PROGRAM PLANNING AND ADMINISTRATION

FALL 2000

INBASKET TRAINING EXERCISE

1. This exercise is designed to test your ability to delegate responsibilities to your subordinates.

2. Please keep in mind the organizational chart, organization hierarchy, priority of tasks, etc.

3. Take no longer than fifty minutes to finish ALL responses to the memos.

4. Do all the work yourself.  Do not consult with anyone. It is lonely at the top.

5. Put your name on your exercise

6. We will talk about your responses on Friday

The Situation

Your name is Louis Leisure.  You are the Assistant Director of the Hufton Parks and Recreation department responsible for all co-recreational activities and also for the department publicity.  The co-rec program consists of 12 individual and team sports and is organized by 12 volunteer managers.  The co-rec sports are volleyball, tennis, water polo, basketball, soccer, softball, racquetball, golf, swimming, gymnastics, bowling and canoeing.  All publicity requests for the department come to you for final clearance to be printed, developed or created.  This includes flyers, adds in the local newspaper, employees who are responsible for the art work and drawing and utimately the final product.

Attending meetings for the past couple of days has kept you out of the office so things are starting to pile up in your “inbasket” on your desk.  The date is Friday with you and your director (Roy Pitcher) leaving in one hour for the NRPA conference.  You will return to work on Monday.  You have just arrived in your office and find the following items in you “inbasket” which need your attention before leaving for your trip in one hour.
Your secretary’s name is Jane.

