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Accident insurance, 256
Accounting, 326-344
as means of interpretation, g27
bonds and, 337
cash vs, accrual system, §33-335
expenditures, record of, 330-333
financial reports, g§7-343
personnel, competent, 336-337
purchasing and, g4y
receipts, record of, gz8-ga29
Accuracy, working for, 290-g00
Adaras, Mrs. Constance B., 418
Administration,
definition, 2
financial, g95-400
growing significance of, 2-3
of personuel policies, 234, 242
office as center of, 169
participative, g-10
purchasing and, g73
shared, g—10
statistics in, §62-8%4
Advertising, 502
securing employees by, 214
Agencies (see also Private agency; Public
agency; Social agency)
chest participation of, 414-415
community council participation of,
413-414
community planning participation of,
415
controversies between, handling, 412
co-operation essential, 410
employment, 218-214
national, 416
planned contacts with other, 411
teamwork between, 410-417
Amendments,
bylaws, g2
constitutional, go
American Association of Medical Social
Workers, 162

Annual reports, 838, 340
Appeals procedure, 246-247
Application blanks, 217-219
Auditing, g41-342
Autocracy, in social agencies, 6
Automobiles, g21-ga5
metheds of financing use of, §22-425
when to nse, gm
Awards, service, 287-288

Beneficiaries, income from, 39g9-401
Bingham, Waleer V., 220
Board meetings, 27-28, 36, 276277
staff attendance at, 42
Board of directors, 1g, 3448
as source of workers, 213
committees and, 52, 233
community council and, 418
duties of, 1g-20, 34
election of, ze—a4
employment of relatives, 229
essential to operation, 34
filling vacancies, 22
functions of, 54-36
maker of laws and policies, 36
make-up of the, 42-44
meerings, 27-28, 36, 42, 276-277
membership qualifications. 36-37, 42-44
nomination of, 22-28, 45-47
relation to executive, 3741
relation to staff, 4142
rotation in office, 21-22, 46-4%
size of, 21
social workers on rival boards, 4445
Bookkeeping (see alse Accounting), 355—
336
Braucher, Howard 5., 80, 129, 135, 263
Budget, g454—361
board members and, g7
checking against performance, 554-357
chest agencies, §55-354
committee, 52, 354

American Association of Social Workers, comparison with experience, 347

16-1%, 20, 162, 234, 242

continuous, 352
429
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Budget—{Continued)
definition, 345
departmentalized, 548
estimates of income, g4g-g50
for intangibles, gro-g51
interpreting the, 352
minutes and the, g52
participation in, g5o
periedical revision of, 3g8
presentatior to public, g54
project, 348
purchasing and, 37y
savings and, 348-340
service before income, 345-346
statistics and, 364
supplies and, 384
transfers within, g57-358
when income falls, g58-46c

Bulletins, staff, 282

Budler, Fllis Parker, 162

Bylaws, 14-33. 250
amendment of, 52
as a catchali, gz
commiteees and, g2
details of meetings in, 31
financial details and, 31
for flexible provisions, go-s1
interpretation of, g2—33
membership and, 3:
relation of constitution to, 14-1%

Card files, 314-316

O COMMUNILY TES0Urees, 410411
Cars (see Automobiles)
Carver, Helen F,, 418
Certificates of award, 287288
Chairman, committee,

duties, 55-57

president and, too

rotation of, 37

selection of, g7

Chapman, Frank E., 266-331, 349, 353

Charter, 14

Charts, $42-848. 552, 357 369
Chicago, University of, g72-373

Child Welfare League of America, 366

Collections, 400401, 407-408
Commmittee of tellers, 24
Committees,
advisory, 51, 52
appointments, moede of, 52
bylaws and, 32
chairman, 55-57, 100
constitntional, 28
“dead” members, g5-96
definition, 49
development of, 4g-50
educating, gg—04

