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Sasurity 1rformation

JER
OFFICE OF TRAINING REGULATION NO., 5=2 . ' 11 April 1952
SUBJECT: PREPARATION OF OTR REGULATYONS |
1. GENERAL

This is the formet and sanuential srrangement whiich has Desn
devised en a gulde to assiat in the preparation of OTR Ragulations and
HNotices. Drafts should be forwarded tc the Chief,. Support Staff for
final chesking. sssigmment of issdancs numbers, mpx‘@dm&iem, ana
disseminetion.

£, PARAGRAPH STYLE

a, The atyle and muxhering of parsgrephs will sonferm to the
atyle as shown herein.

te 1 subject matter lemle itself to ocutline form, parsgraph
hesdings will be used, Whers peragreph headings are desuad advisabls,
thay will be used ihroughout tha Regulation or Notlge.

. The sub=division of varsgraphs will be ideniified by
sppropriaie letter or mumber symbo: in asccordamse with the following
systems

e
8
&y
{a)

4. DRouble=spasing betwasn s1) paragraph sub-dlvigione will

3, REGULATION SEQUENCE

Where applicnbis. the first Regulation in sach series will ba 2
basie lesmaiws establishing OTR paliecles for sash category of admini..
strative astivity, as wall as the responsibilitiass for implexenting thoss
policlien, Detailled proveduarss covaring spsaific fumctiona or activiiics
should be iszsaned im saparata Regulatioss o avold frogqusnt revision of the
besieo Regulatioms,

25X1A

SATTHEY BAIRD
piragtor of Tralning

Distribution: ID/TR{s)
LU/TR(G) L
411 Diwiaion, Emmqﬁ _and Section Chlefz
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. 4, The Planw and Polfey Stefe ot m(e);_'in;{rgapgﬁim@ m.mmmmg% '
R surcent histery of TR{G), : .
) 'b;, "Mf ard Bdws a’i.m Chicfs of TR(G} will every mek,, fuznish the

 Plens and Pelicy Staff with o copy of their Wa«sk.y Sha “us Report for nmmesian
in the ;'R(i.i} h;.stn:w Pile, -

i

B, S4ul? md"“iv’,&um Shiels of "'R(@} w‘,ﬂl mai':ef LS lﬁhl@ b the :
Flane und Foliey Stalf sueh other Snfemm on a.a uould tw uamml to inelude in
the TR{G) him%&wy i‘m@, » :

& e iea,;rlstm wil urfnim the Plansi and Poiicy taff WALE m:n‘&hly
y‘g*mm on s nupber of new treinees who have b@an en‘baresd in &as,h af Lw
training pmgxm@ of ”"ﬂ(ﬂ},‘ dtwiup the mm’m o
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NDEYGE POLIGIES AND PROCEDURES

2 In o¥dex %o dwelop‘tmifemiﬁy in %&w pmmatﬁ@mg : .
a‘aigﬁiﬂg of ‘all offisfsl sorrespomience criginating within the Offim of
» ninz, effsetive immedistely, all ccrrespondence emeuating in the OTR
"mdqnm'm*w eﬁ’ﬁm 'wﬂl be pmp&md over ma nens of ﬁh& Bﬂmm of

AT _g; : Thg DﬂR in mmﬁ‘bla for all mmgmﬁwm leaﬁng m’a :
o amd wEll personally sign all officd &1 hm:;;am%m sorprespendence in
ﬂm f@llwiag m‘c@@fi&s ) . ~

: ._ - (1) G@x'rmpmﬁm m’d&rﬁssm to aﬁh organisations amd{@r
Mvﬁ&mls‘, govmm e prﬁmfmg., msm@ the é@m@yo

e (2) cowmp@ndmm drectsd to the maﬁ& ts&‘ IA, @f‘fim
. @m mmjer organisational ﬁmnpemnw ag dmﬁ,mmd ﬁzz GIA
Feguis,tion Y?M:L &8 Pavis .

C ‘5) %ﬁe@p@n&m mmizzug poliay eiammim%mmu

S . (.&} Such o‘thm' mezim@ a8 the DAY Mz@" m tims
LT %@ %ime desire to review,

SR : S By ”'Z% will “he the roapoaalbility mﬁ‘ ke n@mﬁy Mizwotors of
Ty %i&iﬁiw and the Chiet, Suppor’ Stelf to teke sueh steps o8 may bs
Co senesenry to insurs that all enrresvondents Lo the alew i mwmﬁ,w
.iﬁ dirented %o the Dj‘SR Lox sigature,
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; abote Lype vwithin their mp@sﬁw areas of seoponaibiliity, fop the
- Dfe,  Informetional copfen of 53? suEh QOTT %i‘?fﬁ“&ﬁz‘ﬁ%@& ss}mxlﬁ ba

L "“*%&’R‘fiﬁfﬁ i‘a) tha off} @a @f‘ m@ Iy MR,
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(j - OFFICE OF TRAXNIEG REGULATION NO, 5mf
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. . b, The Deputy Direoters of Treining snd the Chief, Support
- Staff are heveby authorised to sign, for the DR, all soTvespondance -
within their sppropriate aveas of resporsibility, mot in ths above

eategorics. \ ‘
o, Spesial delegations to sign sorrespondense for the D/TR nsy

be made by the D/TR where expediensy or spssisiisation warrants,
These delegations shall bs in writing and mey delegate to gppropriats

