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TITR0DUCTICN

This is 2 selected Eibliography of books, pamphlets, and articles
vhich discuss orgénizational and administrative techniques. The
Bibliography is divided into eleven specific subject greas as
indicated in the Table of Contents. ‘Vithin each subject area

the listing is sub-divided into a recommendet section of references
and a supplementary section. The recommended section consists

of materials vwhich were evaluated as having more potentials
benefit and application for Comprehensive Health‘Planning
isgencies than those listed in the more general, supplementary
section. Following the Bibliogrsphy is a 1listing of the addresses
of the publishing companies. '

The Bibliography is not intended to be just a referencé list,
rather we view it as an inroad for providing technical assisbtance
and“contimﬁng'educati’on to the Comprehengive HealtWPlanning
Agencies in Region X. Recognizing that each agency is a unique
organization with interests and needs which may not be emphasized
in this Bibliography,, we encourage your suggestions and comments.

Because this Bibliography was compiled for CHP agencied in
Region X, the Technical Assistance and Continuing Education
Program at the University of Washinghton is cited as the best

. Pplace to obtain copies of many of these documents. Unfgrtun#tely
our library -and staff are not sufficient to serve as a national
resource. Therefare, for citations where a locdtion other
than the.TL/CE office is mentioned, please write to the other
party. In the Bibliography, the following citations list only
the TA/CE office for.copies. However, please contact the
appropriate publisiing companies.
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ASSZSATIIT OF CGHMUNITE FACTS AHD ISSUTS

e

Necommended leferences

+  yandbook for Community Fact-Finders. Philadelphia, Pennsylvania:
imerican Iriends Service Committee, 1973, 4O pp. Donation.

The handbook is part of the Investigation and iction

Project of the American Friends Service Committee, a

project aimed at finding out how the current Ldministration's
domestic policies affect communities and what people are
doing about it. One section gives specific focus to

health services. Information is provided regarding who -
to talk to, the kinds of information needed, questions to
ask, and how to provide follow-up. .

Van de Ven, fL. H. and A. L. Delbecq. "Guidelines for Leaders
in Conducting ilominal Grolp lieetings." lMadison, 'Asconsin:
1971, 8 pp. (Copies are available frcm the Th/CE Program,
University of-Washington.) -

The nominal group process or Delbecq technique is a model

" for conducting a meeting in which a deliberate structured
grow process is followed in order to identify.problems
or generate information concerning a particular wopic. The
process involves both the identification and prioritization
of problems or issues. This publication outlines gpecifically
hou to conduct the Delbecq processe.

Supplementary Leferences
Giammatteo, M. C. Ieeds Lissessment System for Task Forces.

Portland, Oregon: Ilorthwest Regional Educational Laboratory,
N 1971, 22 pp. *

i seven step outline is provided for conducting a community
needs assessment within the time limit of five task force

~ meetings. Sample survey forms, analyses, financing guides,
and background material on community planning are included.

¥now Your County. leshington, D.C.: League of Women Voters,
1970, 37 pp., /80, 80:.

This brochure discusses the criteria necessary for performing
a county govemment survey. The infommation may prove
veluable for agency legislative committees.

« /
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Inow Your . tate. Vashington, D.C.: League of Vomen Voters,
1973, 32 ppo, SO¢O -|

This publication is similar to the above brochure, however,
1ts focus is upon state government organization.

r

BOARD AND CGIITTIZ SIILLS

Rec omnended References

How to be an Effective Board Ixember. iletr York: S.E.D.F.R.E.,
1971, 22.pp., - 259,' \

In a stralghtforward concise mammer this pamphlet presents
the essentials of board membership. Typical proplems
encountered by boards are & scussed.

s

Sorenson, R. Hov to be 2 Board or Committee liember. Ilew York:
Association Press, 1958, 54 pp., ,l.25.

Thi's handbook presents the basics of boardsmanship in clear,
simple language. Topics included are: functions and duties
of boards, methods of effective organization, meetings of
boards, the chairman and the e}’ecuu:l.ve, committees and the
politics of boards.

Supplementary References ’

Better Boards and Comittees. Vashington, L.C.: Adult Education
' LlLssociation, 1957, U8 pp., 51.00. .

i. brief discussion is presenbéd on how to improve the work
of boards and committees. gh checklist for agsessing the
performance of committees is provided.

Blumenthal, L. H. How to Work with Your Board and Committees.
ilew York: issociation Press, 195, 6L pp. (Out of print.)

The handbook is a guide to productive board-staff relations.
Constructive suggestions are given for key problem areas,

Councils and Cormittees. [ Selection of neadlngs, cormpiled by
“the Sutcommittee on ilational Security mo. International
Cperations of the Commission on Government cperata.ons - U.S.
Senate, U.S. Government Printing Office, Stock ;5276 - 1L65,
1972, L6 pp., 25¢.

The articles in this selection of readings range in time Tram

=~ 850,B.C. to the present., This collection is in essence a
sho¥t anthology on the use and abuse of councils and committees.
The articies are both informative and entertaining.

o>
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Demorest, C. K. The Board }embers' Manual - low to Produce and

Use it in Board Education. ilev York: ilational Publicity
Council, 1951, 28 pp.

¢

Thile this manual is out of print, 1t can still be located
through the University of uashington Librarigs and possibly
in local libraries. It provides valudble information
regarding hoi to plan ‘and urite a board members® manual,
that 2 manual should contain and hou to use a manual in
board education, . .

3

Getting and Keeping lembers. ‘jashirghtén, D,C.: Ldult Zducation

Lssoriation, 1956, LOpp., i1.00, -
Theories on wiyy pecple join groups are discus,sed/along ,
vith how to recruit members, Iilumerous idéas are presented
for keeping membexrd, such as stimulating pcrticipation, !

recognition, etc. - / i :

i

Houle, C. 0. The Effective Board. liew York: hssocietion Press,

-~

1960, 174 pp. (Out of print.) i
This book is designed to serve both those interested in,
boards in general and those who tould 1ike to improve aly
specific board. The following tcpics are clearly discussed:
the human resources of the board; improving tne organization
of the board; the board, the ertecutive and the staf_f; and
improving }m operation of the board.

-

Trecker, A. R, and il. B, Committee Common Sense.' Ilew York:

ihiteside, Inc. 2nd im. Morrou and Company, Inc., 1955,
158 pp. (Out of print.) .

