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ABSTRACT , ‘
... The Management-Sciences Training Center has among its
. objectiveés the following: (1) to provide responsive and practical
interagency and intergovernmental training and developmental programs
in specialized disciplines used and technical elements involved in
the management of public programs, {2) to provide management Sciences
training support to Civil Service Regicnal Training Institutes, (3)
to provide advice and assistance to individual agencies attempting to
improve their management systems, {4) to stimulate the exchange of
information about ihnovative ideas originating within the
professional communities, and {5) to assist in the management and
administration of special intern and fellowship programs. This
document contains the curriculum and schedule for the semestexr of
January-June 1972. . A total of 26 courses is offered. A description of
each course’s content and the tuition fee are given. (CK)
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T H E CENTER

The Management Sciences Training Center was formally established as of July 1,
1970. The Center was formed by adding to the existing Financial Management
and PPB Training Center certain closely related management subjects which had
previously been taught by other Centers in the Bureau of Training; namely,
operations research, management information systems, and management analysis.

These activities have been integrated into a single training center in order
to provide better service to our customers and to broaden the base of faculty
competence.

The Center has the follcowing objectives:

- to provide responsive and practicail interagency and intergovernmental
training and development programs in specialized disciplines used and techni-
cal elements involved in the management of public programs; and to focus on
the development of critical communication links between the manager and the
information-producing specialist;

- to provide Management Sciences training support to Civil Service Commission
Regional Training Institutes;

- to provide advice and assistance to individual agencies, state, municipal
and local governments attempting to reform and improve their management sys-
tems, financial programs, and analytic capabilities;

- to stimulate, encourage, and participate in the exchange of information
about the most significant and innovative ide: . originating within the
professional commupities; and

- to assist in the management and administration of special intern and
fellowship programs.

The Management Sciences Training Center currently concuatrates its training
effort on programs for users and specialists in four areas:

FINANCIAL MANAGEMENT TRAINING courses provide basic and follow-up financial
management training in budgeting, accounting, and auditing, with particular
emphasis on management's use of information generated by these specialized
disciplines and procedures. ~Included in this group are general concepts
seminars, and applications-oriented programs and workshops. ‘

MANAGEMENT ANALYSIS TRAINING provides an opportunity for the experienced
analyst to sharpen old skills or acquire new ones. In addition, the complete
range of courses available or under development in this curriculum area provide
an opportunlty for the beglnnlng analyst to .acquire those skills characferlzlng
the journeyman analyst. Center personnel can prov1de consultative services to
individuals or organizations W1sh1ng to establish career development programs
in Management Analysis.
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INFORMATION METHODS TRAINING programs offer core skills training in
fundamental disciplines of mathematics, statistics, quantiative analysis,

and management information systems. Orientations, seminars, and workshops

are used extensively in this area of training for managers, senior specialists
and other professionals.

PROGRAM ANALYSIS TRAINING is oriented toward the needs of the producer of
analysis, both the neophyte and the profes<i~nal. Courses range from training
in basic and broadly used analytic techniqu = to specific applications.
Seminar-type programs and workshops are inciuded in this group of courses.

SPECTAL CAPABILITTIES

ON-SITE TRAINING

Any of the courses listed in the schedule can be presented at a training site
convenient to the custoumer provided there are sufficient students to make such
a relocation feasible. Ordinarily, on-site courses would be in addition to
the regular schedule to avoid inconvenience to participants planning to attend
courses located at the Commission. Anyone wishing to arrange for on-site
training should make special arrangements with the Director well in advance of
the anticipated date.

CUSTOMIZED TRAINING PROJECTS

While the main thrust of Center activities is directed to the presentation of
the scheduled courses on an interagency basis, this does not preclude the
development of special purpose programs. Each proposed special program will be
considered individually on its merits and must clearly fall within the follow-
ing limitations: the program must meet legal and administrative requiremri.s.
the Center must be the best source for the proposed ser. .  ud 1.t proposed
activity must represent the best alterrnative use of the Center's resources.

Examples of special training programs developed within the above criteria are:

a course in Planning for Special Education, developed for the Office of Educa-
tion and presented to State Directors of Special Education at seven cities around
the Nation; a one-month training program for eighteen Peace Corps volunteers
designed to assist them in installing a management information system for
Malaysia.

Special training programs are presented on a reimbursable basis under contract
with the sponsoring agency. For the convenience of anyone contemplating such
a program, the Center can provide advice on feasibility and approximate cost

prior to entering into a firm agreement. '

e

CONSULTING SERVICES '

The Center can provide consulting services in areas of our particular competence.
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Thiose include the substantive areas listed on the back of the Schedule. In
addition, the Center can draw on its vast body of experience to provide assis-
tance in establishing training programs in. these areas.