- naxbers of TR(S), TR(G), and the Support Staff such signing author ity
%3 the D/TR considers necessary in order to expeditionsly handle
lerge volume ocorrespondenas such ss reguisitions, travel ordars,
requats for advance, travel voushars, couese annownsements, and .
parsormel actioms, : : . .. A

4, FPROCEDURES

&, All ecrrespondense shall be prepered over the mams of the
Director of Training, Corrsspondsnes Co%ered by paragreph 2ee will
be slgned pereomelly by the D/IR, All other ecrrespomdence shsll be
sigasd by the Depmby Direstors of Traiping end the Chis?, Suppowt

- Staff, within thelr respeatlve arese of responsibility .

b, Fer informationsl purposcs, torespondenss prepared for .the :
pereonal. pignature of the D/TR shull be amecmpanied by the insoming .
eorreppondenes or the basie cspe melerinl on whieh setion ig beling
taken, Sush meterdsd will be reburned to the originating offics
aftsw sigoature by the DAIR, ' -

5. The form and propesation of &3l sorrespondence should foliow !
.t&mﬁﬁmmmti@m of the CIA Corvespondenss Merval ae revised Apegl )
1958, | S

d. This rogulation superssdus the wtaff mevovendum from the DAR’
dated 18 June 1951, Subjest: Sigraturs ob offigdsl COPTREpOBienss,
Offive of Training, | o 8

X1A”
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| witaraal ai? internsl co@rospondenscs

?ﬁﬁg with matbores of poliey or cperationel eover ghall be Feruardod
" on a weekly basis to the D/IR via the DD/TR(S), S

TR

25X1A"

 MATTEEW BAIRD
Divevter of Trelning -

| DISRIBUTIONE A1) OFR Divisfon, Staff, Braneh and Seotiom Chiefu for
o pouting to all &%ﬂ gm*&é&m for inltialing,

SE-GRET
. SMW'?@mﬁim :
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OFFICE OF TRAINING REGULATION NO. 20-2 2 July 2952
SUBJECT: LEAVE, MILITARY OFFICERS ASSIGNED TO OTR

1, GENERAL

8. In ascordance with regulations of the Armed Services of
the U, S., all military persomnel eserus 24 days of leave per celemder
month. Anmmal lesve, which is mot used Ly militery perecmmel duving
a fiseal yeur, shall accumalate for use in suecesding years undil &%
totals, (but mot to exseed), €0 deys at %he ond of the fiscal year.

b, Every attempt will be made to permit militery personmsl
to use acorwsd leave above the €0-dry moximws im order that no loave
will be forfeited.

2, ORDINARY LEAVE

8, Individuels reguesting lseve wiil sudmit written reguest
to thelr Division Chief throuwgh Sheir immedinte supsrviscr. Nlsik
leave requsst forms are availebls at Perpcmmel Office, OTR. Al
approved leave requests will be forwardsd o Adniaistrative Offiser,
UIR for processing. Isove orders will be pubililched by the Mittaxy
Personnel Division and will be pisked up by iviividusl concernsd ab
Sergeant-Vajors Office in Militery Fersommel Livision, Room 1002, #I1®
Bullding. Individuals must sign out when going om lesve apd sige in
when returning from leave. Sign oué registers are mainteined in
Sergeant-Majors Office,

3. [EMERGENCY LEAVE

&. lIn the avend an energency somdition arissec, reqeiving
imnsdiate leave, supervisors zre enpowersd to grant soergancy lesve
either verbslly or in writing proviced the nesessary lsave forms
{ez outlined in 2. above} are ermpleted zs soon as pragticablo,

4o PASSES
. £, Superviecors are suthorized to grant militery perscnuel '
pesses (not o exvsed 72 hours) without sharga to acomed leave. Fasses '

may not bs granied to imclude ibs duty day Lmsediatoly preoesding or
following a weekeni or holidsy.

‘f Re-Bo§ LRl ~G-T-E=F
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o O L mvﬁ,sion Chiefs will establieh procedures fer the
NG L@f such ma@s within their units to ensure proper oontml and dimr@tﬁ.@n o
- . iz sxercised im their useo - S S

8. Officera will eign out wh@m going on pass awi eign in when
n"amming from paas., Sign out mgistem are meintaim in Room 1@2,, ,
Hxw Buildingo o

§n. A33 nilitary m@mil. aeeigmd at field imtallatieme where .
unit snd persommel records are mainteimed, will abide by regulatim w@/ '
- or directives comserning leave policy as established by the Cozmmendant
of ‘the imtellatiomn

. .(‘\

25X1A

MATTHEW BAIRD
Dim%éoﬁ-. of Tralning

Distributions A1l OTR Division, Staff, and
Braneh Chiefe

=22 =

 BEEDR-EC-T-ED
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OFFICE OF TRAINING REGULATION NN, 20-3 13 Auvgust 1942

SUBJECT: OFFICE OF TRAINING CAR®FR SERVICE BOARD

1, POLICY

Effective 13 June 1952, the Director of Central Intelligence
approved an Agency-wide Career Service Program intended to identify,
develop, effectively use, and reward individuals who have the skills
required by CIA; motivate them toward rendering maximum service to
the Agency; and eliminate from the service, in an equitable manner,
those who in spite of the Program fail to perform as effective members
of the organization,