In this.handbook the authors have expressed in clear,
specific terms the why, who, when, vhat and how of successful
committee operations., Included are suggestions on how to
recruit commitiee members; how to make meetings productive;
houv to make committec reports, etc. '

Trecker, H., B. Citizen Boards at llozk, Ileu York: Association

Press, 1970, 228 pp.

The zuthor has been interested in and has studied the board
for over a quarter of a century, This text is a synthesis
of his studies and experiences into a guidebook for citizen
leaders. iihile the material provided is most thorough, it
is also rathér acodemic and could not be suggested for

"1ight reading.

\

~




/ .

6. CPL .xchange Bibliography ;700
" Tuck, U C. Step by Step in Better Doard end Committee lork
. (dravn from Roy Sorensor's, o7 to be a2 Board or Committee
liember). lew York: Association Press, 1962, 119 pp.
(0ut of print.) ‘

W C.E ruckf/has taken the material from R, Sorcnson's
success book and programmed steps leading to practical
knovledge >f the purpose, functions, and responsibilities
of ‘boards and committees, Topics included are: what
boards and committees do, selecting and inducting board
members, responsibilities of members and chairmen, the .

decision-maldng process, and the relation between board
and executive,

lorking with Volunteers. Vashington, D,C.: Ldult Zducation
Association, 1956, 48 pp., 1,00,

The effective use of volunteers in community organizations
is the topic of this handbook., General issues are discussed:

recruiting, placement,” training and supervision.

-

COZIMIITY ORGLHIZATICH I'OR -CHAIIGE 41D ACTION
/

Recommended References
" hction, YV/ashington, D.C.: League of ‘Jomen Voters, 1972,
7,‘1613: SC¢ L] ~ '

The handbook offers basic How-to's for local boards and
committees that want to become better at orchestrating
effective community action. The techniques which are
dc jeribed offer valuable suggestions for all actionv
oriented groups.

gnou Your Cormunity, Vashington, D,C.: League of lJomen Voters,
1972, 7288, 75¢.

Thi's parphlet helps organizations take a good look at the
structure and functions of their local govermment. The
giidelines suggest several ways to gather basic facts about
the community, ‘The suggested outline should be particularly
useful to new C.H.P, agencies and those conducting a .
community necds survey. If the arca has a league of

Vomen Voters Chapter, such 2 study may have been compiled
and the C.H.P, agency should review their dociment.

o e e e a1 r cosrtm— b o]
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hahaffey, Iiary'um "Lobbying and Social ‘iork," Social Uork
January 1972, pp. 3-11. (Copies availzblc from the TA/CE
Irogram at the Universi ty of lashingson,) .

- . Thie brief article outlines the ba sic steps necessary:
for any individual or group wishing to bring about
leglslative change. In addition to delineating the strategy
. of lobbying, the author discusses the common barriers to
* inveraction, A model for legislative action i" also included.

licJurely, i£len, Getting and ueep:.ng People Together. Louisville,
Kentucly: O-bam.zer‘s Iibrary series of the Southerm
Confergnce kducational ¥und, 1967, 16 pp., 25¢. .

This brochure discusses commmity organization from the
perspective of devcloping a political consciousness. The
inportance of.planning is stressed including the devélopment
of agendas, by-laws, etc.

go—rew-Yorles—o 53555 . B Be s 1965, 18 ppe.

This booklet presents the basics of negotiations: when
To negotiate, how to negotiate, the stretegy to be used,
and finally the mistakes to be avoided.

The Politics of Change - Goals, Conflict and Power in the
Gommuriity. Vashington, D.C.: League of Vomen Voters,
1972, 7107, 35¢. :

. This brief guide is designed to help the concerned citizen
' understand the forces that operste in his community and
identify community rieeds and goals. Uhile the pamphlet is
biased toward League operations, thé basic strategies
vhich are descmbed should provide valuable agslstance to
C.ll.P. agencies as they work toward the improvement of the
health care{system.

Taking Lction in -the Community. Vashington, D.C.: Adult
Zducation Association, 1955, L8 pp., %1.00.

ihile this pamphlet is. somevhat dated, it dlscusses solie
of the bagic issues in developing cammumtj participation.
The importance of assesging the community!s temperament
is discussed. The role of controversy and conflict are
also revieued.
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Supplementary Leferences

Uork, London: GCxford University Press, 1967, 148 pp.

The text discusses both directive and aon-directive approaches
to influencing people's behavior. Suggested training )
techniques for the non-directive approach are included. .

Y \

Biddle, /. V. and L. J. The Community Development Process:
The Rediscovery of Local Initiative. ilew York: Holt
Rinehart and linston, Inc., 1965, 334 pp. .

-~

Batten, T. 3. The ijon-Directive Lpproach in Group and Community
|
\
|
|
|
|
\
|
|
|
i
This book attempts to reldindle interest in community . |
. development through grassroots efforts. The style and }

approach of the book is, however, acaderic. , |

ilov to do a Leadership Developuent Course in the Inner City.
Tashington, D.C.: League of llomen Voters, 1968, 20 pp., 20¢.
!

This manual will be of special interest to organizations
and agencies vorking uith inncr city consumer groups.

The manual is filled with how-to-do-it ideas and ‘an appendix
of examples, ;

- Huenei‘eld, J. The Cormunity fctivist's Hancbook. A Guide to
organi.zing financing and publicizing community campaigns.
f\ Boston: Beacon Press, 1970, 160 pp.

The author is an expern.enced political campaign manager

and community project organizer. In this practical handbook =
he offers .a systematic.guide to mobilizing, publioizing,
financing and coordinating community organizations. The
handbook can be used a2s a general reference guide by

groups uhich have particular problems to focus” upon.

fing, C.> lorking with Pecple in Community fAction. ilew York:
Lssociation Press, 1965, 192 pp.

C. Xing spent 195 5 as'a consdltant on commur'xity
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uorgan, Je S. lLianaging Change. llew York: IicGraw-IHill Book

Company, 1572, 216 pr. '

This book is designed primarily for managers in technical °
business {lields, however, many of the techniques and
strateglos vhich are outlined as c.pplicaole to planners’
vorlo.ng 1n the highly technical areas of health care
gervices.” Change is approached from both the technical
and humanistic angle, i.e., its impact on the ‘work force.

licSurely, slen. [ang-ups, Some com.on problems of people who

organize other people into communities. Louisville,
Kentucky: Organizer!s Iibrary Series of the Southern
Conferencc Zducational Fund, 1“67, 16 pp., 50¢.

