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The Center for Creative Leadership is a nonprofit, educational
institution founded by the Smith Richardson Foundation. The
Center's primary goal is to translate the knowledge of the
behavioral sciences into useful applications for leaders.
Toward this goal, the Center conducts and reviews relevant
research and uses these findings in a variety of programs.




DESCRIPTION OF VOLUMES

Looking Glass is a simulation of a glass manufacturing corpora-
tion. There are twenty positions, ranging across three divisions
and four levels (plant manager, director, vice-president and
president). The divisions face different environments, ranging
from volatile to stable. Looking Glass is, in a word, typical--
the organizational type, structure and environments are common.
All problems contained in the simulation are based on actual
events.

Volume | of the simulation materials is divided into four sections.
Section | describes the development of Looking Glass. Included
are the chronology of what occurred from original idea to final
pretest run and a summary of assumptions and biases related to
constructing a realistic management simulation. The next

section discusses research issues such as the experimental modes
built into the design, possible manipulations, limitations of

the simulation, measurement strategies, and preliminary hypotheses.
The third section outlines training uses of the simulation, in-
cluding one detailed example of a training program. The final
section explains the nuts and bolts of running the simulation.

This section and the appendices that follow enables users to

refer to staffing and administrative necessities.

1 Volumes |l through IV contain the simulation materials. Volume
Il contains all memos relating to the Advanced Products Division,
and also includes organization-wide corporate memos, and all

; memos to the President. Volume Ill contains all memos relating
to the Commercial Glass Division, and Volume IV, all memos con-
cerning the Industrial Glass Division.

: Subsequent volumes will contain standardized responses to infor-
mation requested by participants (Volume V) and a complete listing
and analysis of all problems participants face (Volume VI).
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NOTICE

The material contained herein relates to a simulation of managerial
performance developed by the Center for Creative Leadership pur-
suant to a contract with the Office of Naval Research. The context
of the simulation is a fictitious corporation in the American glass
industry. Any points of similarity between the simulation and an
existing glass company are purely coincidental.

The simulation is an intensive exercise, and users are cautioned
that a risk to participants exists. The Center for Creative Leader-
ship assumes no responsibility whatsoever for any injury that may
result from the use of the simulation by any other organization or
individual.

All users of the material contained herein are advised of the copy-
right of the Center for Creative Leadership. Any unauthorized re-
production, distribution or other use thereof will result in legal
action.

©1978, by CENTER FOR CREATIVE LEADERSHIP
The United States Government has a
royalty-free license throughout the
world in all copyrightable material
contained herein.
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HISTORY OF LOOKING GLASS

Looking Glass, lnc., was founded fifty years ago by A. J. Looking.
Begun as a manufacturer of light bulb casings, Looking Glass has
expanded into a major corporation with $200 million in sales and
over 4,000 employees.

The Commercial Glass Division produces light bulb casings, tubes
for fluorescent lights, and a variety of flat glass products.

The Industrial Glass Division produces automotive glass, specialty
glass (for airplanes and assorted industrial uses), and glass
piping and glass piping insulation (for use in industrial settings).

The Advanced Products Division uses glass in such high technology
products as capacitors, integrated circuits, and optical fibers
(for use in telecommunications).

All Looking Glass products are sold to manufacturers who make
finished products from these components or to independent distrib-
utors.

“ McCall, Lombardo, DeVries 1978
w-20 All Rights Reserved CORP-1
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LOOKING GLASS, INC.

POSITION ABBREVIATIONS

ABBREVIATION TITLE AND DIVISION

ADVANCED PRODUCTS DIVISION

VP, APD Vice-President

DIR-MFG, APD Director of Manufacturing

DIR-S&M, APD Director of Sales and Marketing
DIR-PD, APD Director of Product Development
PM-CAPACITORS Plant Manager, Capacitors

PM-INT CIRCUITS Plant Manager, Integrated Circuits
PM-OPT FIBERS Plant Manager, Optical Fibers

COMMERCIAL GLASS DIVISION

VP, CGD Vice-President

DIR-MFG, CGD Director of Manufacturing
DIR-S&M, CGD Director of Sales and Marketing
DIR-PD, CGD Director of Product Development
PM-FLAT Plant Manager, Flat Glass
PM-LIGHTING Plant Manager, Lighting Products

INDUSTRIAL GLASS DIVISION

VP, IGD Vice-President

DIR-MFG, IGD Director of Manufacturing

DIR-S&M, IGD Director of Sales and Marketing

DIR-PD, IGD Director of Product Development

PM-AUTO Plant Manager, Auto Glass :
PM-SPECIALTY Plant Manager, Specialty Glass

* McCall, Lombardo, DeVries 1978
! All Rights Reserved




LOOKING GLASS
Corporate Offices

To: All Executives of Looking Glass, Inc.
From: Corporate Controller
Re: Corporate Profits (In Thousands)
3
[
Copies to: ]
NET SALES NET PROFITS
LATEST PREVI0US LATEST PREVIOUS
YEAR YEAR YEAR YEAR
Commercial $72,000 $67,867 $3,300 $3,106
Advanced 39,400 35,100 3,600 2,700
Industrial 87,000 73,600 4,600 3,018
TOTAL $198,400 $176,567 $11,500 $8,824

NET INCOME AS A % OF SALES

LATEST YEAR PREVIOUS YEAR

Commercial L.6% 4.6%
Advanced 9.1% 7.7%
Industrial 5.3% 4. 1%
TOTAL 5.8% 5.0%

CURRENT FINANCIAL RATIOS

Commercial Advanced Industrial |
. Debt to Equity 37.6 58.2 32.6
~ f
= Return on Equity 10.4 12.1 7.8
w
R
%'g Return on Assets 5.6 7.5 5.4
0o
G & Receivables Turnover 7.1 7:0 8.5
o @
SE Cost of Goods Sold 74.8% 70.9% 73.9%
£2 As a % of Sales
_’——
§“ R&DAsa % of Sales 1.8% 5.1% 5.3%
Q
= Operating Profit Margin 12e1% 18.3% 13.9%
N As a % of Saies
) W-20 CORP-3A




DEFINITIONS OF FINANCIAL RATIOS

DEBT/EQUITY RATIO: The proportion of capital supplied by
creditors.

i RETURN/EQUITY RATIO: Percentage return (net income) on stock-
‘ holder's investment.

RETURN ON ASSETS: Net income divided by total assets. Per-
centage return on the book value of the resources of the firm.

RECEIVABLES TURNOVER: Measure of how quickly customers pay
their accounts and of current credit policies. Net Sales
divided by Accounts Receivable.

COST OF GOODS SOLD AS A % OF SALES: Measure of how efficiently
goods are manufactured and sold.

