
AN INTERNSHIP IN  PUBLIC ADMINISTRATION PERFORMED AT

THE INSTITUTE OF PUBLIC ADMINISTRATION 

NEW YORK, NEW YORK: SEPTEMBER 9 ,  1 9 7 0  -  NOVEMBER 9 ,  1 9 7 0

b y

T e r r y  B r i a n  S c h u t t e n

A D i a r y  S u b m i t t e d  t o  t h e  F a c u l t y  o f  t h e

.DEPARTMENT OF PUBLIC ADMINISTRATION

I n  P a r t i a l  F u l f i l l m e n t  o f  t h e  R e q u i r e m e n t s  
F o r  t h e  D e g r e e  o f

MASTER OF PUBLIC ADMINISTRATION

I n  t h e  G r a d u a t e  C o l l e g e

THE UNIVERSITY OF ARIZONA

1 9 7 1



STATEMENT BY AUTHOR

T h i s  d i a r y  h a s  b e e n  s u b m i t t e d  i n  p a r t i a l  f u l f i l l m e n t  
o f  r e q u i r e m e n t s  f o r  a n  a d v a n c e d  d e g r e e  a t  T h e  U n i v e r s i t y  o f  
A r i z o n a  a n d  i s  d e p o s i t e d  w i t h  t h e  D e p a r tm e n t  o f  P u b l i c  
A d m i n i s t r a t i o n  u n d e r  r u l e s  o f  t h e  f a c u l t y .

A u t h o r i z a t i o n  f o r  t h e  u s e  o f  t h e  m a t e r i a l  a p p e a r i n g  
h e r e i n  h a s  b e e n  g r a n t e d  t o  t h e  i n t e r n ,  T e r r y  B r i a n  S c h u t t e n ,  
s o l e l y  f o r  t h e  p u r p o s e  o f  p r e s e n t a t i o n  t o  t h e  D e p a r tm e n t  
o f  P u b l i c  A d m i n i s t r a t i o n  i n  t h e  C o l l e g e  o f  B u s i n e s s  a n d  
P u b l i c  A d m i n i s t r a t i o n ,  The U n i v e r s i t y  o f  A r i z o n a ,  a s  a  
r e q u i r e m e n t  o f  a  g r a d u a t e  s t u d y  p r o g r a m . The o p i n i o n s  a n d  
ju d g m e n ts  a p p e a r i n g  i n  t h i s  d i a r y  a r e  e n t i r e l y  t h o s e  o f  t h e  
i n t e r n .

SIGNED:

APPROVAL BY DIARY DIRECTOR

T h i s  d i a r y  h a s  b e e n  a p p r o v e d  o n  t h e  d a t e  show n  b e lo w ;

R . A. M u l l i g a n  D a te
H e a d , D e p a r tm e n t  o f  P u b l i c  

A d m i n i s t r a t i o n

xA

N



PREFACE

T he I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n  i s  a n  i n d e ­

p e n d e n t  n o n - p r o f i t  o r g a n i z a t i o n ,  w h ic h  i s  t h e  o l d e s t  

c e n t e r  f o r  p u b l i c  p o l i c y  a n a l y s i s  a n d  p u b l i c  a d m i n i s t r a ­

t i o n  r e s e a r c h  i n  t h e  U n i t e d  S t a t e s .  I t  h a s  s e r v e d  s i n c e  

t h e  t u r n  o f  t h e  c e n t u r y  a s  a n  o r g a n i z a t i o n  b a s e d  o n  t h e  

im p ro v e m e n t  o f  l o c a l ,  s t a t e  a n d  n a t i o n a l  p u b l i c  a d m i n i s t r a ­

t i o n .  T he  I n s t i t u t e ' s  c o n t r a c t s  d e a l  w i t h  t h e  e n t i r e  

s p e c t r u m  o f  p r o b le m s  t h a t  a r e  p r e s e n t  i n  o u r  s o c i e t y .  I t  

i s  n o t  u n u s u a l  f o r  t h e  I n s t i t u t e  t o  h a n d l e  s t u d i e s  d e a l i n g  

w i t h  a  m u l t i t u d e  o f  f a c e t s  r a n g i n g  f r o m  s t u d i e s  o n  t h e  

p r o p e r  a d m i n i s t r a t i o n  o f  p o p u l a t i o n  p r o g r a m s  o r  t h e  g o v e r n ­

m e n t a l  a d m i n i s t r a t i v e  r e f o r m  o f  P an am a  t o  t h e  b e t t e r  u s e  

o f  w a t e r  s y s t e m s  i n  t h e  New E n g la n d  s t a t e s .  T h e  I n s t i t u t e  

o f  P u b l i c  A d m i n i s t r a t i o n  i s  d e d i c a t e d  t o  t h e  d e v e lo p m e n t  o f  

t h e  c o m m u n ity  a n d  i t s  p e o p l e  i n  a  c o n s t a n t l y  c h a n g in g  

e n v i r o n m e n t .

N am es o f  i n d i v i d u a l s  h a v e  b e e n  re m o v e d  o r  c h a n g e d  

i n  o r d e r  t o  i n s u r e  t h e  c o n f i d e n t i a l i t y  o f  p e r s o n a l  i n f o r ­

m a t io n  a n d  t o  a v o i d  a  b r e a c h  o f  e t h i c s .  B r o t h e r  L eo  R y an  

h a s  e x t e n d e d  p e r m i s s i o n  t o  u s e  h i s  n a m e .
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ABSTRACT

The i n t e r n s h i p  e x p e r i e n c e  w i t h  t h e  I n s t i t u t e  o f  

P u b l i c  A d m i n i s t r a t i o n  p r o v i d e d  a n  o p p o r t u n i t y  t o  p a r t i c i ­

p a t e  i n  s e l e c t i o n  p r o c e d u r e s  i n v o l v i n g  o v e r s e a s  p r o j e c t s ,  

d r a f t i n g  c o n t r a c t  p r o p o s a l s ,  f a m i l y  p l a n n i n g ,  a n d  b a c k -  

s t o p p i n g  f u n c t i o n s .

T h e  s e l e c t i o n  p r o c e d u r e  d e a l t  w i t h  r e c r u i t m e n t ,  

d e v i s i n g  a  c o v e r  l e t t e r ,  w r i t i n g  jo b  d e s c r i p t i o n s ,  r e v i e w ­

i n g  c u r r i c u l u m  v i t a e ,  c h e c k i n g  r e f e r e n c e s , a n d  i n t e r v i e w i n g  

o f  p e r s o n n e l  f o r  t e a c h i n g  p o s i t i o n s  i n  N i g e r i a  a n d  U g a n d a .

I n  c o o r d i n a t i o n  w i t h  t h e  s e l e c t i o n  p r o c e d u r e ,  t h e  

I n s t i t u t e  r e q u i r e d  a  p r e l i m i n a r y  d r a f t  o f  a  c o n t r a c t  

p r o p o s a l  f o r  t h e  N i g e r i a  p r o j e c t .

A l s o ,  t h e  i n t e r n s h i p  a f f o r d e d  t h e  i n i t i a l  r e s e a r c h  

f o r  a  c o n t r a c t  i n v o l v i n g  f a m i l y  p l a n n i n g  u n d e r  t h e  a u s p i c e s  

o f  t h e  P o p u l a t i o n  C o u n c i l .  T h e  c o n t r a c t  w a s  u n d e r t a k e n  t o  

d e v i s e  im p r o v e d  m e th o d s  o f  a d m i n i s t r a t i o n  i n  f a m i l y  p l a n n i n g  

p r o g r a m s  t h r o u g h  I n s t i t u t e s  o f  A d m i n i s t r a t i o n  i n  t h e  t h i r d  

w o r l d .

A d m i n i s t r a t i v e  b a c k s t o p p i n g  f u n c t i o n s  w e re  u s e d  t o  

s u p p l y  home o f f i c e  a n d  f i e l d  s t a f f  w i t h  n e c e s s a r y  m a t e r i a l s  

f o r  t h e s e  p r o j e c t s .

i x



CHAPTER I

HISTORY OF THE INSTITUTE OF PUBLIC 

ADMINISTRATION

T he f i e l d  o f  P u b l i c  A d m i n i s t r a t i o n ,  i s  a  r e l a t i v e l y  

new  d i s c i p l i n e .  T h i s  i s  n o t  t o  s a y  t h a t  P u b l i c  A d m i n i s t r a ­

t i o n  i s  a  new  f i e l d ,  f o r  i n d e e d ,  p u b l i c  a d m i n i s t r a t i o n  h a s  

b e e n  e m p lo y e d  s i n c e  t h e  f i r s t  t r i b a l  s o c i t i e s  w e re  i n  

e x i s t e n c e .  T h e  I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n  ( h e r e i n ­

a f t e r  r e f e r r e d  t o  a s  IP A ) c a n  b e  c o n s i d e r e d  o n e  o f  t h e  

f o r e r u n n e r s  o f  t h e  d e v e lo p m e n t  o f  P u b l i c  A d m i n i s t r a t i o n  a s  

a  b e h a v i o r a l  s c i e n c e  t h a t  m u s t  b e  s t u d i e d  a n d  r e s e a r c h e d  

i n  o r d e r  t o  im p r o v e  t h e  l i v e s  o f  m i l l i o n s  o f  p e o p l e  i n  a  

c o m p l i c a t e d  w o r l d .  IP A  r e a l i z e d  t h a t  p e o p l e  m u s t  b e  

t r a i n e d  i n  p r o p e r  m a n a g e m e n t t e c h n i q u e s  i n  o r d e r  t o  r u n  a n
I
e f f i c i e n t  g o v e r n m e n t ,  a n d  t h a t  c o m p e te n t  g o v e r n m e n t  o f f i ­

c i a l s  a r e  n o t  b o r n ,  b u t  a r e  t r a i n e d  i n  t h e  a r t  o f  g o v e r n ­

i n g .  T h i s  i s  s o  a p t l y  p u t  b y  J a n e  S .  D a h l b e r g  i n  h e r  b o o k  

c o n c e r n i n g  IP A . "T h e  I n s t i t u t e  e s t a b l i s h e d  t h e  o b j e c t i v e  

a p p r o a c h  t o  p u b l i c  s e r v i c e ,  p r o v i d e d  t r a i n i n g  f o r  t h e  

e n l i g h t e n m e n t  o f  c i t i z e n s ,  a n d  t h e  c o n c e p t  o f  t h e  e x e c u t i v e  

a s  a  r e s p o n s i b l e  l e a d e r  i n  a  d e m o c r a t i c  s o c i e t y . " ^

^ J a n e  S . D a h l b e r g ,  T h e  New Y o rk  B u r e a u  o f  M u n i­
c i p a l  R e s e a r c h  (New Y o r k ,  1 9 6 6 ) ,  p ,  2 3 6 .
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2

New Y o rk  B u r e a u  o f  M u n i c i p a l  R e s e a r c h  

I n  1 9 0 6 ,  t h e  IPA  w as f o u n d e d  a s  a  r e s e a r c h  o r g a n i ­

z a t i o n  t o  p r o v i d e  p r o p e r  d i r e c t i v e s  t o  t h e  New Y o rk  C i t y  

g o v e r n m e n t .  A t t h e  t im e  o f  t h e  I n s t i t u t e ' s  c r e a t i o n  i t  

w as  nam ed  t h e  New Y o rk  B u r e a u  o f  M u n i c i p a l  R e s e a r c h .  A t 

i t s  c o n c e p t i o n  t h e  I n s t i t u t e  b e ca m e  t h e  e f f e c t i v e  o p p o s i ­

t i o n  t o  t h e  c o r r u p t  p o l i t i c a l  m a c h in e  o f  Tammany H a l l  

w h ic h  w as  g o v e r n i n g  th e  New Y o rk  C i t y  b o r o u g h s .  I n  t h e  

e a r l y  h a l f  o f  t h e  c e n t u r y  t h e  f i r s t  D i r e c t o r ,  D r .  B r u e r e ,  

d i d  a n  e x t e n s i v e  s t u d y  o n  t h e  i n e f f i c i e n c i e s  o f  t h e  

M a n h a t ta n  B o ro u g h  g o v e r n m e n t .  T h e  e l e c t e d  c i t y  o f f i c i a l s  

r e f u s e d  t o  p r i n t  t h e  B u r e a u 's  n e g a t i v e  f i n d i n g s .  T he

B u r e a u  r e t o r t e d  b y  p u b l i s h i n g  i t s  r e s e a r c h  i n  a  r e p o r t
2

e n t i t l e d  "How M a n h a t t a n  i s  G o v e rn e d "  w h ic h  c l e a r l y  

sh o w e d  t h e  g r a f t ,  f a v o r i t i s m ,  a n d  i n e f f i c i e n c i e s  t h a t  

d o m in a te d  t h e  c i t y .  As a  r e s u l t .  New Y o r k 's  g o v e r n o r  p r o ­

c e e d e d  t o  m ake i n q u i r i e s  i n t o  t h e  f i n d i n g s  o f  t h e  r e p o r t  

w h ic h  e n d e d  i n  t h e  r e m o v a l  o f  M a n h a t t a n 's  B o ro u g h  P r e s i d e n t .  

I n  a c t u a l i t y ,  t h i s  w as  t h e  f i r s t  t im e  a n  A m e r ic a n  e l e c t e d  

o f f i c i a l  w as f o r m a l l y  re m o v e d  f o r  in c o m p e te n c y .  O nce t h e  

p r e c e d e n t  h a d  b e e n  e s t a b l i s h e d ,  th e  p o w e r  o f  Tam m any H a l l  

w as  b r o k e n ,  a n d  t h r e e  o t h e r  b o r o u g h  p r e s i d e n t s  w e re  

re m o v e d .

2I b i d . , p .  2 9 .



T he B u r e a u  o f  M u n i c i p a l  R e s e a r c h  h a d  a  d y n a m ic  

b e g i n n i n g  w h ic h  e s t a b l i s h e d  a  p a t t e r n  t h a t  c o n t i n u e d  

t h r o u g h o u t  i t s  e x i s t e n c e .  T he  c o n c e p t  o f  m u n i c i p a l  

r e s e a r c h  w as  a n  i n n o v a t i v e  i d e a  f o r  i t  e n a b l e d  c i t i z e n s ,  

i n d e p e n d e n t  o f  t h e  g o v e r n m e n t ,  p o l i t i c a l  p a r t i e s ,  a n d  

b u s i n e s s ,  t o  e x a m in e  t h e  w h a t ,  h o w , a n d  w hy o f  g o v e r n m e n t  

o p e r a t i o n s .

I n  p r a c t i c e  IP A  w as t h e  f i r s t  n o n - p r o f i t  c o n s u l t ­

i n g  f i r m  i n  t h e  c o u n t r y .  T h e  B u re a u  m en  w e re  r e f o r m e r s  

who a p p l i e d  g o o d  m a n a g e r i a l  t e c h n i q u e s  t o  g o v e r n m e n ta l  

p r a c t i c e s . To a c c o m p l i s h  t h i s  f e a t ,  t h e  r e s e a r c h e r s  d i d  

f i e l d  w o rk  i n  g o v e r n m e n t  a g e n c i e s ,  a  t e c h n i q u e  t h a t  h a d  

n e v e r  b e e n  a p p l i e d  t o  a d m i n i s t r a t i v e  p r o b l e m - s o l v i n g .

I n  c o n j u n c t i o n  w i t h  r e s e a r c h ,  IP A  i n i t i a t e d  t h e  

p r a c t i c e  o f  t r a i n i n g  y o u n g  m en i n  p u b l i c  s e r v i c e .  The 

I n s t i t u t e  w as g i v e n  d e g r e e - g r a n t i n g  p o w e rs  u n d e r  a  c h a r t e r  

f r o m  t h e  R e g e n t s  o f  t h e  U n i v e r s i t y  o f  t h e  S t a t e  o f  New 

Y o rk . D u r in g  i t s  e a r l y  y e a r s ,  t h e  o r g a n i z a t i o n  g r a n t e d  

m any M a s te r s  a n d  D o c t o r a t e s  i n  P u b l i c  A d m i n i s t r a t i o n  

t h r o u g h o u t  t h e  E a s t e r n  a n d  M id - W e s te r n  s t a t e s .  As a  

r e s u l t  o f  t h e  New Y o rk  C i t y  b a s e d  t r a i n i n g  s c h o o l  f o r  

p u b l i c  s e r v i c e s ,  t h e  M a x w e ll G r a d u a t e  S c h o o l  o f  C i t i z e n s h i p  

a n d  P u b l i c  A f f a i r s  d e v e l o p e d  a t  S y r a c u s e  U n i v e r s i t y .

A l i s t  o f  g i a n t s  i n  t h e  f i e l d  o f  p u b l i c  a d m i n i s t r a ­

t i o n  h e a d  t h e  r o s t e r  a s  t h e  f o u n d e r s  o f  IP A . The m em b ers  

i n c l u d e  D r .  W i l l i a m  H . A l l e n ,  D r .  H e n ry  B r u e r e ,  D r .
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F r e d r i c k  A . C l e v e l a n d ,  D r .  C h a r l e s  A . B e a r d ,  M r. E . P . 

G o o d r i c h ,  a n d  p r e s e n t l y  D r .  L u t h e r  G u l i c k  a n d  D r .  L y le  

F i t c h .  To g i v e  a n  e x a m p le  o f  t h e  s t a t u r e  o f  som e o f  t h e s e  

m en , o n e  c o u l d  e x p l a i n  s o m e t h in g  a b o u t  D r .  F r e d r i c k  A. 

C l e v e l a n d ,  know n a s  t h e  F a t h e r  o f  t h e  B u d g e t  S y s te m .  He 

h e a d e d  t h e  C o m m is s io n  f o r  E conom y a n d  E f f i c i e n c y  u n d e r  

P r e s i d e n t  T a f t  ( T a f t  C o m m is s io n ) .  W ith  C l e v e l a n d ’ s 

l e a d e r s h i p ,  t h e  C o m m is s io n  w a s  a b l e  t o  o u t l i n e  t h e  f u n c ­

t i o n s  o f  t h e  g o v e r n m e n t  i n  r e l a t i o n  t o  m e th o d o lo g y  a n d  

p e r f o r m a n c e .  A n o t h e r ,  D r .  L u t h e r  G u l i c k ,  d e v e l o p e d  g o v e r n ­

m e n t a s  a  s c i e n c e  d u r i n g  t h e  t im e  h e  w a s  o n e  o f  t h e  f i r s t  

New Y o rk  C i t y  a d m i n i s t r a t o r s .

F o r m a t i o n  o f  t h e  I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n  

I n  1 9 2 1  t h e  B u r e a u  a n d  a  c o m p a n io n  o r g a n i z a t i o n ,  

t h e  T r a i n i n g  S c h o o l  f o r  P u b l i c  S e r v i c e ,  u n i t e d  t o  b eco m e  

t h e  N a t i o n a l  I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n ,  a n d  l a t e r  

t h e  I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n .  F o r  t h e  n e x t  

t w e n t y - n i n e  y e a r s  t h e  I n s t i t u t e  p l a y e d  a  s i g n i f i c a n t  r o l e  

i n  d e v e l o p i n g  t h e  n a t i o n a l  p h i l o s o p h y  to w a r d s  p u b l i c  a d m in ­

i s t r a t i o n .  IP A  w as i n s t r u m e n t a l  i n  c h a n g in g  t h e  a t t i t u d e  

o f  m any  to w a r d s  t h e  s y s t e m s  o f  t a x  a n d  p e r s o n n e l  a d m i n i ­

s t r a t i o n ,  la w  e n f o r c e m e n t ,  p u b l i c  f i n a n c e ,  a n d  s t a t e  

g o v e r n m e n t  r e o r g a n i z a t i o n .  D u r in g  t h i s  p e r i o d  t h e  I n s t i ­

t u t e  d e v e l o p e d  m an y  i d e a s  w h ic h  a r e  e s s e n t i a l  t o  t o d a y ’ s  

a d m i n i s t r a t i o n .  E x a m p le s  o f  t h e s e  p o l i c i e s  a r e :
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A. T h e  r e a l i z a t i o n  t h a t  r e s p o n s i b i l i t y  c o u l d  b e  

e x e r c i s e d  b e s t  b y  t h e  e x e c u t i v e s  i n  p o w e r .  F r e e i n g  t h e  

t o p  o f f i c i a l s  f r o m  a d m i n i s t r a t i v e  r e s t r a i n t s  a l l o w s  t h e  

g o v e r n m e n t  t o  b e t t e r  s e r v e  t h e  p e o p l e  i n  a  m o re  e c o n o m ic  

a n d  e f f i c i e n t  m a n n e r .  I t  i s  a  common p o l i c y  t o d a y  t h a t  

t h e  e x e c u t i v e  h a s  f i n a l  r e s p o n s i b i l i t y  a n d  a u t h o r i t y  i n  

a l l  m a t t e r s  p e r t a i n i n g  t o  h i s  s p e c i f i c  a r e a  o f  p e r f o r m ­

a n c e .

B . T he I n s t i t u t e  e x p a n d e d  t h e  c o n c e p t  o f  c e n t r a l ­

i z e d  c o n t r o l  o f  t h e s e  o f f i c i a l s ,  p r i m a r i l y  t h r o u g h  t h e  

c h e c k s  a n d  b a l a n c e s  p r o v i d e d  t o  t h e  l e g i s l a t u r e s  o n  t h e  

f i n a n c i a l  m e th o d s  e m p lo y e d  b y  t h e  e x e c u t i v e .

C . I n  t h e  U n i t e d  S t a t e s  we s u b s c r i b e  t o  t h e  c o n ­

c e p t  t h a t ,  i n  o r d e r  f o r  a  c i t i z e n  t o  b e  e n l i g h t e n e d  i n  a  

d e m o c r a c y ,  h e  s h o u l d  h a v e  a s  m uch  i n f o r m a t i o n  a s  p o s s i b l e  

a v a i l a b l e  t o  h im .  W ith  t h e  i n c r e a s e d  a n d  im p r o v e d  m e th o d s  

o f  c o m m u n ic a t io n ,  t h e  I n s t i t u t e  e s t a b l i s h e d  t h e  p o l i c y  o f  

p u b l i s h i n g  i t s  f i n d i n g s  c o n c e r n i n g  t h e  g o v e r n m e n t . T h i s  

a l l o w e d  t h o s e  c i t i z e n s  who w e r e  i n t e r e s t e d  t o  b e c o m e  a w a re  

o f  t h e  p r o b le m s  w i t h i n  o u r  g o v e r n m e n t a l  s y s t e m .  T h e s e  

c a n o n s ,  a l o n g  w i t h  t h e  o t h e r s  p r e v i o u s l y  m e n t i o n e d ,  h a v e  

p l a y e d  a n  i m p o r t a n t  r o l e  i n  t h e  c u r r e n t  d e v e lo p m e n t  o f  

P u b l i c  A d m i n i s t r a t i o n .

T o d a y ’ s  p r o g r a m s  a t  IP A  a r e  c o n c e n t r a t e d  i n  t h r e e  

m a in  f i e l d s : u r b a n  p l a n n i n g  a n d  a d m i n i s t r a t i o n ,  a p p l i c a ­

t i o n  o f  i n t e r d i s c i p l i n a r y  a n a l y s i s  t o  b r o a d  p o l i c y



q u e s t i o n s ,  a n d  o v e r s e a s  t e c h n i c a l  a s s i s t a n c e  i n  t h e  a r e a s  

o f  p u b l i c  a d m i n i s t r a t i o n  p o l i c y  a n a l y s i s  a n d  u r b a n i s m .
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CHAPTER II

GENERAL BACKGROUND CONCERNING THE INSTITUTE OP 

PUBLIC ADMINISTRATION

I n  l o o k i n g  a t  a n  o r g a n i z a t i o n  t h e  s t u d e n t  o f  P u b ­

l i c  A d m i n i s t r a t i o n  f r e q u e n t l y  f o r g e t s  t h a t  i t  i s  a  g r o u p  

o f  p e o p le  f u n c t i o n i n g  i n  a n  u n d e f i n a b l e - c o m p l e x  s o c i e t y  

a n d  t h a t  t h e i r  w o rk  p a t t e r n s  a r e  g o v e r n e d  b y  a  v e r y  common 

p r o p e r t y  i n  o u r  s o c i e t y :  m oney  a n d  t h e  c o m p e t i t i o n  f o r

i t .  An o r g a n i z a t i o n  i s  c h a r a c t e r i z e d  b y  t h e  s o c i o l o g i c a l  

b e h a v i o r  o f  a  g r o u p  o f  i n d i v i d u a l s  c o m p e t in g  f o r  s c a r c e  

r e s o u r c e s . i p a  i s  a  l i v i n g  o r g a n i s m  c a l l e d  a n  o r g a n i z a t i o n  

w h ic h  h a s  c e r t a i n  p r i m a r y  a n d  s e c o n d a r y  p a t t e r n s . I n  t h i s  

s e c t i o n  t h e  r e a d e r  w i l l  b e  a c q u a i n t e d  w i t h  som e o f  t h e  

p a t t e r n s  o f  t h i s  o r g a n i z a t i o n ,  i t s  s e c o n d a r y  ( o r g a n i z a t i o n a l  

c h a r t )  g r o u p i n g s , t h e  b a c k g r o u n d  a n d  w o rk  e x p e r i e n c e  o f  

som e o f  t h e  k e y  i n d i v i d u a l s  i n  IP A , t h e  w o rk  t h e y  d o , a n d  

t h e  f i n a n c i a l  s t r u c t u r e .

P h y s i c a l  S t r u c t u r e

T he  p h y s i c a l  s t r u c t u r e  o f  t h e  I n s t i t u t e  i s  a n  e i g h t  

s t o r y  b u i l d i n g  i n  m id - to w n  M a n h a t t a n .  T h i s  b u i l d i n g  

i s  o f  th e  V i c t o r i a n  e r a  w i t h  a  r e n o v a t e d  i n t e r i o r  i n  a  

v a r i e t y  o f  d i f f e r e n t  w o o d  p a n e l s .  T he b u i l d i n g  h o u s e s  a  

l i b r a r y  o f  8 0 ,0 0 0  v o lu m e s .  T h e  m a in  c o l l e c t i o n  c o v e r s

7
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P u b l i c  A d m i n i s t r a t i o n ,  L aw , G o v e r n m e n t ,  E c o n o m ic s ,  E d u c a ­

t i o n ,  a n d  m any  r e l a t e d  s u b j e c t s .  IP A  a l s o  o p e r a t e s  a  

b r a n c h  o f f i c e  a t  1 2 ^ 0  C o n n e c t i c u t  A v en u e  i n  W a s h in g to n ,

D. C . ,  t o  e n a b l e  i t  t o  c o m p ly  p r o m p t l y  w i t h  r e q u e s t s  s u b ­

m i t t e d  b y  t h e  n a t i o n a l  g o v e r n m e n t .

O r g a n i z a t i o n a l  S t r u c t u r e

IP A ’ s  o r g a n i z a t i o n a l  m a k e -u p  d i f f e r s  f r o m  t h e  t r a ­

d i t i o n a l  h i e r a r c h i c a l  p y r a m id  t h a t  i s  c h a r a c t e r i s t i c  o f  

m o s t  o r g a n i z a t i o n s . T h e  r e a s o n  f o r  t h i s  i s  t h a t  t h e  

I n s t i t u t e ’ s  m a jo r  f u n c t i o n s  a r e  r e s e a r c h  a n d  c o n s u l t a n t  

r e l a t i o n s h i p s  w i t h  o t h e r  p u b l i c  a g e n c i e s .  As D r .  L i v e r ­

m o re  r e p e a t e d l y  p o i n t e d  o u t  i n  h i s  l e c t u r e s ,  r e s e a r c h  a n d  

c o n s u l t a n t  f i r m s  e n j o y  a n d  a l l o w  a  t r e m e n d o u s  a m o u n t o f  

f r e e d o m  w i t h i n  t h e  o r g a n i z a t i o n a l  s t r u c t u r e .  E a c h  p r o j e c t ,  

o r  i n d i v i d u a l ,  i s  p r i m a r i l y  a u to n o m o u s  i n  r e g a r d  t o  t h e  

p r o j e c t  o r  s t u d y  u n d e r  c o n s i d e r a t i o n .

T h e s e  f i r m s  p r o v i d e  s p e c i a l i z e d  k n o w le d g e  t h a t  

c a n  b e  o b j e c t i v e l y  a p p l i e d  f r o m  o u t s i d e  t h e  h i r i n g  co m p an y  

t o  s o l v e  t h e  p r o b le m s  w h ic h  a r e  p l a g u i n g  i t .  B y  u s i n g  a  

c o n s u l t a n t  f i r m ,  t h e  h i r i n g  a g e n c y  a v o i d s  t h e  c o n f l i c t s  o f  

i n t e r e s t  p r e s e n t e d  b y  p r e s s u r e  g r o u p s  w i t h i n  t h e  a g e n c y ,  

a n d  h a s  t h e  a d v a n t a g e  o f  b e i n g  p r o v i d e d  w i t h  a c c u r a t e  

i n f o r m a t i o n .  I n  d i s c u s s i n g  t h e  m a t t e r  w i t h  t h e  A s s i s t a n t  

t o  t h e  p r e s i d e n t ,  we a r r i v e d  a t  t h e  c o n c l u s i o n  t h a t  IP A  

s t a f f  m em b ers  w o rk  a s  a  l o o s e - k n i t  te a m , w h ic h  a l l o w s  a
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c o n c e r t e d  e f f o r t ,  i n  a r e a s  w h e re  t im e  r e q u i r e m e n t s  a r e  

n e c e s s a r y ,  a n d  a  m o re  r e l a x e d  i n d i v i d u a l  p e r f o r m a n c e  

m e th o d  w h en  a c t u a l  r e s e a r c h  i s  b e i n g  c o n d u c t e d .  We 

d e v i s e d  t h e  f o l l o w i n g  o r g a n i z a t i o n a l  c h a r t  a n d  t h i s  i s  

t h e  f i r s t  o f  i t s  k i n d  a p p l i e d  t o  t h e  o r g a n i z a t i o n  ( s e e  

P i g .  1 ) .

T h i s  s t r u c t u r e  i s  n o t  o b s e r v e d  i n  p r a c t i c e . I t  

i s  q u i t e  common t o  f i n d  a  m em ber o f  t h e  r e s e a r c h  s t a f f  

d i s c u s s i n g  h i s  p r o b le m s  w i t h  t h e  D i r e c t o r  o r  P r e s i d e n t  o f  

t h e  I n s t i t u t e .  T h e r e f o r e ,  c o m m u n ic a t io n  d o e s  n o t  f o l l o w  

t h e  t r a d i t i o n a l  c h a n n e l s  f r o m  t o p  t o  b o t t o m  o f  t h e  o r g a n ­

i z a t i o n .  S i z e  h a s  a n  i m p o r t a n t  im p a c t  o n  t h e  o r g a n i z a ­

t i o n a l  s t r u c t u r e  o f  IP A . T h e  New Y o rk  o f f i c e  m a i n t a i n s  a  

r e s e a r c h  s t a f f  o f  a p p r o x i m a t e l y  s e v e n t y  m e m b e rs , w h ic h  i s  

l a r g e  f o r  a  r e s e a r c h  o r g a n i z a t i o n ,  b u t  s m a l l  w h en  c o m p a re d  

t o  m any  b u s i n e s s  f i r m s  t h a t  o p e r a t e  u n d e r  t h e  p y r a m i d a l  

s t r u c t u r e . A n o th e r  i m p o r t a n t  f a c t o r ,  w i t h  r e g a r d  t o  t h e  

o r g a n i z a t i o n a l  s t r u c t u r e  o f  IP A , i s  t h a t  t h e  P r e s i d e n t  

e x e r c i s e s  a u t o c r a t i c  c o n t r o l  o v e r  t h e  a c t i v i t i e s  o f  t h e  

I n s t i t u t e .  He r e v i e w s  a l l  d e c i s i o n s  r e g a r d i n g  t h e  c o u r s e  

o f  a c t i o n  t a k e n  b y  t h e  j u n i o r  a n d  s e n i o r  s t a f f  m e m b e rs . 

T h i s  p h e n o m e n o n  i s  c h a r a c t e r i s t i c  o f  s m a l l e r  a g e n c i e s  a n d  

b u s i n e s s  f i r m s .