The author speaks primarily on the issue oi organizing
di.sedventdged cormunities. The general principles
discussed, however, are applicable to organizing communities
for health planning, .n example of thc problems to avoid

mmﬂs—beconting“Mruaer or manipulator ratner than an

organi.zer.

1

licSurely, ilan. }foxv to ilepotiate. Loulsville, Xentucky:

Crgenizerts Iibrary Series of the Southern Conference
Educational ﬁmd 1967, 9 pp., 25¢.

This brief brochure discusses 1y negotiation is important
to cormunity groups and how it can be done effectivcl%r.
The key to negotiating is planning ahead in detail the
necessary steps. Ifine basic steps are-suggested.

Thomas, J. li. and 1/, G. Bennis, editors. lianagement of Chanpe

end Conf¥ct, BDaltimore: Penguin Books, Inc., 1972,
507 pp.s {La50.

The editors have compiled a series of eighteen readihgs
thich are addressed to the management of change in |
organizations. [ basic premise of the volume is the
recognition of the interdependence of plamed change
and conflict. The readings are primarily theoretical
and quite academic,

.IJIJG

Recormended leferences

!

lioy to spply for Grants. ilew York: S.3.D.F.R.E.; 1972, 22 pp.

Thds booklet cescribes the various gources of grants, the
preparation of proposals, the mpox’wnce of both formal
and informal communication and follow-up” procedures,

a

y 10
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dow to Raise iioney for Community Action, New York* S,E.D.F.R.E.,
1971, 22 pp.

’

Some basic tools for fund raising are concisely spelled
out in this pamphlet. Wwhile the text is slanted toward
cormunity action groups, the strategies can easily be
applied to other agencies or groups.

Kaiser, L. R, "Grantsmanship in Continuing Education.!" Denver,
Colorado: lgy, 17 pp. (Copies available from the TA/CE
Program, Univérsity of Washington.)

4n excellent step-by-step description of short-run and
long-run requirements for successful grant writing. The

model- is applicable to all subject arezs as well as

continuing education. The publication deals with subject
area, research and writing skills, organizational requirements,
locating sources of funds, prepéring the application and

other topici,

( ,

Outline for a Fund Reising Campaign., Comprehensive Health
Planning hssociation .'or letropolitan Portland area,-
Richard Rix, Ixecutive Director. (Copies available from
the Tn/CE Program, University of Washington.)

The Portland "E" agency has prepared an .outline of its
strategy for fund raising. The outline clearly identifies
what will be done, who will be contactcd, and how information
will be utilized to solicit funds, The outline is a good

. model which can be easily adapted by other CHP ‘agencies.

4 . [}

Supplemental References )

The Art of Raising Money. Washington, D.C.: League of Wcmen
. Voters, 196L, 72 pp., #298, 31.00. '
f {
The focus of this booklet is on fiind raising for Leagues,
hovever, the general techniques discussed are applicable
to any organization faced with the task of raising funds.
dow to run a finance drive, the role of the budget, the
finance chaiman's job and public relationgﬁgyre among
the topics reviewed. -
Seymour, d. J. Deslgns for Fund-Raising. ifew York: IicGrau-
{11l Book Company, 1966, 210 pp.

The author believes that people are more important

components of fund raising than the money. Thus, he stresses

the haman relations side of fund-raising. The »rinriples, .
patterns, and techniques of fund r:ising are ¢.scussed. 5
Each chapter is followed by a helpful summary section.

11
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GROUP 1 ISCUSAICH AND DYHALICS

Recommended Aeferences

Knovles, 1i. end 4. Introduction to Group Dynamics. ilew York:
rssociation Press, 1959, 95 ppe, 34.50.

4 basic introduction to group dynamics is provided in a
clear, concise manner. The topics of individual behavior,
group behavior and leadership are given specific emphasis.

licSurely, Llan. Cormon Growp Problems. Loulsville, Kentucky:
Organizor!s Iibrary Series of the Southern Conference
Educational Fund, 1967, 8 pp., 5G.

The author briefly and clearly discusses the following
‘common problems which occur in groups: group goals Vs,
individual zoals. needs of members, competing interests,
hidden interests, honesty, and despair. To cope with

* these problems some basic group techniques are suggested:
listening, refleciing, preparing an agends, watching
facial expressions, sitting in a circle, dealing with
couflict and soliciting group comments. .

Problem Solving for Groups. :lew York: S.E.D.F.R.E., 1971,
22 pp., 25¢.

The problem solving process is described and elucidated
with practical examples. Various techniques for group
problem sclving are discussed, i.e., brainstormiag,
role-playing.

See also: Van de Ven and Declbecq reference uader Assessment
of Camurd ty Facts and Issues. . (

Su;;plementary Rcferences

Bergevin,” P. and D. iforris., A Manual for Group Di scussion
Participants. Hew York: Seabury Press, Incorporated,
1965, 6l pp. (Out of print.)

The manual emphasizes the need for trained participants
in order to facilitate gréup disctigsions which attain
their highest potential. The following areas are covered:
the group discussion technique; the role of the participants
in group discugsions; and the need for attention to
physical arrangements.

12
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Blake, R. R and J. S. Mouton. Group Dynamics - Xey to Decision
IIak:Lng. Hlouston: Gulf Publa.shlng Co., 1961, 120 pp.

. The primary emphasis of thls/ 'book is how individuals in

managerial roles can imprové their skills in dealing r
with and through people, Specific bopics disctissed are:
how power affects human behavior and employee appraisal,
intergroup conflict, and how to get better decisions

s fron gro’.rps. i

/.

Press, 1958, 6L pp.

The basic factors contributing tv group decision-making
are presented in a brief, easy-to-read style. Xach chapter
is followed by a short qu:.z page, reviewing the topics of
primary importance, ’

N

Q_gnfemnce Leadership. A4ir Force I'Ianual’S‘O-—S 1953 Reprint.