R&DAS A Y OF SALES: Investment in research on future pro-
ducts. g

Net Income

OPERATING PROFIT MARGIN: Net Sales

are paid.

before taxes and interest r

andimiat o

“ McCall, Lombardo, DeVries 1978
w-20 All Rights Reserved CORP-38B




VOLUME 1V

INDUSTRIAL GLASS DIVISION

Across Division Memos

A. To IGD From the President
PRES- 1 to PRES- 4
PRES- 9
PRES-14
PRES- 5
PRES-23

8. To IGD From APD

APD- 99
APD-100

C. To IGD From CGD

CGD-64
CGD-65
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LOOKING GLASS
Office of the President

To: All Executives of Looking Glass

From: President

Re: State of the Corporation Address
Copies to:

© McCall, Lombardo, DeVries 1978
All Rights Reserved

| will make a State of the Corporation address to all executives at
3:00 today, to be followed by a question and answer period.

PR T R A TR A e T AN ek v R T MR R S TN



LOOKING GLASS
Office of the President

To: Those Listed
From: President
Re: Coordinated Sales Program
Copies to: ' ) 7
The last meeting of the Management Committee addressed the increas- ]
DIR-SEM, APD ing complexity of Looking Glass sales operations. It was the
DIR-S&M, CGD feeling of the Committee that the Sales and Marketing directors
DIR-SEM, IGD should get together to:
VP, APD
VP, CGD - identify common problems;
VP, 1GD - coordinate solutions to these problems;

- plan for future problems.

The Committee took no position on specific actions, and no such ]
decisions are contemplated at this level. It is up to you to

decide what, if anything, should be done. Please keep my office

informed.

© McCall, Lombardo, DeVries 1978
All Rights Reserved

| w-7 PRES-2
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LOCKING GLASS
Office of the President

© McCall, Lombardo, DeVries 1978
All Rights Reserved

To: Those Listed
From: President
Re: Security
1 Copies to:
We've been stung in the past by other glass manufacturers pirating
3 VP, APD our executives and key technical people. Because we pay relatively
VP, CGD high salaries and otherwise take care of our own, we've been more
F VP, IGD fortunate than some other companies. Still, our competitive edge

depends on our ability to maintain confidentiality on our key
processes.

Some companies require their executives and technical people to
sign an agreement of confidentiality as well as on not taking a
job with a competitor. |'d like to get your ideas on this or other
strategies that might be effective at Looking Glass.




LOOKING GLASS
Office of the President

To: Those Listed
From: President
Re: Low Expansion Furnace Linings
Copies to: . ’ i I
I've discussed this with each of you, and each of you thinks the
others should do it. New England Furnace Company wants 200 tons
VP, APD of low expansion cellular glass for furnace linings, and we are
VP, CGD going to give it to them. | don't care which plant produces it--
VP, 1GD you decide among yourselves and let me know. A summary of the

* McCall, Lombardo, DeVries 1978
All Rights Reserved

5 TRV * 1R s S ST

specifications is attached.

We can't expect to make anything on this, and we might even go into
the red some. But if we do a good job, we stand to gain substantial
future orders from them.

w-b PRES-4A
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CELLULAR GLASS FOR FURNACE LININGS

(SUMMARY)

TECHNOLOGY:

To make cellular glass furnace linings, borosilicate glass
‘ is ground and mixed with a foaming agent. Borosilicate
: glass is made as follows:

i Sand + Soda Ash + Boric Acid + Cullet + Arsenic +

Antimony heated to 1625°C {2957°F)

DELIVERY DATES:

50 tons: 6 weeks from today
100 tons: 8 weeks from today
50 tons: 10 weeks from today

DELIVERY LOCATION:

Willimantic, Connecticut

 McCall, Lombardo, DeVries 1978
w-4 All Rights Reserved PRES-4B




LOOKING GLASS
Office of the President

® McCall, Lombardo, DeVries 1978
All Rights Reserved

To: Those Listed
3
From: President
Re: Looking Foundation
Copies to:
Our proposal to form a foundation has been approved by the Board

VP, APD of Directors. Funding will depend upon the specific purpose for
VP, CGD which the foundation exists. Let's meet soon to discuss that
VP, 1GD purpose.




LOOKING GLASS
Office of the President

To: Those Listed

From: President

Re: Purchase
Copies to: ! y

Over the past year, we have discussed terms with Cascade to pur-

VP, APD chase their operations in Battle Creek, Michigan, for $42 million.
VP, CGD The facility would maintain its present product mix of lime glass
VP, 1GD bottles, decorative bottles, and high quality lead crystal decant-

¢ McCall, Lombardo, DeVries 1978
All Rights Reserved

ers and goblets.

Meet with me at 2:00 to discuss how we should allocate our resources.

We obviously cannot follow through on all proposed investment oppor-
tunities, so should we choose this one or others? | think it's
time to make a decision. We've discussed this long enough.

Ww-4 PRES-14

—————————————



LOOKING GLASS
Office of the President

To: Vice-President, IGD

From: President

Re: R & D on Underwater Glass
Copies to:

| want a status report on the R & D efforts | requested two years
ago from your Product Development people regarding the develop-
ment of a high-stress underwater glass. | want to share our
progress with Admiral Billings during my visit to Washington

next week. This project has got to be a winner. It could keep
us on the forefront in glass technology, and the potential for
enhancing our reputation is extensive.

I I'm surprised we don't have prototypes already available. |

’ think PD has taken too long--the R & D problems can't be that
complex! As | understand it, the glass is a minor variation of
that which we developed for the spaceshuttle vehicles.

e

¢ McCall, Lombardo, DeVries 1978
All Rights Reserved
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LOOKING GLASS
Office of the President

To: Vice-President, IGD

From: President

Re: Plant Manager, Specialty Glass
Copies to:

McCall, Lombardo, DeVries 1978
All Rights Reserved

It's becoming more obvious how important an immediate replacement
for the Glass Piping plant manager position is to Looking Glass.
In looking over the latest salary information memo for IGD, | see
that the Plant Manager of Specialty Glass has been in that post
for 5 years. You know that | advocate frequent rotation of our

line managers.

Have you thought of rotating the Specialty Glass plant manager
into the Glass Piping position? Stop by sometime today and let's

discuss this issue.

PRES-23




LOOKING GLASS
Advanced Products Division

To: Director of Sales and Marketing, APD
From: Plant Manager, Integrated Circuits
Re: Losing Money

Copies to:

PM-SPECIALTY

¢ McCall, Lombardo, DeVries 1978
All Rights Reserved

We are losing money on the sheet glass we manufacture for the
Industrial Glass Division. The glass we provide for spacecraft
and microwave ovens is high silica and the price of silica is

up 20% over last year. They paid $40,000 last month and our
cost of goods sold was $38,000. The 5% margin left isn't cover-
ing our G & A. They're going to have to go outside.

™3 APD-99
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LOOKING GLASS
Advanced Products Division

To: Those Listed
From: Director of Product Development, APD
Re: Research Staff
Copies to: . ¢ L
It's no secret that staff are trying to switch from your division
DIR-PD, CGD to mine. The reasons |'ve heard are:
DIR-PD, IGD

- APD is where the action is;

- APD has the highest profit margin--let's go where we'll be
rewarded.

Needless to say, this is causing hard feelings. We're being
called pirates; vou're being accused of damaging people's
careers. Surely we can work out something to stop this. We're
all in this thing together; these rumors are hurting us all
individually and Looking Glass as an organization.