We have provided extensive consultative services in areas as diverse as the
design of information collection procedures for planning, to the design of a
program budget. Specific examples include such diverse elements as the design
of a PPB course for the University of Maine and on-site consultations with the

West German government on problems attendant on the establishment of a compre-
hensive PPB system.

Consultative services are reimbursable--salary, per diem and overhead--and can
be arranged by contacting the Director.



T'H E CURRICULUM § SCHEDUILE

ANALYSIS TRAINING

MANAGEMENT ANALYSIS TRAINING

ELEMENTS OF MANAGEMENT ANALYSIS

A five-day course at the most basic level to prepare employees for the more
advanced courses in the management analysis series. Among topics to be covered
are: management analysis, organization theory, data collecting, basic mathe-~
matics and statistics, report writing, and scheduling. This course is recom-
mended for non-professional employvees who have demonstrated through diligence,
enthusiasm, and efforts at self- development a potential for advancement into a
professional position. Elements,of Management Analysis can serve as an entry
vehicle tc more advanced courses and €ventua1 full professional status as a
management analyst.

Tuition: $225
Schedule: February 14-18
' March 27-31

May 1-5
June 5-9

MANAGEMENT ANALYSIS AND REVIEW

A five-day course designed to provide the new management analyst with the
methodology of conducting a management analysis study. The course material is
supplemented with a comprehensive case study in management analysis. Topics
covered include: the role of management analysis, definition of management
problems, generation of alternative solutions to problems, fact gathering for
analysis, the report, installation, and follow-up.

Tuition: $250
Schedule: February 7-11

April 3-7
June 12-16

NETWORK TECHNIQUES FOR PROJECT MANAGEMENT

A three day course de51gned to give: those 1nvﬂ1ved in projects a worklng knowl-
edge of the techniques for planning, schedullng, and controlling projects. Case
studies will supplement the course. materials to give the. participants practlce
in the techniques. ' Topics include: setting project ‘objectives, dividing the
project into its component parts, - scheduling time and resources, and controlllng
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time and resources. Participants are taught a simplified network techniques
which requires no knowledge of statistics.

Tuition: $175
Schedule: February 23-25

May 31-June 2

PROBLEM DEFINITION FOR MANAGEMENT

The first and crucial step of any analysjs is problem definition. The analyst
will learn how to structure a problem within a system framework so that he can
isolate it, separate symptoms from causes, and foresee potential problem areas.
There will be several cases of increasing difficulty in which the analyst may
test his skills.

Tuition: $175
Schedule: March 1-3

| April 26-28
! June 28-30

VALUE ANALYSIS FOR MANAGEMENT SYSTEMS

A five-day introduction and workshop in Value Analysis as applied to systems and
procedures (also known as '"software' areas). The course is designed to instill
the motivation and the know-how for examining management systems to achieve
objectives at a lower cost. The rationale behind Value Analysis and the value
analysis job plan is presented. A workbook which details concepts and the meth-
odology is provided to each participant. Selections will be made from among

[ live projects suggested by participants to make the connection between theory

: and practice,.

i Tuition: - $250

E Schedule: January 31-February 4
i May 15-19

WORK SIMPLIFICATION TECHNIQUES

A five-day course designed primarily for management analysts and analyst trainees
who wish to learn the partical process of work simplification. The course will
be equally valuable to industrial engineers, office managers, personnel adminis-
trators, position calssifiers, and job designers. Participants will become
famlllar with work 51mp11f1cat10n technlques with empha51s on applications in
service oriented activities. Strengths and weaknesses of each technique will be
discussed and reinforced durlng workshop participation, Along with the system--
i atic work 51mp11f1cat10n procedures of problem 1dent1f1éat10n, analysis and

b improvement; considerable emphasis will be placed on ways to get new ideas
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accepted. Subjects covered will include: principles of motion economy, workflow
: analysis, overcoming resistance to change, inducing new attitudes, stimulating
' creativity, installing and following up on new methods, and inter-related

subjects.

Tuition: §$225

Schedule: March 6-10
May 22-26

WORKFORCE ESTIMATING

A three-day course designed to introduce estimating techniques, and to teach
participants a simple statistical estimating technique recommended by the Office
of Management and Budget. Participants will be taught to understand, utlize,
and interpret results of regression analysis in manpower and workload estima-
tion. Other work measurement techniques will be discussed, and applications of
techniques will be demonstrated through a workshop application.

