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IPTIODUCTICU

This is a selected Bibliography of books, pamphlets, and articles
which discuss organizaJonal and administrative techniques. The

Bibliography is divided into eleven specific subject 4ress as
indicated in the Table of Contents. Vithin each subject area
the listing is sub-divided into a reccmmendeld section of references
and a supplementary section. The recommended section consists
of materials which were evaluated AS having sore potential
benefit and application for Comprehensive Health'Planning
Agencies than those listed in the more general, supplementary
section. Following the Bibliography is a listing of the addresses
of the publishing companies.

The Bibliography is not intended to be just a reference list,
rather we vieW,it as an inroad for providing technical assistance
and -continuing education to the -Comprehensive ilealfePlann.ing
Agencies in ReAion X. Recognizing that each agency is a unique
organization with interests and needs which may not be emphasized
in this Bibliographylpme encourage your suggestions and comments.

Because this Bibliography was covpiled for CHP agencieS in
Region X, the Technical Assistance and Continuing Education
Program at the University of Washington is cited as the best
.place to obtain copies of many of these documents. Unfortunately
our libraryand staff are not sufficient to serve as a national
resource. Therefore, for citations inhere a locition other
than the,TA/CE office is mentioned, please write to the other
party. In the Bibliography, the following citations list only
the TA/CE office for,copie6. However, please contact the
appropriate publising companies.

TABLE OF CONTENTS
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Board and Committee Skills
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ASSES&ZIIT OF CCI liUNITY FACTS AHD ISSMS

Recommended aeferences

Handbook for Community Fact-Finders. Philadelphia, Pennsylvania:
American Friends Service Committee, 1973, 4p pp. Donation.

The handbook is part of the Investigation and\ttion
Project of the Ameripan Friends Service Committee, a
project aimed at finding out how the current Administrationts
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 -6,, the kinds of information needed, questions to
ask, and how to provide follow -up.

Van de Ven, A. H. and A. L. Delbecq. "Guidelines for Leaders

in Conducting Nominal Grobp Meetings." Madison,
1971, 8 pp. (Copies are available from the Tk/CE Program,
University of-Washington.)

The nominal group process or Delbecq technique is a model
for conducting a meeting in which a deliberate structured
group process is followed in order to identify-problems
or generate information concerning a particular vopic. The

process involves both the identification and prioritization
of problems or issues. This publication outlines specifically
how to conduct the Delbecq process.

Supplementary Ileferences

Giammatteo, H. C. Heeds Assessment System for Task Forces.
Poriland,-Oregon: Northwest Regional Educational Laboratory,
1971, 22 pp.

A 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.

Know Your County. Ltshington, D.C.: League of Women Voters,

1970, 37 pp., #80, 80()..

This brochure discusses the criteria necessary for performing
a county government survey. The information may prove

valuable for agency legislative committees.
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Know Your state. Washington, D.C.: League of Women Voters,
1973, 32 pp., SW.

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

BOARD AND COIRZTTEE SHILLS

Recormended References

How to be an Effective Board Hemberi 'Jew York:
1971, 22-pp.,,250.

In a straightforward, concise manner this pamphlet presents
the essentials of board membership. Typical proplems
encountered by boards are discussed.

Sorenson, R. How to be a Board or Committee limber. Hew York:
Association Press, 19517575:77

This handbook presents the basics of boardsmanship in clear,
simple language. Topic6 included are: functions and duties
of boards, methods of effective organization, meetings of
boards, the chairman and the executive, committees and the
politics of boards.

Supplementary References

Better boards and Committees. Washington, D.C.: Adult Education
-"T" Lssociation, 1957, WIPP., :;1.00.

i. brief discussion is presented on how to improve the work
of boards and cormittees. ok checklist for assessing the
performance of committees is provided.

Blumenthal, L. H. How to Work with Your Board and Committees.
How York: Lssociation7054764F). (Out of print.)

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

Councils and Connittees. Selection of Readings, corpiled by
the Subcommittee on stational Security and International
Operations of the Commission on Government Operations - U.S.
Senate, U.S. Government Printing office, Stock 6276 - 1465,
1972, 46 pp., 25c;.

The articles in this selection of readings range in time Trail

85 B.C. to the present. This collection is in essence a
short anthology on the use 'and abuse of councils and committees.
The articles are both informative and entertaining.

5

2



5. CPL .1xchange Bibliography i700

Demorest, C. IC. The Board Members' lanual - How to Produce and
Use it in Board Education. Neu York: National Publicity
Council, 1951, 28 pp.

while this manual is out of print, it can still be located
through the University of Washington Librariips and possibly
in local libraries. It provides valuable information
regarding holt to plan and trite d board members manual,
what a manual should contain and hou to use a manual in
board education.

Getting and Keeping Members. 'tiashirigton, D.C.: Adult 2duc ati on
1.8 S oniation, 1956, 4$pp., a .00.

Theories on why people join groups are discussed( along
with how to recruit members. Numerous ideAs are presented
for keeping membezd, such as stimulating pz,rticipation,
recognition, etc.

Houle, C. 0. The Effective Board. :;eu York: Association Press,
1960, 174 pp. (Out of print.)

