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Wed, Feb 17' 1988 Witcher decision retreat 

1: DiaaioD of the deciaioD retreat 

Page 1 

This is a decision (+) retreat of which discussion (-) is a 
part. The true mission is decision! 
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1: Agenda for decision retreat (not retreat froa decisionl) 
Degree of system openness (dso) measures how .uch input and 
output is desired or expected. 

1. 1: 
1.1.1: 

1. 2: 
1.2.1: 
1.2.1.1: 

1.2.1.2: 

1.2.1.3: 

1. 2.2: 
1.2.2.1: 

1.2.2.2: 

1. 2. 3: 
1. 2. 4: 

1.2.4.1: 

1 means the system is totally closed to input and locked to 
output. 10 means the sy~te. i~ totally open to input and 
unlocked. 

Sunday, february 21, 1988 
2:00 - 4:00 PD - Open session for idea exchange -

(dso - 8 to 6) 
DoDday, february 22, 1988 

8:00 - 9:00 1ll 
Introduction (10 min) - Hike Redmond 

State the mission of the retreat (dso from 6 to 1) 
End product ot the 10 m1nutes is agree.ent on aission 

of retreat 
Review & summarize statements about the nature of 
Yitcher (30 min) 

l1R. JC and n will answer in writiDl the questions 
in boxes 1. 2 and 3 in the company model. The~e 
answers should be provided ahead of the retreat and 
made a part of the work book. 

dso - 3 to 1 
End product is an acceptable set of answers to the 3 

questions 
Should be recorded in minutes of retreat 

Prepare Witcher mission statement (10 words or less) (20 
ain) 

dso - 8 to 3 
9:00 - 10:15 All 

Select specific functional areas for goal & objective 
definition 

Selection is from handout I ? 
dso - 7 to 2 

Rate selected functional areas as to desirablity of 
workiDl on at retreat 

dso - 7 to 2 
10:15 - 10:45 All - Coffee break and pbone calls 
10:45 - 12:00 All 

It should be noted at the beqinniDl of this 
management analysis process t.tJS.t the goal & object 
definition process can start at any of the boxes in 
model from 5 to 8 and move in either direction. 

However it should also be remembered that the lower 
the number you start the definition froa. the more 
probable the objectives derived will be valid and 
better relate to the company missions and goals 

Define Witcher long range goals within highest rated 
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1 
1.2.4.2: 
1. 2.5: 
1. 2. 6: 
1.2.6.1: 

1. 2. 1: 

1.2.7.1: 
1.2.7.2: 

1.2.7.3: 
1. 3: 
1. 3.1: 
1.3.1.1: 

1.3.1.2: 
1. 3.2: 
1.3.2.1: 

1. 4: 
1.4.1: 
1.4.1.1: 

1.4.1.2: 
1.4.2: 

dso - 8 to 3 
12:00 - 1:00 PD - Lunch 
1:00 - 3:00 PD 

Continue define long range goals within highest rated 
functional area 

Should have at least 30 long range goal~ by 3:00 PH 
Assign ratings to 30 long range goals froa which to 

select objectives 
Prioritize 

dso - 8 to 3 
3:00 - ? (iDdiTidual reTie. at discretion of 
iDdiTidual) 
Define aediua range objectives for the 30 defined goals 
Have about 30 medium range objective~ per per~on by 
start of Tues mtg 

dso - 8 to 2 
Tuesday, February 23. 1988 

8:00 - 12:00 .lII 
Define and agree on medium range objectives for the 30 
def ined Ooals 

These are froa the lists prepared by each 
individual in the free ses~ion on Honday. 

dso - 5 to 1 
1:00 - 4:00 PD 

Define and agree on short L immediate objectives for the 
30 defined goals 

Should rate in importance when list is coaplete 
dso - 5 to 1 

Wednesday, February 24, 1988 
8:00 - 12:00 1.1( 

Discuss & decide on implemetat10n plans for most 
critical objectives 

dso - 5 to 1 
12:00 adjourn to bar for forgetfulness session 
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1: Functional areas to consider - in alphabetical order 
The word fee in parenthesis indicates that the function may 
be either or both an internal and for-fee service to be 
provided by Witcher or its divisions. its subsidiaries or 
its network m.embers. 

1.1: 
1. 1. 1: 
1.1.2: 
1. 1. 3: 
1.1.4: 
1.1.&: 
1.1.6: 
1.1.7: 
1.1.7.1: 
1.1.7.2: 
1.1.7.3: 
1.2: 
1.2.1: 
1. 2.2: 
1. 2. 3: 
1. 2. 4: 
1. 2. &: 
1. 2.6: 
1.2.7: 
1. 3: 
1. 3. 1: 
1.3.2: 
1.3.2.1: 
1.3 2.2: 
1. t: 
1.4.1: 
1.4.2: 
1.01.3: 
1. 01.4: 
1.4:.&: 
1. 01.6: 
1. s: 

1. &. 1: 
1.5.1.1: 
1.5.1.2: 
1.5.1.3: 
1.5.1.4: 
1.5.1.5: 
1. s. 2: 

1.5 2.1: 

The fee functions may overlap and use services provided by 
the core Witcher, subsidiary or network orqanizations. 

~. Adainistration 
~. AccountiD4J 
B. Corporate financing 
C. Data processiD4J 
D. Ezecutive policy 
E. Legal 
r. Personnel 
G. Physical facilities for coapany 

Construction 
Desiqn 
l1aintenance 

B. Construction 
A. Equipaent 
B. rield operations 
C. rizturing aDd fit up 
D. Procureaent 
E. Project a&nageaent 
f. Shop operations 
G. Yard operations 

C. Corporate planniD4J 
A. Business continuity 
B. Diversification 

Horizontal 
Vertical 

D. Developaent - real estate 
A. Design 
B. financing aDd funding 
C. Prograa a&Dageaent 
D. Project a&nageaent 
E. Property a&nageaent 
f. Ileal estate 

!. fee (aDd/or internal) services. - soae are staff 
services internally 

A. (lee) Appraisal services 
Residential 
Cooercial 
Industrial 
Institutional 
Public 

B. (fee) As-is facility records - on a regular 
basis 
Drawings 

He chani cal 
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1.5.2.2: 
1.5.2.3: 
1.5.2.4: 
1.5.2.S: 
1.6.3: 
1.5.4: 
1.5.1.1: 
1.5.1.2: 
1.5.1.3: 
1. 6. 6: 
1.5.6: 
1. 6. 7: 
1. 6. 8: 
1.5.9: 
1.5.10: 

1.S.11: 
1.6.12: 

1.5.13: 
1.5.13.1: 

1.5.11: 
1.5.1S: 
1.5.16: 
1.5.17: 
1. S.18: 
1.6.18.1: 
1.6.18.2: 
1.5.18.3: 
1.S.19: 
1.6: 
1.6.1: 
1.6.2: 
1.6.3: 
1.6.1: 
1.6.6: 
1.6.6: 
1.6.7: 
1.1: 

Electrical 
Site 
Equipment acquis1tions 
Structural 
Architectural 
Additions 
Property and utility plans 