Tuition: $175
Schedule: January 19-21
March 1-3

April 10-12 5
June 12-14

Lo ' ' - WORKSHOP IN PROCESS FLOW CHARTING

A five-day course for management analysts and analyst trainees, designed to
bring participants up to a full professional level of proficiency in process
flow charting. The ability to produce accurate and fully documented work pro-
cess flow charts is a basic skill of the analyst. Using symbolism approved by
the American Society of Mechanical Engineers, participants will, through a com-
bination of classroom and field experience, develop and sharpen their skills
with this basic tool for analysis and communication. Subjects covered will
include: Dbasic symbolism, chart construction, field data collection, transfor-
mation of field data to finished charts, analysis of findings, development and
charting of work process improvements, and presentation to management.

Tuition: $250

Schedule: January 24-28
April 17-21

PROGRAM ANALYSIS TRAINING

BASIC DATA ANALYSIS =
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A three-day course deéigned to prepare participants for quantitatively oriénted
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and technical courses; provide a review of basic mathematics; and provide an
understanding of the need for quantification and the world of numbers. Subject
matter includes: quantification, language of sets, basic algebraic operations,
mathematical notation, notation of a function, and introduction to mathematical
models and sampling.

Tuition: $175

Schedule: April 17, 19, 21
June 19, 21, 23

CORRELATION AND REGRESSION ANALYSIS
A five-day course designed to enable an analyst or program manager to: recognize
problems that can be analyzed by correlation and regression analysis; understand
the computational methods involved; formulate problems in correct form for
solution; and compute solutions to formulated problems. An exercise will be
conducted in computer use for computation of the analysis.
Tuition: . $325

Schedule: May 1-5

COST/BENEFIT WORKSHOP

A five-day course designed to provide instruction in the basics of cost/benefit
analysis, with a maximum amount of participation in actual analysis and a minimum
amount of philosophy consistent with understanding. Several case exercises take
up about half the course workshop. Topics covered include: the setting for
analysis; criteria problems and output measures; problem formulation and systems
identification; the process of analysis; model building and use; present value,
discounting, and other time problems in analysis; cost and benefit identifica-
tion and calculation; standards for reviewing analysis; and the economics of
public pregram analysis.

Tuition: $225
Schedule: January 31-February 4

April 24-28
June 19-23

COST ESTIMATING TECHNIQUESﬂ

A five-day course to provide part1c1pants with an understanding of the techniques
for estimating costs of future programs and’ the capability to apply these tech-. -
niques to their own operations. Part1c1pants will learn methods for costlng and='
analyzing current and proposed programs through the use of -demonstration’ cases’
and guided workshops. Subjects include:" ‘regression and correlation’ ana1y51s,
time series, improvement curves, and ‘index numbers. leltat;ons and assumptions
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within the management context will be highlighted.

Tuition: $250

Schedule: March 20-24 B -
May 15-19

DISCOUNT RATES AND PROCEDURES

A one-day course to instruct managers and program analysts in the proper applica-
tion of discount rates to projected cost and benefit streams of alternative pro-
grams. For purposes of comparison, the anticipated costs and benefits of all
major government investments must be reduced to a level of present value through
the application of appropriate discount rates. This course will discuss the
question of the -appropriate rates, explain the concept of present value, and
equip participants to derive present value through the use of standard discount
tables.

Tuition: $60

Schedule: February 29

ECONOMIC INVESTMENT ANALYSIS

A four-day course covering the major elements involved in economic investment
'ana1y51s of Department of Defense projects. Lectures, case studies, and discus-
sion groups cover such topics -as: discounted cash flow ‘cost. analysis, treat-
ment of inflation and uncertainty, decision criteria, and preparation and pres-
entation of economic investment analyses. . Although cases and examples are drawn
from Defense,; the principles and techniques are applicable to all government
programs using economic analysis.  Participation is open ‘to civilian -and military
personnel in the middle or upper levels of management admlnlstratlon or -
budgetlng in ‘government. s : v

Tultlon: $175

Schedule: January 11-14-
S February 22- 25
April 4-7
May 30-June 2 o

* EDUCATIONAL PROGRAM' IN SYSTEMSFANALYSIS

A program of one academic year in length conducted at several universities. It
is designed to train analysts of public programs in techniques such as economic
analysis, operations research; and the systems apprbach - .The nominating. pro--
cedures generally begins'in the agency during. the fall, with nominations due at
the Civil Service Commission by. early February. .The program beglns at the uni- -
ver51t1es in late August or 'in September. Nomlnatlons -are not made in the: way

O




described elsewhere in this publication. A brochure with detailed information
is available by writing to the Office of Career Development Programs, Training
Assistance Division, Bureau of Training, U.S. Civil Service Commission,
Washington, D. C. 20415, or by telephoning (202) 632-7624.