This book is designed to serve both those interested in
boards in general and those who uouldl.ike to 4tProve a(
specific board, The following topics are clearly discusded:
the human resources of the board; improving the organization
of the board; the board, the executive and the staff; and
improving the operation of the board.

Trecker, A. R. and H. B. Committee Comon Sense.' Kew York:
Whiteside, Inc. and Wm. Morrow and Company, Inc., 1955,
158, pp. (Out of print.)

In thishandbook the authors have expressed in clear,
specific terms the why, who, when, what and how of successful
committee operations. Included are suggestions on how to
recruit committee members; how to make ineetings productive;
how to make committee reports, etc.

Trecker, H. B. Citizen Boards at Work. Kau York: Association
Press, 1970, 228 pp.

The author 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. ,;bile the material provided is most thorough, it
is also rather academic and could not be suggested for

'light reading.
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Tuck, U; C. Step by Step in Better Doard and Committee Pork
- (drawn from Roy Sorensbn's, Hot; to be a Board or Committee

riembeI). Hew York: AssoCiation Press, 1962, 119 pp.
Out of print.)

W. C. Fuck has taken the material fr.= R. Sorensont s
succe book and programed steps leading to practical
knowledge ,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-making process, and the relation between board
and executive.

Working with Volunteers. Washington, D.C.: Adult Education
Association, 19 48 pp.,

The effective use of Volunteers in community organizations
is the topic of this handbook. General issues are discussed:
recruiting, placement; training and, supervision.

coniuum ORGUIZATIOil FOR CF1A11GE ACTIOIT

Recommended References

'Action. Washington, D.C.:* League of '.1amen Voters, 1972,
0.6G., SOO.

The handbook offers basic how-tots for local boards and
committees that want to become better at orchestrating
effective community action. The techniques which are
do ,scribed offer valuable suggestions for all action"
oriented groups.

Know Your Cammunitl. Washington, D,C.: League of Women Voters,
1972, :2 tom,;28B75.

This pamphlet helps organizations take a good look at the
structure and functions of their local government. The
gUidelines 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 needs survey. If the area pas a League of
Women Voters Chapter, such a stuck/ may have been compilpd
and the C.H.P. agency should review their document.

7
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hahaffey, Iiaryann. "Lobbying and Social :Jerk," Social'Uork
January 1972, pp. 3-11. (Copies available from the Th/CE
Program at the University of Uashington.)

Thie brief article outlines the basic steps necessary-
for any individual or group wishing to bring about
legislative change. In addition to delineating the strategy
of lobbying, the author ascusses the common barrieTo to
interaction. A model for legislative action is also included.

11c3urely, Alan. Gettilaarldgether. Louisville,
Nentucky: Organizer's Library series of the Southern
Confergnce Educational Fund 1967, 16 pp., 250.

This brochure discusses community organization from the
perspective of developing a political consciousness; The
importance of.planning is stressed including the development
of agendas, by-laws, etc.

-itrAelf-Yerki---6.-B7D; A3. E., 1969, la pp.

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

The Politics of Chan e - Goals Conflict and Pourer in the
2.91ariErc.Jti. Washington, D.C.: League of Woven Voters,
1972, -',1071 35i1.

This brief guide is de pad to help the concerned' citizen
understand the forces that operate in his community and
identify communityty needs and.goals. Uhile the pamphlet is
biased toward League operations, the basic strategies
which are described Should provide valuable assistance to
C.H.P. agencies as they work totrard the improvement of the
health care, system,

Takinp, Action in the Community.. Washington, D.C.: Adult
2ducation Association, l:551 148 pp., '.')1.00.

Uhile this pamphlet is. sorapuhat dated, it discusses some
of the basic issues in deVeloping community participation.
The importance of assessing the community's temperament
is discussed. The role of controversy and conflict are
also reviewed.
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Supplementary neferences
8

Batten, T. a. The Hon - Directive i_pproach in Ground Community
Ifork. London: Oxford University Press, 1967, -3-.14.8 pp.

The text discusses both directive and non-directive approaches
to influencing peoplels behavior. Suggested training
techniques for the non-directive approach are included.

Riddle, 1. 1. and L. J. The Colm.TLnerALuni Process;
The Rediscovery of Local Initiative. Hew York: Holt
Rinehart and Ianston, Inc., 1965, 334 pp.

This book attempts to rekindle interest in community
development through grassroots efforts. The style and
approach of the book is, however, academic. /

How to do aiLaderplap.122yelo L.arrtu.se in the Inner 21..tz.
Iiashinzton, D.C.: League of Women Voters, 1968, 20 pp., 200.

This manual will be of special interest to organizations
and agencies working with inner city consumer groups.
The manual is filled with how-to-do-it ideas and an appendix
of examples.

Huenefeld, J. The CommunItylctivisi dan kook. A Guide to
organizing financing and publicizing community campaigns.
Boston: Beacon Press, 1970, 160 pp.

The author is an experienced political campaign manager
and community project organizer. In this practical handbook
he offers .a systematic. guide to mobilizing, publicizing,
financing and coordinating community organizations. The
handbook can be used as a general reference guide by
groups which have particular problems to focus' upon.

