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FIELD STUDY IN INDUSTRY FOR THE PREPARATION OF INDUSTRIAL
ARTS TEACHERS. FINAL REPORT, YOLUME 2.

STATE UNIV. OF K.Y., OSWEGO, COLL. AT OSWEGO

REPORT NUMBER BR-5-1369 PUB DATE  AUG 67
REPORT NUMBER CRP-H-286

CONTRACT OEC-6-10-128

EDRS PRICE ' MF-$1.50 HC-$15.80 393F.

DESCRIPTORS- *INDUSTRIAL ARTS, *TEACHER EDUCATION, *STUDY
GUIDES,; RESOURCE UNITS, ANNOTATED BIBLIOGRAPH.ES, *INDUSTRY,
INDUSTRIAL STRUCTURE, TESTS, *FUNDAMENTAL CONCEPTS, FIELD
EXPERIENCE PROGRAMS, RESOURCE GUIDES, PROGRAM GUIDES:

THIS DOCUMENT CONTAINS INSTRUCTIONAL MATERIALS DEVELOFED
IN A PILOT FROJECT TO PROVIDE COORDINATED EDUCATIONAL AND
INDUSTRIAL FIZILD EXPFERIENCES IN A 9-WEEK COURSE FOR
PRESERVICE INDUSTRIAL ARTS TEACHER EDUCATION. THE MATERIALS
PRESENT FUNDAMENTAL CONCEPTS RELATIVE TO INDUSTRIAL STRUCTURE
AND ORGANIZATION. THE CONTENTS, PRESENTED AS AFFENDIXES O
THROUGH K, INCLUDE--(1) "DIRECTED FIELD STUDY STUDENT
RESOURCES FILE™ WHICH INCLUDES A BIBLIOGRAPHY OF PAMFHLETS,
FILMS, TEXTBOOKS,; AND PERIODICALS, (2) *"STUDENT WORKBOOK"®
WHICH PROVIDES REFERENCES AND ASSIGNMENTS FOR THE ENTIRE
COURSE ANC AN INTEGRAL FORMAT FOR REPORTS, (3) "A GUIDE FOR
INDUSTRIAL PERSONNEL® WHICH OUTLINES THE PROGRAM AND GIVES
THE RESPONSIBILITIES.OF ALL PERSONS INVOLVED, (4) °TABLUATION
OF INDUSTRIAL CONCEPTS" WHICH PROVIDES A LIST OF 326
INDUSTRIAL CONCEPTS IDENTIFIED BY THE FOUR CLASSES IN 1,722
STUDENT RESPONSES, (5) "UNDERSTANDING INDUSTRY" WHICH IS A
T1-1TEM MULTIPLE CHOICE TEST COVERING INDUSTRIAL CONCEFTS
WITH ITS ANSWER KEY, AND (6) "EXAMPLES OF CURRICULUM RESOURCE
UNITS*" WHICH GIVES EXAMPLES OF RESOURCE MATERIALS PREFARED BY
THE STUDENTS. THE PROJECT REPORT, PROGRAM DESCRIPTION, AND
APPENDIXES A THROUGH C ARE GIVEN IN VT 005 276. (EM)
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DIRECTED FIELD STUDY STUDENT RESQURCES FILK

Iy -

| Allis Chalmers Manufacturing Company, Milvaukee, Wisconsin

Patent Background for Engineers

American Can Company, Milwaukee 1, Wisconsin
Fleming, Harold M., The American Achievement, 1961

American Federation of Labor, Congress of Industrial Organizations,
815 Sixteenth St., N.W., Washington, D. C., 20006
Collective Bargaining - Democracy on the Job, Pub. #136, 1965
Ihis Is The AFL-CIO, Pub. #20, 1964
¥Why Unions, Pub. #41, 1962

E. I. DuPont de Nemours & Company, Wilmington, Delaware
Ihis Ig DuPont ~ Tne Organixzation and the Individual, #26, 1964
Ihig I3 DuPont - The Story of Prices, 1960

This Is DuPont ~ Autm‘ tion and Employment
This Is DuPont - The Profit Motive, #24, 1962

This Is DuPont ~ The Story of Patents & Progress, 1962

This 1s DuPont ~ The Industry of Digcovery

~ Pord Motor Company, Information Services, The American Road, Duarborn, Michigan

The Evolution of Mass Production 1966 - Business Trands & Progregs

General Electric Company, Educational Relations, Schenectady, N. Y., 12305
You And The Computer

General Motors, Educational Relations Section, Detroit 2, Michigan

Kettering, Charles F. and Orth, Allen, American Battle ¥or Abundance - A Story
of Mags Zroduction, 1955 ° ]

Can I Get The Job?
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National Association of Manufacturers, Education Division, 2 East 48th Street,
New York, New York, 10017

leachers Guide - Industry and the American Economy Serieg, 1960

The Growth of American Industry, #901

A Comparison of Three Economic Systems, #902

Productivity - A Measure of Economic Progress, Economic Series, #82

S S a——— SRV

Capital and Economic Growth, #903

Patents and Your Tomorrow, 1961

Productivity and Production in Industry, #904

N

Industry's Profit:, #905

Industrial Research and Development, #906

The Role of Competition, #907

;W_gg_gg_ and Prices in an Industrial Economy, #908

Industry - Orgsnization and Tmployeeg, #909

The Role of Marketing, #910

OQur Native Land, #911

Automation -~ A Background Memorandum

Economic Implications of Union Power, 1962

Automation ~ A Prime Source of More and Better Jobs, Economic Series, #81, 1960

Patents ~ Progress and Prosperity, Economic Series, #62, 1953
Labor Mazagement Developments

Do's and Don'ts for Mature Job Seekars

Standard 0il Co. (New Jersey), Room 1626, 30 Rockefeller Plaza, New York, New York, 1002C

Chase, Stuart, How To Read An Annual Report

Superintendent of Documents, U. S. Govermment Printing Office, Washington 25, D. C.

Brief Histo_x_‘z. of the American Labor Movement, U.S. Dept. Commerce Bulletin No. 1000,
1964 ($.40)

Do You Xnow Your Econcmic ABC's, U.S. Dept. Commerce Bulletin, 1965 ($.20) B
D-2 |




Patents Spur To American Pyogress, U. S. Dept. Commarce Bulletin, 1965 ($.25)
Profits & The American Economy, U.S. Dept. Commerce Bulletin, 1965 ($.25)

Science and Technology For Mankind's Progress, U.S. Dept. Commerce Bulletin,
1966 (5.25)

U.S. Ecopomic Growth, U.S. Dept. Commerce Bulletin, 1966 (8.25)

New York Stock Exchange

Understanding Financial Statements

Industrial Conference Board, 845 Third Avenus, New York, New York, 10022
Road Maps of Industry

Incidsntal Papers:

Face, Wesley L. and Swanason, Robert, Philosophical Implicaticng for

Judustrial
Arts. Topic I: A Conceptual Approach to the Study of Amerjcan Industry -
53rd Annual Convention of the American Vocational Aszcciation, Industrial

Arts Division - Wednesday, December 9, 1964. (not available for distribution)

D3




R e T e e e e e e e sy — — £ ome

ANNOTATED FILM BIBLIOGRAPHY o .
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HISTORY OF AMERICAN INDUSTKY AND BUSINESS

Title: Beginnings and Growth of Industrial America 11 minutes B & W
Grade: 7-12 (T3) - Source: (7)
Discusses the economic and soclal change in the period between the Revolutionary

and Civil Wars. Development of American industry from a period of home crafts to an
industrialized factory system.

Title: How the Market Evolved 30 minutes B & W
Grade: High School and College : Source: (7)

This film gives a very good understanding of the history of our economic systca.
The early factory system as it was in New England is explained.

The "how" and "why" of corporaticn development is carefully explained, giving
a real example of its need and effects.

INDUSTRIAL ECONOMICS

Title: Ciﬁitalism\ 12 minutes B & W

Grade: High School and College Source: (7)

This film explains the role of profit in our economic society. The function
of the contrast 1s displayed in a graphic illustration.

Also discussed are the roles oi competitiorn, nrofit, and right to enter into
contract, as the major functions of our free private enterprise system. These
topics are discussed by a group of high school students on a radio program.

Iitle: Competition and Big Business 30 minutes B & W

Grade: College Source: (4 or 7)

Stress is placed on free choice in our soclety. The reasons for "big business"
are explained. A good illustration is given for a& monopoly in the oil and asphalt
industry. Several godd specific illustrations on quality of parts used with
respect to new techniques, processes, materials, etc., are given.

The function of research, product design and development of new products is
explained. Produced about 1950,

Title: Economic Growth 30 minutes B & W |

Grade: High School and College Source: (7)
Illustrates the causes of our economic growth, how it is measured, and the

factora which impede growth by hampering capital accumulation and investment.
Very appropriate for introduction to industrial economics.
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Title: Freedom of Choice 10 minutes Color

Grade: High School Source: (10)

Emphasis on the free enterprise system and a free soclety is described in this
film on Junior Achlsvement. :

The role of a corporation ia explained through the function of sharsholders.
Capital, dividends, profit are described. The duties and responsibilities of the
board of directors, president, vice presiderts and other top management personnal
are explained. The need for specific knovledge and skills is described as vital
to all who hope to participate in an industrial world.

Limited value for our Field Study use; more appropriate for a high schcol group
in industrial arts, business, or civics.

Title: In Our Hands (1612) Part IT - 15 min., Part III - 10 min.,
Part IV -~ 10 min. B & W

Grade: Junior High -~ College Source: (2}

Part I1 -~ This film in several parts explains our asconomic freedoms and how
our economy works.

Part III -~ Soclalism and free enterprise are dramatized candidly to explain
what a loss of our freedom would mean to the individual as well as the country,

Part IV -~ Explains how easily we could lose our economic freedom and our frce
way of 1ife through the value of the secret vote,

These parts could be used separately or together. Somewhat out-dated bhut
principles ars accurate and meaningful.

(Limited value to Field Study.)

Title: It's Evervbodv's Business 20 minutes Color (animated)
Grade: Junior High - College Source: (15)

The basic freedom and rights of Americans are explained and interpreted to
industry and business. Eg. rights to assemble, seek employment, bargain for goods

in a free market, own property, go into business, etc. Also explains how capital
was obtained in America's early days.

The roles of advertising, wages, taxes, investors' dividends, plow back concept,.

competition, war, and government controls are all illustrated. Tells how insurance
savings - bonds and stocks all help to produce capital.
NOTE: This is a better film than "The Story of Creative Capital,"

Title: The Law of Supply and Demand 11 minutes B & W
Grade: 10-12, College Source: (3)

Demand starts with people and the relationship between supply and demand 1is
affected by many factors including competition, The plan of this law in a fres
socliety affects the selling price of most all consumer goods.

Generally a good f£ilm for use with high school or Field Study students in
either industrial economics or finance.

D~5
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Title: The Nation's Resources 30 minutes 3 & W

Grade: High School and College curce: (7)

Discusses the quantity and quality of the nation's land, labor, capital and
managerial talent on which business is dependent in providiig goode 2ad services.
(Especially appropriate for initial study of induutrial economics.)

Iitle: The Role of the Market 30 minutes B & W

rade: High School and Gullege Source: (7)

Describes what the market is; what it does; and how it operates to determine
prices and allocate resources. The forces of consumer demands and industrial supply
are examined in detail.

(Very well suited for Field Study use during fire. week study of industrisl
ecenomics.)

Iitle: The Story of Creative Capital 14 ninutes Color (Animated)

Grade: Junior High - College Source: (15)

Good explanation of the need for capital in today's modern industry. Explains
how savings of small individuals is used to produce capital for large industries
through capital stock. The need for capital for research to stay competitive and
to expant. into new product fields is developed.

Good comparative study of what & dollar would purchase today us compurud to
the days of our early industrial growth. Risk for profit explsined. .

("It's Everybody's Business" is more detailed and better than this, howaver.)

Title: Trouble in Paradise 12 minutes Color
Grade: 9-12 ' Source: (8)

An animated cartoon which presents a story on inflation~-its causes, consequances,
and cures. The story is built around a mythical country which runs into financial
troubles and manages to solve them by getting the people to work together on their
problem.

Too elementary for Field Study use.

Title: Iwo Views on Socislism 15 minutes B & W
Grade: 10-12, College Source: (3)

A group of high school. students present a panel on socialism. They discuss why
we should study soclalism and try to define it. A socialist presents the arguments
for soclalisu while a capitalist presents the arguments for a free enterprise system.

Although the dress of the students in this film tend to date it, it has
considerable value for Field Study use.
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' INDUSTRIAL ORGANIZATION

Title: Internal Organization. lOVminutes.,B & W

' Grade: FEigh School and College Source: (7)

A very brief film that illustrates the fundamental purposea of buainens
organizations and basic organizational principles.
Appropriate for Field Study use or high school industrial arts students.

Title: What Is a Corporation 11 minutes B & W
Grade: 7-12, College | Souroe: (7)

" The three principal forms of business ownerehip' single proprietorship, ,
partnership, and the corporation are described. Both advantages and disadvantagea
of each type are discussed with emphasis on the corporation.

While brief, this film does a good job of reviewing these thrae forms of
ownership. ,

INDUSTRIAL RELATIONS I
Title: Job Evéluation-— Industrial (707) 10 minutes B & W
Grade: 10-12, College | Source: (2)

¢

Role of job analysis. Sysrems of job rating. Discussion of incentives. Role
of time study engineers in job evaluation.
This film iz rather technical but some very good questions are raiaed and
discussed in good detail.
ENGINEERING
Title: Product Development 22 minutes B & W
Grade: High School, College Source' (7)

This film considers the function of research in improving materiale, processes

and products, qualifications of acceptable products, and various other aspects of

product engineering.

Generally this would be a good film for high school and college groups as well -

as the Field Study students.

W

Title: Technological pevelopment 30 minutes B & W
Grade: High School and College ~ Source: (7)

Examines the role of technology in Amerioan business and shows how competition
compels constant research for better products, processes and materials.

(This film is especially appropriate for the engineering phase of the Field
Study.)

D=7
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PRODUCTION
Title: Automation Part I, IL, III 84 minutes total B & W

Grade: 9-12, College - Source: (12) !
Explores the manyiproblems connected with the revolutionary development of
automation, and shows automation at work in many industries from aviation to baking. |

While rather general, this film does illustrate the basic problem caused by automation.
Very appropriate for Field Study use. |

i
1

Title: The Basic Elements of Production 115vminutes B&W
Grade: High School and College  Source: (4 or 7)

- Explainsg the four basic elements of productian; natural resources, labor,
capital and management. : ' | : -

Illustrates. how capital is obtained through persbnal savings, 1msd¥ance companies,
ete. ’

Good explanation of the role of the stockholder, bondholder, and tas board of
directors. ' '

fitle: Man of the Assembly Line 22 minutes B & W

Grade: 11-12, College | Source: (7)

This £1Im deals with the tensions that are often created in our modern industrial
plants. A particular worker is very temse and fipally "blows his top" because a
foreman wnwittingly forgets his promise to this worker over a very personal matter.

This should be used with only upper class high school students or college students ?

with both pre~ and post-discussions.

Title: Motion Study Principles 28 minutes B & W
Grade: High School, Junior High School, College - Source: (7)

I1lustrates the basic motion study principles as applied to a very simple sub-
assembly of putting washers on bolts and knobs and washer on brackets used in the

manufacturing of washing machines. Through implementing these principles emp.ioyee
fatigue was reduced and production increased. -
Good application for Field Study or School use.:

Iitle: Production Control Parts I and II 20 minutes B & W

Grade: 9-12, College Source: (7 or 12) |
Explanation of the systematic procedure by which management regulates production

output: to meet. the fluctuating product requirements of consumer demands. Routing,

scheduling, dispatching and follow-up are discussed. The use of a master schedule
is demonstrated. ' ‘

Very valuable for study of production.

D-8 |
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Quality Control 10 minutes B & W
9-12, College Source: (7)

Discussion of how industry controls the quality of its products by keeping
check of the variable factors in manufacturing; especially men, machines, materials,
and other manufacturing conditions. |

A good film to use in the production phase of the Field Study

LABOR

Title: Arbitration in Action (1501) 60 minutes B & W

Grade: High School, College 3 Source: (2)

Produced in cooperation with Harvard University, American Arbitration Associlation,
and WGBH -~ TV (Education TV) Boston. :

Actual case presented before Amsrican Arbitration Assn, rasarding a discharged
worker. Very good facts dizcussed in a candid setting. The arbitrator states the
claim as made by the union., Opening statements are made by both union and management,
witnesses are hicard, questioning and cross-examination, final statements and the
arbitrstor explains how he must make the decision and on what facts.

There 13 a natural point of taking a break at midway through this film as there
is a short recess in the hesring. This would allow for student discussion.

Although thig 1is a long film it is very well done, has some humorous parts
that makes it move along at a good pace.

Title: The Grievance 24 minutes B & W |
USROG PRI Y ———
Grade: High School, College Source: (7 or 2)

Discusses the four major steps that a grievance can go through. Brings in
the function of an arbitrator and his study and decisions he makes.

The grievance discussed is over a worker who refuses to work on a hot cab of
a freshly painted truck cab. Very candid. , -

Title: Grievance ﬁearing ‘15 minutes B & W
érade: 7-12, College : Source: (7)

A young female worker reports back to work after a six wsek absence due to
1llness to find that her job was lost because she 4id not request a leave extensicn.
A successful arrangement is arrived at by both union and management aftor snvoral
steps are gone through in the grievance procedure.

This 1s a good film to show how a grievance is settled under a contractual
agreement. :

The Labor Movement Beginninge and Growth of Americe 15 minutes, Color

Grade: 7-12 Source: (3)

Development of organized labor movement from post Civil War to the baginning
of World War I; methods by which labor sought to achieve its goals; the changing
relationship between management and labor; and the changing national economy.

While somewhat dated, this is a good historical review suitable for junior or
senior high school use.
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Title: The Shop Steward 24 minutes B & W

Grade: Junior High, High School, College Source: (7 or 2)

The role of a shop steward is displayed in an actual grievance situation
involving a worker, shop steward, foreman, and personnel manager.

The case evolves about a foreman who tries to justify low production by
blaming an elderly worker,

Good film for Field Study use.
Title: Striks in Town 38 minutes B & W

Grade: 10-12, College Source: (7)

- This story revolves about a single industry town which is at an impasse and on
the verge of strike., The current issues which led to the strike are illustrated.
Excellent collective bargaining scenes, realistic union meeting and a good portrayal
of the impact of such a strike on the workers and families of the community evolve.

While somewhat dated, this film offers much "food for thought" and could be
used with both high school and college students.

Title: The Union Structure 12 minutes Color (animation)
Grade: Junior High, High School, College Source: (7 or 2)

This film is orientated toward the Canadian system of govermment and labor
organization. However, ihere are many similarities to the U.S. system.

Title: With These Hands 50 minutes B & W

Grade: High School, College Source: (2)

This 18 a very fine documentary of the history of the International Ladies
Garment Workers Union.

The very noor working conditions are depicted“along with the pressure of
management from about the 1900's to present.

The demands and needs of the early workers are explained.

Title: Working Together 22 minutes B & W

Grade: Junior High, High School Source: (4)

A very candid story of a pencil manufacturer who, in the late 1930's, was faced
with strong labor demands. The company's labor force organized and negotiated its
first contract which required "give and take" by both part’es. A grievance is
settled over a simple problem. A strike occurs with settlement coming about with
a mutual understanding and cooperation by both parties.

This film is more historical of union management problems than reflecting current

issues. This would ba acceptable for use as a historical review of 1abor~management
cooperation prior to World War II.
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. MARKETING

Title: The Importance cf Selling #610 20 minutes B & W

Grade:“nigh School or College Source: (4)

The role of the salesman is explained in addition to cataliogues and other forms
of impersonal selling. Several of the products illustrated are out of date. Ths
organizational charts shown use an '"old" or outdated approach to modern marketing
terminology. Many of the current marketing activities are illustrated but referrad
to by .ancther name. Marketing research and sales forecastiug discussed.

Posgible value for Field Study Program.

Title: Production and Marketing 30 minutes B & W

Grade: High School : Source: (7)

Discusses production and marketing as used in a familiar produce industry.
This film is based on a true case history of a company that had been troubled
with marketing problems and explains how it made desirable corrections to the
success of this company. The first phase of this film deals primarily with producing
goods while the final phase deals with the various marketing concepts. Explains
the role of warehousing, cataloging, chain stores, etc.

Title: Credit - Man's Confidence Man 35 minutes B & W
Grade: 7~10 Source: (5)

An explanation of credit and how it makes it possible busiuess expansien.
Explains the beginnings and functions of Dun and Bradstreet and how the D. & B.
reports are compiled and this information distributed. Explains how credit i=s
established. Further study needed by the teacher and both pre~ and post-

discussion is necessary.
(Could be used in the finance arsa of Field Study)

Title: Financial Management 30 minutes B & W

Grade: High Schicol and College Source: (7)

A very good example cf how cash flow takes place in a company. The role of
the financial executive is described in a true situation with the National Cash
Register Company.

Explains the need for ralsing money for expansion and new product development
and how this money can be raised through bonds, stocks, etc. The process or issuing
new stock without deflating the value of existing stock is explained. The role of
personal saving is emphasized in this process.

Title: Working Deollars 18 minutes Color (animated)
» Grade: Junior High, High School, College Source: (14)

Explains how savings can be put to work in our economy through the process of
investing. The process of the Monthly Investment Plan (MIP) is explained in detail.
Very good short £ilm to be used in either industrial economics or financial

control.
D~11
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itle: Work of the Stock ﬁkchange 15 minutes Color

Grade: ;p«lz, College Sourca: (3)

Although very much dated, this fiim ia still relativaly accurate in its de-criptiwn
of the operation and function of the Stock Exchange.

This information is presented in very basic ianguage and could also be used with
selected junior high school students.

l‘!-..‘l P B N . |

Sould be used wlth Field Study students in finance or industrial econonica.

GENERAL

these filmeg in the future.

Title: !"Presidential Advisor" 10 minutes Color

Grade: Use with high school teachers in industrial arts, business, Source: (11)
economics, etc., who expect to carry on a Junior Achievement
Program.

The need function and role of a Junior Achievement advisor is explained in -
general terms. One activity is followed through from the selection of an advisor
to the meeting with other advisor, the selection of possible projacts, me=ating the
students and pointing up the attitudes before and after the activity.

Limited value for Field Study Program except to inform these people of this
program and its operation.

The following list of film titles have been reviewed by the project staff and
were found to be not suitable for Field Study use. They are either not appropriate,
very much outdated, no longer availlable or otherwise not recommended.

The titles arae included here in an attempt to avold unnecessary praviewin; of

]
Age of Specialization !
Distribution of America's Goods f
First Impressions (1007)

Four Steps Forward (1205).

Fresh Winds Blow (1008)

Good Beginnings, A (905)

How Good 18 a Good Guy (1010)

In Common Brotherhaod (1226)

Induction and Training
Productivity: Key to Plenty #403
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SOURCE OF FILMS

r v %
1. AFL-CIO: American Federation of Labor and Congress of Industrial Organization,
18 Sixteenth St. Y N.W. 9 Wl!hiﬂ,gton 6, D.C.

2. CORNELL: College of Industrial and Labor Relations, Audio-Visual Cmtcr,'

Cornell University, Ithaca, New York

TS e Tt

3. CORONET: Coronet Instructional Films, 65 East South Water St., Chicago 1, Illinois

~
LR

4., ENCYCLOPEDIA BRITANNICA: Encyclopedia Britannica Films, Inc., 1150 Wilmette
Avenue, Wilmette, Illinois

5. FEDERAL RESERVE: Fedaral Reserve Bank of New York, Public Infomtion Dtparmnt: »
\ 33 Liberty St., New York 45, New York

6. GENERAL MOTORS: General Motors Corporation, Department of Public Relations,
Film Distribution Section, 3044 W. Grand Blvd., Chicagc 6, Illinois

7. INDIANA: University of Indiana, Film Library, Bloomington, Indiana

8. INSTITUTE OF LI?E INSURANCE: Institute of Life Insurance, 488 Madison Avenue,
New York 22, New York

9, INT. FIIM BUi{EAU: Int. Film Bureau, 57 East Jackson Blvd., Chicago 4, Illinois

10. JAM BANDY FILMS, INC.: Jam Handy Films, Inc., 2821 E. Grand Blvd., Detroit,
Michigan 48211

11. JUNIOR ACHIEVEMENT, INC.: Jualor Achievement, Inc., 51 West 51lst St., New York,
« New York 10019

12. McGRAW-HILL: McGraw-Hill Text Film Div., 330 West 42nd St., New York 36, N.Y.

13. N.A.M.: National Association of Manufacturers, 2 B, 48th St., New York 17, N.Y.

14. NEW YORK STOCK EXCHANGE: New York Stock Exchange, 1J Wall S5t., New York, N.Y.

15. U.9C. of C.: United Stataa Chamber of Commerce, 1615 H. St., N.W., Washington 6, D.C.

D-13
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ANNOTATED BIBLIOGRAPHY

GENERAL i

Amrine, Harold T., Ritchey, John A., and Hully, Oliver S., Manufacturing Organiza-
tion and Managsmant. Eggleweeé-ﬂliffs,‘ﬁ.s.: Trentice~Hall, Inc., 1957.

This text covers almost all areas as outlined in the student gulde manual for
observations. Included are many charts and diagrams which support the information
presented in the bock. The book, because of its scope and simplicity, offers
possibilities as a supplementary or prime text for the directad field study.
Association of Consulting Management Engineers, Common Body of Knowledge Required

by Professional Management Consultants, ACME, 347 Madison Avenue., New York 17,

New York, 1957.

This book provides an excellent outline of the many phasas of management
through the use of definitions and charts describing the functions of mansgement
peravnnel. Included are seven activity area charts which are (1) research and
development, (2) production, (3) marketing, (4) finance and control, (5) personnasl,
(6) external relations, and (7) secretarial and legal. This book is of particular
value in showing the relationship between levels und functions of nanagament. .

Bethel, Lawrence, et al., Industrial Organizaticn and Management, 4th edition,
New York: McGraw-Hill, 1962.

A comprehensive text on the varied uspects of organization and management of
industry, adequately illustrated and well written. An especially good visual bib~-
liography, listing films and film strips according to special topics appropriate
to the study cf industrial organization and management, is included at the end of
the book. Gives a good, broad treatment to the various aspects of the management
and organization area of industry but in-depth coversge is not evident in most
cases. Good for survey and general reference but not appropriate for in~depth
study of any particular aspect of organization and management.

e The Lk
Drucker, Peter F., The Concept of the Corporation, New York: The New American Libxary,
1964. a S

This text is considered a classic study of the organization and management
policies of General Motors Corporation which has become the model for large~scale
corporations around the world. Through four sections the book covers capitalism i
in one country, the corporation as a social institution, the corporation as human .
effort, and econom!c policy in an industrial society. |

Folts, Franklir E., Introduction to Industrial Mspsgement, New York: McGraw-Hill,
1963. ,

The twenty-four chapters of this book are divided among threes major topics: i
concepts of industrial production; factors of productlon; and control of the produc~ 2
+*ion process. The section on factors of production and control of the production |
rrocess have special significance to the directed field study. These sections :
provide adequate reference materials to support observations encouraged by the ;
student guide book. ‘
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" George, GCeorge S., Management in Industry, Bnglewood Cliffs, N.J.: Prentice-Hall,
Inc., 1964. .

The seven sections of this book cover many of the areas of the Dircctdi Tield

Study. These areas include: managing and making decisions, organizing an saterprise,

developing the product. managing the feeilities of preduction, managing cmployses,
determining employee's work and wages, and controlling product quality and cost.
The text, however, lacks coverage of marketing. The book doss contain several charts,

diagrams, and examples which would be useful in ths development of lesson materials.

Hart, Donald J., Buginess in a Dynsmic Soclety, New York: The Macmillan Company,
1963. :

This book which is designed for an imtroductory business administration course
provides a good general overview of the many phases of industry presented in the
Dirsctor Field Study. Of speclal interest are chapters on business organization,
financing business opsrations, production, and distribution. In addition tharae
are discussions on the legal, cultural, and moral enviromments in which business
must function.

Hastings, Paul G., Fundamentals of DBuginess Enterprise, Princeton, N.J.: D. Van
Nostrand Co., 1961 |

The eight sections: historical foundations of buiiness enterpriss; management
of business activity; production; information for msnagoment decisions; management
of personnel; distribution; finance; and business and socisty - provide reference
material for most phases of the directed field study. Of particular interest are
chapters on early and recent business develcpments and the section of production.

Henderson, Herman B. and Haae, Albert E., Indugtyisl Organization and Manggegpent
Fundamentals, New York: The Industrial Press, 1961.

This book provides an introduction to the field of industrial organisation and
management which is valuable to the Directed Field Study. Chapters in this book
which have particular significance for the program include: (1) history and chal-
lenge of industry; (Z) forms of industrial ownership; (3) developing and engineering
new products; (4) finances~-planning capital requirements; (5) organization--the
tool of management; (6) leadership and industrial relations; (7) wage and salary
administration; (8) marketing the product; (9) production planning and control;
(10) inventory control and purchasing; (11) quality comtrol, and (12) cost reduc-
tion and cost control. ;

Jucius, Michael J, and Terry, George R., Introduntion' to Business, Homewood, Illinois:
Richard D. Irwin, Inc., 1961.

“This book provides a background into the general fileld of businsss management
through seven main sections including: (1) fundamentsl aspacts of business; (2) _
personnel; (3) marketing; (4) physical factors of business and manufacturiang; (5)
financing: (6) facilitation of business, and (7) government and business. The book
provides reference material for all six weekly study categories and also includes
charts and diagrams useful in developing teaching materials.
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Moors, ?tmk%in G., Manufacturing Management, Homewood, Illinois: Richard D. Irwin,
Inc., 1961.

This text covers a broad segment of the content of the Directed Field Study
inclnding historical development of industry, organizational fundamentals, mzau-
facturing economics, plant and equipment selection and layout, enginsering,
industrial relsations. purchasing and finance, and marbkesing, Included in each of
these major categories are many good diagrams, charts, and sxamples which would
be beneficial to the preparation of teaching lessons and materials.

Musselman, Vernon A. and Hughes, Eugene H., Introduction gg_Mgdgrn Business,
Englewood Cliffs, N.J.: Prentice-Hall, Inc., 1964.

Thie introductory businesas administration book offers a great deal of refersnce
information for several of the topics covered in the Directed Field Study including:
forms of organization, internal ’rganization, personnel management, wage and salary
administration, labor-managemenc relations, production facilities and processas,
marketing, and financing. Also included are several charts, diagrams and summaries
which are of assistance in developing teaching materials.

Owens, Richard N., Management of Industrial Enterprise, Homewood, Illinois: Richaxd
D. Irwin, Inc., 1965. '

This text has nine main categories which cover the main content of the Directed
Field Study. They include: organizational problems, equipment and working condi-
tions, the product, production standards, wages and incentives, personnel relations,
procurement and storage, planning and control of quantitives, and financial planning
and control. The text has many good examples, diagrams, and case studies which would
be helpful in understanding its content. Because of 1its wide scope and level of
difficulty, this book would make a good text or alternate text to the Directed Field
Study program.

Shubin, John A., Business Management. New York: Barnes and Noble, Inc,, 1957.

This beok, which is keyed to several of the other texts included in this bib~
liography, summarizes most of the phases of the Directed Field Study. The book
is organized into seven parts: management and industry; business organization and
promotion; research,: products, and physical facilities; output efficiency; operating
the businsss; industrisl relations and compensation; and over—all administration and
control. Also included are many useful charts, diagrams and examples along with an
adequate bibliography and 'a self administering final test.

Strong, Karl P., The Management of Business, New York: Harper aund Row, 1965.

This book which provides an introductory overview of the management of business
contains several chapters and sections useful to the Directed Field Study. Included
are the following: (1) the management process; (2) organization principles; (3)
human relations; (4) communications; (5) financial management; (6) factory and
production management; (7) marketing management; (8) personnel management, and (9)
analysis of influsnces on management.

U.S. Department of Labor, Occupitionnl Outlook Handbook, Washington: U.S. Government
Printing Office, 1965.

This book provides excellent information on ocwcupational trends in many areas.
D-16
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Among the major categories of occupations treated are: (1) professionsl administra-

' tive, and related occupations; (2) clerical and sales occupations; (3) service occu-
pations; (4) skilled trades and other manual occupations; (5) some major industries
and their occupations; (6) agricultural occupations; and (7) governmental occupations.
Also included in the book are sections on where to go for more information or assist-
ance and choosing a career~-the econcmic framework.

| ﬁ.s. Government Printing Office, Technological Trends in Major Amerjcap Indugtries,
5 Washington, D.C.: U.S. Govermment Printing Office, Builetin No. 1474, 1966.

A thorough analysis of the changes brought about by recent technological advances
and the probable effect these advances will have on major American industries in the
near future.

The report is divided into five parts: Part 1l contains definitiens- and concepts
of technological change and its relstion to production and employmsnt; Part 2 sum—

, marizes the broad technological developments and their implications;-Part 3 presents
the methods of analysis, limitations, and sources of information; Part- 4 contains
40 reports on major irdustries; and Part 5 contains a selected bibliography.

This report very adequately identifies new changes in technology and forecasts
some reasonable changes for the future. It is well written and illustrated with
many charts and should be of interest and useful to anyone conceraed with technology
and the directions it may well take in the near future.

HISTORY
. Cochran, Thomss C., The Amgrican Business System, New York: Harper and Row, 1957.

This book which is a historical perspective of thn American business system
from 1900 to 1950 provides a ready reference for the historical study of modern

industry.,

Glover, John G. and Lagai, Rudolph L., The Development of American Indystries,
Hew York: Simmons-Boardman Pub. Co., 1959,

This book provides a reference work for the historical development and economic
significance oi thirty-six basic industries in America. The book provides tech-
nically correct, up-to~date descriptions of the major industries which make up the
American industrial scene.

Litwack, Leon, The Aperican Labor Movement, Englewood Cliffs: Prentice~Hall, Inc.,
1962.

This book provides background in the understanding of the evolution of the
Amarican Labor Movement. The author has organized his book into six main sections
which arc: (1) background of discontent; (2) organization; (3) responses to
unionism; (4) the weapons of resistance; (5) organizing ths unorganized; and (6)
labor at mid-century.

Robertson, Ross M., History of the American Economy, New York: Harcourt, Brace
snd World, 1964.

This book which is divided into four parts makes a good reference for the
industrial history unit in the Directed Field Study. The parts are: (1) Colonial
Period; (2) 1789-1860; (3) 1861-1920; and *(4) 1920 to present. Also included in
the book 1s excellent reference list providing a large number of entriss for all
segments of the economic history of the U.S.
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U.8. Dapartment of Labor. Brief History of the American Labor Movement. Washington,
" D.C.: U.S. Govermment Printing Office, 1964.

This book provides a concise overview of the historical development of the
Anerican labor movement. The chapters include: (1) early crganizatizn; (2) develop~
ment of the modern labor movement; (3) between two world wars; (4) the Second World

, #ar and reconversion; (5) changes in the labor movement; (6) some outstanding features
of the lsbor movement; and (7) postwar collective bargaining. Also inc? ‘ded in the

‘ appendix of the book is a time line of important events in American labor history.

|

Walett, Prancis G. Bconomic History of the United States. New York, N.Y.: Barnes
and Noble, Inc., 1963.

This book in the college outline series provides information on all phases of
economic growth from colonial Americe and its European background up to the mid-1900's.
Also. included 1is a bibliography of selected references for further reading and a
self-aduninistered final examination.

ECONOMICS

Cauley, Troy J., Our Economy. Scranton, Pa.: International Textbook, 1963.

This economics book has several chapters which are appropriate for the Directed
Field Study. Among them are: (1) the elements of our economy; (2) business firms;
(3) labor unions; (4) government; (5) economic growth; (6) business cycle; (7) supply
and demand; and (8) the distribution of our national product.