® McCall, Lombardo, DeVries 1978
All Rights Reserved

Y-3 APD-100




To:

From:

Re:

LOOKING GLASS
Commercial Glass Division

Listed Below
Director of Manufacturing, CGD

Internal Task Force on Plant Managers Performance

Copies to:

PM-LIGHT ING
PM-CAPAC ITORS
PM-AUTO

PRESIDENT
DIR-MFG, APD
DIR-MFG, 1GD

¢ McCall, Lombardo, DeVries 1978
All Rights Reserved

Corporate has long been concerned about how to measure plant man-
ager performance. At the last corporate planning meeting, the
issue was raised again. It was decided to form a corporate-wide
task force to investigate: 1) what a plant manager does, and 2)
how to evaluate plant manager performance.

It was a general feeling that the place to start was with the plant
managers themselves. The President authorized the formation of a
task force consisting of a plant manager from each of the divisions.
Appointed to this task force are:

Plant Manager, Lighting Products (chair)
Plant Manager, Capacitors
Plant Manager, Auto Glass

The chairperson is responsible for getting this task force started
and for reporting its progress to me. 1'd like for you to get to-
gether sometime during your visit today to lay out a plan of attack.
Through the Plant Manager, Lighting Products, let me know basically
what you need to do to answer the questions:

1) What resources will be required?
2) How long you think it will take?

For your information, a copy of our current appraisal form is
attached.

G-7 CGD-64A




LOOKING GLASS

CORPORATE OFFICES

NAME OF EMPLOYEE DATE
JOB TITLE

IMPORTANT--Be sure you consider only one characteristic at a time, regardless of how
good or poor he/she may be in the others. It is essential that every question be
answered; if more space is needed to answer any item, please write on plain paper
and attach to this form. Your overall rating on each factor should be shown by code
symbol in the box to the right. Mark '"0'" for Outstanding; "E'" for Excellent; ''SP"
for Satisfactory Plus; "'S" for Satisfactory; "'SM' for Satisfactory Minus; "U" for
Unsatisfactory.

A. QUALITY OF WORK Insert Rating Code [ |
Comments:

B. QUANTITY OF WORK Insert Rating Code [_]
Comments:

C. ABIL!TY TO PLAN AND UNDERSTAND WORK Insert Rating Code [ ]
Comments:

D. ABILITY TO GET ALONG WITH OTHERS Insert Rating Code [ ]
Comments:

E. OVERALL PERFORMANCE RATING (ALL FACTORS) Insert Rating Code [ ]
Comments:

If performance of any of above is below expectations, what should be done to bring
about improvements?

PREPARED BY DATE

REVIEWED AND
APPROVED BY DATE
(Your immediate supervisor)

RECORD OF INTERVIEW:
This report was discussed with the employee on

(Date)

9 McCall, Lombardo, DeVries 1978 Signed

All Rights Reserved (Employee)
CGD-648B




LOOKING GLASS
Commercial Glass Division

To: Those Listed
From: Plant Manager, Flat Glass
Re: Internal Task Force on Heat and People |
Copies to: k |
As we are all aware, the furnaces in our plants produce enormous
VP. CGD heat (the working area around them averages 95°). Each of us
PM:SPECIALTY has had problems with heat prostration, etc., among our people.

PM-OPT FIBERS In spite of the best ventilation systems we can devise, it's al-
PM-INT CIRCUITS ways going to be hot. We don't have a general policy regarding
the rights of the people who work around these furnaces; each

plant seems to handle the problem differently, some allowing |
unlimited breaks while others just play it by ear. |

| have been asked by the Vice-President of the Commercial Glass
Division to chair a task force to develop some policy guidelines.
Task force members, including myself, are:

Plant Manager, Flat Glass (chairperson)
Plant Manager, Specialty Glass

Plant Manager, Optical Fibers

Plant Manager, Integrated Circuits

Jobs around the furnaces are tough, high turn-over positions. We
should develop some notions about breaks, special dispensation,
water, or other possible means for reducing the unpleasantness

of the work.

Can we get together later today to start working on the problem?
At a minimum, we should lay out what we need to do to develop a
policy. Attached are some figures that should get us started.

o i m T

McCall, Lombardo, DeVries 1978
All Rights Reserved
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FURNACE HEAT

TURNOVER
Overall hourly turnover: 12.3%

Turnover of furnace workers: L40.1%

| TRAINING REQUIRED FOR NEW FURNACE WORKERS

16 hours classroom

24 hours on-line

G-5 “ McCall, Lombardo, DeVries 1978 CGD-658B
G-2 All Rights Reserved (APD-105)
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LOOKING GLASS
Corporate Offices

i aa

To: President j
From: Corporate Controller
Re: Consolidated Balance Sheet
Capies to:
;i LOOKING GLASS
VP, APD
VP, CGD
VP, 1GD CONSOL IDATED BALANCE SHEET
(In Thousands)
ASSETS LATEST YEAR PREVIOUS YEAR
CASH $16,402 $14,762
RECE I VABLES 29,910 26,919
INVENTORIES 16,501 17,370
PLANT & EQUIPMENT 86,835 75,54k
OTHER ASSETS 43,320 39,076
TOTAL ASSETS $192,968 $173,671
LIABILITIES
CURRENT LIABILITIES $18,332 $19, 104
LONG-TERM LI1ABILITIES 57,890 48,101
CAPITAL STOCK 26,051 26,051
© RETAINED EARNINGS 90,695 80,415
()]
& TOTAL LIABILITIES $192,968 $173,671
¢
® 2
oo
; O
S ‘
e :
QO c i
Eo
o @
-) —_—
=
(]
O
O
=
w-4 CORP-8
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LOOKING GLASS
Corporate Offices

To: President
From: Director of Public Relations
Re: Press Releases
Copies to: .
i it Attached are the press releases describing Auto Glass, Specialty
VP. 1GD Glass, and Glass Piping. Do you have any suggestions for changes?
,
DIR-MFG, IGD
DIR-S&M, IGD
DIR-PD, 1GD
PM-AUTO
PM-SPECIALTY

“ McCall, Lombardo, DeVries 1978
All Rights Reserved
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AUTO GLASS

Products: Looking Glass has, for the past 45 years, been a major producer
of car and truck windows and windshields. Those 45 years have seen major
improvements in safety and convenience characteristics. Looking Glass has
developed a thin, penetration resistant windshield, one that shatters into
fine fragments which adhere to the windshield on impact. These improve-
ments have resulted in a substantial decrease in head injuries for front-
seat occupants involved in accidents. Radio antennas, often subject to
vandalism, can now be embedded in the windshield through the use of two
layers of glass. Auto windows have also been improved through the develop-
ment of tinted glass, which substantially reduces glare from the sun.

Manufacturing Process: The basic component is lime glass, which consists
of silicone dioxide (74%), sodium oxide (14%), calcium oxide (9%), and
other minor ingredients (3%). To produce one ton of lime glass the follow-
ing raw materials are required: sand (1400 1bs.), soda ash (450 1bs.),
limestone (350 lbs.), and other ingredients, including broken glass
(cullet) (180 1bs.). The ingredients are combined in a furnace in which
they melt under an intense heat of approximately 3000°F.