King, C.> j_g_l with Peoa.e Community ...Lotion. Hew York:
Lssociation Press, 1965,19rFp.

C. King spent 195 5 as'a consaltant on community
development to e United nations. Drawing upon this
experience he as written a casebook describing the various
facets and pro ems of community development.
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iiorgan, J. S. managing Change. lieu. York: IicGraw-iriLl Book
Company, 1972, 2/47pp.

This book is designed primarily for managers in technical '
bud.ness fields, however, many of the techniques and
strate0.es which are outlined as applicable to planners'
corking in the highly technical areas of health care
services. Change is approached from both the technical
and humanistic angle, i.e., its impact on the'work force.

IicSurely, r.lan. itaniLms Some comi..on problems of people who
organize other people into communities. Louisville,
Kentucky: Organizer's Library Series of the Southern
Conference Educational Fund, 1967, 16 pp., 54.

The author speaks primarily on the issue of organizing
disadvantaged communities. The general principles
discussed, hat reve r, are applicable to organizing communities
for health planning, in example of the problems to avoid

er 1:4-.1ia1.,nanipa -o.7Fither than an
organizer.

iic$urely, .taan. How to ire_gotiate. Louisville, Kentucicy:
Organizer' s Library Series of the Southern Conference
Educational Fund, 1967, 9 pp., 25f,';.

This brief broChu.re discusses thy negotiation is important
to community groups and how it can be done effectively.
The key to negotiating is planning. ahead in detail the
necessary steps. 'line basic steps are

Thomas, J. Ii. and G. Bennis, editors. lianaonent of Change
Gnd Conaret. Baltimore: Penguin Books, Inc., 1972,
307 pp., Tirt.30.

The editors have compiled a series of eighteen readihgs
thich are addressed to the management of change in
organizations. 1, basic premise of the volume is the
recognition of the interdependence of planned change
and conflict. The readings are primarily theoretical
and quite academic.

FWD ELILMIG

Recommended References

1iou to J. ]2.2Lifor Grants. 11a ti York: S.72.D.F.R.E., 1972, 22 pp.

This booklet describes the various sources of grants, the
preparation of proposals, the importance of both forraal
and infonnal communication and folic:fir-up-procedures.

10
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How to Raise Money for Community Action_ . New York; S.E.D.F.RE.,
1971, 22 pp.

Some basic tools for fund raising are concisely spelled
out in this pamphlet. While the text is slanted toward
community action groups, the strategies can easily be
app4ed to other agencies or groups.

Kaiser, L. R. "Grantsmanship in Continuing Education." Denver,
Colorado: 19723 17 pp. (Copies available from the TA/CE
Program, Univrsity of wasaington.)

An excellent step-by-step description of short-run and
long-run requirements for successful grant writing. The
model is applicable to all subject areas as well as
continuing education. The publication deals with subject
area, research and writing skills, organizational requirements,
locating so es Of funds, preparing the application and
other topic-.

Outline for a Fund Raising Campaign, Co rehensive Health
Planning Association 2or hetropolitan Portland Area, .

Richard Rix, Dcecutive Director. (Copies available from
the Th/CE Program, University of Washington.)

The Portland "B" agency has prepared an outline of its
strategy for fund raising. The outline clearly identifies
what will be done, who will be contacted, and how information
will be utilized to solicit funds. The outline is a good
model which can be easily adapted by other CHP 'agencies.

Supplemental References

The Art of Raising Money. Washington, D.C.: League of Women
Voters, 1964, 72 pp., #298, 01.00.

The focus of this booklet is on fdnd raising for Leagues,
however, the general techniques discussed are applicable
to any organization faced with the task of raising funds.
Haw to run a finance drive, the role of the budget, the
finance chairman's job and public relations are among
the topics reviewed.

Seymour, H. J. Desles'for Fund-Raising. New York: McGraw-
Dook Company:70667a pp.

The author believes that people are more important
corponents of fund raising than the money. Thus, he stresses
the human relations side of fund-raising. The -)rinciples,
patterns, and techniques of fund rasing are d.scussed.
Each chapter is followed by a helpful summary section.
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GROUP IISCUS3ION AND DYNAMICS

Recommended References

Knowles, H. and H. Introduction to Group Dynamics. lIemr York:

p.ssociation Press, 1959, 95 pp., 34.50.

A 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.

EbSurely, Alan. Common Group Problems. Louisville, Kentucky:

Organizorls Library Series of the Southern Conference
Educational Fundl'1967, 8 pp., SCV.

The author briefly and clearly discusses the following
common problems which occur in groups: group goals vs.

individual goals. needs of members, competing interests,
hidden interests, honesty, and despair. To cope with

these problems some basic group techniques are suggested:
listening, reflecting, preparing an agenda, watching
facial expressions, sitting in a circle, dealing with

cuidlict and soliciting group comments.

Problem Solving for Groups. New York! S.E.D.F.R.E., 1971,

22 pp., 25fil.

The problem solving process is described and elucidated

with practical examples. Various techniques for group

problem solving are discussed, i.e., brainstorming,
role-playing.

See also: Van de Ven and Delbecq reference under Assessment

of Community Facts and Issues.