EFFECTIVE PLANNING TECHNIQUES

A five-day course designed to help anyone concerned with planning take an
informed, active approach to making current decisions which have significant
effects on an agency's future. The course will consist of short problems in
planning, lectures on the planning process and useful techniques for that pro-
cess, and exercises in those techniques. The course is intended to provide the
connection between the abstract recognition of the value of planning and the
specific methods useful in planning.

Tuition: §$225
Schedule: February 14-18
June 5-9

PLANNING, PROGRAMING, AND BUDGETING SEMINAR

A two-week course designed to provide a grasp of the economic base of PPB, a
working knowledge of the structure and operation, and an exposure through case
work to analysis. The program provides an in-depth study of essential elements
of PPB and extensive participant involvement in small group work sessions.

Tuition: $375

Schedule: - May 8-19

PROGRAM EVALUATION TECHNIQUES I

_Thls will be the first of two three- day courses de51gned to assist those 1nv01ved
in program management, analysis, and evaluation. Ba51c phllosophy, methods, and
technlques of program evaluatlon w111 be presented

_TUlthHZ"$175 =
-Schedule: January 26-28

March 13-15
June 14-16

PROGRAM EVALUATION TECHNIQUES II

This is the second of two three-day courses designed to assist those involved in
program management, analysis, and evaluatlon The subject matter here con51sts

g1




of frequently used techniques of program evaluation.
Tuition: $175

" Schedule: March 27-29
June 28-30
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FINANCIAL MANAGEMENT TRAINING

ACCOUNTING FOR CONTRACT § PROCUREMENT PERSONNEL

This five-day course is designed to acquaint contract and procurement personnel
with the financial aspects of contract administration and negotiation. - It is
intended to add a new dimension to the contracting or procurement person's exper
tise in dealing with finance and accounting related problems in private industry.
This basic course is intended primarily for those personnel who do not poss:ess
extensive formal education in uccounting and finance. Topics include: 1nterpret-
ing financial statements, recording transactions, internal control, audit, allow-
able direct and indirect cos'is, contract types, termimations, roles of GAO and
DCAA, and gowernment reportimg. '

Tuitiom: §225
Schedule: January 17-21
March 6-10

ACCRUAL ACCOUNTING PROCEDURES IN FEDERAL AGENCIES

This three-day course will facilitate the transition to Governmental Accounting
for those persons whose past accounting experience or training has been in the
private sector. It will acquaint the participant with "fund accounting'' proce-
dures for those transactions which have no counterpart in the private sector
(i.e., allotments, apportionments, commitments, and obligations). Two case
studies, the "Illustrative Agency'" and the '"Representative Agency'" will be the
nucleus of this course. These two practice cases will demonstrate how typical
transactions are recorded in double-entry form, their effect on various accounts,
and the resulting financial statements (i.e., the Statement of Financial Posi-
tion, ‘the Statement of Operations, and the Statement. of Changes in Government
,Equlty) : : : : :

Tuition: §$175

Schedule: ' January  17-19
- February 23-25
March 20-22 '
-~ April 17-19
- May 15-17
June 19-21

ACCRUAL ACCOUNTING WORKSHOP

A five-day course organized around the three steps-in GAO's review process of
proposed accounting systems--development of principles and standards, design of
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the system; and using the system for financial management within the agency.
Concepts and principles are demonstrated through the use of workshops 2nd cases.

Tuition: §225
Schedule: January 24-28

March 27-31
May 22-26

BUDGET FORMULATION

This five-day course will begin with a descrzptZom of “.ederal budgeting, the
pertinent laws and directives that pertain to wency thmdget formulation and dis-
cussion of the purposes and uses of budgets. Tb= majcr content of the course
will be concerned with the data collection, impw== and calculations that are
required in the compilation of the operating bucr==ts. Workshop problems willl be
the nucleus of this course. Participants willl rCEpare documents that are sub-
mitted to the agency budget divisions, and compZl:s: the Zormats as required by
OMB Circular A-11. The concluding portion of ti: course will walk the partici-
pant through the remainder of the budget proces=. (NOTE: This course and the
BUDGET PRESENTATION AND JUSTIFICATION are closzly related. Together the courses
will be a continuum covering the budget from £zrmulation through enactment aof the
appropriation act. However, the courses may ize taken independently.)

Tuition: §$225

Schedule: February 28- -March 3
May 1-5 :
June 26-30

.