O nce a  b r i e f  o u t l i n e  o f  t h e  c o m p a n y ’ s  s t r u c t u r e  i s  

n o t e d ,  i t  i s  a d v i s a b l e  t o  e x a m in e  a  fe w  o f  t h e  d i f f e r e n t



10

I B o a r d  o f  T r u s t e e s

P r e s i d e n t

S t a f f S e r v i c e s

R e s e a r c h  S t a f f

L i b r a r y C o n t r o l l e rA s s i s t a n t  
t o  t h e  
P r e s i d e n t

I n d i v i d u a l
P r o j e c t
D i r e c t o r s

D i r e c t o r
W a s h in g to n
S t a f f

D i r e c t o r  o f
E c o n o m ic
S t u d i e s

D i r e c t o r  o f
T e c h o -U rb a n  
S t u d i e s

D i r e c t o r

A s s i s t a n t  D i r e c t o r
. . a n d

C o u n c i l

F i g .  1 .  O r g a n i z a t i o n a l  C h a r t  o f  t h e  I n s t i t u t e  o f  P u b l i c  
A d m in is  t r a t  i o n .
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p r o f e s s i o n a l  s t a f f  m em b ers  t h a t  m ake u p  t h i s  s t r u c t u r e  

i n  r e l a t i o n  t o  t h e  d i f f e r e n t  l e v e l s  o f  t h e  p y r a m i d :

1 .  L u t h e r  G u l i c k ,  C h a i r m a n ;  p o l i t i c a l  s c i e n t i s t  
a n d  p u b l i c  a d m i n i s t r a t o r ; P h .D . C o lu m b ia  U n i v e r s i t y ;  
f o r m e r  E a to n  P r o f e s s o r  C o lu m b ia  U n i v e r s i t y ;  c i t y  
a d m i n i s t r a t o r .  C i t y  o f  New Y o rk  (1 9 l \£ -1 9 $ 6 ) ; m e m b e r. 
P r e s i d e n t ’ s C o m m itte e  o n  A d m i n i s t r a t i v e  M an a g e m en t 
( 1 9 3 7 ) ;  War D e p a r t m e n t ,  D i v i s i o n  o f  O r g a n i z a t i o n  
P l a n n i n g ,  W ar P r o d u c t i o n  B o a r d  ( 1 9 ^ 0 - 1 9 ^ 1 ) ;  U .S .  
D e p a r tm e n t  o f  S t a t e ,  O f f i c e  f o r  F o r e i g n  B e l i e f  a n d  
R e h a b i l i t a t i o n  O p e r a t i o n s  (191+1- 1 9 4 3 ) > W h ite  H o u se  
S t a f f  (1 9 4 1 + -1 9 4 6 ); U .S .  B u r e a u  o f  t h e  B u d g e t  S t a f f  
(191+ 6); c o - c h a i r m a n .  C o m m itte e  f o r  M o d e rn  Z o n in g ,

New Y o rk  C i t y  (1959-1960); m e m b e r. T e m p o r a r y  Com­
m i s s i o n  o n  C i t y  F i n a n c e s  o f  t h e  C i t y  o f  New Y o rk  
(1964-1966); P a s t  P r e s i d e n t ,  A m e r ic a n  S o c i e t y  f o r  
P u b l i c  A d m i n i s t r a t i o n ;  P a s t  P r e s i d e n t ,  A m e r ic a n  
P o l i t i c a l  S c i e n c e  A s s o c i a t i o n .  A u t h o r .

2 .  L y le  C . F i t c h ,  P r e s i d e n t ;  e c o n o m i s t  a n d  
p u b l i c  a d m i n i s t r a t o r ; M .P .A . U n i v e r s i t y  o f  W a s h in g ­
t o n ;  P h .D . C o lu m b ia  U n i v e r s i t y ;  f o r m e r  f a c u l t y  m e m b e r: 
B r o o k ly n  C o l l e g e ,  C i t y  C o l l e g e ,  W e s le y a n  U n i v e r s i t y ,  
C o lu m b ia  U n i v e r s i t y ;  f o r m e r  s p e c i a l  a s s i s t a n t  t o  
g o v e r n o r  o f  C o n n e c t i c u t ;  v a r i o u s  a s s i g n m e n t s  f o r  New 
Y o rk  C i t y  (1950-1957); f i r s t  d e p u t y  c i t y  a d m i n i s t r a t o r .  
C i t y  o f  New Y o rk  (1957-1960), c i t y  a d m i n i s t r a t o r  
(19 o0 - 1 9 6 1 ) ; c o n s u l t a n t  t o  D e p a r t m e n t  o f  H o u s in g  a n d  

U r b a n  D e v e lo p m e n t  a n d  o t h e r  f e d e r a l  a g e n c i e s  a n d  
C o m m o n w ealth  o f  P u e r t o  R ic o  (1953) . A u th o r .

3. M ark  w. C a n n o n , D i r e c t o r ;  p o l i t i c a l  s c i e n t i s t ;  
P h .D . H a r v a r d  U n i v e r s i t y ;  f o r m e r  c h a i r m a n .  P o l i t i c a l  
S c i e n c e  D e p a r t m e n t ,  B r ig h a m  Y o u n g  U n i v e r s i t y ;  a d m i n i ­
s t r a t i v e  a s s i s t a n t .  C o n g re s s m a n  H e n r y  A . D ix o n  (1956- 
1960). A u th o r .

4 .  R o b e r t  H . K irk w o o d ,  A s s i s t a n t  t o  t h e  P r e s i d e n t  
a n d  S e c r e t a r y  o f  t h e  B o a r d  o f  T r u s t e e s ,  p u b l i c  a d m i n i ­
s t r a t o r ;  M .A . U n i v e r s i t y  o f  V i r g i n i a ;  f o r m e r  s t a f f  
m e m b er, L e a g u e  o f  V i r g i n i a  C o u n t i e s  a n d  B u r e a u  o f  
P u b l i c  A d m i n i s t r a t i o n ,  U n i v e r s i t y  o f  V i r g i n i a .

5. X e n ia  W. D u i s i n ,  L i b r a r y  D i r e c t o r ;  l i b r a r i a n ;  
M .A. U n i v e r s i t y  o f  Z a g r e b ;  M .L .S . C o lu m b ia  U n i v e r s i t y ;  
f o r m e r  a s s i s t a n t  r e f e r e n c e  l i b r a r i a n .  New Y o rk  U n i ­
v e r s i t y  (1964-1966); e s c o r t  i n t e r p r e t e r ,  U .S .  D e p a r t ­
m e n t o f  S t a t e  (1953-1963).
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6 .  H o w ard  N . M a n t e l ,  A s s i s t a n t  D i r e c t o r  a n d  
C o u n s e l ;  a t t o r n e y ,  L L .B . C o lu m b ia  U n i v e r s i t y ;  
l e c t u r e r  i n  p o l i t i c a l  s c i e n c e .  Q u e e n s  C o l l e g e ,  C i t y  
U n i v e r s i t y  o f  New Y o rk ;  c o n s u l t a n t  i n  m a n a g e m e n t. 
P r o f e s s i o n a l  E x a m i n a t i o n  S e r v i c e ,  A m e r ic a n  P u b l i c  
H e a l t h  A s s o c i a t i o n ;  f o r m e r  a s s i s t a n t  d i r e c t o r ,  
L e g i s l a t i v e  D r a f t i n g  R e s e a r c h  F u n d , C o lu m b ia  U n i v e r ­
s i t y ;  m e m b er. M a y o r 's  T a s k  F o r c e  o n  New Y o rk  C i t y  
G o v e rn m e n t R e o r g a n i z a t i o n  ( 1 9 6 6 - 1 9 6 ? ) ;  m em b er.
G o v e r n o r 's  C o m m itte e  o n  New J e r s e y  P u b l i c  P o l i c y  
P r o b le m s  ( 1 9 6 5 - 1 9 6 ? ) .  A u t h o r .

? .  S u m n e r M y e r s ,  D i r e c t o r ,  T e c h n o - U r b a n  S t u d i e s ,  
W a s h in g to n  o f f i c e ;  m e c h a n i c a l  a n d  i n d u s t r i a l  e n g i n e e r  
a n d  p l a n n e r ;  M .S . M a s s a c h u s e t t s  I n s t i t u t e  o f  T e c h ­
n o l o g y ;  f o r m e r  f a c u l t y  m e m b e r. C i t y  C o l l e g e  o f  New 
Y o rk ;  d i r e c t o r ,  R&D U t i l i z a t i o n  P r o j e c t  o n  p r o b le m s  
o f  t e c h n o l o g y  t r a n s f e r  a n d  i n d u s t r i a l  i n n o v a t i o n .  
N a t i o n a l  T r a i n i n g  A s s o c i a t i o n  ( 1 9 6 3 - 1 9 6 6 ) ;  t e c h n i c a l  
a d v i s e r  t o  U r b a n  M ass T r a n s p o r t a t i o n  A d m i n i s t r a t i o n  
o n  C e n t e r  C i t y  T r a n s p o r t a t i o n  P r o j e c t ;  D e p a r tm e n t  
o f  T r a n s p o r t a t i o n ;  c o n s u l t a n t ,  O r g a n i z a t i o n  f o r  
E c o n o m ic  C o o p e r a t i o n  a n d  D e v e lo p m e n t ,  P a r i s .  A u t h o r .

8 .  R u th  P .  M ack , D i r e c t o r  o f  E co n o m ic  S t u d i e s ;
e c o n o m i s t ;  P h .D . C o lu m b ia  U n i v e r s i t y ;  f o r m e r  a s s o c i ­
a t i o n s :  m em ber s e n i o r  r e s e a r c h  s t a f f .  N a t i o n a l  B u r e a u
o f  E c o n o m ic  R e s e a r c h ,  v i s i t i n g  p r o f e s s o r .  C i t y  U n i ­
v e r s i t y ,  Y a le  U n i v e r s i t y ,  New S c h o o l  f o r  S o c i a l  
R e s e a r c h .  A u t h o r .

9 .  A n n m a rie  H . W a ls h ,  D i r e c t o r ,  I n t e r n a t i o n a l  
U r b a n  S t u d i e s  P r o j e c t ;  p o l i t i c a l  s c i e n t i e s t ;  M .A . 
C o lu m b ia  U n i v e r s i t y ;  P h .D . c a n d i d a t e  C o lu m b ia  U n i ­
v e r s i t y ;  f o r m e r  e d i t o r ,  M e t r o p o l i t a n  A re a  P r o b le m s :
News a n d  D i g e s t . A u th o r .

1 0 .  J o n a t h a n  P .  W e i s s ,  S t a f f  M em ber; p o l i t i c a l  
s c i e n t i s t  a n d  h i s t o r i a n ;  M .A . O x f o r d  U n i v e r s i t y ;
M .P .A . W oodrow  W ils o n  S c h o o l  o f  P u b l i c  a n d  I n t e r n a ­
t i o n a l  A f f a i r s ,  P r i n c e t o n  U n i v e r s i t y ;  p r o g r a m  r e s e a r c h  
a n a l y s t .  New Y o rk  C i t y  B u r e a u  o f  t h e  B u d g e t  ( 1 9 6 8 -  
1 9 6 9 ) ;  c o n s u l t a n t .  New J e r s e y  D e p a r t m e n t  o f  C o m m u n ity  
A f f a i r s  ( 1967 - 1 9 6 8 ) ;  s t a f f  m e m b e r. C o m m itte e  o n  S t a t e -  
U rb a n  R e l a t i o n s ,  N a t i o n a l  G o v e r n o r 's  C o n f e r e n c e  ( 1 9 6 ? ) . ^

^ I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n ,  P r o f e s s i o n a l  
S t a f f  (New Y o r k ,  1 9 7 0 ) ,  p p .  1 - 8 .
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P r o j e c t s  U n d e r t a k e n  b y  t h e  I n s t i t u t e  
o f  P u b l i c  A d m i n l s 'b r a t i o n

As w as s t a t e d  e a r l i e r ,  IP A  i s  a  n o n - p r o f i t  r e s e a r c h  

o r g a n i z a t i o n ,  b u t  a t  t h e  sam e t im e  m u s t  c o m p e te  f o r  i t s  

c o n t r a c t s . I t  m u s t  m a i n t a i n  a  h i g h  l e v e l  o f  s t a f f  a n d  

p r o j e c t  r e s u l t s  i n  o r d e r  f o r  t h e  I n s t i t u t e  t o  i n c r e a s e  i t s  

e a r n i n g s  a b o v e  t h e  o r i g i n a l  e n d o w m e n ts . U n d e r  t h e  d i r e c ­

t i o n  o f  t h e  I n s t i t u t e ’ s  t o p  m a n a g e m e n t, w ho a r e  b a s i c a l l y  

r e s p o n s i b l e  f o r  s e c u r i n g  a n d  d e v e l o p i n g  c o n t r a c t s ,  t h e  

f o l l o w i n g  p r o j e c t s  h a v e  b e e n  h a n d l e d  c o n s e c u t i v e l y  w i t h i n  

t h e  l a s t  f i v e  y e a r s :

1 .  A n a l y s i s  f o r  r e o r g a n i z a t i o n  o f  t h e  g o v e r n m e n ta l  

s t r u c t u r e  o f  F u l t o n  C o u n ty ,  G e o r g i a ,  a n d  t h e  C i t y  o f  

A t l a n t a .

2 .  A s t u d y  o f  t h e  m a n a g e m e n t o r g a n i z a t i o n  o f  t h e  

J a c k s o n v i l l e  ( F l o r i d a )  P o r t  A u t h o r i t y ,  w i t h  p r o p o s a l s  f o r  

new  o r g a n i z a t i o n a l  s t r u c t u r e ,  f o r  a c c o u n t i n g  a n d  f i n a n c i a l  

c o n t r o l s ,  a n d  f o r  r e l a t i o n s h i p s  w i t h  t h e  c o n s o l i d a t e d  

c i t y - c o u n t y  g o v e r n m e n t .

3 .  C o n s u l t a t i o n  t o  S u f f o l k  C o u n ty ,  New Y o rk , o n  

r e v i s i o n  o f  t h e  c h a r t e r  o f  S u f f o l k  C o u n ty .  T h i s  p r o j e c t  

w as f o c u s e d  o n  d e p a r t m e n t a l  o r g a n i z a t i o n  a n d  r e o r g a n i z a ­

t i o n ,  f i n a n c i a l  a d m i n i s t r a t i o n ,  p l a n n i n g ,  a n d  b u d g e t  

r a t i f i c a t i o n .

4-. A s t u d y  o f  t h e  im p a c t  o n  h e a l t h  s e r v i c e s  o f  a  

m e r g e r  o f  t h e  f o r m e r  H e a l t h  a n d  W e l f a r e  D e p a r t m e n t s  o f  

t h e  S t a t e  o f  New M e x ic o .
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5>, An e x a m i n a t i o n  o f  c o m m u n ity  a c t i o n  p r o g r a m s  

i n  N o r t h e a s t  U n i t e d  S t a t e s .

6 .  R e c o m m e n d a tio n s  t o  t h e  G o v e r n o r ’ s  C o m m itte e  o n  

T r a n s p o r t a t i o n ,  C o m m o n w ealth  o f  P e n n s y l v a n i a ,  f o r  d e s i g n  

o f  a  P e n n s y l v a n i a  S t a t e  D e p a r tm e n t  o f  T r a n s p o r t a t i o n .

7 .  E x a m i n a t i o n  o f  g o v e r n m e n t  o r g a n i z a t i o n  f o r  

u r b a n  s e r v i c e s  a n d  d e v e lo p m e n t ,  w i t h  a  c o m p a r a t i v e  s u r v e y  

o f  a d m i n i s t r a t i v e  a s p e c t s  o f  u r b a n i z a t i o n  i n  t w e lv e  m e t r o ­

p o l i t a n  a r e a s  t h r o u g h o u t  t h e  w o r ld  ( c a s e  s t u d i e s  p u b l i s h e d  

b y  F r e d e r i c k  A. P r a e g e r ) .

8 .  A d e t a i l e d  s t u d y  o f  New Y o rk  C i t y ’ s  n e e d s  i n  

t h e  a r e a s  o f  c o m m u n ity  d e v e lo p m e n t ,  m a n p o w e r , a n d  c a r e e r  

d e v e lo p m e n t ,  w i t h  r e c o m m e n d a t io n s  f o r  e s t a b l i s h i n g  a  Human 

R e s o u r c e s  A d m i n i s t r a t i o n  i n  t h e  m u n i c i p a l  g o v e r n m e n t .

9 .  S u r v e y  a n d  r e c o m m e n d a t io n s  f o r  p e r s o n n e l  

p o l i c y ,  a d m i n i s t r a t i o n  a n d  o r g a n i z a t i o n  w i t h i n  t h e  Human 

R e s o u r c e s  A d m i n i s t r a t i o n  o f  New Y o rk  C i t y .

1 0 .  An u r b a n  m a ss  t r a n s p o r t a t i o n  s t u d y  f o c u s i n g  

o n  a l t e r n a t i v e  t e c h n i c a l ,  f i n a n c i a l ,  o r g a n i z a t i o n a l  a n d  

i n s t i t u t i o n a l  a r r a n g e m e n t s  f o r  d e s i g n i n g ,  b u i l d i n g  a n d  

o p e r a t i n g  p u b l i c  u r b a n  l o c a t i n g  s y s te m s  a n d  s e r v i c e s  i n  

a c t u a l  u r b a n  e n v i r o n m e n t .

1 1 .  S tu d y  o f  u r b a n  t r a n s p o r t a t i o n  a n d  p u b l i c  

p o l i c y ,  w i t h  r e c o m m e n d a t io n s  t h a t  s e r v e d  a s  g u i d e s  f o r  

d r a f t i n g  f e d e r a l  l e g i s l a t i o n  o n  u r b a n  m a ss  t r a n s p o r t a t i o n .



1 2 . S t u d i e s  o f  p r b b le m s  o f  u r b a n  p o v e r t y :  e x a m i­

n a t i o n  o f  U SES, l a b o r  m a r k e t s ,  m a n p o w er r e q u i r e m e n t s  f o r  

n a t i o n a l  o b j e c t i v e s ,  g o v e r n m e n t  a n d  p r i v a t e  s e c t o r  t r a i n ­

i n g  a n d  e m p lo y m e n t p ro g r a m s  f o r  d i s a d v a n t a g e d  a n d  h a r d ­

c o r e  w o r k e r s ,  c a s e  s t u d i e s  o f  jo b  t r a i n i n g  p r o g r a m s  i n  

m a jo r  U n i t e d  S t a t e s  c i t i e s .

1 3 .  A s t u d y  o f  t h e  a r e a - w i d e  a n d  i n t e r g o v e r n m e n t a l  

o r g a n i z a t i o n a l  a s p e c t s  o f  c i v i l  d e f e n s e  a c t i v i t i e s . ^

W i t h i n  t h e  l a s t  fe w  y e a r s ,  IPA  h a s  b e g u n  a n  i n t e n ­

s i v e  p r o g r a m  i n  t h e  e x p a n s i o n  o f  t h e i r  o v e r s e a s  p r o j e c t s  

i n  a n  a t t e m p t  t o  p r o v i d e  o t h e r  c o u n t r i e s ,  w i t h  t h e  b a s i c  

m a n a g e r i a l  t o o l s  f o r  g o o d  m a n a g e m e n t i n  g o v e r n m e n ta l  

o p e r a t i o n s .  T he I n s t i t u t e  m a i n t a i n s  a  f i e l d  s t a f f  i n  

t h e  p r o j e c t s ,  e m p lo y e e s  who a r e  h i r e d  a n d  a d m i n i s t e r e d  

f r o m  t h e  home o f f i c e s  i n  New Y o rk  o r  W a s h in g to n ,  D . C.

Some o f  t h e s e  p r o j e c t s  a r e  a s  f o l l o w s ?

1 .  T h e  P a n a m a n ia n  A d m i n i s t r a t i v e  R e fo rm  ( 1 9 7 0 ) .  

T h i s  i s  a  p r o j e c t  d e s i g n e d  b y  t h e  g o v e r n m e n t  o f  Panam a t o  

r e o r g a n i z e  a n d  s y s t e m a t i z e  t h e  g o v e r n m e n t .  As w i t h  som e 

d e v e l o p i n g  n a t i o n s ,  t h e  e m e r g e n t  a d m i n i s t r a t i o n  l a c k s  c o ­

o r d i n a t i o n  i n  im p le m e n t in g  t h e i r  p r o g r a m s .  IP A  h a s  b e e n  

a w a rd e d  a  s e v e n  m i l l i o n  d o l l a r  c o n t r a c t  t o  im p ro v e  m e th o d s  

o f  a d m i n i s t r a t i o n  i n  t h e  P a n a m a n ia n  g o v e r n m e n t .

^ I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n ,  p r o p o s a l  f o r  
NAPAL A g e n c y  f o r  I n t e r n a t i o n a l  D e v e lo p m e n t  (New Y o r k ,  
1 9 6 9 ) ,  p p .  3 1 - 3 0 .
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2 .  T h e  P e r u  P r o j e c t  (1 9 6 3  t o  p r e s e n t ) . O r i g i n a l l y  

IP A  p l a c e d  i t s  e m p h a s is  o n  t h e  e s t a b l i s h m e n t  o f  a  c e n t r a l  

m a n a g e m e n t a n d  r e s e a r c h  o r g a n i z a t i o n  a s  t h e  f o c a l  p o i n t  o f  

g o v e r n m e n t  e f f o r t s  t o  d e v e l o p  a d m i n i s t r a t i v e  s k i l l s ,  a n d  

t o  w o rk  w i t h  e x i s t i n g  m i n i s t r i e s  i n  a n  a d v i s o r y  c a p a c i t y .  

O v e r  t h e  p a s t  fe w  y e a r s  IP A  h a s  d e v e lo p e d  a n  e x t e n s i v e  

s c h o o l  f o r  i n - s e r v i c e  t r a i n i n g  a n d  new  s t u d e n t s  o f  P u b l i c  

A d m i n i s t r a t i o n .  I n  a d d i t i o n ,  t h e  I n s t i t u t e  h a s  d e v e l o p e d  

a  b a s i c  s e t  o f  r e f o r m s  t h a t  a r e  n e c e s s a r y  f o r  t h e  im p r o v e ­

m e n t  o f  t h e  P e r u v i a n  g o v e r n m e n t .  I n  1 9 7 0 , IP A  f a c e d  t h e  

a l t e r n a t i v e s  o f  c o n c e n t r a t i n g  o n  o n e  s e t  o f  c r i t e r i a  f o r  

t h e  im p ro v e m e n t o f  a n  i n d i v i d u a l  m i n i s t r y ,  o f  d e v e l o p i n g  

c r i t e r i a  f o r  t h e  im p r o v e m e n t  o f  t h e  e n t i r e  g o v e r n m e n t ,

o r  e x t e n s i v e l y  e x p a n d in g  t h e  t r a i n i n g  s c h o o l .  One m u s t  

b e a r  i n  m in d  t h e  t r e m e n d o u s  s o c i a l  a n d  p o l i t i c a l  p r e s s u r e s  

t h a t  a r e  b r o u g h t  i n t o  p l a y  b e tw e e n  m i n i s t r i e s ,  s c h o o l s ,  

a n d  c e n t r a l  g o v e r n m e n t  c o n c e r n i n g  t h e  p r o s  a n d  c o n s  o f  

h a v i n g  a  f o r e i g n  e x p e r t i s e  g r o u p  a t  o n e 1s d i s p o s a l .  

E v e n t u a l l y  i t  w as  d e c i d e d  t h a t  IP A  w o u ld  a t t e m p t  t o  i m p l e ­

m e n t  i t s  m a j o r  p r o p o s e d  c h a n g e s  w i t h i n  t h e  c e n t r a l  g o v e r n ­

m e n t w i t h  t h e  h o p e  t h a t  p o l i t i c a l  s u p p o r t  a n d  p r e s t i g e  

w o u ld  f i l t e r  dow n t o  t h e  i n d i v i d u a l  m i n i s t r i e s  a n d  a g e n ­

c i e s ,  B a s i c  i n  t h e s e  r e f o r m s  w e r e  a n  im p r o v e d  m e th o d  o f  

t a x  a d m i n i s t r a t i o n  a n d  im p r o v e d  o p e r a t i o n a l  m a n a g e m e n t.

3 .  V e n e z u e l a  P r o j e c t  ( 1 9 6 3 - 1 9 6 8 ) .  IP A  te a m s  

f u r n i s h e d  t e c h n i c a l  a s s i s t a n c e  t o  a  V e n e z u e l a n
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q u a s i - a u to n o m o u s  a g e n c y  o f  t h e  f e d e r a l  g o v e r n m e n t .  T h e  

I n s t i t u t e  w as i n s t r u m e n t a l  i n  im p r o v in g  m u n i c i p a l  a d m i n i ­

s t r a t i o n ,  d r a f t i n g  m u n i c i p a l  l a w s ,  a n d  i n  im p r o v in g  t a x  

c o l l e c t i o n ,  b u d g e t i n g  a n d  a c c o u n t i n g  t e c h n i q u e s .  As a  

r e s u l t  o f  t h e s e  im p r o v e d  m e th o d s ,  t h e  V e n e z u e l a n  g o v e r n ­

m e n t h a s  a p p o i n t e d  p r o f e s s i o n a l  a d m i n i s t r a t o r s  t o  a s s i s t  

a t  l e a s t  f i f t e e n  m u n c ip a l  p r e s i d e n t s  a n d  d e v e l o p e d  t h e  

f i r s t  L a t i n  A m e r ic a n  r e f e r e n c e  m a n u a l ,  d e s i g n e d  f o r  

g u i d a n c e  o f  g o v e r n m e n t  o f f i c i a l s ,  t h a t  i s  g e a r e d  t o  t h e  

s p e c i f i c  n e e d s  a n d  c u l t u r a l  n o rm s  o f  t h e  c o u n t r y .

Ij., N i g e r i a n  P r o j e c t  ( 1 9 6 3 - 1 9 7 0 ) .  I  PA a s s i s t e d  

i n  e s t a b l i s h m e n t  o f  a n  I n s t i t u t e  o f  A d m i n i s t r a t i o n  f o r  

t r a i n i n g  m e m b e rs  o f  t h e  a d m i n i s t r a t i v e  c l a s s  o f  W e s te r n  

N i g e r i a ,  a n d  o t h e r  r e g i o n a l  a n d  n a t i o n a l  c i v i l  s e r v i c e s .  

T h e  N i g e r i a n  I n s t i t u t e  h a s  d e v e l o p e d  t h e  l a r g e s t  g r a d u a t e  

p r o g r a m  i n  W e s t A f r i c a ,  a n d  t h e  o n l y  o n e  a w a r d in g  t h e  

M a s t e r s  D e g r e e  i n  P u b l i c  A d m i n i s t r a t i o n .  T he  IP A  s t a f f  

i n i t i a t e d  t h e  c o n c e p t  o f  c o m b in in g  g o v e r n m e n t  a n d  u n i ­

v e r s i t y  r e s o u r c e s  f o r  a d m i n i s t r a t i v e  n e e d s .  N o t o n l y  

d o e s  t h e  I n s t i t u t e  d i r e c t  a  s t u d e n t  b o d y ,  b u t  i t  a l s o  

p r e s e n t s  s e m i n a r s  f o r  m id d le  a n d  h i g h e r  s e n i o r  c i v i l  

s e r v a n t s .  W h ile  i n  N i g e r i a ,  I  o b s e r v e d  t h e  I n s t i t u t e ’ s 

p r o g r e s s  a n d  i t  c a n  b e  r e p o r t e d  t h a t  t h e y  h a d  d e v e l o p e d  

a n  e x c e l l e n t  r a p p o r t  w i t h  t h e  r e g i o n a l  m i n i s t r i e s  a n d  a r e  

b e g i n n i n g  t o  b e  i n s t r u m e n t a l  i n  p o l i c y  d e c i s i o n s ,  a s  t h e



g r a d u a t i n g  s t u d e n t s  b e g i n  t o  b eco m e  i n f l u e n t i a l  i n  g o v e r n ­

m e n t f u n c t i o n s .

5 .  D o m in ic a n  R e p u b l i c  ( 1 9 6 6 - 1 9 6 9 ) .  IP A  f u r n i s h e d  

t e c h n i c a l  a s s i s t a n c e  t o  t h e  M u n i c i p a l  L e a g u e  o f  t h e  

D o m in ic a n  R e p u b l i c ,  w h ic h  a l l o w e d  t h e  L e a g u e  t o  p a r t i c i p a t e  

i n  n a t i o n a l  d e v e lo p m e n t  b y  s t i m u l a t i n g  w e l l - p l a n n e d  c a p i t a l  

i n v e s t m e n t  t h r o u g h  a  s y s t e m  o f  m u n i c i p a l  l o a n  f u n d s  a n d  

a s s i s t a n c e  w i t h  p r o j e c t  p r e p a r a t i o n  a n d  e v a l u a t i o n .

6 .  U n i t e d  A ra b  R e p u b l i c  P r o j e c t  (1 9 6 2  t o  p r e s e n t ) . 

IPA  d e v e l o p e d  a n  e x e c u t i v e  c o n f e r e n c e  p r o g r a m  f o r  h i g h  

l e v e l  g o v e r n m e n t  o f f i c i a l s  o f  U .A .R . T he c o n f e r e n c e  p r o ­

g ra m  p r o v i d e s  a  f o r u m  f o r  t h e  d i s c u s s i o n  o f  a d m i n i s t r a t i v e  

a n d  p o l i c y  p r o b le m s  c o n f r o n t i n g  t h e  U .A .R . , i n  w h ic h  

l e a d i n g  o f f i c i a l s  i n  t h e  E g y p t i a n  g o v e r n m e n t  m ay h a v e  t h e  

o p p o r t u n i t y  t o  h e a r  p r e s e n t a t i o n s  o f  t h e  p r o b le m s  b y  

E g y p t i a n  a n d  f o r e i g n  e x p e r t s  a n d  b y  r e s p o n s i b l e  l e a d e r s

i n  t h e  g o v e r n m e n t .  T h e  p r o g r a m  p e r m i t s  t h e  e x c h a n g e  o f  

v ie w s  a n d  e x p e r i e n c e  r e l a t i n g  t o  common p r o b l e m s ,  a n d  p r o ­

v i d e s  a  f o c u s  f o r  h o r i z o n t a l  c o o r d i n a t i o n  o f  e f f o r t s  a t  

t h e  s u b - m i n i s t e r i a l  l e v e l ,  a s  w e l l  a s  p r o v i d i n g  o p p o r t u n ­

i t i e s  f o r  s t u d y  a n d  r e s e a r c h  i n  E g y p t  o r  a b r o a d  t h r o u g h  

a  f e l l o w s h i p  p r o g r a m .

7 .  I n t e r n a t i o n a l  U r b a n  S t u d i e s  P r o j e c t  (1 9 6 3  t o  

p r e s e n t ) . IP A  h a s  c o n d u c te d  i n t e n s i v e  f i e l d  s t u d i e s  i n  

m e t r o p o l i t a n  a r e a s  t h r o u g h o u t  t h e  w o r l d .  T h e s e  s t u d i e s

18
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e x a m in e  g o v e r n m e n t  o r g a n i z a t i o n  f o r  u r b a n  s e r v i c e s  a n d  

d e v e lo p m e n t  a n d  i n c l u d e  a  c o m p a r a t i v e  s u r v e y  o f  t h e  a d m in ­

i s t r a t i v e  a s p e c t s  o f  u r b a n i z a t i o n .  T h e  s tu d y ,  w h ic h  i s  

b e i n g  d o n e  i n  c o l l a b o r a t i o n  w i t h  t h e  U n i t e d  N a t i o n s ,  

a im s  t o  a c c u m u la t e  k n o w le d g e  a b o u t  t h e  p l a n n i n g  a n d  

a d m i n i s t r a t i o n  o f  e s s e n t i a l  u r b a n  f u n c t i o n s ,  p a r t i c u l a r l y  

t h o s e  r e l a t e d  t o  d e v e lo p m e n t  i n  a  n u m b e r  o f  d i f f e r e n t  

c u l t u r a l  a n d  e n v i r o n m e n t a l  s i t u a t i o n s .  T h e  s t u d y ’ s 

s e c o n d a r y  o b j e c t i v e  i s  t h e  a n a l y s i s  o f  t h e  a b i l i t y  o f  

l o c a l  g o v e r n m e n ts  t o  c o p e  w i t h  u r b a n  p r o b l e m s .

8 .  I n d i a n  P r o j e c t  (1 9 7 0  t o  p r e s e n t ) . T he p r i m a r y  

f o c u s  h a s  b e e n  t h e  s u p p o r t  o f  t h e  C a l c u t t a  M e t r o p o l i t a n  

P l a n n i n g  O r g a n i z a t i o n  i n  p r o d u c i n g  t h e  f i r s t  s y s t e m a t i c  

d e s c r i p t i o n  a n d  a n a l y s i s  o f  l o c a l  g o v e r n m e n t  i n  t h e  

C a l c u t t a  M e t r o p o l i t a n  R e g io n ,  a n d  t h e  t r a i n i n g  o f  I n d i a n s  

i n  m u n i c i p a l  r e s e a r c h  a n d  p l a n n i n g .

F i n a l l y ,  i n  d i s c u s s i n g  t h e  o p e r a t i o n s  o f  IP A , i t  

i s  e s s e n t i a l  t o  p r e s e n t  a  b r i e f  s k e t c h  o f  t h e  f i n a n c i a l  

s i t u a t i o n .  T h e  f a c t  t h a t  t h e  I n s t i t u t e  h a s  b e e n  f u n c t i o n ­

i n g  f o r  s i x t y - f o u r  y e a r s  d e m o n s t r a t e s  t h a t  i t  h a s  a  s o l i d  

f i n a n c i a l  f o u n d a t i o n ;  i t s  c u r r e n t  o p e r a t i o n s  e x c e e d  f i v e  

m i l l i o n  d o l l a r s  a n n u a l l y ;  a n d  i n  a d d i t i o n  t o  i t s  e i g h t  

s t o r y  h e a d q u a r t e r s  i n  m id - to w n  New Y o r k ,  t h e  I n s t i t u t e ’ s  

en d o w m en t i s  v a l u e d  a t  a p p r o x i m a t e l y  tw o  a n d  o n e - h a l f  

m i l l i o n  d o l l a r s .  P l e a s e  s e e  f o l l o w i n g  s t a t e m e n t .
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INFORMATION ON OVERHEAD RATES 
AND CALCULATION OF THESE RATES 

FOR THE
INSTITUTE OF PUBLIC ADMINISTRATION 

1 .  ( a )  T h e  o v e r h e a d  r a t e s  f o r  t h e  I n s t i t u t e  o f  P u b l i c

A d m i n i s t r a t i o n  f o r  t h e  l a s t  f o u r  c o m p le t e d  y e a r s  h a v e  

b e e n :

Home O f f i c e F i e l d  O f f i c e

196 8 -1 9 6 9 4 9 .8 8 # 3 9 .4 2 #

1 967 -1968 4 9 .3 4 # 3 1 .6 3 #

1 9 6 6 -1 9 6 7 5 0 . 04# 2 8 .4 6 #

1 9 6 5 -1 9 6 6 6 7 . 67# 4 3 .6 3 #

( b )  F o r  t h e  1 9 6 9 -1 9 7 0  f i s c a l  y e a r  t h e  p r o v i s i o n a l  

o v e r h e a d  r a t e s  b e i n g  u s e d  a r e  t h e  a c t u a l  r a t e s  f o r  1 9 6 8 -  

1 9 6 9 .