Supplementary Rcferences

Bergevin,-P. and D. Morris. h Manual for Group Discussion

Partici ants. New York: Seabury Press, Incorporated,

19 ) b. pp. (Out of print.)

The manual emphasizes the need for trained participants

in order to facilitate gr up discUssions which attain

their highest potential. The following areas are covered:

the group discussion technique; the role of the participants

in group discussions; and the need for attention to

phyFical arrangements.

12
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Blake, R. a. and J. S. Mouton. grom.anamics - Key to Decision
Making. Houston: Gulf Publishing Co., 191, 120 pp.

The primary emphasis of this/book is how individuals in
managerial roles can improv6. their skills in dealing
with and through people. Specific topics disctssed are:
how power affects human behavior and employee appraisal,
intergroup conflict, and how-to get better decisions
from groups. ti

Case, L. J. How to Reach Group D( n St. Louis: Bethany

Press, 19587-615T-
4

The basic factors contributing to group decision-making
ate presented in a brief, easy-to-read style. Each chapter
is followed by a short quiz page, reviewing ,the topics of
primary importance.

Con1Amiceleadlm111111. Air Force Manualr50-8, 1953 Reprint.

.This manual presents a how-to-do-it approach for teaching
through a conference format.' Practical step by stel,
description is gl-en.

-71liot, G. L. How' to Hel Groups Hake Decisions. New York:
k ssociation Press, 1 69 pp. ' (Out of print.)

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

11. F. Learning Thru Discussion. Beverly Hills: .Sage
Publications, Inc., 19T9, Wp9.

The process of learning through group discussion is
explained vith examples in this pamphlet. Various group
roles such as initiating, asking for examples, and (
summarizing are discussed.

11. more recent publication an the same subject isothe
folloviAg:

Hill, I. and W. F. Learning and Teaching Through Discussion.
Syracuse University Continuing Education, 105 Roney Lane,
Syracuse, clew York 13210.

13
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dow to Lead Discussions. Washington, D.C.: Adult Education
Association; 70337 48 pp.,

Thin manual provides practical suggestz;s-lor leading
group discussions. Topics include planning the discussion,
sharing leadership and developing program ideas. Emphasis
is placed upon open forums as opposed to structured meetings.

Ross, h. G. and C. E. Hendry. Hew Understandin of Leadershi .

Hew York: Association Press, 19 7, 1 pp.

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

Trecker, A. R. and H. B. ...2HoLLLIjr21±221.th_grom. Hew York:

bhitesidel Inc. and WM. Norrotr and Company, 1952,1617 pp.

This book is designed primarily for the adult who is
just beginning to assume community leadership responsibility.

The emphasis i-s placed on allow-to-do-it approach.

Training Group_ Leaders. Washington, D.C.: Adult Education

Association, 1956, 48 pp., 4.00.

This pamphlet examines the leadership, training process.
Included in the presentation are: training patterns .and

goals, conditions of good training, the role of the trainer,
designing training groups, selecting leaders for training
and a checklist of leadership jobs.

Utterback, W. E. 2221AEL Through Discussion Manual for

Gro Leaders. Hew York: Rinehart and Company, Inc.,

1937, 1 pp,

This manual 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 perforning this
role are presented.

Utterback, W. E. Grompinking and Conference Leadership -
Techniques of Discussion. Hew York: Rinehart and Company,

/Inc., 1957, 248 pp.

This book is addressed to those who serve on committees,
boards,=and councils and to those who attend staff

meetings and conferences. Its purpose is to promote more

effective group thinking.

14



14. CPL cchange Bibliography #700

IHTTRNAL-AGENCY Mia-LGMEOT

Recormended References

Connelly, J. C. .i., Manage_ r's Guide tp...§leakin and Listenin .

New York: American Management Lssociation, Inc., 19967, 125 pp.-

Based upon the premise that speaking and listening are
not separate communication activities, the author proceeds
to irtegrate them into a single suggested program for'
professional and personal development. The text is designed

Xor quick, light reading and provides practical suggestions
for anyone wishing to improve their communication skills.

Odiorne, G. S. Programmed Learning Aid for Personnel
Administration - A liajlalLmentbOba*ectivesAmapach. -

Homewood, Illinois: Learning Systems Company, 1973,

122 pp., '1;2.95.

Through the use of the programmed learning technique,
the author presents key issues in personnel administration.
The handbook is organized into 20 short chapters which"
deal with specific topics, i.e., personnel policy, training,
conflict, communication. Each chapter is self-contained

so that a particular topic can be reviewed reading

the entire text. The appendix provides four review
examLnations and a glossary index.

Horrisey4 G. L. Management by Objectives and Results. Reading,

Massachusetts; 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. Management by objectives

and results, as treated in this handbook, involves a
clear precise identification of objectives OD' desired
results, the establishment of a realistic program for
their achievement, and an evaluation of performance in
.terms of measured results in attaining them.



15. CPL E=hange Bibliography MOO

Supplementary References

'Carroll) Jr., S. J. and H. L. Tosi) Jr. I-ianagemenv by Nectives

:Applications and Research. Hew York, Hew York: The

acmillan Company, 3,973,216pp.