_This manual presents a how-to-do-it approacb for teaching
tnrough conference format. Practical step by step

description is gi-en. |

-Iliot, G. L. How to Help Gro?s liake Decisions. iew York:

Assoc:.at:.on Press, 1961, 69 pp, ' (Out of print.)

The typical problems regarding group decision-making
are discussed. Specific methods are suggested for helping
groups come to decisions.

HiIY; . F. Lef,rm.n&j.‘hru Discussion., Eeverly dills: Sage
Publ:.catlons, Inc., 1969, 60 pp. '

‘The process of learning through group discussion is
explained wvith examples in this pamphlet. Vardious group
roles such as initiating, asking for examples, and ( "
summarizing are discussed. \

1

L more recent puhlication on the same subject is *the
followidgs

Hill, I. and W. F. Learning and Teaching Through Discussion.
Syracuse Uni versity ty Continuing Dducation, 105 Roney Lane,
Syracuse, ilew York 13?10.

13

Case, L, J. dow to_Reach Group D:  n,. St.Louis: DBethany -

o
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dow to Lead Discugsions. tashington, D.C.: A£dult Education
. hssociation, 1955, LB pp., .00, - - Y
A\
\

This manual provides practical suggestions “For leading
group discugsiocns, Topics include planning the discussion,
sharing leadership and developing program ideas, Emphasis

is placed upon open forums as opposed to structured meetings.

Ross, M. 3. and C. E. Hendry. ilew Understanding of Leadership.
ilew York: Association Press, 1957, 153 pp.

This book provides a summary of thinking and research on
- the nature and meaning of leadership. Included are chapters
on: vhat the leader must be, vhat the leader must do,
- , group factors affecting leadership and variables in the
leadpr's role.

: " Trecker, £, R. and . B. How to Vork with Groups. Hew York:
Uhiteside, Inc. and Wm. Horrow and Company, 1952, 167 pp.

. This book is designed primarily for the adult who is
just beginning to assume community leadership responsibility.
The emphasis is placed on a-how-to-do-it approach.

Training Group Leaders., Washington, D.C.: Adult Education
Lssociation, 1956, L8 pp., $1.00,

This pamphlet examines the leadership training process.
Included in the presentation are: training pattems.and
goals, conditions of godd training, the role of the trainer,
designing training groups, selecting leaders for training
and a checklist of leadership jobs.

Utterback, /. I. Decision Through Discugsion - Manual for
Group Leaders. New York: Rinehart and Company, Inc.,
19?7, 1 PP«

This menual is intended for those who are being called

upon for the first time to lead adult groups in the informal , |
discussions of public questions., The leader's role is L
outlined and specific approaches for performing this

role are presented.

Utterback, W. Z. Group Thinking and Conference Leadership -
Techniques of Discusyion. Ilewr Yorks Rinehart and Company,
Inc., 1957, 246 pp.

This book is addressed to those who serve on committees,
boards,. and councils and to those vhc attend staff
meetings and conferences. Its puipose is to promote more
effective group thinking.

4 /
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LITSRIAL- AGENCY 1Al GEHEIT
Recormended References

Connelly, J. C. 4 Manager's Guide to Speaking end Iistening.
New York: American lianagement Lssociation, inc,, 1967, 125 pp. -

Based upon the premise that speaking and listening are
_ not separate comunication activiuies, the author proceeds
to irtegrate them into a single suggested program for’
professional and personal development. The text is designed
for quick, light reading end provides practical suggestions
for anyone wishing to improve their communication skills.
t
Odiorne, G. S. Progravmed Learning si¢ for Personnel
Administration - A lianagement by Objectives Approach.
ilonewood, Illinois: Learning Systems Company, 1973,
122 pp., $2.95.

-

Through the use of the programed learning technique, )
the author presents key issues in personnel admini stration,
The handbook is organized into 20 short chapters which’
deal with specific topics, i.e., personnel policy, training,
conflict, commmication., Zach chapter is self-contained

so that a particular topic can be reviet-re%\without reading

the entire text. The appendix provides four review
examinations and s glossary index.

tiorrisefi, G. L. Management by Objectives and Results. Reading,
liassachusettss Addison-Wesley Publishing Co., 1970,
164 pp. (paperback)

The author has designed this book for individual members
of management at all levels. The author discusses the
philosophy of management by objectives, the process and
methods for implementation. Iianagement by objectives
and results, as treated in this handbook, involwves a
clear precise identification of objectives op- desired
results, the establishment of a realistic program for
their achievement, and an evaluation of performance in
.terms of measured results in attaining them.

t
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Supplementary References |
‘Carrall, Jr., 5. J. znd H. L. Tosi, Jr. liahagemeny by Objectives -

- hipplications and Research. ilecu York, lew York: The
lfacrillan Company, 3973, 216 pp. -

This text presents a mix of theory and practice of management
by objectives (1iB0). The authors emphasize that IMBO is
used differently by various organizations.  ,Some organizations
zﬁess the use of MBO as basically a menagerial planning
roach, vhile others view MBO primarily as a superior

method of evaluating performance.. The.téxt includes:

. implementation of 1iBO, setting goals, and integrating
180 with other systems. +n extensive appendix section
presents cxamples of 1iBO programs.

Fordyce, J. K. and R. Weil. lianaging with People - & Manager's
Handbook of Organization Development Methods. Reading,
[lassachusetts: Addison-Wesiey Publishing Co., 1971, 192 pp.

The authors portray this handbook as a box of tools for
the directors and managers of organizztions. Included
are; suggestions for finding out what's gaing on in an
organi zation,fmethods for bringing about change, and case
study examples.

Greene, Jr., R. li. The lHanagement Game - How to Iﬁg_-jﬁ.th
Pecple., Homewood, 1llinois: Dow Jones-Irwin, Inc.,
1969, 281 pp.

™is book is patterned after a continuing education course,
Individual and Group Dynamics for Executives, vwhich was

\ ‘offered by the University of Califdrnia in 1966. Examples
are drawn from case studies. Specific tools and techniques
are discussed in light ofw.various management problems.

Xnowles, H. P. and B. O. Saxberg. . Personality and Leadership
Behavior. Reading, liassachusetts: Addi son-Wesley
Publishing Co., 1970, 16k pp. :

Thi.s b\'pok explores the human relationships which link
individuals together in our organizational society. The
objective of the book is to help managers increase their
awareness of thelr sensitivity to the needs and feelings
of others. Personality, leadership, cocperation, and
cormunication are among the issues discussed.