The Agency-wide Career Service Program will be administered by
the CIA Career Service Board which will be responsible for developing
noliey governing the Program subject to approval by the DCI, The
Agency-wide Program provides that each Office establish a Career
Service Board to assist in the oneration of the Program by performing
certain functions subject to approval of the Office Head,

2. ORGANIZATION

Pursuant to the nrovisions of the CIA Career Cervice Program,
there 1s hereby extablished the Office of Training Career Cervice Board
which shall consist of the following members:

Choirman - Director of Training (ex officio)

Member - Devmuty Director of Training (General)
Member - Chief, Plans and Policy Staff (TRG)

Member - Deputy Director of Treining (Special)
Member - Asst, Deputy Director of Training (Special)
Member -~ Chief, Sunport Staff

Cecretary- issistant to the Director of Training
(non-voting)

Should any of the positionms cororising the membership of the
Board be vaecant, the D/TR will designate a temporary member of the Boerd
for the period of such vacancy, Four voting members will constitute a
quorum, Meetings of the Board will be held on the first work day of
each month and at such other times ss the Chairman may determine,

The Secretary will provide staff summort for the Board including
preparation of agenda for regular and called meetings, coordination of
activities of this Board with the CIA Career Service Board and with the
Boards of the several offices and nreparation and meintenance of minutes
and other records of Board actions,

SLCRET

€curity Infermation
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Security Information

OFFICE OF TRAINING REGULATION NOD., 20-3 13 August 1952

3, MISSION

The Office of Training Career Service Board 1s responsible to the
Director of Training for the overation of the Career Cfervice Program
within O/TR and for collaboration with other Office Boards on inter-
Office Career Service problems,

As enumerated in the Career Service Program, general responsibilities
of the Office of Training Career Service Board are to:

a, OServe as advisor to the D/TR on all matters pertaining to
the Career Service Program,

b, Direct within the O/TR the application and functioning
of the Career 3ervice Program, including but not limited to the
following:

(1) FExecuting relevant decisions of the CIA Career
Service Board and making recommendations to the CIA Career
Service Board for imnrovement of the Career Service Program,

{2) Sponsoring, developing, and executing the Career
Service Program of the O/TR, including an intra-Office
rotation system, and renmorting pericdically to the CIA
Cnreer Service Board,

{3) Reviewing Personnel Fvaluation Renorts and proposed
development nlans for individuels in terms of training, assign-
ment, advancement, rotation, and promotion,

(4) Recommending cancellation or continuance of career
development actions,

(5) Particivating in the development and execution of
approved extra~Office rotation systems,

{6) Submitting to the Sponsoring Office a semi-annual
Parsonnel Evaluation Revort on each rotation anpointee from
another Jffice,

(7) TInsuring that the rotation apnointees detailed by the
0/TR to another Office are not overlooked for warranted nromotion
and ensuring that rotation anpointees received by the 7/IR are
productive and thelr assignments commensurate with the our-
nose of the annointments,

SECRET

Tseurity Information
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Sécurity Information
OFFICE OF TRAINING REGULATION NO, 20-3 13 August 1952
(8) Reviewing continuously conditions of service and
duty with a view to making recommendations to the CIA Career
Service Board concerning working conditions and benefits that
can strengthen morale and inerease "esprit de corps,"
(9) Reviewing continuously the personnel intake of the
Office, especially at the Junior professional level, with a
view to ensuring the acquisition of highly-qualified, versatile
persons with long-range potentiality,
¢, Supervise such subordinate Boards and Cormittees as may be
established from time to time for handling specialized functions,
assigning to them Office versonnel as necessary,
4. FUNCTIONS
The O/TR Career Service Board shall:

a. Review and recommend final action regarding plans proposed
for the development of individusls including, but not limited to:

(1) Annual, special and reassignment Personal Fvaluation
Reports,

(2) Initial Evaluation Revorts on 21l new emoloyees prior
to completion of the trial neriod,

(3) Appointments, assignments, transfers, nromotions, and
resignations of heads of organlzational components of 0/TR,

(4) A1l apnointments and nromotions,

(5) Intra-Office transfers and reassignments,

(6). A1l extra-Agency training,

(7) A1l rotation-training assignments outside O/TR,

b, Perform such other functions and duties as may be required
by the DIR,

/s/ MATTHEW BAIRD

MATTHEW BAIRD
Director of Training

BISTRIBUTION: ALL O/TR PERSONNEL

SECRET
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uEFACK OF YRATMING REGULATION N). 20=3/1 § Febrnary 1993
GUBJECT:  MEW APPCINIMENTS TO CAREER SERVICE BOARD

i, The Chief, ispessxwai ami REwalustion Staff, UTE,; is hereby
pennkad & Peynapaps Maaber of the OTR Ceresr Sexrwioce Boarc .