This text presents a mix of theory and practice of management

by objectives (HBO). The authors emphasize that HBO is

used differently by various organizations. Some organizations

4 ess the use of HBO as basically a managerial planning

roach) while others view HBO primarily as a superior

method of evaluating performance, The,text includes:
implementation of MO) setting goals, and integrating
IBM with other systems. d.n extensive appendix section

presents examples of 'LBO programs. .

Fordyce, J. K. and R. Weil. Wulmauglalloa:111111E.La
Handbook of Organization Development Nethods. Reading,

hassachusetts: Addison-Wesley Publishing Co., 1971, 192 pp.

The authors portray this handbook as a box of tools for

the directors and managers of organizations. Included

are: suggestions for finding out what's going on in an

organizationlfmethods for bringing about change, and case

study examples.

Greene, Jr., R. Ii. The Management Game - How to Win Troth

Pe Homewood, Illinois: Dow Jones-Irwin Inc.,

1969, 281 pp.

This book is patterned after a continuing education course,

Individual and Group Dynamics for Executives, which was

offered by the University of Califarda in 1966. Examples

are drawn from case studies. Specific tools and techniques

are discussed in light ofwVarious management problems.

Knowles, H. P. and B. O. Saxberg. , Personali.tiandi
Behavior. Reading, Massachusetts: Addison-Wesley

Publishing Co., 1970, 164 pp.

This book 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 their sensitivity to theoieeds and feelings

of others. Personality, leadership, cooperation, and

communication are among the issues discussed.

lri
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McGregor, D. The Professional Manager. Hey/York: McGraw-
Hill Book Co., 1967, 202 pp.

This text stressesdthe human science's approach to
management._ The manager's role, style and attitude are
discUsSed along with suggestions for change. Specific
sections address the topics of improving organizational
effectiveness, teamwork and ter don.

Odiorne, G. S. Management ..ybCA:Cectoftlanaaerial
, Leadership. New York, New York: Pitman Publishing
Corporation, 1965, 201j pp.

Odiorne was one of the early instructors and supporters
of management by objectives (100). In this text he discusses
the sys..,ua of HBO, setting goals, and assessing performance.
While the text is generally informative, it is not a
how-to-1t manual.

Odiorne, G. S. Nana ement Decisions by Ob'ectives. Englewood
Cliffs, flew Jersey: Prentice-Hall, Inc., 19 9, 252 pp.

This text is mainly for people in,Management positions
who routinely have 'bp 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
following sections appear to be the most useful to planners:
setting objectives, gathering facts and specifying the
problem.

MEETINGS WORKSHOPS AND CONFERS ICES

Re c oranended References

anatomy' of a Hearing: Washington, D.C.: League of Ubmen
Voters, .972, ,,108, 350.

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., organizers,
participants, and observers). Specific steps to follow
are outlined for the prospective hearing witness.

17

0



17. CPL Exchange Bibliography #700

'Gray,- 2.'W. and R. G. Rea. Parlimentary Procedure: A ProBramed
Introduction. Chicago: ,Scott, Foresman and Gavel:1y,

1963, 117 pp.

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

Lobingier, Jr., J. Business Meetin s that Make Business. New
York: Colliers Books, 19 9, 1 pp. Paperback '4.50.)

This handy paperback is described as a complete tactical
guide to planning and organizing business meetings that
produce positivewxg.salts. The text is easy to read and
covers a broad range of pertinent topics. Included are:

holding staff,meetings, presiding as chairman or discussion
leaders, using audio-visual aids, timing the meeting agenda,
and evaluating the meetings.,

Meaningful Meetings - Role of the Resource Committee. Washington,

D.C.: League of Women Voters, 1971, #319, 40.

phis pbblication was intended for League Chairpersons and
other 'members of program committees. The techniques

suggested, however, are excellent strategies for any
individual who mashes to participate in meetings which
are well planned, run smoothy and accomplish the intended
objectives.

Planning Better Pro rams. Washington, D.C. f Adult Education

Association, 1955, 48 pp. A.00.

Through a series of authors and articles the tech4ques
of program planning are discussed. Practical step,

step procedures are presented.
. 1

Simplified Parliamentary Procedure - Based on Roberts' Rules
of Order. Washington, D.C.: League of Women Voters,
1971, #I38, 150.

This brochure provides a quick, comprehensive guide to;
1) the order of business, 2) duties of officors, 3)
processing motions, and h) conducting nominations and
elections.

18
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Stanford, G. H. The Conduct of meetings. Toronto: Oxford
University Press, f../638788 pp. (Paperback :31.98.)

The purpose of this'book is to supply some practical
guidance-for the person who finds himself appointed to
the leaderdip of a committee without havirig 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.

Streamlinin Parliaments Procedure. Washington, D.C.: Adult
Education Association, 19 7, pp., ::;1.00.

Recognizing the often stiffly formal atmosphere of meetings,
this pamphlet challenges the rigid use of Roberts! Rules of
Order. Key issues involving the uses and abuses.;of
parliamentary procedure are discussed. Suggestions are
provided for bending .the "Rules" in partic4ar circumstances.

r

Ilksellp L4 ;:low to Conduct lieetirias -.11 Programmed Instruction
iianual on Parliamentary Procedure. new Yorkt_Herper and
Rau, Publishers, Inc., 1966, 212 pp. (Out of print.)