BUDGET PRESFNTATION AND JUSTIFICATION

This eight- day course W111 be conducted over-a. _two- week time 5pan to enable the
student to return to his job site one day each week. The first.of the workshops
in this course will begin with a session very similar to the final one in BUDGET
FORMULATION: i.e., it will compile numerical data in the requied formats. It
will then continue the process by developlng the narrative and presentation meth- .
odology for use in budget justification, both for OMB examiners and Congre551onal,
staff.  Topics will cover such matters as back-up data, deallng with examiners,
preparing for hearings, understanding the political 1mp11cat10ns etc. This
course will take the agency budget from the Budget Office through OMB and the
Congress. (See note under BUDGET FORMULATION )

Tuition: $275

Schedule: January 31-February 3 § February 7-10
April 24-27 § May 1-4
June 5-8 § June 12-15 .
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THE FEDERAL BUDGET PROCESS

This two-day course is designed to provide an understanding of the budget
process. It will be helpful particularly for those working in a professional
capacity who are relatively new to the Government. Subject tter includes the
function, history, and procedures of the Federal Budget Process.

Tuition: $95

Schedule: January 20-21
February 17-18
March 23-24
April 20-21
May 18-19
June 22-23

FINANCE IN AGENCY MANAGEMENT

A five-day program focusing on the interrelationships of the financial special-
ities and their use in the internal management of an agency's programs. Designed
to serve persons advancing to more responsible positions in the field of finan-
cial management, and persons assigned to non-financial positions who have need
for a better understanding and appreciation of financial management.

Tuition: §$225
Schedule: January 31-February 4

April 3-7
June 5-9

FINANCIAL MANAGEMENT IN THE FEDERAL GOVERNMENT

This program for Management Interns examines the roles of the various branches
and agencies of government concerned with financial and fiscal matters at the
Federal level. Course content includes formation, presentation, and execution -
of the National Budget; the framework for. accountablllty ‘of public resources;
and the role and appllcatlon of management audits. Part1c1pants are '‘also -
introduced to the use of program analysis and evaluatlon as essent1a1 tools 1n
public sector decisions relating to. financial management. :

Tuition: $105

Schedule: February .23-25

GOVERNMENTAL BOOKKEEPING AND ACCOUNTING

A five-day course that deals with the "how and why' of bookkeeplng," fundamental
bookkeeping records; "debits and credits," the essense of double-entry bookkeep-
ing; fund and account structure- in the publlc sector “and resultlng f1nanc1a1
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reports. Bookkeeping principles covered in this course are compatible with
recent recommendations of the President's Commission on Budget Concepts (i.e.
Accrual Accounting). Lectures are used to introduce and explair topics. How—
ever, most of the course is devoted to demonstrating how typical transactions
are recorded in double-entry form, and thzir effect on various accounts. The
participants will apply the principles and procedures covered in the course to
.case studies describing typ.cal Government transactions.

Tuition: $195

Schedule: January 10-14
February 14-18
March 13-17
April 10-14
May 8-12
June 12-16

MANAGEMENT USE OF FINANCTAL INFORMATION

The objective of this three-day course is to provide program decision-makers with
a better understanding of financial information presently and potentially avail-
able to them. Attention is focused on the relevance of specific types of infor-
mation necessary for management control, performance evaluation, and performance
measurement.

Tuition: §$175
Schedule: Fcbruary 9-11

April 26-28
June 28-30

PRACTICE PROBLEMS' IN GOVERNMENTAL ACCOUNTING

The practice problems (frequently referred to as.a- "practlce set" in the academic
community) will provide a realistic. environment. complete with facsimile documents,
records, and forms. . Course material will include a description of daily trans-
actions for an-entire. f15ca1 year The students w1ll be requ1red to:

1. Prepare and process documents and forms requ1red for 5pec1allzed -
transactions.

2. Record transactions in books or or1g1na1 entry (journals), u51ng
both the General Journal and specialized books or original entry
(e.g., Cash Receipts Journal, Cash Disbursements Journal, Billing
Register, and Voucher Register).

3. " Post journal entr1es to both the General Ledger Accounts and
Subsidiary Ledget Accounts L :

4. Make the necessary perlodlc adJustments reconciliatiens, and
other analysis.



5. Prepare a working paper trial balance.

6. Pr_pare the three fundamental financial statemeuts (i.e., the
Statement of Financial Position, the Operating Statement, and
the Statement of Changes in Government Equity) .

The problems then will illustrate the daily financial tr.nsactions of a - ypical
Federal agency, and students will get involved in all phases of the accc' mting
cycle in a simulated but realistic work environment.