Specifica tiona 
Equipment am operatil)] aanuals 
Inventories 
Appraisals 

C. (lee) Code checks 
D. (lee) Construction serTices 

Estima tiDJ 
Inspect10n 
Project p1ann1ng and schedu11DJ 

I. (lee) Equip.ent rental 
l. (lee) leasibility analysis 
G. (lee) linancial analysis 
B. (lee) Life cycle costiDg 
I. (lee) Daintenance 
J. (lee) let.tg .ith others practiciDg 
construction related disciplines 

I. (lee) Place.ent serTices 
L. (lee) Prefabricated. preeDgineered .etal 
buildiDgs 

D. (lee) PriTatization 
Total development and operation of public facilities 

Real estate 
Financing 
Design 
Construction 
Operation 
l'1aintenance 

•. (lee) Project delivery systeas 
O. (lee) Project prograaaiDg 
P. (lee) Property .anage.ent 
Q. (lee) TrainiDg and education 
R. (lee) Trash disposal 

Solid waste 
Sanitary lam fill 
Energy generation 

S. (lee) Value engineering 
l. UarketiDg' sales 

.l. Closing 
B. Direct 
C. Graphics 
D. Indirect 
E. Records 
l. Sales reiaburse.ent 
G. Staffing 

G. Training and education 
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Witcher deci~ion ret.reat 

1.7.1: 
1.7.2: 
1.7.3: 
1.7.4: 

B. lIanage.ent 
C. Staff 
D. Technical 

Page 3 
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1: E%aaple of setting long range goal to definiDg i .. ediate 
objective 

1.1: step 1 - Identify functional area in which to work _ 
ll'OO.OOOOOO 

Select a major functional area category say 1, 
administra tion, wi th subca tegory F f or personnel 
relations. 

1.2: step 2 - Bo% '5 - State long range goal (3 to 6 year) 
- 1l01.000000 

·Upgrade communication of company policies to employees· 

1.3: Step 3 - Bo% '6 - State aediua range objective (2 to 
4 year) - AlOl.0l0000 

dAssemble, edit, print ar~ distribute full corporate 
manual tor all employees in 2 years troa 3/1/88· 

1.4: Step 4 - Bo% '7 - State short range objective (1 to 2 

1.5: 

year) - AlOl.0l0100 
-Identify contents of Witcher company manual and have 
assembled the rough dratt tor executive coaaittee review 
and approval in 1 1/2 years from 3/1/88.-

Step 5 - Bo% '8 - State iaaediate objective (nov to 1 
year) - Al01.010101 

-Establish major topics to be included in Witcher 
company I18.nual, general tor:mat to be used. 
responsibilities for preparation, time table for 
production and obtain executive committee approval 
within 3 months trom Harch 1, 1988. u 

1.6: Step 6 - Bo% '9 - Define iapleaentatn steps to 
achieve objtvs - ArOl.010101 

"Hake a network model plan ot the activities required to 
prepare the Witcher company manual from Harch 1. 1988 to 
the publishing date of Harch 1. 1990. Responsibility 
codes and durations should be shown on the network-
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1: Eta.ple of hoy to record objective definition in retreat 
1.1: functional area: Ad.inistration # personnel relations 

-AI 
1.1.1: 
1.1 1.1: 

1.1.1.2: 
1.1- 2: 
1.1.2.1: 

1.1.2.2: 
1.1.2.3: 
1.1.3: 
1.1.3.1: 

1.1.3.2: 
1.1.3.3: 
1.1.4: 
1.1.4.1: 

1.1.4.2: 
1.1.1.3: 

Long range goal - 3 to 6 years - BOl '5 
Statement 

Upgrade communica Hon of company poliCies t.o 
employees of Witcher. 

Identification: 'Ar01.000000 
Dediua range objective - 2 to 4 years - BOl 16 

Statement 
Assemble. edit. print & distribute full corporate 
manual by Harch 1. 1990. 

Identification: IA01.010000 
Who's responsible?: HR 

Short range objective - 1 to 2 years - DOl '7 
S ta t ement 

Identify contents of Witcher manual. and assemble 
rough draft for approval by executive co.-it tee in 
1 1/2 years from 3/1/88. 

Identification: IAF01.010100 
Who's responsible?: HR 

I .. ediate range objective - 0 to 1 year - BOl 18 
Statement 

Establish major topiCS. qeneral format. 
responsibilities and time tables for preparation of 
Witcher company manual and obtain approval within 3 
months of 3/1/88. 

Identification: IA01.010101 
Who's responsible?: HR 



( 

( 

Of 

fed, Feb 17. 1988 Witcher deci~ion retreat Page 1 

1: Definitions 
1.1: Vertical diversification 

A ~nagement sy~tem that emphasizes diversifying by 
addlnq new fuctlonal area to the existing functional 
areas. New functions added usually bear an 
organizational relation to the exi:-t.inq. An example of 
vertical diversification is incorporating real estate 

. control, building design, financing. construction. 
leasing and asset management into a single development 
operation. 

1.2: Horizontal diversification 

1.3: 

A mangement system that emphasizes diversifying by 
expanding existing functional area:- by classes of work 
presently done within the functional activity. lor 
instance a design office could accomplish horizontal 
diversification by dividing their operations into 
various kinds of projects such as commerCial. 
institutional. and industrial, using the same functional 
disciplines but dividing the organization into separate 
groups that concentrate mainly on one of the three main 
building types. 

Goal 
The unquantified deSires of an organization or 
individual expressed without tiae or other resources 
assigned. 

1.4: Objective 
Quantified targets derived from established goals. The 
most. cODonly used resources in converting goals to 
objectives are money. time, human abilities. human 
actions. equipment and space. 

1.6: Degree of syate.openess (dao) 

1. 6: 

Degree of system openess (dso) measures how much input 
and output is desired or expected. 

1 means the system is totally closed to input and locked 
to output. 10 means the system is totally open to input 
and unlocked. 

Witcber co.pany .odel 
The wellspring element of the model is the functional 
area, list of prime things Witcher as a business entity 
must or could be involved with. 
The main model or simulation of the Witcher organization 
is composed of boxes containing questions of importance 
to defining Witcher's nature (boxes 1. 2 & 3). its 
mission (box 4), its goals (box 6), its medium, short & 
immediate objectives (boxes 6. 7 and 8), the objective 
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implementation plan8, mean8, methods and result 
measurement method (box 9), along with a feedback and 
information loop with inlets froa the inside and outlets 
to the outside. 
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XISSIOH STATBMBHT 

Witcher Construction's continuing purpose is to provide 
extraordinary service to our clients in terms of quality 

and value. In order for Witcher to achieve this we are 
aggressive and innovative in our systems of management 

and technology. Staying on the cutting edge of the 

current industry trends enables us to provide the most 
up-to-date construction techniques for our clients. We 

are committed to uphold the highest level of personal and 

professional integrity and to continue our education in 
all aspects of the construction industry. We believe in 
maintaining a supportive and challenging working 

environment for our employees. Because of these 
commi tments we are able to bring organization and the 

highest level of professionalism to the construction 

process. 
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1) ~? 

2) WHERE? 

) WHEN? 

4) H~? 

5) WHO'S? 

( 

RA.LPH J.8TaPala"SOR. P. R. 
00_Ul.lft ......... . 

QUESTIONS TO BE ASKED 

What is the scope of the activity? 
What is the standard of performance? 
What are our objectives? 
Wha t are our goals? 
What is needed to start? 