( c )  T h e  o v e r h e a d  r a t e s  f o r  t h e  1 9 6 5 - 1 9 6 6 ,  1 9 6 6 - 1 9 6 ? ,  

a n d  1 9 6 7 -1 9 6 8  y e a r s  w e re  a u d i t e d  b y  t h e  A g e n c y  f o r  I n t e r ­

n a t i o n a l  D e v e lo p m e n t  a n d  a c c e p t e d  a s  f i l e d .  T h e  r a t e s  

f o r  t h e  1 9 6 8 -1 9 6 9  y e a r  a r e  c u r r e n t l y  b e i n g  a u d i t e d  b y  t h e  

U . S . D e p a r tm e n t  o f  L a b o r .

2 .  M e th o d  o f  d e t e r m i n i n g  o v e r h e a d :

( a )  O v e r h e a d  e x p e n d i t u r e s  a c c u m u la t e d  u n d e r  t h e  

f o l l o w i n g  e l e v e n  c a t e g o r y  h e a d i n g s  m ake u p  t h e  o v e r h e a d  

e x p e n s e  p o o l :

A d m i n i s t r a t i v e  S u p e r v i s i o n  E x p e n s e s  

G e n e r a l  I n s t i t u t i o n a l  E x p e n s e s  

W a s h in g to n  O f f i c e  O p e r a t i n g  E x p e n s e s



L i b r a r y  E x p e n s e s

B u s i n e s s  O f f i c e  E x p e n s e s

B u i l d i n g  O p e r a t i n g  E x p e n s e s

G e n e r a l  O f f i c e  E x p e n s e s

C l e r i c a l  a n d  M i s c e l l a n e o u s  C o m p e n s a t io n

L e g a l  a n d  A u d i t i n g  S e r v i c e

F u r n i t u r e  a n d  E q u ip m e n t M a in t e n a n c e

F r i n g e  B e n e f i t s



ASSETS

C a sh

A m ount d u e  f r o m  g r a n t s  a n d  c o n t r a c t s  f u n d  

O t h e r  a s s e t s

$ L  000

2 0 9 ,2 9 0

3 1 ,0 1 0  
$ 2WW00

GRANTS

C a s h  -  r e s t r i c t e d  f o r  M anpow er p r o g r a m s  $  1 2 9 ,7 0 0

A m ounts d u e  f r o m :
A g e n cy  f o r  I n t e r n a t i o n a l  D e v e lo p m e n t :  

P e r u  c o n t r a c t
D o m in ic a n  R e p u b l i c  c o n t r a c t  

M anpow er p r o g r a m s
S u b c o n t r a c t o r s  o n  v a r i o u s  M anpow er 

p r o g r a m s  (N o te  5 )

114.0,889
58,510

1 ,1 0 7 ,9 1 1

1 ,5 3 7 ,7 8 0

C o s t s  i n c u r r e d ,  n o t  y e t  r e i m b u r s e d  u n d e r  
v a r i o u s  g r a n t s  a n d  c o n t r a c t s  4 .6 5 ,3 1 0

$3~,lfco, IOC

ENDOWMENT FUND AND FEES

A m ount d u e  f r o m  g r a n t s  a n d  c o n t r a c t s  f u n d  $  1 7 2 ,3 7 2

I n v e s t m e n t s , s u b s t a n t i a l l y  a t  c o s t :
Common a n d  p r e f e r r e d  s t o c k s  ( m a r k e t  

v a l u e  $ 7 6 7 , l l |6 )  5 7 2 ,9 6 1
B o n d s  ( m a r k e t  v a l u e  $ 2 7 6 , 8 9 6 ) 3 0 9 ,5 2 2
FHA i n s u r e d  f i r s t  m o r t g a g e s  ( m a r k e t  

v a l u e  a p p r o x i m a t e s  $ 24.2 , 0 0 0 ) 2 4 1 ,9 3 5

P r o p e r t y  a n d  e q u ip m e n t  (N o te  6 ) :
L a n d , b u i l d i n g s  a n d  f i x t u r e s  6 5 0 ,0 0 0
L i b r a r y   1 ,0 0 0

8 1 ,9 4 -7 , 790
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L IA B IL IT IE S  AND FUND BALANCES

GENERAL FUND

A c c o u n ts  p a y a b l e  a n d  a c c r u e d  l i a b i l i t i e s  $  1 0 ,7 5 6
F u n d  b a l a n c e  (N o te  7 ) 2 3 3 ,6 1 3

$ 2W i, 3 6 9
CONTRACTS

A d v an ce  p a y m e n ts  r e c e i v e d  ( N o te  I4. ) ;
A g e n cy  f o r  I n t e r n a t i o n a l  D e v e lo p m e n t  $  1 7 0 ,0 0 0
T he C i t y  o f  New Y o rk  f o r  M an p o w er 

p r o g r a m s  2 ,I} .6 5 ,5 4 2

A m ounts d u e  t o  o t h e r  f u n d s :
G e n e r a l  f u n d  2 0 9 ,2 8 9
E n d ow m en t f u n d s  a n d  f u n d s  f u n c t i o n ­

i n g  a s  en d o w m en t f u n d s  1 7 2 ,3 7 5

U n e x p e n d e d  f u n d s  r e c e i v e d  (N o te  2 ) :  
M anpow er p r o g r a m s  
O th e r  g r a n t s  a n d  c o n t r a c t s

2 7 4 ,9 8 8  
1 4 7 ,9 2 9

$ 3 ,4 4 0 ,1 2 3

ENDOWMENT FUNDS

F u n d  b a l a n c e s  ( N o te s  3 ,  6 , a n d  7 ) :  

E ndow m ent f u n d

F u n d s  f u n c t i o n i n g  a s  en d o w m en t f u n d s : 
F u n d  f o r  i n s t i t u t i o n a l  d e v e lo p m e n t  
P r o p e r t y  a n d  e q u ip m e n t  f u n d  
G e n e r a l  u n a p p r o p r i a t e d  f u n d

$  3 0 7 ,3 0 0

2 5 0 ,3 0 3
6 5 1 ,0 0 0
7 3 9 ,1 9 0

$ 1 ,9 4 7 ,7 9 3

S ee  a c c o m p a n y in g  n o t e s



2k
Y e a r  E n d e d  J u n e  3 0 , 1 9 6 9

G e n e r a l  F u n d  f o r  
u n a p p r o -  i n s t l t u -  
p r i a t e d  t i o n a l  
f u n d  d e v e lo p m e n t

O p e r a t i n g  r e v e n u e s :
O v e rh e a d  e x p e n s e s  r e c o v e r e d

u n d e r  g r a n t s  a n d  c o n t r a c t s  
(N o te  o )

F i x e d  f e e s  e a r n e d
$ 2 0 8 ,7 8 0

$ 1 6 4 ,1 7 9

O p e r a t i n g  e x p e n d i t u r e s :  
O v e rh e a d  e x p e n s e s

2 0 0 ,7 0 0

1 9 4 ,5 4 0

1 6 4 ,1 7 9

W a s h in g to n  O f f i c e  -  f u r n i t u r e  
a n d  e q u ip m e n t 7 ,3 2 8

M a jo r  im p r o v e m e n ts  t o  p h y s i c a l  
p l a n t 2 1 ,1 0 3

E x c e s s  o f  o p e r a t i n g  r e v e n u e s  o v e r  
o p e r a t i n g  e x p e n d i t u r e s

1 9 4 , 5U.0 

1 4 ,2 4 0

2 8 ,4 3 1  

1 3 5 ,7 4 8

I n v e s t m e n t  in c o m e :
D iv id e n d s  a n d  i n t e r e s t 5 4 ,5 7 9
G a in  o n  s a l e  o f  i n v e s t m e n t s , 8 , 3 4 5

( 3 ,4 8 1 )
-

C o m m is s io n s  a n d  s e r v i c e  c h a r g e s -

E x c e s s  o f  r e v e n u e s  o v e r  e x p e n d i ­
t u r e s

5 9 ,4 4 3

7 3 ,6 8 3 1 3 5 ,7 4 8

A d ju s tm e n t  o f  p r i o r  y e a r s ’
o p e r a t i n g  e x p e n s e  r e c o v e r i e s  a n d  
f i x e d  f e e s  e a r n e d ( 5 ,3 4 3 ) ( 6 ,3 7 5 )

N e t e x c e s s  o f  r e v e n u e s  o v e r  
e x p e n d i t u r e s 6 8 ,3 4 0 1 2 9 ,3 7 3

B a la n c e  a t  b e g i n n i n g  o f  y e a r 9 0 4 ,4 6 3 1 2 0 ,9 3 0

B a la n c e  a t  e n d  o f  y e a r $ 9 7 2 ,8 0 3 $ 2 5 0 ,3 0 3



G e n e r a l  u n a p p r o p r i a t e d  f u n d  c l a s s i f i e d  a s  f o l l o w s :

G e n e r a l  f u n d  $  2 3 3 ,6 1 3

F u n d s  f u n c t i o n i n g  a s
en d o w m en t f u n d s  7 3 9 ,1 9 0

$  9 7 2 ,8 0 3

S e e  a c c o m p a n y in g  n o t e s
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J u n e  3 0 ,  1 9 6 9

1 .  O r g a n i z a t i o n  o f  t h e  I n s t i t u t e

T he I n s t i t u t e  i s  a n  i n d e p e n d e n t  n o n - p r o f i t  o r g a n i ­
z a t i o n  i n c o r p o r a t e d  i n  1932  b y  a n  a b s o l u t e  c h a r t e r  g r a n t e d  
b y  t h e  R e g e n ts  o f  t h e  U n i v e r s i t y  o f  t h e  S t a t e  o f  New Y o rk  
a n d  i s  t a x - e x e m p t  u n d e r  S e c t i o n  5 0 1 ( c ) ( 3 )  o f  t h e  I n t e r n a l  
R e v e n u e  C o d e .

T h e  I n s t i t u t e  i s  o r g a n i z e d  f o r  t h e  p u r p o s e  o f  c o n ­
d u c t i n g  a  s c h o o l  o f  p u b l i c  a d m i n i s t r a t i o n  d e d i c a t e d  t o  
b r a i n i n g  m en a n d  women f o r  t h e  p u b l i c  s e r v i c e ,  f o r  r e s e a r c h  
i n  g o v e r n m e n t ,  f o r  i n t e l l i g e n t  c i t i z e n s h i p  a n d  f o r  t h e  
t e a c h i n g  o f  c i v i c s ;  a n d  f o r  t h e  f u r t h e r  p u r p o s e s  o f  s t u d y ­
i n g  a n d  r e p o r t i n g  u p o n  t h e  p r i n c i p l e s  a n d  p r a c t i c e s  o f  
p u b l i c  a d m i n i s t r a t i o n ,  a n d  t h e  m a i n t e n a n c e  a n d  d e v e lo p m e n t  
o f  a  l i b r a r y  o n  p u b l i c  a d m i n i s t r a t i o n .  A l l  s t u d i e s  a r e  
c o n d u c t e d  o n  a  g r a n t  o r  c o n t r a c t u a l  b a s i s .

T h e  I n s t i t u t e  r e c e i v e s  " F i s c a l  A g e n t"  g r a n t s  w h e r e ­
b y  i t  a c t s  s o l e l y  a s  a  f i n a n c i a l  i n t e r m e d i a r y  b e tw e e n  t h e  
d o n o r  a n d  t h e  e x e c u t o r s  o f  t h e  p r o g r a m s ,  a c t i n g  a s  a  d i s ­
b u r s i n g  a g e n t  a n d  p e r f o r m i n g  a l l  t h e  a c c o u n t i n g  f u n c t i o n s  
f o r  s u c h  p r o g r a m s .

2 .  U n e x p e n d e d  f u n d s  r e c e i v e d  o n  g r a n t s  a n d  c o n t r a c t s

T he I n s t i t u t e  i s  o b l i g a t e d  t o  a c c o u n t  f o r  a l l  f u n d s  
r e c e i v e d  u n d e r  g r a n t s  a n d  c o n t r a c t s ;  i n  t h e  e v e n t  t h a t  
s u c h  f u n d s  a r e  n o t  f u l l y  e x p e n d e d ,  t h e  I n s t i t u t e  i s  r e ­
q u i r e d  t o  r e f u n d  t h e  u n e x p e n d e d  p o r t i o n .

3 .  F u n d  f o r  I n s t i t u t i o n a l  D e v e lo p m e n t

T h i s  F u n d  w as  e s t a b l i s h e d  i n  1 9 6 7  a n d  i s  t o  b e  u s e d  
f o r  e x p e n d i t u r e s  m ade  b y  t h e  I n s t i t u t e  f o r  t h e  f o l l o w i n g  
p u r p o s e s :

1 .  I n s t i t u t i o n a l  s t a f f  d e v e lo p m e n t  ( i . e . ,
e d u c a t i o n a l  l e a v e s  a n d  t u i t i o n  c o s t s )  
a n d  i n s t i t u t i o n a l  r e s e a r c h ,  a n d

2 .  M a jo r  im p r o v e m e n ts  o f  t h e  I n s t i t u t e 1s
p h y s i c a l  p l a n t .

T h e  F u n d  i s  c o m p r i s e d  o f  f i x e d  f e e s  e a r n e d  t o  d a t e  
o n  v a r i o u s  c o n t r a c t s .
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li-. A d v a n c e  p a y m e n ts  r e c e i v e d  f r o m  t h e  A g e n c y  f o r  I n t e r -  
n a t i o n a l  D e v e lo p m e n t  a n d  t h e  C i t y  o f  New Y o rk _______

U n d e r  c e r t a i n  c o n t r a c t s  w i t h  t h e  A g e n cy  f o r  I n t e r ­
n a t i o n a l  D e v e lo p m e n t ,  t h e  I n s t i t u t e  i s  r e i m b u r s e d  f o r  
c o s t s  i n c u r r e d  o n  t h e  b a s i s  o f  q u a r t e r l y  b i l l i n g s  t o  t h e  
A g e n c y  u n t i l  s u c h  t im e  a s  t h e  r e i m b u r s e m e n t s  e q u a l  t h e  
t o t a l  o f  t h e  c o s t s  p e r m i t t e d  u n d e r  t h e  v a r i o u s  c o n t r a c t s  
l e s s  t h e  a d v a n c e  p a y m e n ts  r e c e i v e d  b y  t h e  I n s t i t u t e .  A t 
t h a t  t i m e , t h e  I n s t i t u t e ' s  b i l l i n g s  f o r  e x p e n d i t u r e s  
i n c u r r e d  a r e  t o  b e  a p p l i e d  b y  t h e  A g e n c y  i n  t h e  l i q u i d a ­
t i o n  o f  t h e  o u t s t a n d i n g  a d v a n c e s .  I n  t h e  e v e n t  t h a t  t h e  
t o t a l  a m o u n t o f  s u b s e q u e n t  b i l l i n g s  a r e  i n s u f f i c i e n t  t o  
l i q u i d a t e  t h e  a d v a n c e s ,  t h e  I n s t i t u t e  w i l l  b e  r e q u i r e d  t o  
r e f u n d  t h e  u n e x p e n d e d  p o r t i o n  o f  s u c h  a d v a n c e s . A d v an ce  
p a y m e n ts  r e c e i v e d  b y  t h e  I n s t i t u t e  a g g r e g a t e d  $ 1 7 0 ,0 0 0  
a t  J u n e  3 0 ,  1 9 6 9 .

U n d e r  c o n t r a c t s  w i t h  t h e  C i t y  o f  New Y o r k ,  t h e  
I n s t i t u t e  w as a d v a n c e d  $ 2 ,1 ^ .6 5 ,5 4 2  t o  u s e  a s  a  r e v o l v i n g  
f u n d  i n  i t s  c a p a c i t y  a s  f i s c a l  a g e n t  f o r  c e r t a i n  m a n p o w er 
p r o g r a m s .  T he C i t y  o f  New Y o rk  r e i m b u r s e s  t h e  I n s t i t u t e  
u p o n  r e c e i p t  o f  b i l l i n g s  f o r  e x p e n d i t u r e s  i n c u r r e d .  U pon  
c o m p l e t i o n  o f  t h e  c o n t r a c t s  t h e  f i n a l  b i l l i n g s  t o  t h e  
C i t y  o f  New Y o rk  a r e  t o  b e  o f f s e t  a g a i n s t  t h e  a d v a n c e s .

5 .  A d v a n c e  p a y m e n ts  g i v e n  t o  s u b c o n t r a c t o r s  o f  t h e  m a n -
p o w e r  p r o g r a m s ________________________________________________

The I n s t i t u t e  h a s  m ade  a d v a n c e s  t o  s u b c o n t r a c t o r s  
u n d e r  t h e  m an p o w er p r o g r a m s  f r o m  m o n ie s  r e c e i v e d  f r o m  t h e  
C i t y  o f  New Y o r k .  T he s u b c o n t r a c t o r s  u s e  t h e  a d v a n c e s  
a s  r e v o l v i n g  f u n d s  a n d  s u b m i t  t h e i r  r e q u e s t s  f o r  r e i m b u r s e - ,  
m e n ts  t o  t h e  I n s t i t u t e .  T h e  s u b c o n t r a c t o r s  a r e  r e i m b u r s e d  
b y  t h e  I n s t i t u t e  u p o n  r e c e i p t  o f  i t s  c o r r e s p o n d i n g  r e i m ­
b u r s e m e n t  f r o m  t h e  C i t y  o f  New Y o rk .

6 . P r o p e r t y  a n d  e q u ip m e n t

L a n d , b u i l d i n g  a n d  f i x t u r e s  a r e  s t a t e d  i n  t h e  
a c c o m p a n y in g  s t a t e m e n t  o f  a s s e t s ,  l i a b i l i t i e s  a n d  f u n d  
b a l a n c e s  a t  a  v a l u e  o f  $ 6 5 0 ,0 0 0  ( b a s e d  u p o n  a n  i n d e p e n d e n t  
a p p r a i s a l  p e r f o r m e d  a t  d a t e  o f  c o n t r i b u t i o n  -  1 9 3 3 ) J t h i s
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v a l u e  i s  $ 1^ 0 ,0 0 0  i n  e x c e s s  o f  t h e  a m o u n t p a i d  t o  t h e  
c o n t r i b u t o r  f o r  t h e  p r o p e r t y .  T h e  l i b r a r y  i s  s t a t e d  a t  
a  n o m in a l  v a l u e  o f  $ 1 ,0 0 0  a s  d e t e r m i n e d  b y  t h e  B o a r d  o f  
T r u s t e e s  i n  1 9 $ $ . T h e  c o s t  o f  a d d i t i o n s  a n d  r e p l a c e m e n t s  
( o t h e r  t h a n  m a j o r  im p r o v e m e n ts ) t o  t h e  f i x t u r e s ,  l i b r a r y  
a n d  b u i l d i n g  o p e r a t i n g  e x p e n s e s  ( n o r  o f  r e n t a l  in c o m e )  
a r e  c h a r g e d  t o  t h e  G e n e r a l  F u n d .

7 . E n d ow m en t f u n d s  a n d  F u n d s  f u n c t i o n i n g  a s  en d o w m en t 
f u n d s

P r i n c i p a l  c o n t r i b u t i o n s  t o  t h e  o r i g i n a l  en d o w m en t 
f u n d  o f  t h e  I n s t i t u t e  a m o u n te d  t o  $ 1 , 2 0 7 ,3 0 0 .  O f t h i s  
a m o u n t, $ 9 0 0 ,0 0 0  w a s  t r a n s f e r r e d  o v e r  a  2 0 - y e a r  p e r i o d  
( 1 9 3 3 - 1 9 5 2 ) t o  t h e  g e n e r a l  u n a p p r o p r i a t e d  f u n d  i n  a c c o r d ­
a n c e  w i t h  t h e  t e r m s  o f  t h e  d o n o r s .  T h e r e  a r e  n o  r e s t r i c ­
t i o n s  o n  t h e  r e m a i n i n g  b a l a n c e  o f  $ 3 0 7 ,3 0 0  i n  t h e  en d o w m en t 
f u n d  a t  J u n e  3 0 ,  1 9 6 9  a n d  f o r  t h e  y e a r  t h e n  e n d e d  t h e r e  
w e re  n o  t r a n s a c t i o n s  i n v o l v i n g  t h i s  f u n d .  As o f  J u n e  3 0 ,  
1 9 6 9 , $ 7 3 9 ,1 9 0  o f  t h e  G e n e r a l  f u n d  w as  c l a s s i f i e d  a s  F u n d s  
f u n c t i o n i n g  a s  en d o w m en t f u n d s .

8 . G e n e r a l  f u n d  o v e r h e a d  e x p e n s e s  r e c o v e r e d  u n d e r  g r a n t s  
a n d  c o n t r a c t s

R e c o v e r y  o f  o v e r h e a d  e x p e n s e s  r e l a t e d  t o  c o s t s  
i n c u r r e d  i n  f i s c a l  1969  i s  a s  f o l l o w s :

C o n t r a c t u a l  a m o u n ts  r e c e i v e d  o r  
r e c e i v a b l e  ( o t h e r  t h a n  f i x e d  
f e e s  e a r n e d  o f  $ 1 6 4 , 1 7 9 ) :

M anpow er p r o g r a m s  $  3 ,9 2 9 ,9 9 3
A l l  o t h e r s  1 ,2 9 0 ,7 0 1

5,320,694
D i r e c t  c o s t s  i n c u r r e d  2 ,0 1 1 , 9 1 4

$ 208,780
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CHAPTER I I I

INDIVIDUAL PROJECTSTAND IMPLEMENTATION OP THEORY

T he m a j o r i t y  o f  my i n t e r n s h i p  d e a l t  w i t h  t h e  

f o l l o w i n g  a r e a s :

1 .  R e c r u i t m e n t  a n d  s e l e c t i o n  p r a c t i c e s .

2 .  P r o g r a m  d e v e lo p m e n t  f o r  t h e  A g e n c y  f o r  I n t e r ­
n a t i o n a l  D e v e lo p m e n t  P r o j e c t  i n  N i g e r i a  a n d  
U g a n d a .

3 .  A d m i n i s t r a t i v e  b a c k s t o p p i n g ,  a n d  a  p o p u l a t i o n  
p r o j e c t .

My p r im e  r e s p o n s i b i l i t y  a t  t h e  I n s t i t u t e  w as  t h e  

r e c r u i t m e n t  o f  p e r s o n n e l  f o r  I P A ’ s n e w ly  o b t a i n e d  c o n ­

t r a c t s  i n  N i g e r i a  a n d  U g a n d a . T h i s  i n v o l v e d  u t i l i z a t i o n  

o f  t h e  s p e c i a l i z e d  r e q u i r e m e n t s  f o r  s e l e c t i o n  o f  c a n d i ­

d a t e s  f o r  o v e r s e a s  a s s i g n m e n t s .  The s e l e c t i o n  p r o c e s s  

e n t a i l a i  s e n d i n g  a  c o v e r  l e t t e r  a n d  jo b  d e s c r i p t i o n s  t o  

t h e  l a b o r  p o o l ,  r e c e i v i n g  c u r r i c u l u m  v i t a e s  a n d  b i o ­

g r a p h i c a l  d a t a  s h e e t s  f r o m  p r o s p e c t i v e  c a n d i d a t e s ,  r e f e r ­

e n c e  c h e c k s ,  a n d  i n t e r v i e w i n g .

G e n e r a l  S e l e c t i o n  P r e r e q u i s i t e s  f o r  
O v e r s e a s  E m p lo y m en t

B e f o r e  d i s s e c t i n g  t h e  I n s t i t u t e ' s  s e l e c t i o n  p r o c e s s  

i t  i s  e s s e n t i a l  t o  u n d e r s t a n d  t h a t  r e c r u i t m e n t  f o r  f o r e i g n  

e m p lo y m e n t i s  q u i t e  d i f f e r e n t  f r o m  d o m e s t i c  e m p lo y m e n t . 

B a s i c a l l y ,  t h e  c a n d i d a t e  m u s t  h a v e  t h e  t e c h n i c a l  s k i l l s
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n e c e s s a r y  f o r  t h e  p a r t i c u l a r  j o b ,  a l t h o u g h  t e c h n i c a l  

c o m p e te n c e  i s  b y  n o  m e an s  a  s u f f i c i e n t  s i n g l e  q u a l i f i c a ­

t i o n .  I n  t h e  U n i t e d  S t a t e s  m any  i n d i v i d u a l s  h a v e  t h e  

h i g h l y  s p e c i a l i z e d  q u a l i f i c a t i o n s  t o  h o l d  t h e  d e s i r e d  

p o s i t i o n s ,  b u t ,  i n d e e d ,  t h e  s i n g l e  m o s t  s i g n i f i c a n t  

c h a r a c t e r i s t i c  t h a t  m u s t  b e  c o n s i d e r e d  i s  t h e  a p p l i ­

c a n t ' s  p e r s o n a l i t y .  T h e  v a r i a b l e  s o  e s s e n t i a l  t o  a  

s u c c e s s f u l  o v e r s e a s  o p e r a t i o n  i s  t h e  a d a p t a b i l i t y  o f  t h e  

c a n d i d a t e ' s  p e r s o n a l i t y  t o  a  c o m p l e t e l y  d i f f e r e n t  s o c i a l ,  

c u l t u r a l ,  a n d  p o l i t i c a l  e n v i r o n m e n t .  M any p e o p l e  who 

d i s p l a y  s a t i s f a c t o r y  p e r s o n a l i t y  c h a r a c t e r i s t i c s  i n  t h e i r  

i n d i g e n o u s  e n v i r o n m e n t  d o  s o  b e c a u s e  t h e y  h a v e  b e e n  

a c c u l t u r a t e d  t o  a  s i n g l e  o r i e n t a t i o n .  B u t ,  w h en  t h e y  a r e  

s u b j e c t e d  t o  t h e  s t r a i n  o f  a  new  l a n g u a g e ,  f o o d  p a t t e r n s ,  

f r i e n d s ,  l i v i n g  c o n d i t i o n s ,  c l i m a t e ,  e t c . ,  t h e y  m ay d i s ­

p l a y  b a s i c  d e f e c t s  i n  t h e i r  p e r s o n a l i t y  f o r  t h e  f i r s t  t i m e .  

T h e s e  d e f e c t s  m ay b e  m in o r  i n  f a m i l i a r  s u r r o u n d i n g s ,  b u t  

w i l l  b e  p r o b e d ,  e x p l o r e d ,  a n d  e x a g g e r a t e d  w h en  l i v i n g  i n  

a  s i t u a t i o n  t h a t  d i s t o r t s  e v e r y  f a c e t  o f  t h e  i n d i v i d u a l ' s  

p u b l i c  a n d  p r i v a t e  l i f e .

I t  i s  i m p o r t a n t  t o  u n d e r s t a n d  t o  w h a t  e x t e n t  a n y  

c i t i z e n  o f  t h e  U n i t e d  S t a t e s  r e p r e s e n t s  h i s  c o u n t r y  w h i l e  

s e r v i n g  a b r o a d .  T he s t a t u s  o f  t h e  p e r s o n  i s  i r r e l e v a n t ;  

a n y  a c t i o n  t h a t  m ay  b e  d i s p l a y e d  t h a t  i s  c o n t r a r y  t o  t h e  

l o c a l  o r  m o r a l  c u s to m s  o f  t h e  c o m m u n ity  n o t  o n l y  r e f l e c t s  

o n  h i s  p e r s o n a l i t y ,  b u t  t h a t  o f  t h e  I n s t i t u t e ,  a n d  m o re
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i m p o r t a n t ,  h i s  c o u n t r y .  He i s  b e i n g  c o n t i n u a l l y  i n s p e c ­

t e d  d u r i n g  h i s  w o r k in g  h o u r s , a n d  p r i v a c y  i s  a  c o m m o d ity  

t h a t  c a n n o t  b e  o b t a i n e d .  F o r  e x a m p l e , w h i l e  l i v i n g  i n  

N i g e r i a ,  t h e  C a u c a s i a n  a p p l i c a n t  m i g h t  b e  s t a t i o n e d  i n  a  

c o m m u n ity  w i t h  a  . B la c k  p o p u l a t i o n  o f  7 5 0 » 0 0 0 , a n d  a  

w h i t e  p o p u la c e  o f  t h i r t y .  W h e r e v e r  o r  w h a t e v e r  h e  d o e s ,  

t h e  N i g e r i a n s  w i l l  c o n s t a n t l y  f o l l o w  h im ,  l i s t e n  t o  w h a t  

h e  s a y s ,  w a tc h  h i s  a c t i o n s ,  a n d  w a n t  t o  t o u c h  h i s  d i f ­

f e r e n t  s k i n .  T h i s  t o t a l  l a c k  o f  p r i v a c y  i s  o f t e n t i m e s  

t o o  m uch  o f  a  s t r a i n  f o r  m any A m e r ic a n s  w ho a r e  a c c u s to m e d  

t o  t h e  s e p a r a t i o n  o f  t h e i r  w o rk  a n d  p r i v a t e  l i v e s .

IPA  m u s t  a s s e s s  t h e  m o t i v a t i o n  o f  a  c a n d i d a t e  f o r  

f o r e i g n  e m p lo y m e n t .  T h e s e  a r e  m any  a n d  v a r i e d  a n d  c a n  

r a n g e  am ong :

1 .  T h e  d e s i r e  t o  t r a v e l .

2 .  An i n c r e a s e  i n  s a l a r y .

3 .  E s c a p e  f r o m  u n p l e a s a n t  c o n d i t i o n s  a t  h o m e .

1}.. I n c r e a s e  i n  w o rk  e x p e r i e n c e .

f). P r o m o t io n  o f  a  w o r t h w h i l e  c a u s e .

6 . M ore r a p i d  a d v a n c e m e n t  w i t h i n  t h e  o r g a n i z a t i o n .

7 . An a t t e m p t  t o  g a i n  r e c o g n i t i o n .

8 . A m u l t i t u d e  o f  o t h e r  m o t i v a t i o n a l  f a c t o r s .

U s u a l l y  a  c o m b i n a t i o n  o f  m o t i v a t i o n a l  f a c t o r s  a r e  i n v o l v e d ,  

a n d  i t  i s  i m p o r t a n t  t o  a s c e r t a i n  d u r i n g  t h e  s e l e c t i o n  p r o c e s s  

t h e  i n d i v i d u a l ' s  a s p i r a t i o n s . T h ro u g h  i n t e r v i e w s  a n d  r e f e r e n c e



c h e c k s  t h e  I n s t i t u t e  t r i e d  t o  m ake s u r e  t h a t  t h e  p o s i t i v e  

m o t i v a t i o n a l  - s t i m u l i  o f  a  c a n d i d a t e  w as g r e a t e r  t h a n  t h e  

n e g a t i v e  s t i m u l i  f o r  o v e r s e a s  e m p lo y m e n t. F o r  e x a m p le ,  

a  g e n t l e m a n  a p p l i e d  f o r  t h e  p o s i t i o n  o f  a c c o u n t i n g  

p r o f e s s o r  a t  Amudu B e l l o  U n i v e r s i t y  i n  Z a r i a ,  N i g e r i a .

He h a d  p r e v i o u s l y  w o rk e d  o v e r s e a s  i n  t h e  F a r  E a s t  a n d  

h a d  b eco m e  a c c u s to m e d  t o  c e r t a i n  w o rk  a n d  l e i s u r e  p a t t e r n s .  

H is  w i f e  n e v e r  a c c o m p a n ie d  h im  w h i l e  o n  t o u r ,  a n d  o n l y  

v i s i t e d  h im  d u r i n g  v a c a t i o n  p e r io d s  a s  s h e  r e f u s e d  t o  l e a v e  

a  c a r e e r  i n  t h e  U n i t e d  S t a t e s ,  T h e n ,  t o o ,  i t  w as e s s e n ­

t i a l  t h a t  a n y  p o s t  IPA  m i g h t  g i v e  h im  b e  a c c e s s i b l e  t o  a  

g o l f  c o u r s e  w i t h  c l u b  p r i v i l e g e s  a s  h e  w as a d a m a n t a b o u t  

c o n t i n u i n g  h i s  g o l f .  N e e d l e s s  t o  s a y ,  t h e s e  w e re  c o n ­

s i d e r e d  n e g a t i v e  s t i m u l i  t h a t  w o u ld  a f f e c t  h i s  p e r f o r m a n c e .

I t  b e c a m e  a p p a r e n t  t h a t  h i s  d r i v e  w as  i n a p p r o p r i a t e  f o r  

l o c a t i o n  i n  t h e  i n d i g e n o u s  c o m m u n ity .