AN [¢.8 eppuinted & Tenporsry Member of

25X1A%9a

of

~He poard paddlng the eppointasat of a pew Assistart Deputy dreater

Trainine (Siweiali.

oot SR

fﬁ;".‘; '!E-'-sﬂ 823 ‘i’ 5y

Rivmatae of Tanining

PR etedteit lews - A1) OFR Pespsipore i
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OFFICE OF TRAINING REGUIATION NO. 20-4 16 Jamuary 1953
SUBJECT : PROMOTIOK RECOMMEMDATION FORMAT

RECISIONS: (1) OTR Notice No. 28=52 TR&G;
{2) OIR Notice No. 25=52 TR(8), peragrsph 6

1. The attached formai has been designasd to standaxdize promotion
recomendations for e)l components of OIR and will be followed by all
supervisors in preparing such recoxmendations.

2. The memorandum will be prepared in seven copies by the immediaie
supervisor and trangmitted through appropriate chammels to the Deputy
Direstor conserned or the Chief, Support Steff, for recommendation end

 presentation to the Carser Service Boerd,

3, All recommendations, uhether endorsed affimatively or negatively
by reviewing officers, will be submitted to the Secretary, Career Service
Board not later than two working deays prior to the date on wvhioh the Board
convenss. After finel sction of the Director of Tralning, the promotion
recommendation will be placed in the employee's OIR personnel file,

25X1A
— (MATTHEW BATRD
Director of Training

Distributions All OTR Staff, Division, Branch, and Section Chiefs
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Date

W  MEMORANDUM FOR:

SUBJECT

t Promotion Resoxmerdation of {Nems) _ .

On the basis of the information furnished below, it is recommended thet the
subject individuasl be promoted to the grads indlcated.

8o
bo
G,
do

- 1)

£

8o
he
i

Jo
Ko

1o
mo

Do

Ps

. Qo

Title of present poasition:

Fresent grade, including periodic step increases:
Date of last promotion and time in grade:

Time in present position:

Length of time individual hes performed the work at the grade level
to which promotion is recommsndeds '

Title and grade to which promotion is reccmmendeds
Age of subject individuals
EOD date with CIA or its anmtecedents:

Chronological history of employment with CIA {indicate office,
division, title and grades of positions held):

Description of duties in present position:

Manner of performance of duties in present position, end, if known,
in previous positioms:

Growth potential of subject intividual within OTR and CIA:
CIA training received and evelustions per courses

Other training, education, and experience ualifications of subject
individuals ’ h W

Other relevant facts for evalusating this recommendation:

Fresent T/0 position number of subject individual (to be filled in
by appropriate supsrvisor):

T/0 position number and grade for which subject individual is recom-
mended (to be filled in by appropriate supervisor):

Signature and Title of Initinting Supervisor

Signatures and Endorsemsnts of Supervisors:

s spee

RESTRICTED
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Security Informaticn

OTR
OFFICE OF TRAIMNING REGULATION NO. 25w1 11 Aprdil 1952
SUBJECT: TRAINING RECORDS AND REGISTRATION
1. POLICY

The following policles shall govern the administration of the
Records and Registration functions of OTR:

8. ALl CIA persomnel selected for training either in Agency
facilities provided by OTR or in approved non-CIA facilities will be
subject to OTR Records and Registration procedures,

b. Training registration procedures of OTR shall provide a
centralized registration system, Such procedures will be designed to
insure that:

(1) Proper distribution of announcements and class schedules
is made.

(2) Personnel selscted mset established prerequisites for
the course in question,

{(3) The capacity of any given course is not exceeded.,

(4) Course Chiefs are glven, sufficiently in advance of
gstarting dates of courses s information concerning enrollments and materials
required for the administration of the course, such as photographs, copies
of Training Requests, etc,

Co A centralized training records system shall be established
within OIR to include all training requests > seleciion board actions,
class rosters, student evaluations and, as appropriate, class papers s
student notes and related materials,

2. RESPONSIBILITIES

as The Chief| e responsible
for the Records and Registration activities of OTR in accordance with the
policies stated above, This Officer is further responsible for the pre-
paration of routine and special reports on training activities as may be
required, _

b, All Staffs and Divisions of OTR will cooperate with the

in carrying out its responsibilities.

-] -

RESTRICTED
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RESTRICTED
L
QIR
(E‘FICE OF TRAINING REGULATION NO. 25-L ‘ 11 April 1952
3, PROCEDURES
. , of
Detailed procedures for each particular course or group
related courses will be issued in separate OTR Regulations.
25X1A
P——
MATTHEW BAIRD ]
Director of Training
Distribution: ALL OTR PERSONNIL.
v
\ 4
RESTRICTED
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25 larch 1953

Q’Ezﬁ:’t

CFFICE OF TRAINING RECULATION NOo 253
SUBJOCT: BASIC INTELLIGENCE TRAINING RLPORTS

1, CIA Regulation[ ] dated 13 Merch 1953, cencerniaf
the new progran of Basic Intelligeneo Training, stipulates in para-
graph 4o 0o (3) that the Director of Training shalls :

nprovide for training roports eppraising the
performance of all perzcancl in basic in-
telligence training and tronsnit roports <o
the Offico Head cencerncd and to the Assigtont
Dircetor (Personncl) for their informotion and
action.®

2. Responsibility for the implementation of this functien
haa been delogated to the Assessmsnt and Evaluntion Staff of the
Offico of Training., Accamplishament of the assignmont will require
the help of all compenonts of OTR eencerned wibth the basie ine
telligence Courses.

i WATTHEW BAIRD
. Director of Training

Distrdbutions All OIR Staff, Diviaion
and Pranch Chiafs

SeE-G-R-BL
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OFFICE OF TRAINING REGULATION NO. 40-1 11 April 1952

SUBJECT: ESTABLISHMENT OF POLICY, RESPONSIBILITIES, AND PROCEDURES
FOR | SUPPORT STAFF

1. The requisitioning or scerdinstion of requisitioning, for the
Office of Training of all equipment, services, supplies procured through
CIA facilities, other Government sources, or non-Goverament sources,
ezoept as otherwise specified, will be performed by thd | 29X1A
| | Support Staff, OTR.

