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F6r eword 

The followi ng outline presents a tentative plan for a 
pilot course des i gned to develop selected personnel for the 
duties of training directo r s or members ~f training staffs in 
Vietnames e government Department s and agencies. 

It will be observed that t he outline differs widely in 
t he degree of detail to , which topics are expanded. Where avail­
able teaching and reference materials were not themselves or­
ganized in detail, the outline attemuts to supply t he details. 
The reader must not be misled by this variation in detail in 
the outline. The degree to wh i ch topics are broken down, and 
the space in the outline occupied by the topic is not related 
to the relative importance of t he topics. 

Course time devoted to the various topics must be ad .iuslirl 
to reflect the importance of each topic in the current Viet­
namese s ituation. It is expect ed that the time distribution 
among tonics, and the inclusion or omission of topic s in 1957, 
will be quite di f ferent from that which will be most suitable 
in 1958 , or 1959, or in subsequent years. · 

The course, when offered, wi ll undoubtedly require modi­
fications of several types, i ncluding: 

1) Sel ection of topics f or emphasis, others for cursory 
treatment, and deletion of still others. Such 
decisions probably would be influenced primarily by 
t he current needs of t he Vietnamese government and 
its readiness to engage in certain tyoes of training 
activities. For example, if official policy calls 
for a drive on work simolification, then t his topi'c 
will need to be stressed, and taught to develop the 
desired level of skill in this field. 

2 ) Adj ustment to the backr-; r 'ound, experience, and pre­
vious education or training of the tra~nees in the 
cours e. If trainees have had training and expe­
rience as teachers, they may need less time in 
study of the teaching methods with which they already 
are familiar. 

3) Ad justment to the availability of adequat e source 
material which can be used by trainees. Even an 
important topic - such as public relations, for 
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will need to be stressed, and taught to develop the
desired level of skill in this field.

2) Adjustment to the background, experience, and pre-
vious education or training of the trainees in the
course. If trainees have had training and expe-
rience as teachers, they may need less time in
study of the teaching methods with which they already
are familiar.
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example - may be limited -by the lack of printed re­
fer ence mate rial, or o.f experts who . can lecture on 
the sub ject, in a language the trainees can under­
stand. 

4) Possible limitations in the breadth and depth of 
expertness of available instructors in certain fields 
of knowledge - as for example, in research and eva­
luation techniques. 

It is anticipated that the course outlined herewith, and 
modifications thereof, will be reviewed in detail by the chief 
of the In-Service Training Division of the NIA, and also have 
the benefit of review and approval by the Inter-Departmental 
Council on In-Service Training. 

The course is planned to require the full time of trainers 
for three months. Class meetings would be held at the National 
Institute of Administration, where c+assroom, training equip­
ment, library services, and reference materials are available. 
The daily schedule would be bro\:en into several sessions of 
approximately one to two hours each, somewhat on the following 
pattern: 

7:30 - 8:10 

8 :15 9 :15 

9:30 - 11:30 

2 :30 3:15 

3:30 - 5:30 

Study period and individual and small 
group conference period for trainee groups. 

First ses s ion 

Second ses :::ion 

Third session 

Fourth ses s ion 

In general, the first and third sessions will be used 
for presentation of new material; the second and fourth ses­
sions as nworkn sessions in which conference-type and "work­
s hop" type of training activities will be scheduled. 

According to plan, a pro j ect manual is to be developed by 
each tr:::iinee, as an individual project or study. Its field 
of subject will be chosen with approval from the .instructor 
and the trainees' superior in his own Department. The purpose 
of the pro j ect is twofold: (1) to plan and develop a program · 
to meet one or more training needs in the trainee's depart­
ment; and (2) to provide a learning and training exercise • . The 
project is to be developed and reported in a written document, 
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a copy of which will be submitt ed for the permanent library 
collection of the In-Service Training Division, NIA. The pro­
ject is to be worked out in full accord and frequent contacts 
with the trainee's superior in his o'W?1 department. In general, 
the pro j ect will be ,1anned as an action program with full 
participatio".' of the department and agenc y personnel who will 
be involved and with initial apuroval and final review by the 
operating chief of the departmer.t. The latter is to authorize 
the oro j ect-manual sub j ect in the early part of the course, 
with the intent of implementing and installing the program in 
the department as soon as possible after the completion of the 
training director's course. 

Class meetings will be scheduled for a total of ten 
weeks. ·rwo weeks will be set a s ide as a special period in 
which trainees may spend full t ime on conferences, visits, data 
collection, analysis and report writing on their pro ,i ect 
manuals. This "project break" will occur during the course, 
probably after the 6th week, rather than at the end of the 
course. 

Satisfactory completion of the course will be appropri­
ately recognized with a "graduation" ceremony and presentation 
of certificates. But completion of the course should be­
regarded only as the first phase of the training of a training 
director. · 

The second phase may be considered as a sort of training 
internship or "On-The-Job" Professional Development Program. 
It would cover a period of one year of informal but close and 
continuing on-the-job contacts between the individual training 
officer and the In-Service Training Division, NIA, through the 
course instructor and other staff members of the In-Service 
Training Division. · The Chief of In-Ser.vice Training, NIA, will 
also hold periodic conferences with the Department Chief of 
each Training Director trainee, prior to selection of the 
trainee, during the course, and at intervals after the comple­
tion of the course with particularly close attention during the 
first year in which the newly trained or appointed training 
Director is establishing a training program in the Department. 

It is to be recognized that some trainees, even though 
they be carefully selected and give promise of making effective 
training directors, will prove to be poorly adapted to the par­
ticular assignment as a training Director. As soon as such 
determinations are made the trainee or training director will be 
reassigned, within the Department, without prejudice to other 
duties. 

A third phase in the development of the career of the 
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Departm2ntal or Directorate training Director is the period 
covering h i s first five years in this profession. Upon the 
complet ion of this period of service, with an outstanding 
record of achievement, the Director will be eligible to nomi­
nation, and possible election as a training Director Fellow. 
This honor will be conferred only by election of a recognized 
and organized group of his peers, preferably in t he form of a 
Society of Government Training Directors. (SGTD) 

Tt is hoped that a professional SGTD will be formed as 
soon as a sufficient number of eligibles have been trained, and 
that this society will contribute to the active promotion of 
the profession, hold meetings at least once a month in Saigon 
and other centers, and an annual conference of approximately 
one-week duration, at which papers will be presented. A pro­
fessional . journal, with the co-sponsorship of the NIA and the 
SGTD also should be published. 

Alfred H. Hausrath, Consultant 
In-Service Training Division 
National Institute of Administra~­
tion, and the Michigan State 
University Group, 
U.S. Technical Assistance Mission 
to Vietnam. 
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TENTATIVE OUTLINE 
GOVERNMENT TRAINING DIRECTORS' COURSE 
In-Service Tra ining Division - NIA 
Republic of Vietnam 

i'.NTJ.WlJ..U CTION 

Part I. General Overview of the Course 

A. Objectives 

1. To provide the trainees with knowledge , skills, 
and attitudes related to training duties so 
that they may assume .leadership i n popularizing 
and operating the training program of their 
respective agencies. 

2. To introduce the trainees to some of the basic 
· pripciples. of training, management, supervision, 
and public administration. 

J. To develop the ability to plan trainin SJ.; programs, 
pro j ects, and courses, based on the needs of 
their agencies and making full use of operating 
off icials in conducting the training . 

4. To instill great er awareness of human factors 
in relation to administration and management in 
the public service. 

5. To induct trainees into the profession of 
t ra ining ; to instill professional standards with 
an expanding knowledge of the practices, and 
literature, research, prsctitioners and profes ­
sional societies; and to acquaint tra inees with 
training leaders and with continui~ ~ sources of 
professional guidance and information such as 
the NIA. 

6. To identify and select those personnel who have 
personal qualities and professional qualifica­
tions for training duties. 

