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TO : Director of Training DATE: !

25X1A9a Attns
FROM : Deputy Assistant Director for Operations

SUBJECT: pprofessional Adminisitrative Officer Program

REF. ': Your statement of the Problem, same subject, dated 17 October 1951,

1, Following the Training Meeting 17 October 1951 the TLO, 00,
made notes on the highlights of the meeting and sent them in the form
of a Hemorandum for the Record dated 19 October 1951 to Chiefs of the
Divisions of this Offices. 1Its Tab, A was your referenced statement
of the Problem, Comments on the subject program were requested; copies
of the answers from Division Chiefs are enclosures 1, 2, and 3 nereto.

2, Administrative slots in the present T/O's of the Divisions of
this Office are all filled at present and increases are not contemplated.
Thus, the present direct interest of this Office is in elementary ground=-
ing in such subjects as Personnel, Travel, Finance and Budget, such
grounding to be made available for refresher purposes to present personnel,
both departmental and field.

3. More generally, it is believed that an elementary course, well
organized and well presented, would be worthwhile and well received far
Agency needs as a whole, especially for such Offices as have unfilled
slots in their administrative T/O!'s. It is suggested that such a course
should include treatment of Persormnel, Travel, Fiscal and Budget, Pro-
curement, Property and Supply, and other administrative services.
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