F l e x i b i l i t y  i s  a  b y w o rd  i n  h a n d l i n g  a n  o v e r s e a s  

a s s i g n m e n t .  A p e r s o n  m u s t  b e  a b l e  t o  i m p r o v i s e , u s e  h i s  

i m a g i n a t i o n ,  a n d  b e  i n v e n t i v e .  T h e  i n d i v i d u a l  m ay  b e  

p u t  i n t o  a  s i t u a t i o n  w h e re  t h e  jo b  i s  s t a t e d ,  b u t  t h e  

M i n i s t r y  o r  co m p an y  h a v e  n o t  e s t a b l i s h e d  s t r u c t u r e d  r e s p o n ­

s i b i l i t i e s  a n d  a r e  u n p r e p a r e d  f o r  h i s  a r r i v a l .  T h i s  c i r ­

c u m s ta n c e  i s  n o t  u n u s u a l ,  a n d  i s  o n l y  o n e  o f  m any  a d j u s t m e n t s  

t h a t  m ay b e  e n c o u n t e r e d  a t  t h e  b e g i n n i n g  o r  d u r i n g  t h e  

t o u r  o f  s e r v i c e .  T h e r e f o r e ,  r i g i d i t y ,  w h ic h  i s  common i n  

a  s t r u c t u r e d  A m e r ic a n  s o c i e t y ,  i s  a  d e t r i m e n t  i n  f o r e i g n
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e m p lo y m e n t . A l s o ,  a l t h o u g h  a  p e r s o n  h a s  b e e n  f l e x i b l e  

i n  o n e  f o r e i g n  a s s i g n m e n t ,  t h e r e  i s  n o  g u a r a n t e e  t h a t  h e  

w i l l  b e  a b l e  t o  a d j u s t  t o  a n o t h e r  s o c i e t y .  T h e  i n d i v i d u a l  

who h a s  b eco m e  a c c l i m a t e d  t o  t h e  F r e n c h  c u l t u r e  m ay b e  

t o t a l l y  l o s t  i n  F r e n c h  T o g o l a n d .  I f  a t  a l l  p o s s i b l e ,  i t  

i s  a d v i s a b l e  t o  f i n d  a p p l i c a n t s  w i t h  o v e r s e a s  e x p e r i e n c e  

i n  t h e  c o u n t r y  i n  w h ic h  t h e y  w i l l  w o r k ,  o r  s i m i l a r  

c o u n t r i e s .

T h e  c a n d i d a t e  m u s t  h a v e  a n  a b i l i t y  t o  p l a n  f o r  t h e  

f u t u r e  i n  h i s  jo b  a s s i g n m e n t .  T h e  e m p lo y e e  m u s t  r e a l i z e  

t h a t  m any  o f  h i s  p l a n s ,  i d e a s ,  a n d  o b j e c t i v e s  w i l l  b e  

c a r r i e d  o u t  a f t e r  h i s  d e p a r t u r e .  H e m u s t  b e  a b l e  t o  b u i l d  

o r g a n i z a t i o n s  o r  p r o g r a m s  t h a t  w i l l  c o n t i n u e  i n  h i s  a b ­

s e n c e  . T h i s  i s  o f t e n t i m e s  a  d i f f i c u l t  p r o c e s s ,  f o r  f r e ­

q u e n t l y  i n  o u r  s o c i e t y  t h e  i d e a  o f  s h a r i n g  i n  w o rk  i s  

s u b o r d i n a t e d  t o  t h e  p h i l o s o p h y  o f  i n d i v i d u a l  i n i t i a t i v e .

T h e  s e n s a t i o n  o f  s o l i t a r y  a c t i v i t y  i s  m a g n i f i e d  w h i l e  w o rk ­

i n g  a b r o a d ,  f o r  m any  c o - w o r k e r s  w o n ’ t  u n d e r s t a n d  t h e  m e th o d s  

a n d  p r o c e d u r e s  w h ic h  w i l l  b e  e m p lo y e d .  T h e r e f o r e ,  t h e  

a p p l i c a n t  m u s t  b e  s i m u l t a n e o u s l y  a  p a r t n e r  a n d  t e a c h e r  t o  

t h e  h o s t - c o u n t r y  n a t i o n a l s  w i t h  whom h e  w o r k s .

T h e  a b o v e  p r o c e s s  i s  d e p e n d e n t  u p o n  c o m m u n ic a t io n .  

P ro b le m s  o f  t r a n s l a t i o n  a n d  i n t e r p r e t a t i o n  o f  t h e  s p o k e n  

a n d  w r i t t e n  w o rd  a r e  common w h i l e  w o r k in g  w i t h  a n  i n t e r ­

n a t i o n a l  o r g a n i z a t i o n .  D i f f i c u l t i e s  o f t e n  a r i s e  f r o m  

t h e  f a c t  t h a t  t h e  e q u i v a l e n t  n a m es  f o r  s o m e t h in g  i n  e a c h



o f  tw o  l a n g u a g e s  m ay n o t ,  i n  f a c t ,  c a r r y  e q u i v a l e n t  m e a n ­

i n g s .  T h e  IP A  r e q u i r e m e n t  c o n c e r n i n g  p o t e n t i a l  e m p lo y e e s
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i n  L a t i n  A m e r ic a n  c o u n t r i e s  i s  f l u e n c y  i n  S p a n i s h .  So 

o f t e n  i n  p a s t  p r o j e c t s  th e  p r o b le m  o f  c o m m u n ic a t io n  h a s  

c a u s e d  d i f f i c u l t i e s  i n  i n t e r p e r s o n a l  r e l a t i o n s  a n d  h a s  

j e o p a r d i z e d  t h e  o u tc o m e  o f  t h e  e n t i r e  p r o g r a m .  A l s o ,  

th e  d i f f i c u l t y  o f  w o r k in g  t h r o u g h  a  t r a n s l a t o r ,  w ho m ay 

n o t  u n d e r s t a n d  o n e  l a n g u a g e  a s  w e l l  a s  t h e  o t h e r ,  c a n  

c h a n g e  a  m e a n in g  i n  t r a n s l a t i o n  w h ic h  t h e  w o r k e r  d i d  n o t  

i n t e n d .  F o r  e x a m p le  OBA, w h ic h  m e a n s  k i n g  i n  Y o r u b a ,  

a  w e s t e r n  N i g e r i a n  d i a l e c t ,  m u s t  n o t  b e  c o n f u s e d  w i t h  

OBA, w h ic h  m e a n s  m o n k e y . A n o t h e r  a r e a  o f  s e m a n t i c s  w o u ld  

b e  t h e  d e f i n i t i o n  o f  t i t l e s .  I n  N i g e r i a  a  p r o f e s s o r  

i m p l i e s  t h e  m e a n in g  o f  a  u n i v e r s i t y  d e p a r t m e n t  h e a d ,  

w h i l e  i n  t h e  U n i t e d  S t a t e s  a  p r o f e s s o r  m ay b e  a  c o l l e g e  

o r  u n i v e r s i t y  t e a c h e r .  T h e r e f o r e ,  t h e  c o m m u n ic a t io n  

s k i l l s  n e e d  t o  b e  a s  s im p le  a n d  d i r e c t  a s  t h e  s i t u a t i o n  

d em an d s  a n d  a r e ,  n e c e s s a r i l y ,  d e p e n d e n t  o n  t h e  s o c i e t y ,  

i t s  v a l u e s ,  a n d  c u s to m s .

I t  i s  i m p o r t a n t  t o  re m e m b e r  t h a t  t h e  A m e r ic a n  

c u l t u r e  i s  o n e ' am ong m a n y . O u r s o c i e t y  h a s  a d v a n t a g e s  

a n d  d i s a d v a n t a g e s  i n  c o m p a r in g  i t  t o  o t h e r  c u l t u r e s .

T h e  f a c t o r  o f  t h e  i n d i v i d u a l  b e i n g  a b l e  t o  a d a p t  t o  a  

c r o s s - c u l t u r a l  s i t u a t i o n  i s  o f  e x t r e m e  i m p o r t a n c e  t o  t h e  

s e l e c t i o n  p r o g r a m  o f  t h e  I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a ­

t i o n .  I t  i s  t h e  a p p l i c a n t ' s  r e s p o n s i b i l i t y  t o  c h a n g e  h i s



p a t t e r n s  t o  h i s  new  e n v i r o n m e n t .  A l l  t o o  o f t e n  t h e  r e v e r s e  

i s  t r u e  o f  A m e r ic a n s  l i v i n g  a b r o a d .  T h e  c a n d i d a t e  s h o u l d  

b e  a  s t u d e n t  o f  a n t h r o p o l o g y  i n  a  p r a c t i c a l  s e n s e  f o r  h e  

m u s t  u n d e r s t a n d  t h e  h i s t o r i c a l  p a t t e r n s ,  m o r a l  c u s to m s ,  

l i v i n g  s t a n d a r d s ,  r e l i g i o u s  i d e a l s ,  a n d  w o rk  h a b i t s  o f  h i s  

i n d i g e n o u s  p o p u l a t i o n .  I f  h e  i s  u n a b l e  t o  u n d e r s t a n d  t h e  

new  c u l t u r e ,  i t  i s  h i s  r e s p o n s i b i l i t y  t o  a c c e p t  i t  i n  a  

f r a n k  a n d  o p e n  m a n n e r .  An a p p l i c a n t  m u s t  b e  a b l e  t o  w o rk  

u s i n g  l o c a l  m e t h o d s . A s t a t e  o f  r a p p o r t  m u s t  b e  d e v e l o p e d  

b e tw e e n  t h e  e x p a t r i a t e  a n d  t h e  h o s t  c o u n t r y .

O nce t h e  a p p l i c a n t  c a n  b e g i n  t o  u n d e r s t a n d  som e o f  

t h e  r e l a t i o n s h i p s  b e tw e e n  c u l t u r a l  v a l u e s  a n d  a d m i n i s t r a ­

t i v e  a n d  e c o n o m ic  p r o b l e m s , n o  f a c t o r s  c a n  b e  c o n s i d e r e d  

a l o n e .  I t  i s  n o t  g o o d  e n o u g h  f o r  t h e  a p p l i c a n t  t o  a p p l y  

e x p e r i e n c e  l e a r n e d  i n  t h e  d e v e lo p e d  c o u n t r i e s  t o  t h o s e  

i n  d e v e l o p i n g  o n e s ,  w i t h o u t  c o n s i d e r i n g  t h e  v a l u e s ,  t r a d i ­

t i o n s  a n d  c h a r a c t e r i s t i c s  o f  t h a t  s o c i e t y  a n d  t h e n  m o d i f y ­

i n g  o r  c h a n g in g  h i s  t e c h n i q u e s  o r  m e th o d s  t o  m e e t  t h e  new  

a n d  d i f f e r e n t  n e e d s .  One o f  t h e  m a j o r  f u n c t i o n s  o f  t h e  

a p p l i c a n t  s h o u l d  b e  t o  h e l p  t h e  h o s t  c o u n t r y  i d e n t i f y  i t s  

m a jo r  n e e d s  a n d  o b j e c t i v e s , t o  a s s e s s  i t s  ow n c a p a b i l i t i e s  

t o  m e e t  t h e s e  o b j e c t i v e s ,  a n d  t o  d e t e r m i n e  i n  w h a t  m a n n e r  

i t  s h o u l d  p r o c e e d  to w a r d  a c h i e v i n g  i t s  g o a l s .  To d o  t h i s ,  

t h e  a p p l i c a n t  m u s t  n o t  o n l y  b e  v e r y  c o m p e te n t  i n  h i s  own 

s p e c i a l i z e d  f i e l d  i n  w h ic h  h e  i s  w o r k i n g ,  b u t  a l s o  h a v e  a n
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i d e a  o r  f e e l i n g  o f  w h a t  i s  t a k i n g  p l a c e  i n  o t h e r  f a c e t s  o f  

th e  s o c i e t y .

I n  su m m a ry , IPA  a t t e m p t s  th e  c o m p l i c a t e d  a n d  d i f ­

f i c u l t  s e l e c t i o n  p r o c e s s  f o r  i n t e r n a t i o n a l  p o s i t i o n s .

T h e  p e r c e n t a g e  o f  p r o s p e c t i v e  a p p l i c a n t s  who m e e t  t h e  

q u a l i f i c a t i o n s  i s  q u i t e  s m a l l .  T h e r e f o r e ,  a l l  a p p l i c a n t s  

who a r e  s e r i o u s l y  c o n s i d e r e d  b y  t h e  I n s t i t u t e  u s u a l l y  

h a v e  h a d  e x p e r i e n c e  i n  m o re  t h a n  o n e  a r e a  o f  i n t e r n a t i o n a l  

e m p lo y m e n t. T h e  s u c c e s s  o r  f a i l u r e  o f  t h e  p r o j e c t s  d e ­

p e n d s  o n  t h e  c h a r a c t e r  a n d  t e c h n i c a l  c o m b i n a t i o n  o f  t h e  

a p p l i c a n t .  I t  i s  f o r  t h i s  v e r y  r e a s o n  t h a t  IPA  p l a c e s  s o  

m uch e m p h a s is  o n  t h e  s e l e c t i o n  p r o c e s s . A l th o u g h  I  w as 

n o t  i n  t h e  p o s i t i o n  t o  m ak e  f i n a l  d e c i s i o n s  o n  i n d i v i d u a l s  

a p p l y i n g  f o r  s p e c i f i c  jo b  p l a c e m e n t ,  I  w as a b l e  t o  o b s e r v e  

t h e  s e l e c t i o n  p r o c e d u r e  i n  i t s  i n i t i a l  s t a g e s ,  a n d  w o u ld  

h a v e  b e e n  b e t t e r  a b l e  t o  a s s e s s  t h e  p r o c e s s  i f  my i n t e r n ­

s h i p  w o u ld  h a v e  b e e n  o f  a  l o n g e r  d u r a t i o n .

C o v e r  L e t t e r

W ith  t h i s  b a s i c  u n d e r s t a n d i n g  o f  t h e  r e q u i r e m e n t s  

f o r  o v e r s e a s  e m p lo y m e n t ,  i t  i s  now a p p r o p r i a t e  t o  d i s c u s s  

t h e  d i f f e r e n t  p h a s e s  o f  r e c r u i t m e n t  n e c e s s a r y  i n  s e l e c t ­

i n g  t h e  c a n d i d a t e s . T h e  i n i t i a l  p h a s e  i s  t o  p r o v i d e  a  

s u f f i c i e n t  q u a n t i t y  o f  q u a l i t y  a p p l i c a n t s  t o  m ake t h e
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s e l e c t i o n  p r o c e s s  w o r t h  t h e  e f f o r t .  A b rah am  H a s lo w  h a s  

s u c c i n c t l y  d e s c r i b e d  t h e  s e l e c t i o n  p r o c e s s  a s  a  " r e d u c ­

t i v e  p r o c e s s  b y  w h ic h  a n  a p p l i c a n t  p o p u l a t i o n  t h a t  

p r e s u m a b ly  c o n t a i n s  a  r e p r e s e n t a t i v e  p r o p o r t i o n  o f  t h e  

p e o p l e  w i t h  t h e  s k i l l s  a n d  t h e  a b i l i t i e s  r e q u i r e d  b y  t h e  

e m p lo y e r  i s  s e p a r a t e d  o u t  o f  a  u n i v e r s e  o f  w o r k e r s , " '*  

T h e r e f o r e  t h e  f i r s t  p h a s e  i n  t h e  IP A  r e c r u i t m e n t  p r o g r a m  

w as t o  co m p o se  a  c o v e r  l e t t e r  a n d  jo b  d e s c r i p t i o n s  o f  

t h e  p o s i t i o n s  i n  U g a n d a  a n d  N i g e r i a  a n d  t o  s e n d  t h i s  p a c k e t  

o f  m a t e r i a l  t o  a p p r o x i m a t e l y  t h r e e  h u n d r e d  u n i v e r s i t y  a n d  

c o l l e g e  d e p a r t m e n t s  o f  b u s i n e s s  a n d  p u b l i c  a d m i n i s t r a t i o n .

T h e  c o v e r  l e t t e r  i s  e s s e n t i a l l y  t h e  m o s t  i m p o r t a n t  

s e c t i o n  i n  t h e  r e c r u i t m e n t  p r o c e s s  f o r  t h e  f o l l o w i n g  

r e a s o n s :

1 .  T he  c o v e r  l e t t e r  i s  t h e  i n i t i a l  c o n t a c t  w i t h  

t h e  r e c r u i t i n g  a g e n c y .

2 .  I t  m u s t  b e  s h o r t  a n d  s u c c i n c t  t o  a l l o w  t h o s e  

r e a d i n g  i t  t o  q u i c k l y  a n d  e a s i l y  u n d e r s t a n d  t h e  m a in  a im s  

o f  t h e  p r o g r a m .

3. I t  m u s t  h o l d  t h e  r e a d e r ’ s i n t e r e s t .

Ij., I t  m u s t  b e  d i r e c t  a n d  c o n c i s e .

^ A b ra h a m  P . M a s lo w , M e a s u re m e n t  i n  t h e  S e l e c t i o n  
a n d  D e v e lo p m e n t P r o c e s s  (m o n o g ra p h  Mo. 2 1 ) ,  New Y o rk ,
1 9 6 2 , p .  1 2 1 .
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A t t a c h e d  t o  t h e  c o v e r  l e t t e r s  a r e  t h e  s p e c i f i c  jo b  

d e s c r i p t i o n s  f o r  e a c h  o f  t h e  p o s i t i o n s  a v a i l a b l e  i n  

U g a n d a  a n d  N i g e r i a .  I n  e s s e n c e ,  t h e s e  a r e  jo b  a n d  m an 

s p e c i f i c a t i o n s  w h ic h  d e s c r i b e  t h o s e  c h a r a c t e r i s t i c s  o f  

t h e  p o s i t i o n s  i n  q u e s t i o n .  T h e s e  d e s c r i p t i o n s  d e a l  w i t h  

t h e  m inim um  q u a l i f i c a t i o n s  f o r  t h e  p r o s p e c t i v e  p e r s o n n e l  

a n d  a r e  d i v i d e d  u n d e r  t h e  a r e a s  o f  p r o j e c t ,  t i t l e ,  l o c a ­

t i o n ,  a n d  jo b  q u a l i f i c a t i o n s .  T h e  s e c t i o n  e n t i t l e d  jo b  

q u a l i f i c a t i o n  i n c l u d e s  a  jo b  su m m ary  w h ic h  p r e s e n t s  i n  

a  c o n c i s e  f o r m  t h e  e s s e n t i a l  a n d  d i s t i n g u i s h i n g  c h a r a c t e r ­

i s t i c s  o f  t h e  o c c u p a t i o n  f o r  c o n s i d e r a t i o n ;  t h e  m in im um  

r e q u i r e m e n t s  f o r  t h e  j o b ;  a n d  t h e  m axim um  s a l a r y  s c h e d u l e  

t o  b e  p a i d  i n  o r d e r  t o  s t i p u l a t e  t h e  t o p  s a l a r y  a l l o w e d  

b y  IP A  t o  e n c o u r a g e  o r  d i s c o u r a g e  p r o s p e c t i v e  e m p lo y e e s  

a c c o r d i n g  t o  t h e i r  p r e s e n t  s a l a r i e s . I n  c o n j u n c t i o n  w i t h  

t h e  c o v e r  l e t t e r ,  a l l  j o b  d e s c r i p t i o n s  i n c l u d e  nam es a n d  

a d d r e s s e s  f o r  t h e  i n d i v i d u a l  t o  s e n d  h i s  c u r r i c u l u m  v i t a  

i f  a n y  o f  t h e  p o s i t i o n s  i s  o f  i n t e r e s t .

To c o m p i le  t h e s e  jo b  d e s c r i p t i o n s  IP A  f o l l o w s  a  

p r a c t i c e  o f  s e n d i n g  a  s t a f f  m em ber o n  a  s h o r t  m i s s i o n ,  

o r  o b s e r v a t i o n  t r i p ,  t o  t h e  c o n t r a c t  l o c a t i o n .  T h i s  

a l l o w s  o n e  o f  IP A ’ s  s t a f f  t o  s t u d y  t h e  p r o b le m s  o n  t h e  

s p o t  a n d  t h e n  r e p o r t  t h e  n e c e s s a r y  r e q u i r e m e n t s  a n d  a t t i ­

t u d e s  t o  t h e  New Y o rk  o f f i c e . I n  r e l a t i o n  t o  t h e  U g a n d a
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c o n t r a c t ,  D r .  S u m m e r s k i l l ,  p a s t  p r e s i d e n t  o f  S a n  F r a n c i s c o  

S t a t e  C o l l e g e ,  m ade s u c h  a  r e c o n n a i s s a n c e  t r i p .  T h e  i n f o r ­

m a t i o n  c o n t a i n e d  i n  t h e  jo b  d e s c r i p t i o n s  w as  o b t a i n e d  

f r o m  h i s  r e p o r t s .  IP A  h a d  p r e v i o u s  p r o j e c t s  i n  N i g e r i a  

a n d  r e l i e d  o n  th e m  f o r  b a s i c  i n f o r m a t i o n .

A l s o ,  i f  a t  a l l  p o s s i b l e ,  t h e  h o s t  c o u n t r y  a g e n c y  

s u p p l i e s  i t s  r e q u i r e m e n t s  f o r  t h e  p o s i t i o n s .  H o w e v e r , 

t h e y  a r e  o f t e n t i m e s  r e l u c t a n t  t o  s p e c i f y  t h e  e x a c t  r e q u i r e ­

m e n ts  o f  t h e  j o b ,  f o r  t h e  m i n i s t r i e s  u s u a l l y  a r e  u n s u r e  

o f  t h e  j o b .  I n s t e a d ,  c i v i l  s e r v a n t s  p r e f e r  t o  s e l e c t  f r o m  

a  l i s t  o f  f i n a l  c a n d i d a t e s  a n d  t h e i r  q u a l i f i c a t i o n s . T h i s  

a f f o r d s  t h e  w i d e s t  d e g r e e  o f  l a t i t u d e  o f  c h o i c e  i n  t h e i r  

s e l e c t i o n  p r o c e s s .  U n f o r t u n a t e l y ,  t h i s  p r o c e s s  i s  t im e  

c o n s u m in g  a n d  e x c e l l e n t  c a n d i d a t e s  a r e  l o s t  i n  t h i s  

m a n n e r .

As a  r e s u l t ,  jo b  d e s c r i p t i o n s  a r e  o f t e n  s i m p l e  a n d  

a m b ig u o u s  i n  o r d e r  t o  a t t r a c t  t h e  g r e a t e s t  n u m b e r  o f  

r e p l i e s . I n  e s s e n c e ,  t h e s e  jo b  d e s c r i p t i o n s  a r e  b r i e f  

a d m i n i s t r a t i v e  d o c u m e n ts  w h ic h  do  n o t  g o  i n t o  s u f f i c i e n t  

d e t a i l  t o  e n a b l e  e i t h e r  a p p l i c a n t  o r  s e l e c t o r s  t o  e v a l u ­

a t e  t h e  s o c i o l o g i c a l  a n d  a n t h r o p o l o g i c a l  f a c t o r s  o f  t h e  

jo b  s e t t i n g .  H o w e v e r  b r i e f ,  t h e  d e s c r i p t i o n s  s h o u l d  

i n c l u d e  som e p e r s o n a l i t y  r e q u i r e m e n t s ,  t e c h n i c a l  q u a l i f i ­

c a t i o n s ,  e x p e r i e n c e ,  a n d  c o n d i t i o n s  o f  s e r v i c e .

F i n a l l y ,  t h e  jo b  d e s c r i p t i o n s  s h o u l d  b e  c i r c u l a t e d  

t o  a l l  p e r s o n s  i n v o l v e d  i n  t h e  s e l e c t i o n  p r o c e s s ,  s u c h  a s



t h o s e  who n o m in a te  a n d  f u r n i s h  t h e  i n f o r m a t i o n  a b o u t  t h e  

c a n d i d a t e ,  t h o s e  who i n t e r v i e w  h im ,  a n d  t h o s e  who a r e  

i n v o l v e d  i n  t h e  d e c i s i o n - m a k i n g  p r o c e s s  c o n c e r n i n g  t h e  

a p p l i c a n t .  ( P l e a s e  s e e  a t t a c h e d  c o v e r  l e t t e r  a n d  jo b  

d e s c r i p t i o n . )

A f t e r  t h e  i n i t i a l  c o n t a c t  h a d  b e e n  m ade w i t h  t h e  

c o l l e g e s  a n d  u n i v e r s i t y  d e p a r t m e n t s  o f  b u s i n e s s  a n d  

p u b l i c  a d m i n i s t r a t i o n ,  t h e  I n s t i t u t e  b e g a n  t o  r e c e i v e  

c u r r i c u l u m  v i t a e ,  o r  r e s u m e s ,  f r o m  i n t e r e s t e d  p a r t i e s ,  

a n d  t h i s  w as  t h e  b e g i n n i n g  o f  t h e  s e c o n d  p h a s e  o f  t h e  

s e l e c t i o n  p r o c e s s .  F o r t u n a t e l y ,  t h e s e  c u r r i c u l u m  v i t a e  

w e re  o f  t h e  h i g h e s t  q u a l i t y  a n d  d e a l t  w i t h  p e o p l e  a t  t h e  

e x e c u t i v e  l e v e l  i n  o t h e r  a g e n c i e s  o r  c o m p a n ie s .

B r i e f  S u m m a r ie s  o f  C a n d i d a t e s  f o r  
U g a n d a  a n d  N i g e r i a n  P o s i t i o n s

H o w e v e r , t h e  f o l l o w i n g  s t a g e s  o f  t h e  s e l e c t i o n  

p r o c e s s  w e re  m o re  d i f f i c u l t  a s  i t  i s  h a r d  t o  c h o o s e  am ong 

m any  c a n d i d a t e s  who c o u l d  f u l f i l l  t h e  r e q u i r e m e n t s  o f  t h e  

j o b .  IP A  b e l i e v e s  i n  a s k i n g  f o r  r e f e r e n c e s  o n l y  i f  t h e y  

a r e  d e f i n i t e l y  i n t e r e s t e d  i n  t h e  c a n d i d a t e  a n d ,  a s  a  

r e s u l t ,  I  c o u l d  u s e  o n l y  t h e  i n f o r m a t i o n  o b t a i n e d  f r o m  t h e  

v i t a e .  I t  w as  my jo b  t o  s o r t  t h r o u g h  t h e  c a n d i d a t e s  a n d  

a d v i s e  D r .  C a n n o n  a s  t o  t h e  a v a i l a b i l i t y ,  q u a l i t i e s ,  a n d  

d i s a d v a n t a g e s  o f  e a c h  c a n d i d a t e .  I  w o u ld  w r i t e  a  s y n o p s i s  

o f  e a c h  c a n d i d a t e ’ s  b a c k g r o u n d  f o r  e a s y  r e v i e w  o f  h i s
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The I n s t i t u t e  o f P u b lic  A d m in is tra tio n  expects to  under­
take a management t r a in in g  program fo r  m iddle to  top o f f i c i a l s  of 
U ganda's p u b lic  c o rp o ra tio n s  and agencies through a c o n tra c t w ith  
the U nited S ta te s  Agency fo r In te rn a t io n a l  Development. The p ro ­
gram w il l  be conducted through the  dynamic Ugandan I n s t i t u t e  o f 
P u b lic  A d m in is tra tio n , which i s  re sp o n s ib le  d i r e c t ly  to the  O ffice  
o f P re s id e n t and i s  lo c a te d  in  Kampala.

S ince the  Ugandan government i s  r e le a s in g  o f f i c i a l s  fo r  
a two- to  three-m onth  sem inar on O ctober 15, 1970, IPA hopes to  
r e c r u i t  ra p id ly  to  f i l l  the  fo llow ing  p o s i t io n s :

1. C hief o f P a rty  (minimum, tw o-year to u r o f d u ty ) ,
2 . A younger management s p e c ia l i s t  who w i l l  w rite

cases  and p rep are  o th e r  t r a in in g  m a te r ia ls  
(minimum, tw o-year to u r o f d u ty ) ,

3. Two v i s i t i n g  p ro fe s so rs  fo r  two to  th re e  months.

In  a d d it io n , IPA has a lso  been approached by AID to  
r e c r u i t  the  fo llow ing  p ro fe s so rs  fo r a N ig erian  u n iv e rs i ty :

1. P ro fe sso r  o f  A ccounting, Ahmadu B ello  U niver­
s i t y ,  Z a r ia , N orthern  S ta te ,  N ig e ria , A frica  
(minimum, tw o-year to u r o f d u ty ) ,

2 . A sso c ia te  P ro fe sso r  in  P ro d u ctio n  Management
and B usiness Economics, Ahmadu B ello  U niver­
s i t y ,  Z a r ia ,  N orthern  S ta te ,  N ig e ria , A fr ic a  
(minimum, tw o-year to u r  o f d u ty ) ,

3. A sso c ia te  P ro fe sso r  o f I n d u s t r ia l  R e la tio n s ,
U n iv e rs ity  o f Lagos, Lagos, Lagos S ta te ,  
N ig e ria , A fr ic a  (minimum, tw o-year to u r of 
d u ty .



•2 -
4 3

The a tta c h e d  s ta tem en ts  p rov ide  a d d it io n a l  in fo rm atio n  
concerning th e se  p o s i t io n s .  Should you know o u ts tan d in g  c a n d id a te s , 
p lease  urge them to  send cu rricu lum  v i ta e  to  me a t  IPA, 55 West 44 
S t r e e t ,  New York, N. Y. 10036, and to  Derek S in g e r, IPA, 1250 
C onnecticu t Avenue, N. W., S u ite  360, W ashington, D.C. 20036.

Your c o n s id e ra tio n  i s  g r e a t ly  a p p re c ia te d .

S in c e re ly ,

Mark W. Cannon 
D irec to r

MWC|b
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T i t l e : C hief o f P a r ty .

L o c a tio n : I n s t i t u t e  o f P u b lic  A d m in is tra tio n , Kampala, Uganda.

Time: O ctober 15, 1970, o r  as soon th e r e a f te r  as p o s s ib le ;
i n  any c ase , by Jan u ary  1971, fo r  a t  l e a s t  a tw o-year p e r io d .

Job Q u a l i f i c a t io n s : This p o s i t io n  i s  s im ila r  to  th e  chairm an­
sh ip  o f a sm all u n iv e r s i ty  departm ent o r d i r e c to r s h ip  o f  a  p u b lic  s e rv ic e  
management t r a in in g  program , and would be h e ld  fo r  a two- or th re e -y e a r  
p e r io d , beg inn ing  no l a t e r  th an  December 1970. I t  i s  p r e fe ra b le  th a t  
c an d id a te s  have th e  d o c to ra te ,  te ach in g  background, and ex p erien ce  in  a  
develop ing  c o u n try , h o p e fu lly  in  A fr ic a .

This p e rso n  w i l l  c o o rd in a te  developm ent o f  te ach in g  m a te r ia ls ,  
sch ed u lin g  and a ssu rin g  p ro d u c tiv e  use o f  two p a i r s  o f v i s i t i n g  p ro fe s so rs  
each f a l l  and s p r in g , d e s ig n  sem inars fo r  m iddle and top government 
o f f i c i a l s ,  a s su re  e f f e c t iv e  u t i l i z a t i o n  and developm ent o f Ugandan c o u n te r­
p a r t s ,  and w hatever e l s e  i s  n ecessa ry  to  a ssu re  h ig h  im pact from th e  manage­
ment developm ent p rogram s.

S a la ry  maximum i s  a  m odest in c re a s e  over h ig h e s t  re c e n t  income 
p lu s  a  te n  p e rc e n t p o s t  d i f f e r e n t i a l ,  h ousing , c h i ld r e n 's  ed u ca tio n , s h ip ­
p in g , s to ra g e , h e a lth  in su ra n c e , TIAA/CREF re tire m e n t and o th e r  b e n e f i t s .

P le a se  send cu rricu lu m  v i t a e  to :

Mark W. Cannon, D ire c to r  
I n s t i t u t e  o f P u b lic  A d m in is tra tio n  
55 West 44 th  S t r e e t  
New Y ork, New York 10036

and

Derek S. S in g er
I n s t i t u t e  o f  P u b lic  A d m in is tra tio n  
1250 C o nnec ticu t Avenue, N.W.
W ashington, D.C. 20036

P ro je c t; Management tra in in g  for middle- to top- leve l
government o f f ic ia ls  in  Uganda.

September 11, 1970
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T i t l e : V is i t in g  P ro fe sso r  (2 ) .

L o c a tio n : I n s t i t u t e  o f P u b lic  A d m in is tra tio n , Kampala, Uganda.

Time: O ctober 15, 1970, or as soon th e r e a f te r  as p o s s ib le ,
fo r  a two- to  th ree-m onth  p e r io d .

Job  Q u a l i f i c a t io n s : The two s h o r t- te rm  sem inar d i r e c to r s
should  be h ig h ly  know ledgeable about management s k i l l s  and te ch n iq u es , 
a t  l e a s t  one having rea so n ab ly  good knowledge o f developm ental p lan n in g  
p ro c e sse s . They should  be d o c to ra l  le v e l  w ith  u n iv e r s i ty  o r management 
te ach in g  ex p e rien c e . I t  i s  d e s ir a b le  th a t  they  have worked in  d evelop ­
ing  c o u n tr ie s ,  p a r t i c u l a r ly  in  A fr ic a . Both in d iv id u a ls  shou ld  be p e r ­
so n ab le , s e n s i t iv e  and s ta b l e .  They should  ad ap t and r e l a t e  m a te r ia ls  
to  Uganda and i t s  n e ed s .

The fo llo w in g  s u b je c ts  a re  expected  to  be covered by the  
f i r s t  p a i r  o f v i s i t i n g  p ro fe s s o r s :

(a) Management c o n tro l o f  peop le  in  o rg a n iz a tio n ; (b) Man­
agement p r in c ip le s ;  (c ) The a d m in is tra to r  and h is  r o le  i n  th e  o rg a n iz a ­
t io n ;  (d) Modern developm ent p lan n in g  te ch n iq u es ; (e) Development o f 
a d m in is tra tio n ; ( f )  The a r t  o f  le a d e rs h ip ; (g) P u b lic  fin a n c e ; (h) 
Methods and tech n iq u es  o f com m unications.

The s a la ry  i s  app rox im ate ly  th e  h ig h e s t  re c e n t  s a la ry ,  p lu s  
$24 p er diem.

P ro je c t: Management tra in in g  for middle- to top -level
government o f f ic ia ls  in  Uganda.