Index

Committees—(Continned)

executive, 28, 5t

jobs for members, g4—95

kinds of, g1

meetings, 57-07

membersiip, §3-55

nominating, 23, 4547, 53

office conditions, 278, 279

office management, 187

personnel, 253-234, 278, 279, 206

program, 248, 279

public relations, gg1

purchasing, 3706

size of, 52

special, 28, K1

statistics, go=, §66

uses of, go-51
Community Chests and Councils, Inc., g36,

504, 366, 372, 373, 398, 407

Community council, 415-414
Community planning, 415
Compensation (see Perquisites; Salaries)
Complaints, executive and, 153-151. 159
Conferences, staff, 203, 273-274, 280282
Constitution, 14-§3, 2589

amendments to, §0

relation to bylaws, 14-15
Cerrespondence, 304-307

filing, yo7-312

writing, §04-g07

Dawson, John B, 347, 331, 559, 360
Delegation of responsibility, 263267
Democracy, 6-7, 8, g

Demotions, 244

Dictation:, 120-131, 304

Director (see Executive)

Dismissals, 244—245

Dunrham, Arthur, 293, 206, 418

Efficiency, 113
in office methods, go4-gro
personal, 115-167
personnel practices and, 210
planning and, 115115
Elecrions, s2-24
board of directors, 2225
officers, 26-27
Emerson, Harrington, 13, 114
Employment (s¢e also Personnel policies),
210-281
acceptability to staff and, 228
age and, 228
agencies, 213-214
application blanks, z17-219
background and, 227
demotions, 244
dismissals, 244~245
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Employment—{Continted)
dividing task of, 222
effective method essential, 210-211
experience and, 226-z27
Lay-off, 244
mental status, 228-23g
notice to unsuccessful candidates, 230
personal interviews, 216—217, 200-3222
personality and, 227-228
physical examinations and, #e3-224
probaticnary period, 242-243
race and, 328
references and, 223
relationship to staff and board members,
22g
religion and, 228
resignations, 245
retirement, 245-246
seniority and, 238, 244
severance pay, 245
sources of workers, 212216
standards, 226
superannuation, 245
temporary, 243
tenure of, 244
terms in writing, 22g-220
tesis and, ga4-226
Endowments, 404~408
Equipment, office, 182209
arrangement of, 207208
inventory of, g85—386
records, 385586
Evaluations, personnel, 241
Executive, 1031688
as entertainer, 286
as student, r125-12%
background of, 111
board of directors and, gy—41
committees and, g2
community council and, £13
complaints and the, 155154, 139
contacts with outsiders, 1.46-163
delegation of respomsibility by, 26g-267
dictation and the, 120-151, 304
duaration of service, 104-166
full authority necessary, 104
inll life and, 120
goed will and, 154-26%
importance of, 103-104
meetings and, 156-157
nominating committee and, 46-47
office, 137-145
office hours, 120
organizing time, 121
plan of life and work, 121-123
public speaking and, 158-15g
qualifications of, 106-110
radio talks, 159

431

Executive—(Continued)
records for the, 127-134
secretary of, 149-144
self-discipline and the, 134-154
self-management for the, 113-156
serving on rival board, 45
staff and the, 41-42, 259, 28428
statistics and, 366-567
training, rio-111
vacation, 120121
work of the, 264

Executive committee, 28, g1

Family Service Association of America, 366
Federal Security Agency, 213, 281, 287, 366,
400
Filing systems, goy-416
Financial reports, §37-343
Financial support,
beneficiaries and, gg9-s01
board members and, g5, g7
community chests and, 397-348, 406-407
co-operation vs. competition, gq6
disadvantages of separate, 396397
endowrnents and, 404406
importance of, gos-3g6
naturat resources and, 401-402
non-gift income, 890—406
president and, 100
profit-making activities and, Joz-403
public treasury and, 4o3—4o4
statistics and, gb4
Fizcal year, 28-30
Follett, Mary P., 264
Form letters, 151
Forms, office, 316-318, 378, 380

Gifts, staff and, 258

Good will, 154-167

Good Will Industries, 403
Group insurance, 255

Hezlth service, 254-253
Helidays, 249-250
Hours of work, 247-248

Income ({see Accounting; Financial sup-
port)
Incorporation, 12-13
certificate of, 14
laws of charitable, 15-14
Instruction (see Training)
Insurance, zp5-256, 386
accident and liability, 256
group, 255
retirement, 2E5-256
theft, 337
workmen's compensation, 255
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Interpretation,
accounting as means of, 327
board members and, 3455, 37
of bylaws, g2-85
president and, gg
publicity and, 391392
statistics and, 362, 368370
Interviews, employment, 216-217, 220222
Inventory,
eqguipment, 385-386
stock, 384