IS
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McGregor, D, The Professional lianager. ilew York: iicGraw-
Hill Book Co., 1967, 202 pp.

This text stressesvthe human science's dpproach to
menagement. The manager's role, style and attitude are
discussed along with suggestions for change, Specific
sections address the topics of improving organizational
effectiveness, teammork and teneion,

- Odiorne, G. S. Management by Objectives - 4 System of Manageriel
. Leadership, WNew York, ilew York: Pitman Publishing
Corporation, 1965, 204 pp. .

Cdiorne was one of the early instructors and supporters

of management by objectives (MBO). In this text he discusses
the systaa of 11BO, setting goels, and assessing performance,
While the text is generally informative, it is not a
how-to~-1t manual.

Odiorne, G, S. Managemexit Decisions by Objectives. Inglewocd
Cliffs, Ilew Jersey: Prentice-Hall, Inc., 1969, 252 pp.

This text is mainly for people in management positions

vho routinely have to solve problems and make decisions,
The process and tools for decision making are discussed

in detail., Program Evaluation Review Technique (PERT),
probability, theory, and sampling are included. The
follouing sections appear to be the most useful to planners:
setting objectives, gathering facts and specifying the
problem, .

MEETTIIGS, WORKSHOPS AID CONIFERENCES

Recommended References

anatomy of a Hearing.‘ Washington, D.C.: League of lomen
Voters, .372, #108, 35¢.

Based on the premise that public hearings are an important
uay to influence public decisions, this publication is
designed to provide valuable information to all individuals
involved in the hearing process (i.e. s organizers,
participants, and observers). Specific steps to follow
are outlined for the prospective hearing witness.
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"Gray,- 2.'V. and R. G. Rea. Parlimentary Procedurs: 4 Programmed
' Introduction. Chicago: .Scott, foresman and Company,
1563, 117 pp.

The authors have designed this brief self-instruction
manual to enable rapid comprehension of the traditional
Roberts! Rules of Ordev, The topics included are:
conducting a meeting, making a motion, amending motions,
officers, elections, constitutions and by-laws.

Lobin(y'.er, Jr., J. DBusiness Meetings that liake Business. iew
York: Colliers Books, 1969, 146 pp. - (Paperback $1.50.)

. , This handy paperback is described as a complete tactical
gutde to planning and organizing business meetings that

) ) produce pozitive ts, The text is easy to read and
covers a broad range of pertinent topics. Included are:
holding staff meetings, pres:.d:.ng ag chairman or discussion
leader, using audio-visual aids, timing the meeting agenda,
and evalua_:t(lng the neei_:g.nss.

Lieaningful leetings - Role of the Resource Committee. Washington,

D.C.: Ieague of Women Voters, 1971, #319, U0s. °

‘Thi s publication was intended for League Chairpersons and
other members of program committees., The technigues
suggested, however, are axcellent sﬁrategles for any
individual who vishes to participate in meetings which

are vell planned, run smoothiy and accompllsh the intended
" objectdves,

Planning Better Programs. Wasb:mgbon, D.C.s Adult Education
Association, 1955, 48 pp. 71.,00.

Through 2 series of authors and articles the techzgal,les
of program plamning are discussed. Practical step
step procedures are presented. 5

N
’

Simplified Parliamentary Procedure - Based on Roberts' Rules
of Order, Vashington, D.C.: League of Women Voters,
1971, #38, 15¢.

This brochure provides a quick, comprehensive guide to;

1) the order of business, 2) duties of officers, 3)

processing mot:.ons, and );) conducting nominations and
. elections,.




{
18. CPL Dxchange Bibliography #/700

étanford, G, 1. The Conduct of iieetings. Toronto: Oxford
University Press, 1958, 88 pp. (Paperback ‘31,98, )

The purpose of thisbook is to supply some practical

. guidance- for the person who finds himself appointed to
the leaderdip of a cammittee without havifig previous
experience in the conduct of meetings., Verbatim
illustrations of various meeting procedures are presented:
opening and closing the meeting, dealing with minutes,
resolutions, etc,

Streamlining Parliamentary Procedure. Vashington, D,C.: Adult
Education Association, 1557, LB pp., 51,00,

Recognizing the often stiffly formal atmosphere of meetings,
this pamphlet challenges the rigid use of Roberts' judes of
, Order. Key issues involving the uses and abuses-of * 4
- parliamentary procedure are discussed. Suggestions are
provided for bending.the "Rules® in parbic%ar circumstances.
. \

iiksell, W, How to Conduct Meetings - 4 Programmed Instruction
Hanual on Parliamentary Procedure, Ilew York: Harper and
Row, Publishers, Inc., 1966, 212 pp. (Out of print.)
o .

. This manual presents parliamentary procedure in a quick,
5 easy to learn fomat, The material is organized accovrding
‘ to the perspectives of the various meeting participants:
members, chaiman, vice president, secretary, and treasurcr.
The appendlx provides sample by-laws, constitutions, “
minutes, reports, etc, . ) / '

'Supplementa'ry Aeferences
Y
‘ huger, B. ¥, How to Run Better Buginess Meetings. St. Paul:
N Visual Products Division, 3 M Company, 1972, 191 pp.

The book is basically 2 businessman's guide to meetings

that get things done., It stresses the need for effective

communication and presents various techniques for its

enhancement, i.,e., visual aids, seating arrangements,

the smooth, orderly ronducting of a meeting.

4 AN

Beckhard, R, low to Plan and Cdnduct Vorkshops and Conferences;

llew York: Association Press, 1956, Gl pp. (Out of print,)

This brief guide covers the basic requirements of organizing
conferences. Steps from initial planning through follow-
_up after the conference are discussed.

\
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Conducting Workshops and Institutes. Washington, D.C.: rdult
Education Issociation, 1956, L8 pp., 1.CO.

1
This pamphlet presents a series of 'Eeneral articles which
discuss the various steps in conducting a workshop.
Included are: planning for participation, organizing work
groups, using resource people, follow-up and evaluation.

Conferences that Work, Vashington, D.C.: Adult Education
Lssociation, 1956, L8 pp., 51.00.

Conferences that Work is a brief outline of the issues
involved in planning, conducting, and evaluating a conference.
The approach is a very general one and does not deal with -
specific types of conferences. .