Where will the work take place? 

When does the work start? 
when is the work supposed to tinish? 
When will the work be completed? 

How do I know when the job is done? 
How do I know it we've done a good job? 
How do I get out of the job when it's done? 

Who's responsible? 
Who's in charge? 
Who's doing the work? 
Who's liable? .. -~ 
Who's in charge for my client? 
Who's the ultimate decision maker? (UDM) 
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Consulting Engineer 

F ebruory 7. t 988 

TRADITIonAL PROJECT DELIVERY SYSTEm 
CH ARACTERISIICS 

I. Checks and balances nor'mally bu ill in from 
stQrt 

2. Construction decisions usuaUy based on capital 
costs 

3. Participant selection otten made by cost 
competitive bidding 

-t. Job control is highly centralized in most stages 

6. Project usually being built for owner/users 

6. Contract documents completed before bidding 

7. Bidder selected from short list derived from 
long list (occasionally use long lisl) 

8. Bonding is often required 

9. Site preparation and expense work otten by 
owner beloce construction starts 

note - Expense work includes those costs that do 
not directly QtfectUncreQse) life or value of the 
fQcility. 

10. fnajority of attention gIven to the need and 
want list. Wish list usually qonsidered a luxury. 
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Consulting Engineer 

non TRADITIonAL PROJECT DELIVERY SYSTEm 
CHARACTERISTICS 

I. Checks and balances evolve as project proceeds 
and when need arises. 

2. Construction decisions based on capital costs. 
maintenance costs. operating costs, projec~ 
quality desired. and desired investment return. 

3. Lead partJclpant select ion made on professional 
and technical abilitIes, and on reputation and 
past performance, along with cost as a 
secondary considerat ion. 

.... Job control somewhat decentralized during 
early program and design stages with 
progressive centralization as the working 
document and construct ion phases are 
approached. 

G. Project could be tor a variety of conceivers and 
prime movers including owners, users, 
investors, developers, funds, syndicates, 
governmental agencies (privatization), and 
groups assembling caplt(ll to go in desir'vd 
returns on investo)ent. 

6. Construction is otten closely dovetailed with 
design of the project Design usually pfoceeds 
with construction guidance and advice from Q 

constructIon discIpline. 

7. Capital cost is often negotiated from the pro 
forma base and reduced in stages to a 
guaranteed maximum price (gmp). 
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Consulting Engineer 

8. need tor bond ing ususall y min im ized or 
elieniflated by careful selection procedures to 
maximize probability of success. 

9. Site preparation and expense work often done 
by various members of the selected pro jeet or 
program team. 

note - Expense work includes those costs that do 
not directly affect (increase) life or value of the 
facility. 

10. Design and construction heavily influenced by 
consideration of the needs, wants and wishes of 
the participants. 
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ELEMENTS OF THE LINE OF ACTION 
: I 

Th. lin. of action it a limpl. Itatem.nt of the rani. of talkl D.cellary to con­
c.iv., deliln, build and ope rat. an .nvironment. The lin. be,inl at a point 
ref.rred to a. the r.cognition 2!!!!.!! with the •• actionl foUowinl: 

Conc.iv. 
Prolram 
Articulat. 
Approv. 
D.lip 
Con.truct 
Turnov.r 
Ope rat. 
Maintain 

Thel. all culminat. at an eDd point called d18charl. !! eDvironm.ntal d •• iln 
and conltruction re.poDlibiUty. A bri.f de.cription of each It.p it appropriate 
~UDd.r.tandinl th.ir importanc. to the total de.ip and build concdpt. 

Itecognition ~!!!!! 11 the point at which a r.quir.ment for a Dew .nvironm.nt 
i. fir.t felt. Th. 100d d •• ip buUd op.ration tri •• to become involv.d in th18 
creative Ital.. Ther.1I a danl.r of lettln, ln too .arly and ,ivlnl away .0 
much of the early work that the job may be lo.t throup ov.r-expo.ur. at a 
lat.r dat.. How.v.r, reco,nitlon of need. 18 the .tartlnl point and the 11.1 •• 

activity .ta~. b.r.. Tuln, the point. In ord.Z' -

Conc.ive -

Prolram 

Durinl the conc.ptaa1perloc1 the n •• 4-- -
which may be foZ' bler.a.ed facUiti ••• 
11.1'1.1' dollar volume, mol'. effici.nt 
handlinl .y.tem. or a variety of oth.r 
demand. is visualised and PQt down In 
lome roulh fotm. It may be a pencU 
.ketch or may remain an idea in .om.-· 
one'. mind. H.r. the project .e •• it. 
orilin and it 11 this .arly id.a that 
often carri •• throach the .Dtir. project. 
A ,ood conc.ptualara.p t •• llential If 
the proj.ct 18 to be .Qcc ••• fully compl.t.d. 

Durinl the prolramminl pha.e. the need. 
of the concept 1.1'. pit Into ea.ily ond.r­
.tood tabular form .0 many .quar. fe.t 
for .torale, .0 mpy .quar. f •• t for 
offic.. .0 much betaht for .hippln, 
faciliti... etc. The actual phYlical 
d.mand. of the en~onm.D.t 1.1' ••• t forth 
ln the project prolram or project bible. 



Articulate 

Approve 

-

CODatruct -

Turnover 

Now the cODcept aD.cl prolram are 
combiDed into preliminary conatructioD 
laDI\1&le. 1'1001' pl .. a are draWll in 
accordance with req_lremeDta. The 
fUDctional arranlemat la abOWD in 
accordance with the project bible. 
Materiala are called out in terma 
of the demanda of the cODcept. 

Thia la a critical pobIt in the line of 
actlOll. By DOW aufficleDt work baa 
takeD place ao the mauler caD UDder­
ataDd the project aDd aay. "1 Uke thia 
01" I don't: chanle thla, revlae thia; 
let' a increaae that a 'btt; let' a cut dOWJl 
here. It FiDally aa,.m,: "OK, I'm 
aatlafled with thla aet of icleaa ahowinl 
the concept and the prolram - let' a 
move oDI" Approval anlocka the 
deaip ~ conatructloD period •. 

In the dealp phaae, producta of the 
previoua fou atepa are utilized COll­
currently to prepare a aet of workinl 
drawinla aD.cl apeclficattoDa that traDa­
late concept into ateel, cOllcrete aDd 
apace. 

Next, the actual environment la buUt. 
Con8truction la the tint point where 

. 80methinl major aDd tanlible happena 
aa a re.ult of ~e CODe'pt. 

___ ~. :~L~ 

When the project haa beeD bWlt, ··U 
la tUl"Jled over with the appropriate 
operatiq maDuala to the OWDer 01" 

tenant. TUl"Dover la .. important 
atep 8ince if done properly it inaurea 
that a valuable commodity, the 
completed enviromneat, la properly 
giveD to tho.e who muft uae it. 

Neglect of 100d turnover procedure a 
ia often the caule of .. doua callback 
problem.. We certalaty wouldn't tul"Jl 
a cotnplex piece of machinery over to 
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Turnover • 

Operate 

Maintain 

(Continued) 

an amateur operator and expect he 
would make it perform 100-. riaht 
from the .tart. Neither .hould we 
a •• ume that aD owner CaD take an .... 
environment that hal Ju.t be.n built 
for him and Immediately opel' at. it 
at full efficiency. Tim. .hoald be 
.pent durinl tul'llo .... r to es:pJ.aln how 
thll environment 1. to function. 