B. Nature and Methodology 

C. Requirements of the Course 

1. Regular attendance 
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2. Active participation in all group activities 
3. Periodic examination.s 
4. Readings 
5. Reports and spe.cial assignments 
6. Project Manual 

D. Project Manual Assignments and Discussion 

E. Library Usage and Familiarization 

F. Formal Course (3 months, full time, including 
project manual development) 

1. 'Course Certificate Award upon ~3<:-ttis factory 
completion of 3-month '_s course 

G. Training Internship - Supervised Follow-up (covers 
first year of tra ining officer duty) 

1. Guidance and follow-up visits by course 
instructor 

2. · Advice and assistance from In-Service Train­
ing Division and specialists from MSU and NIA. 

3. Training Officer Certificate Award upon 
satisfactory completion of the One-Year 
training Internship. 

H. Tra ining Fellows - Recognition Award for minimum 
of five-years of outstanding service and contri­
butions as a training Director. (Recognition by 
Inter-Departmental Council on In-Servic e Training) 

OP ERATIONS 

Note: This part of the course is included to familiar ize 
the training director with basic concepts of 
management and supervision. Becaus e training i s 
most effective when directly tied-in with opera­
tions the training director must have a working 
knowledge of management, supervision, and training., 

Part II. Fundamentals of Administrative Organizat ion and 
Management 

A. Aspects of Organization 

1. Unity of command 
2. Span of control 
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Advice and assistance from In-Service Train--2.
ing Division and specialists from MSU and NIA.

Training Officer Certificate Award upon3.
satisfactory completion of the One-Year
training Internship.

H. Training Fellows - Recognition Award for minimum
of five-years of outstanding service and contri-
butions as a training Director. (Recognition by
Inter-Departmental Council on In-Service Training)

OPERATIONS

Note: This part of the course is included to familiarize
the training director with basic concepts of
management and supervision. Because training is
most effective when directly tied-in with opera-
tions the training director must have a working
knowledge of management, supervision, and training.

Fundamentals of Administrative Organization andPart II.
Management

A. Aspects of Organization

1. Unity of command
2. Span of control
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3. Delegation of authority 
4. Homogen€ous assignment 

B. Ba ses of Organizat ion 

1. Ob j ective or Mission 
2. Function or Process 
3. Group served 
4. Geographic Areas 

C. Structure of Organization 

i : Bases of Organization: Mission , Function, 
Geographic Area, etc. 

2. Line, staff, and auxiliary agencies 
3. Formal and informal organization s 
4. Mechanics of Chart-Making; Scalar Process 

D. Functions of Management 

1. Planning 
2 . Organizing 
3. Staffing 
4. Directing 
5. Coordination and control 
6. Reporting 
7. - Budgeting 

E. Application to Vietnam 

1. National administrative structure 
2. Local government administration 
3. Special Probl ems in Vietnam 

a. Transition from colonialism to inde-
pendence 

b. Transition ·from authoritariani sm to 
democratic processes 

c . Leadership 
d. Dynamic changes 

Part III. How work is accompli s hed in an organization 

A. Basic Concepts 

1 . The work of an organization is accomplished 
t hrough the activities of peopl e . 

2. The supervisor as the director of people 
at work. · 
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3. Delegation of authority
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2. Function or Process
3. Group served
4. Geographic Areas

C. Structure of Organization

1. Bases of Organization: Mission, Function,
Geographic Area, etc.

2. Line, staff, and auxiliary agencies
3. Formal and informal organizations
4. Mechanics of Chart-Making; Scalar Process

D. Functions of Management

1. Planning
2. Organizing
3. Staffing
4. Directing
5. Coordination and control
6. Reporting
7. Budgeting
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1. National administrative structure
2. Local government administration
3. Special Problems in Vietnam

Transition from colonialism to inde-a.

pendence
b. Transition from authoritarianism to

democratic processes
C. Leadership
d. Dynamic changes

Part III. How work is accomplished in an organization

Basic ConceptsA.

1. The work of an organization is accomplished
through the activities of people.

2. The supervisor as the director of people
at work.



J. The trainer as staff support for line offi­
cials who are responsible for the work of 
the organization. 

4. Supervisors nee<htraining in their duties. 
5. Supervisors need assistance in planning and 

conducting training. 

B. The Role, Authority and Responsibili t ies of the 
Supervisor 

1. 
2. 
3. 

4. 

What is supervision 
Qualifications of -a supervisor 
Analysis and breakdown of supervisory duties 
and responsibilities 
Communication: a key responsibility in the 
supervisor's job. 

a. Directing and Instructing employees 
b. Discussions with employees 
c. Conducting informal meetings 
d. Making reports .to superiors 

C. Organization and the Supervisor 

1. The Role of the Supervisor in Organizing 
(Review: Essentials, principles , bases and 
structure of organization. Method: Case 
study, conference style, on Problems of 
Organization) 

D. The Supervisor as a Manager 

1. Planning 
2. Directing and delegating work 
3. Control and coordination 

E. The Supervisor as a Leader 

1. 'i/Jhat is leadership 
2. Significanc e of leadership 
3. Qualities of leadership 
4. Ways for the supervisor to improve himself 

as a leader 
5. Initiative Development 

F. Methods Improvement through Work Simplification 

1. An analytical attitude and what it has 
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accomnlished 
2. Organization for work simplification 

a. Role of Procedures and Equipment 
b. Role of Work Simplification Specialists 
c. The Supervisor as a methods analyst 

3. Indications of the need for work s implifi­
cation 

4. Process of work simplification 

a. Aims at analysis and improvement of 
work procedures and problems 

b. Uses a Problem-solving technique 

( 1) 
(2) 
(3) 
{ 4} 
(5) 

(6) 
(7) 

Def i ne Problem 
Gather pertinent data 
Analyze data 
Develop a solution 
Tes t the solution and modify as 
needed to assure succ ess and get 
"bugs" out. 
Appl y the solution 
Evaluate results 

c. Employs Certain Organization and Methods 
Tools 

(1) 
(2) 
(3) 
(4) 

( 5 ) 
( 6) 
(7) 

{ $) 
(9) 

Funct ional chart 
Activity list 
Task lists for individual employees 
Task or job analysis with steps 
and key .points 
Wo rk distribution char t 
Floor layout chart 
Flow process chart - mult i column, 
symbols 
Work Count 
Time and Motion stu~y 

5. Applying Work Simplification Procedu~es 

a. Define each proble~ for work simplifi­
cation as 

( 1) 

( 2) 

One task or activity among the 
many ·oerformed in the imit ( j ob 
anal ysis} 
The work of the unit as a whole 
(Work Distribution Chart} 
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work procedures and problems
Uses a Problem-solving techniqueb.
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(3) Analyze data
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"bugs" out.

(6) Apply the solution
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Tools
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(2) Activity list
(3) Task lists for individual employees
(4) Task or job analysis with steps

and key points
(5) Work distribution chart
(6) Floor layout chart
(7) Flow process chart - multicolumn,

symbols
(8) Work Count
(9) Time and Motion study

5. Applying Work Simplification Procedures

a. Define each problem for work simplifi-
cation as

(1) One task or activity among the
many performed in the unit (job
analysis)

(2) The work of the unit as a whole
(Work Distribution Chart)
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b. · Gather pertinent data 

(l} All existing related chart s and 
do cuments 

(2} Construct additional charts and 
lis ts as needed 

c. Analyz e data 

(1) To eliminate unnecessar y operations 
( 2) To eliminate unnec-essary steps 
(3) To increase effectiveness of oper­

ation 
(4) To coordinate operations 

d. Develop a solution 

(1) 

(2) 

( 3) 

(4} 

( 5} 

Prepare "before" and 11aftern layouts 
or charts 
Prepare revised (simpl i fied) forms 
and · •)rocedures 
Prepare revised (simpl i fied) organ i ­
zation charts 
Develop a time and t rafning sche­
dule for installation 
Che ck it with supervisors 

e. Apply t he solution to the work situation 

( 1) 

(2) 
( 3) 

Che ck it with employees to gain 
their acceptance 
Train employees ih new procedures 
Install procedure as r egul ar oper­
ating Drocedure 

f. Evaluate results 

( 1) 

( 2) 
(3) 

Evaluative criteria : production, 
quality, attitudes, etc. 
Check with employees 
Re'Port to superiors 

G. The Supervisor as a Manager of People: Human 
Relations -

1. Basic principles of human relations 
2. Techniques of human relations 

(recognition , opportunity, s ecurity, and 
belongingness) 
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b. Gather pertinent data

(1) All existing related charts and
documents

(2) Construct additional charts and
lists as needed

C. Analyze data
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ation
(4) To coordinate operations

d. Develop a solution

(1) Prepare "before" and "after" layouts
or charts
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dule for installation

(5) Check it with supervisors

e. Apply the solution to the work situation

(1) Check it with employees to gain
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(2) Train employees ih new procedures
(3) Install procedure as regular oper-

ating procedure

f. Evaluate results

(1) Evaluative criteria: production,
quality, attitudes, etc.