: While glass can be made using several different processes, auto glass at
Looking Glass is made by the ''float' technique. This is a recently
developed way of forming glass which is much more efficient and creates
glass with greater strength. The float process begins with the molten
(liquid) glass in the furnace. Molten glass flows onto a bed of molten
tin in an area with a controlled atmosphere of nitrogen gas, thereby
creating a very smooth glass surface. The glass solidifies at a higher

| temperature than the tin and is drawn off for further cooling. Because

no rollers touch the molten glass, the surface remains clear and undis-

turbed. The glass is then cut and either packed and shipped (if fabrica-
tion is done elsewhere) or sent on for a final finishing process, in which

1 the glass might be chemically treated, bent, and/or cut into the precise

shape required.

Simple adjustments allow glass made by the float technique to vary in width
and thickness. Addition of chemicals to the raw ingredients, lengthened 3
cooling periods, or various coatings applied to the glass after forming can
affect its strength, light and heat transmittance qualities, and color.

Customers: Auto Glass products are sold to major automobile and truck
manufacturers in one of two forms: (1) blanks--the flat glass plates which
are sent to the auto manufacturer which then fabricates the flat glass into
usable window panes, or (2) finished windows and windshields ready to be
installed in the vehicle.

B e ———
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SPECIALTY GLASS

Products: The Industrial Glass Division also produces glass products which
require unusual thermal, mechanical, and optical properties. These include
oven windows (for both conventional and microwave), aircraft windows and
windshields (for military, private, and commercial aircraft), and spacecraft
windows. Each of these types of glass must meet unusual and severe demands
on their strength. Looking Glass has played an integral role in the U.S.
space program by providing spacecraft windows since the early 1960's.
Looking Glass projects in this area have placed it in the vanguard of glass
technology.

Manufacturing Process: In this plant each product involves a separate pro-
duction process. For example, spacecraft windows are made from a special
glass called aluminosilicate. To make this type of glass, aluminum oxide
is added to a high silica glass under extreme heat. What results is a
glass that is most resistant to heat, that reflects light, and that resists
electricity. Making such glass is expensive because the raw materials are
rare, and the production process elaborate.

The making of aircraft windows involves quite a different process. Basic
borosilicate glass is coated with several layers of tin oxide. This
creates a glass which conducts electricity well. The better the conductor
the glass becomes, the more easily it defrosts.

Oven windows are designed to be highly heat resistant. The production
begins with borosilicate glass. The finishing process involves coating
the glass with magnesium fluoride and zinc sulphide.

Customers: The products of Specialty Glass are shipped to major industrial
manufacturers (such as aircraft manufacturers) ready to be installed. All
fabrication is conducted in the plant, requiring considerable effort to

meet exact specifications of the customer. The Specialty Glass plant prides
itself on a track record of meeting even the most stringent specifications |
of customers.

* McCall, Lombardo, DeVries 1978
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GLASS PIPING

Prcducts: This plant makes both piping and piping insulation used in
industrial settings. The piping is used in chemical plants, dairies, and
wineries to transfer liquids which may be corrosive, or require a constant
environment, for which glass piping is uniquely suited. Other products
made in this plant are used for insulating piping and for general indus-
trial piping insulation. |In the transfer of many liquids, it is critical
that the temperature not vary widely; glass insulation can maintain this
constant environment. This product line began in earnest about 15 years
ago and has shown continuing steady growth.

Manufacturing Process: The manufacture of glass piping begins with molten
borosilicate glass. A stream of molten glass is drawn rapidly over and
around a cylinder, which emits a continuous stream of air, creating a
hollow glass stream. The glass is then chemically strengthened by placing
it in a hot bath of molten salt; this makes the glass up to ten times
stronger. The hot salt bath tightens up the chemical composition of the
glass surface so that it better resists pressures. Borosilicate glass
resists heat, corrosion, and thermal shock.

Glass piping insulation is made from foam or cellular glass. A disguised
form of glass, cellular glass looks bubbly and flexible; actually it is
remarkably strong and rigid. Cellular glass is made by grinding up
borosilicate glass and mixing it with a chemical foaming agent in a fur-
nace, which acts as yeast in bread dough. When the mixture is heated and
the ground glass melts, the foaming agent puffs up. The glass expands
because of the air bubbles, cools, and hardens. It is almost as light as
cork, is noncombustible, and is not affected by humidity.

Customers: The glass piping products are sold exclusively to original
equipment manufacturers who incorporate the tubing into liquid processing
machinery. The insulation materials are also sold to these manufacturers.
The division also directly markets the insulation products to major indus-
trial contractors who install glass piping.

McCali, Lombardo, DeVries 1978
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Auto Glass:

Specialty Glass:

Glass Piping:

PLANT LOCATIONS

Findlay, Ohio (city of 40,000; 40 miles south of Toledo)

Towson, Maryland (suburb of Baltimore)

Lynchburg, Virginia (city of 60,000; 90 miles east of
Richmond)

© McCall, Lombardo, DeVries 1978
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LOOKING GLASS
Corporate Offices

To: President

From: Director of Public Relations

Re: Industrial Glass Division Description
Copies to: . s 7

The corporate communications group has prepared this summary of

VP, 1GD your division. Any problems with it?
DIR-MFG, 1GD
DIR-PD, lGD
DIR-SEM, IGD
PM-AUTO

PM-SPECIALTY

¢ McCall. Lombardo, DeVries 1978
All Rights Reserved
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LOOKING GLASS, INC.
INDUSTRIAL GLASS DIVISION

The Industrial Glass Division is a producer of a wide range of industrial
products. While the division has been and remains a lead:r in supplying
auto glass, it has, in recent years, profitably expanded the technology
of glassmaking to meet new and exciting challenges, including the develop-
ment of glass able to withstand the pressures of space travel. While the
Division's profit picture fell slightly during and immediately after the
recession three years ago, it quickly returned to new heights.

* McCail, Lombardo, DeVries 1978
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LOOKING GLASS
Corporate Offices

To: Listed Below
l From: Corporate Personnel
|
F Re: Job Descriptions
fopin Yo Here, for your information, are the job descriptions of all division
VP, 1GD executives.
' DIR-MFG, 1GD
DIR-PD, IGD
DIR-S&M, I1GD
PM-AUTO

PM-SPECIALTY
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VICE-PRESIDENT, IGD

JOB DESCRIPTION

You are a Vice-President of Looking Glass, responsible for all activities
in the Industrial Glass Division. You report directly to the President
of Looking Glass, as do your two peers, the Vice-Presidents in charge of
the Advanced Products and the Commercial Glass Divisions.

Reporting to you are three directors in your division: Sales and Market-
ing, Manufacturing, and Product Development.

Your division has three plants: one manufactures auto glass (windows and
windshields), the second produces specialty glass (oven, aircraft, and
spacecraft windows), and the third makes both glass piping (used for
wineries, chemical industry, and dairies) and insulation for such piping.
Each site is led by a plant manager. All plants are geographically dis-
tant from your office at corporate headquarters. Plant managers make
regular visits (once every two months) to headquarters, and today two of
the three plant managers (from Auto Glass and Specialty Glass) are at
headquarters. The position of plant manager for the Glass Piping plant
is temporarily vacant. The Director of Manufacturing, in addition to
other duties, is currently responsible for the management of the Glass
Piping plant.

