’, evar
week for typing and shorthand training and every two waaks ¢ ofros
designated training, shall be effective. Exit from r'a’ Tl tre
contingent upon the complevien of the tralning ceurse aver i pgh
security clearance nay have been completed,

L. Planning Bucis:

2. Trainee¢s: Flanning for the UTG/C trainizg prosren is
based ¢n the sssumption that there will te st &y give
time aporoximstely 100 trainees in UTG/C.

b, Staff: The existing traiming staff of the Fersonaely
Pool consists of two instructors. In Reference B it
was reqomendsd snd approved that the stafl shoul . be
increased to four instructars, The propoessd plaw for
UTG/C will regaire four instructors and ane clari a3}
assistart, This may he a8ccomplished by traasfery ne
the two imstructorsmw on the Persomnel P00l i/t o
the /0 of the Office of Training and by authoris: ng
an increase in the T/0 of the 0/TR (2 avditional ge
structors ané 1 elerical assistant).

¢. Space: The spsce available 02, H0ZA, Sy 25X 1
50k, co€, 508 end 5119,& it ade g ate
to carry out the train T propram,

Appendix III - 2
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5. Apprevel Yy the JD/A:
a. DBaszie plan for U7G/C.

b. Transfer pf the twe inmtruetors now on the Personng..
Rool 1/0 ﬁe the /0 of the O/%H, and e aﬂg;-iaf,;an
for teo sfiditionnl ipstractors and ane sleridhl asg st
an the T/0 of tme Q/TR.

0. Allogatioh of th: space desigmated in Paragrsh L.c.
shove, to the O/MR.

Appendix III - 3
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CENTRAL INTILLI
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ROPOS il
THCE ACENCY RiGUL TION WU 3L

6.

CIA TRAZRING POLICY FOR R&W PERSONNAL

A. In order to raise the qualitative level nf periorm mce

B.

c.

D.

of new psrsonnel entering on duty with the lgency, the
Direotor of Treining is autnorized to plan #nd oofF ot
training programs in accordance with the palicy st ted
in Paragraph 3 fellowirg.

Rew pergormel eitering on duty with the Agensy sne 1,

pricr to placement within te Agarigy, be de$aiiad

s

the Oifice of Personnel to the Office of Trdalniang  or
traloiog desigmed not only te relate the:r particy ar

field of compelunee to the fleld of inteiligrme, ut

alse, whtn necensary or desirable, to raise wieir sve.

of eompetence i1 any given field.

For the present, this poliey shall apply orly to 4 2
following:

(1) All *rofestionaleSubstaniive personpel.

(2) A1l Professionale-Administrative parsonue l.

{3} All Support-Clerical personnel.

“he Lireetor of Iraiaing, im putting this policy rwe

effect, 31all plarn training prograsg, expand axisii g

Aopendix V-l

Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1

25X1



- ,‘a?L‘*u" B

Approved For Release 2003/07/31 : CIA-RDP80R01731R001700200005-1

HUMIER | 25X1

February 1352
training facilities and establish new training fac 1:4°:
for such personnel in the followiig order of wrior Aare
(1) FProfessional-Substantive persennel,

(2) fupsort-Claerical persomnsl.
(3) rProfessionaie-Administrative personn:1.

£. The Director of Traiming shall present ail traiair pis o
and programs designed o earry oun this direstive o %::

ol for approwvsl.

Apperdix (=2
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