This manual presents parliamentary procedure in a quick,
easy to learn format. The material is organized according
to the perspectives of the various meeting participants:
members, chairman, vice president, secretary, and treasurer.
The appendix provides sample by-lams, constitutions,
minutes, reports, etc.

Supplementary References

Auger, B. Y. How to Run Better Business Meetings. St. PaUl:
Visual Products Division, 314 Company, 1972, 191 pp.

The book is basically a 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 conducting of a meeting.

Beckhard, R. Now to Plan and Conduct Uorksha s and Conferences.;
Hem York: Association Press, 19 6, 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.

19
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ConductinLWorkshops and Institutes. Washington, D.C.: Adult

Education Association., 195`6, 11

This pamphlet presents a series of Leneral 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. Washington, D.C.: Adult Education

Lssociation, 1956, 48 pp., (4.00.

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 Runitiketja. Hew York: McGraw -Hill

Book Co., Inc., 197, 222 pp.

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

Jones, 0. G. Parliamentary Procedure at a Glance. Hew York:

Hawthorne Books, Inc., 1971, 46 pp. (Hew edition.)

kn easy-to-use, common-sense approach to rules for group
leadership. It gives indepth adNice on chairmanship,
classification and precedence of motions, appeals, etc.

Snell, F. How to Hold a Better Meeting. IZew York; Harper

and Brothers, Publishers, 1958, 148 pp.

This book was designed for individuals who face 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 F. s to Better IIeetings. New York:

Viking Press, 1964, 177 pp.

, This is the second edition of the autorsi .succeisful

text. The material provided is thorough and is-presented,
in an easy to read format with interesting illustrations.
It provides basic information for diagnosing the current

problems of meetings, and suggests means for improvement.
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Sutherland, 3. S. Uhen you Preside. -Danville, Illinois:
Interstate Printers, 1955, 190 pp., ,;14.95 .

This book is written for any person who must help groups
make decisions and lay plans for constructive -work.' The
book is divided into two parts. The first deals vzi.th the
general .principles and practices of group leadership.
The secbnd part deals specifically with particular types
of meetings, i.e., roundtableoiscussions, formal buainegs,
panels, conferences, *,-fdrkshqps.

-

Vogel, R. S. i1co-7:qo Or nere e. Philadelphia:
American Friiends Service Compittee.

tTithin the limits of a few pages this pamphlet, outlines
the basic criteria necessary for planning a conference.
The outline format pre,s3nts the issues in straightforward,
easy to use checklist style.

iurtIonic LITALY3I3: PERT (Lrb-7-ram T.',valuation ups"
and CPJilCEitical Path HethodT

Recommended neferences

Health Program 'aka tation Through Pk? - Administrative and
Educational Uses. an Francisco, California: Western
Reonal. Office, A.P.H.k. (Continuing Education Iionograph
)126),. 1966, 90 pp., )2.00.

PERT is a method of mapping future activities so that
anyone can visualize the total plans of action for a,
pre(gran. This manual discuses the use of PEW in health
service adnrinistratiOn settingS. PERT is presented as
being most useful when planning the implementation phase
of a program. The manual includes an introduction to

oirections for preparing a PEN Network, commentary
and critique of PERT and some practical applications of
FrEW in Health Programs.

A Dmgranimed Introduction to PERT. By the Federal Electric
Corporation. HAW York, Hew York: John Wiley and Sons,
Inc., 1967, 1145 PP-

Utilizing the programmed learning technique, this handbook
clearly and effectively presents a basic introduction to
PERT. Upon completion of the programed learning experience,
the reader should be able to 1) construct a PERT network
and a niu analysis sheet and 2) make appropriate managerial
decisions from a PERT network and PERT analysis sheet.

21
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Supplementary References

Evarts, H. fy Introduction to Pi 1. Boston, iiassachusetts:
All-zsrrInd Bacon, Inc., 15765, f1.2 pp.

Introduction to PERT provides a brief history of PETT,
how it can be utilized and the implications of PERT in
the future. The presentation is informative but somewhat
technical. Examles are included.

Pert for C.L.A. (Community Action Azency) Plannin a Pro rammed
Course of Instruction in PEgr. 0E0 Training llanuals 321-1
and 2. Vashington, D.C.: Office of Economic Opportunity,
January 1969.

s.

These two volilmes were prepared to aid staff in the planning
and operating of Community Action Agency pr,cjects. The
content, however, is applicable to anyone wishing to learn
about Prw-Cf. Volume one discusses basic PEI:Cf principles ,

and terminology. 'Volume two is designed for individuals 's-
having managerial and planning responsibilities.-

PUBLIC BUDGETDIG.

Recormendeci References

Budgeting Procedures for Hospitals. Chicago, Illinois: American
Hospital Lssociati,on, 19'71778 pp.

Buletiocedur:eLfor Hospitals is one of the publications
in the Financial lianagement Series. The manual
i primcrily intended, to assist hospitals in developing a
sound budgeting program. Reference to, the manual will,
however, also help CHP agencies to better understand the
financial management aspects of hospitals. Topics discussed
include: objectives of a thidget, the budget Process,
and various categories of budgets such as the statistical
expense, revenue, capital or cash budget.