James, Clifford L. Principles of Economics. New York, N.Y.: Barnes and Noble,
Inc., 1956.

This book in the college outline geries provides a good refsrence for the
unit on economics. Of special interest are chapters on alementary economic con-
cepts, evolution of economic activity, characteristics of modern economic systems,
production organization, size of business enterprise, labor problems, and industrial
concentration and govermment control.

Sloan, Harold S. and Zurcher, Arnold J. A Dictionary of Bconomics., 4th edition.
New York, N.Y.: Barnes and Noble, Inc., 1961.

A dictionary of nearly 3,000 definitions or descriptions of words, phrases, or
titles pertaining to formal economics. Such areas as economic history and thsory,
international trade, finance and exchange, international commercial policy, public
finance, fiscal policy, taxation, money and credit are representative of some of
the content. A fine reference device for economic based terms, phrases and concepts.

Wasson, Chester R. 1hs Ecenomics of Msnageripl Decisien. New York, WN.Y.: Meredith
Pubo COQ » 19650

A rather well written “reatment of economics as it zpplies to tha businsss
manager. The author looks at profits, decision making, forecasting, competitiom,
pricing, costs and other related topics. A particularly good explanation of CPM
and PERT is included, with example, under the topic of tools useful for comparing
altermutives. Some charts and line illuatrations are used in selacted areas.
Generally well written and could be useful for a refersmce to a different point
of view of économics. Rsads very well.
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ECONOMIC GEOGRAPHY

Kilmm, Lester E.; Starkey, Otis P.; and Russell, Joseph A. Introductor
 Geography. New York, N.Y,: Harcourt, Brace and World, 1956.

This book dealing.with economic geography gives ‘an excellent introduction to
 the geographic factors effecting industrial concentration and location. It is
divided into four parts: (1) physical eavironments and human activities--world
patterns, (2) economic organization and the use of resources, (3) representative
world industries, and (4) major economic regions. -The book has many charts, maps .
and pictures which lenda to easy understanding of- the principles presented in the -
text material. ,

Miller, E. Willard.:
Inc., 1962.

hy: of Manufacturin ;”'Englewood*Cliffészrenticeeﬁall!

This book which provides a discussion of world geography of'manufacturing
provides certain information beneficial to the Directed Fieid Study. Of particular
interest is a chapter on Anglo-American manufacturing and chapters on geographical
analysis of selected industries. Each analysis contains a section on. that industry

" in the U.S. Analysis of the following industrial areas includes: iron and steel,
~aluminum, machine tool, motor vehicle, ship building, agricultural machinery,
petroleum refining, portland cement, and cotton textile. The book also contains
many maps which aid in the understanding of the concepts presented.

Thoman, Richard s. EORYE
~ Hill Book Co., 1962.

» New York-,.-N".Y. : McGraw-

This book provides a valuable background into che geography*of ‘economic .endeavor.
The book has five main sections dealing with: (1)- the- human being .and. his .economics,
(2) the natural environment, (3) world patterns-of production and exchange, (4) the
sources and application: of energy, and (5) the roles of selected commodities. The
book has many illustrations and-examples which lend to the’ easy understanding of
the principles presented.

PSYCHOLOGY

Gilmer, B. von,Hallet;
CO'a s 19610

+* New York, N:¥.: McGraw-Hill Book

This book provides a more than adequate  reference for the discussion topic on
industrial psychology as outlined for the Directed- ‘Field Study. The book contains
seven appropriate parts including: psychology in industry; the industrial environ- |
ment; persomnel psychology;' labor problems in industry; problems related to work; j
influence and soclal interaction; and the individual in industry. Chapters of |
more than passive interest include: human needs in- industry;, personnel selection,
training in industry, labor-management relations,  the nature of work, and the
marketing mix.

Harrelli Thomas- Willard.%;indggtrial“PszchologxwiNGW'York;"N;thm'Hnlt, Rinehart
and Winston, 1938. ' . o |

This book dealing with industrial psychology has' several- chapters ghich are of
interest to the Directed Field Study. Included in these are the following: (1)
selection by interview and application blank, (2) personnel tests, (3) training,

(4) attitudes and job satisfaction, and (5) psychological aspects of labor relations.
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Maier, Norman R. F.- Psychology in Industry. Boston, Mass,: Houghton Mifflih, 1965.

Thie text dealing with psychology in industry has several chapters which have
a significance for the Directed Field Study. Among the more important .chapters are: -
(1) the place of psychology in industry, (2) the paychology of attitudes, .(3) individual
differences, (4) the use of psychological .tests in selection and placement, (5)°
industrial training, (6) motivation and work, (7) safety, (8) the working enviromment,
~and (9) psychological factors in labor turnover.- ‘Also included in the hook are many
wellrdesigned charts ‘and- examples which support the-material  being presented.

Tiffin, Joseph and McCormick, Ernmest J. Industrial Psychology. Englewood Cliffs, N.J.i
Prentice-Hall 1965. , ' ‘

Thisg bock dealing with industrial psychology provides reference material needed ;
for the Directed Field Study. Sections of this book which are of particular signifi-
cance to the field study include: personnel selection and appraisal and the job
and work ‘situation. Also of interest in another section is a chapter or training
in industry. - - '

SOCTOLOGY

Brown, J. A. C. The~Sociaingxchalogz'of»InduStgxs"~Baltimore;'Md.: Penguin B :oks,
InC. ’ 1954¢ ' o

This is not a' traditional text on industrial psychology. The author indicates
that he wishes to put down for the manager, personnel department, time .and motion
study engineer or layman, certain aspects of "human nature" and social orgaenization
which must be taken into- account' by anyone attempting to reorganize factory life.
This book is good for insight and overview reading on the industrial psychology
subject but does not: go into grea* detail. Well written and reads very well.

Miller, Delbert C. and' Form, William H. Industrial ¢ Sociologz - 2nd edition.
New York, N.Y.: Harper and Row, 1964.

Speclal attention is given to people who work and the social relations existing
‘between them. A point is made with reference .to previous industrial saciology
research being done in the factory thereby coloring-industrial sociology .to mean
"factory" sociology. Attempts to refer to all forms of economic activity including
financial, commercial, productive, and professional. - Well illustrated and well
written, with good selected bibliographies at end of each chapter. A valuable
reference book on industrial sociology.

Schneider, Eugene- V. Industrial Sociologzz"*NeW"Yorky‘Ninr"JHMGraw4Hill Book
Co., 1957. | | ‘

This book dealing with the social relations- of: industry- and-‘the .community
provides an adequate resource for the discusaion topic of ‘industrial sociclogy.
The book contains four main parts entitled: ' (1) social theory and tue .productive
systems, (2) the social structure- of industry,-(3) the soctal structure of trade
unionism, and (4) industry-and society. The six chapters of part four, which are
industry and community, industry and social stratification, industry and minority
groups, industry and the family, industrialism and government; and industrialism
and social change," ‘provide much background on the effects of industry on social

- institutions.
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Spaulding, Charles B. An Introduction to Industriel Sociology. San Francisco, Calif.:
Chandler Pub. Co., 1961. :

This book which provides a background for the understending of the social
context of industry, is divided into four main seciions. The sections include (1)_
occupational roles in the community setting, (2) management organizatiom, (3) union
organization, and (4) the accommodation of formal organization. Of particular interest
to the Directed Field Study =2ze chapters on occupations in American society, accupa~
i tional mobility, social stratification of occupational groups, human relations in
" business organizations, trends and protlems of American unionism, and collective
bargaining.

"INDUSTRIAL RELATIONS °

Beach, Dale S. Persommel: The Management of People at Work. New York, N.Y.: The
Macmillan Co., 1965. .
This industrial relations text has five parts which apply to the Directed Field

Study: . (1) management, employees, unions, and organization, (2) employment and

development of people,  (3) understanding and managing people, (4) financial com-

pensation, (5) security. Of special interest are the chapters dealing with unions
and management, collective bargaining, recruitment and selectionm, gelection testing
and interviewing, employee appraisal, training,  grievance handling, wage and salary
administration, and wage incentives.

John, Rossall James.- Personnel- and Indus
D. IrWin, In0¢, 1960.

al Relations. -~ Homewood, I1l.: Richard

The five main categories of this  book: employwent;, development, wages and
hours, labor-management, and administrations;’ give an-adequate overview and intro-
duction to the field of industrial relations.-  Each of the five areas are presanted
in depth with case studies' to emphasize and  strengthen principles  presented in the
text. Of particular interest to the Directed Field- Study Program are the sections
on employment and development. These reinforce many-of-the-industrial-relations
observations encouraged in the- student guide manual. .

Jucius, Michael J. - Personnel Management. Homewood, I1l.: Richard D. Irwin, Inc.,
1963, : |

' This book which—provides- for- detailed study-in  the field-of industrial relations
has ‘several chapters which are of interest- for- the Directed- Field Study. Among them
are: - (1) a perspective of persommel management;--(2)- organizational structure of
personnel management, (3)-job requirements, (4): interviewing and counseling, (5)
tests, (7) merit ratings, {8) job evaluation and wage classificationm, (9) communica-
tions, (10) union-management relations, and  (11)- training operative employees.

Owen, W. V. and Finston, Howard- V. Industrial‘RgiﬁtionlgtﬂtwﬂYbrk; N.Y.: Appleton-
Century-Crofts, 1964.

This book dealing with the- total field  of industrial relations has several
chapters which are appropriate for the Directed Field Study. Among the significant
chapters arae: (1) what is industrial relations, {2) the industrial relations process,
(3) the labor force, (4) msnagement, (5) production, prices, wages, and profits,

(6) what is collective bargaining, (7) the role of arbitration in industrial rela-
tions, (8) training, and (9) placement. Also inclpded in the book are several
charts and diagrams which would be helpful in-preparing teaching materials.
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Shile, Bdward B. - Automation and Industrial Relations. ' New York, N.Y.: Holt,
Rinehart and Winston, 1963. .

This book provides an explanstion of automation  and its effects of plant and
workers. Chapters of particular interest are: (1) what is automation, (2) impact
of automation of national economic security, (3) factors determining a firms ability
to automate, and (4)  challenge of management of machines and mwen in the automated
plant.

' ENGINEERING
Barnes, Ralph M. Mbtion"and“Time'Studz{"'NbW"Ybrk;wN:th"*JohnﬂW&ley, 1963. %

The early chapters of this text provide basic information into movion and
time study which supplements the study of this area in' the Directed Field Study.
Of special interest to the field study are chapters-on the definition and scope
of motion and time study, work methcds and design; process analysis, activity
charts, operation analysims, film analysis, the relation of motion and time study
to wage incentives, time study, and work sampling. - Inciuded in' these chapters
are many charte and examples designed to'aid and- further  understanding of the
principles presented.

Q

Karger, Delmar. The New Product. New York, N.Y.: *The'IndustrialiPresa, 1960.

This book provides basic information on finding, testing, developing, costing,
pricing, protecting, advertising and selling new products. The book presents the
information in a manner which engbles an understanding of the evolution of an,
idea into a marketable product. Included are- many-examples- and- diagrame which
also asgist in the understanding of new concepts.

Muther, Richard. -Practical Plant-Layout. New York, Ni¥.: McGraw<Hill Book Co.,
1955. |

This book provides a background for the study of plant layout. Of particular |
interest to the Directed ‘Field' Study are the two sections- concernaed with factors
influencing plant layout and how to lay out a‘ plant. - Included in the book are : ;
many charts, diagrams, and illustrations which are useful in-both preparing teaching ;
materials and in understanding- the concepts- presented-in-the chapters. ‘ ?

FINANCE o
Gilbert, Harold. Corporate Finance. New York, N.Y.: Barnes and Noble, Inc., 1956.

The gutline series book which is keyed to a numbered financial texts offers 3
support to several topics included in the student's guide book. Of special interest ]
are chapters on forms of business organization, corporate officers, stocks, borrowed |
capital, internal contrcl, and working capital. '

Specthrie, Samuel W.- Basic Cost Accounting. Englewoud Cliffs, N.J.: Prentice-Hall,
inc., 1963. ~ - :

This book dealing with cost accounting provides zeference information for the
general area of financial control as outlined for the Directed Field Study.
Chapters of particular appropriateness include: manufacturing costs, nature and
use of cost accounting for material, cost accounting for labor, factory burdem,
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and direct costing. The book contains many examples &ad ‘problems which are baneficial
to the understanding of the overall topic.

' PRODUCTION

Eilon, Samuel. Elements on Production Plamning and Control. New York, N.Y.: The
Macmillan Co., 1962. :

This text is divided into  four sections which have direct application on the
content of the Directed Field Study. " They are: (1) general- introduction, (2) pre~
planning, (3) planning, and {4) control. Under' these four sections are twenty
chapters all of which are appropriate*fir-rufur-ncawin'tha'field'ltudy. Also
included are many charts, dlagrams; and ' figures which would- be-of benefit in

preparing teaching materials.

Mayer, Raymond R. Production Managemént. New York, N.Y.: McGraw-Hill Book Co.,
1962. : | ‘

This text provides a comprehensive reference for the production phase of the
Directed Field Study. The eight parts, which all apply to sections of the obser~
vation units, are: (1) methods analysis, (2) work measurements, (3) wage incentives,
(4) production planning and control, (5) inventory-control, (6) plant layout and
material handling, (7) quality control, (8) engineering economics.

MacNiece, E. H. Production Forecasting, Planning, and Control. Naw York, N.Y:
John Wilaey, 1961. > X . ;

This book provides a comprehensive study of the phases of production engineering
in relation to its social and economic implications. Included axe chapters on types
of production, manufacturing planning, automation, factory planning, sales fore-

.‘casting, control, production planning, scheduling production; loading, evaluating

results, cooperaiion with quality control, and solving planning problems. The book
also contains many diagrams, charts, and examples- which provide a good resource for
developing teaching materials.

Reinfeld, Nyles-V. ‘ngggctigg*eogtgoi.? Englewood- Cliffs; N¥.J.: Prentice-Hall,
Inc., 1959. . ,

_ This book provides a ready reference to the phases of production control included
in the Directed Field Study. The two chapters on the meaning and scope of producticm
control and principles of production contiol and the section on production control
activities are of special interest. Certain charts and diagrams included in the
text would be of value to preparing teaching materials.

Roscoe, Edwin Scott., Organization for Production. Homewood, Ill.: Richard D.
Irwin, Inc., 1963.

This book provides reference materials for the marketing, engineering, and
financial section of the Directed Field Study along with a strong prssentation
for the production phase. Chapters of particular significance are: (1) production,
(2) historical development, (3) the product, (4) wmanufacturing methoda and equipment,
(5) plant location, construction, and laynut, (6) production control, (7) quality
control, (8) purchasing, (9) sales, and (10) personnel administration. The text
also has many charts, diagrams, and examples which are useful in developing teaching
materials. vD 23
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MARKETING

Buskirk, Richard H. Principles of Marketing ~— The Management View. New York, N.Y.:
Holt, Rinehart and Winston, 1961.

The book offers handy reference to all phases of the study of marketing as

outlined in the student's guide for the Directed Field Study. It contains five

: parts of interest: marketing in perspective, consumer and industrial markets,

: planning the product, distribution channels, pricing problems, and promotions.
Of special interest within these sections ars chapters on marketing research problems,
the industrial user, product planning, the role of channels of distribution, the
role of promotion in marketing, and advertising. Also included are a helpful
bibliography and a useful glossary of terms. ,

Corey, E. Raymond. Industrial Marketing. Englewood Cliffs, N.J.: Prentice-Hall,
Inc., 1962.

This book which deals with the marketing phases of industrial products provides
reference material for the marketing segment of the Directed Field Study. Of
particular interest are chapters on determining product specifications, developing
a product policy, pricing products, and planning market strategy.

Dunn, S. Watson. Advertising -- Its Role in Modern Marketing. New York, N.Y.:
Holt, Rinehart and Winston, 1961.

This book which covers a narrow phase of study of marketing offers worthwhile
information on several facets of advertising. Of interest to the Directed Field
Study Program are chapters on advertising and the marketing program, controls
over advertising, the advertising agency, and the advertising media.

Heldingsfield, Hyron<s. and Blankenship, Albert B. Marketing. New York, N.¥Y.:
Barnes and Noble, Inc., 1959.

This book, which i8s correlated to several marketing texts, contains a number
of chapters which support the readings for the stuly of marketing as a phase of
the Directed Field Study. Chapters which have particular value include those on
marketing as a process, the nature of consumption, the wholesale distribution .
structure for manufactured goods, technigues of direct marketing, sslected channels
of distribution, the physical handling of goods, and marketing research. Also
included is & valuable glossary of marketing terms which originally appeared in
the Journal of Marketing.

Messner, Frederick R. Industrial Advertising. New York, N.Y.: McGraw-Hill Book
Co., 1963,

This book provides an adequate reference for the advertising section of the
marketing phase of the Directed Field Study. Of particular interest are chapters
on the role of advertising in industrial marksting, advertising and the corporate
image, industrial direct advertising, and selection of media for space advertising.

Wheeler, Bayard O. Busiress: An Introductory Analysis. New York, N.Y.: Harper
and Row, 1962.

A comprehensive, introductory view of business including basic covcr;;i of
resources, business functions, management, objectives and goals, businers and
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environment and forces which affect business and management. Well written and well
. 1llustrated and a good reference for introductory or overview use. Little treatment
| of production and enginsering aspects of industry is noted. .Should be useful as &
reference on management, marketing and background.

~ Zacher, Rohert V. Advertising Techniques and Manugement. Homewood, Ili.: Richard
Z D. Irwin, Inc., 1967.

This book is designed to give students a comprshensive introduction to advertising's
role as a vital tool in the distribution of goode and services and an appreciation of
its functions as & communications device, not only in marketing, but in shaping ideas
and attitudes on many matters. It attempts to meet the needs, not only of those
students wishing to secure a solid foundation for further work in the field, but
also of the much larger group merely seseking a basic knowledge of the place of
advertising in our business and social scene. , ’

LABOR

ﬁutler, Arthur D. Labor Economics and Institutions. New York, N.Y.: The Macmillan
CO., 19613 ’

The volume provides a ready reference during the phase of the Directed Field
Study which is devoted to the study of organized labor. Of particular intarest are
the chapters on growth of unions, theory of unions, nature of collective bargaining,
unions and wages, and major trends.

Reynolds, Lloyd G. Labor Econpwics and Lsbor Relations. Englewood Cliffs, N.J.:
Prentice~Hall, Inc., 1959.

This book's two main sections, Trade Unionis:m and. ccllective bargaining and
economics of the labor market, provides good supplemental reading for the: Directad
Field Study section on organized labor. Of particular interest are chapters of the
svolution of MAmsrican unionism, trade union philosophy and objectives, baxgaining
procedures and tactics, strikes, strike tactics, and strike prevention, and
dynamics of labor supply. \

Tripp, L. Reed. Labor Problems and Processes. -New York, N.Y.: Varper and Brothers,
1961.

This book contains sections of the history of the American labor movement,
problems and characteristics of the labor market;, labor legislation, collsctive
bargaining, and government labor policy which are appropriate for reference in the
Directed Field Study Program.

Vroom, Victor H. Organization Work and Motivation. New York, N.Y.: John Wiley,
1964,

Written for the student of psychology or the man familiar with psychological
terms. Few illustrations. ZXarly chapters on historical perspective and the nature
of motivation are particularly appropriate for introduction to motivation theories.
A very extensive bibliography is included at the end of the book.

Should serve as a good reference book for inquiry into the various aspects of
the relationship between the motivations of people and the work they perfoim.
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PROFESSIONAL EDUCATION

Gerbracht, Carl and Robinson, Frank E. !nderstanding America's Ipdustries.
Bloomington, Ill.: McKnight and McEuight, 1962,

Of particular interest to the Directed Field Study is section eight of this
text. This section includes discussions on' what is mass production, tooling up,
time study, and precision; specialization and the production line, coordination
and managenent; and automation.

Haws, Robert W. and Schaefer, Carl J. Manufacturing in the School Shop. Chicago:
American Technical Society, 1960, -

The seven parts of this book are dasigned to aid an industrial arts teccher
in the teaching of manufacturing in the school shop. These sections inclvde
manufacturing, what to make, how to make it, production methods, plant layout,
personnel, and the business end. The book has many illustrations and assigmuent
designed to aid the teacher's talk. '

Keane, George R. Teaching Industry Through Production. Washington, D.C.: American

Industrial Artg Association, 1959,

This booklet provides basic understanding of the need and reasons for teaching
production in a school shop., Included are discussions of introducing and developing
the idea, organizing the class, organizing for production, discussion sassions, and
in eighth grade experience. Also included are typical areas and topics which a
classroom teacher should have to consider in developing a line production item for
inetructional purposes.

Olscn, Delmar W. Industrial Arts and Technology. BEnglewood Cliffs, N.J.: Prentice- -
H‘ll, Inc., 19630 ‘\ ‘

This book provides a background study of industrial history, an analysis of
industry and classification of subject matts: for industrial arts, and a proposal
for a new organization of content for industrial arts. The text presents ona of
several ways that the content of the Directed Field Study cculd be applied to i
indvatrial arts programs in the public schools. . :
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ANNOTATED PERIODICAL LIST

The followiﬁg annotated list of periodic publications is suggested as sources the
industrial arts teacher should use to secure information which may be used to kesep
himself abreast of the changes in the various facets of American industry.

‘Administrative Management. Geyer~ﬁcAlliater Publications, 212 Fifth Avenue, New York,
New York, 10010.

Articles on methods, personnel and equipment suitable for administrators or
business mansgers. Regular departments such as "personnel problem clinic' could be
helpful in keeping up to date with new techniques in such things as interviewing
job applicants.

Business History Review. 214 Baker Library, Soldiers Field, Boston, Mass. 02163.

Articles dealing with various aspects of trade and business written from a
historical standpoint. A book review section covers various historical works per-
taining to a wide variety of business subjects. Most articles are well documented
and could be used to broaden knowledge regarding origins and developments of various
businesses and the historical effects of commerce and business.

Buginess Management. Management Magazines, Inc., 22 W. Putnam Avenue, Greenwich,
Connecticut 06830.

Articles are written especially for the manager of business. There are many
"how to" typas of articles covering specific problems such as costs, production,
control, profits, and others. A regular feature, "Workshop for Management,' serves
to present novel ideas useful in business management. Good for getting the managers
point of view.

Dun's Review snd Moderp Indugtry. Dun and Bradstraet Publications Corp., Box 3088,
Grand Central Station, New York, New York 10017

Articles of a broad nature pertaining mostly to management of various industries.
Regular features such ac "Voice of Industry,” "The Labor Front," and "Trend of Business"
are particularly good for overview and keeping up to date with industry in general.

FPederationigt. AFL-CIO Building, 815 Sixteenth Street, N.W., Washington, D.C. 20006.

Official voice of the AFL-CIO containing articles of national scope regarding
labor, economics, research and education, all written from the labor viewpoint. Section
on book reviews and new pamphlets evaluate timely material on the labor front. This
publication could be very useful in keeping aware of labor ideas and opinions.

Porbes. Published semi-monthly, Forbes, Inc., 70 Fifth Avenue, New York, New York
Contains concise, well-written articles on new industries, products, and cor-
porate management. Articlas are well researched and are very current. lost articles

are designed to provide investment information. Very good on finance and current
industrial development.
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Fortune. Time, Inc., 540 N, Michigan Avenue, Chicago 11, Illinois.

Outstanding staff of writers and researchers prepare wide-ranging articles
on new industries and their products and processes. Articles are ained at manage-
ment level but provide teacher with excellent information on new techmologies.

Industrial and Labor Relations Review. Cornell University, Ithaca, New York 14850,

Wide variety of articles in the labor management area of industry. Excellent
section on recent publications catalogued under headings "Education and Research,"
"Collective Bargaining," '"Labor Disputes" and others. Book reviews are very good
and cover the field of industrial and labor relations. ' Very good for overview of
new literature in this area of industry.

Indugtrial Bulletin. New York State Department of Labor, State Campus, Albany, New
York 12226. '

Articles are written from the labor standpoint and cover unions and labor-
management relations, Good coverage of New York State labor problems and solutions
is evident. An occasional article of national or international scope appears in the
publication. This periodical may be useful in keeping up-~to-date with labor develop~
ments in New York State.

Industrial Research. Industrial Research, Inc., Beverly Shores, Ind. 46301.

Articles are of a very technical nature dealing with specific scientific topics.
Regular features such as "Washington Report" and "New Products" may have some value
for industrial arts teachers. However, this publication is usually very technical
and simed at the scientist engaged in physical research.

Iron Age. Chilton Company, Chestnut and 56th' Streets,' Philadelphia, Pa., 19139.

Feature articles under the headings, "News of the Week," "Engineering-Production
Developments" and '"Markets and Price Trends,” cover the heavy metal-working industry
quite well. Many up-to-date capsule articles under headings such as '"Metalworking
Newsfront" and "I..dustry Trends" may be useful in koeping abreast of developments in
products; management, labor and govermment as it affects the heavy metalworking
industries. \

Monthly Labor Review. Superintendent of Documents, Washington, D.C. 20402.

Articles orientated to labor and labor related problems contain numerous charts
and statiagtics. Book reviews and section on developments in industrial relations
contain very good up-to-date with developments in the labor field.

Nation's Business. Chamber of Commerce of the U.S., 1615 ¥ Street, N.W., Washington,
D.C. 20006.

Timely articles from the management standpoint regarding the state of business,
government, and specific topics involving controversial subjects. Regular sections
titled "Washington, A Look Ahead," "Executive Trends," "Wasbington Mcod," "State of
the Nation," and others, give good clues to pressing problesas of industry today.
Written with a slant in favor of management.
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IResearch Development. F. D. Thompson Publications, Inc., Waseca, Minn,

f Articles are well written and generally contain information of a technical
nature or are geared to the management area. Capsule treatment of R/D and govermment
‘relationships is titled "Washington R/D Roundup." Some articles such as "What the
Creative Man Demands of Managerent" (Aug. 1966), are especially thought provoking.

In general, this publication is wiitten for the professional engineer or engineering
‘manager.

Steel. Penton Publishing Company, Penton Building, Cleveland, Ohio 44113.

Technical articles predominate with occasional issues devoted to trends, labor
and government problems and forecasts. Articles are well written, short and well
illustrated. Regular feature "Metalworking Week," gives news highlights, forecasts
and trends in the industry in capsule form. Generally written fromthe management
and technical point of view.

RSurvex of Current Busineas. Superintendent of Documents, Washington, D.C. 20402.

Well documented articles containing charts and statistics which cover the
current business situation. Most material is on the financial aspect of business
'and current developments. May be useful in keeping up-to-date with current
developments in business.

For a comprehensive list of publicatirns and directories request: Sources of Emerging
Management Principles from: Educational Service Bureau, Wall Street Journal, New York,

New York.
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PREFACE

As a future industii:l arts teacher, the acquiring of a
clear understanding and insight of how industry is organized
and functions is essential for interpreting industry in the
public school program.

The observation and study of industry for which this
workbook and program has been developed is designed to fulfill
a need as seen by industrial arts educators and members of The
Stste University College at Oswego Advisory Council. Through
the experiences written into the program, it is hoped the stu-
dent will develop many naw and varied understandings about
industry and labor, their organization, purpose, functioning
and contributions to our industrial society. The understandings
gained from these experiences, as they are carried into the
public school industrial arts programs, should encourage con-
siderable change in the scope of content and teaching being
carried on.,

This rorkbook has been developed over a three year
 period and has been thoroughly reviewed for general organiza-
tion and content by compatent specialists in education, busi-
ness and labor. While the workbook is not all inclusive, it
i1s not intended to limit the student in his study and observa-
tions but is to be used as a general guide. The student is
encouraged to ge beyond the scope of the content and questions
whenever the interest and opportunity affords.

It is intended that an essential feature of the work-
book shall be to assist the prospective industrial arts teacher
to analyze and synthesiza his observations and experiencas
into meaningful concepts about industry. These concepts should
provide a useful foundation upon which future teaching and work
with students in the classroom and laboratory can bs basad.




SN . e e A B . o S O U U | U . e

\EXPLANATION OF SZCTIONS OF
§ , STUDENT WORKBOOK

READINGS: A list of required readings and supplemental references is pro-
vided for each of the major sections of the workbook. This list includes
textbook chapters and supporting references which are deemed essential
for ebtaining background understanding in each area. The supplemental
list is provided for those students who wish to investigate the area in
greater depth. 3 :

In crder to derive maximum benefit from observations and discus-
sions of the week, it is essential that the student read the textbook
assignment during the weskend nrior to the week's study. This allows
for greater understanding and comprehension of those things which will
ba seen or discussad during the following wesek.

DIRECTED OBSERVATION SECTION: A directed observation section has been
developed for each of the industry-based weeks of the observation and
study portion of the Directed Field Study. The section is designed to
provide a base of departure for the questioning and seeking of informa-
. tion during your industry study. The questions provided should be
viewsd as a guide and should not be considered as being all-inclusive
or limiting in scope. Effort should be made to answer as many of the
questions as possible. In some instances, information may not be
readily available due to particular circumstances or the nature of the

CoOmMpAny .

In answering the questions, it is advisable to devalop a para-
graph which contains the information necessary to answer the several
questions in sach major category rather than a series of short answers
for each question,

It should be kept in mind that this section is provided to guide
you in gathering broad information about the several functions of
indus try.

The information gathered should serve as a resource for future
teaching and therefore, care and effort should be used in gathering
and recording the material,

MATRIX: This learning-discussion device has been devaloped for each of
the industry-based weeks of study and is designed to encouraga the com-
parison of the company to which you have been assigned with two other
companies. The device should be viewed as an cutline for digcussion
and not as & copy exercise., The comparison of other companies with
your own in filling out the matrix should provide a broader perspective
on the organization and operation of industrial enterprisas,

T S

Time will be provided during the Friday seminar each week to
complete the information in the matrix through discussion with two
other students in the Field Study.
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OCCUPATIONMAL INFORMATION: For each industry-based week of study, a section
has been provided for the collection of occupational data. The data
should include the job title, salary range (not specific salary) for the
occupation, and a brief listing of the duties and educational require-
ments for the job. The student should select jobs contained in the area
of study for the week to encompass various ability and responsibility
groups including both salaried and hourly workers. This information
becomes valuable in assisting public school students in occupation
appraisal and choice; therefore, carsaful attention to the collection of
complete and factual data is essential. Information in this section
night be supplemented by refarring to the Occupational Outlook Hendbook.

COMCEPTE: At the &nd of each section of the workbook which is based or one
of the main elements of industry, a section is provided for the identi-~
fication of significant concepts gained frem that week's study of
industry, This section provides opportunity to list those concepts
along with the supporting facts and principles.

Careful thought and consideration should ba exercised to identify
those elements of the week's study which are essential for good student
understanding of that phase of the industry. Upon completion of the
concept identification, space has been provided for describing a number
of suggested student activities which might be used by the teacher for
developing understanding of the concepts in the minds of public school
students.

It is emphasizad that this section, when conscientiously com-
pleted each week, will become a valuable and important reference
resource in the final two weeks of the Field Study for the further
development of curriculum resource units,

Ric
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DIRECTED FIELD STUDY IN INDUSTRY

OBJECTIVES OF THE PROGRAM:

It is hoped the following objectives will be achieved with those

students salected for this program:

1. To prepare future industrial arts teachers to interpret the broad
functions of induetry in their industrial arts classes.

2, To prepare future industrial arts teachers to interpret the broad
functions of labor organizations in industrial arts classes.

3. To present a fundamental understanding of the history and develop~
mant of industry and labor organizations to future industrial
arts teachers,

4, To give the rudiments of industrial sociology, industrial psychology,
and industrial economics to future industrial arts teachers.

5. To give future industrial arts teachers an opportunity to identify the
important concepts about American industry which need to be taught
in the public school and to identify activities appropriate for
developing the concepts with public school students.

REQUIREMENTS :

1. Attend and take an active part in seminars and discussion meetings
during the experience.

2, Make extensive observations during a six week off-cauﬁus section of
the course. .

3. Prepare and present appropriate curriculum materials.

4, Prepare all required reports and studies.

5. Read all assigned references.

SPECIAL SUPPLIES:

1.

2,

Textbook: Amrine, Ritchie and Hulley, Manufacturing Organization and

Directed Field Study Workbook.




LIBRARY READING REFERENCES

The following sections of the workbook contain assignments to do
selected readings from library sources to acquaint you with sources of infor-
mation and literature in the fields related to industry. The following
references and periodicals are suggested sources for completing the

assignments.
HISTORY OF AMERTCAN IRDUSTRY AND LABOR

1,

2,

3,

.

5.

6.

7.

Dulles, Foster, Labor in Awerica, New York, Thomas Y. Crowell,
1960,

Faulkner, Harold U, and Starr, Mark; Labor in America. New York,
Oxford Book Co., 1957,

Fite and Reese, An Economic History of the United States, Chapters
3, 7, 15, 26 and 32, Massachusetts, Houghton, 1939.

Heilbroner, The Making of Economic Society, Chapters 1, 4, 5, and
8., New Jersey, Prentice-Hall, 1962,

Raybeck, Joseph G., A History of American Labor. New York,
Macmillan, 1959.

Taft, Phillip, Organized Labor in American Histoxy. New York,
Harper and Row, 1964, '

Labor History Magazins,

TINDUSTRIAL PSYCHOLOGY and/or INDUSTRIAL SOCIOLOGY

1,
2,
3,
i,
5,
6.
7.
8.
9,

10,

11,

12,

13,

14,

15,

16,

17,

18,

American Journal of Soclology
American Psychologist

Amaxrican Sociological Review
Business Week

Fortune Magazine

Harvard Business Review

Human Relations

Industrial Bulletin

Industrial and Labor Relations Review
Journal of Experimental Psychology
Journal of Social Psychology
Monthly Labor Review

Mations Business

Occupational Outlook Quarterly
Parsonnel Psychology
Psychological Monographs
Psychological Reviaw

Social Forces
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HISTORY OF INDUSTRY
AND
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HISTORY OF INDUSTRY AND LABOR ORGANIZATIONS

Purposes:

To develop an understanding of the evolution of American industry from
colonial times to present day.

To develop an understanding of the evolution of labor organizations from
craft guilds to modern labor unions,

To develop an awareness of the resources dealing with the history of
industry and labor organizations,
Asgigned Reading:
(TEXT) Chapter 2 and Chapter 19, pp. 371-375

The Growth of American Industry. New York: Nat:ional Association of
‘ Manufacturers, 1963,

American Labor Movement, Washington: U. S. Department of Labor, 1964,

Assigmeant:

Select an important event or period in American industrial or Labor
history and complete a depth study of your selection,

Spesker(s) :

Position:

Company or organization:

Xilms:
Title:

Distributor:

Title:

Distributor:
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ORGANIZATION OF
INDUSTRY AND LABOR
ORGANIZATIONS
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ORGANIZATION OF INDUSTRY AND LABOR ORGANIZATIONS

Purpose:

To develop an understanding of the common methods of organizing large
groups so that an overall task may be accomplished.

Assigned Reading:

(TEXT) Chapter 3
Industrial Organization and Employees. New York: National Assoclation
of Manufacturers, 1963,

The American Achievement. New York: American Can Company, 1961,

i unt e

Explain, in paragraph form, three (3) different industrial arts laboratory
activities of your choice in which you could include principles of organi-
yation as used in industry, Cite specific situations, giving a gensral
description of the activity and the way organization principles are to be
used,

Spegkex(s): |

Position:

Company or organization:

Films:
Title:

Distributor:

L tles
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Distributor:
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INDUSTRIAL SOCIOLOGY

Purposes:

To develop an understanding of some of the effects of industry on the
structure of our society.

To become familiar with selected journals containing research on
industrial sociology.

Assigned Reading:

Books, periodicals, journals, papers, etc., of the student's choice.

Assigmment:

Read and prepare a short summary of two selected pileces of research
dealing with an effect or effects of industry on the region or
community in which it is located. Identify sources of informa-
tion used, ‘

Speaker(s) :

Name:

Position:

Company or organization:

.....