Hegarty, E. J. How to Run a l-feéting. Hew York: McGraw-Hill
* Book Co., Inc., 1947, 222 pp.

This book contains practical advice on how to plan &
meeting, conduct a meeting, handle disturbances, etc.

-Jones, O. G. Parliamentary Procedure at a Glance. Wew York:
‘jawthorne Books, InC., 1971, L6 pp. (Hew edition.)
Ln easy-to-use, common-sense approach to rules for éroup

leadership., It gives indepth advice on chairmanship,
c\:lassiﬁ.cation and precedence of motions, appeals, etc.

Snell, F» How to Hold a Better Jiecting, New York; Harper
and Brothers, Publishers, 1958, 140 pp.

This book was designed for individuals who fase numerous
hours of meetings in their business and community affairs.
The text provides practical guidelines for planning and
conducting meetings which are efficient and effective.

Strauss, B. and I, Hew lays to Better leetings. Hew York:
Viking Press, 1961, 177 pp. oo -

, This is the second edition of the authiors’ .succedsful

text. The material provided is thorcugh and is-presented, ) )
*in an easy to read fomat with interesting illustrations. . :

It provides basic information for diagnosing the current

problems of meetings, and suggests means for improvement.

<0
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Suthcrland, 3. S. ihen you Preside. -Danville, Illinois:
Interstate Printers, 1965, 190 pp., +4.95. ,
This book is wndtten for any person uho must help groups
make decisions and lay plans- for constructive -work.' The
book is divided into two parts. The first deals with the
general ,principles and practices of group leadership,
The second part deals specifically with particular types .
of meetings, i.e., roundtablerd_l.ocuss:Lons, formal busmess,
panels, conferences, :‘;;rorkshqps.

-

; Vogel, R, S, Hasr o Organi ze a Conferencec. Philadelphia: |
Amencan rnends Service Committce.

|

\

1ithin the limits of a few pages this pamphlet outlines |

" ’ the basic criteria necessary for planning e conference. |
The outline format precants the issues in straightforward, . ‘

easy to use checklist style. . . {
w ¥ \

» e

USTUORK AILLYSIS:  PSRT (Program Tvalvation Review Techniques)
and CHi (Critical Path hethoqf

Recomnended Izeferennes

Zducational Uses. San Francisco, California: tijestemn
Regionel Office, £.P.H.h, (Continuing Education lionograph |
L. w0)y 1966, 90 pp., 32.00,

1

, i

Health Program Implementation Through PERT ~ Administrative and }
; |

\

|

|

PERT i5 a2 method of mapping future activities so that
any ne can visualize the totval plans of action for a

rdgran, This manual discusses the use of PERT in health
service administration settingd. PZRT is presented as,
being most useful when planning the implementation phase
of a program. The manual includes an introduction to
P5RT, directions for preparing a Poill iletwork, commentary
ana cn.t:l.que of, PERT and some practical appla.catlons of
PERT in ilealth Progranis.

4 Programmed Introduction to PERT., By the Federal Electric
Corporation. Jew York, lew York: John 1Aley and Sons, >
Inc., 1967, 145 pp.

Utilizing the programmed learning technique, this handbook
clearly and effectively presents a basic introduction to
GRT. Upon completion of the programmed learning experience,
the reader should be able to 1) construct a PEZRT netirork
and = PRI analysis sheet and 2) make appropriate managerial
decisions from a PERT netuork and PERT analysis shcet.,

<1
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Supplenentary :eferences

Tverts, #. 7, Introduction to P3T. Boston, liassachusetis:

e m aa

£11vnand Bucon, inc., 1565, 112 pp.

Introduction to PERT provides a brief history of FIRT,

! how it can be utilized and the implications of PERT in
the future. The presentation is informative but somewhat
technical. 3Ixamples are incluced.

Pert for C.h.h. (Community fction Lgency) Flanning a Progranmed

“Course of instruction in PRRT. OR0 Training llanuals 6321-1

and 2. 1ashington, D.C.: Office of Zconcmic Opportunity,
January 1969.

These ti0 volimes were prepared to aid staff in the planning
and operating of Community Action Agency prajects. The
content, however, is applicable to anyone wishing to learn
about PERT. Volume one discusses basic PERT principles ,
and terminology. ‘Volume two is designed for individuals ™
having managerial and planning responsibilities

PUBLIC BUDGETIIG

Recormended ieferences

Budgeting Procedures for Hospitals. Chicago, Tllinois: American
Hospitel fssociaticn, 1971, B8 pp. ‘

Budgeting Procedures, for Hospitals is one of the publications
in the f..H.L.'s Financial lianagement Scries. The manhual

ig primerily intended.to assist hospitals in developing a
sound budgeting program. Reference to the manual will,
hotrever, also help CilP agencies to beiter understand the
financial management aspects of hospitals. Topics discussed
include: objectives of a bli‘glget, the budget process,

and verious categories of budgets such a5 the statistical
cipense, revenue, capital or c§sh budget.

Lyden, Eremont J. and Ernest G, iiiller, editors. Planming
Programming Budgeting - A Systems Approach to lanagement,
Second &idition, Chicago, Illinois: ilarkham Publishing
Company, 1972, p. h23.

This collection of twenty-one articles by noted contributors
presents & broad overview of PP3S including its development,
the basic theory, implementetion eszperiences, and finzlly
critiques and prospects., The text .serves both as an
introduction to PPES and as a reference guide for specific
igsues related to its use.

22
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Supplementary ileferences N

burkhead, Jesse. Govermnment Dudgeting. .lew York, ilew York:
John iAley and Sons, Inc., 1957.», 1498 pp.

Burkhead presents a history of the development of modern

4 budgeting in the United States. Included in the discussion
are types of budget classifications, phases of budgeting, .
and specialized budget problems.

Curtis, Virginia, editor. Planning Progremming - Budgeting
Systems. Papers presented at the PF3S short course held

. at the 1969 ASPO Natiodal Planning Conference, Chicago,
I1linois: &kmerican Society of Planm.ng Ofi‘icials, 1969,

The text of the five papers presented at the 1969 L3P0

- PPBS short course are provided. Topics covered included:
The Quest for Certainty; PPBS and the Congress; Goals

and Cutpu’ Hotes on Program Zvaluation; and Implementing
PPDS at t: . Local ILevel. DBoth strengths and weaknesses

of PP3S are discussed.