Your division is directly responsible for all sales, marketing, manufac-
turing, and product development connected with the products made in your
three plants.

You and the President have final say in matters of executive hiring and
firing, new products, plants, and research developments in your division.
While you do not concern yourself with the day-to-day activities of the
directors who report to you, you have operational responsibility for all
financial, legal, and government matters which affect your division.

You are a member of the Management Committee. Committee membership con-
sists of the President and the three division Vice-Presidents. The
committee is responsible for all major corporate policy and operating
decisions.

“ McCall, Lombardo, DeVries 1978
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DIRECTOR OF MANUFACTURING, 1GD .

f JOB DESCRIPTION

You are the Director of Manufacturing for the Industrial Glass Division of
Looking Glass. You report directly to the Vice-President of the Industrial
, Glass Division. The Director of Sales and Marketing and the Director of

s Product Development are your divisional peers and also report to the Vice-
President.

You are responsible for the effective running of three plants: (1) Auto
Glass (producing auto windows and windshields), (2) Specialty Glass (manu-
facturing oven, aircraft, and spacecraft windows), and (3) Glass Pipin
(producing both industrial piping and glass insulation for such piping?.
Each plant is led by a plant manager. Because all plants are located at
geographical sites distant from the corporate offices, the plant managers
visit headquarters once every two months. Today two of the three plant
managers (Auto and Specialty) are at headquarters and expect to meet with
you. The Glass Piping plant manager position is temporarily vacant. |In
3 the interim you have been assigned the additional responsibility of man-

: aging the Glass Piping plant. The Plant Superintendent is reporting
directly to you.

You have responsibility for implementing all corporate decisions regarding
r the manufacture of products within the Industrial Glass Division. The
Director of Sales and Marketing is responsible for assessing and develop- {1
ing markets for the product lines manufactured in your division. The i
Director of Product Development is responsible for designing and modifying E
products for your division. As a director you are responsible for all ]
financial, legal, governmental, and personnel matters within the manufac- t
turing part of the division. .

AT il 2 V. v e 850
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DIRECTOR OF PRODUCT DEVELOPMENT, IGD

JOB DESCRIPTION

You are the Director of Product Development for the Industrial Glass Divi-
sion of Looking Glass. You report directly to the Vice-President of the
Industrial Glass Division. Also reporting to the Vice-President are the
Directors of Sales and Marketing and of Manufacturing.

You have overall responsibility for the design, modification, and improve-
ment of machines and technologies used for producing glass products in
your division. You are also responsible for all phases of product devel-
opment, including analyzing the feasibility of new products and making
design changes on existing products.

A1l manufacturing responsibilities fall to the Director of Manufacturing,
and all sales and marketing functions are the responsibility of the
Director of Sales and Marketing.

As a director you are responsible for all financial, legal, governmental,
and personnel matters within the Product Development group.

Your division has three plants: (1) Auto Glass (auto windows and wind-
shields), (2) Specialty Glass (oven, aircraft, and spacecraft windows), a
and (3) Glass Piping (industrial piping and glass piping insulation).
The plant managers from the Auto and Specialty Glass plants are at head-
quarters today for their bi-monthly reports. The plant manager position
for Glass Piping is temporarily vacant. The Director of Manufacturing,
in addition to other duties, is directly responsible for managing the
Glass Piping plant.

McCall, Lombardo, DeVries 1978
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DIRECTOR OF SALES AND MARKETING, IGD

JOB DESCRIPTION

You are the Director of Sales and Marketing for the Industrial Glass Divi-
sion of Looking Glass. You report directly to the Vice-President of the
Industrial Glass Division. Also reporting to the Vice-President are the
Directors of Manufacturing and Product Development.

You have overall responsibility for both the sales and marketing functions
of the division. These include maintaining and generating new sales for
the existing product lines within the division, assessing market needs and
potentials for both existing and new products, and working directly with
the Manufacturing and Product Development groups to insure a desirable
divisional profit picture.

All production responsibilities fall to the Director of Manufacturing.
All design or modification of equipment, technology, or products is the
responsibility of the Director of Product Development.

As a director you are also responsible for all financial, legal, govern-
mental, and personnel matters within your unit of the division.

Your division has three plants: (1) Auto Glass (windows and windshields),
(2) Specialty Glass (oven, aircraft, and spacecraft windows), and (3) Glass
Piping (industrial piping and insulation for glass piping). The plant
managers from the Auto and Specialty Glass plants are at headquarters

today for their bi-monthly reports. The position of Glass Piping plant
manager is temporarily vacant. The Director of Manufacturing, in addition
to other responsibilities, is managing the Glass Piping plant.

McCall, Lombardo, DeVries 1978
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PLANT MANAGER, AUTO GLASS

JOB DESCRIPTION

You are the Plant Manager of a large plant which produces windows and wind-
shields used in automobiles. For some customers you make only large, flat
glass sheets which are then sent to fabricators who bind and cut the glass
to meet the requirements for specific auto lines. For other customers, you
manufacture the completed product.

Yours is one of three plants in the Industrial Glass Division. The other
two plants are Specialty Glass (produces oven, aircraft, and spacecraft

windows), and Glass Piping (manufactures industrial piping for use by the
chemical industry, wineries, and dairies, and associated insulation products).

You and the other two plant managers report to the Director of Manufacturing.
Every two months you travel to corporate headquarters to meet with your
superior to take care of any business you may have with divisional or cor-
porate officers. Today you are at headquarters and should plan to brief the
Director of Manufacturing on the status of your plant. You are being joined
by the plant manager of the Specialty Glass plant. The position of manager
of the Glass Piping plant is temporarily vacant. The Director of Manufac-
turing, in addition to other duties, is responsible for managing the Glass
Piping plant in the interim.

All sales for products made in your plant are the responsibility of the
Director of Sales and Marketing. All design or modification of equipment,
technology, or products is the responsibility of the Director of Product

Development.

* McCall, Lombardo, DeVries 1978
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PLANT MANAGER, SPECIALTY GLASS

JOB DESCRIPTION

You are the Manager of a plant which produces a range of specialty glass
products. These include windows in conventional and microwave ovens,
windshields and windows for aircraft (commercial, private, and military),
and windows for spacecraft.

Yours is one of three plants in the Industrial Glass Division. The other
plants are Auto Glass (produces components for and completed units of
auto windows and windshields) and Glass Piping (manufactures piping for
use by the chemical industry, wineries, and dairies, and associated insu-
lation products).

You and the other two managers report directly to the Director of Manufac-
turing. Every two months you travel to corporate headquarters to meet

with your manager and take care of any business you may have with the
divisional or .corporate officers. Today you are at headquarters and should
plan to brief the Director of Manufacturing on the status of your plant.
You are being joined by the Auto Glass plant manager. The position of
Glass Piping plant manager is temporarily vacant. During the interim the
Director of Manufacturing, in addition to other duties, is responsible for
managing the Glass Piping plant.