Distributor:

Title:

Distributor: v , o

11
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INDUSTRIAL PSYCHOLOGY

Purposes:

To develop an understanding of some of the effects that industry has on
the individual.

To become familiar with selected journals publishing research in indus-
trial psychology.

a

Assigned Reading:

Books, periodicals, journals, and papers of the student's choice,

Assignment:

Read and prepare a short summary of two selected pieces of research dealing
with an effect or effects of industry on the life of an individual.
Identify sources used,

Position:

Company or organization:

Films:

Title:

Distributor:

13
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INDUSTRIAL ECONOMICS

To develop an understanding nf the aconomic principles related to
functioning of American industry.

Assigned Reading:

(TEXT) Chapters 1 and 23,
American Capitalism, New York: National Association of
Manufacturers, 1960,
A Comparison of Three Economic Systems, New York: National
Association of Manufacturers, 1958,
Do You Know Your Economic ABC. Washington: UV,.S.Dept. of Commerce, 1965,

Lt i e

Profits and American Econ: Econmm;. Washington: U,S.Dept. of Commerce, 1965,

Assignment:

Develop three activities for a High School Industrial Artas program that
would teach the function of "profit" in our industrial society.

Please use only a half typewritten page for each activity, keeping your

thoughts brief and to the point. Be as specific as possible in the
space available.

S ris):

Nane:

Position:

Company or organization:

Hilus:
Title:

Distributor:

Title:

Distributor:

15
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PREPARATION FOR PARTICIPATION

I. GENERAL CONSIDERATIONS:

DO

Accept 2ll privileges and
courtesies specifically
extended to you.

Accept restrictions placed upon
you,

Be prompt to all appointments.
Remain for full work shifts
during observation sessions.

Remain a neutral observer and
repoxter,

Objectively report what you
observe and are told,

Reamember that you are an

Make accurate reaports.

Accept responsibilities not outlined
in the course.

Waste important work tiwme and
opportunities with tardiness.

Leave early unless prior arrangements
have been made,

Take sides or agree with personnel
involved in a difference of opinion.

Make critical judgements.

Assume you ars an employee or
executive.

Publish any of your reports without

prior consent of the company
involved and the unjversity.

II., OBSERVATION TECHRIQUES

Do

DON'T

MR R

Remanbar that there are several
correct ways of doing a task.

Attempt to discover the reason
behind a method of doing a

——

Pre-~judge what you observe.

Assume reasons for anything,

17
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Observe and accept what you
observe and hear.

Carefully select observation
’t‘tiono

Watch procedures and events.

Exercise freedom of movement
specifically assigned to
you,

Offer suggestions for change.

Choose a station which will inter-
fere with the normal operation
of the plant,

Give the impression you are spying
on workers.

Enter restricted areas or othker
areas until permission is
granted,

III. INVESTIGATION TECHNIQUES:

Do

DON'T

Ask quegtions which allow for full
and complete explanation.

Accept information willingly given.

Listen attentively to all infor-
mation given you,

Make thorough observations
before asking questions.

Keep in confidence what you are
told during observation
session,

Ligten extensively.

Force people into defensive positions
by your questions,

Press for information.

Stop listening when you feel your
question is answered,

Ask questions which can be answered
Ly simple observation,

Reveal conversations with other
personnel,

Offer opinions or information,

IV. REPORTING TECHNIOUES:

Do

DON'T

Be objective,

Report what you see,

18

Give opinions.

Edit reports.




Report what you are told as an
interpretation of the scurce
of information.

Limit reports to purposes at hand.

Use professional reporting
style, (3rd person)

Report interpretation as an
observation.

Ramble through unrelated information.

Use casual informal reporting style.

V. EXPECTATIONS OF COLLEGE STUDENTS:

DO

~ DON'T

Dress as a future m2mber of the
education profession.

Conduct yourself in a dignified

BADDAY,

Think before you speak.

Be alert, active learners.

Avoid extreme beshavior.
Assume that you are a learner.

Ask for a work center where
your materials may be kept,

Provided by ERIC
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Dress as a casual college student,

Treat this experience as an informal
social experience.

Respond in terms of previous
exparience.

Be pasasive and disinterasted.

Differ appreciably from the pabplc
you are working with.

Assume that you have all the
answers.

Be demanding of space and
facilities.




INDUSTRIAL RELATIONRNS

Fan
N <

o, S
]
)
&
<




INDUSTRIAL RELATIONS

PURPOSES ¢
To be able to interpret to public school industrial arts students:

1, the organization of companies to promote the wise use of personnel,
2, industrial employment practices.

3. labor relations activities of industry.

&, industrial attempts to provide healthful, safe working conditions.
5, the training program of industry.

6. industrial wage and salary policies.

7. the concepts of job evaluation, merit ratings, and promotions.

REFERENCES ¢
(TEXT) Chapters 18, 20, 21,
Can I Get the Job., Detroit: General Motors Corporation
Wages and Prices in an Industrial Xconomy. New York: National Association
of Hunufuctt.urn, 1962,

Supplementary References:
Bathel and others, Indugptyisl Organizs*ion gnd Mansgement, Chapters 18, 19,

21, 23, 2.

Gagne, Wmm Systems Development, Chapters %, 7, 9,
10, 11, 12.

Hart, Buginegs in s Dvnamic Society, Chapter 4.

Mayer, RProduction Manggewent, Part 3.

Husselman and Hughes, Introduction to Modern Buginess, Chapters 5, 10, 11, 12,
Shubin, Bugines Mgnagement, Chapters 23 and 24,

Wheeler, Bugpiness: An Introductory Analysig, Chapters 6, 21, 22,
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Monday Film Notes:

Title:

Producing Company:

Distributor:
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Producing Company:

Distributor:
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Directions:
obaervations, sources of information, and other similar data. 7he questions
below the statsments are for guiding thinking but do not limit your observa-
tions to the questions.

I.

DIRECTED OBSERVATION SECTION

INDUSTRIAL RELATIONS

Under each outline statement make proper notes regarding your

ORGANIZATION

A, Overall corporate organization (stop chart at department head level)

1.
2,
3.

b,

What 1s the distinct line of authority within this organization?
Show line responsibilities and staff responsibilities.

Why are some functions placed in line authority and why are some
placed in staff responsibility?

Is the line of authority strictly followed?

24




B. Organization of industrial relations or personnel department.
1. Show organization chart and describe the functicns of each major
position on the chart.

C. Organization of the labor union in the plant {if union is present), % 4
1. If there is a labor union present in the plant, which one or ones 1
are represented?
2, If there is not a labor union present in the plant, is there any |
other type of employee orgunization representing a group or groups

of employees concerned with wages, hours of work, working condi- o
tions, etc,? }

25
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II. EMPLOYMENT

A. Determining need for additional employees, . |
-1, How is the hiring supervisor notified of a need for a new employee?

2. What type of controls are established over hiring replacement and
additional employees?

3. Why are these controls established?

4, Who (title, not name) determines the status (permanent, temporary),
skill requirements (skilled, semi-skilled, etc.) and shift to be
worked for new employees,

B, Method for applying for a position or jcb,

l. What are the steps or procedure for applying for work?

2, Is there a different procedure for applying for different jobs or
positions? If so, why is thiz necessary and what significant
characteristics are emphasized for each class of employment
(clerical, sales, production, managerial, etc.)? i

3. Obtain samples of application blanks and other significant hiring {
material and attach to packet,

26
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C. Selectior.

1,

2,

a,
b.
Ce,
d.

Testing

a.
b.
Ce
d.
e,

Interview

To what extent is interviewing used for various positions?
Who initially (title, not name) interviews applicants?
What is the purpose of this interview?

Is there an interview form or guide? Why or why not?

To what extent is testing used for various positions?
What types are used (saxples if possible)? |
What typas of information are obtained from test? |
To what use is this information put?

What seems to ba the trend in testing by industry?

27




3.

4.

S,

Other selection procodures.
a. What other procedures are used to help determine the ability
of the applicant for a job opening?

Final selaction

a. What cuiteris are used in making final selection among
spplicanto?

b. %ho (title, not name) makes the final selection?

¢. -y does this person have the final decision making power?

Orientation to the job

a, After the employee is hired, what is the procedure used in
orjenting him to the company and the job?

b. What is the purpose of this orientation?

¢, Why is orientation {mportant?

d. Is the industry-wide trend to more or less formsl orientation of
employees to jobs and why?

28
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6.

7.

Transfer

b,
Ce
d.

What is the policy for tranafer of employees between shi-te,
departments, and plant locations?

Who (title, not name) makes transfer decisions?

How are employees selected for transfer?

What are the advantages and disadvantages of transfers to both
companty and employee?

Lay~off and termination

De

Yhat is the procedure for lay-off and termination? Describe
differences, if any,
What are the reasons that cause (1) lay-of£?
(2) termination?
Who decides which employees are (1) laid-off?
(2) terminated?
What rights to re-employment, unemployment insurance, severence

pay, etc. do employees have wko are (1) laid-off or
(2) terminated?

29
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IfI. SALARY AND WAGE

A, Method cf compensation
1. What are the ways a person is paid directly for his work (hourly,
salary, etc,)? ,
2. What are the significant differences between these methods? %
3. VWhat is meant by exempt and non-emempt smployees? ’
4, What determires the classification which can be used?
5. What are the advantsges and dissdvantages to both worker and 1
company of:
a. exeapt and non-exemnt classification?
b. hourly, zulaiy, aud incentive compensation?

y;

|
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B, Wage structure (salary and wage schedule)
l. How was .he structure determined for each major type of employee
(sales, clerical, production, managerial)?
2, What group or groups were instrumental in determining the échedule?
3. What factors explain the differences in pay for different johs?
4. How is the schedule changed and with what frequency for each major
type of employee?

C, Merit Review

1. Pow is an employee's performance review?

2, Are there different methods for varicus levels of employsa
responsibility?

3., Who (title, not name) conducts the zeviews?

4, Why are reviews necessary or important?

3. What is the naticnal or industry-wide t~end in using merit veview
in determining pay for employees?

31
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D. Promotions (to higher paying jobs)
1. How are employeec selected for promotion?
2. What are some significant criteria for premotion?
3. Who (title, not name) decides on promotions?
4. Why does the persan perforn this function?

1V, COMMUNICATIONS

Avo I’u‘"plant
’ 1, What means are employed by the industrial relations departmeut to
' communicate with employees?
2. To what clasa of employee is this communication directed?
3, What typ2 of information is communicated?
4, Why is communication important?
5. What is the industry-wide or national trend for in-plant
communication devices?

32
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B. Company - community communications (Public Relations) §
1. 1Is chere a public relations program? H u |
4, What i3 tha nesd for public relations programs? :

3, What are the major activities or phases of the program? 5

4. What is the trend for industrial public relations programs? .
i
i
E
V. INDIRECT LABOR COSTS (Fringe Benefits) (Do not be concerned with actual costs) E
A, Introduction | %
l. Differentiate between programs required by law and those not i

required by law, :

2. What are other general names'atﬁached to ?ringa Benefits?

3. What are the economic and psychological advantages of fringe
benefits to both company and gmploygg? -

s I e % s o
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Hospitalization and Medical '
1. Is there a health benefit program present? :
2, Who pays for it (if more thanAonn, what percent by each)?

Vacation
1. How much vacation with pay is available to employees?
2, How long does an employes have to be employed to benefit?
3. Does it vary with seniority? If so, what is the philosophy
behind the practice?
4, What are the national or induntry-wide trends as to length of
vacations in your company and industry-wide?

Holidays A
1. How many holidays with pay are allowed?
2. Vho determines them?
3. What is the trend in relation to the number and frequency of paid
holidays?

34
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F.

Supplemental unemployment compensation (other than state), if any

1,
2,

3,
4.
3.

Supplementary disability and employee compensation (other than state) |

W
.

Who pays for it?

How does an employee qualify?

What are the legal requirements, if any, on the company and employee? !
How long does it pay? |
What is the national or industry-wide trend for this benefit? |

¥

Is it required? If so, by whom?

Who pays for it?

How does an employee qualify?

What is the national or industry-wide trend for this benefit?

35
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G. Rscreation program

1.
2,

3.
4,

H, Company assistance in relocation

1.

LS ] R VL X
.

I, Retirement plans

1.

2,
3.

| ERIC
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Does the company support recreation programs?

What are the reasons for either supporting or not supporting this
type of program?

If a program exists, how is it administered?

What is the industry trend for company sponsored recreational j
programs?

Does such a plan exist?

If so, to what type of employee is it available?

Who pays the cost; employee, company, or both?

What are, or would be, the advantages and disadvantages of such a
program?

What seems to be the trend for industry supported plans for re~
locating employees?

Does the company assist in whole or in part in = paid pension plgn
other than Socisl Security?

How does an employee qualify?

What is the national or industry-wide trend for this type of program?

36




J. Required by law programs | {
1. What fringe benefits are required by law?

2, Who pays for them - if both company and employee, give percent
for eack

3, What is the trend for required fringe benefit programs?

K. Other indirect employee benefits

VI. SAFETY PROGRAMS

A, Policy

1. 1s there a company policy? If so, attach copy if possible.
2, Why is safety so important to companies?

37
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B. How administered
1. Who is responsible for safety programs?

2. Vhat activities are sponsored to encourage safety?
3. Why are these activities used?

C. Precautions

1, Wwhat special safety precautions are taken?

2, What safety equipment must the employee wear?
3. How does he obtain the above equipment?

38
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Accident treatment

l. Doss the company maintain a first aid or medical treatment center?
2. Who staffs it?

3, Vhat services are available?

Other safety information

39

} N




VII. ADDITIONAL OBSERVATIONS

Lic: additional observations and information which ycu feel significant for
this unit of study,
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APPLICATION SECTIOR

Complete the following section in terms of the phase of industry being
studied during the week,

A. Concept identification:

List as many concepts about industry as possible which you have been sble to
identify from this week's study which you consider important for a good under-
standing of this phase of industry.

CONCEPT FACTS TO BE INCLUDED IN THE
DEVELOPMENT OF THE CONCEPT
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i B. Concept Prasentation:

Select one or more concepts identified in Part A and develop a number of
suggested activities which would be appropriate for use in developing these
concepts in an industrial arts class. The class may be at a level of your
choosing. (Identify the level,)

Full Tt Provided by ERIC.
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ENGINEERING IN INDUSTRY

PURPOSE:
To be able to interpret to public school industrial arts students:
1, the development of industrial product ideas,
2. the types of engineering used by industry,
3. the concept and method of designing manufacturing processes.
4, the fundamentals of plant engineering.
5. the function of research and development in industry.
REFERENCES:
(TEXT) Chapters 5, 7, 16, 22
Industrial Research and Development., New York: National Association of
Manufacturers, 1962,

Patents, New York: National Association of Manufacturers, 1958.

Other references:

Bethel and others, Industrial Organization and Management, Chapters
6, 7, 8’ 9’ 10

Buskirk, Principles of Marketing, Chapter 10

Gange, Robert M,, Psychological Principles in Systems Development, Chapter 5

Hawley, George ¥., Automating the Manufacturing Process, Chapters 9, 10

Karger, The New Product, Chapters 2, 3, 6,

Musselman and Hughes, Introduction to Modern Business, Chapter 9

Shubin, Business Management, Chapter 9 and 10
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Company or organization:
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Monday Film Kotes:
Title:

NOED — S

Preducing Company:

Distributor: —
Title: I
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Distributor:
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Directibns: Under each outline statement make proper notes regarding your

DIRECTED OBSERVATION SECTION

ENGINEERING IN INDUSTRY

observations, gsources of information, and other similar data. The questions
below the statements are for guiding thinking but do not limit your observa-
tions to the questions.

RESEARCH (if a research department is not present, use alternate on page 59)

A, Handling of research.
1. What activities are carried on by tne research department?
2. How are research projects identified and handled? What are the ”
sources of ideas? ,
3. Who (title) is responsible for the research group and what is his
relationship to other departments in the company? |
4. How are outside ideas obtained and treated? =

57
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B. Research projects.,

What type of research projects are undertaken?

E 2, How is a budget established for the research projects?

f 3. What controls on progress and expenditures are established?
. 4. What sort of time limits, if any, are set?

: 5.

What are the advantages and disadvantages of the above controls
or research?

C. Methods used.

1. How is research stimulated and performed (individual, team, brain-
storming, etc,)?

2. Why are these methods used?
3. What skills and proficiencies are needed in research personnel?

58




ALTERNATE:
I. RESEARCH

A, If no research is carried on by the company, discuss the following:
1., What methods are used to gain information that would normally come
from company research?
2. Why are these methods used rather than sponsoring company research?
3. What are the problems encountered by using this source of
information?

59




II. DEVELOPMENT ~ (Caution: observe Restricted Areas and Information)

| A. Organization.
E 1. How is the development group organized?

! 2. What functions or activities are &ssigned to the development group?

3. How are the functions grouped for supervision and efficient ful-
fillment of requirements?

60




B, Product development and improvement,
1, New Products '

a, Where do ideas for new products come from?

b, How are these ideas screened?

c, What controls or limits are set for new product development?

d. What steps are involved in devaloping new products and at which
steps are go/no-go decisions made? ; ,

e, VWhy is it important for frequent evaluation of product worth
during development?

f. Who (title) enters into these evaluations and why?

61
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a,
b.

2, Product improvement,

How is the need for improvement established and by whom (title)?
What factors enter into the decision on which products need or
will be improved? .

What steps are involved in the improvement of existing products?
How frequent are evaluatioms of the improvement made?

Who enters into these evaluations?

Why is product improvement and redevelopment important or
nacessary?

62
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C. Procass development and improvement,
New processes.

1,

What factors are considered in designing new processes?
Where is new technology for the process obtained?

What steps are followed in designing new processes?

What limits or controls are placed on the development?

Who evaluates the process in terms of these limits and why is
the evaluation needed?

63




2, Process improvement,

a.
b.
C,
d.

How is the need for improvement identified?

What factors enter into the decision for process improvement?

What steps are involved in improving eximting processes?
Who evaluates the improvement and how frequently? |

64
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D.

Cost estimate,

1.

2.
3.
he
5.

How is the anticipated cost of goods to be manufactured
determined?

What data are needed?
What effect does anticipated cost have on the design?

How often are cost estimates made?
Why are estimates important? |

65
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E. Other activities of development group.

1.

Discuss other activities of the development group in terms of:
a. Functions of activity

b. Importance to the company

€. Responsibility of personnel,

PRODUCT ENGINEERING - (Caution: observe Restricted Areas and Informacion)

A, Product design,

1,
2,

Who (title) has the responsibility for the designing function of
the product?

How is the total responsibility for the product design divided for
efficient operation of the department?

What function or activities make up the total product design
activity?

Who (title) has final say on the design or parts of the design?

Why is the responsibility placed there?

What channels are open to communicate ideas and suggestions between
product engineering and manufacturing engineering departmentsg?




B. Specifications.

1. Who (title) is responsible for preparing specifications for the
product?

2, What considerations must be made in preparing specifications?

3. Why are each of the considerations iuportant?

4, What information is necessary in preparing specifications?

5. What commercial or govermmental standards are used and why
(Us, SAE, GOV., etc.)?

C. Standards and tolerances,
1, What are standards and tolerances?
2, Who (%itle) is in chaxge of preparing standards and tolerances
for manufacture of the product?
3. How are they arrived at?
4. What is the importance of standards and toierances?
5. Can they be changed? If so, by whom and for what reasons?

67
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D.

E.

Product testing (Engineering test).

1,
2,
3.

4,
5.

What is the function of product testing?

How is the testing accomplished?

Does testing procedure vary for different qualities nf similar
products? Why?

How is the product testing correlated with real life?

What means are used to communicate test results to engineering
and production groups?

Factory -~ Follow-up,

1,

2,

What provisions are made for product engineers to assist in
manufacturing difficultics?

What is the role of the product engineex in this type of activity?

68




F. Sales -~ Assiatance.

l. 1Is there a program to provide engineering aid to adapt products

to customers' needs?
2. What type of assistance is awailable?
3. Who pays for the cost of these services?

~ 1IV. CONTROLS OF RESEARCH, DEVELOPMENT & ENGINEERING

A. Allocation of projects.

1. How are projects assigned to members of engineering and research
staffs? -

2. Who assigns the projects?
3. What criteria are used in assigning projects?

69
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B. Time limits for projects. . | |
1., How are project time limits set?
2, What criteria are considered in setting them?
3. How are time limits adjusted when necessary?

4, Who (title) sets time limits and why is the responsibility
C placed there? |

C. Protection.

1. How is security maintained during development of products?
2, Are patents used? When and why?

3. What are the advantages and disadvantages of a patent?

70




D. Budget (not actual figures).
1., How are budgets for projects established?
2. What factors are considered when establishing budgets?
3. Can they be changed? How and for what reason?
4, What factors are included in the budget? '
5. At what points are decisions on cost and worth of projects made?

V. PLANT ENGINEERING
A. Installation of equipment.

1, Who (title) is in charge of equipment installation?
2. Who (title) decides when equipment is to be installed or moved?

71
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B. Mainc¢anance.

1. Who (title) is in charge of maintaining equipment?

2, Is there a preventative maintenance program? If so, describe how
it operates?
3.

How are the needs for corrective maintenance reported and handled?

C. Safety on equipment, |
1. Who is in charge of engineering for safety on equipment? |
2, Are safety devices developed by the engineering staff? f

3. Is there a suggestion program operated to get workers' opinion of
safety features? |
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VI. ADDITIONAL OBSERVATIONS

Discuss observations which you made this week which you have not
listed during previotis weeks.
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APPLICATION SECTION

Complete the'following,section in terms of the phase of induatry being
studied during the week, . » : » | -

A, Concept identification:
List as many cdncepts about industry aé possible which you have been able to

1dentify from this week's study which you considcr important for a good under~
standing of this phase of industry. ‘

CONCEPT | FACTS TO BE INCLUDED IN THE .
| DEVELOPMENT OF THE CONCEPT

0 R U
FRIC—— . — e
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B. Concept Presentation:

Select one or more concepts identified in Part A and develop a number of
suggested activities which would be appropriate for use in developing these
concepts in an industrial arts class. The class may be at a level of your
choosing., (Identify thé level,)
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PRODUCTION

PURPOSE:
To be able to interpret to public school industrial arts students:
1. the fundamentals of production of goods and/or services,
2, the concept of production comntrol.
3. the organization of production areas.

4, the fundamentals of motion study and time and motion study.

REFERENCES :

(TEXT) Chapters 4, 8, 10, 14, 15,
Productivity and Production in Industry. New York: National Association
- of Manufacturers, 1962,

Other references:
Bailey, Basic Motion Study

Bethel and others, Industrial Organization and Management,
~ Chapters 11, 12, 15, 16, 17.

Hart, Business in a Dynamic Society, Chapter 7.

Mayer, Production Management, Parts 5 and 7.

Musselman and Hughes, Introduction to Modern Business, Chapter 14.
Shubin, Businesgs Management, Chapter 17 and 21,

Wheeler, Business: An Introductory Analysis, Chapters 19 snd 20.
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Monday Seminar Notes:

Speaker's name:

e S TS A AR 2 i ama . L

Position:

Company or organization:

Topic:

Summary and Notes:




Monday Film Notes:
Title:

Producing Company:
Distributor:

Title:

Producing Company: ___
Distributor:




Directions:

I,
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DIRECTED OBSERVATION SKCTION

PRODUCTION

Under each outline statement make propor notes regarding your
observations, sources of information, and other wisilar data. The questions
below the statements are for guiding thinking but do not limit your observa-
tions to the questions,

MANUFACIURING EMGINEERING

A, Plant layout,

What factors must be considered in designing a plant layout?

Why are these factors important?

What are the steps used in plant planning?

Who (title) is in charge of plant layout and !0 wvhom does he raport?
What relationship exists among the layout department snd other
engineering and production departwents?

What features in the plant layout provide for:

1,
2,
3.
b,
5.

6.

7,

&,
b.
C.,
d.
L

Use of material

Efficient production methods
Effective use of human resources
Quality control

Economical operation of plant,

How is the ability to change built into a luiyout?
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1,

2,
3.
b,
L8

6.
7.

Methods study.

What factors are considered in determining the methods or |
procedures of performing direct and indirect production factors?
Why are these factors important?

What sequence of activity is involved in methods study?

Who is in charge of method study and to whom does he report?

What is the relationship between the methods group and the product
engineering group?

Why is intercommunication between these groups important? |
What is the relationship between methods and cost of production?

89
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C.

D,

Work measurement,

1.

2,
3.
&,
3.

What methods are used to ¢stablish standard tinca for performing
production tasks?

What is the procedure uncd in accomplishing the methods?

What factors are gathered in a time study?

How is the data gathered used?

What is the importance of work measurement?

Material handling study.

1.
2,
3.

What factors are considsred in a material handling study?
Why are those important?
To what use are the findings put?

90
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1.
2,
3.
4,

6.

Cost accountability.

1.

2,
3.
h,
3.

How are tooling requirements established?

What information is needed to cstablich requirements?

Who decides on tooling nesded and why is the responsibility
placed at this level? ;

How is tooling modified to change process? | ;
How is tooling cost budgeted and met?

What effect doss volume znticipated have on type of tooling and

the cost of the tooling?

How is the manufacturing department set up to provide cost
accountability in the product? |
What kinds of checks are made? | :
How is efficiency measured? | i
What controls are on scrap? | .
Why 1s cost accountability critical? x |
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II, PRODUCTION PLANNING, FORECASTING, & COMTROL

A,

B,

Scheduling ~ General.

1.
2,
3.
h,

5,

Types

2,
3.

h,
5,

What is the general procedure followed in establishing a

production schedule?

What factors must be considered?
Why are these factrnrs important?
w0 (title) is responsible for the scheduling function and to

whom doss he report?

How and why is a schedule changed?

of schedulns.

What type of schedule is used?

How dzas it operate?

What controls or checks are built-in to check on progress toward

xeeting the schedule?

How are variations between production sctualities and the

schedule handled?

Who 1s in charge of coordinating production with the schedule?

92
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C.

Schedule communication. P
How is the schedule commnnicated to° (show forms and describe

1,

Y
3,
4.

methods)

a.  Purchasing department '

b. Tooling department

¢. Production groups

d. Marketing department

e. Factory shipping and receiving departments
f. Other affected departments,

' What is the lead-time for the various phases of produCtion?
How are the lead-times established?
Are lead-times different for the different functions and why?

93




R |

e U . IS Y R i n AT eSns f SAEIES tm o bh it et s e U, . [ oL _ - R

Bl e = T ey

D. Factors affecting schedules,

1,
2,
3,

4,
5.

6.

How does multiple plant operations affect schedules?

How doeg the activity of the general economy affect schedules?
How doee the availability of raw matsrials and component parts
affect the schedules?

How does consumer acceptance of the product affect the schedule?
How does general level of production of the product and other
products in the plant affect scheduling?

What affect does organization of the production groups (product
or process organization) have on scheduling?
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ITII. MANUFACIURING PROCEDURES

A, Organization, f

1. Are the production departments organized along product or process i
lines?

2. Why is the organizational structure used?

3, How are the departments coordinated into an efficient operation?

4, What are the advantages and disadvantages of both types of
organization?

5. How is coordination accomplished between shifts in the same
department?

6. What problems are encountered in the coordination?

B. Production operations and processes.
l. What are the predominate production operations and processes used
by the company? '
2, What is involved in accomplishing these?

95




C. Production sequence.
1, What are the steps in the production of the product or service?
2., Have the steps changed in light of new technology? If so, how
and why?
3. On a separate page develop a flow chart of the production sequence,
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D,

Controls on production,

1. What kind of controls does a production supervisor have to judge
his performance?

2, Why are these controls necessary or important?

3. What controls are established to provide cost accountability for
the production activities?

IV. QUALITY CONTROL

A,

Organization,
1. How is the quality control group organized?
2, To whom are they responsible?
3. How are their findings communicated to:
a. the production groups
b. the scheduling departments
c. other interested departments.

4, What is the relationship between the production departments and
the quality control departments?
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B. Procedures,
1, What procedures and standards are used to check the accept-
abilities of parts or raw materials?
2, How is inspection scheduled for the various stages of production?

C. Devices.

1. What devices are used for inspection and quaiity control?
2, What types of information are gained from these devices?
3. Why is this information important?
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v.

ADDITIONAL OBSERVATION:

Discuss observations
listed previously.

which you made this week which you have not
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APPLICATION SECTION

Complete the following section in terms of the phase of industry being
studied during the week,

A. Concept identification:
List as many concepts about industry as possible which you have been able to

identify from this week's study which you consider important for a good under-
standing of this phase of industry.

CONCEPT | FACTS TO BE INCLUDED IN THE
DEVELOPMENT OF THE CONCEPT
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B, Concept Presentation:

Select one or more concepts identified in Part A and develop a number of
F suggested activities which would be appropriate for use in developing these
concepts in an industrial arts class. The class may be at a level of your
choosing. (Identify the level,)




LABOR
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LABOR

PURPOSE:

To b= able to interpret to public school industrial arts studerts:

l, the role of the individual in the overall production of goods
and services,

2, the role of the labor union or other labor organization in the
overall production of goods.

3. the effect that industry has on the life of the individual
vorker,

REFERENCES:

(TEXT) Chapter 19,
_Labor-Management Developments - Challenge to the Nation, New York:

"~ National Assoclation of Manufacturers, 1961,
Econonic Igplicntionn of Union Power, New York: National Association
Tof thufacturera, 1962,
Why Unions, Washington: AFI~CIO.

Other references:

Bethel and others, Industrial Organization and Management, Chapter 2,

Butler, Laber Economics and Institutions, Chapte.- 6, 7, 25

Davis, Human Relations at Work, Chapters 14, 15,

Gilmer, Industrial Psychology, Chapters 3, 5, 11,

Reynolds, Labor Economics and Labor Relations, Chapters 3, 4, 5.
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Monday Film Notes:

; Title:

Producing Company:
Distributor:

Title:

Producing Company:

Distributor:
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DIRECTED OBSERVATION SECTION

Section 1

LABOR __(IN PLANT)

(To Be Completed By All Students)

Directions: Make proper notes regarding your observations, data obtained,
and conclusions drawn directly under each tocpic. Indicate

sources of information wherever possible.

I. Classifications of all employees in your assigned industry.

A. Determine approximate number or percent of total for each of the

following categories:
1, Semi-skilled workers (production)

2, Skilled workers (production)

3. Clerical, office |
4., Professional (engineers, scientists, accountants, etc,)
5. Management (middle and top management)

B. What is the nature of the job requirements and qualifications which
determine the above classifications?

C, Plot a chart which will illustrate this data.

116
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II. Job descriptions.

A, Explain the sysﬁem or technique that is used to develop job descrip-
tions for the employvees of this company. If possible, include a
gsample of a job description and refer to it in your explanation.

B. Select two or three job descriptions of various types and review.
After review of these job descriptions, arrange to observe a worker
on the job and compare what his duties and responsibilities are in
comparison with the job description., Note any differences and any
conclusions you can draw.
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1.
2,
3.
4,
5,
6.
7.

III. Employee Development and Training.

A, Determine and explain what programs and services axe avallable for
the devalopment and training of all classifications of employees.
Include these areas:

On-the-job training (management and technical),

Apprentice training program.

In-plant optional educational programs.

In-plant professional personnel counseling.

Tuition reimbursement for job related college study.
Released time or leave of absence for study.

Other programs or services available to employees that would
up grade their skills, general education, or generally
improve their opportunity to be more productive employses.
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Section I1
(To Be Completed Only If A Labor Union(s) Is Present)

Note: Gather as much of this data as possible directly from the officers of
the union.

I. Organization of Labor Unions.

A, The Union Local
l, How is the Local structured?
2. How is the Lotal leader selected and for what term of office?
3, What are his responsibilities and duties?
4, Does the Local hold regular meetings? If so, iiow often, when
and wvhere?
5. What benefits are derived by Local union officers while working

in the plant? (eg. paid time for union duties, layoff protec-
tion, etc.)

6. Where is the Local office?
7. How large a district does this Local serve?

B. Labor - Management Communications
l. What channels of communication are open between the labor
representatives and company management?
2., What channels of communication are available between the in-
plant union leader and union members?
3. How important is the human relations factor and how s this
accomplished through informal communications,
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6. Local labor reprasentatives selection (in-plant)
1. How is the local labor union representative (or steward)
selected within the plant?
2. Does this position require special qualifications or training?

Explain.

i
|
]
E
5

D. Local labor repressntative duties
1, What are the duties and rasponsibilitiec of the labor represen-
tative or steward within the plant?
2. How are these duties determined?
3, Who determined them?
4, Why are these duties necessary?

120




E. Union membership
1. :ﬁat?all employees Join the union as a condition of employment?
en

2, What does it cost ~ initiation fee, duss, assessments?

3, What are the requirements of membars?

4. How are dues gnd assessments collected?

5 Briefly define: (1) union shop, (2) agency shop, (3) open shop,
(4) closed shop, (5) preferential shop.

F. Meetings 5

1., How often ars maetings held? |

2, How is the membership notified?

3. Is attendance required? If not, how is it encouraged?

k. What rules govern conduct of the msetinge? :

5. In general, how much participation is there at union meetings i
and how effective is this participation? !

6. What type of business matters are conducted in open nestings |
and vhat matters are dealt with by executive board?

121
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G.

Grievanze Procedure (Try to make arrengements to sit in on a

grievunce hearing if at all possible.)

1,
2,

Grievance Case Review

1,

2,
3.

Determine the grievance procedure currently in effect as
explained in the present contract.

Briefly describe this procadure indicating aach of the major
steps from initiation through settlement at the ultimate level,
Identify the "positions' or "oftfices" such as the steward, fore-
man, and/or plant superintendent that a grievance would likely
go through, or to, in this process.

If possible, review the files of thrae recent grievances to
determine the nature of each, what steps it went to before

settlement, . d the results.

Select one of these and writ: a brief case study.

Comment on the effectiveness of this process in this plant

as you see 1it.
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I. Changes and/or improvements brought about by union

1. Identify any iocal improvements or changes in working condi-
tions under the last contract in any of the following cate-
gories: wages, additional paid holidays, vacations, shorter
work waek, retirement,

2. WVere these improvements brought about through regular contract
negotiations? If not, was a strike or other union action
required?

J. Philosophy of Management
1, Briefly explain the current philosophy of the management - of
the company —~ toward organized iabor in general and, specifi-
cally, in this company.
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Secticn 1IIIX

(To Be Completed Only If A Union Is Not Present In The Plant)

I. Employse Organization

A. Ars there organized channels for werkers to discuss their views,
problems, and other matters with management? If so:

2,
3,
b
5.

What is the name of the organization?

What is its function?

How is it organizaed?

Do the employees think this organization works well?
How effective is this organization in the eyes of the
workers -~ in the eyes of management?

B. Attempts to organize workers

1.
2,
3.

h,
S

ERIC

Full Tt Provided by ERIC.

Have there been racent attempts, either internally or exter-
nally, to organize the workers of this company into a union?
What organizational activities wers carried on to interast the
workers in the union?

What events or activities, if any, did the management of the
company engage in to discount the nead for a union?

Was a vote taken? Vhat was the result?

¥Which union made the organizational attempt?
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II. Grievance Procedure

A, Grievance Comaittee
l, Is there an organized grievance committee?
2., What parties are represented in the composition of the
committee? Is there equitable representation?

B. Interview of Committee :
1. Select at least one membar from managemsnt and one from the
enployees who serve on the grievance committee to determine
their reaction to the effectiveness of this committee.

C. Grievance Case Review
1. If possible, review the files of three recent grievances to
determine the nature of each, what steps it went to before
settlement, and the results,
2, Select one grievance and write a brief case study.
3, Comment on the effectiveness of this process in this plant
as you see it,

125
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III. Philosophy of Management

A. Briefly explain the current philosophy of the management of this
company toward organized labor in general and, specifically, in
this company.

B, In your judgement, explain why unions bave besn unsuccessful in
organizing this plant,

C. What seenn to be the advantages to the company and to the smployees
by remaining non-union?

D, Indlcate any change that may be anticipated in the near future
regarding employee-employer relations.

