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1. Administrative personiel required by Administrative Servicos
can be trained anethe-job, This training,along with tho general orients-
tion programs, adequataly services the training needs of Adninistrative
Services,

2, Could provide onwtheejob training for machine records, reproduc
tion snd printing, for personnel of other operat and acminist !‘“tlw
activities., Instructor persammel could be on el estate acguini-
tion or rocords management, devending an time element, atc,

INSPECTION AND SECURTTY
1, Present axw.tﬁatraiive support is adequate,
2+ BNot in a position to offer any instructors or Lackgrowxd nateriul.

34 Would like to take advantage of vhatever specialized tralning
concedved for Administrative Cfficers now on duty,

PERSOENEL
1. Present administrative support is sdequate.
_ 2. Does not egree with practice of hringing Administrative oflicer
pereormsl from oubside--few cstegories vhich lend themselves so woll to
process of ineservice pramoticn ag in this class,

3. Agress with plan to establish an estimate of raouirements,

L. 3o general noed to expand T/0's, as future adwbdstrative officers
should be named through intre-—agency assel; te, Perearviel Office w411
cooperate with Tralning, including the detailing of membars of staff to
lectures, and will mmlah nertinent background material.
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Security Information

MANAG fi
" 1., Present adainistrative support is adequate,

2., Management's dey-to-day contacts with all components of the
Agency have resulted in these observations regarding Adninistrative
Officers:

a. Unquestionably there is a lack of depth both Agency-wide
and offﬁmvd.dm, of properly trained and qualified sdministrative
perasonnel,

b, In the past, they have found several cases vhere key Agency
officials spparently were reluctant to delegate actual sdministra-
44ve authorities and functions to their sdministrative staffs,

e, A oritical deficiency in the overall program might be
defined as the lack of understanding on the part of most admini-
strative persamel in how to utilize the services of adminislra-
tive programe of the Agency, (Cffice sdministration vs. central
administration,) Most office administrative staffs would be
oangiderably more successful in the accomplishment ol their oma
mission if they had a better understanding of the missions ad
functions problems and limitotions of the administrative offices
of CIA,

COMPT! R
1. Present administrative support is adequate,
2, Is in & position to provide informetion and baelkground material
on the financial -hases of administration, but not in nositien to furmish
instructors except on & temporary, part-time basis.

PROCUREMENT

1. Strongly in faver of an "adninistrative offlcer training” program.
Cannot supply instructors or prepare instructional meterial at this time,
however, recomuends the following a&s a present substitnte and long—-range plam

a, Imediate and preséntly operating on-the-iob training plan,

b. Wen possible, the preparation of an instructional manual
concerning supply procedures and operations,

¢. Then porsible, the part-time regular services of qualified
Procurement Office employeecs to render pertinent supply lectures.

CONTIDENTIAL
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Security Information

2. Recomuends that some type of rate of progrese scoring be devised,
with the ostablishment of requirements and grading in proficlency aud
certification to irdicate an individual's scceptable completion o the
aouree, '

GENERAL COUNSEL, ADUIT, MEDICAL

The Ghneral Counsel, Audlt, and Hedical 0ffices advised that their
present administrative support wme adequate, They had no other comiente
or recamendations to make regarding this progran.
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