Generating and maintaining customers for existing and potential products
made in your plant are the responsibilities of the Director of Sales and
Marketing. All design or modification of equipment, technology, or pro-
ducts is the responsibility of the Director of Product Development.

< McCall, Lombardo, DeVries 1978
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PLANT MANAGER, GLASS PIPING

JOB DESCRIPTION

The manager of Glass Piping is responsible for a plant that produces in-
dustrial piping for use by wineries, dairies, and the chemical industry,
as well as associated insulation products for this piping.

Glass Piping is one of three plants in the Industrial Glass Division.
The other plants are Auto Glass, which produces components for and com-
pleted units of auto windows and windshields, and Specialty Glass, which
produces oven, aircraft, and spacecraft windows.

Each of the plant managers report directly to the Director of Manufactur-
ing. Every two months the plant managers travel to corporate headquarters
to meet with their boss to take care of any business they have with the
divisional and corporate officers. At present the position of plant man-
ager for Glass Piping is vacant; in the interim, the Director of Manufac-
turing, in addition to all regular duties, is responsible for managing

the Glass Piping plant.

All sales of products made in the Glass Piping plant are the responsibil-
ity of the Director of Sales and Marketing. The Director of Product
Development is responsible for all design and modification of equipment,
technology, or products.

© McCall, Lombardo, DeVries 1978
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LOOKING GLASS
Corporate Offices 1

McCall, Lombardo, DeVries 1978
All Rights Reserved

To: President
From: Corporate Personnel
Re: Industrial Glass Division's Annual Salary Information for Previous Year
CONFIDENTIAL
ogeg VICE-PRES I DENT
VP, IGD
Time in position: 4 years
Salary & bonus: $117,600

DIRECTOR OF MANUFACTURING

Time in position: L years
Salary: $73,500

DIRECTOR OF PRODUCT DEVELOPMENT

Time in position: 9 years

Salary: $77,200

DIRECTOR QF SALES AND MARKETING

Time in position: 1 year

Salary: $67,900

s M o A )

PLANT MANAGER, AUTO GLASS

Time in position: 2 years |

Salary: $59,200

PLANT MANAGER, SPECIALTY GLASS

Time in position: 5 years
Salary: $51,600 g

PLANT MANAGER, GLASS PIPING

Temporarily vacant

Salary range: $45-55,000




To:

From:

LOOKING GLASS
Corporate Offices

Director of Manufacturing, IGD
Corporate Personnel

Salary Information

CONFIDENTILAL

McCall, Lombardo, DeVries 1978

Copies to:

All Rights Reserved

DIRECTOR OF MANUFACTURING

Time in position: 4 years
Salary: $73,500

PLANT MANAGER, AUTO GLASS

Time in position: 2 years
Salary: $59,200

PLANT MANAGER, SPECIALTY GLASS

Time in position: 5 years
Salary: $51,600

PLANT MANAGER, GLASS PIPING

Temporarily vacant

Salary range: $45-55,000
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LOOKING GLASS

Corporate Offices

s To: Director of Sales and Marketing, IGD
From: Corporate Personnel

Re: Salary Information

CONFIDENTIAL

Copies to: Time in position: 1 year

Salary: $67,900

o
McCall, Lombardo, DeVries 1978
All Rights Reserved
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LOOKING GLASS
Corporate Offices

To: Director of Product Development, 1GD
From: Corporate Personnel
Re: Salary Information
CONFIDENTIAL
Copies to:

“ McCall. Lombardo, DeVries 1978
All Rights Reserved

Time in position: 9 years

Salary: $77,200




LOOKING GLASS
Corporate Offices

To: Plant Manager, Auto Glass
From: Corporate Personnel
Re: Salary Information
CONFIDENTI AL
Copies to:

¢ McCall, Lombardo, DeVries 1978
All Rights Reserved

Time in position: 2 years

Salary: $59,200
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LOOKING GLASS
Corporate Offices

To: Plant Manager, Specialty Glass ’
From: Corporate Personnel #

Re: Salary Information
CONFIDENTIAL

Copies to: Time in position: 5 years

Salary: $51,600

" McCall, Lombardo, DeVries 1978
All Rights Reserved
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LOOKING GLASS
Corporate Offices

To: Listed Below

From: Corporate Personnel

Re: Plant Structure
Copies to:

s i Because the structure of the plants in the Industrial Glass Division
VP. 16D has changed periodically, we are sharing with you the basic report-
Dl&-MFG 16D ing structure currently operating in all three plants. In the past
DIR-S&M’ 16D both the Personnel and the Production Planning/Control functions
DIR-PD ,IGD were subsumed under other offices. Now they report directly to the
PM-AUT6 plant managers. These changes reflect our awareness of the increas-

PM-SPECIALTY

McCall, Lombardo, DeVries 1978
All Rights Reserved

ing importance of these two staff functions.
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To:

From:

Re:

LOOKING GLASS
Corporate Offices

Plant Manager, Specialty Glass
Corporate Personnel

Seminar Dealing with Problem Employees

Copies to:

VP, 1GD
DIR-MFG, IGD

McCall, Lombardo, DeVries 1978
All Rights Reserved

| want to repeat an offer | made six months ago to conduct a five-
aay workshop with all of your personnel specialists on dealing

with problem employees. Yours is the only plant in Looking Glass
that has not signed up for the workshop. The workshop has received
most favorable ratings from the participants. It succeeds partly
because there is not a lot of preaching, but rather frequent hands-
on experiences. We charge $300 per participant to the division.
Each personnel group goes away expert at implementing programs
dealing with employee theft, problem drinking, etc.




LOOKING GLASS
Corporate Offices

To: Director of Manufacturing, 1GD
From: Corporate Personnel
Re: Affirmative Action: Plant Distributions
Coplesio: Here is a more detailed look at employment patterns for minority
groups:
Management Professionals Hourly 3
i
Ao Male 98% 92% 72%
Female 2% 8% 28%
: Male 94% 98% 85%
Specialty
Female 6% 2% 15%
i Male 88% 77% 55% *
iping
Female 12% 23% 45%
White 98% 99% 91%
Auto
Minority 2% 1% 9%
i 6
Speciaiey White 9L4% 98% 9%
Minority 6% 2% 31%
s White 82% 95% 90%
Piping
Minority 18% 5% 10%

i Auto Glass needs to push harder in hiring minorities and women.

McCall, Lombardo, DeVries 1978
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LOOKING GLASS
Corporate Offices

To: Vice-President, IGD
: From: Corporate Personnel
i Re: Unions
E
f Copies to: s i :
= The following statistics deserve your attention. They relate to
PRES I DENT our attempts to keep plants nonunion. In the past two months

McCall, Lombardo, DeVries 1978
All Rights Reserved

hourly employees in the Auto Glass and Specialty Glass plants
voted on the question of whether or not to unionize. The results
are:

% YES
This month Two years ago
Auto Glass 39% 15%
Specialty Glass 27% 23%

Clearly the employees at Auto Glass are inclining toward joining
a union. This is a large, highly visible plant. Some work needs
to be done to figure out what is going wrong at Auto Glass. Some
possible factors are:

1. The plant is too large (763 hourly employees) making the
workers feel their best interests are not being kept in
mind.