Section 1V
Labor (Union Seminar)
Review questions in this section pricr to seminar with union reprasentatives.,

I. Unioas

Ao T’pe'
1. What, generally, are the differences between craft and

industrial unions?

2. Compare craft and trade unions in terms of number of amployers
a member might have in a year, wages, frequency of work, train-
ing for the job, union size, fringe benefits, etc.

126




B. Structure and Functions of Unions
1. Illustrate the structure of the AFL-CIO as it exists today.
2, What is the function of the following: shop steward, local
president, business agent, field representatives?
3, How do apprenticeship training programs operate in the trade
unions?
4, How do companies become organized?

C. Puture Trends of Unions
1. What is tlie future of the unions in the United States?
2. What aze some of the key problems facing unions today?
3, What are some of tha major demands and goals of organized
labor nationally today?
4. What legislation is anticipated at both the state and federal
levels in the near future?

127
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II. Mediation ~ Conciliation -~ Agbitration

A.

B.

C.

Briefly define and ixplain the difference between mediation,
conciliation, and arbitration.

How are the people involved in these activities chosen or selected?

What qualifics ..ons must these people have to function in these
roles?

127-A
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APPLICATION SECTION

Complete the following section in terms of the phase of industry bLeing
studied during the week.

A. Concept identification:
List as many concepts about industry as possible which you have been able to

identify from this week's study which you consider important for a good under-
standing of this phase of industry.

CONCEPT FACIS TO BE INCLUDED IN THE
DEVELOPMENT OF THE CONCEPT
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B. Concept Presentation:

Select one or more concepts identified in Part A and develop a number of
suggested activities which would be appropriate for use in developing these

concepts in an industrial arts class, The class may be at a level of your
choosing. (Identify the level,)




FINANCIAL CONTROL
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PURPOSES :

FINANCIAL CONTROL

Te be able to interpret to public school industrial arts students:

1.
2,
3.

4,

REFERENCES :

the general accounting function in industry.
the process of cost accounting in industry,

the control of inventory of raw materials, parts, assemblies,
components, etc.

the disbursement and spending of the industrial sales dollar.

(TEXT) Chapters 12, 13, 17, 24,

Capital and Economic Growth, New York: National Association of
Manufacturers, 1962,

Chase, Stewart, How to Read an Annual Report, New York: Standard
0il Company

Other references:

Amrine, Ritchey, and Hulley, Manufacturing Organization and Management,
Chapters 3, 16, 17, 20,

Bethel and others, Irdustrial Organization and Management,

Hart, Business in a Dynamic Society, Chapter 6.

 Musselnan and Hughes, Introduction to Modern Business, Chapter 8.

Shubin, Business Management, Chapters 19, 20,

' Specthrie, Basic Cost Accounting,

Wheeler, Business: An Introductory Analysis, Chapters 10, 11, 16,

ERIC
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DIRECTED OBSERVATION SECTION

FINANCIAL CONTROL

Directions: Under each outline statément make proper notes regarding your

observations, sources of information, and other similar data., The questions

below the statements are for guiding thinking but do not limit your observa-
tions to the guestions.

I. INTRODUCTION

A, Organization,
1. How is the general financial function organized?

2, What is the line of authority and responsibility within this
organization?

B, Punctions.

1, What are the gemeral functions of the various divisions, depart-
ments or groups within the organization?
2, How are these functions coordinated?

140
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II. CONTROLLERSHIP

A, Intrbduction.
1. What is meant by controllership?
2, What general types of work is a controller responsible for?

B. General accounting.
1., What is general accounting?
2. What are the functions of the general accounting service?

141
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C. Forecasting.
1. Introduction
a; What is forecasting?
b. What are the purposes of forecasting?
c. What various departments within the company use forecasts?
d. Why are forecasts important?

2. Operation
a, How is forecasting for the next year done?
b. What factors are considered?
c. What reviews of the forecast are made?
d. How, why, and how often is a forecast up~dated?




D. Manufacturing cost control and accounting.
1. Introduction

a. What are the functions of the cust control group?

2, Cost analysis
a. How is the cost of the product determined?

b. What cost system is used and why was it selected?
c. How are the variations in cost communicated to management?
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3. Types of cost
a. Define direct and indirect costs?

4, Cost control
a, Cost centers
(1) What is a cost center or responsitility accounting?
(2) VWhy is it important to establish these for cost control?
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b. Material costs

(1) How are the costs of materials determined and controlled?
(bill of materials, standard costs, etc.)

(2) VWhat are examples of direct and indirect material costs?

c. Labor costs

(1) How are costs of labor determined ard controlled?
(2) Vvhat are examples of direct and indirect labor costs?
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d. Plant overhead ‘
(1) What is plant overhead?
(2) How are overhead costs determined and controlled?.

Accounting for other costs.
1. Engineering costs

& What types of costs are classified as engineering costs?
b, How are engineering costs determined and controlled?

146




2. Hark:tinh costs

a: What types of costs are classified as marketing costs?
b. How are marketing costs determined and controlled?

F. Electronic Data Processing.

1, What types of activities are performed by EDP?
2. Why are these done by EDP?
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¢

Internal audit.

1.
2.
3.

TREASURY

A,

What is internal audit?
Why igs it important?
How is internal audit performed and up-dated?

Introduction,

1,
2.

What is meant by the treasury function of the company?
What general types of work is a treasurer responsible for?
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B, Credit and collection.
1. What are the functions of the credit aud collections group?
2. How are these functions performed?

C, - Cash flow.
1. What is meant by cash flow?
2, What is the purpose of cash flow?
3. How is the activity accomplished?
4. Why is it important?
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IV. ACCOUNTING FOR SALES DOLI-AR,

A, How many cents of each ules dollar is spent for each major category
of expense? ‘

B. Of the amount which is profit, how much is spent for income taxes,
dividends, etc,.? |
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C. Draw a pie graph showing above information,

V. PURCHASING i

A. Introductiou. {
1. How is the purchasing group organized? '
2, What are the lines of authority and responsibility?
3. What information is communicated to management through reports? !
(adequacy of suppliers, price trends, etc.) |
}
|
|
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C. Procedure.

1.
2,

h TR wem T Ty

TV

— /i
I

Placing orders,

into contracts for:

&. production material
b. capital expenditures
c. supplies

d. services?

What authorizes the purchaning departnnnt to initiate and enter

Trace the procedure from determining the need for an item to
fulfilling that need.

Is the procedure the same for all types and value of purchases?
If not, how do thay differ?
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D. Methods used.
1. Obtaining prices » :
a. How are prices of items obtained (bids, requisitions, etc.)? |
b. Which methods are used for various types and value of items? |

VI. INVENTORY CONTROL

u
A, Introduction. i

i, What types of inventories are present in the company?
2, At what levels are these inventories held?
3. How were these levels set?
4. What factors are considered in setting inventory levels?
5. Who is responsible for:
a. level of inveatories? |
b. inventory records? |
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B. Physical inventories.
1, How often are inventories taken?
2, How are discrepancies in inventory héndled?
3. How is obsolescence controlled?
4., How are inventories valued?
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ANALYSIS OF ANNUAL REPORTS

Use an annual report from the company to which you are assigned, if available,
and one other company report.

-y,

Company A Company B

Name of the company
officers:

Chairman of the Board
President

Exec, Vice President
Treasurer

Secretary

Location of Home Office

Location of Major Plants

Other information gained
from the amnual report
(new products introduced,
expausion plans, mergers,
ete,)
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Ten year comparisons

Diagram or chart the
following comparisons:

1,
2,

Net sales

Disposition of
earnings

a, Cash dividends
b. Income retained

Capitalization

a. Long term debt
b. Common stock

Co Preferred stock

Properties

¥




From the review of the information provided in the annual report discuss:

1.

2.

Significant factors or events which have had and are having an effect on the
company's growth and operation,

Discuss rezsons which would account for variances in the net sales of the
company over the pas: ten years.

From the figures contained in this annual report, would you characterize this
company as: )

a, interested in reinvestment of profits to promote rapid growth of enterprise?
b, interested in paying larger dividends and have a slower rate of growth?
Defend your choice. ’

Identify recent trends or developments which might have a significant effect on
this company's performance,
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APPLICATION SECTION

' Complete the following section in terms of the phase of industry being
studied during the week,

A. Concept identification:
List as many concepts about industry as possible vhich you have been able to

identify from this week's study which you consider important for a good under-
standing of this phase of industry,

CONCEPT FACT5 TO BE INCLUDED IN THE
DEVELOPMENT OF THE CONCEPT

ERIC
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B. Concept Presentation:

Select one or more concepts identified in Part A and develop a number of
suggested activities which would be appropriate for use in developing these

concepts in an industrial arts class., The class may be at a level of your
choosing, (Identify the level,)
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MARKETING

PURPOSES :
To be able to interpret to public school industrial arts studentss
1, the sales function of an industrial concern,
2, the basic concepts of product packaging.
3. the fundamentals of distribution of industrial products.

4. the role of industrial advertising.

REFERENCES:

(TEXT) Chapter 25,
The Role of Markeving. New York: National Association of
Manufacturers, 1962,

The Role of Competition. New York: National Association of
Manufacturers, 1962,

Other references:

Arnderson and Cateora, Marketing Insights, Readings 24, 25, 26, 30,
31’ 32’ 33. 351’ 350

Bethel and others, Industrial Organization and Management, Chapters 25, 26,

Buskirk, Principles of Marketing,

Hart, Business in a Dynamic Society, Chapter 8.

Heidingsfield and Blankenship, Marketing, Chapter 17,

Messner, Indust.rial Advertising.

Shubin, Business Mansgement, Chapter 22,

Westing and Albaum, Modern Marketing Thought, Section III, VA-Vd,
Wheeler, Business: An Introductory Analvsis, Chapters 12 - 15,
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Monday Seminar Notes:

Speaker's name:

Position:

Company or organization:

Topic: | , ‘

Susmary and Notes:




Monday Film Notes:

Title:

'Producing Company:

Distributor:

Title:

Producing Company:
Distributor:
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DIRECTED OBSERVATION FORM

'MARKETING

Directions: Under each outline statement make proper notes regarding your
observations, sources of information, and other similar data. The questions
below the statements are for guiding thinking but do not limit your obsgerva-
tions to the questions.

I. INTRODVZCTION

A, Role of marketing.

1.
2,
3.

4,

What is the role of marketing in the company?

Who makes up the marketing team?

Why are these people important to marketing?

What is the trend in the role of marketing within the company?

B. The market., | ) S
1. How is the market for this company defined?
2, 'What are the segmente of the market?
3. Why is it important to define the market and identify market

segments?
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C. Market receiving direct appeal.

; 1. Dc certain segments receive more direct action than others from
? the company?

; 2. If so, how and why are the segments for direct action identified?

/
W

IXI, ORGANIZATION FOR MARKETING

A, Structure,
l. How is the marketing function organized?

2. What are the lines of authority within ‘the organization?
3. Why is a structure inportant?
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ITI. TFURCTIONS OF MARKETING

A. Market research.
l. Functions
a. What are the functions of market research?
b, Why are the functions important to the company?

2. Techniques
&. What techniques or methods are used in market reseszrch? 7
b. In what type of eituations is each technique or method used?
c. What types of information are gained from each technique?
d. To what use is the informatiou put?
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B, Advertising
l. Personnel

a, What types of personnel are utilized by an advertising group?

b. Are any of these people outside the company organization? If
sc, which ones?

2, Advertising agency (if used)
a. To what extent is an agency used?
b. What services does the agency provide?
c. Why is an agency used and how was it identified?

3. Types of advertising

a. What types of advertising are used by the company?
b. What are the advantages of each type to the company?
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3.

O

Advertising media

a. What advertising media are used by the company?

b. How ~~4 why were thay selected?

c. What are the advantages and disadvantages of the different media?

Evaluating effectiveness
a. Is advertising evaluated for effectiveness?
b. How and why is effectiveness evaluated?

177
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6.

Collect samples of advertising used by the co
and discuss the type and the impact the compa

have on the buyer,

178
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c.

D,

Sales promotion,

How does sales promotion differ from advertising?
What types of sales promotion are used?

How and why were they selected?

1,
2,
3.
4,

Is the effectiveness of sales promotion evaluated? If so, how?

Sales ~ channels and functions.
Selection of distribution or sales channels

1.

a,
b.
C.

d.

What channels of distribution are used?

Why were these channels chosen?

What training is provided by the company for the various
types of sales representatives?

What services are provided by the company to the various
types of sales repressntatives?
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2, Distributic.: channels (answer those that apply)
Distributor

b,

(1)
(2)
(3)

(4)

What is a distributor?
What is his relationship to the company?

What are the advantages and disadvantages of using
distributors?

How and by whom are distributors selected?

Wholesaler

(1)
(2)
(3

(4)

What is a wholesaler?
What is his relationship to the company?

What are the advantages and disadvantages of using a
wholesaler?

How and by whom are wholesalers selected?
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Manufacturer's representatives

(L)
(2)
(3)
4)

What is a manufacturer's representative?
What is his relationship to the company?

What are the advantages and disadvantages of using thea?
How and by whom are they selected?

Direct (company) salesmen

(D
(2)

(3)
(4)

What is a company salesman?

What are the advantages and disadvantages of using
company salesmen?

How and by whom are salesmen selected?

What is the relationship between company salesmen and
other types of sales organizations?
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e, Retail
(1) What is a retailer?
(2) What is his rolationship to the company?
(3) How does he receive the company's products for sale?

(4) What controis does the company exercise over the retailer?
(5) Why, if used, are they important?

f. Export sales

(1) How are export sales received?
(2) Why is this method used?
(3) Why are export sales important?

go Other methods

(1) What other methods are used to distribute products to
customers?

(2) How do they function?

(3) Why are they used?
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1, Functions
a, Whac are the functions of a package?
D, What criteria are corsiderad under sach functicn?

2, Design of packages
a. Who (department or group) designs packages?
b. What factors are taken into consiceration during designing?
c. Who has final say on package design?

3. Trends
#. What are the trends in packaging of (i) industrial goods and
(2) conpumer goods?
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F.

Physical distribution.
1., Storage
a, How are the finlshed goods stored?
‘b, Why was this method chosen? |
c¢. What records are kept to provide a knowledge of inventory?

2. Transportation
a. How are finished goods transported to market?

b, Who (title) is responsible for deciding on the method of
transportation?

c. What factors are considered in making the decision?
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G.

Sales forecasting,
1,
2,

3.

4,

5.

Who (title) makes sales forecasts?

What informution is used in forecasting sales?
How is the information obtained?

To what use is the forecast put?

How often and why is the forecast revised?
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H, Pricing.

1. Who (departments) is responsible for establishing product prices?
2, What factors influence the price?
3. Does the price vary aad why?

I. Custcvwer service.

1. What types of customer services are provided by the company?

2, Why are these important?

3. What are the trends in customer service?

4. Which departments in the company are active in customer service?

186
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IV. ADDITIOMAL OBSERVATIONS:

Discuss observations which you made this week which you have not
listed during previous pages.

& TR
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APPLICATION SECTION

Complete the following section in terms of the phase of industry being
studied during the week,

A. Concept identification:
List as many concepts about industry as possible which you hav.. been able to

identify from this week's study which you consider important for a good under-
standing of this phase of industry.

CONCEPT | PACTS TO BE INCLUDED IN THE
DEVELOPMENT OF THE CONCEPT
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B. Concept Presentation:

Select one or more concepts identificd in Part A and develop a number of
suggested activities which would be appropriate fer use in developing these
concepts in an industrial arts class. The class may be at a level of your
choosing. (Identify the level.) |
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GLOSSARY OF INDUSTRIAL TERMS

Advanced Developwent: Demonstrating working principles or systems of prin-
¢iples of prospective products or processes by means of theorsetical or
tangible operating models.

tising: The non-personal presentation and promotion of ideas, products
or services by a paid sponsor.

Applied Regeaych: Utilizing the results of basic research to achieve
specified comme.ciul goals.

Basic Purs Regearch: Exploring nature scientificelly and without specific
commercial goals.

Budgeting: Preparing schedules of estimated dollar sales and selling costs
for a spacified period.

Buying: Locating and negotiating with vendors to secure neaded items or
servicas of the desired quality, in the desired quantity, at the desired
time, at minimum cost. Purchasing goods for resale.

Collect:ive Bgrgaining: Attaining accord with officially recognized and
legally astablished employee organizations in the manner best meating
the interests of the company and its employeas.

t ¢ Providing the means and climate for cdeveloping ideas and
exchanging information throughout the company,

Cost Accounting: Recording costs incurred in relation to work performed,

Credit and Collectiong: Controlling exposure to bad debt losses and col-
lecting overdue payments.

Development: Applying scientific and technologic knowledge to creste new or
modify existing products and processes so they will best achieve stated
performance and economic requirements,

Employee Services: Mainteining the general walfare of employees on the job
and assisting them with problems related to their security and personal
well-being.

Employmwnt: Insuring that all positions are filled by competent persimnel at
reasonable cost.

Facilities Design and Specification: Specifying or approving all factory
and office equipmeant and buildings and directing their proper
instellation,

¥ingl Agssembly: Joining two or more parts or sub assemblies to form a
complete product,
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Finance: Securing adequate operating funds at minimum cost; investing surplus
funds to best advantage; and maintaining a good pecuniary reputation for
the comp-ny,

Finance and Control: Planning, directing, and measuring the results of
company monetary operations.

Financial Planning: Predicting the need for obtaining or investing funds and
planning the most advantageous methods.

General Accounting: Maintaining formal records of what the company owns,
owes, is owed, has earned, and is worth.

Indoctrination: Seeing that new employees receive the training and informa-
tion required to perform their duties effectivaly.

Industrial Engineering: Planning the utilization of men, facilities, tools,
jigs, and fixtures to attain the desired quantity and quality of output
at minimum cost,

Industrial Relations: Insuring that the working relationships between manage-
ment und employees and the job satisfaction of and work opportunities
for the company's personnel are developed and maintained in the bast
interests of the company and its employees.

Ingpection and Test: Conducting quality control measurements and analyses;
rejecting products, recommending the halting of sub-standard production
processes; and notifying those affected.

Internal Auditing: Assuring the accuracy of accounting records sud adharence
to standard practices.

Maintenance: Installing and maintaining buildiugs, facilities, snd utility
services in safe operating condition and occasionally constructing
buiidings and facilities.

Manufacturing: Making products for sale by changing the shapz, composition,
or combination of materials, parts, or sub assemblies,

Norket Analygis: Measuring and evaluating the extent of the market and
determining its characteristics.

Marketing: Directing and encouraging the flow of goods from producer to
consumer or user.

Marketing Research: Gathering, recording, and analyzing facts relating to
the transfer and sale of products.

Merit Ritings: Appraising objectively the performance of each employee in
relatior to the duties and responsibilities of his assigned position.

Methods Study: Establishing the bast methods of performing necessary direct
or indirect production tasks excepting materials handling.

Rew Procegs Development and Process Improvement: Designing new and improved
manufacturing systems, operations and faciliiies so they best achieve
stated technical performance requirements.

it
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New Product Development and Product Improvement: Designing new and improvad
products so they best achieve stated performance requirements.

Operation Scheduling: Specifying the most practicable combination of where
and vhen to perform svery activity required to complete an oxder.

gggggggég; Developing containers or wrappings for products sold as packaged
products.

Part Manufacture: Creating basic units of a complete product.

Pergonnel: Developing and administering policies and programs for providing
an effective orgauization structure, qualified employees, equitable
treatment, advancement opportunities, job satisfaction, and adequate |
job security. |

Planning and Budgeting: Participating in the planning and control of opera-
tions by planning and measuring revenues, costs and profits; organizing
financial and accounting informatior for use in making decisions, com-
municating decisions, and measuring results against plans,

Plant Engineering: Specifying or approving, installing, maintaining, and
occasionally constructing the buildings, utility services, and facili-

ties required to produce the products,

Piant Layout: Establishing the best physical arrangement of facilities,
utilities, and work areas.

Pricing: Deteraining the price at and the terms under which to make sales.

Product Design: Specifying by means of drawings, instructions, standard
practices, and otherwise, the shape, composition, performance, and
quality characteristics required of products.

Product Engineering: Specifying, interpreting, and modifying for manufactur-
ing and marketing purposes the nature, performance, and quality charac-
teristics of products.

Product Service: Assuring customer satisfaction and reasonable product
performance.,

Production: Developing the most economical methods and plans for manuface
turing suthorized products; co-ordinating the required manpower;
securing and co-ordinating materials, facilities, tools, and utilities;
producing products, and consigning them to the marketing activity or
the customer,

Production Planning gnd Control: Praparing, issuing and encouraging com~
pliance with schedules of the men, materials, facilities, instiructions,
and all additional items required to complete manufacturing orders so |
they will be available when and where required, |

Purchgsing: Securing when required and at minimum cost the quantity and
quality of materials, supplies, services, and equipment needed to
operate the company.




Quality Control: Establishing acceptable limits of variation in the attri-~
butes of a preduct and reporting the status of maintaining the product
in respect to those limits.

Recruitment: Searching for and attracting applicuntl qualified to £111
vacant positions. :

Research: Exploring nature :cicntificnlly fer the purpose of increasing
knowledge of the univarse.

Regearch and Devg;ﬁment' Applying the processes, opcrat:lona, and techniques
- of science and technelogy to create products, processes, and services
which may bcnofit an ¢ntérprisu.

Safety: Developing and maintaining adequate fnciliticl and proccdurts for |
preventing onptheujob accidents.

§3;gg‘?1annigg Planning for natkcting the right products at :he =£’** :‘*cs,
" at the right tina, in the right quantitics, and at the right pricn.

Salss Promotion: Suppleucntingwand np-urdinating pnrnonal cclling and adver-
tising for grcater effectivuness.’ ety ir e

Salvage: Determining the most economical methods of using or disposing of
rejected or obuoletc items and acrap :nd preparing them for thosc “uses .
or disposition!a ", R R 2

Service and Regair- Reworking worn or imgropcrly mnnufacturcd products, sub-
alltmblins, or parta to meet cdtubliahcd qﬂulity .phcificationl.

e e i e e e w e e s en e e el e agee

Shipping: Dclivnring products to cultomcrn.
Subassembly: Joininz two or more parts to forn . portion of a conplctg T
product.:_ N | Y e

e a

Tax Mgz Planning and mnag:l.ng the eompuny s tax li.nb:l.liti.n.

»

Tool, Jig, Fixture,: and and Gage Procgremen Supplying vhen needed 111 facili—
ties, tools, and zlgcn required to complnte ‘an order, S

‘s “" rq

Tool thage!gnt° A tnchnique or procgdurc, n-ually requiring apocial trainr,
ing or skill for cffccttvc application. 1_7

Training: Dcvtloping cxi-ting personnel to thair full potontial for attainp
ing lltlb.l.:l.lnlu perfiormance ltmdnrdi. oL .

|
i
P
f
i
|
P
|
'
|
;
|
!
!

Wage and Salary Aﬁnigigtg;tion- Inauring thnt enployoal ars fairly nnd
equitably compensated. g

Warehouging: Maintaining and hundling atorcn of merchandise for nhipn.nt to
cus tmr' P’ ‘

_Jggguhasuzaunnt*' Estnblishing time standurd- for pnrfcr,ing nnccllary
direct and 1ndir¢ct production tasks. , ,
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INTRODUCTION

The Directed Field Study in Industry program was first tried as a pilot
program in the fall of 1964, During the next two years, 1965-66, the program
was conducted under a research grant from the United States Office of Education
to refine and develop further the materiais and procedures essential to its
operation as a part of the undergraduate preparation of industrial arts teachers.

The program is intended to give those students who have been selected
for assignment an opportunity to study and observe industry at first hand in
order to enrich their background of understanding. This observation and study
period should enable these future industrial arts teachers to acquire those con-
cepts and understandings about how industry is organized and operates so they
may interpret this important element ox our society to their students in the
industrial arts laboratory.

This brief guide is intended as a general orientation to the program in
order that the personnel who will be working with these students from time to
time will be able to assist the students in obtaining the essential ideas and
information which will be most helpful to them as future teachers.

The College wishes to acknowledge the contribution which has been made
by the many people in business and industry who have assisted in developing this
program and for the enthusiastic support and cooperation of the Syracuse Manu-
facturers' Association.

We present this guide in the interest of a better understanding of our
program and welcome your comments and suggestions for the improvement of this

guide or the program at any time.

3/15/67 .
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! THE NEED FOR A DIRECTED FIELD STUDY

This program is designed as a professional laboratory experience for junior

and senior college students who are preparing to become public school industrial
arts teachers,

These college students, in general, have had very 1little, if any, exposure
or direct experience with the complex organization and processes of many contem-
porary industries. Industrial axts teachers who will be responsible for teaching
their students to understand the many complex phases of our industrial technology
need a direct exposure to industry for a period of time and at a level which will
permit them to acquire insights for interpreting effectively the social, economic,
technical and psychological concepts of American industry to their students. Such
experiences are not a prerequisite for admission into the professional industrial
arts tsacher education curriculum. Coliege courses, in general, cannot provide
the integrated interpretation of the concepts necessary for a sound understanding
of current industrial organization and operation. It is the purpcse of this pro-

gram to provide this integrative experience.

I1 PURPOSES OF THE PROGRAM

It is hoped the following purposes will be achieved with those students
selected for this program:

1. To provide future industrial arts teachers with a broad understanding
of the function and organization of the major common elements of
industry for interpretation in their classes.

2, ‘4> develop a fundamental understanding of the history and development
of industry and labor and of the relationship and responsibilities
of labor and ranagement in our industrial society.

3. To develop an understuiading of the principles of industrial sociology,
industrial psychology, and industrial economics for future indus-
trial arts teachers.

4. To give future industrial arts teachers an opportunity to identify
the important concepts about American industry which need to be

A



taugh% at the public school level and to prepare curriculum
resources for develoring these concepte with public school
students,

ITI STUDENTS ENROLLED IN THE PROGH M

Students who will participate in this program are in the last half of
their junior or the first half of their senior year, during the semester when
they are scheduled for off-campus student teaching. Students selected will have
satisfactorily completed one nine-week experience of student teaching and will
be selected from those who have made application for assignment to this program.
Insofar as possible, they will be assigned to an industry which is related to

their area of technical specialization in college.

IV WHAT THE STUDENT IS PREPARING IR

CubA W2

Jic schools and will be teaching students at the junior and senior high school
level., In carrying out his teaching responsibility, he will be attempting to
interpret a broad understanding of how industry is organized and something about
the various processes, o:ccupations, and materials which are used in modern

industry.

v WHAT INDUSTRIAL ARTS IS

Industrial arts as a subject in the school curriculum provides a broad
orientation to the industrial aspects of our cu’ ure, It is designed to prepare
the learner to understand and participate in a democratic industrial society.

Junior and senior high school students enrolled in indust:ial arts are
involved directly in meaningful activities in a technical shop or laboratory

where they work on individual and group problems and projects. Students learn

about the occupations of industry, types of activities engaged in by workers,

il



the preparation required for certain types of employment, and future opportuni-
ties available. They also learn facts, principles and procedures about indus-

trial tools, materials, processes, machines and design.

Practical experiences are provided with tools and materials representing
a wide rang; of industries such as ceramics, metals, paper, plastics, textiles,
and wood. Other activities may include a study of electricity and electronics,
motors, engines, structures, etc. of concern to people at home, in industry, on

the farm, and in leisure time activities.

Industrial arts is organized to provide stimulating problem solving acti-
vities that relate to the fuactions of management, labor, research, engineering,

production, and marketing, as they are performed in industry.

Vi THE OBJECTIVES OF INDUSTRIAL ARTS

The student you are working with will be attempting to accomplish the fol-

lowing objectives with his students as he teaches industrial arts:

1. To develop in each student an insight and understanding of industry
and its place in our culture.

2. To discover and develop talents of students in the technical fields
and applied sciences,

3. To develop technical problem solving skills related to materials
and processes.

4. To develop in each student a measure of skill in the use of common
tools and machines.

VII WHY THE STUDENT IS STUDYING INDUSTRY

From the foregoing statements it may be seen that, in order for this stu-
dent to teach industrial arts properly, he needs to have a first hand exposure to
the many facets of industry and to be able to understand how each of the various
departments such as industrial relations, engineering, production, finance, and

marketing function., This general overall knowledge will better enable him to plan




i
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realistic activities for his students and to present information which will be

interpretive of the way industry operates.

VIII TYPES OF PARTICIPATING INDUSTRIES

To achieve maximum learning benefit, effort will be made to have as many
types, categories, and sizes of industries represented during any nine-week quar-
ter as possible. It is hoped that representation from as many of the following
classifications as possible can be achieved. This list is not intended to be all
“inclusive.

A, Manufacturing industries

1, Metal fabrication, production
2, Wood fabrication
3. Electronic
4, Graphic arts and piinting
5. Other manufacturing, production
B. Trinsportation industries
1. Land transportation
2, Marine transportation 3
3. Aviation
C. Communications industries
1. Newspaper and other publications

2. Telephone, telegraph, etc.

3. Radio, television broadcasting Lo

D. Construction industries
1, Heavy construction - buildings and highways j

2. Architectural and Architectural engineering




E. Primary rcfining

1. Metal refining

2. Non-metal refining
F. Service

1. Utilities

2. Repair centers
G. Food

1. Processing

2., Distribution

IX  ORGANIZATION OF THE PROGRAM

The nine-week program is divided into three major phases as outlined below:

PHASE 1 Introductory Seminar - On college campus

The first week is devoted to a study of the following topics:

A. History of Industry and Labor:

An overview of the origins and development of industry and labor
organizations in America from colonial times to present,

B, Industrial Psychology:

An introduction to the effects of industry on the lives of
individuals.

C. Industrial Sociology:

An introduction to the effects of industry on a community and of
the community on industry.

D, Industrial Economics:

An overview of economic terms and principles as they relate to the
industrial enterprises.

PHASE II  Observation and Study in Industry

Juring the succeeding six weeks, the major tonics as listed below zre
studied. On® topic is studied each week as outlined with the aid of a field

manual which each stude:ut owns.




A

C.

F.

Aruitoxt provided by Eic:

| ERIC

Industrial Relations:

1. Employment

2. Salary administration

3. Safety

4. Labor relations

5. Employee training-retraining

Engineering in industry:

1. Research (Pure § Applied)

2. Development
a. Frocess
b. Product

Finance:

1. General Accounting
a. Budget
b. Invoicing
¢. Billing
d. Data processing
e. Payroll

3. Purchasing

Manufacturing-Production:

1. Production-forecasting and
planning

2, Material handling

3. Time and motion study

3.

Promotions, transfers, etc.
Termination of employment
Employee welfare

Communications

Product testing

Plant engineering

Cost Accounting

a. Direct and Indirect costs
b. Profit determination

¢. Inventory control

d. Pricing

Comptrollership

Work standards

Manufacturing engineering
a. Production-schedulin,
b. Quality control

Production-Labor (Responsibility-Organization):

1, Types of workers

2, Trailning needed and given
3. Job qualifications

4, Job descriptions

Marketing:
1. Sales

5.
6.
7.
8

2,

Work load determination
Worker responsibilities
Management-worker communications

Union study-types, organization,
benefits

Advertising




3. Packaging 6. Saics promotions

4, Product Analysis 7. Pricing

5. Consumer research 8, Distribution system

tHASE III Culmination Seminar

During the eighth and ninth week, the students will be on the campus to

refine and review concepts and develop instructional materials for eventual use in

teaching.

K COLLEGE AND INDUSTRY RESPONSIBILITY

A. College - One staff member assigned to coordinate program

Staff assigned to operate program with following duties:

1.
2.

3.

Make initial contacts with industry
Organize seminars

Conduct on-campus and weekly seminar periods

. Conduct visitations and supervise students in industry

Review and evaluate student reports

Prepare student evaluations

Review and edit instruction materials developed
Prepare and administer pre and post-tests

Work with advisory committee in evaluation and refinement of program

B. Industry -

1.
2.
3.

4,
S.

Provide facilities necessary for student observation and study
Designate person to coordinate student assignment within industry

Make available reasonable amount of time of key employees in cuch
major phase of study with whom the student will work

Provide resource people for weekly seminar sessions when possible

When available, occasionally provide meeting facilities for
Monday seminars
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6. Submit a final evaluation report on student(s) assigned to the
industry on a form to be provided by the college, This report
to be completed by the contact person,

THE STUDENT'S RESPONSIBILITY

1.

3.

4.

The student assigned‘to'your industry is expected to report regularly
each day at the regular day shift time to the person he is scheduled to
work with in gathering the information as outlined in the field manual.
Students are expected to direct their own activities to make the most
profitable use of their time in obserVation, conferences where scheduled,
and in writing their reports. |

When time permits, the students may return to departments and to indivi-
duals to whom they have previously been assigned to gather additional
information and for further observation.

Any time the student will not be able to report as scheduled, he is
expected to contact the plant to notify his contact person that he will

be absent.

SUGGESTIONS FOR WORKING WITH THE COLLEGE STUDENT

The following suggestions are provided to assist you in guiding and planning

the work of the student in your plant in order that his experience will be

most meaningful and profitable.

1.

Try to provide a short conducted tour of the plant on the first day so
the student will gain an over-all picture before being assigned to study
the various departments in depth,

Plan tovhave the student introduced to seve.al of the key personnel he
will need to know during his stay with you.

The student should be given a designated desk or work area where he may

keep his books and papers and where he may occasionally work on his
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‘written reports.

4. It will help to distribute the various sections of the student field
manual to the personnel to whom the student will be reporting in the
various departments in order for them to know the type of information
the student is expected to obtain in that department,

5. A definite schedule of deﬁartments and personnel should be provided so
that all concerned will know when and where the student is being
assigned in the plant., (See an example of schedule attached.)

6. Whenever the student has completed his observation and information for
a given deparstment before the allotted time is used up, he should be
encouraged to return to one of the other areas studied for additional
observation and information.

7. 1If possible, a notice might be placed on plant bulletin boards or in the
plant newspaper introducing the student and explaining why he is in the
plant.

8. The college requests that any unexplained absences or tardiness in re-

porting on time by the student be reported to the college at once,

STUDENT REFERENCES AND MANUALS

The following materials will be used by the students and staff in conducting

this program:

TEXT: Amrine, H.; Ritchey, John; Hulley, O.; ManufacturinﬁhOr anization
and Management, Englewood Cliffs, N.J,, Prentice-Hall, 1966.

Student Directed Field Study Manual

Resource File of Selected Bulletins




SAMPLE SCHEDULE

(To be distributed to personnel in the plant)

To Participating Supervisors:-

Your Company has agreed to cooperate again with the State
University College at Oswego, New York, in offering a field
experience to one college student who will, upon graduation,
teach Industrial Arts.

The student assigned to us is
He will be with us Tuesday, Wednesday and Thursday o each
week starting thru }

The main objective of this program is to prepare future
Industrial Arts teachers to interpret the broad functions
of industry. While visiting us for 6 weeks he will observe
the operations of many departments.

A suggested outline and schedule is attached. You may find
it helpful to discuss functions beyond the scope of this
outline., Also attached are copies of a few questions the
student is expected to ask.

It isn't necessary for you to personally spend all your time
with him., However, we would like to have you arrange for his
orientation in your department. He will be considered an
observer with an opportunity to ask questions. You may assign
him to various others in your department.

If any questions or problems arise, please contact me,

Thanks for your assistance.