Tuition® $200

Schedu :

Schedule: Classes will be held one day a week over a eight-week pewiod,
Participants will use the time between classes to completle wol'k
assignments for discussion in ensuing classes. Four offerings
are scheduled, two convening on Mondays and the other two onm
Fridays. The schedule for each offerings follows:

Mondays Fridays Mondays Frida ’s
Initial Class Jan. 10 Jan. 14 March 27 Marclh -1
Ensuing Classes Jan. 17 Jan. 21  April 3 April 7
Jan. 24 Jan. 28 April 10 April 14
Jan. 31 Feb. 4 April 17  April 21
Feb. 7 Feb. 11  April 24  April 28
Feb. 14 Feb. 18 May 1 May 5
Feb. 22(Tues.) Feb. 25 May 8 May 12
Feb. 28 ' March 3 May 15 May 19

‘ FINANCIAL MANAGEMENT COURSES UNDER DEVELOPMENT

The Center will develop the following courses during the fiscal year:

Financial Management in Federal Grants
Treasury and OMB Reporting ’ -
Payroll Accounting :

‘Property Accounting .

Further details on these courses will be arinounced at some future date.

]

r’-\‘k} o

1758



|

II"FORMATION METHODS TRAINING

DESIGN OF A MANAGEMENT INFORMATION SYSTEM

A four-day workshop which systematically explores each of the major elements of
management information systems in a step-by-step approach. Lectures are used to
introduce and explain topics. The focus will be on the design of an information
system task by participant workteams and will cover such topics as systems objec-
tives, report design, documentation, file structure, classification and coding,
cost contlnl and evaluation of the system.

Tuition: $200

Schedule: May 8-11

EXECUTIVE SEMINAR IN STATISTICAL SCIENCE FOR MANAGEMENT

A three-day broad introduction to statistical science for executives covering
principal theories, practical uses, and managerial implications of statistics.
An informational program with illustrations to demonstrate the usefulness of
statistics in management.

Tuition: $125

Schedule:. March 6-8

INTERGOVERNMENTAL  AFFAIRS FELLOWSHIP PROGRAM FOR 1972

A three-month fellowshln program for career grant-in-aid admlnlctrators, in grade
levels GS-14 and above, consisting of a comprehen51ve and intensive orlentatlon,
weekend seminars, and a ten-week study/work assignment with host state and local
governments. This program is designed to pr0V1de Federal careerists with a first-
hand look at problems of admlnlsterlng grant-in-aid programs at state and local -
levels; to improve person-to-person communication; to develop a deeper under- *
standing of the major social and economic problems to which grant programs are
addressed; and to encourage cooperative and multlgovernmental approaches to problem
solving."

Tuition & Schedule: ‘Details to be,announéed;

MANAGEMENT INFORMATION THEORY AND PRACTICE

A three-day familiarization program covering major concepts of information as a
critical input to and product of decision making, including selective examples
of current and potential single agency and interagency systems. Lectures,
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briefings, and discussions cover such topics as definitions of information,
management and staff roles and functions, systems elements, and supportive sys-
tems in such areas of management concern as manpower programs, welfare,
education, transportation, drug abuse control, and law enforcement.

Tuition: §$170

Schedule: June 12-14

MATHEMATICS FOR MANAGEMENT

A ten-day survey program for managers, supervisors, staff personnel, and ana-
lysts, conducted over a period of eight weeks covering mathematics and calculus,
statistics and probability, and applications of modern analytical techniques. - A
college level course emphasizing theory and practice of mathematical science in
government operations.

Tuition: $275

Schedule: April 18-June 7

OPERATIONS RESEARCH ORIENTATION

A three-day program designed:to provide a general introduction to the classes of
analytic -techniques known as Operations Research/Systems Analysis. The'under-
lying management concepts, basic methodology and classification and descrlptlon
of techniques and their uses will be covered.

Tuition: $125

Schedule: March 20-22

RANDOM SAMPLING IN GOVERNMENT OPERATIONS

A three-day workshop. de51gned to fam111ar1ze participants with the comprehen51ve
field of random (statistical) sampling. Special emphasis is placed on random
sampling as a practical fact- flndlng and problem-solving tool. The participants
will apply the procedures covered in the program to practical exercises descrlb-
ing typical government. transactlons

Tuition: $150

Schedule: April 10-12

SCIENTIFICALLY BASED APPROACHES TO MANAGEMENT IN THE FEDERAL GOVERNMENT

This program for Management Interns will provide participants with an overview
of the bases, major categories of techniques used, and future trends and issues .
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of scientifically oriented approaches in government administration. It will
include such subjects as: the evolution and rationale of scientific aids in
management; Systems Analysis, Operations Research; Program Evaluation; Manage-
ment Information Systems; and new thrusts aimed at integrating scientific and
technological methodologies with human requirements of the American system of
government.