The environment it now rUll-in and 
beain. to achieve It. full purpo.e. 
Operation can be aD importut 
re.pon.ibIUty althoulh the cle.lpl 
build contractor .hould fumbh hll 
op.rational function. in connection 
... ith a new environment only on a 
paid contract arranlement &Del provided 
he II competent to operate the facUity. 

Maintenance of the phy.ica!i .nvironm.nt i 
11 the door opener for future proJ.cb •. 
It abo a •• ure. that the .environment 
that hal been nur.N throup the previou. 
eilht .tale. wlll be malDtalDed correctly .0 a. to work at it. 'be.t for tho.e who 
mu.t u.e it. The maintenance contract 
II perhap. one of the lea.t explored 
area. in the more .ophllticated approache. 
to environmental cle.lp and con.truction. 

The end of the line of action it when the de.iper aDd buUder of 
environment. hal dt.charlecl !!!!. res20n8ibilttie •• In a contiJlulnl 
trustworthy r.lationshlp, the line of actton wlll. have DO end .ince 
before tt it finished, a competent profe.stona! wU1 be re-involvR 
in another program at ttl bellnninl. 
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PARTICIPAIITS III DESIGRIIG Ii BUI LDIRG DVIRORMIIiTI 

There are five basic participants in the prOCtSS of designing and building 
environments. These are the conceiver. the translator. the (()Qstructpr. tilt 
*,ator pd tht regulator. 

~DCtiyers .. Those WIlo conceive the Idea and provide the WhereWithal to 
bring the environmental program to a successful conclusion. The conceiver 
may be the owner but it also might be a governmental agency, a financial 
source, an architect, an engin"" a contractor, a vendor or a potential tenant 
looking for space. We identify the conceiver since he usually is the key 
person driving the project on to completion. 

Translators • Those Wbo translate the environmental program Into 
constructJon language. TradltJonauy we tb1nk of the arcll1ted1englnetr as 
tbt translator. However careful consideration of this matter shoW'S there are 
many others Who translate the conceiver"s fundamental ideas into 
understandable, workable construction language. SUbcontractors, suppUers, 
vendors, manufacturers, contractors and the conceiver may all playa role In 
tnnslaUng. 

CoDstructoO .. Those Wbo Interpret the construction langUage and convert 
it to a actual physical environment. OCcupying this role are general 
c:ontractors, specialty contractors, vendors, suppUers, manufacturers, artists 
and others Who actually put the materials into place in the field. 

Qptrators - Those \otr'bo o~rate and maintain the completed physical 
environment on a continuing basis. Ususally the party responsible for this 
functJon is an owner or tenant working ~ough a plant or fadlities manager. 

Itplatorl .. Those WIlo rUI a review & Inspection position to htlp insure 
protection of the health, safety & welfare of the people. This is usually done 
by enforcing regulations written and adopted by qUalified publiC or private 
bodies. Examples of regulators include those wIlo work for bUilding 
departments, departments of natural resources, pubUc health agencies, fire 
preventJon organizations, technical societies and other such groups . 

• • • • • • • 
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Identification of the parties to a projeet is important because it assists in 
defining the Important indivIduals & organizations involved. their fundJonal 
authority and responsibility so that optimum use Qll be made of their 
pa.rtictpation and assistance. 

ho 26& • 1/2/&7 
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RA LPB J. STEPHENSON 

CONSULTING ENGINEER 

Characteristics ot a Contract 

A. 9H&lltl of Arrangements Possible 

1. NegotIated 

2. QualifIed 

value competition only 

limited multIple .. value 
competition possible 

3. Unqualitied .. s1Dgle value ccapetitiOZl 
demanded 

B. Services' MaterIals Provided 

1. Provide au. labor I materIal and 
management 

2. Provide some laborl material and 
manaaement 

3. Provide manaeement only 

,.. Provide material only 

5. Provide labor only 

C. TYi! ot Contract Possible 

1. Fixed cost - limited trades 

2. Fixed cost • all trades 

Fixed cost .. limited trades plus 
tee tor other trades 
manaaement 

,.. T:lme and material plus tee -
l1m1ted trades 

5. Time and material plus tee .. 
all trades 

a. IJmIted trade, 

·b. AU trade. 

a. With upset price 

b. With upset price 
and shared saving 

c. With no upset price 

&rS - AOCK 
Exb.1b1t 1 
H/o 66 
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OOMll'OUl'Uf •••• ,. .... 

~ummary of the Nine Master Keys of Management 
(Adapted from the Nine Master Kefs of Management 

by Lester R. Bittel) 

~hree reguirements of the good mAnager 
A. Acquire a discerning (unique) point of view 
B. Follow an effective mode of action 
C. Employ a. sensitive touch in interpersonal . 

relati onships 

A Discerning Point of View 

Action t! - Apply situationai 
thinking 

Action i£ - IdentifY vital 
targets 

Action ill - Prepare for the 
probable 

~n Effective Mode of Action 

Action 11.4. - Focus on performance 
criteria . 

Action t2 - Act from a plan 

Action ~ - Manage by exception 

A Feeling far Pe ople 

Action fl - Develop your 
con1'idence in 
others 

Action t§ - Employ the power 
of training 

Action l2 - Know' your true self 

Result II - your decisions will 
be more objective and less 
impulsive 

Result fg - You'll quickly 
recognIze turning points 
in critical situations 

Result 13 - You'll be less 
flappable in difficult 
situations I 

Result ~ - You'll better 
. satisfY yourself and your 

superiors 
Result t2 - You'll be able 

to get projects under ~y 
quickly and with certainty 

Result ~ - You'll accomplish 
more work than you ever 
thought possible 

Result lL - You'll find that 
people cooperate more freely 

Hesult t§ -' You'll find that 
employ~e attitudes improve 

Result t2 - When you truly 
comprehend your whole self 
you'll find pe ople . 
responding to your ideas 
more directly and often 
more favorably 

Remember. If you don't care who gets the credit. 
you can accomplish anything. 
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Rolph J. Steph.nson PE PC 
Consulttng Enllneer 

DecIsion to octlon time sDgn eXDJonoUoD 

In a well managed company the declston maktng process should be spread 
over a proper Ume span es well as emong the eppropriate people end 
groups of people. A decision to action time spen chart shows the time 
dimension between the point where a declston is made and where the 
decision Is acted upon. 

Who makes the decisions and who acts on them Is another phase of 
~gement that Is an Integral part of the full dectslon making process. 
The handout shown here displays the decision meker role for. medium 
lorge company with seyerel departments or dlylslons. Time spans for 
larger or smeller ftrms will yary from these. For exemple In I smaH 
construcUon compeny doing $15 milUon volume per year, the preSident's 
decision to ecUon Ume span may only be 4 to 6 months. The Yerience Is 
generally a funcUon of the degree of lnyolyement by the decldtng 
IndlY1dual or group. 

Good grading of the decision to acUon Ume win help as~ure thet the 
orgonlzotton has osslgned the responslbnny for decision meting at the 
proper management leye1. This essurance leads to proper esstgnment of 
tests and operaUons ot lower levels of management, end to ldenUflcation 
of responsibility end motched outhority. 