Ott, David J, and Attiat F. Ott. TFederal Budget Policy.
Vashington, D.C.: Brookings Institution, 1969, 182 pp.

This book is-about the federzl budget, which amounts to
one-fifth of total national outpu{;, or gross national :
product, The budget is discussed in terms of concepts

and uses, the process, budget policy and the econcmy,

and budget policy and the Mational dobt,

iildavsky, haron, The Politics of the Budgetary Pr« Process,
Boston, llassachusetts: Iittlc, Brown and Company, 196k, 216 pp.

The focus of this text is on the federal budgetary process

and the various factors which impact upon the prccess.

Topics discussed include the purpose of a budget, calculations,
strategies, reforms and appraiscls. i/hile the text is

{airly acadefic in its presentation, it is congidered a
claszic in terms of outlining and discussing the budgetary
process.

o~
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PUBLIC GIATIGHS

~ecormended Relerences
- bffective Public Reletions. Washington, D.C.: &£dult Education
hssociation, 1957, LB pp.s 1.00.

This pamphlet explores the importance of public relations
for community organizations. Types of public relations
techniques are discussed in a general manner. Mo specific
hou-to-do-its are provided. i “

If You Vant »ir Time - 4 :fandbook for Publicity Cnairmen,
Vashington, D.C.: Nationak issociation of Broadcasters.
(Often available through local radio and televia}on ’
stations.) 1969, 18 pp.

In a very concise, how-to-do-it approach, this pamphlet
details the steps for obtaining local radio and television
time. Sample announcements for radio and tglevision included.

Publicity Gandbook - 4 Guide for Publicity Chaiymen. Fort
Wiorth, Texas: The Sperxy an. Hutchinson Comgany, 1572,
2k pp., 10,

The basic steps to good publicity are clearly and concisely
described in this handbook. Various forms of publicity

are discussed. 3ample news releases for newspapers, radio
and television are included, The clarity and brevity of
this handbook make it an asset for every agency!s public
relations chairperson.

Publicity Handbo ok. Seattle, Washington: VWomen in Communication,
IIIC., 1973’ ,16 ppo, ,)30500

The Publicity Handbook presents information on how

organizations can effectively use newspapers, radio, )
television, and newsletters. Included is a complete

listing of Uashington State newspapers, radio, and television
stations. Sample press releases and news announcements

are provided. Finally, "t presents a.listing of helpful

publicity hints and a glossary of news media temms.

Public Relations - How tc‘i Use It, 1lew York: S.B.D.F.R.E.,
20 pp., 15%. ‘

This pamphlet provides basic information on how public |
opinion is formed and can be positively encouraged. |
Included are sections on newspaper releasss, public

appearances, and newsletters,

<4
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Supplementary References

Canfield, B. R. Public Relctiong Principles and Problems.
. Hemewood, Illinois: Richerd D, Iruin, Inc., 1952, 517 pp.

thile this text was written especially for use as a college
textbook, it will also be a helpful reference for public
relations menagers and eXecutives of non-profit organizations.
The text discusses the principles of effective public
relations.and also in%udes cases vhich illustrate these
principles.

Hou to Bulld a Sight and Sound Imzsge. Uashington, D.C.: -
League of Vomen Voters, 1571, 1L pp., #317, 50¢.

The emphasis of this booklet is on the premotional use

of local radio and TV stations. How to get news and

feature coverage is discussed along with ideas for developing
programs. ‘

Levine, . and C. Effective Public Relations for Community
Groups. ilew York: hssociation Press, 1969, 192 pp.
\

Detailed consideration of the techniques of public x\ﬁlati ons
is provided by the authors. The use of radio, TV, the
press, neusletters, brochures, advertising and displays

are discussed. Inaddition, the potential of public relations
in problem solving is reviewed.

LicSurely, Alan. How to I;ut Out Community Newspapers. Loulsville,
ientucky: Organizer!s Library Series of the Southern
Canference Educational Fund, 1967, 10 pp., 25¢.

The author briefly discusses the characteristics of a
good comunity nevspaper and points out some precautions.
Sxamples of gmz).l community newspapers are also included.

Tips on Reaching the Public. Washington, D.C.: League of

VWiemen Voters, 1962, 100 pp., #277, $51.25. !
v

This pamphlet 1s designed primarily for the public relations
activities of the League. Chapters IV through VII, however,
provide valuable, information which is applicable to any
community organization. The use of press releases, radio,
TV, and audio-visual aids is discussed. ‘

L.

e
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WO PROGRHIS_- DESCRIPTICH “

Recommended leference

Rachlis, D, How to Obtain Grants for Programs for the aging
Poor, prepared by the ilational Council on the Leging for
The Community sction Progrem - Office of Economic Cpportunity,
January 1968, (Copies are available from the T4/CE Progran,
University of Vashington,) =

11though the title of this manuscript appears to deal with
grantsmanship for programs for the aging, the contents

have a much broader application. 4 brief ten page section
(pp. 10-20) delineates the essential elements.of a good .
work program., These elements are 1) program goals, 2)
problems to be solved, 3) program implementation, L) personnel,
5) treining, 6) fecilities and equipment,7) sponsorship,

8) administration, 9) policy-making and/or advisory structure,
10) relationship with ~other community services, 11)
evaluation, 12)' other elements of particular importance

to the individual agency, and 13) the budget. ZEach of

these are cdiscussed in the manuscript.

WoRK PROGRALIS - FXAMPLES

» Recommended References

Hospital Planning Association of hllegheny County - Pittsburgh,
Pennsylvania, !"Work Program of the HP4 for the Period
of April 1, 1972 to March 3, 1973," Steven Sieverts,
Ixecutive Director. (Copies aveilable from the Ti/CE
Program, University of Washington.)

In thirteen pages, the Hospital Planning l.ssociation has
deteiled a good example of a complete work program for

its 72-73 fiscal year, The functdonal priorities are

clearly spelled out 2long with strategies and estimated

work allocations., In'addition, the budget of the Association
is presented in a format reflecting the functional priorities.

spplication for Cperational Grant Under P.L. 89-7L9 as amended, by
the Comprehensive Health Flanming agency of Southeastern
Wisconsin, Inc., January 30,°1970, Symond Gottlieb, Executive
Director, 14O pp. (Copies available on loan from the
Ta/CE Program, University of tigstmztkngton.)