Tuition: $105

Schedule: February 28-March 1

STATISTICAL SCIENCE FOR ANALYSIS

A three-day review of principal statistical methods and techniques used in
analysis. Particular emphasis is placed on techniques of collection and
evaluation of data in government programs.

Tuition: $175

Schedule: January 10-12

SYSTEMS ANALYSIS FOR GOVERNMENT OPERATIONS

A three-day program designed for managers, staff professicnals, administrators,
and others who want to better understand and use systematic approaches to the
problems of their agencies, or who work with those who are now using systems
analysis.

Tuition: $175
Schedule: March 13-15

April 17-19
May 22-24

TECHNIQUES AND METHODS OF OPERATIONS RESEARCH

A four-day "how to do it" type course de51gned to increase pract1cal krowledge
concerning and skills in using basic operations research techniques and methods
in governmental problem solving. Lectures and case studies cover such topics
as: allocation, competition, inventory, queulng, replacement, routing, search .

~and sequencing problems; mathematical, probability techniques, simulation models
and networking techniques. -

Tuition: $200

Schedule: rFebrdafy'S-lo
June 19-22




THE CALENDER

(January-June 1972)

JANUARY
10-12 Statistical Science for Analysis
10-14 Governmental Bookkeeping and Accounting
10-February 28 Practice Problems in Governmental Accounting
11-14 Economic Investment Analysis
l4-March 3 Préctice Problems in Governmental Accounting
17-19_ Accrual Accounting Procedures in Federal Agencies
17-21 Accounting for Contract and Procurement Personnel
19-21 Workforce Estimating
20-21 »The Federal Budggt Process
24-28 Accrual Accounting Workshop
24-28 Workshop in Process Flow Charting
26~28 Program Evaluation Techniqﬁes 1 i
31-February 4 Cost/Benefif WorkshOp’
31-February 4 - Finance in Agéhéy Management
31—Februéry 4 | ValuetAnalysis,fér‘Ménagement‘Systems
31-February 10 Budget ,Pr_éservllta't‘iron and "Jus.ti"f'_ication‘
B _FEBR_UA:RY_
S 7-11 ' Management Analysis and Review
8-10 ' Te¢hﬁiquesfaﬁd_Mefhodsbof Operations Research
- 9-11 . : ‘Maqégemént USe.of Finaﬁ¢iai Informatibn |
14-18 v | Efféctive PlahhihgvTéchniqués_




FEBRUARY

20-24

14-18 Elements of Management Analysis
14-18 Governmental Bookkeeping and Accounting
17-18 The Federal Budget Process
22-25 Economic Investment Analysis
23-25 Accruai Accounting Procedures in Federal Agencies
23-25 Financial Management in the Federal Government
23-25 Network Techniques for Project Management
28-March 1 Scientifically Based Approaches to Management in
the Federal Government
28-March 3 Budget Formulation
29 Discount Rates and Procedures
“MARCHf‘
1-3 ‘Problem Defrnltlon for Management
_1-3 onrkforce Estamatlng :
~6—8 'Executlve Sem1nar an Statlstlcal Sc1ence>‘x
C 1n Management : S
6-10- 'fAccountlng for Contract and Procurement Personnelﬁ
'6—10"- ’“f’Work Slmpllflcatlon Technlques";ﬁ |
:-13-15. Program,Evaluat;Qn,Tethlqges i.gt
13—15' SystemS:AnaiYSié'for deé}nméh£loperati¢ns
13-17. GoVernmental ﬁeokkeeping‘andgActeuntiné
20-22 Accrual Accountlng Procedures in Federal Agenc1es
20-22 Operatrons Research Or1entatlen' a -

"-Cost Est1mat1ng Technlques,




MARCH

23-24 The Federal Budget Process
27-29 Program Evaluation Techniques II
27-31 Accrual Accounting Workshop
27-31 Elements of Management Analysis
27-May 15 Practice Problems in Govermmental Accounting
31-May 19 Practice Problems in Governmental Accounting
APRIL
3-7 Finance in Agency Management
3-7 Managenent Analysis and ﬁeview
4-7 Economlc Investment Ana1y51s
10—12 Random Sampllng in GOVernment Operations
‘10—12 Workrorce Est1mat1ng ‘
10—14 Governmental Bookkeeplng and Accountlng
~17-19. Acc1ua1 Accountlng Procedures in ‘Federal Agenc1esr
‘17—i9da _;Systems Ana1y51s for Government Operatlons‘;idm.
17;19;21 ‘.fBa51c Data Ana1y51s |
"17—21: thorkshop in Process Flon Chattlng -
J‘18—June 7 'vMathematlcs for Management RS |
20;21 | '7ThedfederalTdegettPreeeéé15
24-28 . Cost/Benefit'Werksﬁop.}
24-May 4 Budget Presentatlon and Justlxlcatlon
»26-28 ~Management Use of - F1nanc1al Informatlon
'26-28 -v.Preblem-Deflnltlon.for'Managenent‘