2. The section of Ohio the plant is located in is strongly
prounion.

3. The efficiencies caused by the introduction of the float
process have forced a number of layoffs.

To repeat, these data deserve our attention.

W-2 CORP-61




LOOKING GLASS
Corporate Offices

To: Vice-President, IGD
From: Corporate Personnel
Re: Performance Appraisal
Gapies to: It is again time to conduct a performance appraisal on the Director %
of Sales and Marketing. Three copies of the appraisal form are |
attached. Send to this office at your earliest convenience the j
completed appraisal form (keeping a copy for your records), along ]
with a salary recommendation. ;
|
Position: Director of Sales and Marketing,
Industrial Glass
Time in position: 1 year
Current salary: $67,900
Salary range for position: $65,000-85,000
Cost of living increase: 7%
| suggest you give a copy of the blank evaluation form to the
subordinate for a self-evaluation. Your subordinate's ratings
can be compared with your own. This can be informative.
(2o}
~
C2.
(7]
()]
£%
32
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LOOKING GLASS

CORPQRATE QFFILCES

NAME OF EMPLOYEE DATE
JOB TITLE

IMPORTANT--Be sure you consider only one characteristic at a time, regardless of how
good or poor he/she may be in the others. It is essential that every question be
answered; if more space is needed to answer any item, please write on plain paper
and attach to this form. Your overall rating on each factor should be shown by code
symbol in the box to the right. Mark ''0' for Outstanding; "E'" for Excellent; ''SP"
for Satisfactory Plus; '"'S'" for Satisfactory; ''SM" for Satisfactory Minus; "U'" for
Unsatisfactory.

A. QUALITY OF WORK Insert Rating Code [ |
Comments:

B. QUANTITY OF WORK Insert Rating Code [ |
Comments:

C. ABILITY TO PLAN AND UNDERSTAND WORK Insert Rating Code [ |
Comments:

D. ABILITY TO GET ALONG WITH OTHERS Insert Rating Code [ ]
Comments:

E. OVERALL PERFORMANCE RATING (ALL FACTORS) Insert Rating Code [ ]
Comments:

If performance of any of above is below expectations, what should be done to bring
about improvements?

PREPARED BY DATE

REVIEWED AND
APPROVED BY DATE
(Your immediate supervisor)

RECORD OF INTERVIEW:
This report was discussed with the employee on

(Date)
© McCall, Lombardo, DeVries 1978 Signed (ErsToves)
" mpio
All Rights Reserved e CORP-628
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LOOKING GLASS
Corporate Offices

To: Director of Manufacturing, [GD
From: Corporate Personnel
Re: Performance Appraisal

Copies to:

| need completed a performance appraisal within 30 days on one of
your plant managers--from the Specialty Glass plant. Please com-
plete and return one of the three attached appraisal forms. We
also need your salary recommendations for the individual.

Time in position: 5 years
Current salary: $51,600
Salary range for position: $45-65,000
Highest allowed increase: 16%
Adjusted cost of living increase: 7%

While not corporate policy, some managers have found it useful to
give a copy of the appraisal form to the subordinate and ask for

a self-evaluation. You can then check the employee's perceptions
against yours. This comparison can be informative.

B e ] b

McCall, Lombardo, DeVries 1978
All Rights Reserved
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LOOKING GLASS
CORPORATE OQFFICES

NAME OF EMPLOYEE DATE
JOB TITLE

IMPORTANT--Be sure you consider only one characteristic at a time, regardless of how
good or poor he/she may be in the others. It is essential that every question be
answered; if more space is needed to answer any item, please write on plain paper
and attach to this form. Your overall rating on each factor should be shown by code
symbol in the box to the right. Mark '"0" for Outstanding; "E'" for Excellent; ''SP"
for Satisfactory Plus; ''S'" for Satisfactory; ''SM" for Satisfactory Minus; ''U'" for
Unsatisfactory.

A. QUALITY OF WORK Insert Rating Code [ |
Comments:
B. QUANTITY OF WORK Insert Rating Code [ |

Comments:

C. ABILITY TO PLAN AND UNDERSTAND WORK Insert Rating Code | |
Comments:

D. ABILITY TO GET ALONG WITH OTHERS Insert Rating Code [_]
Comments:

E. OVERALL PERFORMANCE RATING (ALL FACTORS) Insert Rating Code [ ]

Comments:

If performance of any of above is below expectations, what should be done to bring
about improvements?

PREPARED BY DATE

REVIEWED AND
APPROVED BY DATE
(Your immediate supervisor)

RECORD OF INTERVIEW:
This report was discussed with the employee on

“{Date)

“ McCall, Lombardo, DeVries 1978 Signed
All Rights Reserved (Employee)
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LOOKING GLASS
Corporate Offices

To: Vice-President, IGD
From: Corporate Personnel
Re: Advanced Management Course
Copies to: t
We have a spot in our advanced management course for one of your
DIR-MFG, 1GD promising plant managers. The course is one week long, and covers

McCall, Lombardo, DeVries 1978
All Rights Reserved

financial analysis, leadership skills, and organizational develop-
ment. Successful completion of this course qualifies the manager
for our Executive Training program.

If you want to send someone, please let me know right away. The
course begins in three weeks and we're trying to close the roster.
The class is limited to 10 people.

w-2 CORP-64




e b e .

LOOKING GLASS
Corporate Offices

To: Vice-President, |GD
From: Corporate Personnel
Re: Hourly Pay Rates
Copies to: | recently got hold of some industry data on wages for hourly
PRES I DENT suplayens:
DIR-MFG, 1GD Five Years This Five
From Now Year Years Ago
Flat Glass Industry $8.86%* $6.06 $4.26
Industrial Glass Division $7.82* $5.93 $5.03

McCall, Lombardo, DeVries 1978
All Rights Reserved

*Projection based on current formulas in use.

Quite frankly, these figures shocked me. We've always prided
ourselves on paying well. However, it seems that the cost-cutting
of the past several years has placed us a bit below average.

CORP-65




LOOKING GLASS
Corporate Offices

To: President

| From: Corporate Personnel
Re: Affirmative Action Distributions: Industrial Glass Division
I

Coples to: % OF FULL-TIME EMPLOYEES

BY SEX, RACE, AND JOB TYPE

VP, IGD — k

DIR-S&M, 1GD
' DIR-PD, IGD MANAGEMENT PROFESS IONAL HOURLY
| DIR-MFG, IGD rn—— i i
| PM-AUTO MALE 6 oo 6 %
' PM-SPECIALTY 96% L 9
FEMALE 4% 10% 31%
|
i WHITE 95% 99% 89%
@ MINORITY 5% 1% 1%

v

McCall, Lombardo, DeVries 1978
All Rights Reserved




LOOKING GLASS
Corporate Offices

To: Those Listed
From: Corporate Controller
Re Financial Summaries, Industrial Glass Division
Copies to: Attached are the following financial summaries for the Industrial
VP, 1GD Glass Division:
g:::gg"'|égo - Income statement, last fiscal year;
DIR-MFG, 1GD - Financial statement, last fiscal year;

McCall, Lombardo, DeVries 1978
All Rights Reserved

- Division assets and current liabilities.