P lea se  send cu rricu lu m  v i t a e  to :

Mark W. Cannon, D ire c to r  
I n s t i t u t e  o f  P u b lic  A d m in is tra tio n  
55 West 4 4 th  S t r e e t  
New York, New York 10036

and

Derek S. S in g er
I n s t i t u t e  o f P u b lic  A d m in is tra tio n  
1250 C o n n ec ticu t Avenue, N.W. 
W ashington, D.C. 20036

Septem ber 11, 1970
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T i t l e : Case W rite r .

L o c a tio n ; I n s t i t u t e  o f  P u b lic  A d m in is tra tio n , Kampala, Uganda.

Time; O ctober 15, 1970, o r as soon th e r e a f t e r  as p o s s ib le ,  
fo r  a t  l e a s t  a tw o-year p e r io d .

Job Q u a l i f ic a t io n s : The main r e s p o n s ib i l i ty  o f  th i s  pe rso n
would be to  develop th e  te ac h in g  m a te r ia ls  i n  th e  Ugandan c o n te x t, p a r t i c ­
u la r ly  case  s tu d ie s  concern ing  b u s in e ss  and p u b lic  management. He must be 
ab le  to  id e n t i f y  w ith  th e  Ugandans in  o rd e r to  und ers tan d  government o p e ra ­
t io n s  a t  bo th  n a t io n a l  and lo c a l  l e v e l s .  I t  i s  p re fe r re d  th a t  th e  w r i te r  
should have a d o c to ra te ,  o r be com pleting h is  d o c to ra te .  However, a 
m a s te r 's  degree  w ith  o u ts ta n d in g  competency and, i f  p o s s ib le ,  ap p lied  r e ­
sea rch  and w r it in g  e x p e rien c e , can a lso  q u a l i fy .

The s a la ry  fo r  t h i s  p o s i t io n  i s  n e g o tia b le .

P ro je c t; Management tra in in g  fo r middle- to top -level
government o f f ic ia ls  in  Uganda.

P lease  send cu rricu lu m  v i t a e  to :

Mark W. Cannon, D ire c to r  
I n s t i t u t e  o f  P u b lic  A d m in is tra tio n  
55 West 4 4 th  S t r e e t  
New York, New York 10036

and

Derek S . S inger
I n s t i t u t e  o f P u b lic  A d m in is tra tio n  
1250 C onnecticu t Avenue, N.W. 
W ashington, D.C. 20036

September 11, 1970
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T i t l e : A sso c ia te  P ro fe s s o r  o f I n d u s t r i a l  R e la t io n s .

Time: The p o s i t io n  should  be f i l l e d  as soon as p r a c t ic a b le .
However, c an d id a te s  n o t a v a i la b le  fo r  a y e a r  m ight s t i l l  be acc e p ted .

Job Q u a l i f ic a t io n s : A person  w ith  ex p erien ce  in  I n d u s t r i a l
R e la tio n s , Data P ro ce ss in g , and r e la te d  f i e l d s . I t  would be advan­
tageous fo r  th e  a p p lic a n t  to  have worked in  th e  b u s in e ss  s e c to r  o f 
th e  economy in  th e se  a r e a s .  The p o s i t io n  r e q u ire s  e x c e p tio n a l te a c h ­
ing  a b i l i t y  in  o rd e r to  convey tech n iq u es  in  I n d u s t r i a l  R e la tio n s  and 
Data P ro cessin g  to  N ig e rian  government o f f i c i a l s ,  b u s in e ss  e x ec u tiv e s  
and s tu d e n ts .

S a la ry  maximum is  a modest in c re a s e  over h ig h e s t  re c e n t 
income p lu s  a 10 p e rc en t p ost d i f f e r e n t i a l ,  h o u sin g , c h i ld r e n 's  
ed u ca tio n , sh ip p in g , s to ra g e , h e a lth  in su ra n c e , TIAA/CREF r e t i r e ­
ment, and o th e r  b e n e f i t s .

P lease  send cu rricu lu m  v i t a e  to :

P ro je c t: A teaching p o sitio n  in In d u s tr ia l  Relations and Data
Processing a t Lagos U niversity , Lagos, Lagos S ta te , N igeria.

Mark W. Cannon, D ire c to r  
I n s t i t u t e  o f P u b lic  A d m in is tra tio n  
55 West 44 th  S t r e e t  
New York, New York 10036

and

Derek S . S in g e r
I n s t i t u t e  o f P u b lic  A d m in is tra tio n  
1250 C o n n ec ticu t Avenue, N. W. 
W ashington, D. C. 20036

Septem ber 11, 1970
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T i t l e : P ro fe s so r  o f A ccounting .

Time: The p o s i t io n  should  be f i l l e d  as soon as p r a c t ic a b le .
However, c a n d id a te s  n o t a v a i la b le  fo r  a y e a r  m ight s t i l l  be a cc e p ted .

Job Q u a l i f i c a t io n s : A person  w ith  s e n io r  ex p erien ce  in
acco u n tin g . By N ig e rian  s ta n d a rd s , a p ro fe s s o r  shou ld  be th e  c a l ib r e  
o f person  who m ight be s e le c te d  to  be a departm ent head. T h e re fo re , 
he must be an e x p e r t in  many phases o f  acco u n tin g . The p o s i t io n  
re q u ire s  e x c e p tio n a l te a c h in g  a b i l i t y  in  o rd e r  to  convey acco u n tin g  
p r in c ip le s  to  N ig e rian  government o f f i c i a l s  and s tu d e n ts .

A d o c to ra te  in  acco u n tin g  would be p r e f e r r e d ,  though th o se  
w ith o u t one may be c o n s id e re d .

S a la ry  maximum i s  a modest in c re a s e  over h ig h e s t  re c e n t 
income, p lu s a 10 p e rc e n t p o s t d i f f e r e n t i a l ,  h o u sin g , c h i ld r e n 's  
e d u ca tio n , sh ip p in g , s to ra g e , h e a l th  in su ra n c e , TIAA/CREF re tire m e n t 
and o th e r  b e n e f i t s .

P le a se  send cu rricu lu m  v i t a e  to :

Mark U. Cannon, D ire c to r  
I n s t i t u t e  o f P u b lic  A d m in is tra tio n  
55 West 44 th  S t r e e t  
New York, New York 10036

and

Derek S. S in g e r
I n s t i t u t e  o f  P u b lic  A d m in is tra tio n  
1250 C o n n ec ticu t Avenue, N. H.
W ashington, D. C. 20036

P ro je c t: A teaching p o sitio n  in  accounting a t Ahmadu Bello
U niversity , Z aria, Northern S ta te , N igeria , A frica .

September 11, 1970
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T i t l e : A sso c ia te  P ro fe s s o r  in  P ro d u ctio n  Management and
B usiness Economics.

Time: The p o s i t io n  should  be f i l l e d  as soon as p r a c t ic a b le .
However, c an d id a te s  n o t a v a i la b le  fo r  a y e a r m ight s t i l l  be a c c e p ta b le .

Job Q u a l i f i c a t io n s : This in d iv id u a l  shou ld  have p r a c t i c a l
ex p erien ce  in  p ro d u c tio n  o p e ra tio n s  o r  b u s in e ss  management. The 
p o s i t io n  re q u ire s  e x c e p tio n a l te a c h in g  a b i l i t y  in  o rd e r  to  convey 
p ro d u c tio n  tech n iq u es  and b u s in e ss  management to  N ig e rian  b u s in e ss  
e x ec u tiv e s  and s tu d e n ts .

A d o c to ra te  in  e i t h e r  f i e l d  i s  p r e f e r r e d ,  though th o se  
w ith  good p ro d u c tio n  o r  b u s in e ss  backgrounds may be c o n s id e re d .

S a la ry  maximum i s  a m odest in c re a s e  over h ig h e s t  re c e n t 
income p lus a 10 p e rc en t p o s t d i f f e r e n t i a l ,  housing , c h i ld r e n 's  
e d u c a tio n , sh ip p in g , s to ra g e , h e a l th  in su ra n c e , TIAA/CREF re tire m e n t 
and o th e r  b e n e f i t s .

P lea se  send cu rricu lu m  v i t a e  to :

P ro je c t: A teaching position  in Production Management and
Business Economics, Ahmadu Bello U niversity , Z aria, Northern S ta te ,
N igeria, A frica .

Mark W. Cannon, D ire c to r  
I n s t i t u t e  o f P u b lic  A d m in is tra tio n  
55 West 4 4 th  S t r e e t  
New Y ork, New York 10036

and

Derek S. S in g e r
I n s t i t u t e  o f  P u b lic  A d m in is tra tio n  
1250 C o nnec ticu t Avenue, N.U. 
W ashington, D. C. 20036

September 11, 1970
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q u a l i f i c a t i o n s .  T h e s e  s u m m a r ie s  w e re  d i v i d e d  i n t o  t h e  

a r e a  o f  a g e ,  w o rk  e x p e r i e n c e , a c a d e m ic  e x p e r i e n c e , c o n ­

s u l t  a n t s h i p s  , a n d  o u t s i d e  a c t i v i t i e s  a n d  h o n o r s . W ith  

p r a c t i c e  I  w as a b l e  t o  v e r b a l l y  e x p r e s s  t h e  s t r e n g t h s  

a n d  w e a k n e s s e s  o f  a  c a n d i d a t e  b y  j u s t  r e a d i n g  a n d  i n t e r ­

p r e t i n g  h i s  c u r r i c u l u m  v i t a e .  I t  i s  a m a z in g  how w e l l  y o u  

c a n  u n d e r s t a n d  a  c a n d i d a t e  a f t e r  c o m p a r in g  h im  w i t h  o t h e r  

a p p l i c a n t s .  T h i s  w as a  v a l u a b l e  s e r v i c e  t o  D r . C a n n o n , 

f o r  h e  c o u l d  a s k  me t o  s u m m a r iz e  t h e  c a n d i d a t e s  I  f e l t  

w e re  e x c e l l e n t  f o r  t h e  p o s i t i o n s  i n  q u e s t i o n .  A l s o ,  I  

l e a r n e d  t h a t  i t  i s  b e s t  t o  h a v e  y o u r  f a c t s  c l e a r  i n  p r e ­

s e n t i n g  a  p e r s o n ’ s  b a c k g r o u n d  v e r b a l l y ,  e s p e c i a l l y  w i t h  

D r .  C a n n o n , a s  h e  w o u ld  a s k  f o l l o w u p  q u e s t i o n s  a n d  i f  

y o u  w e re  n o t  s u r e  o f  y o u r  i n i t i a l  f a c t s ,  h e  w o u ld  f i n d  

o u t  i n  a  m a t t e r  o f  s e c o n d s .  One p r i n c i p l e  im p r e s s e d  o n  

me w as t h a t  i t  i s  b e t t e r  t o  s a y  y o u  d o n ’ t  know  t h e  

a n s w e r  t o  a  q u e s t i o n ,  a n d  t h e n  f i n d  i t ,  t h a n  t o  p r e s e n t  t h e  

w ro n g  i n f o r m a t i o n .
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Curriculum Vitae
W hen r e v i e w i n g  t h e  c u r r i c u l u m  v i t a e  we f o u n d  t h a t

t h e  m a j o r i t y  o f  c a n d i d a t e s  h a d  a  P h .D . a n d  a  w e l l - b a l a n c e d

b a c k g r o u n d  i n  t h e  a b o v e  m e n t io n e d  a r e a s ,  a s  i l l u s t r a t e d  b y
/

t h e  a t t a c h e d  c o p y  o f  D r. R y a n ’ s c u r r i c u l u m  v i t a . °  U n d e r ­

s t a n d a b l y ,  t h e  b u l k  o f  t h e  a p p l i c a n t s  cam e f r o m  E a s t e r n  

a n d  M id w e s te r n  c o l l e g e s  o r  u n i v e r s i t i e s .  H o w e v e r , I  

a t t a c h e d  a  s p e c i a l  n o t e  t o  t h e  m a t e r i a l  s o  t h a t  T h e  U n i ­

v e r s i t y  o f  A r i z o n a  w o u ld  b e  i n c l u d e d  o n  t h e  r e c r u i t m e n t  

l i s t ,  b u t  t h e r e  w as  n o  r e s p o n s e  t o  t h e  c o v e r  l e t t e r  a n d  

jo b  d e s c r i p t i o n s .  P o s s i b l y  t h i s  i s  d u e  t o  t h e  f a c t  t h a t  

t h e  I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n  i s  b e t t e r  know n i n  

t h e  M id w e s t a n d  E a s t e r n  p a r t s  o f  t h e  U n i t e d  S t a t e s .

I t  i s  n e c e s s a r y  a t  t h i s  p o i n t  i n  my p a p e r  t o  d i s ­

c u s s  t h e  m e r i t s  o f  s e l e c t i o n  w i t h  h e a v y  e m p h a s i s  o n  t h e  

m a t e r i a l  p r e s e n t e d  i n  a  c u r r i c u l u m  v i t a .  T h e r e  i s  q u i t e  a  

b i t  o f  c o n t r o v e r s y  a s  t o  t h e  w o r t h  o f  a  c u r r i c u l u m  v i t a .  

W hen r e a d i n g  a  v i t a  i t  m u s t  b e  re m e m b e re d  t h a t  i t  h a s  b e e n  

w r i t t e n  b y  t h e  a p p l i c a n t ,  o r  h i s  r e p r e s e n t a t i v e ,  t o  p r e s e n t  

h i s  q u a l i f i c a t i o n s  i n  a  w ay  t h a t  s u b m i t s  h i s  b a c k g r o u n d  i n  

t h e  b e s t  p o s s i b l e  s i t u a t i o n .  A n o th e r  a s p e c t  o f  t h e  c u r ­

r i c u l u m  v i t a  i s  t h e  d i f f i c u l t y  o f  c o m p o s in g  i t  so  t h a t  i t  

w i l l  b e  a t t r a c t i v e  a n d  i n t e r e s t i n g .  T h e r e f o r e ,

^ L eo  V. R y a n , " C u r r i c u l u m  V i t a ” ( E v a n s t o n ,  1 1 1 . , 
1 9 7 0 ) ,  p p .  1 - 6 .
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a  c o m p e te n t  p r o f e s s i o n a l  a n d  e x e c u t i v e  m ay f e e l  i t  i s  

a d v i s a b l e  t o  p a y  a n  o u t s i d e  a g e n c y  t o  w r i t e  h i s  c u r r i c u l u m  

v i t a .  T h e s e  p o i n t s  l i m i t  t h e  p r o s p e c t i v e  e m p lo y e r  i n  a  

f a c t u a l  i n t e r p r e t a t i o n  o f  t h e  c a n d i d a t e ’ s  q u a l i f i c a t i o n s .  

L a t e r  i n  t h i s  p a p e r  a n  e x a m p le  o f  t h e  m is u s e  o f  a  c u r r i c ­

u lu m  v i t a  w i l l  b e  p r e s e n t e d .  A t b e s t ,  t h e  v i t a  s h o u l d  

b e  u s e d  a s  a  p r e l i m i n a r y  i n t r o d u c t i o n  o f  t h e  c a n d i d a t e ,  

a n d  o n l y  t h e n  i n  c o n j u n c t i o n  w i t h  t h e  b i o g r a p h i c a l  d a t a  

s h e e t  o r  a p p l i c a t i o n  f o r m  p r o v i d e d  b y  t h e  co m p an y  o r

a g e n c y
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B r o t h e r  L eo  V . R y a n , C . S . V . ,  P h .D  
D i r e c t o r  o f  E d u c a t i o n ,  A m e r ic a n  P r o v i n c e  

C l e r i c s  o f  S t .  V i a t o r

P r o v i n c i a l  R e s id e n c e  
110 0  F o r e s t  A v en u e  
E v a n s t o n ,  I l l i n o i s  6 0 2 0 2

P h o n e :  3 1 2  -  861|. -

Academic Preparation
B .S .  ( B u s i n e s s  A d m i n i s t r a t i o n ) ,  M a r q u e t t e  U n i v e r s i t y ,  
M ilw a u k e e ,  W i s c o n s i n ,  19lt-9
M .B .A . ( M a r k e t i n g ) ,  D e P a u l  U n i v e r s i t y ,  C h ic a g o ,  I l l i n o i s ,
1 9 5 4
P h .D . ( M a n a g e m e n t /E d u c a to n ) , S a i n t  L o u i s  U n i v e r s i t y ,  S t .  
L o u i s ,  M i s s o u r i ,  1 9 5 #
A d d i t i o n a l  G r a d u a t e  S t u d i e s :  C a t h o l i c  U n i v e r s i t y  o f

A m e r ic a  ( B u s i n e s s )
D e P a u l  U n i v e r s i t y  ( E d u c a t i o n )  
N o r t h w e s t e r n  U n i v e r s i t y  

( E d u c a t i o n )
B r a d l e y  U n i v e r s i t y  ( E d u c a t i o n )

Present Assignments
D i r e c t o r  o f  E d u c a t i o n ,  A m e r ic a n  P r o v i n c e ,  C l e r i c s  o f  S t .  

V i a t o r ,  s e r v i n g  tw o  h u n d r e d  p r o f e s s i o n a l  e d u c a t o r s  a s  
o n e  o f  s i x  c o u n s e l o r s  r e s p o n s i b l e  f o r  e s t a b l i s h i n g  
p o l i c y  a n d  c o n d u c t i n g  a f f a i r s  o f  t h e  P r o v i n c e ;  s e r v i n g  
a s  D ean  o f  S t u d i e s  f o r  m em b ers  p u r s u i n g  u n d e r g r a d u a t e  
a n d  g r a d u a t e  d e g r e e s ,  a s  P e r s o n n e l  C o o r d i n a t o r  f o r  
n e a r l y  n i n e t y  s e c o n d a r y  s c h o o l  t e a c h e r s ,  a n d  a s  a  
C o o r d i n a t i n g  S u p e r i n t e n d e n t  f o r  f i v e  h i g h  s c h o o l s  i n  
I l l i n o i s  a n d  o n e  i n  N e v a d a , a n d  r e s p o n s i b l e  f o r  c o n ­
t i n u i n g  e d u c a t i o n  f o r  t h e  P r o v i n c e .

C o n s u l t a n t ,  C e n t e r  f o r  R e l i g i o n  a n d  L i f e ,  U n i v e r s i t y  o f  
N e v a d a , R e n o .

C o n s u l t a n t ,  E d u c a t i o n  a n d  P e r s o n n e l  D e v e lo p m e n t ,  V i l t e r  
M a n u f a c t u r i n g  C o m p an y , M ilw a u k e e

A d ju n c t  P r o f e s s o r  o f  M a n a g e m e n t (o n  l e a v e ) ,  L o y o la  U n i ­
v e r s i t y ,  C h ic a g o ,  I l l i n o i s

P r e v i o u s  A s s ig n m e n ts
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A s s i s t a n t  S u p e r i o r  G e n e r a l ,  C l e r i c s  o f  S a i n t  V i a t o r ,  a  
r e l i g i o u s  c o n g r e g a t i o n  o f  p r i e s t s  a n d  b r o t h e r s  
p r i m a r i l y  e n g a g e d  i n  e d u c a t i o n  i n  C a n a d a ,  F r a n c e ,  
S p a i n  a n d  t h e  U n i t e d  S t a t e s ,  w i t h  a d d i t i o n a l  e d u c a ­
t i o n a l  c e n t e r s  i n  A s i a  ( J a p a n  a n d  F o r m o s a ) , A f r i c a  
( I v o r y  C o a s t ) ,  C a r i b b e a n  ( H a i t i ) ,  a n d  L a t i n  A m e r ic a  
( C o lu m b ia ,  C h i l i  a n d  P e r u ) . One o f  a  f i v e  m em ber 
G e n e r a l  C o u n c i l  r e s p o n s i b l e  f o r  e s t a b l i s h i n g  p o l i c y  
a n d  c o n d u c t i n g  t h e  a f f a i r s  o f  t h e  C o n g r e g a t i o n .  
( E l e c t e d  A u g u s t  1 9 6 ? ?  b e g a n  d u t i e s  J a n u a r y  1 ,  1 9 6 8 . )

E conom e G e n e r a l ,  r e s p o n s i b l e  f o r  t h e  d e v e lo p m e n t  a n d  
c o o r d i n a t i o n  o f  e c o n o m ic ,  f i s c a l  a n d  m a n a g e m e n t 
p o l i c i e s  f o r  t h e  C l e r i c s  o f  S a i n t  V i a t o r .  ( A p p o in te d  
A p r i l  1 9 6 8 . )

L i a i s o n  O f f i c e r  b e tw e e n  U n io n  o f  S u p e r i o r s  G e n e r a l  (R om e) 
a n d  t h e  P o n t i f i c a l  C o m m is s io n  f o r  J u s t i c e  a n d  P e a c e  
( V a t i c a n  C i t y )  o n  m a t t e r s  r e l a t e d  t o  d e v e lo p m e n t ,  
j u s t i c e  a n d  p e a c e .  ( A p p o in te d  S e p te m b e r  1 9 6 8 . )

P a s t  A s s ig n m e n ts

On l e a v e  f r o m  L o y o l a  U n i v e r s i t y  t o  s e r v e  a s  a  F o r e i g n  
S e r v i c e  R e s e r v e  O f f i c e r  (F S R O -3 /1 )  w i t h  t h e  U n i t e d  
S t a t e s  P e a c e  C o r p s  ( 1 9 6 6 - 1 9 6 8 )  a s :

D i r e c t o r ,  U n i t e d  S t a t e s  P e a c e  C o r p s ,  I b a d a n ,  W e s te r n  
N i g e r i a  ( D e c . 1 9 6 6 - J a n .  1 9 6 8 ) .

V i s i t i n g  P r o f e s s o r ,  I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n ,  
U n i v e r s i t y  o f  I f e ,  I b a d a n  C am p u s, I b a d a n ,  W e s te r n  
N i g e r i a  ( J a n u a r y - D e c e m b e r  1 9 6 ? ) .

D e p u ty  D i r e c t o r  a n d  A d m i n i s t r a t i v e  O f f i c e r ,  U n i t e d  S t a t e s  
P e a c e  C o r p s ,  N i g e r i a ,  A m e r ic a n  E m b a s s y ,  L a g o s ,  N i g e r i a  
(M a rc h -D e c e m b e r  1 9 6 6 ) .

V i s i t i n g  L e c t u r e r ,  U n i t e d  S t a t e s  A g e n c y  f o r  I n t e r n a t i o n a l  
D e v e lo p m e n t M a n a g e m e n t S e m i n a r s , L a g o s ,  N i g e r i a  ( 1 9 6 6 -  
1 9 6 7 ) .

U n i v e r s i t y  A c a d e m ic  a n d  A d m i n i s t r a t i v e  A s s ig n m e n ts

L o y o la  U n i v e r s i t y  ( C h ic a g o )  1 9 6 5 - 1 9 6 6  ( F u l l  T im e ) 1 9 6 9  
( P a r t  T im e )

I .  A c a d e m ic  -  P r o f e s s o r  o f  M an a g e m en t ( e f f e c t i v e  
S e p te m b e r  1 9 6 5 )

I I .  A d m i n i s t r a t i v e  -  C h a i r m a n ,  D e p a r tm e n t  o f  M an a g e ­
m e n t  ( E f f e c t i v e  S e p te m b e r  1 9 6 5 )

G r a n te d  L e a v e  o f  A b s e n c e  t o  u n d e r t a k e  a p p o i n t m e n t  
a s  F o r e i g n  S e r v i c e  R e s e r v e  O f f i c e r  w i t h  t h e



55
U n i t e d  S t a t e s  D e p a r tm e n t  o f  S t a t e  a s  D e p u ty  
D i r e c t o r ,  U n i t e d  S t a t e s  P e a c e  C o r p s ,  N i g e r i a .

M a r q u e t t e  U n i v e r s i t y  ( M ilw a u k e e )

I .  A c a d e m ic  -  A s s i s t a n t  P r o f e s s o r  o f  G e n e r a l
B u s i n e s s  ( 1 9 5 7 - 1 9 5 9 ) .

-  G r a d u a t e  F a c u l t y  ( 1 9 5 9 ) .
-  A s s o c i a t e  P r o f e s s o r  o f  G e n e r a l

B u s i n e s s  ( I 96 O - I 96 I4. ) .
-  P r o f e s s o r  o f  I n d u s t r i a l  M an a g e m en t

(1 9 6 1 1 ).

I I . A d m i n i s t r a t i v e
-  D i r e c t o r ,  E v e n in g  D i v i s i o n ,  C o l l e g e

o f  B u s i n e s s  A d m i n i s t r a t i o n  
( 1 9 5 7 - 1 9 5 8 ) .

-  A s s i s t a n t  D e a n , C o l l e g e  o f  B u s i n e s s
A d m i n i s t r a t i o n  ( 1 9 5 8 - 1 9 5 9 ) .

-  D i r e c t o r ,  o f  W o rk s h o p s  o n  S c h o o l
B u s i n e s s  A d m i n i s t r a t i o n  ( 1 9 5 9 -  
1 9 6 5 )  a n d  o n  S c h o o l  A c c o u n t in g  
( 1 9 6 2 - 1 9 6 5 ) .

-  D i r e c t o r  o f  C o n t i n u i n g  E d u c a t i o n ;
D i r e c t o r  o f  Sum m er S e s s i o n s ;  
C o o r d i n a t o r  o f  E v e n in g  D i v i s i o n s
( 1 9 5 9 - 1 9 6 5 ) .

-  C o o r d i n a t o r ,  U n i v e r s i t y  P e a c e  C o rp s
A c t i v i t i e s  ( 1 9 6 1 - 1 9 6 5 ) ,  i n c l u d i n g  
s e r v i c e  a s :

C h i e f  F a c t  F i n d i n g  M i s s i o n  t o  W e s t 
G e rm a n y  t o  s t u d y  a c t i v i t i e s  o f  
G erm an  V o l u n t e e r  A g e n c ie s  e n g a g e d  
i n  w o rk  i n  d e v e lo p m e n t  c o u n t r i e s  
i n  c o n n e c t i o n  w i t h  p o s s i b l e  b i -  
N a t i o n a l  P e a c e  C o rp s  a c t i v i t i e s  
( u n d e r  s p o n s o r s h i p  o f  t h e  J o h n s o n  
F o u n d a t i o n ,  S e p t e m b e r - O c t o b e r ,  
1 9 6 1 ) .

D i r e c t o r ,  B r a z i l  P u b l i c  H e a l t h / T e c h ­
n i c a l  P e a c e  C o rp s  T r a i n i n g  P r o j e c t  
(M a y -S e p te m b e r  1 9 6 4 .) .

A d v a n c e d  P r o j e c t  P l a n n e r ,  B r a z i l
H e a l t h / T e c h n i c a l / C o m m u n i t y  D e v e lo p ­
m e n t  P r o j e c t  ( F e b r u a r y - M a y  1 9 6 5 ) ,  
u n d e r t a k i n g  f i e l d  i n v e s t i g a t i o n s  
i n  B r a z i l  ( M a r c h - A p r i l ,  1 9 6 5 ) .  

D i r e c t o r ,  B r a z i l  H e a l t h / T e c h n i c a l /  
C o m m u n ity  D e v e lo p m e n t  P r o g r a m  
( J u n e - S e p t e m b e r  1 9 6 5 ) .

-  C o m m itte e  A s s i g n m e n t s : C h a i rm a n ,
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U n i v e r s i t y  C o m m itte e  o n  TV a n d  
R a d io  ( 1 9 6 0 - 1 9 6 5 ) J C o m m itte e  o n  
A m e r ic a n  D e m o c ra c y  ( 1 9 6 0 - 1 9 6 5 ) ;  
M em ber, A cad em ic  S e n a t e  ( 1 9 6 2 -  
1 9 6 5 ) ;  U n i v e r s i t y  C o u n c i l  ( 1 9 5 9 -  
1 9 6 5 ) ;  a n d  C o m m itte e  o n  A c a d e m ic  
H o n o rs  ( 1 9 6 3 - 1 9 6 5 ) .

S a i n t  L o u i s  U n i v e r s i t y

I .  A c a d e m ic  -  F a c u l t y ,  S c h o o l  o f  Com m erce a n d
F i n a n c e  ( 1 9 5 4 - 1 9 5 7 ) .

V i s i t i n g  S t a t u s  a t  O th e r  U n i v e r s i t i e s  ( S h o r t  T e rm )

V i s i t i n g  P r o f e s s o r  o f  P u b l i c  P e r s o n n e l  A d m i n i s t r a t i o n ,
I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n ,  U n i v e r s i t y  o f  
I f e ,  W e s t e r n  N i g e r i a  ( 1 9 6 7 ) .

V i s i t i n g  P r o f e s s o r ,  G e rm an y  P r o d u c t i v i t y  C e n t e r ,  F r a n k ­
f u r t  ( O c to b e r  1 9 6 5 ) .

V i s i t i n g  P r o f e s s o r ,  V i a t o r i a n  S e m in a r y ,  W a s h in g to n ,  D .C . 
( P a r t  T im e  b a s i s  1 9 6 1 - 1 9 6 2 ,  1 9 6 3 - 1 9 6 5 ) .

V i s i t i n g  p r o f e s s o r  a t  U n i v e r s i t y  o f  S a n  F r a n c i s c o  ( A u g u s t  
1 9 6 3 ;  A u g u s t  1 9 6 5 ) .

V i s i t i n g  P r o f e s s o r  a t  C a t h o l i c  U n i v e r s i t y  o f  P u e r t o  R ic o  
(M a rch  1 9 6 3 ) .

V i s i t i n g  L e c t u r e r ,  S a i n t  M a r y ’ s  U n i v e r s i t y ,  X a v i e r ,
K a n s a s  (S um m er 1 9 5 7 ) .

V i s i t i n g  L e c t u r e r ,  S a i n t  L o u i s  U n i v e r s i t y  (Sum m er 1 9 5 6 ) .

V i s i t i n g  L e c t u r e r ,  W o rk sh o p s  i n  E c o n o m ic  E d u c a t i o n ,  B r a d ­
l e y  U n i v e r s i t y  (S um m ers o f  1 9 5 6  t h r o u g h  1 9 5 9 ) .

S e c o n d a r y  E d u c a t i o n  E x p e r i e n c e

H ig h  S c h o o l  A d m i n i s t r a t o r  a n d  T e a c h e r  ( B u s i n e s s  M a n a g e r  
a n d  H e a d , B u s i n e s s  E d u c a t i o n  D e p a r t m e n t ) ,  a t  
C a t h e d r a l  B o y s H ig h  S c h o o l ,  S p r i n g f i e l d ,  I l l i n o i s  
( 1 9 5 0 - 1 9 5 1 )  a n d  S p a l d i n g  I n s t i t u t e ,  P e o r i a ,  
I l l i n o i s  ( 1 9 5 2 - 1 9 5 4 ) .

H o n o rs  a n d  R e c o g n i t i o n

N a t i o n a l  P r e s i d e n t ,  C a t h o l i c  B u s i n e s s  E d u c a t i o n  A s s o c i a t i o n  
( o f  t h e  U n i t e d  S t a t e s  a n d  C a n a d a )  ( 1 9 6 0 - 1 9 6 2 ) ;
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Member, National Executive Board (1 9 6 0 -1 9 6 4 .)  # 
Publications Director ( 1 9 5 2 - 1 9 5 3 )j Officer and 
Member, Executive Board Mid-West Unit ( 1 9 5 2 - 1 9 5 9 ) ;  
Received Presidential Award ( 1 9 6 2 ) ;  Distinguished 
Service Awards ( 1 9 6 1 ) .

P r e s i d e n t ,  B o a r d  o f  D i r e c t o r s ,  M ilw a u k e e  C o u n c i l  f o r  A d u l t  
L e a r n i n g  (1 9 6 3 - 1 9 6 4 - ) ;  A c t i n g  P r e s i d e n t  ( 1 9 6 2 - 1 9 6 3 ) ;  
1 s t  V i c e - P r e s i d e n t  a n d  P r e s i d e n t - e l e c t  ( 1 9 6 2 ) ;
2 n d  V i c e - P r e s i d e n t  a n d  P r o g r a m  C h a i rm a n  ( 1 9 6 1 - 1 9 6 2 ) ;  
C h a i r m a n ,  M e m b e rs h ip  C o m m itte e  ( 1 9 6 0 - 1 9 6 1 ) .

P r e s i d e n t - e l e c t ,  N o r th  C e n t r a l  C o n f e r e n c e  o n  Summer S e s ­
s i o n s  ( 1 9 6 5 - 1 9 6 6 ) ;  M em b er, E x e c u t i v e  B o a r d ,  N o r t h  
C e n t r a l  C o n f e r e n c e  o n  Summer S e s s i o n s  ( 1 9 6 3 - 1 9 6 6 ) ;  
C h a i r m a n ,  P u b l i c  R e l a t i o n s  C o m m itte e ,  N o r t h  C e n t r a l  
C o n f e r e n c e  o n  Sum m er S e s s i o n s  ( 1 9 6 1 - 1 9 6 2 ) .

Special Honors
H is  R o y a l  H i g h n e s s ,  O ba A d e n le  I ,  o f  t h e  k in g d o m  o f  O s h o g -  
b o  ( Y o u r b a la n d ,  N i g e r i a ,  W e s t A f r i c a )  c o n f e r r e d  t h e  A s o ju  
C h i e f t a n c y  t i t l e  i n  J u n e  1 9 6 7 ,  i n  r e c o g n i t i o n  f o r  s e r v i c e s  
" i n  p r o m o t in g  Y o u r b a  l i f e  a n d  c u l t u r e " .  T h i s  w as  t h e  
f i r s t  t im e  a n  A m e r ic a n  h a d  r e c e i v e d  a  c h i e f t a n c y  t i t l e  
i n  t h e  O sh o g b o  k in g d o m .