2. RESPONSIBILITIES

The Chief,| } will be responsible for:

. The formulatior of yprocedurcs and the execution of policies
established fcr the Supply end Servieces Section.

b, The compilation of estimated tables of equipment and supplies
for unite and projects of OIR,

¢, The sscertainirg of space rasguirements and the ccordination
of requests for assignment end aquipping of space.

d. The provision end cocrdination of transportation and twravel
gerviceg for the Office of Training,

@ The development and use of a suspense system to assure
timely follow.up sctlons on pending requesta.

3. PROCEDURES

4. Requests for serviees and supplies may be made dirsctly to
the Supply and Services Section either orally or by memorandum. Depend— 25X1A
ing upon the nature end scope of the request, the Ghief,F
I | is authorized to require vhatever officlel approvel is
necessary. :

b. Procedures concerning specific supply end services items
will be covered by separate OTR Regulationa,

25X1A

MATTHEW BAIRD
Director of Training

Digtributions " ALL OTR PERSONNEL

RESTRICTED
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| OTR
OFFICE OF TRAINING REGULATION NO. 50-1 30 April 1952
SUBJECT: WEEKEND AND HOLIDAY STAND-BY DUTY OFFICER

1. In aceordance with CIA Regulation] phich requires Office Heeds
or their appointed representatives to be on esll) during off-duty hours, a
system of Weekend and Holidey Stend-by Duty for OZR is hareby cstubliished.
The Duty Offlcer designated will act for the Director of Training om all
official matters thet may arise durdmg his tour of duty.

£, The Direstor of Treining will aélact a roster of Stand-by Duty Officers
basged on the recommendations of the Deputy Direstors, OTR. This roster will be
published in the OTR Kotices seriee by the Administrative Officer, OTR,

3. The Administrative Officer, OTR will provids the CIA Watch Officer with
the OTR Stapnd-by Duly Ropter which will inelude the home eddresses and home tele-
phone numbers of all Offisecrs listed, :

4o @. The Weeckend and Hollidey Stand-by Duty Officer will be available for
duty from the slose of business (1700) on the day preceding the weekerd or holi-
day to 0830 on the day following the weskend or holiday, The Duty Officer will
be available, by telephone, to the CIA Wateh Offiser at ell times during his
tour of duty. He will inform the Wateh Offiser where he masy be resshed if cther
tkan at howe.

b, Personrcl aseigned Weekeml Stand-by Duty will be on duty in Room
1024, "I" Building, CIA Extemsion 3521, during the hours 0830-1220 on Satuxday
in order tc handle UTR matters for the Dirsctor of Training,

- 8o Weekend-Heoliday Stend-by Duty Officers may be relisved of thet
portion of duty as outlined in b) ebova, if anocther member of the staff will be
on duty these hours and can perform his work in Room 1024, "I" Building. The
eltsrunate staff member must be one who is also subject o Weskend-Holiday
Stand=by Duty.

d, A1l Officers scheduled for Stand-by Duty will be responsible for
performing the duty on the date assignod. In the event the designated Officer
cannot carxy out the assigned duty, he will arrange for a substitute from anong
the Offisers on the duty roster. Tha Administrative Offieer, OTR will be
notified of ell sush substitutions.

5X1A

NY

MATTHEW BAIRD
Direoctor of Training

Distribution: ALl Stamd-by Duty Offieers
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(TR
OFFICE OF TRAINING REGULATION KO, 60-1 (TR(G) ¥ June 19v2
SUBJECT: BRIEFING OF TRAINING LIATSON OFFICERS
RECISION: OfTR REGUIATION NO. $0-3 (TR(G} dated 21 May 1952

1. POLICY

Briefings shail bs conducted by TR(G} for each newly appointed Training
Lianison Officer {(T.L.C.) of the Agency in order %o acquaiat him with the Stoff
&nd Division Chiafs end to inform him of “he plans and programs of TR(G).