W. A. George
WAG/mhs Personnel Director
Encls.
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SUGGESTED FIELD EXPERIENCE OUTLINE

INDUSTRIAL RELATIONS: STAFF

Nov. 16 Corporate Organization George
Personnel " "
Employment Procedure Allen

Salary and Wage Structure | George
Merit and Promotion "
Insurance and Pension : "

Safety L.Brown
Recreation Program M. Oot
Social Activities "

ENGINEERING:

Nov. 30 Research (Observe Ceramic Lab Cperations) Dr.Jones

Dec. 1 Product Design Dr.Morton
Modeling (Observe Ashley) "
Artist (Observe Wright) "

(A.M.) Process Design and Drafting Ashley
(P.M,) Plant Engineering Cook

ACCOUNTING:

Dec. 7 Accounting Dept. Organization
Accounting Function

Cost Control
Cost Analysis

Dec. 9 Purchasing

PRODUCTION:

Dec. 14 Manufacturing Organization C.Rounds
Material Handling "
Quality Standards "
Production Procedures "




Dec. 15 (A.M.) Production Control
(P.M.) Quality Control ani Standards

Dec., 16 Time and Motion

LABOR:

Jan. 4 Non-union System

Jan, 5 (A.M.) Meet with Shop Steward
(P.M.) NWorkers' Role (Observe)
(Making and Selecting Ware)
(Repairing Ware)
(Plant Tour)

e S ey e AT e

Jan. 6 (Thursday) Student attend Labor Seminar Out of Plant

SALES:
Jan, 11 Packing and Shipping
Storage and Transportation

Jan, 12 Sales Organization

Jan, 13 Advertising

12

Morris
Hayas

George

Able

Morris
"

Storm

Thomas
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TABULATION OF INDUSTRIAL CONCEPTS




T ———|

T

INDUSTRIAL RELATIONS CONCEPTS

Iadustrisal Orsanization 123 4 Tet,

1. VWhen a company organizes according to a set
structure, the operations within the company will
be carried out in an efficient, organized manner,
When this organization is known and understood by
all, maximum efficiency will result. 6] 513 s5{ 19

2. Long-range planning and developm&nt 1is necessary
for future growth and success of any co-pany.rhis‘
is the responsibility of highly skilled and educa-

ted management. 211 3

3. The organization of a company may be either very
simple or quite complex in its structure.

&, Workers should undersCand‘thc structure of the
company so they will know to whom they are
responsible, 211 3

|
|
*

5. VWhen a company is large and requires a great amount
of capital to operate, it often finds it desirable
to incorporate. 2 2

6. As the size of a corporation grows, it often
becomes necessary for it to deviate from the
original line organization. 112 3

7. Privately owned companies have less distinct
organization than do corporate forme of business,. 1 1
8. A major function of the industrial relations
department is to serve the corporation by providing ;
an effective organization structure. 1 1 |

9. Top management positions require great skill and
responsibility in the area ot policy and decision i

10. A corporation is an artificial being, existing only
in the eyes of the law. 1 1

11, Companies which are divisions of larger corpora-
tioms generally are regulated and receive guidance
in Tespect to mejer policies from the parent
company. 1 1

12. Industiies are organized and function for the B
purpose of making a profit for tha stockholders.
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Gaolovmant. _..,x_z.rv.,_a.lm..‘
1. 1Individuals who apply for jobs according to pre-

2.

3.

h.

3.

6.

7.

" and adapt to change, willingness and ability to

INDUSTRIAL RELATIONS CONCEPTS

scribed and established procedures are more likely
to be successful in acquiring the job than those
who do not follow said proceduras.

Individuals that display well-developed qualities
of self-confidence are more effective in convin-

cing others.

Individuals who apply for specific jobs should be
awvare of the education and skill requirements of
the job before applying.

Individual employse productive contribution must
exceed the direct and indirect remunerations he
receives.

Workers attitude, cooperation, ability to accept

work with others are key ingredienty for occupa-
tional success.

Job rating consists of analyzing the work to be
done with respect to the degrce of skill, effort,
responsibility, and education required.

Job promotion is bazed on many factors including
knowledge, ability, past performance, ability to
work with othnra, inLtincivc, etec.

8.

9.

10.

12,

13,

ok

Positions of employwant may be filled with persons
already employed within the company by a prscess
called bidding.

Merit rating consists of evaluating the worker -
not the jﬂ‘b .

vwhen the supply of labor is high, tie employers are
more selectlvz in thedir hiring practices., When
there is a labor shcrtage, they are less sslective]

When applying for a job, an individual should have
some ides s to what he would like to do, what he I
is qualified for and what types of jobs are
available.

Generally, the more educatiszn an individual has
the batter job he will be able to get and his
earning power will be increased,

When a produ-tion line employee fails to show up
2or work or is late, total production is haapcrad.
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INDUSTRIAL RELATIONS COWCEPTS

Emlovaent . -

14,

13.

16.

17,

18,

When effective employment and placement procedures
are used, the result is 2 lower turnover of

employess.

When an individual applies for a specific job, his
previous experience and parformanca record will be

& vary important factor in the final decision.

Pre~employment testing provides guidelines for good
hiring and proper placement practices.

Recognizing that companies have "personalities" an
effective employment procedure would attempt to
select employees that have similar personalities.

Genarally prospective employees must complete an
application, take specific tests and have an intex-
view as part of the employment procedure

U e . w—— |

19,

The more responsible and complex the position, the
more time and effort is put into tha selection of
the employee.

o———




1.

2. Reward and/or recognition for high caliber work is
desirable to both employee and employer.

3. Employee moral is important to industry.

&, TFringe benefits to smployees are gensrally highly
bensficiul to them. The actusl value should net
be overloocked by the employer or employee when
considering the actual worth and costs involved.

5. The salary structure of s company should taks into

6. Work bresks often increase the workers' productiom,

7.

W NN SN Y et

9.

10,

11,

12,

13,

14,
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INDJUSTRIAL RELATIONS CONCEPTS

Employes development and general welfsre is the
interest of the amployer.

account job value, area scale, and the labor market,

Worker suggestion programs are useful to induetry
and should result in recognition for the workers
ideas.

Indirect labor costs or fringe benefits cut into the
profits of a corporation.

Training and orientation of new employees are both
necessary and axpsnsive,

Employes attitudes play a very large role in the
success of any company,

Relocation assistance is a necessity when companies
transfer employees from area to area.

Profit sharings, especially in the management level
generally encourages more conscientious wovk and
personal interest in the company.

Many indvetrial organiszations maintain a medical
canter with a professional staff and appropriate
facilities.

Some benefits are required by law, =
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INDUSTRIAL RELATIOMS COMCEPFTS

Comsmications L.1~-..l.!.3.rl-.$_ks.~l

1. An effective commmications program is essential
: to both employes and employer. 3lsl S| 21
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2. Good communication results in better production, 2] 3|13 8
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3. Bfficient commmication im the production process |
can reduce the total unit costs of a product, 1j1 ] 2
4, Companies have an image or personality in the eyes
of the community. A company often tries to mtroi
this "attitude" by effective communications. sl 3
5. Generally, bulletin boards are used for inter-
plant communications. 1 1
6. When a good public relations program exists,
people communicate, understand, create interests,
and become involved with ideas, plans and methods
more willingly. t_ &




INDUSTRIAT. RELATIONS COWCEPIS

Safety
1, A good health and safety program is important to ! !l I

both employss and esployer. 11} 6] 6] 9] 32
2. Workers should be aware of the safety policies of

their company. 2 2
3. VWhen safety rules are observed and enforced from

tha "Top" down, accidents will greatly diminish, 5]2]1] 8
&, Accidents are costly to both the individual and

the industry. 11 2] 3
5. A good safaty program must be thoughtfully platmed

and implemented, | 21 2] 4
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Hase & Salary m' stration remers— T_x_

1.

2.

3.

b,

INDUSTRIAL RELATIONS CONCEPTS

A prime responsibility of i:hc industrial relations
dapavtusnt is to provide and maintain a realistic
wage and salary scale for all employees.

The level of responsibility usually is roflected in
the compensation and generally the greater the
responsibility, the higher the compensation.

As an employee becomss of more value to a company,
through experience or knowledge, he increases his
chances for promotion and greater comnenmation.

Generally, workers on incentive have a higher
productive performancs,

L] - —— A—— oPuiste SO ¢S am—

Se

6.

Wages and snlacies are astablished for a particular
job in par% on the basis of the level of responsi-
bility, cducation and training required, and account-
ability required for filling the position to the
optimum.

Wages and salaries are the two most common way of
paying employaes.




INDUSTRIAL RELATIONS CUNCEPTS

Lahor Relations .

1.

2.

Labor organizations have been helpful in improving
general employment conditions by negotiation with
employers -- where the end result in many cases
hag been a mutual agreement.

A good working relationship must exist between
labor and management.

S5,

6.

7.

Grievances and contract disagreements are referred

The major objective of unions is to be able to
bargain collectively with management on issues of
wages and benefits.

When management of a non-union company has poor
relations with its workers, there is & strong
possibility that the personnel will organize., The
reverse is also true,

to the Labor Relations Manager who is genérally
responsible to the Manager of Industrial Relations.

Management and Labor are not as completely opposed
as it often is a2ssumed,

| =

The contractual agreement between management and
labor is the ultimate guide for day~-to-day labor
relations.

_—

3 4 Tot.
211! 6
111 8
1l 4
1 4
3 4
1! 2
11 1
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Develooment

3,

ENGINZERING CONCEPTS

Patents, copyrights and trademarks are used to
protect consumers and producers

As the technology of processing advances it becomes
necessary f{or engineers to specialize.

Product and process evaluation are necessary.

When pilot planis or projects are utilized in the
development stage there can result in a better
designed final product end result in saving of time,
labor and money.

Due to the great capital investment in many large
projects, the project retirement must be considered
and planned before a project is started,

Waen a company utilizes industrial research and
devalopment ta develop new and befter products and
processes and better ways of producing and using old
products, it is better able to compete with others.

New products are generally tested thoroughly before
release to the public.

When a customer has a new product requirement, a
company will try to meet that need and develop such
a product,

——— ANUNE GRNEES NSNS " pu—

9.

10.

11.

12,

13,

Process development has to do with any device or com-
bination of devices needed to manufacture products.

While a patent is generally an advantage to a company
there are circumstances that may make it a
disadvantage.

Product improvement is frequently done to give the
manufacturer increased sales and/or higher profit,

Patents make available the inventors' ideas to the
public, thus this adds to the great body of knowledge
in science and technological fields.

Product development or improvement may be the result
of, or affect of, Local, State, or Federal legislatior

14,

15,

L I ) ———

A primary goal of product development is to achieve
the best compromise between cost and quality.

Frequently Research, Development and Product Engineer-
ing are functions carried on at the "home office' of
large corporations. This data is then "handed dowm"

to the various manufacturing units for production.

G-9
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Research (Pure and Applied)

1.

2,

ENGINEERING CONCEPTS

The problem solving ability of individuals can be
utilized in research.

It is impcrtant to determine the worth of any ldea
through experimentation and research.

3.

&,

S,

6.

7.

An effective research program (applied) will assist
the company in keeping up with competition and pro-
duce new products.

The cost of research and, in meny cases, development
is an overhead expense to be born: by the company.

Most companies keep tight security on new ideas and
developments to protect their investment.

"Contract" or'"Job shop" companies seldom do research
or development,

Many companies may reap the benefits of research done
by another company.

8.

9.

Research mey be either pure or applied and may snswer
a4 nsed of the market.

Research and/or development may be contracted-out to
a firm that specializes in only this kind of work,

ERIC

Full Tt Provided by ERIC.
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Rreduct Enginasring

1.

2,

3.

4,

Se

6.

7.

9,

ENGINEERING CONCEPIS

2 3 4 Tct.
TT 1

When standards are established in engineering,
unnecessary duplication and repetition will be
minimized,

The adoption of world-wide and/or nation-wide
standards is important for good production procedures ]

The use of well dcveloped drawings which reflect
standards and specifications ara an imnortant means
of cosmunication,

When simple but adequate drafting praccices are
incorporated, production layout time will be minimal,

When future trends and develorsenta are properly
analyzed and forecast, better engineering production
and products will result,

SRS, N L N AR SRR SN

Before a product can be manufactured, it must be
designed and tested sc that it will serve its function
and meet any required standards.

Value analysis is an important function in product
engineering.

The customer desires and needs are of prime importance
in product engineering.

When several manufactursrs produce the same or
similar items, associations are often formed which
msy have the functior of establishing standerds
for that industry.

10,

11,

Competition is often a factor in the redesign of a
product.

When there 1s close interplay between all departments
concerned in development, design and engineering of .a
new produzt, the result will be a better product in
less time and cost,

12,

“ERlﬁ‘

Full Tt Provided by ERIC.
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When a speciality product is manufactured, the custo-
mer usually will write the specifications and fre-
quantly supply the drawings.
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Plgnt Engineering (Instal, & Main't. only)
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1,

2,

3.

4,

3.

6.
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ENGINEERING CONCEPTS

When long-range planning is utilizad by a company it
will tend to produce a more coordinated effort by all
departments and employeus,

The limitations of a plant govern the type and kinds
of products which can be produced,

When maintenance is neglacted the cost of production
will increase over a period of time,

An efficient plant is engineered for maximum
performance.

The plant Engineering Department is responsible for
continued production by providing and maintaining
adequate facilities for all operations or the company,

The plant maintenance departmsntin addition to the

general preventative maintenance procedures, is also
respt ~ible for repairs, rebuilding, reconditioning,
and replacement gensrally.

7.

TRRANE RS G GRS guamen  deeees  sdkavee

When specizl equipmsut or machines are to be installed
in a plant, consirerable preliminary planning must
take place before the actual operation starts.

G-12
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~Manufacturing Enginssring

PRODUCTION CONCEPTS

T S g

1. Vhen material is processed in quantity, it reduces
machine set~up time,

profitable competition,

3. Vhen making a time study, action must be taken to

pace,

necessary.

will reduce production cost,

methods engineers must be used.

9. Genorally where workers are paid an incentive wage
productivity will increase,

Lo I T ) ——

10, Time studies can provide important information in
estimating production costs.

11. WVork standards determine how fast and/or how hard a

negotiable in contractual terms.

2 3 4 Tot,
2j1 4
2. Education 1u modern methods of pioduction is vital to |
i1} 3 6
offset the psychological cffect of the time study. 1 2
&, When workers establish a uniform pace, more work will
be accomplished than when they work at an intermittent e 4
5. When time and motion-study studies are properly used, '
they work to sdvantage of both workers and management, 116]6] 17
6. In order to produce a quality product, good tooling is 2112l 10
1
7. The most effective use of material handling equipment sl 10
31 4.
8. To establish an incentive program that will benefit
both the company and the worker, time and motion 1 ]
511
2 2
2|1 3
worker amust perform, therefore these standards are of
vital interest tc the labor force and are frequently
1 1

G-13




PRODUCIION CONCEPTS

Quality Control .1 2 3 4 Tot..
W

1. Quality control is an essential part of productiom, 2] 5]513]1

2, When 1n¢¢ht1vo pPrograms are introduced, the quantity

of work tends to increase while quality mgy decrease, | 2 | | 3
3. Recovsry of scrap materials s important to industry |

and public, k| 2] 2 8
&4, Vhen unjustifiable requiremeiits on quality control

are increased, the end cost also increases. 212]2 6
5. Quality control cuts waste toAa predetermined

minimm, 211j111] 5
6. TFlexible specifications will increasc production. 1 1 2

7. When sufficient inspection is carried out in produc-
tion, the total nusber of rcjcctu will be 10war¢$. 1122 5

8. Conccntration of effort on the wmost important areass
of producticn give the most effective results, 111 2

9. The quality control departaent nust check random
samples of raw material to finished product to meet
specifications by management, government, and
standardization agencies, l2]2]1)2 6

10, The quality of work turned out can be no better than’
the quality and precision of the tools and machines
used to process the work, 1j1j1f1] 4

11, If used correctly, a quality control organization
will augment the overall efficiency and profit of
the company. _ -"1sl2l2]13] 10
12, Quality control, effectively used, will maintain
standaxds and insure acceptabla products. 4151110

13. When workers have professional pride and are most
skillful, there is less need for quality control
chacks. 2 11 3

bmwwwmwﬁnwmmwﬂwmw“*nd‘u“u-l—-m

14, The guality of all component parts will be reflected
in the quality of the fimal product. It is necessary
thexrefore to maintsin similar standards and like

quulttt in all compoments. \ 1]3] 4

15. Effective quality comtrol operations will sssist a 1
company in meeting the needs of its customers awd in
saintaining the status and image of the cewpany and
its products. # 411] 3

G-14




PRODUCTION CONCEPTS

Production Planning & Control (Rout.,sched.,exped.,etc,) 1 2 3 4 Tot.

1. When a production process is set up, many factors
such as materials and equipment available, technical
knowledge, stendards and requirements need to be
evaluatad to insure success. z2l1j1]3; 7

2, One of the major functions of the production enginesr-
ing department is to anulyze a proposed job, devise :
a production process and make cost estimates. 2 1] 1] 4

3. Automation is of utmost importance if an industry is
to be competitive. 1 1

4. Excess inventory of production materials reduces
profits. 1 1 2

5. When cooperavion throughout all the departments is
maintained, smooth and efficient production control |
is evidenced, 1 2| 5] 8

6. When the production.operation and processes are not
constant, equipment and personnel must be flexible. 3 1 &

7. When flow charts and/or route sheets are used, the
pattern of production can b« easily recognized, 1 211 4

8. Material handling is done mors efficiently by
mechanized equipment, 1]2 1] 4

9. Material identification is necessary where similar
materials are stocked, 1|1 2

10. The production control department is the organizer
of all production done on the floor and coordinates
the other departments, 21111} 5

11, The use of proper scheduling procedures ig important
to insure good productiorn principles. 2181611 17

WRNNRS  GNEEERS GNP UMM avARe T Ga

12. Determining "lead time" for materials, tcols and
machines for production is a necessary and important
aspect of production planning, 314]2] 9

13. Effective communications thoughout the entire pro~
duction sequence is essential in avoiding errors and

tu ingure performance., | 311]1 | 5
14, Computers are frequently used in production planning
and assembly scheduling, IS 1] 7

G-15
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Production Planning & Control (Rout.,sched.,exped., etc.) 1. 2
|

15. Production planning consists of planning, routing,
scheduling snd dispatching ~aterials aund processes for
optimum production at miniwmum cost.

16. Production forecasts are determined through a coordira-
ted effort of the sales, schaduling and marketing
departments of a company, |
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rlgpt gggout & Design
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PRODUCTION cowms

1.

.Whan the layout and placounnt of equipment in a shop

is carsfully considered, more efficiency and reduced

costs of production are achieved, ko

L] a— --J

Where ccrtain fcatur:: of the plant layout are in
effect, efficient and safe use ot huuan resources
will result,

3.

' necessarily production processes, are important
~ functions to be considered when laying out a plant,

L4 — ——— L IR ]

Packaging, storage, and ingpection, alchough>not

1.2

11
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1.

2,

PRODUCTION CONCEPTS

actu Parts Mf Sub~Assemb., Asgcsmbly)

The employses in a manufacturing dcpart:nnt should b-
flexible enough- to work at umnl jobs.

More effective supervision and nnagucnt can tske
place if the supervisor knows and uses thes capabili-
ties of the men directly under h:l.- Z

3.

\

[ ]

h.

In the actual manufacturing process frequently parts
must be made and sub-assemblies must be performed
before the final assembly can bagin,

S G W — S— w—— o oy oomnl w—
An effective assembly opcrati.on will keep worker
movement to & minimum.

G-18
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MANUFACTURING. - LABOR CONCEPTS

cricvanccq‘

1.
2

3.

4,

A grievance procedure is needad to determine the worth
of a grievance and to allow for individual recognitiom.

Frequently grievances are over seniority, work jurisdic~
tion, and avnrtﬁ-c ptacticot.

GO AR e

When 3r1¢vnaena are settled on tht lounat level pocaibln

it is best for both sides.

The grievance procedure established under union contract
will provide for "airing" of all disputes concerning
labor and management through recognized channnln.‘

3.

6.

Most ;:1¢vanc¢s are nottlnd in cithcr the first or
second stage.

When labor and managemert are unable to rcconcilc their
differencer, a third neutral party is often consulted.
When an issue goes to arbitration, both parties are
bound by the decision of tha arbitrator until the con-
tract expires generally.

G-19
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JAunceaticashic Progians
1'{

2,

3.

MANUFACTURING - LABOR COMCKPTS

Prequently a company will train its own peopla fer
specific skills., This is especislly true when there is
a shortage of labor,

Most all trade or craft unions have apprenticeship pro-
grams that they require newv members to complete before
taking journeyman examinations. Such programs attempt
to control union membership to qualified workers.

An apprenticeship training program often beanefits both
laber and managemert.

Soms ivdustriss nravide time and/or funds for some

employeas to receive specific training or skills in
institutions of higher lesrning rather than develop
interral apprenticuh:lp prograns,

Ry CORERRAR  WGRNES  ANEND  Goni  WANEER S TV GRS NROm MR S




e L : e ol . p—— ]

MANUFACTURING ~ LABOR COMCEPTS

Collective Bgrgajning | 1 2
1. An ssployee of a non-union shop should be aware of

his rights and how to bargain collectively with
management for better wages and working conditions. |2 |3

2. ‘ When the cost-of-living index changes, it will affect
union demands during nagotiations. 1

3. Although a company has no union, its employses are
affected by working conditions in neighboring com-
panies which may or may not be unionized. 3

4. Employees should be sware of all the opportunitics
and bezefits provided by management, 2

5. When unions over-use their privileges and ask for
too much, the result could be decline or obsolescence
of unionisa. 1l

6. Often labor and management regard each nther with
suspicion. 1]2

7. Vhen representatives of the union and management
bargain collsctively the end result is a contract
that will be acceptable to both parties for a
specified period of time, usually 2 to 5 years. 3 14

8. If a company has an open-shop, the non-union workers
will ganerally receive the same benefits as the union
membership. Also, middle management and the exempt
employses also are favorably affected by union
contracts genarally. 311

9. During the early stages of the collective bargaining
process, unions may make "demands" and management
"offers' that they fully recognize will be
unacceptable.

10. Although unions are very powerful, they seldom attemp}
to "run" the company or suggest mejor policy changes
affecting the operation. 1 1

11, Although affiliated with a national union, local
unions usually bargain independently for their own
contract., 1 |

o Ll A N WS AN s At e whs ik wenes B e B wosne B cauve Bisn and

12. Unions have several means by which to bring pressure
upon employees and these include strikes, pickets, boykotlks
and lockouts. 11 1
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MANUFACTURING - LABOR COMCEPTS

ZExplovess Role snd C..igstions

1. An employee has an obligation to himself, manage-
ment, and society to provide a day's work for a

day's pay.

2. When a worker feels he is an important part of
the operation, is well informed, snd that the
management is avare of him as an individual, he
ususlly has fewer complaints and finds a greater

amount of satisfaction in his job. 3i1 4
3. The smployee should be aware of the effects of |
automation and how it concerns him. 311 4
4, Tmployees should constantly maintain the standards
of manufacturing set by the company. 2 2
5. Hhc{m good industrial psychology practices are used|
better worker production is maintained. 1 1
!
6-22
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MARUFACTURING — LADOR COMCEPTS

_Organized Labor - Need, Value

1.
24

3.
&,

5,

6.

7.

8.
9.
10.
12.

13,

ARG BB SWNNINS - IINSL. . R SRES o

14,

15,

" The American public has mixed emotions about

1 2
‘Whan workers becowe organized (union or othsrwise) I 2' 1 s
2

they can maintain strength in voicing their views.

The role of worker representation tends toward
job security.

Present day Americcn unions are very powerful,

Workers on iatoubly lines and in mass production
are often dependent upon one another.

Ewployecs in a union shtp should uvnderstand the

undon organization on locnl, state, and national
levels to be more effective in union-management

relations.

A union organization frequently crosses occupa-
tional lines to provide reprasentation for small
groups of non-related workers.

unions.

The union provides an effective means of communi-
cation betwsen labor and management in modern
industry.

Unions have affected our standard of living.

Because of lack ol member interest, unions some-
times become autocratic rather than democratic.

The relationship betwsen worker and employes can
be greatly affected by the presence of a uniom.

Industries that are not organised frequantly try
to keep from becoming organized by satisfying
their workers.

When several unions ban together, their strength
of bargaining increases.

The union membership potential in blue collar
wvorkers is decrsasing while the potential in white
collar workers is increasing. If the unious expec
to grow, therefore, it will have to be in the whit
collar ranks.

Generally accepted poor working conditions such as
poor job security, working conditions, bad communi-
cations,; etc. will often lead to organixation of

12

the workers into a union.

G-23
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Arsapnisad laber - Need, Valva

16. There are distinct differences betwsen craft and
industrial- unions.

17. The craft union is a source of skilled labor for t
contractors,

18. There is much government control of both unions and
management to insure fair practices by both, l1l4]1 6

19. The major problems facing unions today are automat
— and difficuity in organicing tne white collar uorh::E;
20, S8trikes, which are usually the last resor:, are
usually very costly to both the company and labor
and often the consumer, and this is the 1ntcnt
generally, « : 511 6

2l. Ths larger and more powerful unions tend to set
precedents for smaller and independent unions. z 2

22. Poor publicity of the actions of soms labor leaders
has not belped the public opinion regarding unions !
in general. 1]13] 4

23, [Enlightened management tends to breed good manage-
ment-laboxr relations and there is no substitute for
this. There must be an understanding of labor and
its problems. Management camnot just isolate and
tolerate, » 3 3

P R P

24, Labor unions often support favored political
candidates. 2 2

25. The organizing of a company by a union is a difficult
task and requires that an established procedure be
followed under the jurisdiction of the N.L.R.B,. 1 1

26, PYolicies, procedures, aund officials of a union are
genarally open to a vote of the membership of the

union. 2 2
M—m””mmmmwmmmm“mmm“mmwmmmn—ﬂu
27. Tha National unions provide locals with services i

and assistance including technical assistance,
financial assistance during strikes and drives, and
education and guidance. 11 1
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Pinancial Planning & Budgeting —

1.

2.

3.

L I W ERERS AR AT GEDENE  WALNE SR SR

Companies must prepare financial planning statementsj
several months, and in some cases years, in advance,

3.

6.

7.

8.

L I R ———

A company wmay obtain capital needed for estsblish-
ment or expansion by borrowing or selling part of

9.

10.

11.

12,

13.

FINANCIAL CONTROL CONCEPTS

bscomes a useful operating plan,

A company's surplus funds lhoald ba invested where

they will produce the greatest rasturn for the

stockholders.

When an individual plans to invest in a company or
project, all factorc which will affect the company

should be investigated carefully.

When an industry's annual report is properly

(informatively) prepared, the stockholders can

determine how much their investment is worth and

how strong the company is,

Economic controls on small privately owned busizassep

Are not as great or extensive as for larger

companies.

When competition is strongest, the financial plannink
of the company will be most extensive and effective,

There must be sufficient capital to organize a
business, to provide the necessary buildings,

machines, and equipment to buy the raw materials

and to meet payroll requirements.

the ownership of the company,

When a company does not wish to take an order for
any reason it will frequently bid "very high" to

discourage the customer,

If a company does not realize a profit from its
operation it is still obligated to its creditors

and to sources of borrowed funds.

Thare are many sources of capital for the established

company including stocks and bonds.

The controller has an important role in control of
profits through correction and advisemsnt based on
facts from all phases of a company and sound

experisnce.

G-25
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When a budget is figured as close as possible, it
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FINANCIAL CONTROL CONCEFIS

Iisgacisl Plgnning & Budgeting
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[

15. A company may grow in many ways including internal
expansion, acquisitions or by being acquired.

16, Monies earned by a company are usually distributed i
two ways; dividends to stockholders and reinvestment
of profits into the company. There must be a bal~-
anced distribution that will reflect the goals of the

stockholders.

17, Very little hard cash changes hands in today's busi-
nssa world. Most transactions are a matter of
checks, creadit, debits, invoicing and balanciug.

”w“*“m”wmnw‘””“-
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14, Yorscusting is the attempt to scientifically deter-
mine the needs of a company in the future such as:

production volume, new space requirements, employee
level, smount of necessary regearch and development.
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General Accmuntin;v

FINANCIAL CONTROL CONCEPTS

Tot.

1.

2,

" o

When a system of checks and balances is utilized,
mistakes in accounting will not multiply them~
selves,

It is good business practice and often a require-
ment of the law to keep zll business recnrds on
file for a period of time for tax purposes and
genaral protection of the concern,

L M SRR AN GRS e

3.

A company will run most successfully and profitably
if good accounting procesdures are practiced,

4,

An internal auditing department will provide
additional controls and checks on the operation of

G-27




- Cost_Accounting

1.

2,

3.

4,

Se

7.
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8.

9,

10,

11,

12,

LR A L] .

FIRANCIAL CORTROL CONCEPTS

Cost; analysis and accounting is an important factor
in the successful management of a business.

When the cost of articles produced is figured care-
fully, ic is easier for a cowmpany to mske a reason-
able profit,

When accurate cost records are kept, a similar item
or job can ba evaluated from these records.

When a bill of materials is used, simple but proper
coat accounting principles can be used.

The largest share of the consumer cost of a product
results from materials and labor and the smallest
share is for pvofit.

When careful studiez and analyses are made of
opexating, labor, and material coats, fairly
accurate prices can be assigned to products,

Overnesd costs sre often not understood or obvious
to the public but are vital and must be determined
in costing products,

The various costs of production will vary percentage
vise with different companies.

When a company's product line .:romas more diversi-
fied, its cost control function becomes more
complicated,

Before a product is to be manufactured it is
necassary to establish the number of units which
must be sold as the "break-even" point,

Ovarhaad costs are continual and must be considered
in pricing, budgeting and conirolling. They include
rent, maintenance,.heat, light, taxes and certain
salaries.

Direct costs are considered to be any expense which

is directly applicable to the product,

G~-28
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. FINANCIAL CONTROL CONCEPTS

| 1. ﬂhcn ths inveantory control department is tffcctivcl ’ '
a balance betwsen inventory and production can be '

maintained. 3] 3j10

2. Excesgive inventory of parts or completed productt

can affect the profit of a company., - 1211 3

'Ul
»n
=

3. Industries affected by seasonal markets may have -
difficulty in maintaining a balanced inventory. 1 11

4. Most companies take a completejphysical inventory
at least annually to check on material use and
production inventory and otherwise assist in

financial planniag.

S. Often a continuous or "runzing" inventory will
prove to be more effective and accurate thnn a
pcriodic inventory.

|
I =
N

l -
e

G-29

ER&§~Wreﬂww,w,. e R S

e ettt et s < U ’ . RV ,‘ ——— R




_ERIC

Aruitoxt provided by Eic:

upshasing. e N

1.

2.

3.

b,

3.

6.
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7.

9.

L R RE R I I

10.

11.

12,

*'When the object is to produce quality goods, pro-

FINANCIAL CONTROL COMCEPTS

When the purchasing department is able to obtain |
the bast materials at the lowest price, production
costs are reduced. '

duction and quality problems can often be elim-
inated by purchasing quality raw materials.

Expediting, done by purchasing, is necessary to
ingurs a continuous flow of materials for
production.

Competitive bidding for vendor parts allows the
company to obtain lower prices and control the
material quality.

The use of a purchase order gives protective
controls and will insure efficiency.

Prompt payment of bills will often result in a
discount.

Parts ordered in large quantities will result in
a cost reduction, generally, over the same parts
ordered in similar quantities.

A company's bargaining power, when purchasing
supplies, may be greatly affected by its geo-
graphical location,

Accurate and adequate load time requirements are
needed by the purchasing department,

Although companies usually purchase from estab-

lished sourcss, new sources are constantly being
investigated as potential suppliers of new needs
and better quality or costs of existing needs.

Frequently a company will divide its source of
supply of purchased parts and/or raw materials
to protect itself,

Standardization of piece parts can, for several

-

|

| ™

products, be a valuable economic factor.
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FIMANCIAL CONTROL CONCEPTS

_Pata Processing - —
1. VWhan data processing is used, it will increase
industry's efficiency and productivity. 6

2, When data processing is used, it usually does not
. reduce the total work force employed in any given

company. 2

G-31
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FINANCIAL CONTROL COMCEPTS

LA i T QR ——"

Crgg;p~
1.
2,
3.

When a company is seeking credit, it is necessary
to have 2 good credit rating in order to have
credit extended.

A company must have good credit relationships
with their dealers and wholesalers.

Time is money in the business world and this is a2
important factor in the collection of outstanding
noney.

i L ]
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MARKETING CONCEPTS

Product, Service and Customer Service

1.

2R

Many companies find it more profitable to pur-
chase product service than to provide the

sexvice themsalves.

Custome: service is nry inportnnt:.

3.

&,

5.

6.

Jallis  evaed - NG RN GRS S SRR

Customer service can providc important feadback fo:‘ F

product improvement,

Product service iz often a deciding factor when
a customer makes a purchase,

The cost of product service to be covered by a
guarantee or warrantes is built into the purchase
price.

A function of customer service is to assist the

customer with his problams ard nudc.

G-33
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Zackasing
1. Mazy and varied packaging and container techniques

2.

3.

L

MANKETING COMCEPFTS

have been designed to protect the product in

| transit.

Packaging specifications are often specified by the

consumer.

Kffactive packaging design will make the product
more attractive and saleable,

&,

W cidie  NBEINE DS | NN

Packaging in some form always exists batween the
producer and user and this function must be care-
fully designed, researched, planned, and undergo
cost estimates,
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1.

2.

3.
h.

3.

6.

e .

Making a product more available to consumer may
1ncr¢;:c ssles. (The reverse is sometimes also
true.

Internal training better prepares salesmen for
specific markets.

Sales psychology is often effectively used.

Men, Mail and Magazines are some of the factors
nesded to ensure an adequate sales promotion

program.

It is important that the sales force and alil
others representing a company or product present
& good image to the consumer.

A salesman should know his competitors products as
well as his own,

7,

mmw**mn- —_—— L I

9.

10.

11,

A product should not be "s0ld" unless it can be
delivered.

A company that operates on a national basis will
organize its sales staff to cover this large
geographical area.

Often company salesmen are usnd in high volume
areas while manufacturers reprasentetives are used
in low volume areas.

An effective salesman will communicate helpful
information to both his company and the consumer.

Sales forecasts can be very effective to a company

if the data is valid and properly analyzed,
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1.

2.

3.

&,

3.

MARKETING COMCEPTS

When an industry enters the export markat it
greatly increases the growth potential and risk
invoived.

Many factors affsct the choice of distribution
channels for a product.

There are numarous channels for product distri-
bution and many factors must be considered bcforc
a channel is chosen.

When a company furnishes a wide varisty of producty
in the same field, distributors are ercouraged to
handle all products of the company.

Scientific routing is important to save time and
‘reduce production costs.

7.

8.

Cccasionally parts may be shipped to a regional
- fabrication center for economic and service

reasons,

Many companies keep an inventory of completed pro-
ducts in stock at manufacturing facility and
frequaently at regional distribution centers for
immediate shipment to the consumer

Distribution is an organizational not a physical
function,

Over-production may require undesirable storage
bnfott distribution.

10.

11.

12,

13,

wl~~““ L WD RS R S el
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It is not necessary for a company to have an
elaborate system of channels to provide adequata
distribution of its products,

Effective distribution will be through channels
that are as direct and economical as possible.

Many companies who produce for international
markets will establish international distribution.

In some cases a wholesaler will act as a retsiler
which could add to the selling power and profits
of a company.
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MARKETING COMCEPTS

AMdvertising - Prowotion

l. Advertising must be altered to appeal to
different groups.

2. VWhen advertising material reaches the buyer with
good impact, a greater sales volume will result.

3. [Effective advertising progrexs are developed
from market research.

4. Main purpose of advertising is to pave the way forj
someons to make sales. 3[2)l4f 2| 11

5. Advertising agency plays an important role in
corporation development, 41113 8

6. Many companies find it more profitable to purchase
advertising services than to provide this service

themselves, 1j2)32] 8
7. Packaging can serve many purposes including adver-

tising. 8l 3|3 14
8. Advertising on a container may affect pilferage. 1 1

9. Effective advertising will convince the consumer
that the product or service being advertised will
best serve his needs. 3141313113

10. Ethical policies should be practiced in
advertising. . _ 111 2
11. A company may use different ad@artiuing media
depending on the market it expects to reach, 31311} 7

12, Effective ad ertising can be considered an invest-
ment not an expense, 11 12] 4

13. In a small company the sales staff frequently also
coordinate promotion--advertising, customer ser-
vices, distribution, etc,

14. Marketing techniques will vary with the product.
This is especially true with consumer products as
opposed to industrial goods. 311} 4

-
-

15. Psychology often plays a major role in marketing
products. 2 2

16. A promotion is an all-out effort to introduce a ncjn'
product, increase sales, or enlarge the distributi
in an existing territory or new geographical area.