Thé grant application includes the proposed work program
for~this agency. The work progrem is described in detail
for the years 1970-1974. Professionel personnel time
requirements are also extimated, Background information
is given on how the work program was developed.

26
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Supplementary Zeferences

Work Program for the Hew York City Health Services rdministration
Flamning Program. Developed by J. weiss, June 1970, 8 pp.
(Copies available from the Tu/C3Z Program, University of
Yashington, )

Uhile this plan for a work program is not as thorough as
the Gieverts and Gottlieb examples, it does, however,
provide an intercsting format”’of presentation. Each
subject area is stated and described followed by a scction
on why it is important to study this issue. In addition,
estimates of staff time are provided along with an
indication of when the study would be undertaken and who

- (i.e., which subdivision of the department) would do ‘the

. study.

Cperational Grant Application (31Lb)., South Central Michigan
Health Planning Council, Inc., Cctober 1, 1970 - September
30, 1975, Paul E. llelson, Executive Director, 1iL9 pp.
(%g{giés available on loan- frem the TA/CE Program, University
of Washington. )

4 thirvy page section of this grant application provid:s
the proposed five year work program. The work program
17 sts the basic elements, however, definitive strategies
are not included. Estimates of staff time and target
dates are presented. The work program does not include
a budget analysis.

ADDRESSES OF PUBLISHIIIG CCHPLITLE

——

Addison-wesléy Puklishing Company

reading, liassachusetts 01867 '

hdult Education association of the U.S.h.
810 18%h Street M.,
Washington, D.C. 20GG6

#llyn and Dacon, Inc. !
Rockleigh, ilew Jersey 07647

anmerican Friends Servi(oe Committee ¢
160 ilorth 15th Street
Philadelplia, Peansyl rania 1910L

Jsmerican :Josplial Association
8L0 iforth Lake Shore Drive
Chicago, Illinois 60611
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A

American lianagement association, Inc. '
135 Vi, 50 street
New York, ilew York 10020

american Public Health sssociation
Continuing Zducetion Program
estern egional Office

American Public Health Association
655 Sutter Street Room 201 )
San Francisco, California 94102 -

American Society of Planning Officials
1313 East Sixtieth Street -
Chicago, Illinois 60637

Agsociation Press
291 Broadway
ilew York, Hew York 210007

Beacon Press
25 Beacon Street
Boston, liassachusetts (2108

Bethany Press
Box 179, 26L0 Pine Elvd.
St, Louls, Missouri 63166

Brookings Institution
1775 liassachusetts Avenue, 1l.U,
Washington, D,C. 20036

Center for Community Affairs -

Yational Training Laboratory

Institute for ipplied Behavioral Science

1201 Sixteenth Street H.\. k
-\IaShington’ D.C. 20036 ’

Collier Books '
- 866 Third svenue
Wew York, ilew York 10022

Dov Jones = Irwin, Inc.
1818 Ridge Réad
Homewood, I1linois 60430

Gulf Publishing Co., Book Division
Box 2608 :
Houston, Texas 77001

Harper and Row, Publishers, Inc.

L9 Zast 33rd Street |
Vlew York, Wew York 10016
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Hawrthorne Books, Inc.
70 Fifth Lvenue
Tieu York, llevv York 10011

Interstate Printers and Publishers, Inc,
19 . Jackson Street N
Danville, Illinois 61832

Richard D. Irwin, Inc.
1818 Ridge Road .
Hemetrood, Illinois 60430 '

League of ‘lomen Voters of the United States
1730 ii. Street N.lU,
Washington, D.C. 20036

Learning Systems Company

A Division Richard D. Irvin, Inc.
1818 idge Road

Homewood, Illinois 60430 . ~

licGraw-Hill, Inc, !
1221 fvenue of Lmericas
ilewr Tork, ilewr York 10020
«
llational Public Reletions Council
815 Second Avenue
ilerr York, Ilew York 10017

iforthwest Regional Zducational Laboratory
LOO Lindsay Building

710 S.U, Second Avenue

Portland, Oregon 97204

Orgenizers Library Series

Southern Conference Lducational Mund
3210 V. Broaduay

Louisville, Kentucky 40211

Oxford University Press, Inc.
200 liadison hLvenue
e York, ilew York 10016

Penguin Books, Incs oy
7110 smbassador Road ;
Beltimore, liaryland 21207

finehart and Co., Inc., now: o,
Holt, Rinehart, and iAnston, Inc.

383 liadison Avenue

Subs. of Columbia Broadcasting System
lew York, Mew York 10017
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Scott, FForesman and Company
1500 3, Lake nve,
Glenview, Illinois 60025

S.2,D,F, W3, (Scholarship, Educction:and Defense Fund for
Nacial iquality)

315 3eventh ivenue

ilew York, i'ew York 10001

Sperry and Hutchinson Company
Consumer sSexvices

P.0O. Box $35/ .
Fort Worth, Texas 76101

Syracuse University Continuing Fducation Press
105 Roney Lane
Syracuse, iferr York 13210

Technical s$sistance/Continuing Education Program
Department of Health Services » SC-37

School. of Public Health and Community Iledicine
University of Washington

Seattle, ijashington 98195

Viking Press
625 iiadison Lvenue
- Hew York, ilew York 10022

Visual Products Division
3 M Company '
St. Paul, lMinnesota 51101

Vhiteside, Inc., and ¥Wm. Morrow and Company
106 ladison Avenue

ilew York, Mew York 10016

John Wiley and Sons, Inc.

605 Third avenue

ilexr York, ilew York 10016

Vamen in Cormundication, Inc.
c/o June Lee

10742 Densmore Avenue llorth
Seattle, Washington 98133

36




N 30. CPL Zxchange Bibliography ;700

- — - e e —

COULICIL OF PLAMIING LIBRARL:IIS Exchange Eibliography #700

HEALTH SIRVICES
ORGAIZZATIONAL AID aDITIISTRATIVE TIC.HIQUES:

i SELZCTED sHNOTATED BIBLIOGRAPHY ’

Ldditional copies available froms
Council of Planning Iibrarians

Post Office JSox 229
lionticello, Illinois 61856~

21 for $3.00




