The following bibliography represents not only our own reading and
selection but also several additional resources which were courteously
made available,

Mrs. Constance B. Adams, Acting Librarian of the Russell Sage Foun-
dation Library, in the spring of 1946 had a bibliography especially
prepared for this book. She wrote, “We have tried to limit it to books
only, but in several cases certain pamphlets have seemed too important
to ignore. No periodical articles have been included. We have tried also
wherever possible to draw on material from the field of social work,
rather than from unrelated or indirectly related fields.”

Arthur Duntham, Professor of Community Organization, Institute of
Social Work, University of Michigan, Detroit, Michigan, supplied 2
list of selected references on Social Welfare Administration, revised as
of October, 1945, and a supplementary list as of June, 1946.

The General Reference and Bibliography Division of the Library of
Congress supplied a bibliography on Community Welfare Sexvices: Selec-
tion of Recent References on Planping and Organization, compiled by
Helen F. Carver and dated January 18, 1945.

Almost any of these books is worth purchasing for reference in a social
agency office or for loaning to staff and committee members.

In using some of these books, it may be well to organize a seminar or
discussion group in your own office, to meet after hours or perhaps half
on agency time and half on personal time, to discuss ways in which the
principles presented could be applied to the agency. Members of the
group would be expected to study the assignment in the book and their
own agency procedure as well, with such discussion in mind.

In addition to the books listed below, we have also found useful the
following reference works and periedical publications:

Proceedings of the National Conference of Social Work, 82 North High
Street, Columbus, Ohio {consult the index in the back of each volume
for administrative subjects).

The Social Work Year Book, published biennially in odd-numbered
years by the Russell Sage Foundation, 130 East 22nd Street, New York
City (consult index for administrative subjects).

The Survey Midmonthly, 112 East 1gth Street, New York City.

Channels, published by the National Publicity Council for Health and
Welfare Agencies, 150 East 2z2nd Street, New York City.
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American Business, Darinell Publications, Inc., 4660 Ravenswood Ave-
nue, Chicago, Illinois,

Office Management and Equipment, Andrew Geyer, Inc., 260 Fifth Ave-
nue, New York City. '

We have found it valuable to be a member of the National Office
Management Association, 2118 Lincoln-Liberty Building, Philadelphia,
Pennsylvania. There are chapters of this organization in a good many
cities. Members of the organization receive worth-while service bulleting
on various phases of office operation.

The references below are arranged roughly by subjects, although some
cover the whole range of administrative procedure.

ACCOUNTING AN BUDGETING

Accounting in Community Chests. Community Chests and Councils, Inc,,
New York, 1945.

American Hospital Association, Hospital Accounting and Statistics. Amer-
ican Hospital Association, Chicago, 1g940.

Budgets in a Community Chest. Community Chests and Councils, Inc,
New York, 1948.
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Haller, C. J., Suggestions for an Accounting Plan for & Non-Profit Or-
ganization, The YWCA. The Woman’s Press, New York, 1g36.

Harris, W. O., Institutional Cost dAccounting, as Exemplified by the
System Installed at the Eloise Hospital and Infirmary. Public Admin-
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Hayes, Monard V., Accounting for Executive Control. Harper & Brothers,
New York, 1g92q.

Kester, R. B., Principles of Accounting. The Ronald Press, New York,
1939.

Laugxig Ferris F., Uniform Reporis and Classification of Accounts for
Social Agencies. Wieboldt Foundation, Chicago, about 1925.

MacDonald, J. H., Practical Budget Procedure. Prentice-Hall, Inc., New
York, 1939.

Roswell, Charles G., Accounting Statistics and Business Office Procedures
for Hospitals. United Hospital Fund, New York, 1g46.

ADMINISTRATION IN GENERAL

Atwater, Pierce, Problems of Administration in Social Work, University
of Minnesota Press, Minneapolis, 1940.

Barnard, C. I, The Functions of the Executive. Harvard University
Press, Cambridge, 1933.

Baxter, Bernice, and R. F. Cassidy, Group Experience, the Democratic
Way. Harper & Brothers, New York, 1943.

Boy Scouts of America, Community Boy Leadership, a Manual for Scout
Executives, and ed. Published under the supervision of the editorial
board representing the National Council of the Bay Scouts of America,
New York, 192z,
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Breckenridge, 8. P, Public Welfare Administration in the United States;
Select Documents, 2nd ed. University of Chicago Press, Chicago, 1938.

Chapman, Frank E., Hospitael Organization and Operation. The Mac-
millan Company, New York, 1924.

Cohn, Martin, and Elizabeth Wallace, Some Problems of Adminisiration
in Sociel Work. University of ‘Toronto Press, Toronto, 1944.

Dimock, Marshall E., The Executive in Action. Harper & Brothers,
New York, 1g45.

Fansler, Thomas, Discussion Methods for Adult Groups; Case Studies of
the Forum; the Discussion Group, and the Panel, a study prepared for
the American Association for Adult Education. American Association
for Adult Education, New York, 1934.

Follett, Mary P., Creative Experience. Longmans, Green and Co., New
York, 1024,

, “Some Discrepancies in Leadership Theory and Practice,” Chap-

ter XVI in H. C. Metcalf's Business Leadership. Isaac Pitman &

Soms, New York, 1g31.

, The New State. Longmans, Green and Co., New York, 1018.

. Dynamic Administration, the collected papers of Mary Parker
Follett, ed. by H. C. Metcalf and L. Urwick. Harper & Brothers, New
York, 1942.

Glaser, Comstock, Administrative Procedure; a Practice Handbook for
the Administrative Analyst. American Council on Public Affairs,
Washington, 1041.

Gulick, L. H., and Lyndall Urwick ed., Papers on the Science of Ad-
ministration, by Luther Gulick and Others. Institute of Public Admin.
istration, New York, 1937.
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