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Our Team —=

In this rather newsy section, volume leaders, production figures,
premium leaders, and men of the month for the previous year are iden=
tified. An explanation is made of the different awards given in the agency.

Developing a Winning Team ==

The educational and training facilities available to the agents
and office employees of the agency are described in some detail for
the benefit of all members of the agency team. It is stressed that
each team member can contribute to the total effort of the agency by
learning more about his job through agency training and institutional
programs such as offered by the American College of ILife Underwriters
and the Life Office Management Association.

Our Organization -=-

Brief paragraphs describing the functions of the various departments
in the agency are included in the manual to give the employees an under-
standing of the overall operations of the agency. For example, one of
the secretaries is in charge of a service department to assist the agents
in prospecting for new clients. In addition, this department will type
letters and reports for the agents. The types of reports and other work
performed by this department are described in the manual,

Public Relations --

It is fitting that the last subject treated in the manual is concerned
with the pressing problem of public relations. An excellent job is done
here to describe how important little things are to the overall public
reactions to the agency.

This office manual is published in mimeograph form, and it is revised annually.
Some confidential material is contained in the manual and for that reason it

is signed out to each member of the agency staff. Every new person is required
to study the manual as a part of the training process. The General Agent feels
that the manual has saved him many hours of instruction time, and also new em-
ployees seem to refer to it frequently to find answers to their questions as
their jobs develop.



Study Questions:

l. What are the purposes of office manuals? Can all of these purposes
be applied in small agencies? Why?

2 Explain what is meant by a manual of policies? What type of policies
would be included in a manual for office employees in an agency? How
would these policies vary from those given to agents?

3. What is the difference between an office manual for rules and one for
policies? Why do unions insist that an agency have a manual of rules?

Le Why is the historical background concerning the agency of value in the
office manual?

5. Enumerate some of the rules which should be followed in preparing an
office manual. What rules would apply particularly to the small
office operation?

6. Explain how the office manual can be used to help fix responsibility?
Are there any disadvantages to be derived from fixing responsibility?

7. Would it be possible to have each employee in the agency write down
his duties and then combine them together to make a manual? Explain.

8. What would determine the amount to be expended in the preparation of
office manuals? Explain your answer.

9., What are the difficulties of keeping manuals up-to-date?

10. If you were asked to write an office manual for your agency, how would
you go about doing it? What would be included in the manual?

Project:

Draw up an outline of items you would include in an office manual.

Break each subject down into three sub-items to show the approach you
would use.