In summery the benefits of preporing a declston to octlon enelysls for your 
firm are: . 

1. Helps identify responsibility for short, medium end long renge 
planning. 

2. Encourages proper assignment of actlyltles to those who ere 
responsible for tmplementeUon of deCisions 

3. Helps Identify the people and groups best equipped to moIee 
dectslons ond to Implement the decisions 

4. Forces careful eYaluetion of all Ume scole decisions by shoytlng 
the Ume waste potentiol of a wrong decision 

5. Mokes onleyels of mongement ow ore of their Importonce In 
executing deCisions mode etother management leyels. 

ho 278 - Dec, 81 
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PREPARE FOR THE PROBA~LE - Optimism, skepticism, and 
conservatism are ingredients a good manager knows how to mix 
and use, as a good cook knows how to prepare and serve food. 

------------------------------------------------------------
A. Over optimism is often the manager's enemy. It can blind 
him to the true needs for success. 
B. Over pessimism is usually the manager's paralyzer. 
Improperly administered it makes action possible only 
DESPITE the pessimist. 
C. A manager simply cannot afford to be surprised by the 
unexpected event. 
D. An understanding of the statistics of happenings is 
essential if you are to manAge well. 
E. Several distribution pAtterns are seen in happenings. 

1. NormAl distribution 
2. Poisson distribution 
3. Binomial distribution 

F. StAtistic. are important to effective production. 
s. Pareto's law i. An example of A distribution 
H. Normal distribution SAyS that in every situation there 

'Are two extremes And A range of possibilities in between. 
1. Dice - 2's, 3'., 11's, 12's come up less frequently 
thAn 4's 
2. Di.tribution CAn be 

A. Skewed 
b. Tall 
c. FlAt 
d. SymmetricAl 

I. Flat distribution - A lArge number of things go wrong 
ov.r A long period of tim •• D.terioration of the sitUAtion 
i. slow and oft.n di·fficult for the mAnAg.r to see. HArd to 
get A fix on. Anything CAn hAppen. The long run ultimately 
proves the di.tribution. 
J. Tall distribution - When things go wrong they go wrong 
quickly. Deterioration is rapid and visible. Instability i. 
easy to detect but usually fAilure occurs before the 
mediocre manager can do anything about it. 
K. Several common managerial failings result from not 
understanding the meAning of chance and probability. 

1. Th. relation of luck and good fortune i. not 
recogniz.d. 
2. Over optimi.m casts A false glow on the situation. It 
may blind the manager to hi. true chance for .ucc •••• 
3. Subjective temptation. such as ego, greed, and fal.e 
pride tend to over feed ambition. 
4. The manager may tend to lose his cool. (Wh.n things 
are going wrong And you hAve overextended yourself, pull 
back temporarily, and objectively evaluate the situation). 
5. You may tend to become overprotective and become 
fearful of risk even when the odds are good in favor of 
success. 

L. Stabilizing your judgements - Use the knowledge of 
normal expectancies to guide your actions. 
~ 1. Set your priorities in tar •• of the probabl& rather 
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than the merely po •• ible. Always try to work from & 
position of strength. 
2. Set attainable goals and objectives. Don't set them 
too high for either yourself or others. 
3. Build safeguards into your plans. 
4. Prepare fall back positions. These are merely 
preselected alternate plans of action. 
S. Avoid demands for perfection. All statistical 
reasoning rules against its achievement. 

pre pbl,d156, ho227 
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EMPLOY THE POWER OF TRAINING - A m~nager multiplies his own 
knowledge ~nd skills when he te~ches th .. to others 
-------------------------------------------------------------

1. Unguided learning will occur, but it is random, 
inexact, w~steful and tends to encourage b~d h~bits 
2. Good training usually results in good st~ff 
performance 
3. Good st~ff performance ~llows the manager more time 
to concentr~te on his major ~ctivities - planning, 
scheduling, initi~ting, directing and controlling 
4. The need for good tr~ining is ongoing irrespective 
of how good or bad times are 
5. The excellent man~ger will usually try to teach wh~t 
he knows to those who wish to le~rn 
6. The improvement cycle - inerti~, initi~tive, insight. 
and improvement . 

~. Inerti~ is resistance to change, ~nd initi~tive is 
its remov~l as a barrier to learning 

1.) Reasons for inertia 
~.) F.~r for safety 
b.) Fe~r for security 
c.) Concern for comfort 
d.) Doubts about ~bility 
e.) Old habits and attitudes 
f.) Dislike for schooling 
g.) Preoccupation with other problems 

2.) Overcoming inertia 
~.) Use motivation to get going - habit to keep 
going 
b.) Motivation must be mainly furnished by 
supervision 
c.) Neutralizing fe~r 

(1.) Show that others similar to the subordinate 
h~ve benef i ted from 1 earning . 
(2.) Show that ~dded skills give more, not less, 
security through added employee value 
(3.) Acknowledge doubts as to ~ptitude or 
potenti~l 
(4.) Criticize constructively ~nd eMpress 
willingness to tolerate le~rning mist~kes 

d.) Show the employee that training will be truly 
relevant. that what h.e I e~rns can be used now, for 
his ~nd the company's benefit 
e.) Plan the training so the learner is rewarded 
with a quick and simple success experience 

b. Insights. key elements of a subject th~t deal with 
the intellectual, the physical and the procedural 
requirements of learning 

1.) Intellectual insights - those that concern the 
whole concept of wh~t is to be learned 
2.) Physical insights - those th~t concern getting 
the physical feel of the process - the touch, tone, 
heft and smell of the job 
3.) Procedural insights - those related to 

~. 2., 

-
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sequenti~l dem~nds of the oper~tian 
c. Improvement - Acceler~ted le~rning g~ined by 
overcoming inertia, t~king initi~tiv., g~ining 
insights. Should be encourAged by 

1.) Applying leArned principAls through e~ercises 
2.) Stepping up chAllenges by increAsing the level 
of difficulty 
3.) AccelerAting the flow of learning ch~llenges 
until the rAte of improvement levels off (this m~y 
constitute ~ return to the inertiA plateAU ~nd 
signAl the need for ~ new progress cycle) 

7. The leArning curve 
a. As output or qu~ntity doubles there is ~ uniform X 
drop in the time needed to produce this output 
b. Some observed r~tes of leArning 

1.) M~chining - 90 to 95Y. 
2.) Short cycle bench ~ssembly - S5 to 90~ 
3.) EqUipment m~inten~nce - 75 to SOY. 

s. V~riou. types of teaching ~nd learning 
a. Tr~ining - is voc~tional ~nd procedur~l 
b. Educ~tion - teaches principles th~t can be 
univers~lly ~pplied 
c. Coaching - depends upon guided dialogue between 
te~cher ~nd le~rner 

9. The phases of a tr~ining program ~re pl~nning, 
instruction, ev~lu~tion 

a. PlAnning 
1.) Survey ~nd ~n~lyze needs 
2.) Identify ~nd ~n~lyze key learning need points 
3.) Select tr~ining methods 
4.) Prep~re the tr~ining outline 

b. Instruction 
1.) Capture interest and ~rous. initi~tive 
2.) Give insights 
3.) Acceler~te improvement 

C. EvalUAtion 
1.) Review progress 
2.) EVAlUAte results 
3.) Make plans to overcome the ne~t inerti~ pl~te~u 
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WORKING WELL WITH PEOPLE - the kay to multiplying your 
affectivenes. 
---------~--------------------------------------------------

A. Develop your confidence in other. - the good manager 
reaches his objective. through the work of other people in 
whom he has confidence. 