2. RESPONSIBILITY

‘ It shall be tha responsibility of the Plans and Policy Staff to
administer and soordinate within TR(Q) the briefings of newly appsinted Train-
ing Liaison Officers. '

3. PROCEIURES {0/TR{C)

8. Briefings will normally be eccnducted on Thursday afternccas &nd
Friday mornings.

b. The following schedule will be used as a guids:
1. Thursday Afternoon

X:30 Chief, Flanz and Policy Staff

2:00 Deputy Director of Training (Generai)

2:30 Chiasf, Support Staff

3:00 External Training Programs Staff

3:30 Chisef, Testing end Evaluation Divisionm
{Personrel Offica)

4:00 Chief, Ceneral Trairing Division

2. Friday Morning
9:00 Chiaf, Langrage Services Divisjion
10: G0 Head, CIA Intelligence School
21:00 Chiaf, Orientation snd Briafing Divisien.
2. On Thurzday afierncons the wember of Lhe Plans sod Policy Siaff

sonducting the T.L.0. tour will asecrt and introdice She Tolo0: Yo G neaned
Officers at the stated timas,

Approved For Release 2002/05/01 : CIA-RDP56-00403A000100040013-1
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Ssenrdity Information

CTR

OFFICE CF TRAINING REGUIATION NO. £0-1 {TR(G)

d. The member of ths Plans and Policy Staff conducting the tour will
make appointments for the 7,L,0. to ses the named Officers at the stated times
on Friday morning.

e. Fach T.L.O., will b2 informed that his briefings will require all
of Thursday afternoon and Friday morning so that he will be preparsd to spend
the time necessary for propesr briefings.

" f. So far as possible, T.L.0's will be briefed in groups, so as
to lessen the time TR(G) must spend in briefings.

g. TR(G) Officers conecernad wWill b2 given timely advance notice by
the Plans and Policy Staff of proposed briefings and thay will hold open, as
far as possible, the time slated for their briefing in order to minimize
changes to ths scheduls,

!

, ;//‘;VWTTHEN,BAED
7 Director of Training

Distribution: ALL TR(G) PERSOWNEL

S-E--CwReB=T
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Security Information

12 November 1952

L]

MEMORANDUM FOR : O/TR Staff and Divigion Chiefs
'SUBJECT

14

O/TR Regulation No, 70-1

Each Staff and Division Chief of TR(G) shall be respon-
sible for the fulfillment of the mission and functions of his
Staff or Division as indicated in the series of statements at-
tached hereto, as O/TR Regulation No. 70-1, dated 12 November.

MATTHEW BAIRD
Director of Training

S5-E-C-R-E-T
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COPY NO. I
12 November 1952

OFFICE OF TRAINING

OFFICE OF TRAINING REGULATION 70-1

SUBJECT: MISSION AND FUNCTIONS OF THE DIRECTOR OF TRAINING

AND STAFF AND DIVISION CHIEFS OF THE OFFICE OF TRAINING (GENERAL)

1, Organization Chart of the Office of Training

2. Mission and Functions of the Director of
Training

3, Mission and Functions of the Chief, Plans
and Policy Staff

L. Mission and Functions of the Chief, Orientatlon
and Briefing Division :

5, Mission and Functions of the Chief, Junior
Officer Training Division

6. Mission and Functions of the Chief, Intelligence
Training Division e

7. Mission and Functions of the Ghief, Programs
Division .

8, Mission and Functions of the Chief, Langusge
Services Division

9, Mission and Functions of the Chief, Management
Training Division

DISTRIBUTION:
ALL SECTION, BRANCH,
DIVISION, AND STAFF
CHIEFS OF O/TR

i
S-E-C-R-E-T
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DIRECTOR OF TRAINING

-

MISSION

The Director of Training shall develop and direct Agency training programs

and review Office training programs; represent the Director of Central In-

telligence on subjects related to training; participate in the formulation
of the policies and plans of the Career Service Board; determine require-
ments for Agency training facilities in the United States; in accordance
with the applicable provisions of Public Law 110 (81st Congress, 1lst Ses-
sion), provide for Agency participation in training programs at appropri-
ate external facilities, public and private, in the United 8tates and
abroad; and establish and maintain standards of achievement for Agency
personnel in Agency training programs.

FUNCTIONS

The Director of Training shall:

A. Serve as permanent member of the CIA Career Service Board.

B. Serve as advisory representative on the Professional Selection Panel.

C. Formulate and carry out training policies, plans, standards, and pro-
grams to increase the capabilities of personnel to serve the Agency.

D. Develop and direct, in coordination with appropriate Offices, train-
ing programs in the United States relating to the skills and techniques
required in the specialized operational activities specifically charged
to the Agency.

E. Develop and direct within the Agency training programs relating to the
principles, methods, and objectives of national intelligence.

F., Determine the physical facilities in the United States needed to meet
the requirements of Agency training programs.

G. Provide for the training of persomnnel in language, area, and special-
ized functional fields.

H. Conduct indoctrination.for new personnel and orientation for Agency,
governmental, and other personnel, as required, in the mission, func-
tions, and organization of the Central Intelligence Agency.

I. Provide management training for executives, administrators, and super-
visors to improve their skills in conserving the human and physical re-
sources of the Agency.

Jde« Direct a comprehensive program for the selection, professional training

_ and career preparation of junior officer persomnel in cooperation with
- the various Offices of the Agency.
12 November 1952 1=
O/TR REGUILATION 70-1 S5-E-C-R-E-T
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Indoctrinate and train clerical personnel in Agency office practices

£ _ S K hd
haad and procedures and other clerical skills.

L. Establish the standards of performance to be met by Agency personnel
in Agency training programs, and, after consultation with the appropri-
ate Office Head, terminate the training of personnel for failure to
meet prescribed standards of performance.