(2) Check with employees
(3) Report to superiors

G. The Supervisor as a Manager of People: Human
Relations

1. Basic principles of human relations
2. Techniques of human relations

(recognition, opportunity, security, and
belongingness)
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3. The supervisor as a builder of morale 

a. What is morale 
b. Factors of morale 
c. S'Oecific ways of developing morale 

4. Employee relations 

a. Basic principles of employee relations 

5. Job Relations training 

6. Handling grievances 

a. Definition 
b. Causes of grievances 
c. Detection of grievances 
d. Requirement for action by supervisor 
e. How to handle grievances 

7. Discipline 

a. Definition 
b. Employee conduct 
c. Policy in disciplinary actions (laws) 

H. The Supervisor as a Trainer 

l. Individual Instruction 

a. Job Instruction Method 
b. On-the-Job instruction 

2. Group Instruction 

a. New policies, procedures 
b. Infonnal group conferences 

3. Induction and Orientation of Employees 

a. Definit ion and objectives of induction 
b. Essential parts of a good induction 

program 
c. Techniques of inducting new employees 
d. Definition and objectives of orienta­

tion ( n ~w and transferred employees) 
e. Essentials part of an orientation 

program 
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3. The supervisor as a builder of morale
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a. Basic principles of employee relations

5. Job Relations training
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Detection of grievancesC.
d. Requirement for action by supervisor
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Employee conductb.
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H. The Supervisor as a Trainer

1. Individual Instruction

a. Job Instruction Method
b. On-the-Job instruction

2. Group Instruction

a. New policies, procedures
b. Informal group conferences

3. Induction and Orientation of Employees

a. Definition and objectives of induction
b. Essential parts of a good induction

program
C. Techniques of inducting new employees
d. Definition and objectives of orienta-

tion (new and transferred employees)
e. Essentials part of an orientation

program
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f. Techniques of orienting employees 

I. Public Relations 

1. Definition and importance; action more 
important than words . 

2. The different publics 
3. Public Relations a two-way street 
4. Various public relations media 

a. Informal contact ; receptionists and 
workers 
(1) Importance of person-to-person 

contacts 
(2) Essential elements in good public 

relations 
(3) Information Desk; Building Direc­

tories and Room signs 

b. Formal contacts; receptionists and 
workers 

{l) Location of Receptionists 
(2) Appearance of Receptionists 
(3) Attitudes of receptionists and 

workers 
(4) Training in meeting the public 
(5) Telephone courtesy and technique 

c. Public speech 
d. Neyrsp2.p.:;rs 
e. Radio 
f. Government publications, reports 

5. Improving public relations 

J. Standards of Performance and Evaluation of 
Employees 

1. Standards of performance 

a. Purpose 
b. Principl es 
c. Mechanics 

2. Personnel r at ing 

a. Employees 1 peers, superiors 
b. Purposes and uses 
c. Bases of ratings 
d. Successes and pitfalls in rating 

12
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I. Public Relations

1. Definition and importance; action more
important than words
The different publics2.

3. Public Relations a two-way street
4. Various public relations media

a. Informal contact; receptionists and
workers
(1) Importance of person-to-person

contacts
(2) Essential elements in good public

relations
(3) Information Desk; Building Direc-

tories and Room signs

b. Formal contacts; receptionists and
workers

(1) Location of Receptionists
(2) Appearance of Receptionists
(3) Attitudes of receptionists and

workers
(4) Training in meeting the public
(5) Telephone courtesy and technique

C. Public speech
d. Newspapers
e. Radio
f. Government publications, reports

5. Improving public relations

J. Standards of Performance and Evaluation of
Employees

1. Standards of performance

a. Purpose
b. Principles
C. Mechanics

2. Personnel rating

a. Employees, peers, superiors
Purposes and usesb.

C. Bases of ratings
d. Successes and pitfalls in rating
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TRAINING 

Part I V. The Training Job: To Facilitate the Work of the 
Organization 

A. The Meaning of Training 

1. Definition of training 
2. Differences between training and education 
3. Differences between training and Information 

Programs . 
4~ Special meaning of In-Service Training 

a. Difference from prior use of term for 
summer schooling for teachers 

5. · Recognition of In-Service training terms 

B. \\That training can do 

1. Impart knowl edge 
2. Develop skills 
3. Influence a ~t itudes 

C. The Importance and Value .of Tra ining 

Each trainee wil l b~ asked to make a special 
study, including visits to one or more training 
programs and conferences with training directors 
of his own choice within one of the following 
fields. Selected studies will be r eported in 
clas s . 

1. Case studies of training progr ams in the 
military 

2. Case studies of training programs i n quasi­
military organizations 

a. Police and Fire Departments 
b. Security Forces 
c. Railroad s , Airlines, Postal Service, 

Utiliti. 13~~ , etc. 

3. Case studies of training programs in industry 
L~. Case studies of training programs in govern­

ment 

D. The Place of Tra i ning .in Management - Its Rela ­
tion to Operations 
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TRAINING

Part IV. The Training Job: To Facilitate the Work of the
Organization

The Meaning of TrainingA.

Definition of trainingl.
2. Differences between training and education

Differences between training and Information3.

Programs
4. Special meaning of In-Service Training

a. Difference from prior use of term for
summer schooling for teachers

5. Recognition of In-Service training terms

B. What training can do

l. Impart knowledge
2. Develop skills
3. Influence attitudes

C. The Importance and Value of Training

Each trainee will be asked to make a special
study, including visits to one or more training
programs and conferences with training directors
of his own choice within one of the following
fields. Selected studies will be reported in
class.

1. Case studies of training programs in the
military

2. Case studies of training programs in quasi-
military organizations

a. Police and Fire Departments
Security Forcesb.

C. Railroads, Airlines, Postal Service,
Utilities, etc.

3. Case studies of training programs in industry
4. Case studies of training programs in govern-

ment

D. The Place of Training in Management - Its Rela-
tion to Operations
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E. Organization for t r a ining in the government of 
Vietnam 

1. Brief His tory 

a. Policy of the President 
b. Inter-Departmental Council on I n-Servic e 

Training 
c. National Institute of Admi nistration 
d. In-Service Training Division, National 

Instit ut e of Administration 
a. In-Serv ice Training Divis ion , Michigan 

State University 

2. Jraining Re sponsibilities 

a. Role of the Chief of In-Service Training , 
NIA 

b. Role of t he Inter-Departmental Council 
on In-Service Training 

c. Rol e of the National Inst itut e of Admi­
nistration 

d. Role of the Individual Departments and 
Directorates 

e. Role of the Departmental Tra i ning 
Director 

(1) Qualifications 
_(2) Duties and Responsibil i ti es 
(3) Method of Operation - advise, ini­

tiat e, organize, and guid e 

f. Role of the Fonction Publique 

3. Types of Public Employees to be tra ined 

a. Executants 
'b. Specialists 
c. Leaders 

F. How to Start A ~r~ining Program 

1. Obtaining off icial support - and executive 
decree 

2. Selection and appointment of a tra in ing 
-director 

3. Training of the training director and his 
staff 

4. Estab-lishment of a tra ining advisory com­
mittee 
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Vietnam
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a. Policy of the President
b. Inter-Departmental Council on In-Service
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C. National Institute of Administration

In-Service Training Division, Nationald.
Institute of Administration
In-Service Training Division, Michigane.
State University
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a. Role of the Chief of In-Service Training,
NIA

b. Role of the Inter-Departmental Council
on In-Service Training
Role of the National Institute of Admi-C.
nistration

d. Role of the Individual Departments and
Directorates
Role of the Departmental Traininge.
Director

(1) Qualifications
(2) Duties and Responsibilities
(3) Method of Operation - advise, ini-

tiate, organize, and guide

f. Role of the Fonction Publique

3. Types of Public Employees to be trained

a. Executants
b. Specialists
C. Leaders

F. How to Start A Training Program

1. Obtaining official support - and executive a

decree
2. Selection and appointment of a training

director
3. Training of the training director and his

staff
4. Establishment of a training advisory com-

mittee



5. 