A w ards

D i s t i n g u i s h e d  S e r v i c e  A w ard  f o r  C o m m u n n ity  L e a d e r s h i p  
a s  t h e  "Y oung  Man o f  t h e  Y e a r  A w ard "  M ilw a u k e e  
J u n i o r  C h am b er o f  C om m erce ( 1 9 5 9 ) .

D i s t i n g u i s h e d  S e r v i c e  A w ard  o f  A lp h a  K a p p a  P s i ,  N a t i o n a l  
B u s i n e s s  F r a t e r n i t y  B r o n z e  A w ard ( 1 9 4 8 ) ;  S i l v e r  
A w ard  ( 1 9 5 9 ) .

F i r s t  R e c i p i e n t ,  F a c u l t y  F e l l o w s h i p ,  N a t i o n a l  A s s o c i a t i o n  
o f  P u r c h a s i n g  A g e n ts  ( 1 9 5 8 ) ;  H o n o r a r y  M em ber, M i l ­
w a u k e e  A s s o c i a t i o n  o f  P u r c h a s i n g  A g e n ts  ( i 9 6 0 ) .

F i r s t  R e c i p i e n t ,  T r a v e l i n g  F e l l o w s h i p ,  M ilw a u k e e  B o a r d  o f  
R e a l t o r s  f o r  " o u t s t a n d i n g  c o n t r i b u t i o n  t o  r e a l  
e s t a t e  e d u c a t i o n "  ( 1 9 5 9 ) .

F re e d o m  A w ard , f r o m  C o m m and ing  G e n e r a l  B e r l i n  Command ( 1 9 6 1 ) ,
D i s t i n g u i s h e d  S e r v i c e  A w a rd , N o r t h e a s t  U n i t ,  C a t h o l i c  

B u s i n e s s  E d u c a t i o n  A s s o c i a t i o n  ( 1 9 6 1 ) .
P r e s i d e n t i a l  A w ard " f o r  i n s p i r i n g  l e a d e r s h i p  a n d  d i s t i n ­

g u i s h e d  s e r v i c e "  N a t i o n a l  C a t h o l i c  B u s i n e s s  E d u c a ­
t i o n  A s s o c i a t i o n  ( 1 9 6 2 ) .

T h e  C a t h o l i c  B u s i n e s s  E d u c a t i o n  A s s o c i a t i o n  c r e a t e d  a  
N a t i o n a l  A n n u a l  S e r v i c e  A w ard  t o  b e  c a l l e d  t h e  
" B r o t h e r  L eo  V . R y a n  A w ard "  i n  r e c o g n i t i o n  o f  
s e r v i c e s  t o  t h e  A s s o c i a t i o n  ( 1 9 6 2 ) .
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Alpha Sigma Hu, national Jesuit Scholastic Fraternity, 

Honorary Membership ( 1 9 6 3 ) .
B 'n a i  B 1r i t h  I n t e r f a i t h  A w a rd , M ilw a u k e e  f o r  " o u t s t a n d i n g  

s e r v i c e  i n  t h e  f i e l d  o f  h u m an  r e l a t i o n s "  ( 1 9 6 3 ) .  
E l e c t e d  M em ber, N i g e r i a n  I n s t i t u t e  o f  M a n a g e m e n t a n d

e n t i t l e d  t o  u s e  t h e  d e s i g n a t i o n ,  M .M .I .M . ( 1 9 6 6 ) .
P h i  T h e ta  P s i ,  N a t i o n a l  C u l t u r a l  F r a t e r n i t y ,  H o n o r a r y  

M e m b e rsh ip  ( 1 9 6 8 ) .
C o m m e n d a tio n , M ilw a u k e e  C o u n c i l  f o r  A d u l t  L e a r n i n g  f o r  

" d i s t i n c t i v e  c o n t r i b u t i o n  t o  b r o a d e n i n g  t h e  
o p p o r t u n i t i e s  f o r  c o n t i n u i n g  a d u l t  e d u c a t i o n  i n  
t h e  M ilw a u k e e  a r e a "  ( 1 9 6 8 ) .

C o m m itte e  R e s p o n s i b i l i t i e s  (C o n d e n s e d  L i s t i n g )

( 1 )  I n s t i t u t i o n a l  M em b e rs , r e p r e s e n t i n g  H i g h e r  E d u c a t i o n ,
P r e s i d e n t ' s  C o m m itte e  o n  t h e  E m p lo y m e n t o f  H a n d i ­
c a p p e d  ( 1 9 5 9 - 1 9 6 $ ) ;  n am ed  P e r s o n a l  M em ber i n  1 9 6 $ .  
D e l e g a t e  t o  W h ite  H o u se  C o n f e r e n c e s  a n n u a l l y  s i n c e  
1 9 $ 8  t h r o u g h  a n d  i n c l u d i n g  1 9 6 8 .  A ls o  m em ber 
r e p r e s e n t i n g  h i g h e r  e d u c a t i o n  o n  t h e  E m p lo y e r s  S u b ­
c o m m it te e  f r o m  1 9 6 0 - 196$  a n d  p e r s o n a l  m em ber s i n c e  
196$ ;

(2 )  M em b er, E d i t o r i a l  A d v i s o r y  B o a r d ,  A m e r ic a n  C o l l e g e
a n d  U n i v e r s i t y  ( J a n u a r y  1 9 6 $ -D e c e m b e r  l9 f e 7 ) ;  C a t h ­
o l i c  S c h o o l  J o u r n a l  ( 1 9 5 9 - 1 9 6 6 ) ;  C a t h o l i c  M an a g e ­
m e n t J o u r n a l  ( 1 9 5 9 - 1 9 6 2 ) ;  E d i t o r i a l  C o n s u l t a n t  f o r  
C a t h o l i c  P r o p e r t y  A d m i n i s t r a t i o n  ( 1 9 6 3 - 1 9 6 $ ) ;  
E d i t o r i a l  C o n s u l t a n t ,  S a d l i e r  S o c i a l  S c i e n c e  
S e r i e s  ( 1 9 $ 2 -1 9 $ 4 .)  ;

(3 )  F i r s t  N a t i o n a l  C h a i r m a n ,  C o m m itte e  o n  N o n - P u b l i c
S c h o o l s  ( P r i v a t e  a n d  P a r o c h i a l ) ,  A s s o c i a t i o n  o f  
S c h o o l  B u s i n e s s  O f f i c i a l s  o f  t h e  U n i t e d  S t a t e s  a n d  
C a n a d a  ( 1 9 6 $ - 1 9 6 7 ) ;

(I4.) M em ber, B o a r d  o f  D i r e c t o r s ,  A lp h a  K a p p a  P s i  F o u n d a ­
t i o n  f o r  r e s e a r c h  i n  b u s i n e s s  a n d  b u s i n e s s  l e a d e r ­
s h i p  ( 1 9 6 0 - 1 9 6 9 ) ;

( $ )  F o r m e r  M em ber, W i s c o n s i n  G o v e r n o r 's  C o m m itte e  o n  
t h e  E m p lo y m e n t o f  t h e  H a n d ic a p p e d  ( 1 9 $ 9 - 1 9 6 $ ) ;

( 6 ) F o r m e r  M em ber, W is c o n s i n  G o v e r n o r 's  C o m m itte e  o n  t h e
U n i t e d  N a t i o n s  ( 1 9 6 1 - 1 9 6 ^ ) ;

(7 )  C h a r t e r  M em b er, I n t e r n a t i o n a l  C o n g r e s s  o f  A d u l t
E d u c a t o r s  ( s i n c e  1 9 6 1 !) ; f o r m e r  m e m b er. E x e c u t i v e  
B o a r d ,  N a t i o n a l  C a t h o l i c  C o m m is s io n  o n  A d u l t  E d u c a ­
t i o n  ( 1 9 6 1 - 1 9 6 $ ) ;  M em b er, N a t i o n a l  A s s o c i a t i o n  o f
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A d u l t  E d u c a t i o n  o f  t h e  U n i t e d  S t a t e s  (1 9 5 9  t o  
p r e s e n t ) ;

(8 )  E x t e n s i v e  s e r v i c e  a s  E d u c a t i o n a l  A d v i s o r  t o  t h e  W is ­
c o n s i n  R e s t a u r a n t  A s s o c i a t i o n ;  M ilw a u k e e  B o a r d  o f  
R e a l t o r s ; t h e  M ilw a u k e e  A s s o c i a t i o n  o f  P u r c h a s i n g  
A g e n t s ; N a t i o n a l  A s s o c i a t i o n  o f  S e c r e t a r i e s ; 
N a t i o n a l  A s s o c i a t i o n  o f  L e g a l  S e c r e t a r i e s ; M i l ­
w a u k e e  C o u n c i l  o n  t h e  A g in g ,  a n d  t h e  W i s c o n s i n  B a r  
A s s o c i a t i o n  t h r o u g h  t h e  W i s c o n s i n  I n s t i t u t e  o f  
C o n t i n u i n g  L e g a l  E d u c a t i o n  ( 1 9 5 9 - 1 9 6 5 ) .

R e s e a r c h  P r o j e c t s

( 1 )  P r o j e c t  A d v i s o r ,  R e s e a r c h  P r o j e c t  e x p l o r i n g  t h e
i m p l i c a t i o n s  o f  e l e c t r o n i c  d a t a  p r o c e s s i n g  i n  t h e  
e d u c a t i o n a l  a d m i n i s t r a t i o n  o f  n o n - p u b l i c  s c h o o l  
s y s t e m s . R e s e a r c h  p r o p o s a l  a u t h o r e d  b y  m y s e l f ,  
f u n d e d  b y  g r a n t s ,  an d  s e p a r a t e l y  s t a f f e d .

(2 )  P r o j e c t  D i r e c t o r ,  O p e r a t i o n s  D o l l a r - F l o w ,  a  r e s e a r c h
p r o j e c t  u n d e r  s p o n s o r s h i p  o f  t h e  S u p e r i n t e n d e n t s  
D e p a r t m e n t ,  N a t i o n a l  C a t h o l i c  E d u c a t i o n  A s s o c i a t i o n  
d e s i g n e d  t o  d e v e l o p  a  u n i f o r m  a c c o u n t i n g  s y s t e m  
f o r  n o n - p u b l i c  s c h o o l s  i n  t h e  U n i t e d  S t a t e s .

P u b l i c a t i o n s

ARTICLES
I n  t h e  p e r i o d  1 9 5 0  t h r o u g h  1 9 6 8  o v e r  4 0 0  a r t i c l e s  o n  

a d m i n i s t r a t i o n ,  b u s i n e s s ,  m a n a g e m e n t, b u s i n e s s  
e d u c a t i o n ,  a n d  s o c i a l  s c i e n c e  s u b j e c t s  i n  a  w id e  
r a n g e  o f  p u b l i c a t i o n s  e s p e c i a l l y  i n  j o u r n a l e s  r e l a ­
t e d  t o  e d u c a t i o n  a n d  e d u c a t i o n a l  a d m i n i s t r a t i o n .

BOOKS
T he B u s i n e s s  M an a g e m en t o f  C e n t r a l  C a t h o l i c  H ig h  

S c h o o l s  ( i n  t h e  U n i t e d  S t a t e s )  Ann A r b o r .  U n i v e r -  
s i t y  M i c r o f i l m s ,  1 9 5 8 .

A c c o u n t in g  M a n u a l f o r  N o n - P u b l i c  S c h o o l s , W a s h in g to n  
D .C . ,  N a t i o n a l  C a t h o l i c  E d u c a t i o n  A s s o c i a t i o n ,
1 9 6 3  ( r e v i s i o n  i n  p r o c e s s ) .

Management-Ausbildung An Amerikanischen Universitaten, 
Wiesbaden: Betriebswirtschaftlicher Verlag, Dr.
T h .  G a b l e r  ( 1 9 6 ? )  ( L e c t u r e  d e l i v e r e d  u n d e r  t h e  
s p o n s o r s h i p  o f  t h e  G erm an  P r o d u c t i v i t y  C e n t e r  a t  
B a d e n -B a d e n , O c t o b e r  1 9 6 5 . )
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CHAPTERS IN BOOKS
C h a p t e r s  o n  C o n su m e r E c o n o m ic s  i n :

M o th e r :  H e a r t  o f  t h e  Home ( M e in r a d ,  I n d i a n a ,  G r a i l
P r e s s ,  1 9 i> 5 ).

T o w a rd  H o l i n e s s  a n d  H a p p in e s s  i n  M a r r i a g e  ( W a s h in g -  
t o n ,  D .C ., N a t i o n a l  C a t h o l i c  W e l f a r e  C o n f e r e n c e ,
F a m i ly  L i f e  B u r e a u ,  1 9 5 5 . )

C h a p t e r s  o n  M an ag em en t a n d  E d u c a t i o n a l  A d m i n i s t r a t i o n :

C a t h o l i c  T h o u g h t  i n  B u s i n e s s  a n d  E c o n o m ic s  ( A u s t i n ,  
T e x a s : S t .  E d w a rd  U n i v e r s i t y  P r e s s ,  1 ^ 5 9 ) .

T he P a s t o r  a n d  t h e  S c h o o l  ( M ilw a u k e e : B r u c e ,  1 9 6 6 ) .

P a s t o r i a l  M i n i s t r y  i n  a  T im e  o f  C h an g e  ( M ilw a u k e e : 
B r u c e ,  1 9 6 7 ) .

T he D iv in e  S y n t h e s i s :  Som e L e c t u r e s  o f  T he  C o n f e r ­
e n c e  o n  C h r i s t i a n  H u m an ism  ( A s h v i l l e .  N . C. : M ount 
M ary  P r e s s ,  1 9 6 b ) .

T he L o g i s t i c s  o f  M a t e r i a l s  M a n a g e m e n t:  R e a d in g s  i n
P u r c h a s i n g  ( B o s t o n :  H o u g h t o n - M i ^ f l i n  C om pany , 1 9 6 8 ) .

O r g a n i z a t i o n a l  M e m b e rs h ip s  ( P a r t i a l  L i s t i n g )

A d u l t  E d u c a t i o n  A s s o c i a t i o n  o f  t h e  U n i t e d  S t a t e s  
A lp h a  K a p p a  P s i ,  i n t e r n a t i o n a l  b u s i n e s s  a n d  m a n a g e m e n t 

f r a t e r n i t y
A lp h a  S ig m a  N u, N a t i o n a l  J e s u i t  h o n o r a r y  f r a t e r n i t y  
A m e r ic a n  F o r e i g n  S e r v i c e  A s s o c i a t i o n
A s s o c i a t i o n  o f  S c h o o l  B u s i n e s s  O f f i c i a l s  o f  t h e  U n i t e d  

S t a t e s  a n d  C a n a d a
I n t e r n a t i o n a l  C o n g r e s s  o f  A d u l t  E d u c a t o r s  
N a t i o n a l  A s s o c i a t i o n  o f  P u r c h a s i n g  A g e n ts  
N a t i o n a l  C a t h o l i c  E d u c a t i o n  E d u c a t i o n  A s s o c i a t i o n  -  

S u p e r i n t e n d e n t s  D e p a r tm e n t  
N a t i o n a l  C a t h o l i c  B u s i n e s s  E d u c a t i o n  A s s o c i a t i o n  
N i g e r i a n  I n s t i t u t e  o f  M a n a g e m e n t 
S o c i e t y  f o r  t h e  A d v a n c e m e n t o f  M an ag em en t 
T a u  K a p p a  E p s i l o n ,  n a t i o n a l  s o c i a l  f r a t e r n i t y

S e p te m b e r  1 ,  1 9 7 0
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Biographical Data Sheet
O nce t h e  c u r r i c u l u m  v i t a  w as r e c e i v e d  b y  t h e  I n s t i ­

t u t e ,  I  im m e d i a t e l y  a n s w e r e d  t h e  i n i t i a l  i n q u i r y  w i t h  a  

s h o r t  l e t t e r  i n d i c a t i n g  i n t e r e s t  i n  h i s  q u a l i f i c a t i o n s ,  

o r  r e j e c t i o n .  T h e  a p p l i c a n t  o f  i n t e r e s t  w as r e q u e s t e d  t o  

r e t u r n  a  b i o g r a p h i c a l  d a t a  s h e e t  t o  t h e  I n s t i t u t e  (A p p e n ­

d i x )  .

As t h e  b i o g r a p h i c a l  d a t a  s h e e t s  w e re  r e t u r n e d ,  

i t  b e ca m e  a p p a r e n t  t h a t  IP A  u s e d  th e m  f o r  t h r e e  p u r p o s e s :

1 .  To a l l o w  m o re  t im e  f o r  t h e  I n s t i t u t e  t o  r e c e i v e  

a d d i t i o n a l  c a n d i d a t e s '  r e s u m e s ,  a n d  t o  p r o v i d e  t im e  f o r  

c o m p a r i s o n  w i t h  o t h e r  p r o s p e c t i v e  c a n d i d a t e s ,

2 .  To p r o v i d e  a  u n i f o r m  r e c o r d  o f  t h e  a p p l i c a n t s ,  

t h r o u g h  a  s y s t e m a t i c  i n v e n t o r y  o f  m an p o w er a n d  a b i l i t i e s .

3.  To i n d i c a t e  t o  t h e  c a n d i d a t e  t h a t  t h e  I n s t i t u t e  

w as i n t e r e s t e d  o r  d i s i n t e r e r e d  i n  h a v i n g  h im  w o rk  f o r

t h e  I n s t i t u t e .

O th e r  t h a n  t h e s e  t h r e e  f u n c t i o n s ,  t h e  b i o g r a p h i c a l  

d a t a  s h e e t s  w e r e  u s e d  f o r  l i t t l e  e l s e .  I n  my o p i n i o n ,  t o o  

m uch e m p h a s is  w as  p l a c e d  o n  t h e  c a n d i d a t e  r e s u m e  a n d  n o t  

e n o u g h  o n  t h e  b i o g r a p h i c a l  d a t a  s h e e t .  T h i s  r e s u l t s  f r o m  

t h e  p o o r  b i o g r a p h i c a l  d a t a  s h e e t  p r o v i d e d  b y  t h e  I n s t i t u t e .  

As M r. L o p e z  s a y s  i n  h i s  b o o k :  "T h e  b i o g r a p h i c a l  d a t a

s h e e t  i s  t h e  p r i n c i p a l  m e a n s  b y  w h ic h  i n f o r m a t i o n  a b o u t
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t h e  e d u c a t i o n  e x p e r i e n c e ,  a n d  l i f e  h i s t o r y  o f  t h e  a p p l i -
7

c a n t  i s  e l i c i t e d  i n  a  s t a n d a r d i z e d  w r i t t e n  f o r m , M

T h i s  f o r m  s h o u l d  p e r m i t  t h e  a p p l i c a n t  t h e  o p p o r ­

t u n i t y  t o  p r e s e n t  h i s  q u a l i f i c a t i o n s  t o  t h e  p r o s p e c t i v e  

e m p lo y e r  i n  a  c o n c i s e ,  c o n v e n i e n t ,  u n i f o r m ,  a n d  c o m p le t e  

m a n n e r .  W hen e x a m in in g  t h e  b i o g r a p h i c a l  d a t a  s h e e t®

( p a g e s  6 8 ,  6 q ,  7 0 ) i n  r e l a t i o n  t o  t h e s e  b a s i c  q u a l i f i c a ­

t i o n s ,  I P A ’s  f o r m  i s  l a c k i n g  i n  t h e  f o l l o w i n g  a r e a s :

1 .  T he  f o r m  t e n d s  t o  b e  a m b ig u o u s ,  r e p e t i t i v e ,  

a n d  t h r e a t e n i n g .

A. I n  t h e  o p e n i n g  s e c t i o n  o f  t h e  b i o g r a p h i c a l  

d a t a  s h e e t  i t  a s k s  f o r  h i g h e s t  d e g r e e ,  f i e l d ,  nam e o f  

u n i v e r s i t y ,  a n d  y e a r .  T h i s  i n f o r m a t i o n  i s  r e p e a t e d

i n  t h e  s e c t i o n  l a b e l e d  E d u c a t i o n a l  B a c k g r o u n d .  T h e  

s e c o n d  p a s s a g e s  c o n c e r n i n g  e d u c a t i o n  a r e  t h r e a t e n i n g  

a n d  i n c r i m i n a t i n g .  T h e  d i f f e r e n t i a t i o n  b e tw e e n  

d e g r e e s  o f  e d u c a t i o n  i s  s u c h  a s  t o  m ake o n e  b e l i e v e  

t h a t  a n y t h i n g  l e s s  t h a n  a  M a s t e r ' s  D e g re e  i s  i n f e r i o r .  

T h e  fo r m  d o e s  n o t  e v e n  i n c l u d e  a  l i n e  f o r  B a c h e l o r ' s  

D e g r e e .

B . T h o u g h  e d u c a t i o n  i s  i m p o r t a n t ,  t h i s  f o r m  

n e g l e c t s  t o  i n c l u d e  t h e  e x p e r i e n c e s  o f  t h e  a p p l i c a n t  

i n  r e l a t i o n  t o  h i s  e d u c a t i o n .  An i n d i v i d u a l  w i t h  a

7
F e l i x  M. L o p a z ,  P e r s o n n e l  I n t e r v i e w i n g  (New Y o r k ,  

1 9 6 5 ) ,  P .  2 3 2 .
O

^ I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n ,  B i o g r a p h i c a l  
D a ta  S h e e t  (New Y o r k ,  1 9 7 0 ) ,  p p .  1 - 3 .
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BIOGRAPHICAL DATA SHEET

Name _____ ___________________________________
Surname F i r s t  M iddle

A ddress

P re s e n t P o s i t io n ,  Name o f Em ployer, and A ddress

D a te _________

D ate o f B ir th

Telephone Ho.

H ig h est D egree , F ie ld ,  Name o f U n iv e rs i ty , Year

M a r ita l  S ta tu s No. o f Dependents

SPECIALTIES AND INTERESTS. (P lea se  check a l l  f i e l d s , in  th e  a p o ro p r ia te  column, 
in  which you have a s p e c ia l  i n t e r e s t ,  competence a n d /o r e x p e r ie n c e .)

I n t . Exp. I n t .  Exp.

A ccounting (1)

B udgeting (G enera l) (2)

B udgeting (Program P lann ing  
and B udgeting System s) (3)

B u siness A d m in is tra tio n  (15)

Economic Development (4)

E d u c a tio n a l P o lic y  and Adminis­
t r a t i o n ,  P re -U n iv e rs ity  L evel

E d u c a tio n a l P o lic y  and Adminis­
t r a t i o n ,  U n iv e rs ity  L ev e l (6)

Employee T ra in in g  (10)

L e g is la t iv e  P ro cess  (9)

O rg a n iz a tio n  and Manage­
ment (11)

P e rso n n e l A d m in is tra tio n  (12)

P lan n in g  (Economic) (13)

P lan n in g  (P h y s ic a l)  (14)

P lan n in g  (S o c ia l)  (16)

P u b lic  A d m in is tra tio n  
(G eneral) (17)

P u b lic  H ea lth  ( in c lu d in g  
E nvironm ental) (18)

E x ecu tiv e  Development (7) 

Housing and Urban Renewal (C)

P u b lic  P o lic y  A n a ly sis  ( in c lu ­
d ing  I n te r d i s c ip l in a r y  
Approaches ) (19)



I n t .  Exp. I n t .  Exp.
e h

S t a t i s t i c s  (21)

Systems A n a ly sis  (22)

Tax A d m in is tra tio n  (25)

T ax a tio n  and F is c a l  P o lic y  (23) 

T ra n s p o r ta tio n  (24)

Urban and M etro p o litan  Problem s 
and S tu d ie s  (26)

H a te r  R esources (27)

O ther_________________________ (28)
(S p ec ify )

INTERESTED IN POSITION WITH PRIMARY RESPONSIBILITIES IN: ( I n d ic a te  more than
one ch o ice  i f  a p p l ic a b le .)

___  A d m in is tra tio n  (31) ___  Governm ental P o lic y  A n a ly sis  (34)

___  C o n su ltin g  (32) ___  Teaching (35)

___ G enera l R esearch (33) ___ O ther_______________________________ (36)
(S p ec ify )

EXPERIENCE: In  th e  th re e  m ajor f i e ld s  checked on th e  re v e rs e  under s p e c i a l t i e s
and i n t e r e s t s ,  p le a s e  in d ic a te  th e  l e v e l  o f e x p e rien c e  below .

F ie ld :P r iv a te y rs

F ie ld :P r iv a te y rs

F ie ld :P r iv a te y rs

EDUCATIONAL BACKGROUND:

__  D o c to ra te  (37)

__  G raduate T ra in in g  beyond
M a s te r 's  Degree (38)

__  M a s te r 's  Degree (39)

LANGUAGE ABILITIES:

__  French (44)

S pan ish  (46)

y r s . y r s . y r s .
an d /o r Govt: lo c a l s t a t e n a t l .

an d /o r G ovt: lo c a l s t a t e n a t l .

an d /o r Govt: lo c a l s t a t e n a t l .

__  Less th an  M a s te r 's  Degree (40)

__  Law o r  O ther P r o fe s s io n a l
D e g re e ___________________ (41)

F lu e n t F a i r  Poor

Read __  __
Speak __ __ __
W rite  __  __  __

Read __  __  __
Speak _ _ _ _ _ _
W rite  __



P ortuguese (47) Read
Speak
W rite

F luen t F a ir
65,

Poor

__O ther_______________________ (45) Read
(S pecify ) Speak

W rite

INTERESTED PRIMARILY IN POSITIONS LOCATED IN:

__  A fric a  (49) __  L a tin  America (52)

__A sia (50) __ U nited S ta te s  (51)

PREFERRED TERM OF ETTLOYITUT:

__S h o rt-te rm  c o n su lta n tsh ip  __  Long-term consulfcantship
(Three months o r le s s )  (53) ( In d ic a te  b e s t  time to  s t a r t )  (54)

I f  you know o f any o th e r  persons who m ight be q u a l i f ie d  and in te r e s te d  
in  the  types o f p o s i t io n s  growing ou t of IPA’s p ro je c ts ,  p lease  l i s t  t h e i r  names 
and ad d resses  below:
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B.A. or M.A. degree from an excellent school, with 
experience, is of possibly more value than a Ph.D. 
with little or no experience, especially in the areas 
of human relations for foreign employment.

C. The section. Specialties and Interests, is 
unclear and ambiguous for it gives three initial 
categories— ”interest, competence and/or experience." 
When checking the appropriate column the applicant 
must indicate either interest or experience. Some 
resulting confusion would affect the candidate if, 
for example, prospective employees had some limited 
experience in a field but not a competency in it. 
Would the applicant check experience? A multitude 
of open-ended questions, such as the above, are 
presented to the applicant. It would have been more 
expedient to ask for the applicant's experience, 
competence and interest by asking him simply to des­
cribe his areas of speciality, number of years of 
experience, and his enjoyment as to the speciality.
By using this method, the person reading the bio­
graphical data sheet could interpret the candidate's 
statements and assign a code number for permanent 
records. This process would eliminate the section 
which is entitled "Experience."

D. The section on Language is poorly worded. 
The applicant should have difficulty in deciding the
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difference between "Fluent and Fair," especially if 
he had a good or above average understanding of the 
language.

E. The last comment on the third page is 
threatening and rarely completed by the applicant.
It asks prospective applicants to recommend people 
for the same job for which they are applying. Would 
the reader complete such a section?

F. The biographical data sheet neglects to 
provide space for a list of references. As a result, 
special letters have to be sent to applicants asking 
for references. This increases the expense of the 
selection process and increases the chance of losing 
a good candidate.

G. The applicant form does not explain the 
numerical system, which accompanies each of the choices, 
that are used for permanent classification. These 
numbers are not necessary on the biographical data 
sheet and should be eliminated. It is the job of the 
personnel responsible for the selection process to 
rank and categorize the candidates. If the numbers 
must be included, then an explanation should accompany 
them.

H. The applicant should be informed that the 
information he gives will remain highly confidential 
and that the biographical data sheet will allow the



Institute to better evaluate his qualifications.
The last question on the third page eliminates the 
possibility of confidentiality.

I. The form should impress the applicant 
with the efficiency, thoroughness, objectivity, and 
courtesy of the employer. Considering the high 
quality of the personnel employed by IPA, all of the 
above mentioned points should offend the applicant. 
Fortunately, IPA’s excellent reputation counter­
balances this impression.

J. The form should be placed on letterhead 
paper in order to provide a public relations aspect 
to the applicant form.

K. The biographical data sheet does not 
include a category that deals with health, an 
important factor in employment overseas.

L. The application form is basically the 
first step in classifying the candidate and is used 
as an economical tool of initial comparison. Data 
gathering devices require a balance between the cost 
of obtaining them, and their predictive utility
as indicated by the results of the screening process. 
In IPA’s situation I would recommend removing the 
biographical data sheet entirely and replacing it 
with a permanent file of categorized curriculum 
vitaes, or improving the form sent to candidates.

68



T h e  f o l l o w i n g  r e v i s e d  f o r m  w o u ld  b e t t e r  s u i t  t h e

6.9

n e e d s  o f  t h e  I n s t i t u t e ,  I  am h o p e f u l  t h a t  t h i s  new  

fo r m  i s  c o u r t e o u s  a n d  a l l o w s  e n o u g h  l a t i t u d e  i n  r e s p o n s e  

f r o m  t h e  a p p l i c a n t s  t o  a c c o m m o d a te  t h e  h i g h l y  q u a l i f i e d  

p e r s o n n e l  a t t r a c t e d  t o  IP A ,
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INSTITUTE OF PUBLIC ADMINISTRATION
T R U S T E E S

LUTHER GULICK, CHAIRMAN

RICHARD S. CHILDS, VICE CHAIRMAN DAVID R. HUNTER 
JOHN S. LINEN, T R E A S U R E R  ALFRED C. NEAL
FRANCIS W. H. ADAMS OTTO L. NELSON
JAMES FELT JOHN A. PERKINS
LYLE C. FITCH BETHUEL M. WEBSTER

LYLE C. FITCH, P R E S I D E N T

5 5  W E S T  4 4 ™  S T R E E T  
N E W  Y O R K ,  N.Y. 1 0 0 3 6  

(212) 6 6 1 - 2 5 4 0  
C A B L E :  "INSTADMIN*

DATE

NAME
LAST FIR ST MIDDLE

ADDRESS
NUMBER C ITY STATE Z IP

GENERAL HEALTH: P l e a s e  e x p l a i n  a n y  p r o b le m s  t h a t  m ig h t
b e  a  h a z a r d  t o  y o u r  h e a l t h  w h i l e  w o r k in g  a b r o a d  o r  
d o m e s t i c a l l y  f o r  IP A .

EXPERIENCE: W o u ld  y o u  p l e a s e  c h o o s e  t h e  f o l l o w i n g  t h r e e
a r e a s  t h a t  b e s t  e n u m e r a te  y o u r  e x p e r i e n c e  a n d  co m p e­
t e n c e .  T h e n  d e s c r i b e  t h e s e  s p e c i a l i t i e s ;  i n c l u d e  
n u m b e r  o f  y e a r s  i n v o l v e d ,  t h e  t y p e  o f  f i r m  o r  a g e n c y ,  
y o u r  c a p a c i t y  w h i l e  w o r k in g  i n  t h a t  s p e c i a l i t y ,  a n d  
a n y  o u t s t a n d i n g  f a c t s  c o n c e r n i n g  t h e s e  a r e a s  t h a t  
m ig h t  b e  o f  i n t e r e s t  t o  IP A  

L i s t  o f  A r e a s :
1 . ACCOUNTING 1 3 . PLANNING (ECONOMIC)
2 . GENERAL BUDGETING I k . PLANNING (PHYSICAL)
3 . PROGRAM PLANNING AND BUDGETING 1 5 . PLANNING (SOCIAL)

SYSTEMS 1 6 . PUBLIC ADMINISTRA­
4 ' BUSINESS ADMINISTRATION TION (GENERAL)
5 . ECONOMIC DEVELOPMENT 1 7 . PUBLIC HEALTH
6 . EDUCATIONAL POLICY AND 1 8 . PUBLIC POLICY

ADMINISTRATION ANALYSIS
7 - EMPLOYEE TRAINING 1 9 . STA TISTIC S
8 . EXECUTIVE DEVELOPMENT 2 0 . SYSTEMS ANALYSIS
9 . HOUSING AND URBAN RENEWAL 2 1 . TAX ADMINISTRATION

1 0 . LEGISLATIVE PROCESS 2 2 . TAXATION AITD FISCA L
1 1 . ORGANIZATION AND MANAGEMENT POLICY
1 2 . PERSONNEL ADMINISTRATION 2 3 . TRANSPORTATION
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INSTITUTE OF PUBLIC ADMINISTRATION
T R U S T E E S

LUTHER GULICK, c h a i r m a n

RICHARD S. CHILDS, VICE CHAIRMAN DAVID R. HUNTER 
JOHN S. LINEN, T R E A S U R E R  ALFRED C. NEAL
FRANCIS W. H. ADAMS OTTO L. NELSON
JAMES FELT JOHN A. PERKINS
LYLE C. FITCH BETHUEL M. WEBSTER

LYLE C. FITCH. P R E S I D E N T

2 4 .  URBAN AND METROPLITAN PROBLEMS
2 5 . WATER RESOURCES
2 6 .  OTHERS

1 .

5 5  W E S T  44TM  S T R E E T  
N E W  Y O R K ,  N.Y. 1 0 0 3 6  

(212) 6 6 1 - 2 5 4 0  
C A B L E T  e I N S T A D M  IN *

2 .

3 .

EDUCATIONAL BACKGROUND: Please explain your educational
background including the institution, degree, and 
major areas of study.