M. Review Office training programs, including on-the-job training, and ad-
vise and assist the Offices in the development, direction and conduct of
such training. '

N. Maintain, in coordination with appropriate Offices, relationships with
officials in governmental and private institutions in the United States
and abroad for the purpose of providing training programs,

12 November 1952 -
0/TR REGULATION 70-1 S~E-C-R-E-T
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CHIEF, PLANS AND POLICY STAFF (TR/G)

MISSION

The Chief, Plans and Policy Staff, shall act as planning officer and policy
advisor to the Director of Training and the Deputy Director of Training
(General).

FUNCT IONS

The Chief, Plans and Policy Staff, shalls

A.

C.

D.

I.

Identify Agency training requirements, both immediate and long range,
in collaboration with the various office heads of the Agency and ap-
propriate division chiefs of the Office of Training.

Formulate and recommend training policies, procedures, plans, stan-
dards, and programs to meet Agency training requirements and to in-
crease the capabilities of personnel to serve the Agency.

Review and make recommendations on the policies, procedures, plans,
standards, and programs developed by the division chiefs of the Of=
fice of Training (General).

Develop and recommend solutions to organizational and training prob-
lems of the Director of Training and the Deputy Director of Training

" (General) relating to the conduct of the Office of Training mission.

Design plans and make recommendations regarding the organization, mis-
sion, and functions of appropriate components of the Office of Training.

Establish and maintain relationships with governmental and non-govern-
mental institutions of actual and potential support to Agency training
programs.

Establish the scope and terms of reference for the production of train-
ing manuals and other aids required in the training of professional per-
sonnel in the Agency.

Provide the secretariat for meetings with Agency Training Officers.

Serve as a member of the Office of Training Career Service Board.

-3

12 November 1952
O/TR REGULATION 70-1

S-E-C-R-E=T
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CHIEF, ORIENTATION AND BRIEFING DIVISION (TR/C)

MISSION

The Chief, Orientation and Briefing Division, shall develop, direct and pre-
sent briefings, lectures, indoctrination courses, and orientation programs
on national intelligence activities and on the missign and functions of the
Agency and its components, for selected Agency and governmental personnel
and for designated non-governmental individuals and groups.

-FUNCT IONS

The Chief, Orientation and Briefing Division, shall:

A

B.

C.

Conduct an indoctrination course for new personnel entering on duty
with the Agency.

Conduct a comprehensive orientation program for selected personnel of
the Agency and of other governmental agencies.

Administer a program of presentations by key Agency officials to senior
personnel of the Agency on plans, programs, objectives, and problems

\ arising out of the various activitles of the Agency.

D.

F.

Provide for briefings of ocutgoing service attaches on intelligence sub-
jects essential to their mission.

Present special briefings to high-level personnel, consultants, selected
governmental and foreign officials, at the request of the Director of
Central Intelligence, Deputy Directors, Director of Training, or Assis-
tant Directors.

Present special lectures at various Department of Defense schools and
colleges, the Foreign Service Institute of the Department of State, and
other institutions, as directed.

-l
12 November 1952
0/TR REGULATION 70-1 S-E~C~R~E~T
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CHIEF, JUNIOR OFFICER TRAINING DIVISION (TR/G)

MISSION

The Chief, Junior Officer Training Division, shall develop and direct a com-
prehensive program for the selection and career preparation of new junior of-
ficer personnel of exceptional qualifications in order to meet current and
long range requirements of the Agency for professionally trained personnel.

FUNCTIONS
The Chief, Junior Officer Training Division, shall:

A. TIdentify, in collaboration with the various office heads of the Agency,
requirements for junior officer personnel,

B. Assess, evaluate, and select personnel and arrange for their entry into
the Junior officer program.

C. Develop, prescribe, and sypervise programs of combined training and duty
assignments for the purpose of increasing the professional competence
and further the career preparation of junior officer personnel, in coop-
eration with the various office heads of the Agency and appropriate di-
vision chiefs of the O0ffice of Training.

D. Correlate assessments and evaluations of the performance of junior of-
ficer personnel in training and on-duty assignments, in order to pre-
scribe appropriate modifications to their career preparation programs.

E. Recommend, in collaboration with the Office of Personnel and appropri-
ate office heads of the Agency, the placement of junior officer person-
nel in permanent duty assignments in the Agency.

F. Arrange for the entry into the Armed Forces of selected junior officers
without prior military service for training and specified active duty,
and on their return to the Agency, prescribe a program for the comple-
tion of their career preparation.

2 November 1952 -5
0/TR REGULATION 70-1 BwE=CeRuE-T
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CHIEF, INTELLIGENCE TRAINING DIVISION (TR/G)

MISSION

The Chief, Intelligence Training Division, shall develop, direct and conduct
training programs in the principles, methods and objectives of national in-
telligence designed to relate the professional competence of selected Agency
personnel to the profession of intelligence, and to increase their profes-
sional competence in the field of national intelligence.

FUNCTIONS
The Chief, Intelligence Training Division, shall:

A. Identify, in collaboration with appropriate ‘office heads, requirements
for intelligence training at basic, intermediate, and advanced levels.

B. Develop, direct and conduct a basic intelligence course for selected
professional personnel of the Agency.

€. Develop, direct and conduct refresher and intermediate intelligence train-
ing courses in specified intelligence methods and techniques for selected
junior and senior professional personnel of the Agency.

D. Develop, direct and conduct an advanced course in the theory and princi-
ples of national intelligence for selected senior professional personnel
of the Agency.