Also attached are the sales and cost of goods manufactured summa-
ries for the first quarter of this year.

W-4 CORP-67A
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LOOKING GLASS

INDUSTRIAL GLASS DIVISION

SELECTED BALANCE SHEET ACCOUNTS

LATEST YEAR
(In Thousands)

CASH $8,926
RECE IVABLES 10,220
INVENTORIES 8,950
PLANT AND EQUIPMENT 38,102
OTHER ASSETS 19,470
CURRENT LIABILITIES 7,260

ASSETS ASSIGNED TO PLANTS (In Millions)

AUTO GLASS $46.2
SPECIALTY GLASS $17.1
GLASS PIPING $22.4

i

{ _ch.aup'_ombaade,-DeWiesms-w.- L ©
All Rights Reserved CORP-67D




LOOKING GLASS
INDUSTRIAL GLASS DIVISION
COST OF GOODS MANUFACTURED
(In Thousands)
LAST QUARTER

BUDGET ACTUAL VAR LANCE

$7,593 $7,889 +4%

“ McCall, Lombardo, DeVries 1978
All Rights Reserved CORP-67E
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LOOKING GLASS
INDUSTRIAL GLASS DIVISION
SALES
(In Thousands)

LAST QUARTER

FORECAST ACTUAL VARIANCE

$24, 446 $24,779 +1%

I

s

McCall, Lombardo, DeVries 1978
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LOOKING GLASS

Corporate Offices H
1
To: Listed Below
From: Corporate Controller
Re: Financial Position
Copies to: Attached are the financial summaries for the last fiscal year both
DIR-MFG, 1GD for the division and for each of the plants.
PM-AUTO

PM-SPECIALTY

McCall, Lombardo, DeVries 1978
All Rights Reserved
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LOOKING GLASS
Corporate Offices

To: Vice-President, IGD
From: Corporate Controller
Re: Energy Costs

Copies to:

DIR-MFG, I|GD
PM-AUTO
PM-SPECIALTY

McCall, Lombardo, DeVries 1978
All Rights Reserved

Energy costs for each plant are listed below (in millions):

LATEST

YEAR

AUTO GLASS Gas $2.7
Electric 1.2

SPECIALTY GLASS Gas 1.2
Electric WA

GLASS PIPING Gas 1.8
Electric .8

PREVIOUS

YEAR

$2.3
.8

FIVE

YEARS AGO

$1.1
-3

CORP-69




LOOKING GLASS
Corporate Offices

e t—t 2

McCall, Lombardo, DeVries 1978
All Rights Reserved

To: Vice-President, IGD
3
From: Chairman of the Board
Re: Community Service Organization
é
Copies to:

| have worked closely with the Community Service Organization for
years, and found them to be an active, valuable part of our commu-
nity. They sponsor a variety of programs which directly benefit
the whole spectrum of our community. 1|'d like to help them out
financially and have agreed to ask our division heads to help.

1'm doing my part by serving as honorary chairman for their funding
drive. Would you be willing to organize a fund raising campaign in
IGD? | appreciate your support.

While it may be premature, could you venture a guess as to what
your divisiona! quota should be? Please let me know.

CORP-70
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LOOKING GLASS
Corporate Offices

To: Vice-President, IGD
; From: Corporate Personnel
? Re: Staff Replacement
Copies to: The opening of the Plant Manager position at Glass Piping is an

: PRES I DENT opporitunity for you to use our services in identifying high-
i potential managers within Looking Glass, managers who could ably
i fill the open position. Please let us know if we can be of any
i assistance.

McCall. Lombardo, DeVries 1978
All Rights Reserved
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INDUSTRIAL GLASS DIVISION

IV. To/From Roles Within IGD
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LOOKING GLASS
Industrial Glass Division

To: Vice-President, IGD
E From: Secretary

Re: Homecoming
? Copies to: It's that time of the year again. Are you still planning to order
tickets for the corporate box for the next homecoming game? The
last we talked about this you said you were planning to invite key
4 divisional staff to the game and to your house for brunch before-
hand. |If you are still planning on this outing, please send me
the list of guests (we need individual names).

R e e

McCall, Lombardo, DeVries 1978
All Rights Reserved




LOOKING GLASS
Industrial Glass Division

McCall. Lombardo, DeVries 1978
All Rights Reserved

: To: Director of Manufacturing, IGD
From: Secretary
Re: College Advisory Board
Copies to

The lccal college administration is badgering me to get an
answer from you. Will you or will you not accept their
invitation to chair the advisory board for their experimental
Mechanical Engineering Program?

1GD-2
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LOOKING GLASS
Industrial Glass Division

To: Director of Product Development, |GD
From: Secretary
Re: Speech for Business School

Copies to:

Today | received a call from the Professor of Operations Research
at the local state university. He wanted me to confirm your par-
ticipation in a symposium to be held for his students next week.
He asked for a title for your talk. Please advise so | can pass
it on to him.

il g My

McCall. Lombardo, DeVries 1978
All Rights Reserved
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LOOKING GLASS
Industrial Glass Division

To: Director of Sales and Marketing, IGD
From: Secretary
Re: Anniversary Dinner

Copies to:

McCall, Lombardo, DeVries 1978
All Rights Reserved

The quarterly anniversary dinner to hand out five, ten and twenty-
five year pins is next Tuesday. You are expected to attend. (I
notice from your calendar that you are scheduled to be out of town
visiting the District Ill sales force. | just thought you ought
to be advised).

1GD-4




LOOKING GLASS

Industrial Glass Division
‘"umw”‘“‘&_‘_,_ T o Re L P E

To: Plant Manager, Auto Glass
From: Secretary
Re: Rotary Club

Copies to:

McCall. Lombardo, DeVries 1978
All Rights Reserved

Last week you asked me to remind you that today is the deadline
to decide on the request by the Rotary Club that you head their
Membership Committee. | will draft the letter once | know your
decision.

B-1 (GD-5




LOOKING GLASS
Industrial Glass Division

To: Plant Manager, Specialty Glass
From: Secretary
Re: Picnic Grounds

Copies to:

McCall. Lombardo, DeVries 1978

All Rights Reserved

The number of requests for weekend use by employees of our picnic
grounds is getting totally out of hand. The backlog is over two
months for weekends. | understand the privilege is being abused
by some (alcoholic beverages are being consumed, and the area is
often left in complete disarray). It's hard to figure out exactly
who is misusing the facilities, but | understand it's mostly some
new employees from the packing area on the third shift.

Could you do something about the backlog and use of the facilities?
i hate to see people ruin such a new facility.




LOOKING GLASS
Industrial Glass Division
Vice-President, IGD
Secretary

Quarterly Sales Dinner

Copies to:

McCall, Lombardo, DeVries 1978

All Rights Reserved

The president's secretary asked me to remind you of tomorrow
night's Sales Award Dinner. You are expected to speak about
past sales in the Industrial Glass Division. The president's
office is coordinating this and would like to know (a) how
long you plan to speak, (b) whether you need audiovisual aids,
and (c) what, in general, you'll say (the President was
apparently annoyed by the last awards dinner in which his
speech was preempted).
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