LA L PN L B B R
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Advertising - Promotion

MARKETING COXNCEPTS

17,

18,

Publicity is a form of free advertising but must be
newsworthy to be offered to the public by a news media.

An advertising agency will frequently evaluate the
effectivensss of a new campaign or promotional and
make this information available to its clieat.

G-38
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MARKETING CONCEPTS

Markat Rasearch 2 3 4 Tot.

1. A manufacturer must identify his market and its ‘

need before he can adequately serve the merket

. through his product and/or service. &1 Al111 &1 29
2. The marketing research specialist has a great

effect on what products will be produced today,

regardless of the apparent need, 1] 2] 1] 4
3. A major function of urk;t analysis is to determing

the potential demand or need of a product and its

profit potential, s|4] 9
&, A function of market research is to determine the

attitude of the consumer to the company and its

products., 3|1} 4
5. Industrial and consumer goods are produced in

relation to the needs or demands of .consumers

based on market rescarch. 5] 5
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APPENDIX H ' fi

TEST - UNDERSTANDING INDUSTRY




CONSTRUCTION OF TEST ITEMS

You have been given a total of 18 blank test question cards which will be
used to construct test items during the study of the six areas of the field study.
Each week, after you have finalized your concepts, it is suggested that you write
your questions on the basis of the concept. You should keep the questions as
relative to the congept as possible and try to avoid asking questions of simple
fact. Three (3) questions are to be turned in each week when you turn in your
field manual work for review and evaluation. If you desire a copy of your test
questions, make the copy before you turn in the card since the cards will not be
returned to you. Be sure to indicate the correct answer (*) and source of the
‘question on each card. Your name should be placed on the back of each question
card. Examples follow: |

CONCEPT
In the development of a new product, many steps are followed before the
product is ready for the customer to purchase.

UESTION

' SOURCE OF
QUESTION
Book

QUESTION

Which of the following is NOT usually considered
Page , a2 step in the development of a new product?
' A. production '

Lecture

B. market analysis
C. idea screening
Demo : D. cost analysis
| * E. plant maintenance

NUMBER IN}j NUMBER WHO DISTRACTORS
CLASS MISSED ATBJCT DTE

LEVEL OF
DIFFICULTY

IDISCRIMINA- |
IION -

"ONCEPT '

When an increased number of controls and checks are placed on a new product
development, the final result will be reduced development costs.

QUESTION
e final result of increasing the number of controls and checks placed on a
new product development is usually

A. better design -

* B. lower development costs
C. more freedom in design

« Ii. higher overhead costs

E. 1less confusion in development stage

H-1
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UNDERSTANDING CONCEPTS OF INDUSTRY

DIRSCTED FIELD STUDY
IN INDUSTEY

STATE UNIVERSITY COLLEGE
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(Please do not make any marks on this Test Booklet)
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‘the appropriate space on the answer shest. Only one response is correct for each

question. If you duirn to change a response, completely eress the inoorrect

response and then proceed to mark your correction in the appropriate space.

1. A cost reduetioh progrem would be initiated in a company to:
A. reduce the quality of goods produced.
B. eliminate union security.
C. determine overhead rates.
D. improve its ocompetitive position.

2. A segment of marketing research is:
A, cost analysis.
B. wmotivational research.
G, cash flow.
D. antlicipation of surplus output.

3. Yellow dog contracts were outlawed by the:
A. National Industrial Recovery Act.
B. Wagner Act.
D. Norris - LaGuardia Act.

k. In selling structurel steel, a company would do best to advertises
A. in Life magasine.
B, in a trade journal.
C. on television in the late evening.
D. on bill boardas.

5. The overhead expenses of a production system may be considered as:
A. direct oosts.
B, indirect costs.
C. maintenance bills.

6. The union representative first involvad with a monnco during the
grievance procedure is the:
A. shop steward.
B. foreman,
C. business agent.
D. committeeman.

7. A Job not delegated to a controllership iss
A, evaluating.
B. oconsulting.
C. provision of capital.

D. reporting.

8. In order to purcaase wisely, the consumer shoulds
A. "quiz" the salesclerk.
B. shop around and compare carefully.
C. base his selection solely on price.
D. look first fur the little "extras" included with the product.




9.

10,

.

12.

13.

k.

15.

16.

B R T g L I e L B

Tooling used for the varieus physical operations in a plant showld:
A. be the best availahle to insure long life.
B. be salected acoarding to the Job they are to perform.
C. be stored in a wamm dry place.
D. have only the best qualified men use and work on them.

ﬂh:l.ch?of the follcwing ia the most common diatribution chaxnel. for consumer
A, from manmufacturer directly to consmr?
B. from manmufacturer to company to consumer?
C. from manufacturer to wholesalor to retailer o consumer?
D. Irom producer to jobber to consumer? -

The actual cost of the production of a product is known as the:
A, direct cost.
B, indirect cost.
C. productive cost.
D. labor rate.

Qu:l:l.ty Control is important to Industries becauses
A. 1t keeps industry from over-producing.
B. it enables the industry to maintain a certain quality standard,
C. it keeps cost down. .
D. it helps maintain production rates.

The term that best descritss cost accounting® iss
A. cash flow.
B. financial control tool.
C. budg‘ting 8. pric”.
D. all of the above.

Time and motion studies and the MTM system is most closely related to what
department?

A, Industrial erzineering.

B. industrial relations.

C. production. ,

D. quality control.

I? an individual wishes to start a business and 1s unable to obtain funds
from some private source, he may obtain federal aid from:

A, the Chamber of Commerce.

B. the Bestter Business Bureau.

C. “the Independent Businessmens'! Association.

D. the Small Business Administration.

Product service and advorbiuing are part ofs
A. cost control,
B. marketing.
C. distribution.
D. production plamning.




17.

18.

19.

20.

21,

22,

2.

2k,

3

The most ;c'“““‘iml method for a mamufacturser to protect himself from materials
shortage is:
A. to purchase extra large amount of materials and stors them at added
expense.
B. %0 have an inventory control system.
C. to reduce the amount of scrap material,
D. to pay premium prices for materials when they are needed, thmbv
reducing storage costs.

A recent inmmovation in scheduling now used Ly many companioes is the use of:
A. long range forecasting.
B. monthly schedules.
C. running inventories.

D. data processing equipment.

Manufacturer representatives are:
A. consumers.
B, salesmen.
C. purchasers.

D. buyers.

One of the features of a bond is that it:
A. has low risk involved.
B. will have increased buying power on return of investment.
C. give bearsr a vote in the corporstion.

Which of the following lmt effects the "lead time" required for an order?
A, +he general state of the economy.
B. the customer's willingness to pay.
C. the size of the customer's requested order.
D. the urgency of the customer's order.

Ammual Reports largely report thes
A. status of the market.

B. position of the stock market.
C. busineas summary.
D. financlal status of tho company.

Oir.u of the most effective methods of advertising today for consumer prodvcts
s

A. radioe.

B, newspaper.

C. magazines.

D. television.

Of the fglllovinc, the Job that would nqt fall under the heuding of quality
control iss

A, write inapection procedures.

B. plan inspection gages and tools.

C. schednle produstion.

e ————




27.

28.

30.

31,

32.

WVhat weuld De the best scurce of monsy for a men considering opeming a small
aaa‘afactnring business requiring $20,000.007
A, privite savings.
B." use of a bank loan or mortgage.
C. incorporation and sale of stock.
D. sale of bonds. .

Research is necessary for continually updating advances in:
A. new materials.
B. new processes.
C. need for new products.
D. all the above.

The section or department of the plant which is concerned with the control
of work-in-process is:

A. Purchasing.

B. Production Planning and Control.

C. IEngineering.

D. Research and Development.

The anmusl report is:
A. a report that management gives to the workers of the oompany.
B. a report that the company makes to the stock holders gliving them the
financial condition of the ¢
C. a departmental report of the lmmal productions at the department.
D. all of the above.

A 1ud:l.n¢ psychological factor used in consumer advertising iss
sex.
B. wealth,
C. emotlonal.
D. security.

Which department will be primarily responsible for the way in which the product
is manufactured and assembled?

A, Maintenance Engineering.

B. Process Engineering.

C. Product Engineering.

D. Industrial Engineering.

Market forecasts are:
A. long in sccuxulating unncessary Iinformation.
B. sometimes inaccurate.
C. over productive.
D. exact.

A company uses an advertising agency for the purpose of:
A. saving tremendous amount of money.
B. gaining access to markets.
C. doing most of the advertising details and distribution of material.
D. gaining a tax deduction.




33.

3k.

35.

36.

37.

38.

39,

Lo,

The forecast of preduction achedules is based upons
A. amount of woney available for future production.
B. past sales records and predictions for the future,
C. willingness of the engineering and quality control departments
t0o maintain production standards.
D. the amount of scrap material left over from last months produstion.

Cost accounting is the maintaining of foml records and coordinating
information so:

A. an audit won't be necessary.

B. management can make informed decisions.

C. changes won't be necessary in the budget.

D. overhead costs will be partially known.

Those workers who are paid accerding to the number of pieces preduced ars
the:

A. non-exempt.
B. exempt.
C. incentive.

D. nunion members.

Items taken into consideration in the development of a new product are:
A. costs, consumer surveys, and plant facilitles.
B. dependent only on what tlepresident of the company says.
C. strictly trial and error.
D. subject to the competition'!s approval.

An attempt to scientifically determine the needs of & company in the future
is known as:

A, formal impressions of marketable limits,

B. forecasting.

C. indirect material costs.

D. ressarch and development.

One role of plant engineering in industry is to:
A. design new products.
B. set up controls for the maintenance of quality limits.
C. assign projects to memhers of research and development.
D. insure comtinued production after the mamufacturing facilitiss are
designed and laid out.

A union whose membership is composed of people of one trads or callings
such as electriclans, lis called:

A. an industrial union.

B, a guild.

C. & oraft union,

D. & closed shop.

E. a combination union.

lquit-y capital is that money put into & business by:
A. borrowing from an outside source.
B. an equal amount of competitors.

C. expansion
D, the owners of the business.




1.

Lé.

u7.

L8.

W¥hich of the following types of rescarch is most generslly carried om by
industry? ,
Ai &pplied. Co
B. .
C. operations.
D. personnel.

!l.'ho‘ﬁml step in a grievance procedure is:

. #trike.
B. meeting of union president and persomnel director.
C. meeting of shop steward and union preeident.
D. arbitration,

Cost estimates on development of new products are important because:
A. they reveal whether or not a profit can be made.

B. the company may not have enough money.
C. the comparny must obtain the approval of the stockholders.

Customer service is:
A. a dellvery service used by some companies.
B, & service to customers that is used to promote future business.

C. a place where goods can be exchanged.
D. giving sway gifts to customers.

Scheduling is a function of thes
A, production department.
B. production control department.
C. quality sontyol department.
D, industrial engineering department.

A company marketing a new product should:
A. produce it until demand for it ceases.
B. produce the product for a set length of time then stop production.
C. institute changes from time to time so that the customer will bave
to buy the latest model to replace the 0ld one.
D. look into probable changes in product vsage and customer demands
and change the product as needed.

Which of the following shows the financial statue of the company at one
instant of times

A. balance sheet?

B. prefit and loss statement? :

C. mamufacturing cost statement? )

D. cost sheet? |

The type of inspection that usually catches below quality parts at their
place of origin is known as:

A. sasembly inspection.

B. quality inspection.

C. in<line-inspection.

D. centralized inspection.

Y
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50.

51.

52.

53.

5L,

55.

56.

The baslis of union power is:
A, striks.
B, walkout,
C. collective bargaining.
D. grievance.

The many reviews, shecks, and evaluations that ars always a part of product
development are important because theys
A. allow the company to employ many workers.
B. allow management to arrive at product worth decisions intelligently.
C. allow the company to have many committees, which are status symbols
in industry. . ,

Generally speaking, research is divided into two main categories, which are:
A. iwpure and pure,
B. exparimental and applied.
C. pure and applied.
D. sinple axd complex.

One of the following is not a current union problem:
A, automatiorn,
B. Iintegration.
C. organisation of blue collar workers.
D, organisation of white collar workers.

In today's complex industry, the purchasing power of an employee'!s earnings
is referred to as his: .

A. monetary wage.

B. “1‘1"'0

C. real wage.

D. amual improvement wage.

The process of adding new products to a line or adding more varieties and
sises of products ls known as:

A. wstandardisation.

B, simplification.

C. diversification.

D. wmodernisstion.

To determine who and where the customer is; what he needs,
where and how he will buy; and how much he wlll pay is the
A, ssles,
B. marketing research.
C. product plaming.
D. advertising,

Jdince man hours are important to production, industry uses programs to keep
the loss of manhours to & minimum, and such a program is in the area of:

A. personnel.

B. safety.

C. production control.

D, 1research and development.

and will buys
ion ofs
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57.

58.

59.

61.

62.

63.

A patent is:
A, always an advantage to a company.
B. always a disadvantage to a company.
C. an item that could be both an advantage and a disadvantage to a company.
D. & form of organisation in a comparny.

Before the merger of the A.F.ofL. and C.I.0., in 1955, the A.F.of L. was
priurily made up ofs
trade unions.
B. industrial unions.
C. craft unions.
D. United Auto Workers union.

¥hen industry speaks of communicatlions, they mean:
A. telephone ard telegraph.
B. exchange of information between personnsl or deparimemts.
C. letters.
D. television.

One pressure unions can bring to bear upon the employer is
uplo;ror's product or using his services. This is known as
A. lockout.
B. dervice avoidance.

C. bO,YC\'J‘b‘bo
D. purchase strike.

Which of the following is not considered a fringe benefit:
A. vacations,
B, recreation programs.
C. incentive pay.
D. hospitalisation.

An open shop means that:
A, employees work long hours,
B. contracts are open to discusslion.
C. employees may be union or non-union.
D. outl:m. sollciting is allowed.

Most major companies have rather extensive fringe benefit programs for
thelr omployees because they ares

A. able to use these programs for tex deduction purposes.

B. able to offer reduced salaries due to these programs.

C. able to attract and retain employees through these programs.

D. forced to do so by federal and local regulations.

When a union is attempting to organisze a company, a company vote 1ls held
under the supervision ofs

A. the Better Business Bureau.

B. the Interstate Commerce Commission.

C. the organising union.

D. +the National Association of Manufacturers.

E. the N.L.R.B. (National Labor Relations Board)

in not buying the
a




67.

69.

70.

.

A production schedule is used tos
A, facilitate the smooth flow of parts and raw materials to enable
maximom production.
B. show how a product is produced (used mostly as a demcnstratiomn).
C. lot the worker kmow how much work tlsplant has under production.
D. all of the above.

Thcimt common type of loan used to finance a company iss
[ ] mm.

B. common stock.

C. preferred stock.

When looking for a job, employers are usually moat impressed by:
A. a atrong record of past accomplishment.

B. an attitude that you really want to get sommwhere.
C. you have had many different Jobs with companies making the zame

product as the company you are applying to.
D. the fact that you might be able to help the company somehow.

Specifications are usually designated tos
A, prmid. ninlmm cost.
B. provide maximum quality.
C. insure wniform quality between several bldders.

Benefits that the employee receives other than hls real wage are known ass
A. extra benefits.
B, employee bsnefits.
C. Iringe benefits.
D. earned benefits.

In order to determine if a product will stand up under customer usage a
eonpan.y should:
produce the product and ses what the customers can do to 1t.
B. reduce the chances of fallure by bullding the product stronger
than is necessary.
C. test the product under actual or near actual conditions of usage and
bulld in as much strength as necessary.
D. sell the product only to those people who will use it carefully.

Companies may stockpile "reserves" or "banks" of raw materials and sub-
assembly component parts tos

A. raise the price of lts products.

B. corner the market.

C. prepare for expected shortages of materials.

D. force competitors to gv out of business,
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72. A grievance between a company and a union over a contract interpretation or
an action taken against a certain employee is:
A. & complaint,
B. & respected statute.
C. an inadvertence of law.
D. an official disagreement.

73. The function of routing in production comtrol detexrmines:
A, the total time to perform the mamufacturing operation.
B. where each operation is to be performed.
C. when an opsration is to be performed.
D. future trends in mamufacturing requirements.

Th. The employes actually receives more than his gross pay but he doesn't actually
see this money since it iss
A, deducted for state income tax.
A, part of medicare.
C. in the form of fringe benefits.
D. taken out for soc’». sscurity.

™. Uniforn:l.ty and standardization of a product is controlled bys
A, production planning.

76. Which of the following is most directly involved with standards and tolerances:
A. machinist on the line.
B, foremsn on the line.

C. design engineer.
D. salesman,

77. Goods which are produced at a predetermined rate and move from operation to
operation without controlled storage at any point in the process are classified
ass

A, Job lot manufactured produ.ts.

B. Intermittent mamufactured products.
C. continuous manufactured goods.

D. custom or special made products.

78. Of the types of capital a company can get from either an individusl or an
institution, which of the following has the greatest risk te the principals
A. bank loan?
B. bonds?
C. preferred stock?
D. comxon stock?

79. Products are designed to meet standard codes becauss they will bes

*

cheaper.
B. more attractive.
C. safer,
D. oasier to test.




80,

82.

BBQ

87.

81.
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The two general classifications of stock are:
A. common and preferred.
B. preferred and treasury.
C. treasury and common.

The organisation that supervises the organizing of a company is thes

A, NLRB,
B. AFL-CIO,
C. UAW,

The determination of optimum inventory levels and procedures ror thd.r
review and adjus is usually assoclated with:

C. inventory mshagement.
D. cost control.

The best way to anticipate demand for new products is tos:
A. wait for people to demand the product, then produce it.
B. investigate :market potential for a new product. ,
C. produce a new product and hope it will sell.
D. mt until your competitor markets a new product and then follow
lead,

The use of a budget in a company may determine:

A, vwhere the money will go.

B. . where -the money went.

C. how the stock was sold.

D. the net worbh of the company.

The terms 1ud-1:r.g and econometrics are assoclated wi.thz
A. production.
B. forecasting.
CG ‘dvartiﬂing

The standardiuuon of parts J.owls mm %03
A. easier and cheaper production.
B. goverment laws, 2
Ce murs ceaplication of design proeodurn

Strangoly enough, unians do not represent the brulk of U.S. workers.
Ornniud laber represents shomt:
A. 1/2 of ths total labor force.
B. 1/3 of the total labor force.
C. 1/4 of the batal lsbor force.
D. -1/8 of the hetal laber force.

Product testing is done because this is ono method the ocompany has available
to tell them how & product will:

A, sell.

B. c“ti

C. perforn.
D. look.




89.

9.

92,

93.
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In order to get a good even flow of parts for final assembly om out to the
customer, which of these is needed:

A, clean floors.

B. scheduling.

C. maintenance.

D. quality control.

The principle interest of almost every corporation is to:
A. support employees.
B. make a profit.
C. help the war effort.
D. make its employees happy.

The grievance procedure iass
A. time off from work.
B. a method of solving a problem.
C. a way of keeping men working.
D. a time study system.

Flant Engineering is mostly associsted with which of ths following
activities:
A, design.
"B. testing.
C. maintenance.
D. tooling.

Most large mamufacturing organisations are owned by which of the following
forms of ownership:

A. individual proprietorship.

B. general partnership.

C. cooperative, :

D. corporation.

Union membership is a mesas of:
A. gaining all the things you as a worker think you deservs.
B. securing a voice through numbers and organizaticn to cff.utivdy
bargain with an employer.
C. companies getting the most work tro- oach employee.
D. taking the individual approach awxy from the ewployee and placing
the settling of problems in the hands of many people.

The staff relationship that exists between the Personnel Department and other
departments is fcr the following reason. The Persomnel Dmrla-nts

A. has the last say in filling a positien.

B. determines what type of person should fill a purt:!.oulo.r Job,

c. r‘ndorsanrvicctoothordcpartuntlinloromcmmm

D. sets standards ~f work excellence.




97.

98.

99.

100.

NOTE:
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When a difference of opinion exists between labor and management, the normal
course of events would be:
A. for the worker to complain to the shop steward, who could call a
strike.
B. for the worker to complain to the shop foreman, who could call a
strike.
C. for the worker to submit a grievance form to his shop ateward.
D. for the worker to use the "Open Door" to see the President of the

company.

The reason that most industries have a medical center with a nurse or doctor
on duty is:

A. to perform zome minor surgery.

B. to treat minor injuries.

C. to impress visitors going through the plant.

D. to give physical examinations to prospective employees.

The law which established the first national policy of protecting the right
cf workers to organize and elect their representatives for collective
bargaining was:

‘.o Dl'iﬂ-B&con Act, 1931 .

B. National Labor Relations (Wagner) Act, 1935.

C. Sherman Antitrust Act, 1890.

D. Taft-Hartley (Labor Management Relations Act), 1947.

The cystem used to determine promotions of employees, based on their
performance and ability is known as:

A. automatic raise.

B. wmerit rating.

G. earned promotion.

D. incentive.

When laying out machinery for a new plant, which one of the following
criterion would receive most attention:
A. placement of machines according to the amount of time they will be
used?
B. placement of the machines according to the complexity of the
operations they will perform?
C. placement of the machines according to the process that vwill be used
to fabricate the parts to be made?
D. placement of the machines according to the power requirements needed
to operate theam.

This test is specifically designed for evaluating activity in the

Directed Field Study and may not be appropriate for use in any other

course or level. It is suggested that revision of test items and selection
of appropriate questions be done before using this test for high scheol or
Junior high school evsluation.
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APPENDIX 1

EXAMPLES OF
CURRICULUM RESOURCE UNITS
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AREA3 Esonemics, Organization, and Management
CATEGORY: Yerms of Owmership
CONCEPTIUAL Owmership is a legal term pertaining to business structures

woaning
~ STATEMENT: pessessien ¢f the assets of the entarprise, the pewer te deteraine
the pelicies of operation, and the right te receive and dispese of the

precesds.
i ——— . ris———
I. SUB CONCEPTS | II, LESSON TOPICS
‘ A. Selestien of thl type of A, Factors ocensidered in selec-
ewnership must be based on ting & form ef cwaership
veund evalusiion of the Majer Ownsrghip Forms:
needs, ebjectives, and goals B. Sele Prepristership
of that partioulsr busimess. * G, Gemersl Partmership
3. No ene form of ownership has D. Corperation
yot been devised that is E. Ce-operative

" equally satisfastery for all
kinds of enterprises.

C. The variety of Zorms of busi-
ness ownership availasble
tedsy is ens reflection of
ths cemplexity ef busimess
activity in the medera world.

Q




I1I.

ACTIVITIES

A. In a mass predustisa unis.
the -M should deter-
mine the form of owmership
that will best meet their
needs.

B. Analyse the gemsral forme
of mnpyuthin your
commnity and evaluate
their effectiveness.

C. Create the erganisatisn
(form of ewnership) for a
suggrsted mass production
product for a new industxy
in your comsmity.

D. Create a contest situation
‘whare Seens of studouis
choese the proper form of
ownersidp for a givem set

Lof stated faciers.

E. Study and malyse the form
of organisation of the
school systom yeu are in,

1.2

Iv.

RESOURCES

A. Bosks |
1. Hondersem and Haas, Indus-

trial Orgemisation aad
Nanagement Fundsmentals.

2, Hastings, Fundsmemwbals of
Jusiness Bxberprise.

3. Cauley, Our Bsemony.

k. Aurine and others, Mamu-

fagtariag Ovgenisation and
Nepegement.
B. Fllwe

i+ "hat Is & Cerporation®

2. "Nr, Vebster Takes Stock"

3. "Modern Corperatiom, IV

L. "Modern oixpomuu, IIN

C. Others

1. "Industrial Organisation
and Employees®. N.A.M,
series.




' I. XXPAWSION OF SUB COMCEPTS:

A.

-

&

Selection of the type of ownership must be based en seund evaluatien of
the needs, ebjectives and goals of that particular business.

1. Idemtification of the needs, goals and objectives of a particular
wsiness must be a prerequisite to selectiom.

2. Nest impertant in comsideratien of the t{ype of ownership te be
ldwmuthnuoormmmnammmkmm 1.'1111“

te carry.

3. Criteria such as smounts of capital needed, legal requirememts and
uumbla ﬂmb:llity of mansgement must be censidered.

hmronotmnhipmmmwiudmtinmmyututm
fow 41l kimds of extermrises.

Mi&’intmmipummmmmm.uamwor
mm‘. » : et B nwm

I :!.o inouiblo select the ferm of ewnership withews Iirnt ud.cr
mmumtqumdindunqnofmh.

3. . The preblem is selecting the ferm which effers the greatest mumber
ot duirnblt features and least mumber ef undesirabls features.

<

‘mmmortmotmm-mmmaumwuamum
o2 the ostmplexity of business activity imn the medera werld.

1. The sele prepristership is gemerally the leass semplex of she ewmer-
ship forms -- lamm, with the greatest risks.

2. 7The gemeral pu'turship (association of twe or mere persens to caxry
.nuum) allows for a aharing eof respemsibilities mmeng

pariaers, all of whom may participate actively in the eperatisa eof
the business. :

3. The eermewaiion. the deminawt form of owmership im ewmr industrial
;cm“ (utomcfumdolwimm)ualqalmrqu
“ s

h. The ce-sperative, a special ferm of business ewnership, is desigaed

0 supply geeds and services 4o its members at lewer prices than
oduld othezwiss Be realiaed.

I3
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II. 1XSS0N TOPICS:

A, Titles Facters Censidered in Selecting a Ferm ¢f Ownership

1.

2.

3.

5.

Coneepiar

!'b choice fer selectien of the type of ewmershipy will depend
largely on the preblems the enterprise will have te face while
reaching 1ts ultimate objectives,

Inbredustions

This topis would be spprepriste either immediataly prier %o,
0; MUPW fellewing, presentations given ea the actual iypes
0 .

Presembation:

&, ::vda:aprtiulu ontexrprise form i%s owmership the way
% does

b. Yacters affecting the desision mede en the typs of ownership
%o be useds

A 21)-"”‘3 of capital availadle.
2) Liabilities imvelved, awd the smeunt the ewners are
| willing te risk.
53) Type of manufacturing %o be oarried em, if axy.
h; Kethed tc e uwed for dividing prefits ameng the sswmers.
(5) Petemtial market (whether the market is lesal o mere
extensive).
%6; Effect of overmment ceatrel on each ferm.
7) RExiemt of sax liability.

Evalustiont

After the lesson is givem, a list ef preducts amd/er services
applicable te the ferming of an emterprise sheunld be presemted to
tshe class. The studemts oceuld chevse eme or twe of these preducis
or sexvices and suggest what type of ewnership weuld be mest suib-
::h $o that enterprise. Detriled ressems for selestioem sheuld be
RAVOR . '

Refexrencess

Homdersen and Haas, Industrial Organisabien and Mamagement
Fundamenkals. ”036"3!0

Natienmal Asseciation of Mamufaciurers, Teachers (nids - Imdustry
and the American Boememy Series. pp. 7 - J.
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B,

Tifles

Sole Proprietership

1. Cencepis:

The imdividual preprictership is betk simpls te create amd idetlly

suited to smll emterprises. It deea, Mewever, invelve the greatest
amsunt of parsesal risk.

Q. Iﬂroduthlz

This tepic weuld be mest apprepristely taught befere geing inte a

unit en mass preduction er a siudy ef American indwstxy. It wewld bs
oot offestively saught if spesific examples of prepriectexships within
ﬂnmamwmmmumommmumnm.

3. Presextation:
& Ouuintion

hire other pesple %o werk fer him.
Mtdlmlwwﬁom

(a) Pexmits are required in seme cases such as a license fer
& barbershep or a certificate fer a restaurans.

(b) Ne legal distinohiom is made between 2 preprisier's
persensl prepexsy and kis business preperty.

i} Onpmnm-, muudmhhtbbuinu.
3

% Fields of use

(1) Retadiing.
(2) Moommhuatdommrqmm”amw

parler,
ii; The prefessiens such as medicine, demtistry, and law.

Agriculiure,

8. . mo.tthnlow

. Cumexship of 0:1.1 profits.
. ase. of erganigation.

Freodem of actien.

Minimm of legal restrictiens.

Maximum persemal imceative,

Seme pessible tax bemefits ever cexrperatiens,
(7) Zase of diseelutien.

d. Disadvantages of the preprietership
' ﬁ Ualinited 1iaddility for business debts.

O\NE"W ) =

2) Limited capital reseurces.
3) 1ife ends with the death eof the preprieter.

1«5
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k.

Bvaluations

After the lessen en this tepic has been givem, each student eewld
cheose a lecsl exterprise familiar 4o him e determine tha tha follewing
infermation: the ewner, hew many peeple werk for the owner
if any), with what yps of mucts ud/or servicos dees he deal, ote.
This infermatien ceuld be discussed and evalwated by the class as te
od.

the kind of ewnership fer each enterprise studi

ﬁofcruéﬁz |

Bornemamn, Alfred H., Fundamentals ef Imdusirial Managemest. ». 52.
Hastings, Pavl G., Fandamentals of Pusiness Eaterprice. pp. 71 - 73.
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C. Title: Gameral Partmership

Comoepis:

The generel partmership allews for a sharxing of respimsidilities
ung‘. == 31l of whem participate astively ia the eperatiem of
e iness.

Partanership defineds humhtmorhnormmmuum
on as co-owners of a business ler prefit.

2. Intreductiomt

This sepic weuld be apprepriste at the begimning of a wnit ia mass
preductisn er & an intreductien e the cencept of industry,

I% would be mest effective if discussiem bucemes nmecessary shreugh
& need for selecting an exrganisation form.

3, Presemtatien:

a. Types of partnerships

51; Gemersl partmership: sharing of respensibilities
2) Limited partmership

f‘; Limited liability

b) Yeice of limited partmer

b. Kinds of partaners

(1) Secret parmer
8ilent partner

2 Dexmant partwmer

k) Neminal partner

. Partmership agrsements

51; Articles of partmership
2) Duratien of the agreement

(3) Salaries of
?4 Distribution of prefits and lesses
5) Imdividual duties and respemsibilities

d. Advaxtages eof partmership

(1) Allows sems specialisatien of managerisl skills
iz; Geed credit standing

3) ILegal resirictiens limited
4) TFreedem frem tax en business inceme

¢. Disadvantages of partnership

51) Unlimited liability ef partmers
2) Restricted tramsfer of ewnership

IT




L. Evalustion:

Review of some of the local merchants, illustrating characteristics
of this form of business, could lsad to a discussion of their reasons
for selecting the Partmership as an owmership form. Studeats scoild cen-
tribute suggestions as to reasems frem their own knewledge of the
Lusiness. This participation would then be evaluated by the imstructor.

Tt s s A IR

5. References:
Mussolman and Hughes, Introductiom te Moderm Busimess. pp. 21 - 221,
Hastings, Paul G., Fundsmentals of Busimess Enterpriss. pp. 73 - 75.

I-8




L.

Title:

1.

2.

-
3.

Cemcepts:

sconomy, is a legal entity with imdividual rights.

Iutroductiogr

Corporations

The corperation, the domimant form of ewaership im eur imdustrial

Arts, simce this is the owmership form that we weuld mest likely be
teaching about when interpreting modern industry.

Presentation:

This might be appropriate as part of an introduction %o Industrial

a.

d.

Corperation: an associatiom of individuals united for seme common
purpose, permitted by law to use & comuson name -- an artificial
being.

(1) Rights of corporations
(a) Dispose of property
(b) Owm
(¢) Sue
{d) To be sued

Cerporation ownership

(1) Stock
(2) Noa-stock

Types of corporation
(1) Profit and non-profit
(2) Opem and closed
{(3) Public and private

Steps involved in incorporating

(1) Secure application and fie with state official
(2) Pay fees and organisation taxes

(3) A charter is issued

(L) Meeting of stockholders

(5) Election of officers

Clasees of corperate stock
(1) Common stock
(2) Preferred stock

Role o1 stockholders
Advantsges ©f corporate form of owmership
iimived swcknolders liability

Basy o transfer ownership

Mere pormanent
Permits use of management specialists

PN PN N N
EW N -
N’ Vit g s ¥
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h. Disadvantages of corporate owmership

(1) Subject te special taxatiem

(2) Subject to state and federal comtrols
(3) Mest complex

(L) Tendency for imp.rsomal relati.mships

Evaluation:

An apprepriate evaluation might b~ achieved through reciirement of
the class to form a corperatiom as par. of a unit on American imdustry.
The techmical accuracy ef this activity could be evalvated.

References:

Hunac%nnn anc Hughes, Introduction to Moderm Busimess. pp. 53 - 67,
76 - 80. -

I-30
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E.

Title: Co-Operativs

1.

L.

Concggtu

T™he co-sperative is an ownership form desigmed te supply geeds and
services at reduced prices fer its memrers.

Intreduction:

This lessem topic would be apprepriate as part of a diccussiem of
ewnership feris im gemeral. It might be im respense to a gquestiea cem-
cerning a lecul farm ce-operative and its prices.

Presentation:

a. Orgemisatiom

(1) Small co-operative: manager directs the business
(2) Large co-operative: board of directors with eperating manager

b. Major types
(
(

-d

) Consumer co-operatives co-operative retail store
)

2) Agricultural co-opsrative: associations operated by growers
or producers of a singls product or group of clesely related
products.

(3) Agricultural co-operative: purchasimg and reselling to its
members.

c. Advantages

(1) Tax advantago
(2) Obtaining favorable prices

d. Disalvantages

(1) Leck eof freodoa
(2) Absemce of prefit imcentive

- ———

Evaluatien migh®t he achieved by assigning the class the task of
idemtifying owvmership fcrms of unfamiliar enterprises based ea character-
istics of that enterprise, anc by asking for reasoms for this selectienm.

References:

Musselman end Hughes, Iatroduction te Modorn Business, pp. 70 - 72.

Hastings, Fundamentals of busimess Emnterprise, pp. 80 - 83.




'III. ACTIVITIES:

A. In a mass production unit, the students shouid determine the form of
ownership that will btest meet their needs.

1. Have the students search out all possible factors thai must be
considered in forming any businmess.

2. In a general class discussion have the students state those factors
that pertain to their eaviromment and have them ready to defend
their poritioen.

3. Have the students match the factors with the form of ownsership that
could best provide the means to fulfill the basic meeds for such a
creation.

L. Once the form has been establishad, have a team or committee set up
the limits and policies of such a form of owne ~hip.

\n

The next logical step would be setting up the ergamisatiomal
structure.

B. Anmalyse the general forms of ownership within y2ur community and evalu-
ate their effectiveness.

1. Many communities or regions are lmown by the form or type of owner-
ship that is common in that iocation. It is important to have the
students determine such a classification (assuming one axists) and
the reasons for such an act.

2. Divide the students intc committees to analyse the businesses in
that location. They should determine wha® type of owmership would
be best for esach form of business present. Have other groups col-
lect data on the effectiveness of these businesser. PFinally, have
a class discussion and bring out all these points.

3. To rlfill these above activities, the students should visit the
businesses, write letters, hear business reports, have guest
speakers, gather data from other locations to have something to
compare their location with, etc.

C. Create the orgamization (in terms of form of ownership) ror enlarging a
possible mass production product, or same product suggested by one of
the students, for your community.

1. Possibly after you are well alemg in your masa productiom prvmauct
or even finished witn it, you could present the pessibility cof
exnanding this activity into a real industry. If the students are
interested in the product thay will be interested im the follcw-up
of setting up a larger business to produce large quantities of
finished products.

I-12




You could also take a student's suggestion like a dream car er
modern rocket ship as a product to be produce’. Use th. weader of
their interest in the product to put across the fumctiem of
choosing the proper form of owmsership.