E. Establish and maintain performance standards to be met by Agency person-
nel in intelligence training courses, and assess and evaluate such per-
sqpnel for career development purposesS.

F. Establish and maintain relationships with appropriate o%ficers of the
Agency and of the IAC agencies concerning intelligence training.

G. Direct and supervise a reading improvement course designed to increase
the reading speed and reading comprehension of selected Agency personnel.

2 November 1952 b .
©O/TR REGULATION 70-1
S-E~-C-R-E-T
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CHIEF, PROGRAMS DIVISION (TR/G)

MISSION

The Chief, Programs Division, shall plan, develop and arrange for programs
providing specialized training in area, area combined with language, and
technological, industrial and other substantive fields, within the Agency

and at appropriate public and private facilities, in the United States and
abroad, in order to increase the knowledge~-in-depth of selected Agency per-
sonnel in specialized fields subsidiary to the field of national intelligence.

FUNCTIONS

The Chief, Programs Division, shall:

A.

B.

D.

Identify, in collaboration with appropriate office heads, immediate and
long range requirements for specialized training.

Evaluate the capabilities of external facilities providing specialized
training and designate those suitable for Agency use for various pur-
poses. _

Plan, develop, and arrange for programs of specialized training for se-
lected Agency personnel within the Agency and at designated external fa-
cilities.

Establish standards to be met by external facilities designated for Agency
use and recommend termination of the use of such facilities for failure to
satisfy_prescribed standards.

Establish and maintain achievement standards to be met by Agency person-
nel in training at designated external facilities and recommend termina-
tion of the training of personnel for failure to satisfy required achieve-
ment standards,

Review, with the aid of a panel or consultants, as appropriate, all re-
quests for.Specialized training, and recommend action to be taken.

Arrange for the entry of selected Agency personnel, in accordance with
appropriate security and administrative procedures, into institutions
providing approved specialized training facilities.

Administer and supervise a program for the training of selected Agency
personnel in the various Department of Defense schools and colleges.

-7=

2 November 1952

O/TR REGULATION 70-1
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CHIEF, LANGUAGE SERVICES DIVISION (TR/G)

MISSION

The Chief, Language Services Division, shall develop, direct, conduct and
arrange for language training programs within the Agency and at appropri-
ate public and private facilities, in the United States and abroad, in or-
der to provide appropriate levels of language proficiency for selected
Agency personnel.

FUNCTIONS

The Chief, Language Services Division, shalls

A.

B.

Identify, in collaboration with appropriate office heads, requirements
for language training.

Evaluate the capabilities of external facilities providing language
trainingAand designate those suitable for Agency use in various languages.

Develop and direct language training courses and operate a language lab-
oratory within the Agency to provide basic and advanced language train-
ing for selected Agency personnel on a group, individual, and self-study
basis.,

Plan, develop and arrange for language training programs at designated
external_facilities. '

Represent the Office of Training at various language institutes and
meetings of learned societies in order to adapt for use in the Agency
the best current methods and techniques of language instruction.

Represent the Office of Training on all inter-departmental language com=
mittees and maintain relationships on language training activities with
appropriate officers in other governmental agencies,

Develop linguistic methodology and training techniques, and training aids

based on the best experience available in the audio and visual language
training fields,

-8=

12 November 1952
O/TR REGULATION 70-1
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CHIEF, MANAGEMENT TRAINING DIVISION (TR/Q)

-

MISSION

The Chief, Management Training Division, shall develop, direct and conduct

training programs designed to advance the techniques of effective manage-

ment and to increase competence in clerical skills throughout the Agency.

FUNCT IONS

The Chief, Management Training Division, shall:

A. Identify, in collaboration with appropriate office heads, the require-
ments for training in management and in clerical skills throughout the
Agency.

B. Recommend policies and develop and provide programs for the training of
executive, administrative, and supervisory personnel with reference to
their management functions, within individual offices or Agency-wide,
as required,

C. Develop and provide induction training for new clerical personnel, re-
fresher training for clerical personnel on the job, and specialized
clerical training to meet the specific needs of individual offices.

D, Represent the Office of Training at meetings of the American Management
Association, the Society for the Advancement of Management, the American
Society for Public Administration, the Society for Personnel Administra-
tion, the American Political Science Association, and other similar asso-
ciations for the purpose of adapting for use in the Agency the best prac-
tical thinking in the field of management training.

-

-.9..
12 November 1952 e
0/TR REGULATION 70-1 S-E-C-R-E-T
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Seowity Information

O"R

OFFICE OF TRAINING REGULATION 0. 70-31/1 S Fehruary 1953

SUBJECTs TRANSFER OF THE ASSESSMENT AND
EVALUATION STAFF

RECISION: Paragrsph 2.b., OTR Notice No, 26=52 TR(S),
dated 1 December 1952

L. Effective this date the Assessnent and Evaluation Steff
is transferred from the Office of Training {Special) and estab-
Alabed as a Steff under the Director of Trainivg.

#. 7The nission and funotione of the Steff are hareby extendsd
%o inginde the aupport of all activities of the Offics of Training .

25X1A

MATTHEY BAIRD
Mreztor of Training

Pistributions All Sestion, Braboh, Pivision,
snd Staff Chiefs, OTR
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