Jackson, James ., 128
Job analysis, 212, 213, 235-237, 205-206,
847

Lawrence, Vance B., 335
Lay-off procedure, 244
Leaves, 250-254

educational, 252

for meetings, 252-25%

maternity, 255-264

military, 254

personal business, 252

sabbatical, 254

sick, g51-z52

vacation, 250251
Leffingwell, W. H., 128, 183, 205
Letters, gog—a0y

appraisal chaxt, 305300
Lincoln, Abraham, 52

McCandiess, JTames W, 155, 272
Maladministration, examples of, g~10
Management {(see alse Administration), 402
board of directors and, 4:
exectrtive and, 41
of endowments, 406
office, 2go-g03
self-, for the executive, 113-136
staff, 2xo-289
staff and, 42, e75-—afz, gfs
Manual, office, 294, 242, 205-2983, 365
Maternity leave, 253254
Meetings (see also Conferences),
board of directors, 27-28, g6, 42, 276-277
bylaws and, 51
committee, §7-07
department heads, 277
executive and, 156-157
follow-up on decisions, g1-g2
frequency of, g3
leave for artending, 2xa-g53
minutes of, 85—51
pubticity on, g2
staff grovps, 277-278
Membership requirements, 17-19
bylaws and, go

Index

Merit system, 212, 232, 242
Military leave, 254
Minutes,

budget and, gxe

of meetings, 85-o1
Mismanagement, examples of, g—-10

Name, legal, of agencies, 1516

Nartional agencies, 416

National Budget Commitice, 308

National Conference of Social Work, 162

National Health and Wellare Retiremens
Association, 246

National Information Burean, 508

National Office Management Association,
583

Neurath, Otto, 369

Nominating committee, 25, 45~47, 53

Office, 16g-209
arrangement of, 170-181
as administration center, 169
conditions of the, 174-179
equipment, 182-20g
executive’s, 137-145
location of the, r6g-179
management, 2go—503
manager, 201-308, 583, 384
manual, 234, 242, 205-208, 363
methods, efficiency in, go4-319
office conditions committee, 278, 279
office management committee, 187
size of, 17g-180
work, scheduling, go1-go2
Officers, 24-25
duties of, 2526
election of, 26-27
Official year, 28-30
Organization,
chart of, 261-262
essential to modern life, 11
importance in social work, 11
plan of, 261-254
Orientation, 259, 273
Cutpnt, measurement of, 258300
Overtime, 249

Parties, staff, 286-287
Perquisites, 287
Personal business, leaves for, 252
Personal efficiency, 113-167
Personal interviews, 218-217, 2z0-232
Personnel committees, 253-234, 278, 244,
206
Persennel policies (see also Employment),
210, 252-258
administration of, 214, 242
appeals procedure, 246-2.47
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Personnel policies—(Continued)
basic principles of procedure, 254-235
evaluations, 241
health service, s54—255
holidays, 24g9-250
hours of werk, 247-248
insurance, zg5-256
leaves, epo-254
orientation, 239, 273
Overtime, 244
performance standards, 240
perquisites, 237
promotions, 238-25q, 244
public agencies and, 232
recesses, 248
Tecords, 240-241
salaries, 218, 236-238, g47-348
seniority, 288, 244
service ratings, 242
standard, 232233
standards of procedure, 234
staff participation in policy-making, 240
tardiness, 248249
vacaiions, 250251
work assignment, 23g, 265

Pfeiffer, C. Whit, 3g

“Thillips Brooks" calendar, 119

Physical examinations, 228-224, 254

Pictographs, 36g-370

Policies,
board of directors and. g6
employment, 210-2§t
personnel, 210, 252-258

Pogsition specifications, 212, 213, 235-237,

295-206, 347
President, g8-102
as ambassader, 100
as chairman, g9
as interpreter, 99
as solicitor, 100
committee chairmen and, 100
quazlifications, g8—gg
service within agency, 1o0—-101
volunteers and, 190
Private agency, definition of, 12
Program comtmittee, 278, 279
Promotions, 238-239, 244
Public agency,
definition of, &
co-operation with other agencies, 415-
416

personnel procedure in, 232

Puhlic rélations (sez also Publicity), 38g-

395

comumittes, 891

continuous, §90-361

every activity affects, 38¢g-390

quality of service and, gg0

Public relations—(Continued)
vs. publicity, 389
workers attitude and, 3go
Publicity (see also Public relations),
2im at a group, 3g2-393
inexpensive, ggz
mterpretive, gg1-3g2
meetings and, gt
Purchasing, g75-382
accounting and, g75
budpet and, gvx
centralization of, g75-376
committee, 76
importance to administration, 375
order forms, g80—3%1
payment and, 386-287
Teceiving purchases, 381-382
records, g1
requisition forms for, §78
returning purchases, g8z
securing bids, 378380
standards in, g76-373
Purpose, statement of, 16-17