D. Oroup the students imto teams for a centest or game situatiem where they
choose the proper form of ownership for a given set of stated factors
and needs.

1.

Each team thus has the same imfermation to work frem. Once t. ay
have fermed fheir choice of owmership, they must be prepared to
defend amd argue thzt choice. The team with the most coavincinmg
choice wins.

To have success with this activity, you must have a stremg comtrel-
1img and evaluating team om hamd to 3>e that fair play 1is observed.

A possible reward for the winner could be a higher mark thax that
givea to tha loser. A little reward will add te the students'

villingness to play the game.

RE. Study and amalyze the ferm of ewmership ef the school system yeu ars inm.

1.

Most of the studeats have mo idea as to who owms the scheel. They
asseciate the teachers amd, evem more so, the admimistratiea with
ownership whea this is mot the case at all. Havimg the students
£iad out for themselves whe is the true owmer of the schoel will
have great meaning. Their whole attitude toward the school may

change.

Divide the studeamts into several groups to explore differeat levels
of authority. Have them cessmunmicate by travel, letters, guest
speakers, etc. w.th various levels such as the schoels, teachers
aad sdministrators, the commumity officials, the state educatiemal
authorities, and even on to the fedeial level.




RESOURCES:

A. Books:

1. Henderson, Herman B. and Haas, Albert E., Imdustrial Organisationm
and Mansgemeat Fundamentals. New York: The Industrial Eraal, 1981

o

Hastings, Paul (., Fundamentals of Business Enterprise. New York:
D. Van Nostramd Co., Imnc., 1507. |

3. Cauley, Treoy J., Cur Ecomomy. Scranaton, Pennsylvania: Inter-
aatienal Textbeek Company, 1963.

4. Amrime, H. T. amd J. A. Ritchey, and O. S. Hulley, Mamufactur
Orgamizatien and Management, 2ad edition. Englweod CII??-, N.J.:
F;E:tIE::H:Ii,'Thc., i§65.

B. Films:

1. "What Is a Cerporation”, 11 mimutes, b&w. CS-353, $2.15: coler
CSC-353, $3.L0. This is a story that shows the differences batween
a partmership and a corporation. Obtaimed from the Audio-Visual
Caatar, Niviaion of University Extension, Indiama University,
Bloomington, Indiana.

2. "Mr. Webster Takes Stock", 27 minutes, free. This film shews hew
the average Americam puts his money to work for him in the form of
stecks. It also discusses our econamic system. It ‘- availabie
frem Sterling-Movies U.S.A., Inc., L3 West 618t Stree. New York,
New York 10023.

3. "Modern Corporation, I", 28 minutes, $5.50. This film describes
the mocern role of industrial corporations 1ix our cosmmunity etc.
It is available from the Uni’ersity of Michigeam in Amm Arber.

E i. "™oderm Cerperation, II", 28 mimuter, $5.50. This film shews the

| changing role of the steckholders in the modern corporatiom. It is
E available from the University of Michigan.
|
E
|

c. Qﬁhortx

1. "Imdustrial Organisscion and Employees", numbsr mime in a series
entitled the "lndustry and the American Ecomomy" preduced Iy the
National Asseciation of Mamufacturers.




AREA ;

Industrial Relations

CATEQORY: Industrial Organisation

CONCEPTUAL
STATEMENT:

organised manmer.

When a cempany organises accerdimg te a set structure, the eperatiems
ayd precesses withim a company can be carried out im am efficieat

I. SUB CONCEPTS

. The eorgazizalivm o a company

may be either very simple o

quite cemplex im ite structure.

. Werkers and management ef a

company should umderstand the
structure of the coampany se
they will kmew te whom they
are respemsible.

In a lime and staff ergani-

satien, which assumss a

¢

specialist at the head 37
the staff, respemsivility
may be delegated threugh the

lixe.

. As the size of a cerperation

groews, it eftem hecemes

necessary for it to deviate

from the erigimal orgamizatien.

-

1-15

II. LFSSON TOPICS

A. Need for Orgamisatien

B. Organizatiemal Design

C. Orgamisatiomal Charts
1. Ideal Appreach

2. Nead for Flexibility




|
5
.f
>
i

%
YII. ACTIVITIES
| A. Study erganisational
charts and make ene up
of the local community
govermment .
B. Develep an organisational
chart of the schoo)
Aistrict frem the tep
through the varieus
teachers.
C. Jive the studemts titles
of staff and let them
deveiep a logical

organizational chart.

I-16

1V.

RESOURCES

A. Beaks

B.

1. Armine, Ritchey aad

Hulley, Mamufacturimg

Orgamisatien and

Hanagglnnt.

2. Owen, W. V. and Finsten,

Heward, Imdustrial

Relationms.
3. George, Clands S,

Management im Industry.
Periedicals

1. DuPont, "The Organi-
satien and the
Individual®

2. Natiemal Asseciation of
Manufacturers, "Industry:

Organisatien and Employees"




B

1. EXPANSION OF SUB CONCEPTS:

ST T T R R T SRR TR T T I I A T TR TSN W T e

A. The erganizatiom of a company may be either very simple or quite complex
in its structuse.

1.

B. Woikers aad management should understand the organizatiom of the company
se they will kmew to whem they asre respomsible.

1.

Tnsre are several types of orgamisatiens which cam be used in
industry.

&. Line

b. Line and s*aff

c. Staff

d. Committee

e. NMumctiocral

f. Cembinations of any of the above

The organisatioms can be di .ded by fumctiom, process, equ‘pment,
product or location.

Responsibility and authority is delegated to certaim pesitiems in
the organiszation.

Authority in am orgesnization sheuld follew & specific atructurs.

Werkers and mamagement should recoguise the autherity abeve them
and their positiom im the structure.

iine and st: f orgamisatien:

Specialists may head a staff er committee fer the mere efficiemt
runniag of the cempany.

Specialists stil]l must have to be aware of their pesitien im the
organization and repert to their superiors in the orgamizatien.

D. Divert from original organizatien

1

A%

Busimess may start as either a partmership er a svle . reprister
and develop into a cerporatien.

A cerperatiem can expand either withim itself or cam subsidise
other cempanies, thus delegatimg their antherity.

Diversien from original .ime of orgamization may be due te growth.
A cempauny cam grew amnd chamge ergamisatien by reinvestmen’,, new
preducts, or by expamdimg imte other lines.
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II.

LESSON TOPICS:

A,

1.

Title: Need for Organisatien

Colcgux

The ergamisational structure of a company may be either very
simple or quite cemplex in its dsvelopment.

Iatreduction:

This tepic weuld be apprepriate at the begimming of a course in
imdustrial arts. This weuld be valuable in any situatiem where
individuals werk tegether t0 ebtaim specific geals.

Presentatien:

a. Why is erganiszatiom mecessary?

(1) Relate each persem te the cewmen purpese amd te the
ether persons in the cempany.
(2) Accomplish essemtial ceordimation

b. Type of orgamizatiomal structures

(1) Linme
(2) Line and Staff
(3) Staff
(a) Advisory
(b) Comtrel
(c) Service
(d) Coerdimatiom
(L) Munctiomal
(5) Committee

c. (ive brief examples of each of the structures.

Evaluatien:

Give a writtem test em thwtypes of structures and have
students give exaxples of the uifferemt ergamisatienms.

Hefereamces:

Amrime, Ritchey, amd Hulley, Mamufacturimg Organisatien amd

Managemeat. pp. 33 - 36.

Owen, W. F. and Fimsten, Heward, Imdustrial Relatiems, pp. 67 - 72.

1-18




B. Title: Orgamizational Design

1.

Conccptlx

Workers and mamagemsnt sheuld umderstamd the structure of the cempany
se they will imew te whom they are respensible.

Imntreductien:

Once the goals and objectives of a companmy are formulated, it is
necassary to determine the functions that will achievs these geals.

This lessom would fit well imte the beginming of the course to
explain the impertamce of an orgamized group.

Presentation:

a. What is organizational dusigm?
b. Typical fumctions ef manufacturing organisation

Product
Distribution
Finarce
Marketing

et Nt St

/

(
(
(
(

w0 —
N’

c. Qreupimg amd relating functions together

(1) Manmagers
(2) Proremen
(3) Laberers

d. Mlling the jeb fumction with perseammel
(1) Recruiting
(2) Traiming
(3) Promoting

Evalustionm:

Divide the class imte twe greups aamd have them ergamise imte twe
different types ef structures. Assign each a specific task aad svaluate
the results. Have the students onalyre the results J.f their orgamizatienm
as compared to the eotlier.

Referemces:

Amrime, Ritchey, and Hulley, Hamufacturing Orgamisation am! Mamagemeat.
pp. 33 - 36.

Owen, W. F. and Finstom, Heward, Industrial Relatioms. pp. 67 - 72.

119




C. Titla: Organizational Charts

1. Cemcepts:
The erganizatiem of a cempamy is illustrated graphically through
i the use of organizatienal charts. | |
2. Iatrecuctiomt I

This lesson would best be used im describing ergamizatiems to shew
the different types. It is alse helpful in illustraiing the lime of
autherity as it pagses dowm threugh the_a ranks,

3. Presemtatiens
a. What is an ergamizatiem chart?
b. What are ite fumctiems?
(1) Aveids cemfusien ef overlappimg duties
(2) Peints eut preblems im jeb assigmment
(3) Brimgs to light illogical greupimg
(k) Brimgs to light the omissien ef an activity
c. .Cemstruction ef chart
(1) Shew use of horizontal smd vertical arramgements
(2) Shew use of light, dark, and breken lines
(3) Shew use of rectangles |
h. Evalvatiem:

Give the studemts fumctiems amd have them draw the chart smd explain
hew and why the ergomizatien was used. Simce mamy difforent ideas will
devalep, have them ebtain 2 fellew studeat's chart and evaluate it with
his ewn thinking.

! . Fumctions ceuld be selected frem schoel, gevermment er a fictitieus
t § industry.
References:

E 5.

Amrime, Ritchey, and Hulley, Masufacturiag Orgamizstien aud Managesent.
pp. 29 - 30.

" DuPont, "The Organizatien and the Iadividual®

LI-20
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III. ACTIVITIES:
A, Organizational Chart Analysis

Collect, classify and analyze several differeat orgamizatienal
charts. This activity weuld invelve tV . individual fer cellectiea
of charts, greups for discussien, and class participatieam durimg the
guest speaker's pressntation.

1. Obtain ergamizatismal charts frem sevaral differemt seunrcss
such as beoks, ammual reperts er periedicals. Classify thon
into differemt greups as to the type they best fit and discuu
as many as dasired. ‘

2. Invite a guest speakor whe msy be an officar in am imdustry er
‘ within the local commmmity govermment and have him discuss the
chart inm which he works. He sheuld include the way it vas
designed ard why.

3. Obtaix “he scheel ergsuiszatieonal chart amd amalyze it with class
participatien.

B. Deie’...opma;t of Crganizatiemal Charts

1. Give the studeat several runctfll.ou and havethem dovildp or
design an erganisatiemal chart a.rrug:l.ag these functiens as thoy
feel is prepe:r.

&. The functiens may be frem am imdustrial firm, gevermment er
other which requires am ergamizatienal chart.

b. Differont types of lines nay be used and different forms eof
structnraa. |

2, Havs students give a writtem svaluatien explaining why the; have
arranged the chart as they did.

a. This ceuld be deme as greup participatienm or iadividually.

b. The value the studenis receive irem vhe lessen ceuld be
evaluatsd here.

C. Develvpmsat of Class Orgamisation
1. Organize clase fer clean-up using a selected type of erganizatien.

a. An example of Lime and Staff weuld be Laving a head fer each
area and assigmments under each.

be If a committee were used, the resulis could alse be evaluated
easily.

I.21
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2. Orgamise class fer a mass preductien situatiea.
a. Select a specific type ef ergamizatien

b. Appeimt er elect persemmel fer each pesitien.

[V, RESOURCES:

A. DBeeks:
1. Amrinmo, H. T. and J. A. Ritchey amd O. S. Hulley, Mactgn_ng
Organisatien and Manugement, 2nd edition. Englewe 8, N.J.$
SAT1CO~ 1:Tn¢., 19 o, ?

2. Geerge, Claude S. %mnt in Industry, Esgleweed Cliffs, N.J.:
Pr‘lti::.*n‘ll’ Il;o [ [} ?

3. .Owem, W. V. and Finsten, Howard V., Imdustrizl Relatiems. New Yerk:
Applatem-Century-Crefts, 196L.

B. Periedicals:

< 1., DuPemt, "The Orgamizatien and the Imdividual'
2. N.A.M., "Industry: Orgamizatien and Empleyess"

I.22
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AREAs
CATEGORY: Product Emgineering
CONCEFTUAL Zngineers must design preducts that will meet the needs of the

inee

STATEMENT: cemsumer in terms of guality, price, and functienm.
I. SUB CONCEPIS II. LESSON TOPICS
A. A cempetitive cempremlse A. Preduct design

B.

c.

D,

between cest and quality is
the geal ef preduct desigm.
When engineering stamdaxds are
established, unnecesa:cry
duplicatien is minimized.
Befere a preduct can be mamu-
factured, it must be designed
Toxr efficiency and tested :tor.
satisfactery perfermance and
endurance se that it will
functien well and meet the
required standards,

A preduct must be designed to
make use eof the mest efficiemt
metheds ef manufacturing,
which will allew fer maximum
prefit.

I-23

B. Stamdards, teleramces and
speclifications
. Preduct testing




ACTIVITIES:
A. Have the students select

or preduce a preduct em
which ssveral tests can be
run te determine its ability
te withstand the treatment
it may receive in servics. ‘

B.‘Prior te przjoct censtruc-
tien have studumts justify
the materials te be used en
the basis ef fumctionm.

C. Divide the class inte twe
m-. Preseat them with a
preduct they are te build.
Have ons greup thereughly
plan the preduct befere
preductisn,
will begin preductiom with-
out prier ”rlmhg.

D. Have tha students set
specificatiens, standards and
telerances te be fellewed in
the designing precers ef a
preject, then cemplete detalled
drawings. I-2l

The ether greup

RESOURCES:
A. Beeks
1. Anrine and ethers, Mamu-

facturing Organisation
and Management.

2. Early Arthur W., Experi-
nents with Materials

IV,

and Praducts ef Indvstry.
3. Karger, Delmar W., The
New Preduct.
L. Starr, Martia, Preduct

Dasign and Decisien

Theery.
5. Van Deram, Haveld,

Industrial Design.
B. Periedicals
C. Films
D. Othars

1. Bxamples
2. Visuals

.3 . Sp.lkorl




I. EXPANSION OF SUB CONCEPTS:

A. A competitive compromise between cost and quality is the goel of product
design.

1. Minimum standards and maximum tolerances are used to keep costs at
a minimum,

2. Cost reduction is a necessity for max..mm profits and efficiency.
3. Quality must bekept at a competitive level.
k. Safety standards must be maintsined.

B. Before a2 product can be manufactured it must be designed for efficiency
and tested for satisfectory performance and endurance so that it will
serve its function well and xeet arny required standards.

1. Cost is irportant, so .that the product can be sold at & minlwm price.

2. The function must be considered when Jdesigning and testing so that
the product will stand up under actual conditions.

C. A product must be designed to make use of the most efficient methods of
mznufacture.

1. The engineer should be aware of the possible methods of mamufacturs
for each part so that the product can be designed to use the most
efficient and ~cononical method.

2. The enginesr must be aware of the characteristics of selected
materials. In this iwray he can choose the meterial that will do the
best Jdbo

3. Design must also atitexpt to make the most efficient use of the
selected materials, e.g. achieving minimum waste.

D. VWhen engineering standards are established, unnecessary duplication is
ninimized.

1. Standards save the engineer'!s time.

2. Many standards have been adopted on an industry-wide basis.

3. Numerous companies have adopted the standards of larger companies.
M standards, for exaxple, are widely used.

I-25




11,

LESSON TOPICS:

A. Title: Product Design

1.

2,

3.

Concents:

A competitive compromise between cost and quality must be
reached. Products must be designed to make use of the most efficient
methods of production.

Introduction:

This topic could be apprepriate immediately before a class begins
to design a project. It may be introduced with a discussion of
products of good design and some of bad design.

When beginning a project, have the students set functional
requirements that the project must meet.

Presentations

a. What is product design and what is the job of the product
degigner?

b. Elements to consider when designing a product.

(1) Actual use of theproduct.
(2) Most efficient machines and methods availabls.
(3) Choosing the best material.

a. Cost

b. Characteristics

c. Substitutes

Evaluations

Evaluate students cn their projects on the basis of how they
nest the, needs stated as functional requirements.

References:

Alger and Hayes, Creative Synthesis in Design. pp. 1 =5, 11 - 6.

Amrine, Ritchey and Hulley, Manufacturing Organisation and
Managewent. pp. 36 ~ 37, S

Starr, Martin, Product Design and Decision. Chap. 1 =~ 2,
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B. Title: Standards, Tclerances, and Specifications

1.

2.

3.

Conceptss

Standards, tolerances, and specifications must bs set so that the
quality of the produc% will be high enough to meet the needs and the
requirements of the consumer.

Introductions

This topic would be appropriate for introducing the need for detilled
drawing. The class shonuld be required to make a detailed drawing of their
projects or mass production product before it is built. This topic could
also be used in a drafting class.

Fresentations
a. What ars standards, tolerances, and specifications?

(1) Definitions
(2) Examples of each

bH. Why are stundards, tolerances, and specifications important?

(1) Make sure that tha product is of the desired quality.

(2) Pacilitate the construction of the producv.

(3) Specifications are needed for the purchasing department
$0 be able to obtuin the materials.

(L) Safety factor

(5) Allow cost estimating

c¢. How and where are standards, tolerances, and specifications used?
Evaluations
To evaluate the student, have him make detailed drawing of his project

and evaluate the drawing for prouper use of standards, tolerances, and
specifications.

Referencess

Bethel, Atwater, Smith, and Stackman, Industrial Organixation and
Management, 1962. -
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Ce

Title: Product Testing

1.

3.

k.

5

Conceptss

Before a product can go into production it must be tested to determine
whether or not it meeis specificabions. Product testing often dsmonstrates

the need for enginesring changes.
Introducticons
This topic would be appropriate at the time that students complete

their first project. It could bs effective in evaluating the prototype
produced as part of a mass production unit.

It will be most effective if supplemented by a demonstration of
scxe testing procedures,

Prosentation:
a. Why must products bs tested?
b. Goals of testing:
-(‘:) To determine whether the materials selected for a product

are sultable.
(2) To predict the bshavior of a design while in servics.

c. Examples of tasiable factors.

(1) Resistance to weay
(2) Resistance to corrosion
{3) . Bardness
(4) Strength
(5) Rlascicity '
(6) Machinability
(7) Formability
(8) weldability
Bvaluation:

&. Review and evaluate the resulis of student tests on their projects.

b:. ZEvaliate the charges which students suggest following the testing
of their projects.

References:

Aur.!.z;a Riht;goy, and Hulley, Manufacturing Organisation and Manasemant..
ppc - .

Niebel and Baldwin, Designing for Production. pp. S7 - 98.

I-28
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III. ACTIVITIES:

A, Perform sseveral tests on the product.

1. This product may be built by the class in order to test & mass
production project bofore putting it into final production.

2. Perform an endurance iest t¢c determine whethar the rreduct will
stand up under actual conditions.

3. Conduct a performance tes% to determine whather the product will
perfoim well.

. Have the students make a chart of the test results.

B, Have tlis students design a project and choose the materials they
would like to uss for its construction.

1. A sst of requirements could be set forth and the students asked
to try to find materials to meet these requirements.

2. Heve the students find the most economical materisl that will
meat the functional requirements.

3. Glve the studenis a specific material and ask thea 1o design a
product that will only utilize this material. They may also be
asked to use every bit of the material that wes given to them.

li. Ask the gtudents to f£ind a material that will do the j0b with a
minor alteration.

C. Divide the class into two groups. One group can comgietely plan a
short, simple project with drawing cad ~pecifications. The second group
does without planning.

1. The ¢laas can compare, written or orally, the end product in terms
of quallty, performance, ondurance, cost &:d any othe.” pertinent
information.

2, The students can have a discussion on the possible ways of re-

3. This activity can be combined with activity "A", thus testing and
comparing the two products.

D. The students can dosign and mske detalled drawings with standaxds,
tolerances, and specificatiora.

1. Have the product designed to mest & specific need of the consumer.

2. Have the students set standards and tolerances so that the product
will perforr iis function well.

3. If there are sub-sssemblies or components, have the students decide
whislh ones they will produce and which ther will purchase.
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"IV, RESOURCES:

A, Books:
1. Alger and Hays, Creative §;g is in Design. Englewood Cliffs, N.J.s

| Prmtico-ﬂall,’lnc., S R

2. Amrine, Ritchey, and Hulley, . actpu%:f at:l.on and
Management. Englewood Cliffs, N.J.:
2nd edition. :

3.  Aswon, Morris, Introduction 'oo 1.55 Englmod Cliffs, N.J.3
Prontico-Hall, Inc. y 1902,

L. Bethel, Atwater, Swith and Stockman, Industrial Organization g_ng
Managemsnt. New York: McGraw-Hill BooE Co., 1962, N

S. Earl, Arthur W., riments with Materials and Products of
Indua%. Bloani%n, TTIinois: McKnight & Mcknight Publishing

6. Kazgor, Dolmr, Tho Now Product. Nc\v York: The Industrial Press,
19 . - R ' TR A T L IS L e

7. Niebel and Baldwin, Ee . for Production. Richard D. Irwin,
Inc., 1963, revised e n. B .

8. Starr, Martin Kenneth, Product Des Design Theory. Englmod
Cliffs, N.J.s Prentice-n'aﬁ,‘"rnc., 63':"' g |

9. Van Domn, Harold, Industrial Deaign Naw Iork: &’icﬂraw-ﬂ:lll Book
Co., 195k, 2nd edition. . N o

B. rﬂus
1. "'.l‘cchnological Development", Univrarlity of Indiana Filu I.ibru-y,

Blaomjngton, Indiana, 30 mimutes, b&w.
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AREA:

Production

CATEGORY:  Quality Control

~ CONCEPTUAL Quality control ix a non-productive part of the production sequence
~ STATEMENT: whose function it is to insure a uniform standard of quslity among

~items produced.

I. SUB GONCEPTS

A,

B.

C.

D.

E.

i A

Quality control is non-
productive and will add to

the cost of the finishad
product. |

It :la not a function of
quality comtrol o impart
quality to a product. Rather,
it monitora quality as pro-
duced elsewhere.

Tolerances and allowances in-
.flﬁencq chdﬁ levels, production
levels, final cost, and service-
ability.,

When properly implsmented,
gualitf conbrol w:l.ll realise
greater profits for the
COmMpAny.

l'he key to quality control is
the sampling technique uaed.
Some friction may exist between
quality control and production

personnel.

I.31

IT. LESSON TOPICS

A, Ssmpling and statistics
B. Craftsmanship

C. Impaction devices

D. Precision

(1) Tolcéinces and allawances
(2) Classes of fits



- I1I.

ACTIVITIES

A,

B.

c.

D.

E.

F.

Statistical sampling using

black and white marbles.
Have students make gauging
’ixturn. .

Prociaion: have students
make an object "exactly" |
6 inches long. -

Have students rank their
projects in order of
worknanship.

Have students submit their
pro.;jocta‘ to & quality
control center.

Have students make a round

‘object by hand and by

machine.

IV. RESOURCES

1.

3,

L,

5.

6.

Ts

8.

1.

2.
3.

I-32

A. Books

Brown, The Social
chholog of Induatry. ..

. Ellon, Elacntl of Pro-

duct:lon _%g\ and

Giachino & Beukems,
Drafting and Graphics.

IEM, Precis
in the detai W

| Industry.

I;a.c Niece, -Prodnctiﬁ

orecast: ‘ m and
Control. T
Hccarbhv
A §%ﬂ‘lw.

Reinfeid, Production
Control.

Rusinoff, Manufacturing
P:bcuuga.

B. Fllms

"Quality Contrel by
Statistical Methods"
(2 £ilma)

"Follow It All the Way"
"Quality Controls:

(Industrial Or aniution
and Management )"




|
|

I. EXPANSION OF SUB CONCEPTS:

AT T

A.

B.

c.

D.

Quality control is non-productive and will add to the cost of the finished
product.

1. Quality control uses labor, racil:l.tiu, and time which could be used
elsevhere or slse saved,

2, Quality control is ons of several indirect costs.

3. Quality control contributes nothing to the rate of production.

It is not a functicn of quality control to impart quality to a product.
Rather, it monitors quality as produced elsewhere.

1. While not changing the product, it acts to insure that standards
are maintained.

2. Quality contrel conld bs viewed as a policing function.

3. Quality control adds no magic ingredient called "quality".
Quality comes from specifications and workmanship.

Tolarances and allowances influence scrap levels, production levels,
final cost, and serviceability.

1. Limits of acceptability are factors which determine wh:l.ch itwms
ars "okay" and which are rejected.

| 2. The more Ltems rejected, the slower the production rate.

3. By simply changing the standards, production could go down and
scrap up, or vice versa.

h. High standards add to fiual cost by increasing labor and production
time.

5. Eigh standards add to wear characteristics of the final item,
smoothness of operstion, rate of maintenance, and expected lifotime
of the final product.

When properly inplemented, qualit.y control will realise greater profits
for the company.

1. Quality control contributes to customer appeal and satisfaction.
This, in turn, increases salies.
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K.

F.

The key to quality control is the sampling technique used.

1.

2.

3.

Formal, mathematical, statistical meithods are used Lo determine how
extensive a sample should be taken.

Bacause a single sample may represent a huge lot, the sampling
technique is of c:itical importance.

Saxpling wminimizes inspection time.

There may exist some friction between quaiity contirol and production
personnel.

T

2.

The interests of the qualily control grouvp and the production group
may conflict ~-« especially when production workers are on an
incentive pay scale.

Rapid and accurate commnications .- feedback -- between quality
control and production is essential to underatanding and smooth
operation.
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II. LESSON TOPIGS:
| A. Titles Factors Mousidersd in Solecting a Form of Ownership

1,

2.

3.

Concepts?

Based on laws of mathematical probability, sampling procedures
allow industry to achieve the maximum control of quality from
inspection. Statistical analysis makes it possible for industry
to know what is and will be necessary to achieve that effect,

Introductions

- Statistics and sampling will be a rather abatract topic in
high school but with illustration from resource books, an experiment,
the math department, or a guest speaker, the significance of the
topic can be brought out ~- probably in a production type of program.

- Presentations

2, Predictable probability -~ constant cause sysiea.

(1) Varying results will fall within a constant range.

{(2) Nothing is constant, but the range and frequency of
variation is constant.

(3) Shewhart Bowl.

Y. The language of statistics.

(1) Terms, symbols.
(2) Distribution curves, control charts.
(3) Formulae

c. Applications.

(1) Sllpling.
(2) Defects, fraction defective.

Evaluation:

Review results from sampling experiment. Have students sutwmit
reports. Check ovar assigned math-type cuiside assigmmeats on
probability.

Refexrences:

Grant, E. L., Statistical Quality Control. New York: McGraw-Hill
Book Co., 1952, s’oisc

McCarthy, Philip J., Ling~Elemen rrincigln.. New York
School of Industrial %r—ﬁﬁmmm Bulletin Ho. 15,
Cornell University, Ithaca, N.Y., 1565, 3i pp.
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B, Titlet Craftsmesnship

1.

2,

3¢

b

Concspis:

Craftsmunship versus mass production: today, quality control is an
attempt to insure good quality in a situation where the worker is on an
incentive pay scale, riever sees the buyer, feels no perscnal respone-
sibility toward the customer, and industry is largely impersonal in
nature.

Introductions

Craftsmanship is a topic to be emphasizsed throughout the year.
Thers 1s little specific information which can be imparted to the
students on the topic. Rather, an appreciation of craftsmanship must
be d‘mop.do

Presentation:

a. History of craftsmanship - origin of the word.

(1) 0ild system; apprenticesand journeymen

(2) Craft unions a semi-attempt tc do the same thing to this
country.

(3) Ir.dﬂ.sg:‘.el revolution haralded downfall of gilds —-
machines made uniform products and chsape: products.

(k) As industry became larger and assembly line techniques more
prevalent, industry became more impersonal.

(5) Quantity production techniques were emphasized --
incentive pay, etc.

(6) Hence, quality suffered.

(7) Quality control attempts to ra-establish quality in mass
produced goods. '

Evsluations !

a. A self-svaluation by the student of his projects is suggented; !
part of this self-evaluation should be in the area of craitsmanship.

b. Impromtu evaluation of craftsmanship. Example: pull an espensive
Jackknife from your pocket and pass it around. Have the students try
to sstimate the cost. Compare to similar items. Point out featurses

denoting quality.
References:

Brown, J. A. C., The Social hology of Industry. Baltimore, Marylands
Penguin Books, 1985, pp. 207-8.

Gross, Charles, The Gild Merchant. Oxford University Press, lcadon, 1927,
1927, 2 Volsa.




0. Titles Inapection Devices

1.

2.

3a

L.

Concepts:

Much of modern industry desls with products whose dimensions are
expressed in terms of .001 or less and certain types of precision
instruments have besn developed and adoptod to measure linear dimemsions
to such a degree of accuracy. |

Introductions

In every lab opsration some sort of precision instrument will be
touched on - probsbly the micrometer or vernier caliper. From this
point on the wide range of measuring instruments that indusizy uses
shouid &t lsast be mentioned. This topic is well worth while in axy
program because the idea of precision will be present. It is not expected
that many of the public schools will have some of the more sophisticated
instruments s¢ the topic should receive enrichment from motion pictures
or field trips.

Presentations

a. History of linear meamirement.

(1) ERarly standards
(2) Present standards

b. Fixed gauges.

(1) PFlug gauges, snap gauges
(2) Ring gauges, radius gauges
(3) Accurscy possible

c. Micrometers and verniers

(1) How to read

(2) Accuracy possible

(3) Applications of vernier
d., Compression measurement.
e. Precision gauge blocks.

£, Surface plates and accessories.

Evaluation:

&, Observation of use of micrometers, vernisrs, and other available
instruments.

b. Examination of simple gauging fixture probles.
¢. Review of inspection cards from quality control center activity.
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5. References:

IEM, Educatior Department, Precision Measurement in the Metal Worling
Induatry. Syracuse, New York: Syracuse Unlversity Presa, 1952.

Rusinoff, S. R., Mamfac Processes. Chicago, Illinois:s American
Technical Socio%yﬁ s Chap. 2T, ’
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D.

Title: Precision

1.

2.

3.

Concepta:

Preclsion is a matter of degree and is a relative tling, Nam-
factured items are made to minimum posaible tolerances while remaining
functional. Costs are directly related to precision.

Introductions

The concept of precision in the high school can best be studied in
a unit on tolerances, allowances, fits, etc. The emphasis placed un this
subject will depend -~ or should depend -- on the nature of local industry
and the applicabillty of the subject in the comsmnity,

Presentations

a. Study of tolerances, allowances, clearances, and fits.

b. Drafting techniques; how each type of fit is designated, how found
in charts.

c. Interchangeability of parts.

d. Precision as applied to machines; machine capability -- hand
technignes, lathe, mill, grinders, etc.

e. Increasing precision with increasing sophistication of machines.
Evaluations
&. Check student's work to see it is within specifications called for.
b. Have students check each other's work.
c. Or plans, specify a "Class 2" fit rather than giving a decimal
tolerance, forcing students to f£ind out what it is that is called

for.

References:

French, T. E. and Sevensen, C, L., Mechanical Drawing. New York:
McGraw-Hill Book Co., 1957, Chap. 10—

Gilachino, J. W. and Beukema, H. J., Draft and Grephics. Chicago,
T11inoiss American Technical Socie’;y_"l%‘:ll'.i, S Chap. T —
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111,

ACTIVITIES:

A,

B.

C.

D.

E.

Statistical sampling using black and white martles.

1.

2.

Havs
1.

Have
1.

2.

Have

1.

2.

3.
Have
1.

o

2

Using & bowl with a quantity of black and white marbles in it,
have tne students estimate the per cent white and ths per cent
black by experimenting with differeiit sampling techniques.

A similar experiment is the Shewhart Bowl, using different
colored, numbered poker chips.

estudents make gauging fixtures.

Have the studeitc make such a fixture with locating pins, spots
for plug gauges, etc. This might be in conjunction with a
production problem.

A fixture, as opposed to a simple gauge, checks for more than cne
dimensicn at a time.

the students make an object "exactly" 6 inches long.

First have them make it tuv yardstick accuracy, then to rule, then
Yo machinest's 1/6L scale, then to 1/1000 mic, etec.

This will show that precision is a relative thiug -- relative to
the instrument used to measure it and relative to its uss.

the students rank their projects by order of workmanship.

After an exercise is completed and each student has an item he
hae wade identical to others in the class, have each siudent

arrange the 1’«.9 according to quality and workmanship.

This should be done privately, and should be based on dimensional
accuracy and not Just looks.

Compare the results with the class.
the students submit their projects to a quality control center.

Cards would be filled out by fellow students rating the student's
work and explaining why the rating was given.

After a percentage of the class have rated the work, the studen’
should have & chance to improve his job.

This would bs similar to the interchangs o informabivi betwesn

a quality control section and a production group.
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F.

IV. RESQURCES:

Have students make a round object by hand and by machine.

1.
2.
3.
L.

Have the students file or forge an object "round®.

Then make the sume piece frechand on a grindsr or belt sandex.
Finally, have him turn it on the lathe using a form tool.
Compare results with a variely of measuring devices.

A, Books:

B.

1.

24

3.

L.

5'4

6.

7.

8.

9.

Brown, J. A. C., The Social P logy of Industry. Baltimore
Hn.rylinds Pongn:’ln'ﬁ'o'oﬁ, 1965, b. e ’

Eijon, Samucl, Elements of Production P and Control.
New York: The Macmillan Company, 1962, Lhad. 19.

French, T. B. and Svensen, C. L., Mechanical Drawing. Xew York:
McGraw Hill Book CQQ, 1957, Ch‘po ” !60

Gi‘chim, Ja W¢ ‘m mm’ H' Ju’ m‘ and %c
Chicagr, Illincis: American Iochnicaf'é?cﬁgyr’l? " . T
Grant, B. L., Statistical Quality Control. New York:s MoGwaw-
Hi1l Pook Co., 1952, $1+15 |

Gross, Charles, The (ild Merchant., ILondon: Oxford University
Presn, 1927, 2 Vols.

IBM, Education Department, Precluion Measurement in the Metal
WOrking1 :F,;duntry. Syracuse, New York: Syracuse University
Press, 2.

Reinfeld, Nylves V., Production Control. ewood Cliffs,
New Jersey: Prentice-Hall, Inc., 1959, pp. 186-194.

Businoff, S. K., Msrketing Processes. Chicago, Illinoims _
Axarican Technical Society, 1962, Chapter» 21, o

Motion Picturesas

1.

2.

"Quality Control: (Industriasl Orgsanization and Management)",
produced by McGraw-Hill Book Co., 10 min., $2.25. Avallabls from
Penusylvania State Library, Audio-Visual Aids Library, University
Park, Pennsylvania.

"Quality Control by Statistical Method: Acceptance Swepling",

17 aiu., $2.65 and "Quality Control by Statistical Methods: Process
Control", 17 min., $1.65, produced by United World. Available from
Visual Alds Service, Tiniversity of Illinois, Champaign, Illinois.

I-41




3. "Follow it All the Way", 1962, 27 min.; free;how quality
control is maintained throughout production. Available from
Association Films, Inc., 324 Delawars Avenue, Oalmout, -

 Pennsylvania 15139.

I42

PO St




AREA: Labor
CATEGORY: Union Organisation and Punotion

| CONCEPTUAL When employees feel that their employer is taking undue acdvantage of
. STATEMENT: thelr seryices, they will organise to curtail any possible mistreatment.