6. 

7. 

8. 
9. 
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Establishment of the department 2;1 training 
policy and announcement of the tra ining 
directorq' appointment 
Adoption of the departmental tra ining pro­
gram, official approval and distribution, and 
announcement of a target date by which to 
have initial · tr~ining activities begin 
Recognition that training is a responsibilit y 
of operating officials 
Training integrated with operations 
How the train ing director can get started 

a. 
b. 
c. 

d. 

e. 

f. 

g. 

Learning about the organization · 
Getting to know operating p8rsonnel 
Finding out what training activities can 
facilit a t l:..l the work of ~he organization 
Survey and evaluate operations and pro­
blems to itemize training need~ 
Develop a plan for a training program with 
full part icipation of tra:ning committee 
and operating officials 
Use of a program planning guide and 
check list 
Getting trainee supnort and response 
I . 

G. Determining Training Needs 

1. What is a Tra ining Need 
2. Classification of Training Needs 

a. Training for new employees 
b. Training for old employ~es 

( l) 

(2) 
(3) 

(4) 

To increase effectiveness in present 
position 
To prepare for promotion 
To retrain present emnloyees (trans ­
ferred, new duties, new equipment 
or procedures) , 
To develop organizational fitness 

3. Priority of Needs 

4. Approaches to the study of needs 

a. Generally, a matter of -

(1) Coll f:! Cting information, 
(2) Anal :rzing information, and 

• 
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5. Establishment of the departmental training
policy and announcement of the training
directors' appointment

6. Adoption of the departmental training pro-
gram, official approval and distribution, and
announcement of a target date by which to
have initial training activities begin
Recognition that training is a responsibility7.
of operating officials

8. Training integrated with operations
9. How the training director can get started

a. Learning about the organization .

b. Getting to know operating personnel
C. Finding out what training activities can

facilitate the work of the organization
Survey and evaluate operations and pro--d.
blems to itemize training needs

e. Develop a plan for a training program with
full participation of training committee
and operating officials

f. Use of a program planning guide and
check list

g. Getting trainee support and response

G. Determining Training Needs

1. What is a Training Need
2. Classification of Training Needs

a. Training for new employees
b. Training for old employees

(1) To increase effectiveness in present
position

(2) To prepare for promotion
(3) To retrain present employees (trans-

ferred, new duties, new equipment
or procedures)

(4) To develop organizational fitness

3. Priority of Needs

4. Approaches to the study of needs

a. Generally, a matter of -

(1) Collecting information,
(2) Analyzing information, and
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b. 
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(3) Identifying training factors; that 
i s , sorting out from among needs 
tho s e which can be met through 

, tra ining 

Survey ~~~roach for spotting needs i n 
organizat ional unit~ (Sources of Infor­
mation, and techniques) Surveys under 
aegis of operating official s , training 
director as advisor 

( 1) 

(2) 

~l ~ 
( 5 ) 
( 6) 

I nt erview - employees, supervisor, 
higher officials 
Questionnaire - checkl i sts 
Ob s ervation 
Reco rds 
Group meetings and conferences 
U::v.:: of committees 

c. Individual appraisal for spotting needs 
of an i nd ividual employee 

(1) 
( 2) 
(3) 

( 4) 

J ob analysis 
Per ::.1onnel records and/ or interview 
Experience, Background , Education 
and previous training 
Obsarvation of perform~n~e 

H. Mechanics of th e Training Program: Planning 
Specific Project s 

1. Budget considerations 
2. Training f a c i lities and equipment 
3. Recruiting nnd scheduling 
4. Recognition of course complet ion 
5. Selecting and training instruc t ors 
6. Use of a Program Planning Gi.. ,id e .for Training 

I. The Teaching and Learning Process es 

1. Basic principles of learning 

a. Laws of Learning 

(1) nc1assic" laws: Thorndike, et al 
(2) Addi tional newer conc upt s 

b. Motivat i on 

2. Factors in Learning 
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(3) Identifying training factors; that
is, sorting out from among needs
those which can be met through
training

b. Survey approach for spotting needs in
organizational units (Sources of Infor-
mation, and techniques) Surveys under
aegis of operating officials, training
director as advisor

(1) Interview - employees, supervisor,
higher officials

(2) Questionnaire - checklists
(3) Observation
(4) Records
(5) Group meetings and conferences
(6) Use of committees

Individual appraisal for spotting needsC.
of an individual employee

(1) Job analysis
(2) Personnel records and/or interview
(3) Experience, Background, Education

and previous training
(4) Observation of performance

H. Mechanics of the Training Program: Planning
Specific Projects

1. Budget considerations
2. Training facilities and equipment
3. Recruiting and scheduling
4. Recognition of course completion
5. Selecting and training instructors
6. Use of a Program Planning Guide for Training

I. The Teaching and Learning Processes

l. Basic principles of learning

a. Laws of Learning

(1) "Classic" laws: Thorndike, et al
(2) Additional newer concepts

b. Motivation

2. Factors in Learning
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a. The tra inee 

(1) 
(2) 

(3) 

I nd ividual differences 
Effects of heredity and limitations 
imposed thereby 
Effects of environment , earlier 
background, education, culture, etc . 

b. The tra i ner 

(1) Qualifications 
( 2) Developing skills a's a trainer 
(3) The art of working with people 

c. Training methods 

(1) Facto~s in the selection of appro­
pr :iate methods 

( 2) 

(3) 
( 4) 
( 5 ) 
( 6) 
( 7) 

( a) Ob j ectives of training program 
(b) Qualifications of trainees 
(c) Nature of content 

Lecture, examples, illustrations, 
anec~otes ,. graphic aids 
Discussion: panel, symposium, forum 
Field trips and inspection tours 

,Demonstration 
I nterview and Counselling 
Conference Methods 

{a) Conference leadership 

(8) Build ing participation i n conferences 
and other group learning activities 

(9) 

(10) 

( a) 

(b ) 

Through case stud ies, role­
playing, etc. 
Special techniqus s for getting 
participation i n l arge groups 
(buzz groups, etc.) 

Supervised Practice, exercises, actual 
work performance 
On-the-job training 

d. Subject matter: Developing course content 

(1) What is content building 
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a. The trainee

(1) Individual differences
Effects of heredity and limitations(2)
imposed thereby

(3) Effects of environment, earlier
background, education, culture, etc.

b. The trainer

(1) Qualifications
(2) Developing skills as a trainer
(3) The art of working with people

C. Training methods

(1) Factors in the selection of appro-
priate methods

(a) Objectives of training program
(b) Qualifications of trainees
(c) Nature of content

(2) Lecture, examples, illustrations,
anecdotes, graphic aids

(3) Discussion: panel, symposium, forum
(4) Field trips and inspection tours
(5) Demonstration
(6) Interview and Counselling
(7) Conference Methods

(a) Conference leadership

(8) Building participation in conferences
and other group learning activities

(a) Through case studies, role-
playing, etc.

