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OFFI CE OF THE SECRETARY GENERAL

TG Al Heads of Departments

FROM Adnin. C CGordi nator

DATE: 19 March 1993

SUBJECT: STAF F DEVELOPMENT

It is of urgent concern that all departnental staff have the necessary
training and conpetence in the adm nistration tasks of the ANC
We had therefore standardi sed on the foll ow ng application in order
to maintain consistency and superior user support Wthin the
organsati on.

W Ord P1 ocessng Mcrosoft WO01d v2. 0 W 01 (1% feet V' e .1
(switching graduall) t0O VISV Vord);

Spreadsheets: M crosoft Excel v4.0. Lotus 123 for W ndows

(for the traditional Lotus user and gradually

switching to : VI SExcel):

Presentati on

Graphi cs: Harvard Graphics & F reei ance G aphics:

El ectronic

Mail: cch'lail ( for users on the |ocal area network and

the Elections C omm ssion wi de area network to the

Regi onal offices).

The Peopl e Shall Govern!



We woul d like to re-enphasize the inportance oftraining on these
applications for all staffmenbers including senior staff. Facilities
for professional training, are at our disposal on the 3rd F |oor through
AT,

A representative from|1SD and the African Institute of Technol ogy
W1l be Visiting each department homthe 1 April 1993 to conduct a
training needs audit of each departnment in order to tailor the
training to nmeet each departnental needs.

Thanki ng you for your cooperation

Conr adel y Yours
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Totsi JB Menel a

(ADM N. C OORDI NATOR)



