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12 November 1973

MEMORANDUM FOR: Director of Treining

SUBJECT ¢ Course Report for Menagement and Services Review:
Trends and Highlights No. 44 (2-7h)

The forty-fourth running of the Management and Services Review: The
Trends and Highlights was conducted in residence at the

from 29 October through 2 November. "Doing more with less” -- the

theme for this running was brought home agein and agein by guest speakers.

THE CLASS

Of the 4T officers participating in the course, the overwhelming
mejority --4l-- were from the Menagement and Services Directorate. The
remaining six were evenly split between the DDI and the DDS&T; this
representation added an importent perspective to informsl discusslons.
A few participantes expressed regret that the DDO was not represented.
Almost without exception, each spesker took note of the large number of
women present in the cless. [ Dcruty Director of the
Agency's Equal Employment Office was particularly pleased and indicated
thet she would bring this welcome development to the highest levels of
menagement .,

Diversity was the most dominent cheracteristic of the group. Service
with Agency ran the gemut, from a little more than one year to a full 26
years, as did grade level, GS-6 to GS-14, and professional occupations.
Another characteristic which affected the running of the course wes the
general cless reticence. Some speakers were diseppointed when they re-
celved no questions.

COURSE CONTENT

Clearly, the primary course obJective of updeting the participants
on the developments and policies within the Management and Services
Directorate was met. In some cases, it was an obvious case of overkill,
for example, the Offices of Computer Services end Logistics &s well as
the records manegement people were severely criticized for presenting too
meny details in too lengthy & time period; e Judgement in which I concur.
The offices subject to this criticism have been notified, and will pre-
sumably seek individual and short term remedies.
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In my view, however, the presentation of the course materisl suffers
not only from & lack of individual office focus but also an overall lack
of cohesion. Each office presents 1is analysis of the important develop-
ments without reference to the Directorate as & whole or without regard
to what other offices have presented. This also results in significant
amounts of repetition.

SPEAKERS

25X1A

sonnel. My Wattles, who sbly concluded the course in place of the
Director of Msnagement and Services, touched the group when he announced
his retirement in six weeks; he received s long and warm applause when he
concluded.

COURSE ADMINISTRATION

There were no administrative difficulties encountered during the
entire week, e tribute to the last course administrator. The cooperation
and goodwlll extended by the staff of the Training Center contributed
greatly to the smooth administration. Miss | of OIR and s 25X1A
participant proved to be an invaluable assistant.

TRAINING FACILITIES

The classroom used for the course can only be described as barely
adequate for accommodeting neerly fifty people. The speeker who brings
visual ailds condemne himself, before uttering & word, to harsh criticism
by those 10 to 20 percent who wlll see nothing and to the additional
irritation of 10 to 20 percent of the audience who will only see by peer-
ing eround pillars and standing to look over chairs and tables. Acoustics
in the room are such that questions from the sudience go unheard unless
interruptive requests to the speaker were made to repeat questions. The
atmosphere and temperature of the room was difficult to regulate which
proved to be a constant source of aggravaetion to some of the members of
the class.

LENGTH OF THE COURSE

The amount of time needs to meet the course objectives is a question
which needs some serious consideration over the next running or two. My
view is that some of the office presentations could easily be cut back.
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Grester insistence should be made of speakers to focus on current develop-
ments and trends and to steer clesr of office organlzation snd history.

Some

presentations could be combined with others while others could be

ignored entirely. Better utilization of perticipents time would result
in some savings. The showing of commerciel movies in the evening adds
little to the course, even to the second course objective of building
nev working relastionships among pesrticipants.

Similerly, some reflection needs to be given to whether this course

needs to be conducted in residence at all. By Thursdai night many of the

participents go home. Perheps a combination of

i would be a more sensible approach,

RECOMMENDATIONS

Atts:

App

Next Running:

1. The writing of scope notes should begin end where possible
negotieted with speakers. (Scope notes should go a long way
toward fine tuning some presentations aes well as developing
some cohesion to the course as a whole.)

2. Introduction of some work related films in the after hours sessions.

3. The scheduling on an experimentel basis of an evening speaker or
panel session.

L, The introduction of a detalled evelustion form designed to elicit
meximum student insights into the relevancy of various parts of

the meterisl ss well as speclific suggestions for adding or delet-
ing segments of the course,

Long Term:

1. Reduction of the course content and length,
2. Removal of pert of the course from residence.
3. Full utilizetion of participent's time.

b, Increase member participetion in the course through the
introduction of cese studles,

25X1A

Course Administrator
Student Roster

Course Schedule (2)
Cless Profile
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MANAGEMENT AND SERVICES REVIEW
TRENDS AND HIGHLIGHTS
Course No. 2-74
(Forty-Fourth Running)