(b) Special techniques for getting
participation in large groups
(buzz groups, etc.. )

(9) Supervised Practice, exercises, actual
work performance

(10) On-the-job training

d. Subject matter: Developing course content

(1) What is content building



(2) Sources of course content 

{3) 

( 4) 

(5) 

(a) 
(b) 
( c) 
(d) 
( e ) 
(f) 

Procedure Manuals 
Technical books and references 
Needs survey data 
Subject matter specialists 
Other training courses 
Legislation 

Guiding considerations in building 
course content 
Course construction procedures and 
practice 
Lesson planning 

e. Development of Operations or Procedure 
Manuals and Guides 

3. The Four-Sten Method ,of Instruction 

a. Preparation 
b. Present .::.i_tion 
c. Applic0tion 
d. Testing 

4. Audio-visual , Aids and their use 

J. Evaluation of the 'fraining Program 

1. Need for Evaluation 
2. ~hat ~an be evaluated 

a. Skills 
b. Knowledge 
c. Attitudes 
d. Habits of thought and action 

3. Evaluative Criteria 

a. Characteristics of a criterion 
b. Types of criteria - criterion measures 

(1) 

(2) 

Bo.s(;d on quantity of production per 
unj_t of time (Units produced, tax 
reports processed, ~ords typed, 
etc.) 
Based on quality of production {Num­
ber of rejects), amount o( spoiled 
work, waste and scrap, errors made, 
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(2) Sources of course content

(a) Procedure Manuals
(b) Technical books and references
(c) Needs survey data
(d) Subject matter specialists
(e) Other training courses
(f) Legislation

(3) Guiding considerations in building
course content

(4) Course construction procedures and
practice

(5) Lesson planning

e. Development of Operations or Procedure
Manuals and Guides

3. The Four-Step Method of Instruction

a. Preparation
b. Presentation
C. Application
d. Testing

4. Audio-visual Aids and their use

J. Evaluation of the Training Program

Need for Evaluationl.
2. What can be evaluated

a. Skills
b. Knowledge

AttitudesC.
d. Habits of thought and action

3. Evaluative Criteria

Characteristics of a criteriona.
b. Types of criteria - criterion measures

(1) Based on quantity of production per
unit of time (Units produced, tax
reports processed, words typed,
etc.))

(2) Based on quality of production (Num-
ber of rejects), , amount of spoiled
work, waste and scrap, errors made,



(3) 

(4) 

( 5 ) 

19 

satisfied and dissatisf ied clients, 
etc.) 

Ba s ed on training time and job 
skills {Time to reach st andard j ob 
skill level, versatility .~md in t er­
c h~ngability on job ass i gnments, 
promotion potential, ac tual promo­
tions, etc. ) 
Based on employee sat i sfaction {Mo­
ral e , grievances, complaints to 
supervisors, request s , suggestions. 
Based on lost time {Abs enteeism, 
t ar diness, illness, tj_;ne away from 
work duty during working day - un­
authorized "breaks,vv etc.) 

{6) . Based on tenllre and turnover (Res i-· 
gnations, involuntary terminations, 
dis charges, length of s ervice, etc~) 

4. Evaluation techniques 

a. Measurement before and after tra ining 

(1) Production records and other crite-
rion measures 

l

2) Pre-tests, pr/st-test s 
3) Att_i t ude Scales, etc. 
4) Supervisor's and other's ratings, 

etc. 

b. Control groups 
c. Explanation of technical te rms used i n 

evaluation 

(1) Ob j ectivity, subjectivity 
(2) Realiability 
(3) Validity, criterion 
{4) Probability, sampling 
(5) St Qt istical significance 

d. Mention of Research Field and Literature 
e. Mention of "higher powered " statistical 

techni ques used in evaluation and 
research 

(1) Mult i-variate analys i s 
(2) Small sample theory, etc. 
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satisfied and dissatisfied clients,
etc. )

(3) Based on training time and job
skills (Time to reach standard job
skill level, versatility and inter-
changability on job assignments,
promotion potential, actual promo-
tions, etc. )

(4) Based on employee satisfaction (Mo-
rale, grievances, complaints to
supervisors, requests, suggestions.

(5) Based on lost time (Absenteeism,
tardiness, illness, time away from
work duty during working day - un-
authorized "breaks, 88 etc.)

(6) Based on tenure and turnover (Resi-
gnations, involuntary terminations,
discharges, length of service, etc.)

4. Evaluation techniques

a. Measurement before and after training

(1) Production records and other crite-
rion measures

(2) Pre-tests, post-tests
(3) Attitude Scales, etc.
(4) Supervisor's and other's ratings,

etc.

b. Control groups
C. Explanation of technical terms used in

evaluation

(1) Objectivity, subjectivity
(2) Realiability
(3) Validity, criterion
(4) Probability, sampling
(5) Statistical significance

d. Mention of Research Field and Literature
e. Mention of "higher powered" statistical

techniques used in evaluation and
research

(1) Multi-variate analysis
(2) Small sample theory, etc.
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5. Sources of Evaluative Data 

a . On-the- j o ~J performance 
b. Direct observation 
c. Questionna ires, checklist, i nterviews 
d. Trainee r eports 
e. Records analysis - production , turnover, 

etc. 
f. Immediat e supervisor reactions 
g. Reactions of fellow employees 
h. Customer reaction 
i. Inspection 
j. Tests 
k. Attendance 

6. Evaluation of the Departmental or Agency 
Training Program 

a. Evaluation of the Training Officer 

(1) Bas ed on training accomplishments 
(2) Eval uated by operating officials 
(3) Eva l uated by In-Service tra ining 

committee · 
(4} Evaluated by Departmental inspectors, 

etc. 
{5) Evaluated by Boards of Visitors 
(6) Eval uated by In-Service Tra ining 

Staff of NIA 

b. Evi\luation of the Training Program 

K. Tra i n ing Records ,.,_nd Reports 

1. Records for training office us e b y per~onnel 
and operating officials -- as on oromotion 
panels 

2. Reports to higher authorities 
3. Reports to Cent ral Personnel Off ice 

Fonction Publique 
4. Reports to Cent r al Training Agenc i es 

a. Director of I n-service Tra in i ng , NIA 
o. Inter-depar tmental committee on I n-Servic e 

Training 
c. Deposit in In-Service Trainin~ Li brary 

{NIA) of reference copies of nll training 
materials produced. 
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5. Sources of Evaluative Data

a. On-the-job performance
Direct observationb.

C. Questionnaires, checklist, interviews
d. Trainee reports
e. Records analysis - production, turnover,

etc.
f. Immediate supervisor reactions
g. Reactions of fellow employees
h. Customer reaction
i. Inspection
j. Tests
k. Attendance

6. Evaluation of the Departmental or Agency
Training Program

a. Evaluation of the Training Officer

(1) Based on training accomplishments
(2) Evaluated by operating officials
(3) Evaluated by In-Service training

committee
(4) Evaluated by Departmental inspectors,

etc.
(5) Evaluated by Boards of Visitors
(6) Evaluated by In-Service Training

Staff of NIA

b. Evaluation of the Training Program

K. Training Records and Reports

Records for training office use by personnel1.
and operating officials -- as on promotion
panels

2. Reports to higher authorities
3. Reports to Central Personnel Office --

Fonction Publique
4. Reports to Central Training Agencies

a. Director of In-service Training, NIA
b. Inter-departmental committee on In-Service

Training
C. Deposit in In-Service Training Library

(NIA) of reference copies of all training
materials produced.
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5. S~ggested form for training activit i es 

L. Follo.w-up 

1. Obj ecti vef? 
2. Procedures 
3. Remedial measures 

M. Training as a Professiori 

1. Qualification and Selection 

a. Personal qualifications of training Direc­
tors and Officers · 

b.- Educational and Experience Requirements 

2. So~rces of Training Officers 
3. Standards for Training Officers 
4. Supervision of Training Officers 
5. Training of Training Officers 
6. Continuation Education for Training Officers 
7. Professional Societies 

a. Government Training Officers Association 
b. Other associations of training officers 

E; Professional Literature for training Officer 

~· · NIA - In-Service Training Libra r y 
b. Depository of Reference copies of all 

training material produced in Vietnamese 
government agencies 

9. Training terminology - Glossary of training 
terms · 

a. Standing committee to develop and publish 
periodic glossaries 

TRAINING FOR SPECIAL PURPOSES 

Part V. A. Purpose: Special training programs often have to 
be developed and conducted to implement policy 
decisions at the executive and departmental levels , 
and to meet needs common to a number of governmgnt 
departments. Thi s section of the course will 
consist of training programs currently i n need of 
special emphasis. 
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5. Suggested form for training activities

L. Follow-up

1. Objectives
2. Procedures
3. Remedial measures

Training as a ProfessionM.