1. Learn about and understand the behavioral science. 
a. Basic sciences are 

1.) Anthropology (heredity) 
2.) Psychology (attitude. and feeling.) 
3.) Physiology (body characteristics) 
4.) Sociology (environmental and group influences 
and relations) 

b. The manager should start with the assumption 
that most people want to do a good Job 
c. Most also want to share in the success of a 
common affort 
d. The good manager learns to avoid people 
manipulation 

1.) Manipulation is excessive .anagement of 
other's faelings and emotions 
2.) Manipulation is often rooted in fear 
3.) Genuine interest and willingness to trust 
people i. an effective thought pattern that will 
help avoid manipulation 
4.) Don't play behavioral games with your 
employees 

e. Motivation ~ maintenance 
1.) Maslow'. ba.ic motivational priorities 

a.) Man want. to be alive and stay alive 
b.) He want. to feel safe and secure 
c.) He wants to socialize with other people 
d.) He wants to feel worthy and respected 
e.) He needs to do the work he likes 

2.) Motivational elements 
a.) Nature of work 
b.) Recognition of achievement 
c.) Utilized abilities 
d.) Challenging assignment. 
e.) Extended involvement and responsibility 
f.) Production of .omethinQ of worth 

3.) Motivation i. introduced into the work place 
by providing ganuinely .atisfying condition. that 
reflect the hairachy of human value. 
4.) Maintenance - tho.e job element. that do not 
in themselves motivate, but when miSSing, reduce 
the incentiva to produce 

a.) Pay and benefits 
b.) Securi ty 
c.) Working environment 
d.) Statu. 
~.) Social activity 

3.) Avoid managing by force 
a.) Force is primitive rather than scientific 
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b.) Force kills the qualities a good manager 
must encourage in his employee. 

U.) Conf i dence 
(2.) Spirit 
(3.) Self reliance 
(4.) Assurance 
(5.) Self sufficiency 

2. Know and understand the people you work with 
a. Elements important in knowing your prople better 

1.) Name, age, address 
2.) Employment record 
3.) Education 
4.) Military .ervice record 
5.) Family and dependents 
6.) Medical characteristics 
7.) Off job interests 

a.) Job related 
b.) Recreation, hobbies 
c.) Community 

S.) Personal beliefs 
9.) Personal habits 
10.)Life goals 

b. A good manager doe. not 
I.> Pry for fact. people don't want to reveal 
2.) Gossip about people 
3.) Reveal confidence. 

c. Knowing a person well is to become aware of him 
apart from the group . 
d. Knowing a person well can allow you to more 
properly place confidence in hi. 

3. EMpre •• your respect and confidence if actually 
de.erved 

a. Should be eMpressed publicly and privately 
b. Respect and confidence are reciprocal in a good 
working relation 
c. Qon't confuse being 'lik~d with being .respected 
d. The .minds of people perceive both what 
management says AND what they do 
e. The respected employee wants to be treated well 
and used well 

4. Communicate freely 
a. Within allowable boundaries keep people informed 
about 

I.> What is going on in the larger picture around 
them 
2.) What changes are planned 
3.> What objectives have been set for their 
functional activities 

b. Listen carefully to what your people are saying. 
Try to understand 

1.) The outward message 
2.) The feelings they are attempting to eMpress 
but don't or can't 

c. To watch out for in communications 
1.) Use discretion as to what should and should 
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not be conveyed to your people. Don't show off 
superior access to information. 
2.> Generally base your actions with people on 
what you actually know, rather than on what you 
think they may be thinking. 
3.) Your suggestions as a peer are considered 
conversation. your suggestions as a boss are 
generally regarded as an order. 

5. Provide people with challenging assignments 
a. To .~pect a lot from your staff or crew is to 
show respect for their abilities, initiative and 
perserverance 
b. Be firm but fair in assignment and in follow up. 
A boss does't have to be liked to be effective 
c. Usually challenging work is accompanied by a 
possibility of failure 
d. A challenging assignment should be doable 

6. Delegate important tasks frequently 
a. Don't try to make all decisions about every job 
by yourself 
b. Let your people accept new responsibilities and 
to make occ'asional mistak.s. that -s the way they 
will learn and improve 
c. Make it known that the more i~ortant jobs that 
you delegate are training assignments. You then 
retain control of the activity and can make 
comparitive critiques of performance without 
offense. 
d. Don't be frightened of losing your influence 
through delegation (pie theory). Constructive 
delegation is the path to greater influence and 
power. 
e. The delegation sequence 

1.) First, use guided actions. Be available to 
help the man do the new work 
2.) Second, show him how to do the job, and 
encourage him to further delegate, where 
appropriate, by having him train or coach his 
subordinates in the activity 
3.) Third, delegate the whole job and involve the 
subordinate in the early planning as well as the 
activity itself 

7. Study and understand the benefits and shortcomings 
of each subordinate's participation 

a. Hawthorne e~periment (1927)-encouraging workers 
to get things off their chest was proven to increase 
production 
b.IBM U950's)-job enlarge~ent broadenad divisions 
of labor. Improved quality, output and morale 
c. Harwood Manufacturing-controlled e~periments in 
employee participation produced i~ressiv. 
improvement. Measured by using three different 
methods'of conveying information about proposed 
operational revisions 
d. Te~as Instruments-emphasized use of goal 

a 
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oriented management rather than authority oriented 
management. Manager exerts most of his leadership in 
planning. Subordinates carry out the actual plan, 
control, do cycle. 
e. American Telegraph and Telephone-used job 
enrichment process focussing on the work itself. 
Encouraged employe. decisions on HOW the work was to 
b. done. Resulted in money savings, reduced turnover 
and improvement in staff utilization. 
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Basio Trait. 

In order to compare your personality with those of other individuals, it 
seems constructive to first inspect your own house - to compile a personal 
punch list of sorts. 

Need 
to self­

actualize; 
to rind self­

fulfillment; to 
maxiaize one's 

potential 

Need for beauty, order 
and symetry 

Need for information; to know, 
understand; to explore 

for se.lf-este_, respect, iJlportance, 
independence, to be competent, 

to gain approval and recognition 

Need for belongness and love; to affiliate; 
to be accepted 

Need to be safe, secure, out of danger 

Physiological needs: hunger, thirst, pain, etc. 

SELF-ACTUALIZERS 

Do you maximize your potential? 

On the basis of in-depth study, Maslow developed a list of characteristics 
most descriptive of those individuals who extract the most from their 
potential. In general a self-actualizing person: 
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1. 
2. 
3. 

4. 
5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 
13. 

14. 
15. 
16. 

