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MEMORARIDUM FOR: Senior Staff and Divistion Training Officers, DD/P

SUBJECT : Anncuncement of & New Course, "Information Reportiog,
Reportes, and Requiremente"
1. A npew course, "Informetion Beporting, Reports, and Requivements ®

will be giver by the OUperaticns School, 0ffice of Treiniog, during the
three-veek period 13-31 Auguet. Znrollmert s limited to elght s-sone
o nermit tutorisl laboratory instruction ino processing reports.

The course, for both operations and reports officers ip ‘ha
falls into three genersl subdi{viaions, with

e.
field and at hesmdquarters ?
live provlems 4n each:

&. Reporting. Reporting includes consideration of the qualifs-
cations of the reporter, the reporter's job, the appiicstion of

iradecraft to reporting, collecting information, end the coptent &l
the orgarization of the agent type of report. The laboratory work
cousiete of reporting from direct chaervation.

Heporus training is largely sditorial and involves
degree requirsments hsve been met in the report,
what editing will make information moet readily ussble by customers,
who the customers are, how the report man be most gquickly disseminated
to them, and of what walue it is to them.

[ Editigﬁa

determining to what

Requirements as they #ffect both field officers

are thoroughly discussed., The lsboratory
in which the

¢. Regulrements.
and hesmdguarters officers
Practice consiste of developing reguirements for the mres
ipdividusl student is to york,

. enabling the operations ¢fficer {(a) 1o 2o his
own reporting, (b} te develop agents as reportars and to direct their
reporting sctivities, (c} to Prepare informetion reports for A44ssemd netion,
acd (4} to tellor requirements into definite ssswignments for sgent reporters.
it aims at giving reports officers {a) experience of tne genersl intelligence
function and (b) prectice in sditing informetion reports.

3. The zourss aims st

«r
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4., Lectures introduce general principles. Laboratery practics,
hovever, is of the workshop, on-the-job type. Each student procasses
his ovn srea reports under the individusl supervision of an instructor 5
and criticism is current with producticn.

5. Reguests for training must be received by the Registrar, OTH,
Room 17, Building T-31 » RO later than 1700 hours on the Mondey preceding
the opening day of the course, 6 August. Stulents enrolled should report
to Room 109, Building T-30, at 0830 hours on Monday, 13 August.

(b)(3)

MATTHEW BAIRD
Director of Training

Attachnent
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