N

I, SUB CONCEPTS ? II. LESSON TOPICS
A, By organi:ing? workers A. History of Unions
can maintain strength in B. Organisations of the local
voicing their needs. C. Present Day Problems
B. By .Q:t'tc?ing more than Facing Unions

unions are presently
delivering in similar
industries, a host
industry can maintain
& nonQunion ahep.

oo

C. Unions serve as a
communications link

| between workers and

management.

- D. The demands of a union
will depend on what
types of membership are
represented.
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ITI. ACTIVITIES

A,

Utilize basic union

structure in a mass

 production unit.

B.

c.

D.

Ewo a iln‘.‘.on repre~
untaﬁfo :puk to the
class about his union.
Have the students make

& survey of union activity
in the comyunity.

Have thi students read
labor publicaticas and
nals reports to the class
on a regular basis,

. IV, RESOURCES
A, Books
1. Amrine and others, Mam--

facturing Organisstion
aud Hanagemant.
2. How to Run a Union Mesting,
3. Miernyk, Willism H., Trade
Unions in the Age of

Affluence.
B. Perlcdicals
1. The Awarican Fedarationist
. AFL-CIO.
C. Films
1. "With These Hands"

D, Others
1. Var.ous publications
obtainable from tho
AFL-CIO.
2. Organisation chart of
A¥L-CIO structure.
3. Union representativs.

I-lil
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I. EXPANSION OF SUB CONCEP!S:
A. By organizing, worikers can maintain strength in voicing their needs.

1. By grouping together, workers cea control production.
‘2. Unfair practices by management can be effectively conirolled.

3. Orgaaization forces management to deal with members individually on
a personal basis,

. Job security is maintained through the organisation.

B, By offering more than unions are presently delivering in similar industries,
a host industry can maintain a non-union shop.

1. By offering more than the union can, companis® can waintain a non-
union shop.

2, People who are not union members in an open shop benefit from the
union movement.

3. Unions exsrt pressures which tend to upgrade the economy.
C. Unions serve as a communications link betwsen the workers and menagement.

1. Collective bargaining assists both union and management in matters
of remmsration to workers.

2. (Grievance procodui'ca set guidelines to insurs workers of their
rights within the plant.

3. Safety committees inform both labor and management of hasards and
safety needs.

L. Wage committees assist management in the establishment of equitable
renumeration for the workers! afforts.

5. Training programs continually keep the labor force current in
maintaining the necessary skills,

C. The demands of a union will depend on what types of membership are
represented.

1. Industrial vnions will ailtempt to procure a large membership of non-
skilled or semi-skilled workers {(gsnerally).

2. Craft unions tend to move for higher wages for a limited number of
highly skilled workers.

3. The age of the members may play an important part in the demands to

be mede by the union. For example, old workers - retirement plens,
young workers - higher wages.
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111,

LESSON TOPICS:

A, Titlet The History of Unions

1.

2.

3.

L.

Concepta:

Unions developed out of a need for protection of the emyployees
from explolitation on the part of employers.

Introductiors:

L This topic would be appropriate at the begimning of the unit
on labor. In order for the student to understand unioms todsy he
needs to Xnow why they were originally formed.

It would be more xeaningful if this topic was supplemented with
a film such as "With These Hands", as well as with charts.

Presentation:
a. Why do unions exist?

(1) Low wages
(2) Poor working conditions

b. The nnion movement

Craft Cullds

Early atteupts

Knights of labor

AFL

CIO

Thelx merger

National organization of the AFL.(ILO

PoNN NN P
=3 OZNAE W) =
Vo N s s s N St

Evalustion:
a, REssay-test outlining the reasons that unions came into existence.

b. Have the studsnts give rsports to the class on one particular
phase of union history that interests them.

Referenczes:

Amrine, Ritchey, and Hulley, Manufacturing Urganisation and
Management. pp. 369 = 374.

Miernyk, William H,, Trade Unions in the Age of Afflueucs, pp. 17 - 51.

I-46




B.

Title: The Organisation of lLocals

1.

3.

5.

Concepts:
Union locals serve as the representatives of the individual mexburs.

Introdustions

This topic would =merve as a follow-up lesson to the topic on the
history of unions.

Supplemental materisl should include an outside spesker who can
outline the duties of the local union in the ccmmunity.

Presentation:
a. Why are unions organized?

(1) Workers want higher wages
(2) Better working conditions
(3) More beneZits
(L) Job security

b. How are unions organized?

Workers must show an interest.

An internstional union representative is contacted.
Avotoistakmbythounion:lnthoplmt.

20 election campaign is held.

A second vote is held under the mp:lcu of the Natlonal
Labor Relations Board.

(6) If the results are favorsble, management is notified and
collective bargaining starts as soon as officials are elected.

Evaluation:

T L] atn e Yo

1
2
3
L
5

&. Review and evaluation of a ashort essay test on the need or duties
of the local.

b. Review and evaluation of & role-playing activily where the students
go through the formal procedure of forming a local.

References:

Anr:tg;.,’ Riiggq, and Hulley, Mamufacturing Organi nt imand Management.
PP. .

How to Run & Union Meseting, AFL-CIO Education Dept.
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Title: Problems of Unions

1.

3.

Concepts:

Thers are problems which the unions mwst face in order to sexve thelr
membership effectively.

Introductions

This topic will act as a culmination of the area of organization.

A speaker from a local union, probably the business agent, should be
asked in to explain some of the problems which the union fosls are most
important.

Pregsentations

A, What are soms probloms facing unions presently?

(1) Organisation of white collar workers.
(2) Conflict of interest between younger and older workers.
(3) a. Younger workers want immediate pay raises, more extensive
medical coverage and wacatlons.
b. Older workers want more extensive rstirement benefits,
hospitalisation and job security.
(L) Dirioroncu of opinion as to the role unions are to play in
soclety.
&. Some members advocate the support of political parties
and cauges.
b. Others do not.
() Govermment regulation
a, Tatt-Hartley
b. Landrin-Oriffin

Evaluations

Have students question their parents or some union members in thelr
neighborhood with regard to problems of unions. Then they will write a
ahoﬁ paragraph outlining the reasons that they think underlis these
problems.

References:

hr:u; Ritchey, and Hulley, Mamufacturing Organization and Management,
ppo - 39)!
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| IIT. ACTIVITIES

A. Utilise basic unior structure in a mass production unit or in the
shop clean-up,
1. The teacher acis as the management of a plant and makes demands on
the students which are unfair, such as keeping thmm late for other
classes, and unfair testing.

2. The teacher suggests how the students can solve the problem,
referring to how workers in industry solve such problems.

3. The students could set up thelr own union and the teacher could
blrglin with them.

k. Students could also use the union organization in the clean-up
procedures that are in use in many shops. This could be used on
an unfair foreman or on workers who are loafing on their clean-up
dObﬂo

B. Have a local union represeuntative speak on hls union.

1. How a plant is organized.

2. OGrowth and development of the local.

3. Community functions and activities of the union.

i. The need for the union and how it started.

5. The need for membership support.

C. Have the students make a survey of the local area to determines

1. ‘Wwhich unions prevall in their aresa.

2. QOeneral activities of the unions

&, Public services
b. Community functiocns

3. QGeneral attitude of the community towards unions - This could be
done with a questionnaire which would include the person's
occupation, etc. The students could fill out the same form and a
comparison could be made to see 1f they differ and the reasons behind
this.

D, Have the students read labor publications and make reports to the rest
of the class.

1. Modern trends and issues facing unions today.
a. Labor laws

b. Organizing white collaj workers
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2.

3.
IV. RESOURCES:

Training programs on a national and local level. This oould be very
interesting on a local level because some of the students xight be
interested in such training prograus upon completion of high sohool.

Case studies of collective bargaining, etc.

A, Books:

1.

2.

Amrine, Ritchey, and Hulley, Manufact Organisation and
%ﬁﬁn&a Englewood Cliffs, N.d.: %im.ﬁ%,
@ .

Miernyk, William H., Trade Unions in the Age of Affluence.
University of Colorado, 106h; Znd pr.".ﬁ'ffné?— ————

B, Perlodicals:

1.

The American Federationist, AFL-CIO, 815 16th Strset, N.W.,
hington, D.C., 20005.

C. Films:

1.

"With Thess Hands", University of Indiana, AFL-CIO Education
Depa.iment, 815 16th Street, N.W,, Washington, D.C., 20006,

D. Others:

1.

2.

Publications

a. How to Run a Union Meet AFL-CIO Pub. #31, single copy free,
per additional copy, $15.00 per 100.

b. Why Unions? AFL-CIO Pub. #41, 1962,
c. This is the AFL-CIC, Pub. #20, 196},
Speakers

a. Local business represer*-.ive

b. Local union president
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| AREA: Flnancisi Contrel
CATEQORY:  Purchasing

CONCEPTUAL A corporation maintains

purchasing when it secures, at minimum costs,
STATEMENT: the quantity and quality of materials, supplies, services, and equipment
needed to operate the company.

I. SUB GONCEPIS
A, Proper purchasing increases
profits and enables the

company to operate more
efficliently.

B. Compe%itive bidding in-
creasas the company's ability
to obtain lower prices and
higher centrol of material
quantity and quality.

C. The purchasing department
acts as a control. over the
use of the company's iunds
for the attainment of
production materials, capital
expenditures, supplies, and

gervices.

I-51

II. LESSON TOPICS
A. Fuanction of Purchasing

B. Competitive Bidding for
Purchased Parts




'[

III, ACTIVITIES

A. Show how a purchase order

B.

C.

is originated and trace
its travels through the
steps for approval and
actual purchase by means
of a flow chart.
Determine the smaterial
that you would need for
building of a pro;)ect, then
go around to different
vendors and dstermine who
would give you the better
price for the bill of
materials,

Have the students observe
and 1'eport on the manner
in which their mother
purchases the week!'s
grocexries.
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IV. RESOURCES
A, Books
1. Folts, Introduction to
Industrial Management.
2. Anrine and others, Manu-
fact Organisation
and Management,
B. Others
1. Direct Field Study Mamual
2. Visual Aids
a. Flow Chart




I, EXPANSION OF SUB ZONCEPTS«

A, Proper purchasing increases profits and ensbles the company to operate
more efficiently.

1. Purchasing in large quantities from direct sources reduces the cost
of materials and shipping charges.

2. Quantity purchases, when market prices are low, reduces the cost of
the materials.

3. Maintaining adequate supplies of raw materiais reduces the
possibility of work stoppage or production slowdown.

i. Excess purchasing of raw materials will imncreas: storage costs.

B, Competitive bidding for vandor parts allows the company to ¢htain lower
prices ard conhrol the material quantity and quality.

1. Industries will purchase materials that meet thelr specifications
from the mupplier whose costs are the lowest,

2. Industries purchase materials from a wide varisty of vendors so
that competition is keen among the vendors and their prices are

maintained.

3. Purchasing materials from a wide variety of vendors insures an
adequate supply.

C. The purchasiny department acts as a control over the use of the company's
capital for the actsaimment of production materials, capital expenditures,
supplies and services.

1. The purchasing department does not deride what is to be bought,
but buys for another department who sets the specifications for the
required item.

2. The purchasing department determines whicn of the vend rs wiil supply
the needed maierials.

3« The purchasing department can inform ths various other dapariments of
the funds that are currently available to thes for major expenditur.c.
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A.

LESSON TOPICS:
Title:s Function of Purchasing

1. Concepts:

The purchasing department must know what to purchase, where to
purchase, how to purchase, how much to purchase, and how much ‘o pay.

2. Introduction:

This topic could be introduced in conjunction with other related
lessons concoming American industry. Purchasing is a supporting
furiction of industry and, therefore, should be tanght as a supplo-s
mentary or related lesson. o

This topic would be beneficial to the students by corrola.’oing
purchasing in industry with the purchasing of materials for the
industrial arts lab. | o

3. Presentation:

Wh'y is it important to have a purchasing dopartmont and what
functions does it serve? :

_bﬁ. ‘Functions of the purchasing department:

(1) Receives requisition orders as the need dovelopa :trom
different departments.

(2) Determines the validity of ‘the need.

(3) Investigates the market for the various suppliers that
can meet the company's specifications of the product
involved.

(L) Requests bids from the vendors.

(5) Determines who the vendor will be.

(6) Issues the purchase orders.

E'Big Bills the department requesting the material.

Keeps an accurate and current account of the expendiiures
of each departmont within the company. .

¢. It is therefore advantageous to have a specific dopa.rtmnt that
is responsible for, and aware of, all the sources that a company
can use for its outside purchases.

4. Evaluation:

a. Evaluate the ability of the student to chart the flow of a
purchase order. A

b. Determine the ltudent's ability to select a vendor who w:l.li ”
fulfill all their needs in supplying them with materials for
~ their project.
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5. References:
Folts, Introduction to Industrial Management. pp. 223 - 21k.

Anrinehfndzgthnra, Hinnflctggggg Organisation and Management.
pp. 234 - 251. < |
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'B. Title: Competitive Bidding for Purchased Parts

1.

3.

5.

Conceptss

Competitive bidding for purchased parts allows the company to obtain
lower prices and control the material quantity and quality.

Introductions

" This topic could be most effectively introduced into a mass
production project.

1t would probably be most beneficial if the students were responsible
for the receiving of bids from school suppilers for this mass produced
item,

Presentation:

a. Wiy is it important for various industries to have competitive bidding
for purchased parts?

b. Advantages of competitive blddirg:

(1) Allows the company to purchase from a variety of vendors, thus
redacing the possibility of materisl shortage.

" (2) Allows the company to purchase materials at the lowest possible
cost.

(3) Maintains standards snd services of the vendors through
competition.

(L) Diversifies capital of company to many vendors, thus benefiting
other businesses.

(5) Forces vendors to supply additional services, in an attempt
to convince the company to purchase from them.

¢. Disadvantages of competitive biddings

(1) Time consuming.
(2) Vendors may bid low and find later they cannot supply the
matexrial at that price.

(3) As a result of the supplier's cutting costs and bidding low,

the quality of the material purchased by the company may be
reduced.

(4) Creates a great deal of paperwork which requires additional
exploynent, thus reducing profits of the company.

Enluations

On the basis of an assigned mass produced item, a coomittes will be
selectud to receive bids on the material neceszary to construct this mass
produced item. This committes will be evaluated on their ability to obtain
the lowest price on the materials needed and the procedure used to determine
the supplier to0 be used.

References:

a. Directed Fisld Study Memal 5
I-
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III. ACTIVITIES:

, A. Show how a purchase order is originated and then trace its txv vels
through the steps for approval and actual purchase by means of a flow
chart.

1. In our mass production exercise, have the amdont- determine what
material and squipment will be required in their specific area.

2. Hi.vo the students in the management section determine vhether or not
the request is feasible, and if it is, what will be allocated to
fulfill the order.

3. H;;o the studenis ia tue purchu:l.ng department process the purchase
order.

. B. Determine the material that you would nsed for the building of a project,
then go aronnd to the different vendors and determine who would give you
the best price for the bill of materials.

1. Have the students in the purchasing group ssnd out purchase orders
to the wvarious vendors, receive bids from the vendors, and make
determinations as to which vendor will be uacd “to supply thc
material or equipment.

. Ce Have the atndmtl observe, and report on, the manner in which their
mothers purchase the week's groceries.

1. The report will include the followlng:

&. How many stores were used?

b. Were trading stamps réecelved?

¢c. Were discount coupons used?

d. Wers customer services offered, such as home delivery, credit,
etc.?

2. Have the students in the class relate the methods of purchasing
groceries to the methods used by industry in purchasing materials.

, IV. RESOURCES3
A, Booku

1. Folts, F. E., Introduction to Industrial Management. Hcorraw-H:lll
Book Company, Tne., 1933, PP. D. 223 = 2541,

2. Amrine, H. T., Ritchey, J. A. and Hulley, O, S., Munufact

Wnndz ement. Englmod Cliffs, N. o3 Prentice-iall,
*s s PP - .

B. Others:
1. Directed Field Study Manual
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AREA: Marketing

CATEGORY; Pagkaging

CONCEPTUAL Packaging departments of a company are responsible for designing and
STATEMENT: providing adequate packaging for the product.

I. SUB CONCEPTS II. LESSON TOPICS
A. An increase in aesthetics A. Package design
is exphasized in the 1. The need for packaging
development of new : design.
packaging. 2. Ways by which packaging

design increases sales.
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III. ACTIVITIES IV, RESQURCES

A. Design a package that wlll A. Books
prove to be a knowledgeable 1. Anrine and others, Manu-
experience from a selected facturing Organisation
item or a given product. and Management.

2. Henderson and others,
Industrial Organization
and Management Fundsments.
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I.

A.

1.

2.

EXPANSION OF SUB CONCEPTS:
An incrsase in aesthetics is emphasized in the development of new packaging.

Good, well designed packaging results in helpful and a useful means
of advertising.

Well designed pnckaging attracts and arocuses interest which bring a
consumer to see what the product is.

Packaging well designed may increase the sales of a product.
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iI.

A,

LESSON TOPICS:

Title:t The Need for Fackaging Dusign

2.

3.

Conceptas

Packaging plays & major role in method in which a consumer receives
a product. An increase in assthetics is contimually being emphasised,
to increase advertising, arousing intorest and increase the sales of
a product.

Introductions

Many people feel that packaging is only a structually strong
package that holds and protects the product. What many people fail

to realiss is that packaging has many other functions.

This topic can be used as a related lesson and can bs presented
at the end of the year. Assigmments in product design can be used
for exparimentation, to give the student a project to finish the year
with,

Presentation:

a., Package designing

(1) Need for a package design

a. Structually strong encugh to hold and protect the
pmcto

b. Tigkt enough to prevent spoiling (when necessary).

c. Have the shape, size and color most likely to apply
and appeal through the eye.

(2) Wny by uhich packaging design increases sales.

The package doaign must attract atcentlon.

b. The package must 1ell the products story (informative
labeling).

¢. The package must bulld confidence.

d. The package must look clean and sanitary.

e. The package must be convenlent to handle or carry.

f. The package must look like good value.

g+ The package must look like & fast seller

h. . The.package must deserve a preferred diaplay.

1. The package must ninimize clerk time.

J. The package must be convenlent to stock and display,

| '.t‘h;ig;ckago must prevent spolilage during the selling
pe

1. The package must resist soiling.
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L. Evaluation:

&, Evaluate how well a student designs a package by testing the

package for breakage. Use a package design for lLwlding an ogg
and see if the egg will break whan the packsge iz dropped.

Evaluate design, structure of package and the package appearance.

b. Have students write a report on the different type of packages
and what advantages are of each.

5.. References:

Amrine, Ritchey, and Hulley, Manufacturing Organisation and
Management. pp. 176 ~ 177,

Hmdzgaonh;m Hass, Industrial Organisation and Management.
ppo - .
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III, ACTIVITIES:

A. Design a package which will prove to be a knowledgeable experience for a
selected product to be packaged.

1. Design a package that will protect an egg 1i the worst of conditions.
The package will be neat in appearance and will withstand a sudden
fall, Jxa:ks will be given upon test. Individual people will work
on projsct.

2. Given some type of product, design a package to place cne-half doxzen
Sems in tne smallest package that will save storing space.

IV. RESOURCES:
. A, Bookss

1. Amrine, H:;. T.3 Ritchey, J. A.eungd Hulley, O. S., Manufact
anizat onam_@_gﬁ%t, edition. Englewcod 8y NoJ.t

C@~ ] Inc.’

2. Henderson, H. B. and Hass, Albert, Industrial Organisation and
ement Fundaments. Brighton, Englare: Machinery Publis

[} o9 | | I
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AREA:

Merketing

CATEGORY: Sales Distribution

CONCEPTUAL
STATEMENT:

when products are available for sale, two problems which any industry
attempts to face are: to whom will the product be sold, and how will the

product be transferred to this purchasing person?

I.

SUB CONCEPTS

A. The coxpany salesman is a

B.

C.

direct representative of the
company; and an important
factor in the selling of the
product.

When the company physically
moves the product from the
plant to the customer, there
are several alternatives for
distribution.

The type of market for the

product can change the type
of selling apprcach.

I-64

II, LESSON TOPICS
A. What is a salesman - his Job,
responsibility, and importance
to the company?
B, How is the product distri-
buted, and why was that

avenue selected?




TIT. ACTIVITIES IV. RESOURCES:.

A. Have the students sell the A. Books

product of the menufacturing 1. Amrine and others, Mami- |

lab. or some product de- facturing Organisation ;

veloped or chosen by the and Management.

students. 2. Gilmer, B., Industrial ;
B, Films relating to the dis- Psychology. |

tribution and selling methods B. Periodicals

and procedures, 1. The Role of Marke:.ing. |
C. An assembly of speakers to N.A.M, '

speak to the students, or a C. Films

trip to one of the local 1. "The Story of Distri-

warehouses c¢.” puch. brtive Education

2. "ECC Islandex
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I. EXPANSION OF SUB CONCEPTS:

A, The company salesman is a direct representative of the company and an
important factor in the selling of the product.

1. All of the prior planning and effort, along with tho oxpmac, is in
th- hards of the ualomn. He must succeed. ,

2. mt‘vor the salesman says and/or does will reflect on the reputation
of the company. This may affect sales, -

3. A salesman must make spot decisions whether he is qualified to make
that decision or not.

hfw Cost analysis 2s very hard to estimate for the sales department. Too
little can affect customer relations, too much will hurt the company.

5. Knowing a compatitor's product thoroughly is sa importent as knowing
one's own product.

B. When the company plvaically moves the product from the plant to the
customer, there are geveral alternatives for diatr:i.bution.

1. A c-onpuv may have its own salesroom.

2. The company may sell the product d:lrectly to stores which in turmn
sell to consumers.

3. Salling by mail is another channel of distribution.

k. Gonaigmunt selling to independent salesmen or 5 mtoros is anothor
avenue.

5. Selling directly to a wholesaler as a distributor for large quantities.

6. Klthough often criticized, the n:lddlm is a very important link in
the chain of distribution.

C. The type ,Qf market for the product can change the type of selling approach.
1. If the product is being sold to another industry, the buyer is a
" professional in the buying area. The approach will be on’a profess-
ional level, and usually in large quantities.

2. A 1argcr profit is usually obtained from selling directly to the
public consumer than from selling to a wholesaler or retailur.

3. The quantity purchased by the customer whether industrial or public,
will affoct. t.ho cost per unit, both buying and selling.

1-66
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| IXI. LESSON TOPICS:
A, Title: The Salesman

1.

3.

5.

Concepts:
One of the most important pecple in the machinery of any company
is the person who actually sells the product to any prospective

buyér. The jcb and responsibility of this person is of great im-
portance to the company.

Introductions
This topic would be appropriate at or towards the end of any

induetrial arts course. It may also be used & means of getting
into the topic for discussion. :

Presentations

a. What kind of person must a salesman be?

(1) Easy to get along with.

(2) Can cope with any situation.

(3) Has good business judgement.

(4) Possesses all the virtues, honesty, dependability, etc.

b. What is the job of the average salesman?
(1) Sell the compaxy's product.
(2) Give the customer what ke nesds and not necessarily wants.
(3) Must know the product and its advantages and disadvantages.

c. The salesman must make a favorable impression on the potential
customer of ‘the company's reputation and his ability.

d. The amount of money which the sales department recelves is very

hard to deterivine. Too little will limit the salesman's ability,
and too much nay hurt the company.

Evaluation:

a. Review and evaluate a classroom situstion. Have the students
role-play as salesmen and customers.

b. Evaluate the reports done by the students on the role of the
salesman and the company. -

Referencess:

Amrine, H. T, and others, | Manufacturing Organization and Management.
pp. 493 - L95, 505 - 507.

Gilmer, B., Industzrial Paychology. pp. 392 - L0O.

N.A.Ho, _Th_! ‘301‘ p__f_ mk_.m. PP 10 - 12.
1-67
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B, Title: How is the Product Distributed?

1. Concepts:

There are seversl ways in which an indnutry'can nove the product from
the plant or place of manmufacture to the customer.

2. Introduction:

This tc;pic could be used before the marketing of the mass production
- prohler im heann. This tonic could open the area for discussion and
investigation by the students.

3. Presentation:
&. A direct sales outlet by the company.
- (1) Salesmen in outlet.
(2) Inventory of goods.
(3) How many stores should the company have and still run in
the black?
b. Sell to industries directly.

c. Sell to wholesaler.

d. Sell to retaller.
c. Sell on consigmment.

f. The middleman is a very important link in the chain of industrial
distribution.

(1) Customers deal with distributor and not take up the time of
the company. _
(2) No need to inventory, by the manufacturer, of very large amounts.
(3) Do the selling for the company.
k. Evaluation:

a. Evaluate written reports concerning the different types of disﬁr:!.-
butors and their job in an industrial soclety.

b. Evaluate the students as they determine the type of distribution
avenue for the mamufacturing product.

5. Referencest

Amrine, H. T. and others, Manufacturing Organisation and Management.
pp. 193 - kg5, 505 - 507, — == ~

Gilmer, B., Industrisl Psychology. pp. 392 - LOO.
N.A.M., The Role of Marketing. pp. 10 - 12.

1-68 |




IIT, ACTIVITIES:
A. Have the students sell the product in various ways.

1. Have the students sell the product in the school store; explain the
function the school store plays.

2, Have the students contact local businesses and sell the product to
the local merchants. Explain the function of the local merchant.

3. Have the students sell door to door in the neighborhood. RExplain
t.'lp‘ different types of selling.

. Have the students sell a product directly from the lab.
B. Films relating to disiribution and selling methnds and procedures.

1. Obtain a f£ilm relating a salesman's part in the total marketing
structure.

2. Have the students determine WHY the middle man is such a necessary
part of the Industrial Soclety.

3. Obtain other films relating to sales and/or distribution.

C. Assembly of speakers to speak to the students about their ceitain
function in the sales or distribution channels.

1. Have a small store owner speak on what his operation does and how
he can afford to compete with larger operations.

2. Have a salesman speak on his job and how it relates to the company
and the customsr.

3. Ask a wholesaler to speak on his operation and its r-.lttionahip to
mamfacturer and corsumer.

4. Have 2 class or several classes visit a local warehouse. This can
be compared with the storage area and operation of the local grocer.

IV, RESQURCES:
A. Books: B
1. w’ H. To’ Ri‘bohv, Jdo. A, and Hullv 0. Su, Mamifac
anisation ‘iﬁ 'b’ end ‘di'biono Englewcod 8y Nedos
savice

2. ?d.:aor, D. voniialler, Industrial Psychology. MoUraw-Hill Book Co.,
961.
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B,

c.

Periodicals:

1

Shop. Chicago, I1l: American Technical rd p:

Filmss

1. "The Story of Distributive Education", 14em, 21 mimutes, fres.
AssociateiFilms, Incorporated.

2, WECO Islander", 16mm, 20 minutes, frae. John Wood Company.

1-70
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RESOURCE PERSONNEL AND CONSULTANTS

e SRR

Ths following named individuals serv.d the research project ay resource
persons and consultants on various problems as the procodurﬁ and materials for
the program were being developed.

~ The following individuals furnished detailed review and recommendations for
the development and revision of the Student Workvook.
Industrial Relations

Earl Hurd Ed MacMillan
Director Industrial Relations Personnel. Director
Rockwell Mamufacturing Company Bristol Laboratories
Syrecuse, New York Syrecuse, New York
F. J. Smingler Joseph Fhelps
Personnel Manager Personnel Mansger
Pass and Seymour Preatolite Corporation
Syracuse, New York . Syracuse, New York
Engineering
Richard Lamkin Walter Simmons
Production Engineer Director Plant Engineering
Rockwell Manufacturing Company Carrier Corporation
Syracuse, New York Syracuse, New York
Raymond Corson
Plant Engineering
R. E. Diets Company
Syracuse, New York
Production
Robert J. Carrol Paul James
Director Production Engineering Executive Vice President
Ternstedt Division, General Molors Vega Industries
Syrecuse, New York Syracuse, New York
Adolph Sebell
Vice President for Mamfacturing
Jyroco

Compaxyy
Syracuse, New York
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Labor

John Barry
Business Manager I.B.E.W. Local #i3
Syracuse, New York

Earl Hurd
Director Industrial Relations
Rockwell Manufacturing Company

Syrecuse, New York

Grant Morehouse

Personnel Director

Alcan Alxminum Corporation
Oswego, New York

Financial Control

Robert Yendel
Comptroller

Crouse Hinds Corporaticn
Syracuse, New York

Hans Todt
Comptroller
Dilsvoi Lewoiatories

. L. L L3
Syracuse, Hew Iorkx

Marketing

D. W, cm.r
Sales and Marketing

Syracuse China
Syracuse, New York

Martin Duggan
Director of Marketing
Niagara Mohawk
Syracusse, New York

J=2

- John McDonald

Business Manager
Plumbers and Gesfitters Local #2

Syracuse, New York

C. J. Pollatsek
Executive Secretary

Building Trades and Employer's
Association
Syracuse, New York

Charles Millen

Comptrollsar

Niagara Mohawk Power and Lighting
Syracuse, New York

Robert

Director of Sales
Morris Machine Works
Bgldwinsville, New York



The following individuals provided valuable assistance and guidance s
consultants in the development of sesminar resource outlines and other materials

used in the dovelopment of the program.

# Dr. Herbert Van Schaack
Professor of Industrial .Psychology
State University College
Oswego, Hew York

% Dr. Louls lorizso
Associate Professor
Industrial and Labor History
State University College
Oswego, New York

# Dr. Reymond Wedlake
Associate Profeasor
Industrial and Labor History
State University College
Oswego, New York

# Dr. Roger McLaughlin
Professor of Industrial Sociology
State University College
Oswego, New York

#* Mr, David Burger
Associate Professor of Economics
State University College
Oswego, New York

+ Mpr, Johm Madde
Process Engineer

Pass tnd Seymour Company
Syracuse, New York

* My, William Sorn
Manager of Production
Lipe Rollway Corporation
Syrecuse, New York :

# Mr, Robert .ill
Industrisl Relations Department
Carrier Corporation
Syrecuse, New York

* Mr, Joerome Winterhault
Field Representative for Arbitreation
International Brotherhood of
Electrical Workers
Syracuse, New Ye:i

# Mr, Richard Orsini
Assistant Comptroller
Crouse Hinds
Syracuse, New York

* Mr. David J. Joor
Investment Advisor
Hayden Stone Inc.
Sdyracuse, New York

* Mpr. Milton Beebe
Vice President
Conklin Labs and Lasbe
Advertising
Syrecuse, New York

* Mr, Philip Davis
Area Davalormant Department
Nisgare Mohawk Power Corporation
Syracuse, New York

% Mr, R. G. Kogler
Assistant Director Engineering
Allied Chemical Corporation
Syracuse, New York

Mr. Pat Allen

Administrator of Management
Dsvalopment

Crucible Steel Company of America

Syracuse, New York

# Mr, John L. McDonald
Business Manager
Plumbers and Gasfitters Local #5l
Syracuse, New York




Mr, C. J. Pollatsek

Executive Secretary

Building Trades Employers Assoc,
Syracuse, New York

* Mr, Jack Mantanoe
United Auto Workers Local #85L
Syracuse, New York

* Mr, James Clark
International Business Machines
Syracuse, New York

* Mr. Richard Lamkin
Value Engineer -
Rockwell Manufacturing Ooupuv
Syracuse, New York

* Mr, Alfred Bideaux
Production Manager

Hasmeraill Paper Company
Oswego, Kew York

Mr. Dennis Dwyer
Personnel Manager
Oberdorfer Foundries, Inc.
Syracuse, New York

Mr. William Caru’s.

Director of

Ternstedt IMvision General Motors
Syracuse, New York

* Mr. J. J. Phallp
Engineering tment
Allied Chemiocal Corporation
Syracuse, New York

# Mr, Robert J. Carrol
Director Production Engineering
Ternstedt Division Ceneral Motors

Syracuse, New York

% Mr, John Barry ot
Business Manager I.B.E.W.
Syracuse, New York

% Mr, Grant Morehouse
Personnel Dirodtar
Alcan Aluminum Corporation
Oswego, New York

# Mr. Robert Yendel
Comptroller and Treasurer
Crouse Hinds Corporation
Syracuse, New York

* Mr., D, W. Carpenter
Sales and Marketing
Syracuse China
Syracuse, New York

% Mr. Arthur Clawson
Industrial Director
Operatlion Oswego
Oswego, New York

* Mr. Ear®, Hurd
Director Industrial Relations
Rockwell Manufacturing Company
Syracuse, New York

# These individuals made one or more presentations to the Directed Fleld Study

seminars.
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The following companies have participated during the two year operation of
this experimental program by accepting the assignment of one or more studenis

during the period of opsraiion of the prcgram.

Coordinating persomnel listed

have assumed the responsibility of scheduling of students' time and submitting

svaluations of their work.

Company

Alcan Aluminum Corporation
Oswego, New York

Armstrong Cork Ccapany
Fulton, New York

Bliss Steel Preducts Corporation
East Syracuse, !Q York.

Bristol Laboratories
Syreacuse, New York

Carrier Corporation
Syracuse, New York

Crouse-Hinds Company
Syracuse, New York

Crucible Steel Co. of America
Syracuse, New York

R, E. Diets and Company
Syracuse, New York

Estabrook Printing Company, Inc.
Syracuse, New York

Frazier and Jones Company
Syracuse, New York

General Electric Company
Syracuse, New York

Limson Corporation
Syracuse, New York

Lipe~-Rollwsy Corporation
Syracuse, New York

Coordina Personnel
Mr, Grant Morehouse
Mr, Paul Furlow
Persomnel Manager

Mr. Robert H. Bliss, Jr.
Vice President

Mr. W. W, Ebbexrt
Manager of Persomel

Mr. Stig Gieisner, Manager
Employrent Services

Mrs. Ellen W. VanDusen, Manager

Communicaticns & Personnel Development

Mr. Pat Allen, Director
Managewsnt Development

Mr, William Dillon
Persormsl Manager

My, John E., Estabrook
Sales Manager

Dave Walton
Personnel Director

Mr. Ralph E. Holswarth
Manager - Community Relations

Mr., William Burgan
Director Personmel

Mr. A, X. Pexnock
Esployment




-
Mohawk Airlines

Utica, New York

New Process Gear Division
BEast Syracuse, New Yerk

Niagars Mohawk Power Corporation
Syracuse, New York

Oberdorfer Feundries
Syracuse, New York |

We. C. Pahl Construction Company
Syracuse, New York

Pass axd Seymour |
Syracuse, New York

Prestolite Company
Syracuse, New York

Rockwell Mamufacturing Company
Syracuse, lw York

Rollwey Boarinc anuv, «
Linrpoal, llow!'rk |

m, m, Crenshaw l: rellq
Syrecuse, ¥ew York
Syracuse, New Yerk

Jyrecuse Heat rnuting Corporation
Syracuse, New !ork

Syroce Div., lelnru& Mcdco.
(Syracuse Ornamsntal Co.)
(Syracuse, New York

Ternstedt Division

General Mote: i Cerporation
Syracuse, New 301k

Vega Industries, Inc.
Syracuse;, New York

Aestern Klectri: Company, Inc.
Syracuse, New York
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ek o lm b o m

¥r, Louis Reberts
Director of Training

Mr. Ronald Horton

Director of Persemmasl

My, v Bowex ‘
Division of Employes Rolutim

Mr. Dennis Dwyer
Personnel Manager

¥r. Wiliiam C. Pahl
President

Mr, Fred Smingler
Personnsl. Dirogtor

Mr, Joseph Fhelps
Director of Pmonnal

Mr. Earl Hurd
Director of Industrial lhlat.im

Mr, Earl P, Smith
Diresctor Industrial Relatiens

Mr, Bdward Bruce
Director of Preduction

Mr. Leslie R. Borland
Pmonml Dirvecter

Mr. John G. MacAllister
President

Mr. Norbert J. Mott
Pyrlomol Suporvinr

Hr. Fllis C. Mandeville
Pcmml Director

‘Mr, Paul James

Executive Vice President

Mr. A, S. Andersen
Manages
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