INSTITUTE OF PUBLIC ADMINISTRATION
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T R U S T E E S
LUTHER GULICK, c h a i r m a n

RICHARD S.CHILDS, VICE  C h a i r m a n  DAVID R. HUNTER 
JOHN S. LINEN, T R E A SU R E R  ALFRED C. NEAL
FRANCIS W. H. ADAMS OTTO L. NELSON
JAMES FELT JOHN A. PERKINS
LYLE C. FITCH BETHUEL M. WEBSTER

LYLE C. FITCH, P R E S I D E N T

5 5  W E S T  44TM  S T R E E T  
N E W  Y O R K ,  N.Y. 1 0 0 3 6  

(212) 6 6 1 - 2 5 4 0  
CABLE: "INSTADMIN"

Degree Institution Major Area
1 . __________________ - - _________ ___________________

2. ______ _________________ _ _ _ _ _ _ _ _
3 . ________ _________ . ■ ■ ■ ■ -

h.  ____________________________

5 . __________________________ ;____________________________
6 . __________________________________________ .

LANGUAGE: Would you please state any language ability
that you possess, and explain your ability in it.

2.

3 .

Interested primarily in positions located in_____Africa,
A sia, _______Latin America, United States,
Other.
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T R U S T E E S
LUTHER GULICK, c h a i r m a n  

RICHARD S.CHILDS, VI CE CHAIRMAN 

JOHN S. LINEN, T RE A SU RE R 

FRANCIS W. H. ADAMS 
JAMES FELT 
LYLE C. FITCH

LYLE C. FITCH, P R E S I D E N T

DAVID R. HUNTER 
ALFRED C. NEAL 
OTTO L. NELSON 
JOHN A. PERKINS 
BETHUEL M. WEBSTER

5 5  W E S T  A4TH S T R E E T  
N E W  Y O R K ,  N.Y. 1 0 0 3 6  

(2 1 2 )  6 6 1 - 2 5 4 0  
CABLE: •INSTADMIN*’

When is the earliest time you would be able to begin 
working for the IPA?_________________________________

Please include any additional material—-honors, awards, 
etc.— that may help us evaluate your application.

Please list three employment references and two character 
references that the Institute of Public Administration 
my contact concerning your qualifications
EMPLOYMENT REFERENCES
Name Position Address & Telephone Rela-

Nurriber tionship
1 . ________________________

2._________________

3 ._____________ _____
CHARACTER REFERENCES

Name Address & Telephone Rela- 
Position Number tionship

1 .

2.___________________________________________________

3.___________________________________________________________

Thank you for your cooperation in supplying the Institute 
of Public Administration with the above information con­
cerning your qualifications, please feel assured that the 
information we receive will be kept in the strictest of 
confidence, if you have any questions, please contact the 
Institute at your convenience.
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E v a l u a t i o n  G r id

I n  o r d e r  t o  f a c i l i t a t e  t h e  s e l e c t i o n  o f  c a n d i d a t e s *

r a t i n g  o f  s e c o n d a r y  m a t e r i a l ,  I  d e v i s e d  a  s y s t e m  o f  e v a l u -

9a t i o n  p a t t e r n e d  a f t e r  B la k e  a n d  M o u to n ’ s  M a n a g e r i a l  G r i d .  

I n s t e a d  o f  u s i n g  f i v e  d e g r e e s  o f  m a n a g e r i a l  b e h a v i o r ,  I  

d i v i d e d  t h e  d i f f e r e n t  a r e a s  o f  t h e  e x p e r i e n c e  n o t e d  o n  t h e  

c u r r i c u l u m  v i t a e .  T h i s  a l l o w e d  a  v i s u a l  p r e s e n t a t i o n  o f  

c a n d i d a t e s  a r r a n g e d  a c c o r d i n g  t o  t h e  i n d i v i d u a l  jo b s  

( p a g e s  8 0 , 8 l ,  8 2 ) .  T h i s  p r o c e s s , c o m b in e d  w i t h  t h e  s h o r t  

w r i t t e n  su m m ary  o f  e a c h  c a n d i d a t e ,  a l l o w e d  a n  i n t e r e s t i n g  

a n d  e a s y  m e th o d  o f  r e v i e w i n g  a  l a r g e  n u m b e r  o f  c a n d i d a t e s  

i n  a  s h o r t  p e r i o d  o f  t i m e .  T h i s  c o m b i n a t i o n  o f  m e th o d s  

w as o f  g r e a t  h e l p  i n  c u t t i n g  t h e  t im e  r e q u i r e d  t o  h a n d l e  

t h e  p r e l i m i n a r y  w o rk  o f  t h e  o f f i c e s  i n  New Y o rk  a n d  W a s h in g ­

t o n .

O nce t h e  p r i m a r y  e v a l u a t i o n  o f  s e c o n d a r y  m a t e r i a l  

w as  c o m p l e t e d .  D r .  C an n o n  w o u ld  i n t e r v i e w  t h e  a p p l i c a n t  b y  

t e l e p h o n e . I n  t h e  m a j o r i t y  o f  t h e  t e l e p h o n e  i n t e r v i e w s  I  

w as  a l l o w e d  t o  l i s t e n  t o  t h e  c o n v e r s a t i o n  a n d  t o  e v a l u a t e  

t h e  c a n d i d a t e  a s  t o  h i s  a t t i t u d e s ,  c o n f i d e n c e , a n d  g e n e r a l  

r e s p o n s e s . A f t e r  t h e  i n i t i a l  c o n t a c t  b y  p h o n e , D r .  C an n o n  

a n d  I  w o u ld  d i s c u s s  o u r  r e a c t i o n s  c o n c e r n i n g  t h e  a p p l i c a n t .  

T h e s e  t e l e p h o n e  i n t e r v i e w s  a f f o r d e d  e a s y  a c c e s s  t o

q
7P a u l  R . L a w re n c e  a n d  J o h n  A . S e i l e r ,  O r g a n i z a t i o n a l  

B e h a v io r  a n d  A d m i n i s t r a t i o n  ( 6 t h  e d . , H om ew ood, 1 1 1 . ,
1 9 6 8 ) ,  p .  9 3 9 .
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Purpose
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The g r id  i s  designed  to  p re s e n t a schem atic  r e p re s e n ta t io n  o f 
a c a n d id a te 's  q u a l i f i c a t i o n s . The c a n d id a te 's  r a t in g  a llow s a com parison 
o f  h is  academic ex p erien ce  in c lu d in g  p u b l ic a t io n s ;  r e c o g n it io n  o f  academic 
ach ievem ents; academic c o n s u l ta n ts h ip s ;  com m ittees; o rg a n iz a t io n s ; e t c .  
and o v e rseas  te ac h in g  ex p erien ce  which a re  re p re se n te d  on th e  v e r t i c a l  
a x is .  The h o r iz o n ta l  a x is  shows employment ex p erien ce  (p r iv a te  o r  p u b lic  
s e c t o r ) , re c o g n itio n  o f  achievem ents by o th e r  th an  academ ia; p r iv a te  o r  
p u b lic  c o n s u l ta n ts h ip s ;  o v e rseas  p r iv a te  o r  p u b lic  e x p e r ien c e , and com m ittee 
o r  o rg a n iz a t io n  m em bership.

The e s ta b lish m e n t o f  c r i t e r i a  fo r  s p e c i f ic  req u irem en ts  in v o lv in g  
job  placem ent ( e .g .  Uganda s h o r t- te rm  p ro fe s s o r s h ip s )  i s  th e  r e s p o n s ib i l i ty  
o f  th e  I n s t i t u t e ' s  s e n io r  s t a f f .  (N ote: a l l  a p p l ic a t io n s  have been good.)

R atin g

Each c a n d id a te 's  p lacem ent on th e  g r id  i s  based on an o b je c t iv e  
e v a lu a tio n  o f  secondary  m a te r ia ls  ( e .g .  cu rricu lu m  v i t a e ,  r e f e re n c e s ,  
te lep h o n e  c o n v e r s a t io n s , e t c ) .  H is placem ent i s  a com parison w ith  each 
o th e r  c a n d id a te 's  q u a l i f i c a t i o n s .

D e sc r ip tio n  o f  Key P o s it io n s  on th e  g r id

9 .9  P o s i t io n

The c an d id a te  has th e  fo llo w in g  q u a l i f i c a t i o n s :
1 . He has achieved  e x te n s iv e  academic and employment e x p e r ie n c e s ,
2 . The c a n d id a te  has ta u g h t and had a d m in is tr a t iv e  ex p erien ce  

a t  th e  u n iv e r s i ty  l e v e l ,  p lu s  h e ld  e x ec u tiv e  p o s i t io n s  in  th e  p r iv a te  and 
p u b lic  s e c to r s .

3 . He has had e x te n s iv e  o v erseas  e x p e rien c e  in  a com bination  o f 
te a c h in g , b u s in e s s , and governm ent.

4 . The c an d id a te  has p u b lish ed  w id e ly .
5 . He has been invo lved  in  e x te n s iv e  c o n s u lta n ts h ip s  and had 

le a d e rs h ip s  p o s i t io n s  in  o rg a n iz a tio n s  and com m ittees in  b o th  academic 
and o th e r  s e c to r s .

6 . The a p p lic a n t  has ach ieved  e x tra o rd in a ry  re c o g n it io n  fo r  
h i s  ach ievem ents.

1 .9  P o s i t io n

The c a n d id a te  h a s  the  fo llo w in g  q u a l i f i c a t io n s :
1 . He has had E x ten siv e  ex p erien ce  in  the  academic s e c to r ,  

w ith  l i t t l e  employment ex p erien ce  in  th e  p u b lic  o r  p r iv a te  s e c to r .
2 . The a p p lic a n t  has been invo lved  in  te a c h in g , a d m in is tr a t io n  

and re se a rc h  in  academ ia.
3 . He has had o v e rseas  te ac h in g  e x p e r ie n c e .
4 . The can d iig te ' s p u b l ic a t io n s  have been  c o n c e n tra te d  in  

academic a re a s .
5 . H is c o n su lta n ts h ip  p o s i t io n s  have been m ain ly  channeled 

toward u n iv e r s i ty  p ro je c ts ,
6 . The c a n d id a te  has re c e iv e d  re c o g n it io n  in  academic a r e a s .



5,5 P osition

The c a n d id a te  has th e  fo llo w in g  q u a l i f i c a t io n s :
1. The 5 ,5  i s  a b a lan ce  o f  academic and employment e x p e r ie n c e , 

b u t a t  a low er l e v e l  th an  th e  9 ,9  p o s i t io n .
2 . The c an d id a te  has had te a c h in g , a n d /o r b u s in e ss  and 

government e x p e r ie n c e .
3 . The a p p lic a n t  has had o v erseas  ex p erien ce  fo r  s h o r t  tim e

p e r io d s .
4 . He has p u b lish e d .
5 . He has been invo lved  in  some c o n su lta n ts h ip  p o s i t io n s ,  a n d /o r  

com m ittee, o rg a n iz a tio n  a f f i l i a t i o n s .
6 . The c a n d id a te  has re c e iv e d  adequate  r e c o g n it io n  fo r  h is  

ach ievem ent.

1 ,1  P o s i t io n

The c a n d id a te  has th e  fo llo w in g  q u a l i f i c a t io n s :
1 . He has had l i t t l e  academic o r  employment e x p e r ie n c e .
2 . P o s i t io n  placem ent above 1 ,1  would s ig n i f y  a d o c to ra l  

c an d id a te  o r  m a s te r 's  g ra d u a te , who has had m inor te ac h in g  p o s i t io n s  a n d /o r 
ex p erien ce  in  th e  p r iv a te  s e c to r .

3 . The a p p lic a n t  i s  young.
4 . The c a n d id a te  may have w r i t t e n  case  s tu d ie s ,  o r  re se a rc h  

papers in  academic a r e a s .
5 . He has tra v e le d  o v e rsea s  a n d /o r  had m inor o v erseas  p o s i t io n s .
6 . He has rece iv ed  re c o g n it io n  fo r  h is  achievem ent w h ile  a s tu d e n t .

9 ,1  P o s i t io n

The c a n d id a te  has th e  fo llo w in g  q u a l i f i c a t io n s :
1 . He has had e x te n s iv e  ex p erien ce  in  th e  p r iv a te  o r  p u b lic  

s e c to r ,  b u t h as had l i t t l e  academic e x p e r ie n c e .
2 . The a p p lic a n t  has h e ld  e x ec u tiv e  p o s i t io n s  in  th e  p r iv a te  o r  

p u b lic  s e c to r .
3 . He has had o v e rsea s  ex p erien ce  in  th e  p r iv a te  o r  p u b lic

s e c to r .
4 . The c a n d id a te  may have rece iv ed  re c o g n it io n  fo r  h is  achievem ents 

in  th e  p u b lic  o r  p r iv a te  s e c to r .
5 . He has le a d e rs h ip  p o s i t io n  in  p r iv a t e .o r  p u b lic  s e c to r ,  

o rg a n iz a t io n s , o r  com m ittees.
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individuals throughout the country and overseas, and led to 
either a rejection of the candidate or a continuation of 
the selection process whereby the applicant was to supply us 
with a list of references, which the Institute would con­
tact, and a personal interview in the New York or Washing­
ton office.

Interviewing Procedure
If one were to follow the correct interview pro­

cedure the telephone process would be deficient in many of 
the qualities of good interviewing, especially in the 
spatial contact which heightens the psychological stress 
placed on the interviewee. However, in the asset column 
applied to the procedure, it allows initial verbal contact 
for both parties concerned, and can result in negative or 
positive reaction in both parties.

The personal interview is of major importance to 
the selection process of IPA. Fortunately, I was able to 
observe and participate in the interviewing function, while 
Dr. Cannon interviewed prospective candidates. It was 
instructive to watch the interplay between Dr. Cannon and 
the interviewee. Indeed, the interviewing process is a 
skillful game played by two persons. Both parties are 
attempting to give as much information as possible to the 
other party, and yet not give the other person the total 
commitment or understanding of their position. It is
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obvious that understanding and honesty are constrained and 
that many relevant facts remain in the minds of the partic­
ipants. Therefore, a major purpose of the interview is to 
obtain added information that one has not been able to 
accumulate through other selection procedures.

An interview provides a purposeful two-way exchange 
of information between the participants. It allows oppor­
tunities to acquaint the candidate with facts about the job 
for which he may be considered, to give him information 
about working conditions, and to ascertain his interest in 
being considered for the available positions. Also, the 
interviewer is attempting to create a favorable impression 
of the organization he is representing. Fundamentally, the 
interview is a bartering situation wherein the participants 
are giving and taking from each other in an attempt to 
facilitate the best results from the interview.

It is essential in the personal interview to spend 
a considerable amount of time discussing the background of 
the individual in relation to the overseas job he plans to 
fill. In this manner the interviewer is able to examine 
some of the personal capacities mentioned earlier as 
requisites for overseas employment.

Dr. Cannon was directly responsible for the inter­
view process pertaining to overseas employment. His pro­
cedure varied from the patterned interview to the non-direct 
and in-depth types.
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The patterned interview is basically an offspring 
of the direct interview which is a question and answer 
period in a two-way communication situation. The former 
centers on job duties and other actual matters. However, 
this method does not allow an extensive examination of the 
candidate’s personality. The patterned interview is a 
variation of the direct approach and overcomes the personal­
ity limitations. In essence, this type of interview focuses 
on specific sections of the applicant’s background and does 
not entail a complete review of the job curriculum vita and 
technical skills. Therefore, the interview is applicant- 
centered. Dr. Cannon was in the habit of choosing several 
facets of the curriculum vita and my short sketches in order 
to discuss specific areas of interest with the candidate.

Moving from this type of interview as an opening 
method, often Dr. Cannon would use the non-direct inter­
view. The questions were open-ended and would examine one 
phase or two of the applicant’s background. This was used 
in conjunction with the in-depth method. As a result, the 
candidate and Dr. Cannon would have a free exchange of 
idease concerning intellectual segments of the applicant’s 
background. Questions were controversial, free, and 
elicited specific responses rather than a yes or no. These 
methods required an excellent listener who can restrain 
from interjection and contradiction while the applicant is 
talking to him.
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T h e s e  m e th o d s  o f  i n t e r v i e w i n g  a r e  e a s i l y  a p p l i e d  t o  

a p p l i c a n t s  w i t h  a  h i g h  e d u c a t i o n a l  b a c k g r o u n d .  T he i n t e r ­

v i e w e r  a n d  c a n d i d a t e  g a i n  i n s i g h t  i n t o  t h e  q u a l i t y  o f  t h e  

o t h e r .  I n  r e v i e w i n g  t h e  n o t e s  f r o m  c l a s s  o n  t h e  d i f f e r e n t  

a s p e c t s  o f  t h e  i n t e r v i e w  t h a t  a r e  n e c e s s a r y  f o r  a  s u c c e s s ­

f u l  p r o c e d u r e ,  I  d i s c o v e r e d  t h a t  t h e  f o l l o w i n g  m e th o d s  w e re  

u s e d  b y  D r .  C a n n o n .

1 .  T h e  i n t e r v i e w e r  s h o u l d  b e  so m e w h a t c o m p a r a b le

to the people he is interviewing. Dr. Cannon was of similar 
age, intelligence, knowledge and experience of the applicant.

2 .  D r .  C a n n o n , a s  D i r e c t o r  o f  t h e  I n s t i t u t e  o f  

P u b l i c  A d m i n i s t r a t i o n ,  h a d  a n  e x t e n s i v e  k n o w le d g e  o f  jo b  

r e q u i r e m e n t s ,  a g e n c y  i n f o r m a t i o n ,  a n d  w as a b l e  t o  a s c e r t a i n  

t h e  c r i t e r i a  b y  w h ic h  s u c c e s s f u l  p e r f o r m a n c e s  i n  t h e  o v e r ­

s e a s  p o s i t i o n s  c a n  b e  j u d g e d .

3 .  T h e  i n t e r v i e w e r  m u s t  b e  c o n s c i o u s  i n  h i s  com ­

m u n i c a t i o n  n o t  t o  e n c o u r a g e  a  c a n d i d a t e  u n d u l y  o r  m ake 

c o m m itm e n ts  w h ic h  h e  c a n n o t  k e e p .  He m ade p r o m i s e s  o n l y  

w h e re  h e  h a d  f i n a l  a u t h o r i t y ,  a n d  n o t  i n  i n s t a n c e s  w h e r e  h i s  

r e c o m m e n d a t io n  w o u ld  b e  s u b m i t t e d  t o  t h e  P r e s i d e n t  f o r  d e c i ­

s i o n .  D r .  C a n n o n  t a u g h t  me t h e  t e c h n i q u e  o f  u s i n g  t h e  

p r o n o u n  V/e i n s t e a d  o f  I .  T h e  t e r m  We s t a n d s  f o r  t h e  e n t i r e  

I n s t i t u t e ,  a n d  n o t  h i s  p e r s o n .  I n  a n y  c o n v e r s a t i o n  h e  w o u ld  

c l e a r l y  s t a t e  t h a t  t h e  f i n a l  d e c i s i o n  r e s t e d  w i t h  D r .  F i t c h ,  

t h e  P r e s i d e n t  o f  IP A .
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Ij.. T h e  i n t e r v i e w  s e t t i n g  i s  o f  e x t r e m e  im p o r t a n c e  

i n  d e v e l o p i n g  a  r e l a x e d  a tm o s p h e r e  w h e re  a  f r e e  c h a n n e l  

o f  c o m m u n ic a t io n  c a n  b e  o p e n e d .  D r .  C a n n o n 's  o f f i c e  w as 

t y p i c a l  o f  t h e  i m a g i n a r y  c o r p o r a t e  e x e c u t i v e .  T h e  o f f i c e  

w as a  l a r g e ,  c a r p e t e d ,  m a h o g an y  p a n e l l e d  ro o m , w i t h  a  b o o k ­

c a s e  r u n n i n g  a lo n g  o n e  w a l l .  H i s  d e s k  w as  l a r g e ,  a n d  ' 

s i t t i n g  o p p o s i t e  i t  w as  a n  o v e r s t u f f e d  c h a i r .  I f  t h e  

i n t e r v i e w e e  s a t  i n  t h e  c h a i r ,  h e  w o u ld  v ie w  o n l y  a  p o r t i o n  

o f  D r .  C a n n o n . C o n s e q u e n t l y ,  h e  a lw a y s  b r o u g h t  t h e  c a n d i ­

d a t e  t o  a  s m a l l  c o n f e r e n c e  t a b l e  i n  t h e  ro o m  w h ic h  p r o v i d e d  

a  f a c e - t o - f a c e  e q u a l  s t a t u s  r e l a t i o n s h i p  f o r  b o t h  t h e  

i n t e r v i e w e r  a n d  i n t e r v i e w e e .

5 .  A s t a t e  o f  r a p p o r t  s h o u l d  b e  e s t a b l i s h e d  b e tw e e n  

t h e  tw o  p a r t i e s . R a p p o r t  m e an s  t h e  f r e e d o m  f o r  b o t h  c o n ­

c e r n e d  t o  d i s c u s s  m a t t e r s  w h ic h  m ay  b e  f e l t  b y  o n e  o r  t h e  

o t h e r  t o  b e  r e l e v a n t  t o  t h e  m a in  o b j e c t i v e s  o f  t h e  i n t e r ­

v ie w .  I n  r e l a t i o n  t o  t h i s  r a p p o r t , t h e  D i r e c t o r  w o u ld  a s k  

l e a d i n g  q u e s t i o n s  a b o u t  s p e c i f i c  d a t a  p r e s e n t e d  i n  t h e  b a c k ­

g r o u n d  i n f o r m a t i o n  we h a d  a b o u t  t h e  a p p l i c a n t .  Q u e s t i o n s  

s u c h  a s ,  "W ould  y o u  t e l l  u s  a b o u t  y o u r  t o u r  o f  d u t y  i n  

N i g e r i a , "  w e re  l e a d s  i n t o  d i f f e r e n t  a s p e c t s  o f  t e a c h i n g ,  

c o m m u n ity  d e v e lo p m e n t ,  s o c i a l  r e l a t i o n s ,  e t c .  D r .  C an n o n  

c o u l d  b e  sum m ed u p  a s  a  k i n d ,  c o n s i d e r a t e ,  c o m p e te n t  m an 

who w as i n t e r e s t e d  i n  w h a t  t h e  c a n d i d a t e  w as s a y i n g .  

T h e r e f o r e ,  h e  w as  a  g o o d  l i s t e n e r ,  a n  a b i l i t y  t h a t  i s  

e x t r e m e l y  n e c e s s a r y  i n  t h i s  t y p e  o f  i n t e r v i e w .  T h i s
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encouraged the interviewee to speak, and made him feel 
confident that his interests and attitudes were being 
respected and protected.

6. The Director would provide a conclusion to the 
interview that included comments on what had been discussed 
and indicated what further action would be taken in the 
matter. He would politely encourage or discourage the 
applicant as to further action in regard to placement.

7 . It is essential to keep a record of the conver­
sation in an interview. There is disagreement about 
whether this should be done during the interview or after 
its conclusion. Dr. Cannon preferred to write down 
pertinent points during the interview. This procedure did 
not appear to distract the candidate, and possibly encouraged 
the applicant to speak freely, by indicating the importance 
for later evaluation and re-evaluation. Reactions that
can be seen in facial expressions and voice changes can 
facilitate insight into the personality of the individual 
and should be noted at once. However, this process is 
difficult during luncheon interviews, when it is nearly 
impossible to concentrate on remembering constructive comments 
for future evaluation. It seems to add a stress factor in 
the interview process.

The validity of the interview process varies largely 
because of two factors; the characteristics of the person 
being interviewed and the subjective rating of the
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interviewer. In this process, without testing procedures, 
the results of the interview are determined by Dr. Cannon's 
attitude toward the interviewee and his comments to the 
President of the Institute. Therefore, the interviewee, 
whose verbal fluencey may conceal unfavorable character­
istics, should be checked by references. Also, the 
opposite may be true of a quiet person who does not 
furnish enough information for an adequate decision. The 
reference check will lend to objectivity in the interview­
ing process.

References
The best kind of references are those of previous 

employers and can be obtained by a telephone call or 
letter. At IPA the reference checks were made after a 
telephone or preliminary interview. Thesp reference 
inquiries dealt with such characteristics as being con­
siderate, respecting the point of view of other people, 
and the candidate's adaptability to an overseas environ­
ment.

A reference letter would be written as follows:
Name of Person 
Address
Dear

The Institute of Public Administration in 
New York is considering a candidate for the Chief
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o f  P a r t y  p o s i t i o n  i n  a  m a n a g e m e n t t r a i n i n g  
p r o j e c t  f o r  m id d le  a n d  t o p  e x e c u t i v e s  i n  p u b l i c  
c o r p o r a t i o n s  a n d  a g e n c i e s  i n  U g a n d a .

J o b  r e s p o n s i b i l i t i e s  i n c l u d e  p l a n n i n g  o f  
t h e  t r a i n i n g  p r o g r a m s  a n d  c o u r s e s ;  a s s i s t i n g  i n  
s e l e c t i o n  a n d  o r i e n t a t i o n  o f  s h o r t - t e r m  l e c t u r e r s ; 
p l a n n i n g ,  s u p e r v i s i n g ,  a n d  a s s i s t i n g  i n  th e  
d e v e lo p m e n t  o f  l o c a l l y  r e l e v a n t  t e a c h i n g  m a t e r i a l s ; 
a n d  m a i n t a i n i n g  g o o d  r e l a t i o n s  w i t h  U g a n d a n  a n d  
B r i t i s h  e x p a t r i a t e  o f f i c i a l s . T he  t r a i n i n g  w i l l  b e  
c o n d u c t e d  a t  t h e  I n s t i t u t e  o f  P u b l i c  A d m i n i s t r a t i o n  
i n  K a m p a la , U g a n d a .

W o u ld  y o u  c o n f i d e n t i a l l y  a d v i s e  u s  a s  t o  y o u r  
r e l a t i o n s h i p  a n d  e x p e r i e n c e  w i t h  t h e  c a n d i d a t e  a n d  
o f  y o u r  p e r c e p t i o n s  o f  h i s  p e r f o r m a n c e  w i t h  p a r t i c ­
u l a r  r e f e r e n c e  t o  t h e  f o l l o w i n g :

1 .  H is  a b i l i t y  t o  a d a p t  t o  new c u l t u r e s  a n d  
a d m i n i s t r a t i v e  e n v i r o n m e n t s .

2 .  H is  a b i l i t y  t o  m ake  f r i e n d s  w i t h  h o s t  
c o u n t r y  n a t i o n a l s  a n d  o t h e r  c l i e n t  a g e n c y  p e r s o n n e l .

3 .  H is  a r e a s  o f  p r o f e s s i o n a l  c o m p e te n c e .

ij.. H i s  t e a c h i n g  t e c h n i q u e s  a n d  a b i l i t i e s .

5 .  H is  a b i l i t y  t o  p l a n ,  o r g a n i z e ,  a n d  s u p e r ­
v i s e  a  m a n a g e m e n t d e v e lo p m e n t  p r o g r a m .

6 .  H is  g r e a t e s t  s t r e n g t h s  a n d  w e a k n e s s e s .

Y o u r  c a n d i d  a n d  c o n f i d e n t i a l  r e s p o n s e  w i l l  b e  
g r e a t l y  a p p r e c i a t e d .

S i n c e r e l y ,

T h e  l e t t e r  i s  t h e n  m a i l e d  t o  f o u r  r e f e r e n c e s  g i v e n  

t o  t h e  I n s t i t u t e  b y  t h e  c a n d i d a t e .  T he  r e f e r e n c e  i n q u i r y  i s  

o f  u t m o s t  i m p o r t a n c e  w h e n  t h e  a g e n c y  r e l i e s  h e a v i l y  o n  t h e  

c u r r i c u l u m  v i t a  w h ic h ,  a s  s t a t e d  b e f o r e ,  i s  w r i t t e n  b y  t h e  

a p p l i c a n t  t o  p r e s e n t  h i s  b e s t  q u a l i t i e s .
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An interesting case arose while I was at IPA con­

cerning a reference check on a curriculum vita. This 
gentleman had a very impressive background, obtaining 
his education in some of the most prominent universities 
in England, France, and the United States. In addition 
to his education qualifications, the candidate had held 
high level positions in private development corporations 
in several African countries. As a result of these factors, 
the Director and I had a luncheon interview with him.
The candidate was fluent in expressing his opinions about 
the methods which should be used while working in develop­
ing countries. His answers and comments convinced me 
that we had found an ideal candidate for either Nigeria, 
Uganda or Vietnam. I was extremely excited about our 
interview and encouraged the Director to take immediate 
action in hiring the applicant. Fortunately, as a result 
of his years of experience in the selection field. Dr. 
Cannon was more cautious concerning appropriate procedure. 
He suggested I check his references in the New York area. 
Surprisingly, after delving into the candidate's back­
ground, it came to our attention that many of the creden­
tials stated in his curriculum vita were of a fraudulent 
nature. It is disillusioning to find this type of behavior 
at the professional level, but it impressed upon me the 
importance of an adequate reference check. I should have
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realized that something was amiss because of the brevity 
of the candidate's resume as compared to the rather 
lengthy curriculum vitae presented by many of the other 
candidates. I believe that the course work at The Uni­
versity of Arizona in Personnel Management and Employee- 
Employer Relations greatly increased my ability to work 
effectively within the area of selection while at IPA.

Project Proposals for Nigeria
In addition to working in selection, I had the 

opportunity for exposure to writing of contract propo­
sals for overseas positions, although this is a process 
that actually involves extensive training. The drafting 
of the proposal for the Nigerian contract was made in 
advance of receiving official documents from the Agency 
of International Development. Therefore, my draft pro­
posal was too short and concise for the requirements of 
the State Department.

In writing a proposal for an overseas contract cer­
tain steps must be followed in order to meet the require­
ments of the federal government. Initially, the project 
must be opened to the public for competitive bidding to 
assure the quality of selection and the elimination of patron- 
ization, although patronization can still be present in the 
selection of the competitive bidders, Previously, the State
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D e p a r tm e n t  f o l l o w e d  t h e  p r a c t i c e  o f  c l o s e d  b i d d i n g  w h e r e  

t h e  AID D e p a r tm e n t  w o u ld  a s k  c e r t a i n  a g e n c i e s  t o  s u b m i t  a  

p r o p o s a l  w i t h o u t  a l l o w i n g  t h e  p u b l i c  t o  p a r t i c i p a t e  i n  

t h e  b i d d i n g  p r o c e s s .  T h e  I n s t i t u t e  h a d  r e c e i v e d  s u c h  

c l o s e d  b i d d i n g  i n  c o n t r a c t s  f o r  U g a n d a  a n d  V ie tn a m .

I n  o r d e r  t o  a l l o w  t h e  p u b l i c  a n  o p p o r t u n i t y  t o  

p a r t i c i p a t e  i n  th e  b i d d i n g ,  t h e  D e p a r tm e n t  o f  S t a t e  a d ­

v e r t i s e d  i n  t h e  C om m erce B u s i n e s s  D a i l y  w h ic h  a d h e r e d  t o  

t h e  m in im um  r e q u i r e m e n t  o f  t h e  p r o p o s a l :

DEPARTMENT OF STATE 
A id  F i n a n c e d

S e r v i c e s  t o  f i l l  t h e  f o l l o w i n g  t h r e e  p o s i t i o n s  
i n  N i g e r i a :  (1 )  P r o f e s s o r  o f  P r o d u c t i o n  M a n a g e m e n t;
(2 )  L e c t u r e r  i n  Q u a n t i t a t i v e  M e th o d s ,  a n d  (3 )  I n s t r u c ­
t o r  i n  A c c o u n t i n g .  T he  p r i m a r y  f u n c t i o n s  o f  t h e  
C o n t r a c t o r  w i l l  b e  t o  r e c r u i t  t h e  p e r s o n n e l ,  n e g o t i ­
a t e  s a l a r y  s u p p le m e n t  w i t h  p e r s o n s  s e l e c t e d  f o r  
e m p lo y m e n t a n d  h a n d l e  a d m i n i s t r a t i v e  a r r a n g e m e n t s  
f o r  s a l a r y ,  t r a v e l  a n d  o t h e r  A . I .D .  a l l o w a n c e s .

T h i s  i s  n o t  a  r e q u e s t  f o r  p r o p o s a l s .  C o n t r a c t o r s  
(n o  r e s t r i c t i o n s  a s  t o  p r o f i t  a n d  n o n - p r o f i t  f i r m s  
a n d  i n s t i t u t i o n s )  a r e  i n v i t e d  t o  s u b m i t  l e t t e r s  o f  
i n t e r e s t  ( s i x  c o p i e s )  t o :  M r. M u r ra y  G r a y ,  C o n t r a c t ­
i n g  O f f i c e r ,  B u re a u  f o r  A f r i c a ,  A g e n c y  f o r  I n t e r n a ­
t i o n a l  D e v e lo p m e n t ,  W a s h in g to n ,  D . C . 2 0 5 2 3 .

T h e  p r o s p e c t i v e  c o n t r a c t o r  s h o u l d  i n d i c a t e  i t s  
p a s t  e x p e r i e n c e  a n d  o t h e r  q u a l i f i c a t i o n s  f o r  p r o v i d i n g  
s u c h  s e r v i c e s  a n d  s h o u l d  p r o v i d e  a v a i l a b l e  d e s c r i p t i v e  
l i t e r a t u r e  o n  t h e  f i r m  o r  i n s t i t u t i o n .  I n t e r e s t e d  
f i r m s  a n d  i n s t i t u t i o n s  h a v i n g  t h e  n e c e s s a r y  q u a l i f i ­
c a t i o n s  w i l l  b e  s e n t  r e q u e s t s  f o r  p r o p o s a l s ,  w h ic h  
s h a l l  i n c l u d e  a  d e t a i l e d  d e s c r i p t i o n  o f  t h e  n a t u r e  a n d  
s c o p e  o f  t h e  r e q u i r e d  s e r v i c e s .