1. Qualification and Selection

Personal qualifications of training Direc-a.
tors and Officers

b. Educational and Experience Requirements

2. Sources of Training Officers
Standards for Training Officers3.
Supervision of Training Officers4.

5. Training of Training Officers
6. Continuation Education for Training Officers
7. Professional Societies

Government Training Officers Associationa.
b. Other associations of training officers

8. Professional Literature for training Officer

NIA - In-Service Training Library7.
Depository of Reference copies of allb.
training material produced in Vietnamese
government agencies

9. Training terminology - Glossary of training
terms

a. Standing committee to develop and publish
periodic glossaries

TRAINING FOR SPECIAL PURPOSES

Part V. A. Purpose: Special training programs often have to
be developed and conducted to implement policy
decisions at the executive and departmental levels,
and to meet needs common to a number of government
departments. This section of the course will
consist of training programs currently in need of

special emphasis.
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B. Special Training Courses 

According to needs at the time, this part of the 
course will be us ed (1) to train all tra inees in 
the sub j ect matt er and to develop or become fanli­
liar with training materials in one or more spe­
cifid courses, currently and widely needed ; or 
(2) to assist each trainee in developing a training 
course for one need specific to his agency. 

C. Special Training Courses offered at the NIA (Out­
lines and text materials prepared, courses taught) 

1. Introduction to Public Administration 
2 . Comparative Public Administration 
3. Aspects of Administrative Management 
4. IBudget. 1 ·a.nd ' ·FisoalcAdmind.stration 
5. Introduction to Economics 
6. Money and Banking 
7. Economic Problems 
$. Economic Finance 
9. Personnel Admi n istration 

10. Human Relations 
11. Organization and Methods 
12. Research Methods and Tec hniques 
13. Introduction t o Statistics 

D. Special Training Courses prepared by th e In-Ser­
vice Tra ining Divi s ion, NIA 

1. Management Course for Supervisors 
2. Work Simplification 
3. Conference Leadership 
4. Government Training Directors Cour se 
5. Human Relations 
6. Job Instruct i on Training 
7. Office Management 
8 . ·Vietnamese Shorthand 
9. Beginning Typing (Vietnamese) 

10. Intermediat e typing (Vietnamese) 
11. Typing Instructors Training 
12. Shorthand I ns t r uctors Training 

E. Special Training Courses Prepared and/or Offered 
by Vietnamese Government Agencies 

1. Filing and Library Classification - Depart­
ment of Information and Youth 

2. Direct and I nd irect Tax ·Processing - Depart-
ment of Finance · 
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B. Special Training Courses

According to needs at the time, this part of the
course will be used (1) to train all trainees in
the subject matter and to develop or become fami-
liar with training materials in one or more spe-
cific courses, currently and widely needed; or
(2) to assist each trainee in developing a training
course for one need specific to his agency.

C. Special Training Courses offered at the NIA (Out-
lines and text materials prepared, courses taught )
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Research Methods and Techniques12.
13. Introduction to Statistics

D. Special Training Courses prepared by the In-Ser-
vice Training Division, NIA

1. Management Course for Supervisors
2. Work Simplification
3. Conference Leadership
4. Government Training Directors Course
5. Human Relations
6. Job Instruction Training
7. Office Management
8. Vietnamese Shorthand
9. Beginning Typing (Vietnamese)

10. Intermediate typing (Vietnamese)
11. Typing Instructors Training
12. Shorthand Instructors Training

E. Special Training Courses Prepared and/or Offered
by Vietnamese Government Agencies

1. Filing and Library Classification - Depart-
ment of Information and Youth
Direct and Indirect Tax Processing - Depart-2.
ment of Finance
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F. Special Training Courses Prepared and/or Offered 
by U.S. Government Groups in Vietnam 

1. Records ~'~anag ement - MSUG 
2. Tax Collectors Course - USOM 
3. Library ~lork - MSUG 
4. Budget Officers Course - MSUG 

G. Special Training Courses Prepared and/or Offered 
by other Governments - in the language indicat ed. 
(Course Outlines on deposit with In-Ser vice 
Training Division, NIA) 

1. Community Development (Republic of t he Phi­
lippines - in English) 

2. Customs Inspectors (Republic of the Philip­
pines - in English} 

3 •. General Auditing (Republic of the Philippines -
ir\ English) 

4. Training Directors Course (Republic of the 
Philippines - in English) (Participants 
invited from Vietnam} 

5. Training for Municipal Supervisor s (R~public 
of the PhiliT) pi nes - in English ) . 

6. Job Relations Training (U.S. Government 
in E11glish) 

7. Job Methods Tr~ining (U.S. Government - in 
English) 

8. Fundamentals of Supervision (New York State 
Government - i n English) . 

9. · Management for Air Force Supervisors (U.S. 
Air Force - i n English) · 

10. Training Methods and Techniques (California 
State Government - in English) 

A.H. Hausrath 
January 15 , 195 7 
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REFERENCE MATERIAL FOR TRAINING DIRECTOR ' S 

COURSE 
,/ 

General References: 

For the tra iner: All sel ected references, but 1 A and 1 B 
in particular; and also 2; 3 ; 4; 5; 9; 
10; 11. 

For the trainee: 1 B: 9 Accordian Folder, and 11 in 
particular. 

Cour s e Outline Training R~ferences 

I. General Overview of the 
Course 

I I. Fundamentals of Adminis­
trat ive Organization and 
Management 

A. Aspects of Organi­
zation 

B. Bases of Organiza­
tion 

C. Structure of Organi­
zation 

D. l·'un ctions of Mana­
gement 

E. Application to Viet­
nam 

III . How work i s accomplished 
an Organiz ation 

A~ Basic Concepts 

Course outline 

Course Instructor 

1 A - Booklet 3, Topic 4; 3 -
Session 2. (lB and 1 C are 
to be used with 1 A whenever 
1 A is referenc ed) 

1 A - Booklet 1, Topic 3 ; 3 
Session 2; 1 A - Booklet 3, 
Topics 2, 3. 

1 A - Booklet 3, 3 - Session 
2. 

l A - Booklet 1 , Topic 2; 
1 A - Bookl et 4 i n p,::i rt; 
3 Session 3 ' 4, 5. 