Lyden, Fremont J. and Ernest G. Hiller, editors. Planning
Profirerming -Budgeting - A Systems Approach,to lianagemenb
Second Edition. Chicago) Illinois: liaricham Publishing
Company, 1972, p. 423.

This collection of twenty-one articles by noted contributors
presents a broad overview of pPr,s including its development,
the basic theory,' implementation mrperiences, and finally
critiques and prospects. The text serves both as an
introduction to PPBS and as a reference guide for specific
issues related to its use.

22
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Supplementary itefennces

1.3urkhead, Jesse. Government DudEeting,,.. New York, New York:
John i Ailey and Sbns, Inc., 1956, 14:8 Pp.

Burkhead presents a history of the development of modern
A budgeting in the United States. Included in the disclission,

are types of budget classifications, phases of budgeting,
and specialized budget problems.

Curti sl Virginia, editor. P1 anninp Budgeting
Systems. Papers presented at the PPBS short course held
at the 3969 ASPO Natiorial Planning Conference. Chicago,
Illinois: American Society of Planning Officials, 1969,
54 Pp., ,6.00.

The text of the five papers presented at the 1969 ASPO
- PPBS short course are provided. Topics covered included:
The Quest for Certainty; PPBS and the Congress; Goals
and Outpu' Notes on Program ;valuation; and Implementing
PPBS at ti. Local Level. Both strengths and ueaknesses
of PPBS are discussed.

Ott, David J. and Attiat F. Ott. Federal Bt;d et Policy.
liashington, D.C.: Brookings Institution, 19 9, 182 pp.

This book is 'about the federal budget, I.rhich amounts to
one-fifth of total national output, or gross national
product. The budget is dismissed in terns of concepts
and uses, the process, budget policy and the economy,
and budget policy and the national debt.

ilildaysky, Aaron. The Politics of the BudgetamProcess
Boston, ilassachusetts: Little, Brom and Company, 1964, 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 appraisals. iihile the text is
fairly acadebic in its presentatl on, it is considered a
clas..c in terms of outlining and discussing the budgetary
process.
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PUBLIC :131J,TION3

:Zecormended References

Effective Public 1Zelations. Washington, D.C..: adult Education

kssociation, 197, 48 pp., 4.00.

This pamphlet explores the importance of public relations
for cammtiIty organizations. Types of public relations
techniques are discussed in a general manner. No specific

how-to-do-its are provided.

If'You 1.7z-int./dr Time -Ji Handbook for Publicity Chairmen.

Washington, D.C.: National kssociation of Broadcasters.

(Often available through local radio and television
stations.) 1969, 18 pp.

In a very concise, how-to-do-it approach, this pamphlet
details the steps for obtaining local radio and television

Sample announcements forrpdio and teleVision included.

Publicity Handbook - a Guide for Pul..).irman. Fort
Worth, Texas: The SperTy an. Hutchinson Comriany, 1972,

24 pp., 10c).

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

are discussed. Sample news releases for newspapers, radio

and television are included. The clarity and brevity of

this handbook make it an asset for every agencyt s public

relations chairperson.

Publicity Handbook. Seattle, Washington: Women in Communication,

Inc., 1973, 46 pp., :)3.50.

The Publicity Handbook presents information on how
organizations can effectively use newspapers, radio,
television, And newsletters. Included is a complete

listing of Washington State newspapers, radio, and television

stations. Sample press releases and news announcements

are provided. Finally,"it presents a.listing of helpful
publicity hints and a glossary of news media terms.

Public Relations - How to Use It. New York: S.E.D.F.R.E.,

-215-75-71;

This pamphlet provides basic information on hou public
opinion is formed and can be positively encouraged.
Included are sections on newspaper releases, public
appearances, and newsletters.
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Supplementary References

Canfield, B. R. Public Relations Principles and Problems.
Homewood, Illinois: Richard D. Irwin, Inc., 1952, 517 pp.

While this text was 'mitten especially for use as a college
textbook, it will also be a helpful reference for public
relations managers and executives of non-profit organizations.
The text discusses tft principles of effective public
relations.and also in udes cases which illustrate these
principles.

How to Build a Sight and Sound Image. Washington, D.C.:
League of Women Voters, 1971, 14 pp:, #317, 500.

The emphasis of this booklet is on the promotional use
of local radio and TV stations. How to get news and
feature coverage is discussed along with'ideas for developing
programs.

Levine,', H. and C. Effective Public Relations for Community
Groins. New York: Association Press, 1969, 192 pp.

Detailed consideration of the techniques of public lations
is provided by the authors. The use of radio, TV, te
press, newsletters, brochures, advertising and displays
are discussed. In addition, the potential of public relations
in problem solving is reviewed.

EcSurely, Alan. How to Put Out Community Newspapers. Louisville,

::entucky: Organizer's Library Series of the Southern
Conference Educational Fund, 1967, 10 pp., 250.

The author briefly discusses the characteristics of a
good community newspaper and points out some precautions.
Examples of snail community newspapers are also included.