L e t t e r s  o f  i n t e r e s t  a n d  q u a l i f i c a t i o n s  m u s t  b e  
p o s t - m a r k e d  n o t  l a t e r  t h a n  I I4. c a l e n d a r  d a y s  a f t e r  t h e  
d a t e  o f  t h i s  p u b l i c a t i o n s .  P r o s p e c t i v e  C o n t r a c t o r s  
r e s p o n d i n g  t o  t h i s  n o t i c e  w i l l  b e  p r e q u a l i f i e d  b y
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A . I . D .  a n d  o n l y  t h o s e  f i r m s  o r  i n s t i t u t i o n s  
c o n s i d e r e d  b e s t  q u a l i f i e d  b y  A . I . D .  t o  p r o v i d e  
t h e  s e r v i c e s  w i l l  b e  r e q u e s t e d  t o  s u b m i t  
p r o p o s a l s . (F 2 8 6 )

D e p a r tm e n t  o f  S t a t e ,  A g e n c y  f o r  I n t e r n a t i o n a l  
D e v e lo p m e n t ,  B u r e a u  f o r  A f r i c a ,  W a s h in g to n ,  Q 
D . G. 2 0 5 2 3 , M u rra y  G r a y ,  C o n t r a c t i n g  O f f i c e r .

T h i s  a d v e r t i s e m e n t  p r e c e d e d  t h e  n e x t  p h a s e  o f  t h e  

c o n t r a c t  p r o c e d u r e ,  t h e  L e t t e r  o f  I n t e n t  ( e x a m p le  f o l l o w s ) .  

T h i s  l e t t e r  e x p r e s s e s  t h e  i n t e r e s t  a n d  b a s i c  q u a l i f i c a ­

t i o n  a n  a g e n c y  p o s s e s s e s  i n  r e l a t i o n  t o  t h e  p r o p o s e d  

c o n t r a c t .  A f t e r  t h e  L e t t e r  o f  I n t e n t  i s  s u b m i t t e d ,  t h e  

D e p a r tm e n t  o f  S t a t e ,  t h e  a g e n c y  f o r  I n t e r n a t i o n a l  D e v e lo p ­

m e n t ,  r e v i e w s  i t  a n d  i f  t h e  q u a l i f i c a t i o n s  a r e  a d e q u a t e ,  

r e t u r n s  a  s t a t e m e n t  t o  s u b m i t  a  p r o p o s a l .  H o w e v e r , I  

b e g a n  w r i t i n g  t h e  p r o p o s a l  b e f o r e  t h e  R . S . P .  ( R e t u r n  

S u g g e s t e d  P r o p o s a l )  w as f o r w a r d e d  t o  t h e  I n s t i t u t e .  S i n c e  

I  h a d  n e v e r  w r i t t e n  a  p r o p o s a l ,  my a t t e m p t  w a s  i n a d e q u a t e  

f o r  t h e  n e e d s  o f  t h e  I n s t i t u t e . T h e r e  i s  a  d e f i n i t e  a r t  

t o  w r i t i n g  a  p r o p o s a l ,  a n d  m in e  l a c k e d  t h e  f o l l o w i n g  

c h a r a c t e r i s t i c s :

1 .  T h e  a v e r a g e  p ro p o s a l  i s  u s u a l l y  b e tw e e n  3 0  a n d  

40  p a g e s .  I  h a v e  a lw a y s  b e e n  t a u g h t  t o  w r i t e  i n  a  s u c c i n c t  

m a n n e r ,  s a y i n g  a s  m uch  a s  p o s s i b l e  i n  a s  fe w  w o rd s  a s  

p o s s i b l e .  T h e  b e s t  p r o p o s a l s  i n c l u d e  a l l  r e l a t e d  m a t e r i a l

■ ^ D e p a r tm e n t  o f  S t a t e ,  " A id  F i n a n c e d , " C om m erce 
B u s i n e s s  D a i l y , I s s u e  N o . PSA-5 1 7 3  ( O c to b e r  1 5 ,  l^ T ^ F *  p .  
TT.
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LY LE C . FITC H , PRESIDENT

O ctober 20, 1970

W ashington, D.C. 20523

Dear \

In  re fe re n c e  to  a n o t ic e  in  the  Commerce B usiness D a ily  on 
O ctober 15, 1970, th e  I n s t i t u t e  o f  P u b lic  A d m in is tra tio n  i s  in te r e s te d  
in  p ro v id in g  th e  n e ce ssa ry  s e rv ic e s  to  AID to  f i l l  th e  fo llo w in g  
th re e  p o s i t io n s  in  N ig e r ia :

1) p ro fe s s o r  o f  p ro d u c tio n  management
2) l e c tu r e r  in  q u a n t i t a t iv e  methods
3) i n s t r u c to r  in  acco u n tin g

The fo llo w in g  components appear to  be r e q u is i t e  to  a s u c c e s s fu l  
com pletion  o f  th e  above ass ignm en t: (1) ex p e rien c e  in  f i e ld s  r e la te d
to  th o se  in  demand in  N ig e r ia ;  (2) e x p e rien ce  in  r e c r u i t in g  to p - le v e l  
academ ics in  th e  U nited  S ta te s ;  and (3) p rev io u s  e x p e r ie n c e  in  A fr ic a  
and p a r t i c u l a r l y  in  N ig e r ia .

IPA has s p e c ia l  q u a l i f i c a t io n s  in  each o f  th e se  c a te g o r ie s .

1) Over th e  p a s t  tw enty  y e a r s ,  th e  I n s t i t u t e  has been engaged in  
a number o f  p r o je c ts  o v e rsea s  designed  to  a s s i s t  government ag en c ie s  and 
o th e r  p u b lic  i n s t i t u t i o n s  in  im proving a sp e c ts  o f  t h e i r  o p e ra t io n s .  T h e ir 
main th r u s t  has been in  th e  v e ry  re le v a n t  f i e ld s  o f  a cco u n tin g , economic 
p la n n in g , o rg a n iz a tio n  and management, p e rso n n e l a d m in is tr a t io n ,  b u d g e tin g , 
system s a n a ly s is ,  e t c .  (see  a tta c h e d  l i s t ) .  Thus IPA has ex p e rien ce  
i t s e l f  in  th e  p re c is e  f i e ld s  in  which re c ru itm e n t i s  to  be u n d e rtak en .

2) Because o f  IP A 's w ide involvem ent in  management, b u d g e tin g , 
and r e la te d  f i e l d s ,  th e  I n s t i t u t e  has r e c r u i te d  s p e c i a l i s t s  in  th e se  
f i e ld s  and has wide c o n ta c ts  in  academ ic and p ro f e s s io n a l  com m unities. I t  
has proven i t s  a b i l i t y  to  r e c r u i t ,  o r i e n t ,  f i e l d ,  and back sto p  (both  
p r o f e s s io n a l ly  and a d m in is t r a t iv e ly )  teams o f  e x p e r ts .  In  a d d i t io n ,  s t a f f  
members o f  IPA can be counted on to  be aware o f  th e  req u irem en ts  o f  h o s t 
co u n try  i n s t i t u t i o n s  and th e  c u l t u r a l  m il ie u  in  which p r o je c ts  must be 
c a r r ie d  on.

T R U S T E E S : LU TH ER  GUL1CK. CHAIRMAN R IC H A R D  S . C H IL D S . VICE CHAIRMAN JO H N  S . L IN E N . TREASURER F R A N C IS  W . H . ADAM S

J A M E S  F ELT LY LE C .  F ITC H  DAVID R.  H U N TE R A L F R E D  C .  N E A L O T T O  L.  N E L S O N J O H N  A.  P E R K I N S B E T H U E L  M. W E B S T E R
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3) IP A 'b rin g s  to  th e  ta s k  o f  r e c r u i t in g  th e  above p e rso n n e l 
i t s  ex p erien ce  w ith  th e  U n iv e rs ity  o f  I f e  in  N ig e r ia . In  t h i s  Ford 
F oundation-funded  p r o je c t ,  IPA p ro v ided  te c h n ic a l  a s s is ta n c e  and 
p e rso n n e l to  th e  I n s t i t u t e  o f  A d m in is tra tio n  a t  the  U n iv e rs i ty . 
C onsequently , IPA .has f i r s t - h a n d  knowledge o f th e  N ig e rian  academ ic 
environm ent. I t  has a ls o  ex p erien ced  th e  s p e c i f i c  problem s in  academ ic 
re c ru itm e n t fo r  o v e rsea s  assignm en ts  which a r i s e  bo th  from th e  s h o r t ­
comings in  a d m in is tr a t io n  and p lan n in g  in  A frica n  i n s t i t u t i o n s ,  and 
th e  p e c u la r i t i e s  o f  th e  American academ ic community.

Along w ith  s p e c i f ic  ex p erien ce  in  N ig e r ia , IPA has an agreem ent 
w ith  AID to  p ro v id e  OPEX-type su p p o rt to  th e  I n s t i t u t e  o f  P u b lic  
A d m in is tra tio n  in  Uganda.

Thus IPA has b o th  th e  g e n e ra l background and the  s p e c i f ic  
ex p erien ce  to  u n d e rtak e  th e  re c ru itm e n t o f  academ ic p e rso n n e l fo r  
N ig e r ia . I  a p p re c ia te  your c o n s id e ra t io n  o f  IPA fo r  t h i s  a ss ig n m en t.

E n c lo su re : IPA Brochure

RAFrbk

OuncdC' 
f i  t

Lx\zju

c



a n d  e x p a n s i o n s  o f  t h i s  m a t e r i a l  f a r  b e y o n d  t h e  n o r m a l  

e x p l a n a t i o n .

2 .  T h e  e x p l a n a t i o n  o r  r e q u i r e m e n t s  s h o u l d  b e  i n  

d e t a i l .  F o r  e x a m p le ,  i n  d e s c r i b i n g  t h e  a d m i n i s t r a t i v e  

f u n c t i o n s  o f  IPA  o n e  m u s t  d e t a i l  t h e  e n t i r e  p r o c e s s  i n s t e a d  

o f  j u s t  s t a t i n g  t h a t  t h e  I n s t i t u t e  h a s  h a n d l e d  m an y  p r e v i ­

o u s  c o n t r a c t s  o f  t h i s  n a t u r e .  One m u s t  a ssu m e  t h a t  t h e  

c o n t r a c t o r  h a s  n o t  h a d  a n y  e x p e r i e n c e  w i t h  t h e  p r o c e d u r e s  

o f  IP A .

3 .  R e s e a r c h  i n  t h i s  t y p e  o f  c o n t r a c t  i s  v e r y  

d i f f i c u l t  f o r  i t  i s  n o t  e a s i l y  a c c e s s i b l e  i n  b o o k s .  

T h e r e f o r e ,  t h e  w r i t e r  m u s t  b e  v e r y  c a r e f u l  a b o u t  t h e  f a c t u a l  

a c c u r a c y  o f  t h e  m a t e r i a l  h e  p r e s e n t s  t o  t h e  c o n t r a c t o r .

Ij.. T h e  p r o p o s a l  s h o u l d  i n c l u d e  p a s t  e x a m p le s  o f  

s u c c e s s f u l  p r o p o s a l s  r e l e v a n t  t o  t h e  c o n t r a c t ,  a n d  a m p le  

c o p i e s  o f  c u r r i c u l u m  v i t a e  o f  i l l u s t r a t i v e  c a n d i d a t e s  f o r  

N i g e r i a n  p o s i t i o n s .

5 .  My b a s i c  f a u l t  i n  w r i t i n g  t h i s  p r o p o s a l  w as  l a c k  

o f  i n f o r m a t i o n ,  a n d  b e i n g  t o o  c o n c i s e  i n  my w r i t i n g .

( P l e a s e  s e e  f o l l o w i n g  d r a f t  p r o p o s a l  f o r  AID O pex  t e a c h i n g  

p o s i t i o n s . )
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V ie tn a m  P r o p o s a l  S e l e c t i o n  

I n  r e l a t i o n  t o  t h e  s e l e c t i o n  p r o c e s s ,  IP A  a c q u i r e d  

a  c l o s e d  c o n t r a c t ,  o n e  w h ic h  d i d  n o t  r e q u i r e  c o m p e t i t i v e  

b i d d i n g ,  f r o m  t h e  D e p a r tm e n t  o f  S t a t e ,  a g e n c y  f o r
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I n t e r n a t i o n a l  D e v e lo p m e n t ,  w h ic h  i n v o l v e d  p r o v i d i n g  a  

s t a f f  t o  s u p p o r t  t h e  N a t i o n a l  I n s t i t u t e  o f  A d m i n i s t r a t i o n  

i n  S a i g o n ,  V ie tn a m . T he s e l e c t i o n  o f  c a n d i d a t e s  i n v o l v e d  

t h e  f o l l o w i n g  d i f f i c u l t i e s :

1 .  The s e p a r a t i o n  o f  f a m i l y  f r o m  t h e  p r o s p e c t i v e  

e m p lo y e e  w h i l e  i n  V ie tn a m , a l t h o u g h  t h e  f a m i l y  c o u l d  b e  

s e n t  t o  K u a la -L u m p o r  o r  S i n g a p o r e  a s  t e m p o r a r y  h o m e s .

2 .  T h e  p r o b le m  o f  w o r k in g  i n  a  w a r  z o n e ,  a n d  t h e  

a n t i - w a r  b e l i e f s  p r e v a l e n t  i n  t h e  U n i t e d  S t a t e s .

3 .  V ie tn a m e s e  a s  a  l a n g u a g e  b a r r i e r .

H o w e v e r , t h e  c o n t r a c t  i n c l u d e d  a  c h a l l e n g i n g  o p p o r ­

t u n i t y  t o  im p ro v e  t h e  c i v i l  s e r v i c e  o f  V ie tn a m . T h e  

N a t i o n a l  I n s t i t u t e  o f  A d m i n i s t r a t i o n  t r a i n s  t h e  p r o s p e c t i v e  

c a n d i d a t e s  f o r  t h e  c i v i l  s e r v i c e  o f  V ie tn a m . I f  o n e  c o n ­

s i d e r s  t h e  im p a c t  a n  im p r o v e d  c i v i l  s e r v i c e  w o u ld  h a v e  o n  

t h e  f u t u r e  o f  t h e  c o u n t r y ,  i t  i s  a p p r o p r i a t e  t o  c o n s i d e r  

t h i s  a s  o n e  o f  th e  m o s t  i n f l u e n t i a l  m e th o d s  o f  im p r o v in g  

a n d  m a i n t a i n i n g  a  p r o g r e s s i v e  eco n o m y  a n d  g o v e r n m e n t  i n  

V ie tn a m . T he c o n t r a c t  e n t a i l e d  t h e  f o l l o w i n g  t a s k s :

1 .  T h e  s i n g l e  m o s t  i m p o r t a n t  p r o b le m  f a c i n g  t h e  

N a t i o n a l  I n s t i t u t e  o f  A d m i n i s t r a t i o n  i s  im p r o v in g  i t s  

i n s t r u c t i o n  a n d  t r a i n i n g  o f  p o t e n t i a l  c i v i l  s e r v a n t s  i n  

t h e  a b s e n c e  o f  r e l e v a n t  a n d  q u a l i f i e d  t e a c h i n g  m a t e r i a l s  

i n  t h e  V ie tn a m e s e  l a n g u a g e .

2 .  R e a d in g  m a t e r i a l s  c o n c e r n i n g  P u b l i c  A d m i n i s t r a ­

t i o n  a r e  n o t  a v a i l a b l e  i n  t h e  v e r n a c u l a r  a n d ,  t h e r e f o r e ,



m u s t  b e  p r o v i d e d  s o l e l y  b y  t h e  i n s t r u c t o r  i n  a  l e c t u r e  

s i t u a t i o n .

3 .  T h e r e f o r e ,  a l l  m a t e r i a l  m u s t  b e  m e m o r iz e d ,  a  

m e th o d  u t i l i z e d  d u r i n g  t h e  F r e n c h  C o l o n i a l  E r a .  T h i s  

p r o c e d u r e  l i m i t s  t h e  i n n o v a t i v e  a n d  t h i n k i n g  p r o c e s s  o f  

t h e  s t u d e n t .

4 .  T h e  c u r r i c u l u m  m u s t  b e  u p d a t e d  s o  t h a t  i t  i s  

r e l e v a n t  t o  t h e  t a s k s  t h e  c i v i l  s e r v a n t  i s  r e q u i r e d  t o  

p e r f o r m  o n c e  h e  h a s  g r a d u a t e d  a n d  i s  h o l d i n g  a  s t a f f  p o s i ­

t i o n  i n  a  f i e l d  o f f i c e .  A l l  t o o  o f t e n  t h e  c l a s s r o o m  

m a t e i i  a l  i s  o u t d a t e d  a n d  i r r e l e v a n t  t o  t h e  p r o b le m s  t h e  

new  c i v i l  s e r v a n t  w i l l  f a c e  o n  t h e  j o b ,

5 .  To p r o v i d e  a n  o n - g o i n g  s t a f f  im p r o v e m e n t ,  o r  

t o  i n c r e a s e  t h e  q u a l i t y  a n d  q u a n t i t y  o f  t h e  V ie tn a m e s e  

t r a i n i n g  s t a f f .

T o  r e i t e r a t e ,  t h e  N a t i o n a l  I n s t i t u t e  o f  A d m in i­

s t r a t i o n  h a s  a  m o s t  s i g n i f i c a n t  r o l e  t o  p l a y  i n  t h e  b u i l d ­

i n g  o f  a  s t a b l e  g o v e r n m e n t .  HIA h a s  t h e  p o t e n t i a l  o f  

b e c o m in g  a  c a t a l y s t  i n  t h e  g o v e r n m e n t  f o r  t h e  c o n t i n u o u s  

im p ro v e m e n t o f  m a n a g e m e n t a n d  a d m i n i s t r a t i v e  s y s t e m s .

T h e  N a t i o n a l  I n s t i t u t e  o f  A d m i n i s t r a t i o n  m u s t  c h a n g e  a n d  

b eco m e  a  c o n te m p o r a r y  e l e m e n t  o f  1 9 7 1  V ie tn a m . I t  w as t h i s  

a t t i t u d e  t h a t  D r .  C an n o n  u s e d  i n  r e c r u i t i n g  p r o s p e c t i v e  

c a n d i d a t e s  f o r  a  t o u r  o f  d u t y  i n  V ie tn a m . B e f o r e  l e a v i n g ,

I  c o m p i l e d  a  s h o r t  l i s t  o f  a v a i l a b l e  c a n d i d a t e s  w h o se  a g e .



r e q u i r e m e n t s  a n d  f a m i l y  s i t u a t i o n s  m ade th e m  s u i t a b l e  f o r  

a  t o u r  o f  d u t y  i n  V ie tn a m .

F a m i ly  P l a n n i n g  P r o p o s a l  

O r i g i n a l l y ,  my s p e c i a l  a r e a  o f  w o rk  w h i l e  a t  t h e  

I n s t i t u t e  w as t o  b e  i n  t h e  a r e a  o f  p o p u l a t i o n  c o n t r o l .  

H o w e v e r , I  c o u l d  o n l y  p l a y  a  s m a l l  s u p p o r t i v e  r o l e  i n  t h i s  

p r o j e c t  a s  t h e  c o n t r a c t  o n l y  a l l o w e d  e n o u g h  m o n ey  f o r  D r .  

S u m m e r s k i l l  t o  do a  p r e l i m i n a r y  s t u d y .  A l s o ,  t h e  c o n t r a c t  

c a l l e d  f o r  D r .  S u m m e r s k i l l  t o  t r a v e l  e x t e n s i v e l y  w h ic h  

l i m i t e d  h i s  a b i l i t y  t o  s u p e r v i s e  my i n t e r n s h i p .  T h e r e f o r e ,  

a f t e r  som e i n i t i a l  r e s e a r c h ,  I  g r a d u a l l y  p h a s e d  o u t  o f  t h e  

p o p u l a t i o n  f i e l d  a n d  a s s i s t e d  D r .  C a n n o n . I n i t i a l l y ,  D r .  

S u m m e r s k i l l  a n d  I  d i s c u s s e d  t h e  f o l l o w i n g  a r e a s  o f  c o n c e n ­

t r a t i o n  f o r  t h e  s t u d y  a s  t h e  o r i g i n a l  p r o p o s a l  w as q u i t e  

v a g u e  i n  i t s  d e l i n e a t i o n .

1 .  I n  d e c i d i n g  t h e  e x a c t  a r e a  o f  s t u d y  i t  w as 

n e c e s s a r y  t o  d e l i m i t  t h e  p o p u l a t i o n  c o n c e p t .  On a  c o n t i n u ­

um , a t  o n e  e n d  w o u ld  b e  f o u n d  t h e  p o l i c y m a k i n g  b o d y ,  a n d  

a t  t h e  o p p o s i t e  e n d , t h e  a r e a  o f  c l i n i c a l  m e th o d s .  T h e r e ­

f o r e ,  t h e  d e c i s i o n  w as m ade  t o  s t u d y  t h e  m id d le  o r  

a d m i n i s t r a t i v e  a s p e c t s .  T h i s  p a r t i c u l a r  p r o b le m  h a s  h a d  

l i t t l e  r e s e a r c h  b y  a n y  o f  t h e  m a j o r  p o p u l a t i o n  a g e n c i e s .

P o l i c y  m a k e rs C l i n i c a l

A d m i n i s t r a t i v e



S i n c e  p o l i c y  d e c i s i o n s  a n d  c l i n i c a l  s t u d i e s  i n v o l v e  

m e d i c i n e ,  p h i l o s o p h y ,  o r  p o l i t i c s ,  i t  w as e s s e n t i a l  t o  

re m o v e  t h e  p r o j e c t  f r o m  t h e s e  a r e a s  o f  e n d e a v o r .

2 ,  I n  m any  c o u n t r i e s  a p p r o x i m a t e l y  t e n  p e r c e n t  o f  

t h e  p o p u l a t i o n  p a r t i c i p a t e  i n  f a m i l y  p l a n n i n g  p r o g r a m s .

T h e  p r o b le m  t h e n  a r i s e s  o f  how t o  i n f l u e n c e  t h e  r e m a i n d e r .  

B y im p r o v in g  a d m i n i s t r a t i v e  p r o c e d u r e s ,  a  s u b s t a n t i a l l y  

l a r g e r  n u m b e r  o f  p e o p l e  w o u ld  b e  i n f l u e n c e d .

3 .  I n  t h e  a r e a  o f  a d m i n i s t r a t i o n  t h e  f o l l o w i n g  

s e c t i o n s  w e re  d i s c u s s e d :

a .  T h e  p r o p e r  s e l e c t i o n  o f  t h o s e  f i e l d  w o r k e r s  

who p r o m o t e ,  m a i n t a i n ,  a n d  f o l l o w - u p  o n  t h e  

i n c r e a s e  o f  p o p u l a t i o n  c o n t r o l  i s  c r u c i a l .

b .  Do t h e  l o c a l  l e v e l  w o r k e r s  r e c e i v e  a d e q u a te  

t r a i n i n g  f o r  t h e i r  p o s i t i o n s ?  A re  t h e s e  f i e l d  

w o r k e r s  s e l e c t e d  o n  t h e  p a t r o n a g e  s y s te m  o r  o n  

a  c o m p e t i t i v e  q u a l i t y  s y s te m ?

c .  M any s u p e r v i s o r s  a r e  r e l u c t a n t  t o  d e l e g a t e  

r e s p o n s i b i l i t y  a n d  a u t h o r i t y  t o  t h e i r  j u n i o r s  

f o r  f e a r  o f  l o s i n g  t h e i r  own p o s i t i o n s .

d .  T h e  p r o b le m  o f  a d m i n i s t r a t i v e  r e d  t a p e  i n v o l v e d  

i n  p o p u l a t i o n  p r o b le m s  am ong t h e  d i f f e r e n t  

m i n i s t r i e s  c a u s e s  s i g n i f i c a n t  d e l a y s  i n  i m p l e ­

m e n t a t i o n  a n d  f o l l o w - u p  i n  t h e  f a m i l y  p l a n n i n g
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e. There is a paucity of adequate incentives for 
the local workers and consumers of the family 
planning programs.

f. Proper supervision of workers once they have 
reached their field positions is a dilemma.

g. Adequate evaluation of the programs to determine 
actual acceptance of the birth control methods 
is urgently needed.

h. The political problem, especially concerning 
the concept that the United States is attempt­
ing to limit population in order to further its 
owm aims, requires attention.

i. The question of the scale in which to carry out 
the research project requires consideration of 
the model country approach or a more widespread 
attempt to survey the developing world.

Dr. Summerskill was interested in attempting to 
establish the impact of the Institute of Administration 
throughout the world on the population problem. He felt 
that the Institute could be a vehicle for improving the 
family programs. I compiled a list of Institutes of 
Administration according to their projected capacity to 
implement population programs. However, at this juncture 
I felt that the research should be limited to three countries, 
one which had been highly successful in population programs 
(Tawain or Korea), one which had had moderate success



98

(Thailand or Iran), and one that had been a failure, such 
as Indonesia or Turkey. I felt that a comparison of these 
programs and an analysis of the impact of the Institute of 
Administration, both present and future, would allow for a 
comprehensive approach to successful family planning. Dr. 
Summerskill was interested in taking a larger sample of the 
population programs throughout the world, an effort which 
in my opinion was too ambitious to obtain the desired 
results.

Administrative Backstopping 
In the capacity of administrative backstopping, I 

supplied the temporary field staff of Uganda with curriculum 
material that might be essential in the operation of the 
Institute of Administration. The Institute recently re­
ceived a contract through competitive bidding to assist the 
major consulting firm in reorganizing the Panamanian govern­
ment. Before my arrival at IPA, Dr. Gannon had completed 
a list of those candidates fitted to coordinate and advise 
in this project. The Panamanian government had requested 
that the personnel supplied by the Institute be of Latin- 
American descent because, at present, the majority of 
Latin-American countries resent the influence of Americans 
in advisory positions. Therefore, Panama was extremely 
anxious to draw on the wealth of experience accumulated by 
past Latin-American IPA projects, but insisted that the



personnel be indigenous to Latin America. After receiving 
the initial bid for the contract, the Director had spent 
several months in interviewing prospective candidates for 
the positions. Upon my arrival my first assignment was 
to compile a complete listing of the candidates to be < 
distributed to specific individuals in Panama, the Latin- 
American desk in Washington, and selected personnel at 
the Institute.
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CHAPTER IV

CONCLUSION

The primary goal of the Institute of Public Admini­
stration is the improvement of public administration 
through empirical research. Attainment of this objective 
is facilitated through consultative management in which 
the President arrives at a decision concerning research 
proposals after discussion with the senior staff members.
Once a decision has been reached, the senior researchers 
have autonomy in planning, organizing, developing and 
controlling the research grant. Pure participative manage­
ment, in which decisions are reached by consensus, is not 
practiced at IPA; the President is responsible for choosing 
among alternatives advanced by the senior staff men. 
Administrative Leadership course work covered the different 
approaches to decision-making and prepared me to expect the 
presence of Y-type individuals in this environment.

The climate of the organization attracts Y-types, 
and hiring practices reflect both preemption and co-optation. 
Ivy League applicants employ preemption in recognition of 
their favorable position in employment opportunities, and 
co-optation is utilized to continue the tradition of Ivy 
League staff members who have undergone similar educational
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and socialization experiences. Consideration might be 
given to hiring on a wider geographic and environmental 
base. The cosmopolitan outlook thus achieved would be 
more consistent with the cosmopolitan functions and opera­
tion of the organization. More extensive preliminary 
selection work would be desirable to reduce dependence on 
curriculum vitae and co-optation. Reliance on these cri­
teria unnecessarily limits the field from which applicants 
are chosen. The symbiotic practices of preemption and 
co-optation were discussed in Dr. Kelso’s Public Administra­
tion class, where material was presented which indicated 
that these customs proved to be dysfunctional in the 
organization.

In the same class, attention was given to status, 
position, and perquisites. At IPA, positions and status 
are readily apparent to the casual observer. The size, 
appointment, and the placement of offices according to 
floors are determined by junior or senior staff rank. How­
ever, this does not disrupt the communication network because 
the junior and senior staff members are located in spatial 
confines according to their respective assignments. Appro­
priate to this design is the situation of the executives’ 
offices on a separate floor.

The clerical and secretarial personnel are decen­
tralized and attached to the individual projects. The
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spafciality concept deprives these employees of the informal 
peer group contact, while offering no substitute rewards.
It appears that these lower level positions offer no 
opportunity for advancement, and that the low quality of 
the output is a reflection of the resultant lack of inter­
est and motivation. Incentives to improve performance 
have not been instituted although this would benefit the 
organization. As Administrative Leadership lecture material 
pointed out, almost two-thirds of the labor force are X-type 
people, and it seems unlikely that the decision-making 
process can be extended down to include all of these per­
sons. In the situational particularities of IPA, accommo­
dation of specialists in a broad span of control may have 
led to imbalance in human relations consideration of rank 
and file employees. Suitable rewards and job satisfactions 
for the clerical and secretarial personnel could be initi­
ated to improve morale; both improvement in the conditions 
of work and the "halo" effect could increase the quality of 
output.

During the period of internship, a stabilization 
versus growth controversy surfaced at IPA. This situation 
was demonstrated by differences in opinion at the executive 
level concerning public relations. Stabilization advocates 
favored a restricted level of operation in order to main­
tain quality, while those who espoused expansion urged
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w i d e r  d i s s e m i n a t i o n  o f  i n f o r m a t i o n  f o r  p u b l i c  r e l a t i o n s  

p u r p o s e s .  T he l a t t e r  g r o u p  b e l i e v e d  t h a t  b e t t e r  l i a i s o n  

am ong l o c a l ,  s t a t e  a n d  f e d e r a l  a g e n c i e s  c o u l d  b e  a t t a i n e d  

t h r o u g h  w i d e r  p u b l i c a t i o n  o f  r e s e a r c h  f i n d i n g s ,  t h u s  

a c q u a i n t i n g  k e y  o f f i c i a l s  w i t h  t h e  f u n c t i o n s  o f  t h e  I n s t i ­

t u t e .  W hen my o p i n i o n  w as s o u g h t  b y  a n  e x e c u t i v e ,  I  a g r e e d  

t h a t  IPA  c o u l d  i n c r e a s e  i t s  e f f e c t i v e n e s s  t h r o u g h  e x p a n s i o n  

a n d  y e t  m a i n t a i n  a  h i g h  l e v e l  o f  c o m p e te n c y .  T h e r e  w e r e  

c o m m o n a l i t i e s  b e tw e e n  t h i s  s i t u a t i o n  a n d  t h e  D un a n d  B r a d -  

s t r e e t  C ase  w h ic h  A d m i n i s t r a t i v e  L e a d e r s h i p  e x p l o r e d .  T h e  

p r e d i c t i v e  q u a l i t y  o f  t h e  v a l u e  ju d g m e n ts  r e q u i r e d  w as  v e r y  

s i m i l a r .

S t a f f  m em b ers  w e re  c o u r t e o u s  i n  a s k i n g  f o r  my o p i n i ­

o n s ,  p o s s i b l y  d u e  t o  th e  D i r e c t o r ' s  b e h a v i o r  r e g a r d i n g  my 

i n t e r n s h i p  s t a t u s .  He d e m o n s t r a t e d  b y  h i s  a c t i o n s  t h a t  I  

w as  a c c e p t e d  a s  a n  i n d i v i d u a l  w i t h  a  b r o a d  p r e p a r a t i o n  i n  

t h e  c o n c e p t s  o f  P u b l i c  A d m i n i s t r a t i o n  w ho n e e d e d  i n - d e p t h  

t r a i n i n g  i n  t h e  d i s c i p l i n e .  H o w e v e r , n o t  o n l y  d i d  my 

e x p e r i e n c e s  i n c r e a s e  my a p p r e c i a t i o n  o f  t h e  p r i n c i p l e s  a n d  

t h e o r i e s  o f  P u b l i c  A d m i n i s t r a t i o n ,  b u t  i t  a l s o  r e v e a l e d  t o  

me som e i n a d e q u a c i e s  i n  my f o r m a l  e d u c a t i o n .  A l th o u g h  

P u b l i c  A d m i n i s t r a t i o n  ( P .  A . 2 6 1 )  w as a  g o o d  b a s i c  i n t r o ­

d u c t i o n  t o  t h e  f i e l d ,  m o re  i n t e s i v e  w o rk  i n  P u b l i c  A d m in i­

s t r a t i o n  t h e o r y  w o u ld  h a v e  b e e n  o f  v a l u e  t o  m e , a s  w e l l  a s  

a  w i d e r  f a m i l i a r i t y  w i t h  t h e  l i t e r a t u r e .
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In addition, it became clear to me that I was insuf­
ficiently grounded in the relationship of the organization 
and its administrative structure to the larger environment 
of society. My exposure to administrative innovation had 
not been accompanied by equal presentation of administra­
tive assessment in a larger context. Just as technological 
innovation has been emphasized at the expense of assessment, 
so has my administrative theory background erred. I 
recognized that the stabilization versus growth conflict 
necessitated a planning system based on an ecological 
model but trained incapacity at IPA prevented such an 
approach. Problems of Public Management did not go deeply 
enough into these matters.

Business and Professional Communication has recently 
been introduced into the undergraduate curriculum, but there 
is no corresponding graduate course. Such course work 
would have been of great service to me, especially if it 
were given in conjunction with instruction in academic 
communication at the graduate level.

Since I was selected from a group of qualified 
applicants desiring to intern at IPA, it was a privilege 
to be allowed to intern there. It was with reluctance 
that I declined an offer to return to IPA on a permanent 
basis. This bridge between theory and practice will be 
invaluable to me as I pursue my career.
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