29 Oct - 2 Nov 1973

Seminar Room, Adrninistration Building

25X1A I

OFFICE OF TRAINING

Covrse Administrator: [ NGTEN
Training Assistant: I

25X1A

25X1A

Office: Room 205, Chamber of Commerce Building, Ext. 3567

. B2 IMPDET CL BY 011208

CONTIDENTIAL
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Morday, 29 Oct

10060-10-0

1050-1150

1150-1300

1315-1415

1430-1545

1600-1650

Welcoeme, Administration
and Sccurity

CIA and Naticnal Security

Lunch
The Role of the Special Support

Assistant to the Deputy Director
for Menagement and Services

Office cf Finance: Trends and
Highlizhis

Tomoxrrow Is Infinitely Bettex

SOCIAL HOUR & DINNER

CONFIDENTIAL

Briefing Oificer,

Intelligence Institute,
[

Office of Training

25X1A

Course AdmirnistrzTor
Office of Training

25X1A

I 25

Epecial Support Azzizinas

to thé Deputy Direc:eor

for Management anc
Services

Theomas 7, Voo

~ ¢ EN e TN
Birector ¢f Musonce

Diveotoimedi Flanning,

Programining and
Budgeting

25X1A
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Tuesday, 20 Oct

0820-0915 ffice of Joint Computer Support — 25X1A

Overview Deputy Director, OJC3
0925-1015 Data Handling Concepts in MAP

. g Loncs; - . 25X1A

(Wanagemsnt Assistance Oifice of Joint

Programs) Computer Services

1020-1045 data Access Centers for MAP I  05X1A
. ' ) : Office of Joint
‘ Computer Services

1100-1200 ffice of Training: Trends and I -
Highlights _ OTR Cayesr Develcp-
ment Officer

12001300 Lunch

1310-1400 Agency Records Management — 25X1A
' _ ‘ Special Assistan: for
Information Control

1415-1515 Microfilm Programs — 25X1A
Chief, Microfilm
Programs Branch

1530-1630 Tour of Records Center I 25X1A

Chief, Agency Archivas .

« 25X1A
Chicf, Agency Records
Center

SOCIAL HOUR & DINNER

CONFIDENTIAL
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Wednesdav, 31 Oct
25X1A  0g15-0330

. 25X1A
0845-1015 Office cof Commurications: i
Trends & Highlights Director of Communica-
' tions ‘
1030-1200 . Communications Training —_ 25X1A

Office of Communications
Services/Carzer Manzge-
ment Division/IIIIIEIEG 25X1A

Communications School

29X1A  1200-1245  Lunch

1245.1300 Introductiocn to Covert ] .

Enginzering Chi of [ G iRt i LR EFS a i
wiex Irretiong sl
HLEOHmwrr SRR IR F IR -
Covert Engincering Div./
Covert Ceomrmunications
Facility

1300-1430 " TOUP. - Covert Communications
Facility .

Psychiatric Staif, Ciice
of Medical Services

1600-1650 Selection Processing - Activitics _ 25X1A
: Deputy Director, Ciiics
of Medical Services

SOCIAL HOUR & DINNER

CONFIDENTIAL
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Thursday, 1 Nov 25X1A - :
0845-1215 Security Trends & Highlights. Hmuax:!@;!c::n
An overview of current security Dep/Dircctor of Sccurity &
missions and functions with Office of Security
emphasis upon new developments Representatives
in the security field.
1215-1320 .Lunch
1320-1430 Personnel Benefits and Services _ 25X1A
' Chief, Panefits and
Services Division,
Office of Personnel 25X1A
1440-1540 The Agency Retirement e rreap—————— it
Program and Retirement . Chicf,/ TTFosEssmt ~ 4
Services Affairs Division,
Office of Personnzl
1550-1650 Office of Personnel: Trends gf}_lhmm.p-.mukw 25X1A
and Highlights "Deputy Dircctor of Personnel
. for Greclal Provrams, Ofiflice of
Persomel

SOCIAL HOUR & DINNER

CONFIDENTIAL
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Friday, 2 Nov

0830-1200

1200-1315

1315-1410

1430-1520

1520-1540

CONFIDENTIA

Introduction to Logistics,

Hqs. Logistics Support Problems,
and Support Rendered by Real
Estate & Construction Facilitics,
Supply, Procurement, and Printing

Services Division

Lunch

Equal Employment Oppo rtunity

Meeting with the Associate Deputy
Director for Management and
Services

Final sdministration

CONFIDENTIAL

Francis Van Damm
Director of Logistics, &

Office of Logistics
Representatives

I  O5X1A

Deputy Director of
Equal Employment

Opportunity Programs

Bobert 8. Wattles

25X1A
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[ URCLASSIFIED [ UL ouiy O cowr_naL [J SECRET
ROUTING AND RECORD SHEET

SUBJECT: (Optionoal) hh (2-7,4’)
Menagement end Services Review: Trends and Highlights No.

Course Report for ¢ 29 October - 2 November 1973

NO.

| oo I 25X7A
Course Administrator
926 C of C 2063 | °A® 14 November 1973
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