~1 
Page 2 

seeks reality, but can tolerate uncertainty, 
accepts himself and others for what they are, 
acts in a spontaneous fashion, seldom worrying about what 
other people think, 
enjoys his own privacy, 
remains faithful to his own values and independent of 
others, 
appreciates the basic experiences of life around him, 
finding stimulation and pOleasure in repeating experiences 
that absorb him, 
establishes deep, satisfying, interpersonal·relationships 
with few, rather than many, people, 
believes every individual is worthy of respect, dignity, and 
esteem, 
creates more because he breaks away from convention, and 
seeks new relationships, • 
has a good sense of humor because he tends to see 
relationships that strike him as funny, 
makes decisions and accepts responsibility for these 
decisions, 
focuses on particular goals with little wasted effort, 
stays flexible; able to change his attitudes when he thinks 
it is appropriate, 
takes a stand on important issues, 
recognizes the effect he has on people, and 
possess ability to give and take. 

BEHAVIORS THAT LEAD TO SELF-ACTUALIZATION 

1. Experience life with full absorption and concentration. 
2. Attempt new approaches rather than sticking to secure and 

safe ways. Be creative. 
3. Give more weight to your own feelings in evaluating 

experiences, rather than to tradition or authority or the 
majority. 

4. Be honest with yourself and others. 
5. Assume responsibility for your decisions and actions. 
6. Try your best at whatever you decide to do. 
7. Try to recognize your problems and prejudices. Have the 

courage to change them. 

Tables 1 through 7 present a number of important characteristics 
excerpted from various psychological tests. These data should 
assist you in assessing your profile - your needs, values, 
interests, temperament, and abilities. Be honest, first and 
foremost, and be perceptive. Many people have difficulty in 
truly seeing the face in the mirror. Valid self-evaluation is 
very difficult, indeed, and fraught with pitfalls, because your 
self-concept reflects the qualities you see, not those seen by 
others. Not everyone can be a.Napoleon, nor would everyone wish 
to be. Nevertheless, most people presumably possess a reasonable 
degree of insight into understanding and honestly evaluating 
themselves. Rate yourself on an arbitrary scale of 0-5, 5 being 
the highest value. 



ABILITIES 

Self-Assessment 
Page 1 

What Are Your Strongest (and Weakest) Abilities? 

Artistic ability - drawing, designing, creating 

IuweriI'l 'tility - speed and accuracy 
work ng w th numbers 

in 

Math ability - solving math problems 

Scientific a~i1ity - doing e~eriments and 
understand ng scientific pr ncip1es1 reasoning 
e~~ective1y 

LangyA91 Ability - writing, speaking 

Prtnciples of me1h!nic1 - workinx with machines 
or tools, repa r ng things, an understanding 
the principles 

MOtor ability - ~orking with your hands 

Spatial ability - seeiny differences in size, fora, 
aDd shape, and visual zing their relationships 

Social 3bil~ - abi1it, to work with peop1e1 
consl ere congenial y others 

I 

~ing ability - helping others 1earnl instruct-
people to perform tasks and activ ties . 

Persgasiyl abflftX - able to talk easily with 
people; to n 1uence others; to sell 

Leadership abi lijY - 1eadinx grouf activities; 
ab1e to get th ngs starte and 0 act quickly 
when necessary 

C1eriyal ability - providing or collecting 
aat on, accurate record-keeping 

in for-

Sub -rota1s 

Tota1 Abilities: 

-------------------

Scale 

0 1 2 3 4 --.5. 
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Self-Assessment 
Page 2 

NEEDS 
How Strong Are your Personal Needs? 

AchieYement - the need to accomplish things well, 
to be successful in overcoming obstacles 

DefgUOg. - the need to follow; to have a leader 

order - the need to be neat and orderly, to have 
plans 

lXbib1tiyD - the need to attract attention, to 
be not ced 

Autonomy - the need to be independent, to defy 
authori~y, to come and go freely 

Affi~atiQO - the need to form friendships, 
o groups, to participate with others 

to 

IDtra!pegliQO - the need to be imaginative, 
sub ect ve, analytical 

Succoranci - the need to get help, to be dependent 

noa.tganc. - the need to dominate or control 
o ers; to lead, to organize 

Aba::r'Dt - the need to apologize, to 
pun sbment and guilt 

accept 

NUrturang, - the need to help others, to empathize 

Cb~1 - the need to avoid routine, to be 
volved with innovation 

Endurang. - the need to work hard, to persevere 

Heterosexuatitl - the need for relationships with 
the oppos te sex 

A~e!,ion - the need to express 
ee ngs, to punish 

aggressive 

Sub Totals 

Tota1 Personal Needs: 

Scale 

1) .j, 2 l 4 5 

, 
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TEMPERAMENT 
Wbat Are Those Temperamental Factors That 

Most (and Least) Describe You 

Geneitl activity: hurrying, vitality, production, 
eff clency 

easily versus: slow, deliberate, fatigued, 
inefficient 

Re.traint: serious-minded, persistent 
versus: carefree, impulsive, excitement-loving 

A.cen4ayce: leadership, speakinq in public, 
bluff nq 

versus: submissiveness, hesitation 

Sociability: haviny manI friends, seeking social 
contact., attract nq a tention 

versus: few friends and shyness 

Imotiyn!l !tability: evenness of moods, 
opt m st c, even-keeled, composure 

versus: fluctuation of moods! pessimism
l 

day-
dreaming, excitability, fee inqs of qu lt, worry 

Objectively: thick-Skinned! analI!ical 
versus: hypersensitive, se f-cen ered, suspicious 

lrien4liyesl: toleration of hostility, acceptance 
of dom nation respect for other. 

versus: hostilIty, resentmenti desire to dominate, 
aggressiveness and contempt or others 

Thoughtfulness: reflective, analytic of self and 
others, mental 5)9ise 

versus: interest in overt activity and mental 
disconcertedness 

persoyal ielation,: tolerance of others, faith in 
soc a nst tut ons and authority 

versus: critical of institutions, suspicious, 
se1f-pitying 

Masculinirr: interest in masculine activities, 
bard-bo ed, inhibits emotional e~ression 

versus: interest in feminine aetivi ies and 
vocations, easily disgusted, 
expressive . 

fearful, emotionally 

Sub Totals 

Tota1 Temperament: 

Scale 

0 1 2 3 4 § 

. 
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PERSONAL VAWIS 
What Values are Most (and Least) Important to You? 

Tbeoretiiat - values truth in the PhilOso~hical 
8C ent f c sense; intellect; and the ra ional, 
a.pirical approach 

Econo.ic - values the pragmatic 
and material wealth 

and useful; money 

Esthetic - values the artistic, both in form and 
grace 

S~l - values social considerations and 
teractions 

Political - values power, prestiqe, the 
opportunity to influence 

B.llg1gYI - values the reliqious aspects of the 
world 

Sub Totals 

Total Personal Values: 

Scale 

0 1 2 3 4 5 

I 
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Page 5 

JOB VALDES 
Which Work Values Do You Prefer (or Reject)? 