1 A - Booklet 25 

1 A - Booklet 1 in part . 
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Training ReferencesCourse Outline

I. General Overview of the Course outline
Course

Course Instructor

II. Fundamentals of Adminis-
trative Organization and
Management

A. Aspects of Organi-
1 A - Booklet 3, Topic 4; 3 -zation
Session 2. (1B and 1 C are
to be used with 1 A whenever
1 A is referenced)

1 A - Booklet 1, Topic 3; 3 -B. Bases of Organiza-
Session 2; 1 A - Booklet 3,tion
Topics 2, 3.

1 A - Booklet 3, 3 - SessionC. Structure of Organi-
2.zation

1 A - Booklet 1, Topic 2;D. Functions of Mana-
1 A - Booklet 4 in part;gement
3 - Session 3, 4, 5.

E. Application to Viet- 1 A - Booklet 25
nam

III. How work is accomplished
an Organization

A. Basic Concepts 1 A - Booklet 1 in part.



B. The Role, Authority 
and Responsibilities 
of the Supervisor 

C. Or gani zat i on and the 
Supervisor 

D. The Supervisor as a 
Jl.'lanager 

E. The Supervisor as a 
Leader 

F. Methods Improvement 
through Work Simpli­
fication 

G. The Supervisor as a 
Manager of People: 
Human Relations 

H. The Supervisor as a 
Tra iner 

I . Public Relations 

J. Standards of Per­
formance and Evalu­
ation of Employees 

25 

1 A - Booklet 1 i n part '. 3 -
Session 1. 

1 A - Booklet 1. 

1 A - Booklets 10, 11, 12 . 

1 A - Booklet 1, Part 4; . 
3 - Sessions 6 , 9. 
5: 
1 A - Booklets 4 , 51 6, 7, 2 ~ , 
22 ; 3 - Session 7; c; 2. 

1 A - Booklets 13, 19, 20, 23; 
7; 3 - 3essions 10, 11. 

1 A - Booklets 13, 16, 17, 20 -
introductions only. 

3 - Session 7 o 

IV. The Tra ining Job: To Facilitate the 
\,'ark of the Organization 

A. 

B. 

c. 

D. 

The Mean ing of 
Tra ining 

What Training Can 
Do 

The Importance and 
Value of Training 

The Place of Training 
in Management - Its 
Relation to Operations 

Chief, In-Service Training 
Div :Lsion, MSU. 

9 - Sessions 1, 3, and 
"Accordian Folder" . . 

Chief, In-Servic ~ Training 
·Di vision, MSU. 

9 - Session l, 

E. Organization for Chief, In-Service Training 
Training in the Govern- Section, NIA. Chief, In-Ser-
ment of Vietnam vice Training Jivis ion, MSU 

25

The Role, AuthorityB.
and Responsibilities

1 A - Booklet 1 in part: 3 -of the Supervisor
Session 1.

1 A - Booklet 1.C. Organization and the
Supervisor

1 A - Booklets 10, 11, 12.D. The Supervisor as a
Manager

1 A - Booklet 1, Part 4;E. The Supervisor as a
3 - Sessions 6, 9.Leader

5:F. Methods Improvement
1 A - Booklets 4, 5, 6, 7, 21,through Work Simpli-
22; 3 - Session 7; 6; 2.fication

1 A - Booklets 18, 19, 20, 23;G. The Supervisor as a
7; 3 - Sessions io, il.Manager of People:

Human Relations

1 A - Booklets 13, 16, 17, 20 -H. The Supervisor as a
introductions only.Trainer

8.I Public Relations

3 - Session 7.J. Standards of Per-
formance and Evalu-
ation of Employees

IV. The Training Job: To Facilitate the
Work of the Organization

Chief, In-Service TrainingA. The Meaning of
Division, MSU.Training

9 - Sessions 1, 3, andB. What Training Can
"Accordian Folder".Do

Chief, In-Service TrainingC. The Importance and
Division, MSU.Value of Training

9 - Session 1.D. The Place of Training
in Management - Its
Relation to Operations

Chief, In-Service TrainingE. Organization for
Training in the Govern- Section, NIA. Chief, In-Ser-

vice Training Division, MSUment of Vietnam



F . Ho"; to Start A 
Training Program 

G. Determining Training 
Needs 

H. Mechanics of the 
Training Program: 
Planning Specific 
Pro .~ ects 

26 

I. The Teaching and Learn­
ing Process 

J. Evaluation of the 
Training Program 

K. Training Records and 
Reports 

1. Follow-up 

M. Training as a Pro-
fess ion 

V. Training for Special 
Purposes 

1 A - Booklet 1 5: 
' 12. 

1 A - Booklets 15, 14, 24. 

9 - Session 4 and "Accordian 
Foldern; 12 . 

l A - Booklets 15 (topic 5) 
17, 20; 9 - Sessions 2, 5, 
8, 9, 10, 11 and " !\.ccordian 
Folder" 3 - Session 8; 10. 

16 , 
7, 

9, Sessions 6, 13 and "Accor­
dian Folder" Chief, In-Service 
Training Division , MSU 

Chief, In-Servi ce Training 
Division, MSU Chief, In-Service 
Training Section , NIA 

13, Course Instructor; NIA and 
. Operating Department course 
instructor; course notes, NIA 
Library. 
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1 A - Booklet 15.F. How to Start A
12.Training Program

1 A - Booklets 15, 14, 24.G. Determining Training
Needs

9 - Session 4 and "AccordianH. Mechanics of the
Folder"; 12.Training Program:

Planning Specific
Projects

I. The Teaching and Learn- 1 A - Booklets 15 (topic 5) 16,
17, 20; 9 - Sessions 2, 5, 7,ing Process
8, 9, 10, 11 and "Accordian
Folder" 3 - Session 8; 10.

9, Sessions 6, 13 and "Accor-J. Evaluation of the
dian Folder" Chief, In-ServiceTraining Program
Training Division, MSU

Chief, In-Service TrainingK. Training Records and
Division, MSU Chief, In-ServiceReports
Training Section, NIA

L. Follow-up

M. Training as a Pro-
fession

13, Course Instructor; NIA andV. Training for Special
Operating Department coursePurposes
instructor; course notes, NIA
Library.
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SELECTED REFERENCES 

~ 
l.A. M~nagement Course for · Air Force Government Supervisors 

hFM 50-2-1 through 50-2-25 
fl.. 

1 B. Guide f or Management Trainers 
AFM 50 - 19 Department of the Air Force 

"II 
1 C. Guide for Supervisors 

AFT.1 50 - 20 Department of the Air Force · 
},;::fr 

~ .. Cor1f erance Leadership 
AFK 50 - 8 Department 0f the Air Force 

fl 
3. St aff Conference Leadership 

i·-~anual No. S - 16, Tra i n ing Program for St ·.te Employe r s 
New York State Department of Civil Service, Tr a ining 
Divi s ion 

1,_. I ns tructors ]V~anual i n Fundamentals of Supervision Tra in­
inis Program for State (Government) Employees 

1l* 
L:mual No. 3: 5. New York State Civil Service Depart­
msnt, Training Divi s ion. 

5 . 'i'ork Simplification Program 
nspecifications for an Agency Work Simplif ic qt ion Program 1' 

?? Trainer ' s Guide to the 1Jork Simplific ation Tr n_ining 
Sessions" · 
" Supervisors Guide to the Work Distribution Ch~rt" 
"Supervisors Guide to the Process Chart" 
ii '.3up€rvisors Guide to the Work Count 11 

6. Job Method s Training, Outline of Tra ining Sessions and 
Reference l\faterial 
U. ,3. Civil Service Commission 

7. Job Relations Training, Tra ining Sessions Out line 
U. ;J . Civil Service Commi ss ion 

c; Public Relations for Gov2r nment Employees: ,\n Action 
Pro~ram Personnel Report Series No. 524, Civil Service 
Assembly, Chicago 1953. 

9. Tra ining Methods and Techniques for Supervisors, 
Instructor's Guide. Tra i ning Aid Series A, ~ o. 30 
More Learning in Less Time (accordian Folder ) 
Depnrtment of Employment, St ate of Californi!"l 

Iteins without · asterisks are in English t Revis ed for Transl a t i on 
into Vietnamese t~Translated - into Vietnamese 
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AFM 50 - 19 Department of the Air Force

Guide for Supervisors1 C.
AFM 50 - 20 Department of the Air Force

Conference Leadership2.
AFM 50 - 8 Department of the Air Force

Staff Conference Leadership3.
Manual No. S - 16, Training Program for State Employers
New York State Department of Civil Service, Training
Division

Instructors Manual in Fundamentals of Supervision Train-4.
ing Program for State (Government) Employees
Manual No. S: 5. New York State Civil Service Depart-
ment, Training Division.