MAY

1-5 Budget Formulation
1-5 Correlation and Regression Analysis
1-5 Elements of Management Analysis
8-11 Design of a Management Information System
8-12 Governmental Bookkeeping and Accounting
8-19 Planning, Programing, and Budgeting Seminar
15-17 Accrual Accounting Procedures in Federal Agencies
15-19 Cost Estimating Techniques
15-19 | Value Analysis for Ménagement Systems
22-24 Systems Analysis for Government Operations
22-26 . Accrual Aécounting Workshop
22-26 | | _; WorkkSimpiification‘Techniques.
30-June'2v . lﬁ'ﬁ”' Eédnomic ?ﬁvestmént-Anaiysis
31-June 2 o o Netwﬁrk TechnidueS'féf PrOjecf Manégément
"'i'JﬁNEF“' ‘ ,¢”
5.9 - B "'EffeétiVé;Pianning*Tecﬁniqués:
5-9 |  "g S -@Eiéﬁéﬁﬁs;bffManégémént'Aﬁél&sié‘ ",;,
5-9 ‘.__ S FinaﬁCé.in:Agéhéyngﬁagement L
'5;15: s ’Budgetbﬁreééntétion and;Justificatioﬁ
12-14 v ManagémenfvInformatiOn‘Théory and Practice‘
 12—14 o ’ Workforce Esfimating
12-16 o v vGovernméntal Béokkééﬁiﬁg ahd'A§c0dnﬁihg
S 12-16 : :”‘%"fL*“%Mahaggm9§ﬁ Aﬁaly$?$iéﬁd'ReView‘ -
{ﬁﬁ,




JUNE

14-16 Program Evaluation Techniques I

19-21 Accrual Accounting Procedures in Federal Agencies
19-22 Techniques and Methods of Operations Research
19,21,23 Basic Data Analysis

19-23 Cost/Bénefit Workshop

22-23 The Federal Budget Process

26-39 Budget Formulation “

28-30 Management Use of Financial Information

28-30 Problem Definition for Management

28-30 Program Evaluatidﬁ~Techniques 11

% U. S, ‘GO;VERNM.E.'NT PRINTING OFFICE : 1971. O - 482-?36 (4)
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ADMINISTRATTION

Eligibility

Courses are open to all full-time employees of U.S. Government Departments

and Agencies and the District of Columbia. Employees of state, local, inter-
national, and foreign governmental entities are eligible to attend under the
same conditions as Federal participants. Grade level restrictions apply where
stated. The prime requirement for attendance at any course is relevancy oi
the course material to the participant's duties. Under existing legislation,
private citizens are not eligible for training under these programs.

Nom*mations

Nominations should be submitted to:

The Management Sciences Training Center
Bureau of Training

U.S. Civil Service Commission

1900 E Street, N.W., Room 7H39
Washington, D, C. 20415

(STOP 227 for intergovernmental mail)

Federal agencies use Optional Form 37. State and local governments and inter-
national organizations must submit a letter (original and two copies) from an
authorized official including the following information:

1. Title and date of course

2. Name, salary (or other indication of responsibility level),
address, position title, and brief descrlptlon of duties of
nominee

3. Office to which bill should be forwarded

Foreign governments must contact their emba551es and arrange for attendance
- through the U.S. Department of State. ‘

Costs

The Management Sciences Training Center is operated as a completely reimburs-
able cost center. All costs of operating the Center, as well as developing
and presenting training programs, must be recovered through tuition charges.
The tuition for each course represents the actual cost of instruction and

materials, plus an Pqultable pro rata of the costs.of coursr*uCVCLuyme“t and
administration of the Center. ~ ERIC Clearmghouse
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AREAS OF SPECIALIZATION

The Management Sciences Training Center

o MATEEMATICS
o STATISTICS
> ECONOMICS
o OPERATIONS RESEARCH
o SYSTEMS ANALYSIS
o PLANNING, PROGRAMMING, BUDGETING
> PROGRAM EVALUATION' '
o MANAGEMENT ANALYSIS
° MANAGEMBNTiNFORMATIdN SYSTEMS'
o QUANTITATIVE DECISION MAKING
o AUDITING L
'é?’ACCOUNTING
'vo‘BUDGETING'"

o SPECIAL INTERN AND FELLOWSHIP PROGRAMS

ERIC Clearinghouse |

JAN 51972
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