Good salary - being paid well 

presti~e - having a job that offers 
of s atus and respect 

a great deal 

Job security - having a steady job 

Bi~Chieyement - being able to do thinys of 
rtance or to succeed on a challeng ng job 

Boutine actiyiiY - work that is uncomplicated, 
organIzed an repetitive 

variety - diversion - having the chance to do 
.any and different things 

~ilitl - havin~ the opportunity to use your 
g na ion and 0 be inventive 

wo~nI with Jour miyd - work that offers 
ii(lectua stlmu ation and allows use of 

your mental capabilities 

Independence - work that allows freedom to follow 
your own convictions with minimum supervision 

Worlf£9 wi~ pegpte - working in close contact 
w peop e, e ng able to assist others 

Leadersbip - being responsible for directin~ the 
work of subordinates, making decisions af ecting 
others 

PhysiCOl activity - work that calls for physical 
strength 

wor!runder supervision - working under the 
d ection of others 

Work yith ~r hants - a job where you can use 
your han , mach nes, or tools to make or 
repair things 

Sub ~otals 

Total Job Values: 

Scale 

0 1 2 1 4 5 
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BASIC INTERESTS 
What Are Your Basic Interests? 

Bealistic ~eme - prefer to work with machines, 
tools, t ngs instead of people; rugged outdoors 
work 

conventional th.,. - interested in highly 
structured act vities;· being a follower 

Enterprising iheme - prefer to dominate, to 
espec ally n the business sense 

lead, 

Int£stigatiye thtmr - enloy scientific activities, 
e a stract, n ellec ual 

Artistic them' - likes to work in artistic 
sett ngs; self-expression 

Social theme - rrefer work conducive 
people, socia ly responsive 

to helping 

Sub Totals 

Total Basic Interests: 

Scale 

-6 i 2 3 4 5 
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JOB PREFERENCES 
In What Job situations Would You Rather Work? 

Outdoor 

Mechanical 

Computational 

Scientific 

Persuasive 

Artistic 

Literary 

Musical 

Social service 

Clerical 

SUb Totals 

Total Job Preferences: 

&YMMARY 

Abilities: 
Personal Needs: 
Temperament: 
Personal Values: 
Job Values: 
Basic Interests: 
Job Preferences: 

Scale 

0 1 2 3 4 5 

. 
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HOW TO SPRING THE TIME TRAP 
From R. Alec M.ckenzie'. book The Time Tr.p 
-------------------------------------------

A. 

B. 

C. 

D. 

E. 

WAST 

\OLUTIONS 

k of planning 
1. Fai\ure to .ee the b.nefit 

•• ~.cognize that planning take. 
time but .ave. time in the end 

2. Action orient.tion 
a. Emphasize re.ults, not activity 

3. Succe •• without it 
•• Recognize that succes. i. often in spite of, not 
because of, methods 

Lack of priori tie. 
1. L.ck of goals and objective. 

a. Write out goal. and objective. 
b. Discus. priori tie. with subordinate. 

Overcommitment 
1. Wide .pan of interest. 

•• Say no! 
2. Confu.ion in priori tie. 

a. Put first things fir.t 
3. F.ilure to set priori tie. 

a. Develop a person.l philosophy of tim. 
b. Relate priori tie. to • schedule of .vent. 

Management by crisis 
1. Lack of planning 

a. Apply the same solution •• for lack of planning 
(.e. A. abov.' 

2. Unreali.tic time estimate. 
a. Allow more time 
b. Allow for interruptions 

3. Problem ori.ntation 
a. Be opportunity oriented 

4. Reluctance of &ubordiantes to break bad n.ws 
•• Encourage fast transmission of information •• 
•••• nti.l for timely corrective action 

H.ste 
1. Imp.tienc. with detail 

a. T.ke tim. to get it right. Save the time to do 
it over .gain 

2. Responding to the urgent 
a. Di.tinguish between the urgent and the important 

3. Lack of planning ahead 
a. Take time to plan. I~ r.pays it.elf many time. 
over 

4. Att.mpting too much in too little time 
a. Att.mpt less 
b. Delegate more 

F. Paperwork and reading 
1. Knowledge explosion 

~.17 
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A. ReAd selectively 
b. LeArn speed reAding 

2. Computerities 
A. Manage computer dAtA by exception 

3. FAilure to screen 
A. Remember PAreto's lAW 
b. DelegAte reAding to subordinAtes 

G. Routine And triviA ' 
1. LACk of priorities 

A. Set And concentrAte upon gOAls And objectives 
b. DelegAte non essentiAls 

2. Oversurveillance of subordinAtes 
A. DelegAte. then give subordinAtes their heAd 
b. Look to results, not detAils or methods 

3. Refusal to delegate. feeling of greAter security 
dealing with operAting detail 
a. Recognize thAt without delegation it is 
impossible to get anything done through others 

H. Visitors 
1. Enjoyment of SOCiAlizing 

a. Do it el.ewhere 
b. Meet visitors outside 
c. Suggest lunch if necessary 
d. Hold stand up conferences 

2. Inability to say no 
a. Screen 
b. SAY no 
c. Be unavailable 
d. Modify your open door policy 

I. Telephone 
1. Lack of self discipline 

a. Screen and group calls 
b. Be brief 

2. Desire to be- informed and involved 
A. StAY uninvolved with All but essentials 
b. Manage by e)(ception 

J. Meetings 
1. FeAr of responsibility for decisions 

a. Make decisions without meetings 
2. Indecision 

a. Make decisions even when some facts are missing 
3. Overcommunication 

a. Discourage unnecessary meetings 
b. Convene only those people needed for matters at 
hand 

4. Poor leadership 
a. Use agendas 
b. Stick to the subject 
c. Prepare and distribute concise minute. as soon 
as possible after the meeting 

K. Indecision 
1. Lack of confidence in the facts 

a. Improve fact finding 
b. ImprOVe validating procedures 

2. Insistence on all the facts - paralysis of anAlysiS 
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A. Accept risks as inevitable 
b. Decide without all the facts 

3. Fear of the consequences of a mistake 
a. Delegate the right to be wron9 
b. Use mistakes as A learning process 

4. Lack of a rational decision-makin9 process 
a. Get facts • 
b. Set goals and objectives 
c. Check alternatives 
d. Check negative consequences 
e. Make decision 
f. Implement decision 

L. Lack of delegation 
1. Fear of subordinates' inadequacy 

a. Train 
b. Allow mistakes 
c. ReplAce if necessary 

2. Fear of sUbordinates'competence 
a. Delegate fully, but within the subordinate's 

compentence 
b. Give credit 
c. Insure corporate growth to maintain challenge 

3. Work overload on subordinates 
a. Balance workloads 
b. Staff up 
c. Reorder priorities 
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IDENTIFY VITAL TARGETS - Which inputs and outputs most 
affect the results, the conditions. and the performance the 
manager wishes to achieve? 

A. Rarely is more than one problem out of four worth other 
than a manager's fleetlng glance. 

9. The good manager must quickly ldentifJ where ht. efforts 
are going to do the most good. 

C. Must understand Pareto's law. Run samples of Pareto's 
principles. 

D. Fewer than one third of the people a manager supervises 
require more than two thirds of his time. (Review this for 
accuracy) 

E. Managerial misteps resulting from not understanding the 
vital target concept include: 

1. Following prejudices 
2. Sticking with pat systems 
3. Doing what is easiest 
4. Playing hunches 

F. Picking the vital few 

1. To do li sts 
2. Setting priorities 
3. Rating systems 
4. Critical tasks in network models 

G. Moving from a situational view to the vital few. (change 
in perceptive scale.) 

H. What to do'with the trivial many 

1. Delegate 
Defer (how long?) 
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