Work Simplification Program5.
"Specifications for an Agency Work Simplification Program
"Trainer's Guide to the Work Simplification Training
Sessions"
"Supervisors Guide to the Work Distribution Chart"
"Supervisors Guide to the Process Chart"
"Supervisors Guide to the Work Count"

6 Job Methods Training, Outline of Training Sessions and
Reference Material
U.S. Civil Service Commission

Job Relations Training, Training Sessions Outline7.
U.S. Civil Service Commission

S. Public Relations for Government Employees: An Action
Program Personnel Report Series No. 524, Civil Service
Assembly, Chicago 1953.

Training Methods and Techniques for Supervisors,9.
Instructor's Guide. Training Aid Series A, No. 30
More Learning in Less Time (accordian Folder)
Department of Employment, State of California

Items without asterisks are in English Revised for Translation
into Vietnamese uATranslated into Vietnamese



10. t~Job Instructioa Training> Training Sessions Outline and 
Reference Mat&ri.als 
U. S . Civil Ser'Vi.ce Commission 

. 11. Philippine Traihing Directors Course Outline 
Training 01ficers Manual, University of the Philippine s , 
1956 . 

12 " \1fork.:sheet for Planning a Training Program 

13. a~Worksheet for Planning a Training Project 

14. Thailand Training Program 

15. Handbook for Community Development ·workers , 
Office of the President of the Philippines, 1956 

16. ~is~ left O£en for additions as they be~o~~-~y2ilable. 

to 

50. 
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10. **Job Instruction Training, Training Sessions Outline and
Reference Materials
U.S. Civil Service Commission

Philippine Training Directors Course Outline11.
Training Officers Manual, University of the Philippines,
1956

Worksheet for Planning a Training Program12.

Worksheet for Planning a Training Project13.

Thailand Training Program14.

Handbook for Community Development Workers,15.
Office of the President of the Philippines, 1956

16. List left open for additions as they become available.

to

50.
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SPECIAL REFERENCE SOURCES 

Chief, In-Service Training Section, National Institute of 
Administration. 

Chief, In-Service Training Division, Michigan State University 
Group, U.S. Technical Assistance P~oject to Vietnam. 
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SPECIAL REFERENCE SOURCES

Chief, In-Service Training Section, National Institute of
Administration.

Chief, In-Service Training Division, Michigan State University
Group, U.S. Technical Assistance Project to Vietnam.



51. 

52. 

53. 

54. 

55. 

-56. 

JO 

UNEVALUATED REFERENCE MATERIALS 

(Source of References 51 through 85, U. S. 
Government Printing Office) 

Evaluat~ng Your Personnel Management 
Catalog No. CS 1.54:6 (1954) 

Training and Reference Manual for Job Analysis 
Catalog No. 17.25: J 57/4 (1944} 

Guide for Analyzing Jobs, Analyst's Workbook 
Catalog No. L 7.25: J 57 (1944) 

Staff Developrwnt, the Supervisor's Job 
Catalog No. FS 1.10:6/2 (1954) 

Get~ing Work ~one With Fewer People1 Some Suggestions 
· to Supervisors Catalog No. FS 1.10:~ (1954) 

Essentials of Good Management, Better Public Service 
Through Better Management 
Catal?g No. A 1.3/2: 1 (1 955) 

57. Th~ Youth You 3upervise 
Catalog No. 1 16.J: 174 (1954} 

- 59. 

60. 

61. 

62. 

63. 

64. 

Job Engineering, Modification of Jobs for Better Utili­
zation of Manpower 
Catalog No. D 101.37: 39 (1954) 

Simplifying Procedures Through Forms Control 
Catalog No. PR 33.108: V/6 (1948) 

Production Plan~ing and Control in Office Ope~ations 
Catalog No. PR 33.108: P 9l+/2 (1949) 

Prodess Chartingj Its Use in Procedural Analys is 
Catalog No. PR 3 .108: P 94 (1945) 

Promotin~ the Will to Work, Guide to Sound M~nagement 
Employee Relations 
Catalog No. D 101.37: 50 (1955} 

~~W~~kµM~asurement Sy~tem - Development and Us e 
., at a.Lo .. _, ,. o. PR 33.108. W E~9 (1950) 

Techniques for the Development of a Work Measurement 
System. Catalog No. PR JJ.102: W 69/4 (1950 
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(Source of References 51 through 85, U. S.
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Catalog No. PR 33.108: F76 (1948)

60. Production Planning and Control in Office Operations
Catalog No. PR 33.108: P 94/2 (1949)

61. Prodess Charting, Its Use in Procedural Analysis
Catalog No. PR 33.108: P 94 (1945)

62. Promoting the Will to Work, Guide to Sound Management
Employee Relations
Catalog No. D 101.37: 50 (1955)

63. A Work Measurement System - Development and Use
Catalog No. PR 33.108: W 89 (1950)

64. Techniques for the Development of a Work Measurement
System. Catalog No. PR 33.102: W 89/4 (1950
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65. \ilork I1fo ~1.sur sment in Performance Budgeting and Manageme 
Improvement 
Catalog ~o. PR 33.102: W S9/3 (1950) 

66. 

O
f- rt 

( . 

68. 

69. 

70. 

71. 

72. 

73. 

Work Simolification Program 

Supervisor's Guide. to the 1·.1ork Distribution Chart 
Catalog No. PR 32.102: W 89 (1948) 

Supervisor' s Guide to the Process Chart 
Catalog No , PR 32.102: W 89/2 (1948) 

Supervisor 1 s Guide to the lilork Count 
Catalog No. PR 32.102: W 89/3 (1951) 

Trainer's Guide to the Work Simplification Training 
Sessions. Catalog No. PR 33.102: W 89/5 (1952) 

Visual Presentations for Introductorv and Training 
Sess ions in Work Simplification " 
Catalog No. PR 33.102: W ~ 9/6 - (1952) 

Outlines fo r t he Trainer i n the Conduct of Work 
Simplification Training Sess ions 
Catalog No. PR 33 .102: W l: 9/7 -1952) 

3-:)ec ifications for an Agency Work Simplification Program 
Catalog ~ o . PR 33.102: W 89/8 (1952) 

~upervisor Devel opment Program 

Introduc tion to Supervisio~ 
Catal og No. D 101.37: 41 - A/2 (1954) 

74. Taking Personnel Action 
Cat al og No. 101.37: 41-B-12 (1953) 

75 . Dif fe ren ces in Job Relati on ships 
Catalog No. DlOl.37: 41-D-31 {1954) 

'70"' 
I • 

77. 

Buil~ln7 Good Relationshi~s 
Catalog ,No. D 101.37: 41-B-32 (1954) 

Handling Behavior Problems 
Catalog No. DlOl.37: 41-B-33 (1954) 

78. Handling Employee Dissatisfactions 
Catalog No. DlOl.37: 41-B-34 (1954) 
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73. Introduction to Supervision
Catalog No. D 101.37: 41 - A/2 (1954)

74. Taking Personnel Action
Catalog No. 101.37: 41-B-12 (1953)

75. Differences in Job Relationships
Catalog No. D101.37: 41-B-31 (1954)

76. Building Good Relationships
Catalog No. D 101.37: 41-B-32 (1954)

77. Handling Behavior Problems
Catalog No. D101.37: 41-B-33 (1954)

78. Handling Employee Dissatisfactions
Catalog No. D101.37: 41-B-34 (1954)
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79. Getting Ready to Train Employees 
Cat alog No. D 101.37: 41-B-53 (1953) 

BO . Effective Use of Time 
Cat alog No. D 101.37: 41-B-62 (1954) 

81 . Care of Mat erials and Equipment 
Catalog No . · D 101.37: 41-B-63 (1954) 

82. Est ablishing a Job 
Cat al og No. D 101.37: 41-B-64 (1954) 

83 . Restudyi ng a Job 
(195.4) Cat alog No. D. 101. 37; 41-B-65 

[~i+ . Cont r olling Costs 
Cata.log No. D 101.37: 41-B-66 (1954) 

85. Safety on the Job 
Catn.l og No. D 101.37: 41-B-81 (1954) 
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