Qualification standards, 213, 235-237, 205~

206, 347
Quinn, Lillian, 215-216

Recesses, 245
Records (se¢ also Accounting), go4
equipment, §85-386
executive, 129-129
personnel, 240-241
purchase, 581
stock keeping, 38z
Recreation, staff and, 285-287
Red Feather Services, 508
References, employment, 223
Regulations {sez Bylaws)
Reports, financial, 357-343
Resignations, 245
Responsibility, delegation of, 263-267
Retirement, 245246, 255-256
Rogers, Fred C., a8y
Routing, of workers, 320

Sabbatical leave, 254

Salaries, 216, 256-253, 347348

Schedules, 115-11g

Secretary, executive's, 145-144

Self-management, executive, 113~136

Seniority, 238, 244

Service awards, 28y—288

Service ratings, 242

Severance pay, 245

Sick leave, 251-252

Social agencies (see also Agencies; Private
agency; Public agency},
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Social agencies—{Continued)
autocracy in, 6
definition of, 1-2
democracy and, 6
integrated life essential to, 5
organization in, 132
participation in management of, 7-8
whole greater than parts, 56
Social service exchange, gi2-418
Social work,
business methods and, 2go
definition of, 1
Social Work Vocational Burean, 213
Social Work Yearbook, 1
Social workers, serving on rival boards,
44-45
Staff,
as source of other workers, 215
board meetings and, 42, 276-277
board of directors and, 41—42
bulletins, 282
community council and, 413
conferences, 26g, 273274, 280-282
correction and, 283-284
dues, 238
emergencies and, goz
employment of a, 210-231
executive and the, 41, 259, 28428
gifts and the, 288
management, 250-289
opportunities for development, 2359240
parties, 286—287
performance standards, 240, g00-g01
personal problems of, 284-28%
personnel committee and, 233
recreation, 285-287
service awards, 287-288
share in management, 42, 240, 275-282,
363
salicitation of funds from, 288
statistics and, 364~565
suggestions by, 282
Standards,
education, 226
performance, 240, §00-301
training, 226
State Employment Services, 214
Statistics, 362-374
committee on, 362, 366
fallacies in, g70-g372
interpretation of, 368970
marerial for, 367-568
mechanism for, 368
office manual and, 365
resources for developing, 366
stalf participation and, 564-365
uniform, 372-373 .
use of national advice and data, #65-366

Statistics—(Continued)
values of, gbz—-36x
who shall compile, 367
Stock keeping, 382-386
equipment record, 385586
handling supplies, 383
inventory, §84
issuance on reguisition, g82—383
making issuznce casy, 384
record, 383—984
Toom, 384-335
short it in, 383-584
Supggestions, empioyee, 282
Superannuation, 24y
Supervision, 26i7-272
inspections and, g70-271
methods of, 271272, 209
philesophy and technique of, 268-26g
purposes of, a(;-268
supervisor as teacher, 271
varied procedure of, 269-270
Supplies {see alse Purchasing; Stock keep
ing},
budget and, 384

Tardiness, 248-249
Tead. Ordway, 276
Tests, employment, 224—236
Theft insurance, gg7
Tickler system, 116-118
Training, 2ra—274
continous education, 273275
duty for whole staff, 272
executive, 110-111
in-service, 275
new workers, 275
standards, 226
Transportation, of workers, g20-325
Travelers Aid Society, 17
Trustess (se¢ Board of directors)

Unired States Bureau of Labor Statistics,
566
United States Children’s Bureau, 336, 966,

373
United States Employment Service, 214

Vacations, zyo-251
executive’s, 120121
schedule for, 250251

Volunteer service, 215
board members and, 35

Work, scheduling, go1-gos
‘Work assignment, 21g, 265
‘Work order forms, 267
Workmen’s compensation, 255

T %ear, official, 28-30
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