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N o 13 August 1954

MEMORANDUM FORs Chief, Managemeat Stafi
SURJECT: Annual Management Improvement Report

1. The following is subxitted pursuant to your request of 2§
June 1954 for data from this Office of use in preperation of the
Agency's anmial management improvenment. report to the Bureau of the
Budget.

&, The major management problem beyond the authority of this
Office to solve ic thet of training requirememts, both qualie
tative and quantitative. It is saticipated thet with ifmproved
planning systems in the major operating components of the
Agency and the generally increased enprecistion of the inpore
tance of staff plannirg at ail levels, solutions to this problem
will degin to emerge. Prompt end accurete identification of
training requirements by those responsible for planning operam
tional mrograms and objectives snd early commmication of such
requirements are essemtial to effective managenent of this
Office since lead-time involved in the planning, preperation
end exeeution of treining programe is usually substential.

Avcther major manegement problem not entirely withim the
authority of this Office to solve is that of obtaining a staff
adequate in numbers and competenos. This situstion results in
part from the persocmpel ceiling placed on the Office. But of
no less significance is the length of proccssing time involved
in the reeruitment and clearance of new persoans] and the diffi-
crlty of arranging for te essignment of intelligence officers
of mature experience for tours of duty with this Offige.

be The following @ajor areas of potemiial improvement Lave bee:
selested for emphasis in fiseal Jear 1955:
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(3) More effective utilisstion of personnel as s result of
sareful selection mnd progressive training with the objestive
of each uember of the staff being able to handle st leest
three different sssigaments,
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{4) Reduction of overtime costs ss a result of improved plenning
and vork scheduling.

{5) Imstallstior of an improwed system of invemtory snd cortrol
of TOP SECRET documents.

(6) Instsllation of a stendardized subject-file system.

(7) Simplification of the sdministrative processimg of requests
for training at non-CIA feeilities,

(8) Extension of Records Memagerment and Vital Documents programs.

(9) Purther mechenizstion of test scoring and statistical pro=
cesaing.

¢. 7The following are specific actions taken during fiscal year 1954
to improve management and solve operating problems in this Office:

(1) The number of operating divisions was reduced from tem to
eight and one Depuly Director of Training was eliminated. Fvolue
tion of the single Deputy Director of Training by eliminaticn of
the former concept of Office of Training (Gemeral) and Office of
Training (Special) - correspenmding to the functicnel distinetions
between ND/I and DD/P - also permitted eonsalidaticn of the func-
tions and sctivities formerly performed by the Plams and Poliiey
Staff, TR{G), Plens and Programs Staff, TR(3), and Treining De-
velopment Staff, TR(S).

{2) Elimination of three Agency forms by development and introe
duetion of a nevw standard form (51-1, Jan 54) for requesting trair-
ing of individusls.

(3) Decentralizetion of the sdministration of psychological tests
to candidates for the Junior Ofi’icer Trainee Progrem with resultant
savings 1ln travel expenses snd expediting of consideration of in-
dividual eandidetes.

{4) Importsnt sevings in men-pover and improvements in service
were achieved by mschanization anc simplification of procedures
and methods of recording and eomputing statisties regarding test
geores and test records of individuals.

(5) Initiation of & progrem of inter-changs of instructors with
the objective of each individusl besomirg qualified to perform
two or more sssignments. This hes increased the competence of
individuals and the capabilities of the O0ffice.
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2. It should be noted thet the Mensgement Training Division is in
the business of seeking to improve mamagement practices throughout the
Agensy in wsys that are appropriete for Training. Te this emd, during
fiscal year 1954, the following programs have been conducted:s the Jupan

(2 4% hour basic supervisory training program for all
levels of svpervision) snd Management Course A (a 4C bour eourse in the
fundamentals of management, addressed prinarily to the Rramoh Chief level
of supervision). In addition, there will be offered during fiscsl ysar
1955, ‘ a 40 hour eourte in the fundamentals of super-
vision, addressed to the Group, Unit and Section Chief levels of supar-
vision,.

MATTREW BAIRD
Direetor of Training

3=
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