Tipp on Reaching the Public. Washington, D.C.: League of
Women Voters, 1.9762, 100 pp., #277, ,1.25. /

This pamphlet is 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.
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WWI( PROGaLliS

Recommended Reference

RachLis, D. How to Obtain Grants for Pro7ramsi9RInt..gi
Poor, prepared by the Hational Council on the Aging for
the Community Action Program - Office of Economic Opportunity,
January 1968. (Copies are available, from the Tii/CE Program,
University of Washington.)

Jathough the title of this manuscript appears to deal with
grantsmanship for programs for the aging, the contents
have a much broader application. A brief ten page section
(pp. 10-20) delineates the essential elements!iof a good
work program. These elements are 1) program goals, 2)
problems to be solved, 3) program implementation., 4) personnel,
5) training; 6) facilities and equipment,7) sponsorship,
8) administration, 9) policy making and/or advisory structure,
10) relationship with other comaunity services, 11)
evaluation, 12) \ other elements of particular importance
to the individual agency, and 13) the budget. Each of
these are discussed in the manuscript.

WORK PROGRAMS - MCANPLES

.Recoimnended References

Hospital Planning Association of Allegheny County - Pittsburgh,
Pennsylvania. "Work Program of the HPA for the Period
of April 1, 1972 to March 31, 1973,", Steven Sieverts,
Dzecutive Director. (Copies available from the TA/CE
Program), University of. Washington.)

In thirteen pages, the Hospital Planning Association has
detailed a good example of a complete Irork program for
its 72-73 fiscal year. The functional priorities are
clearly spelled out along,with strategies and estimated
work allocations. In* addition, the budget of the Association
is presented in a format reflecting the functional priorities.

Application for Operational Grant Under P.L. 89-7)49 as amended, by
the Comprehensive Health Planning Agency of Southeastern
Wisconsin, Inc., January 301'1970, Symond Gottlieb, Executive
Director) 140 pp. (Copies available on loan from the
TA/CE Program, University of Washington.)

migrant application includes the proposed work program
for this agency. The work program is described in detail
for the years 1970-1974. Professional personnel time
requirements are also extimated. Background information
is given on how the work program vas developed.
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Supplementary Ileferences

Work Program for the Hew York City Health Services Administration
Planning Program. Developed by J. 'ueiss, June 1970, 8 pp.
(Copies available from the TA/C3 Program, University of
Washington.)

WItile this plan for a work program is not as thorough as
the aieverts and Gottlieb examples, it does, however,
provide an interesting format'of presentation. Each
subject area is stated and described followed by a section
on why it is important to study this issue. In addition,
estimates of staff time are provided along uith an
indication of when the stucty would be undertaken and who
(i.e., which subdivision of the department) would do the
study.

Operational Grant AppliCation (314b). South Central Michigan
Health Planning Council, Inc.. October 1, 1970 - September
30, 1975, Paul E. Nelson, Executive Director, 1)49 pp.
(32 pies available on loan from the TA /CE Program, University
of-Viashington.)

A thirty page section of this grant application provides
the proposed five year work program. The work program
lfsts 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 PUBLISHIUG COMPAHIES
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American hanagement Association, Inc.
135 1.1. 50 Street
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American Society of Planning Officials
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Richard D. Irwin, Inc.
1818 Ridge Road
Homewood, Illinois 60430

League of L'omen Voters of the United States
1730 N. Street H.U.
Washington, D.C. 20036

Learning Systcms Company
A Division &Richard D. Irwin, Inc.
1818 Ridge Road
Homewood, Illinois 60430

icGraw-Hill, Inc.
1221 Avenue of Americas
New York, Hew York 10020

Rational Public Relations Council
815 Second Avenue
Dew York, lieu York 10017

Horthwest Regional Educational Laboratory
400 Lindsay Building
710 S.W. Second Avenue
Portland, Oregon 97204
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Southern Conference Educational Fund
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Louisville, Kentucky 40211

Oxford University Press, Inc.
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Penguin Books, Inc
7I10 ianbassador Road

Baltimore, Nailland 21207
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Holt, anehart and Winston, Inc.
383 Hadison Avenue
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Flew York, Hew York 10017
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Scott, Foreman and Company
1900 73. Lake kve.
Glenview, Illinois 60025

S.E.D.F..1.3. (Scholarship, Educztion and Defense Fund for
Racial '.;quality)

315 Seventh kvenue
',Jew York) ITew York 10001

Sperry and Hutchinson Company
Consumer 'Services
P.O. Box 535 ;
Fort' Worth, Texas 76101

Syracuse University Continuing Education Press
105 Roney Lane
Syracuse., Heir York 13210

Technical it6sistance/Continuing Education Program
Department of Health Services ti SC-37
School of Public Health and Community Medicine
University of Washington
Seattle, liashington 98195

Viking Press
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Visual Products Division
3 M Company
St. Paul, Minnesota 51101

Uhitesidel Inc. and IN. Morrow and Company
105 Madison kvenue
Hew York, New York 10016

John Wiley and eons, Inc.
605 Third Avenue
lieu York) ;Jew York 10016

Women in Communication, Inc.
c/o June Lee
10742 Densmore Avenue lIorth
Seattle, Washington 98133
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