
1

HUMAN RESOURCE DEVELOPMENT PRESS

Assessments

Activities

Books

College Textbooks

Course Materials

Games 

Simulations 

Tools for Trainers

Workshops

Human Resource Development Press
22 Amherst Road
Amherst, MA 01002-9709

Please mention your 

Priority Code
when placing your order.

Call 1-800-822-2801
Visit us: www.hrdpress.com
For changes or removals to our mailing list, please fax the 
back cover of this catalog to 413-253-3490 with your request.

HRD PRESS

See page 19 See page 17 See page 41 See page 50 See page 46

See page 2 See page 67 See page 22 See page 6

See page 3 See page 15

HRD Press 
Building the 
High Performance
Workforce of 
the Future

See page 8



Activities & Tools for Trainers
Change Management – Communication ................................................................1

Conflict – Employee Development..........................................................................2

Employee Development – Leadership ....................................................................3

Leadership – Problem Solving ................................................................................4

Problem Solving – Team Building ...........................................................................5

Team Building – Tools for Training ..........................................................................6

Tools for Training .................................................................................................7-8

Tools for Training – Workplace Diversity..................................................................9

50 Activities Product Series ...................................................................................10

Simulations and Experiential Learning Activities .............................................11-12

Learning Points Series...........................................................................................13

Session Builders Series..........................................................................................13

Assessments
Change – Communication ....................................................................................14

Communication – Conflict ....................................................................................15

Customer Service – Leadership .............................................................................16

Leadership – Management...................................................................................17

Management – Personality ..................................................................................18

Personality – Problem Solving..............................................................................19

Sales – Wellness ...............................................................................................20

Learning Profiles Series .........................................................................................21

Managerial Assessment of Proficiency (MAP) .......................................................22

Books
Coaching and Mentoring.......................................................................................23

Communication ...............................................................................................24-25

Communication – Conflict ....................................................................................26

Customer Service ..................................................................................................27

Customer Service – E-Learning .............................................................................28

E-Learning – Employee Development...................................................................29

Esteem K-12..........................................................................................................30

Ethics – Hiring and Selection ................................................................................31

Human Resources ............................................................................................32-34

Human Resources – Leadership ............................................................................35

Leadership.......................................................................................................36-39

Management & Supervision .................................................................................40

OD & Consulting....................................................................................................42

Performance Management..............................................................................43-46

Problem Solving & Creativity ................................................................................47

Sales – Negotiation – Team ................................................................................. 48

Team and Team Building .......................................................................................49

Tools for Training .............................................................................................50-51

Tools for Training – Wellness & Safety...................................................................52

Wellness & Safety – Workplace Diversity ..............................................................53

Parker Team Series ...............................................................................................54

HR Skills Series ......................................................................................................54

Manager’s Pocket Guide Series..............................................................................55

Leadership Lessons from Life Series ......................................................................56

Front-Line Guide Series.........................................................................................56

101 Leadership Action Series ................................................................................57

Social Intelligence Skills Series..............................................................................57

Professional Practice Series ...................................................................................58

Workshops
Change – Communication ....................................................................................59

Communication – Customer Service .....................................................................60

Customer Service – Human Resources ..................................................................61

Human Resources – Leadership ............................................................................62

Leadership – Management...................................................................................63

Management ........................................................................................................64

Project Management –Performance.....................................................................65

Performance Management – Teams .....................................................................66

Teams – Wellness & Diversity................................................................................67

Wellness & Diversity..............................................................................................68

Rapid Skill-Builder Video Training Series ...............................................................69

Courseware Workshop Series ................................................................................70

Managing to Excel Series ......................................................................................71

Index ...............................................................................................................72-80

Contents

More Information?
Visit www.hrdpress.com 

and enter the product code into the search box.



Activities / Change  – Communication

1

25 Training Activities for
Creating & Managing Change
Mike Woodcock 

25 experiential activities for teaching managers and employees
how to effectively deal with workplace change. Activities are 
organized into 4 change stages: preparing for change, articulating
choices, visioning the future, and implementing change programs.

ISBN: 978-0-87425-198-2
256 pp / 3-ring binder / Code...25CMC / $69.95

25 Role Plays for Developing 
Interpersonal Skills
Teresa Williams

These activities include counseling, assertiveness, negotiating,
problem solving, fact finding/questioning, and persuasion/
influencing. Each activity is fully reproducible and take from 1 to 3
hours to complete making this a great resource for new ideas and
ongoing needs.

ISBN: 978-0-87425-240-8
350 pp / 3-ring binder / Code...25IS / $95.00

50 Activities for Achieving Change
Barry Fletcher

A complete selection of training activities for teaching others the
process of accepting change, demonstrating the need for change,
reducing conflict, improving communication skills, and more.

ISBN: 978-0-87425-211-8
420 pp / 3-ring binder / Code...50AC / $149.95   

50 Activities for Developing
Emotional Intelligence
Adele Lynn

A collection of reproducible activities perfect for skill-building 
on self-awareness, emotional control, empathy, social expertness,
personal influence, mastery of vision and more. Emotional 
Intelligence explains why, despite equal intellectual capacity, 
training, or experience, some people excel while others of the 
same caliber do not do as well.

ISBN: 978-0-87425-601-7
300 pp / 3-ring binder / Code...50DEI / $149.95

50 Activities for Coaching/Mentoring
Donna Berry

A selection of activities covering mentoring concepts and peer
guidance techniques, skills to express performance improvement
goals clearly, create open, trusting relationships, and refine a 
manager’s skills in providing constructive feedback. Activities are
fully reproducible and customizable with detailed trainer’s notes
and clear objectives.

ISBN: 978-0-87425-218-7
306 pages / 3-ring binder / Code...50CM / $149.95 

50 Activities for Developing People Skills
Jaqueline Stewart

Each of these fun and easy-to-use employee activities focuses on 
a different aspect of employee engagement and can be completed
in 30-45 minutes. Each activity includes the purpose, description,
time guidelines, resources, presentation instructions, debriefing
guidelines, and handouts.

ISBN: 978-0-87425-241-5
250 pp / 3-ring binder / Code...50DP / $149.95  

50 Activities for Developing Counseling
Skills in Managers
Roy Bailey

These fully reproducible activities will enable managers to concen-
trate on the personal views, feelings, and opinions of their staff,
encourage person-centered management, improve interpersonal
skills, ensure that organizational goals are achieved, and more.

ISBN: 978-0-87425-183-8
296 pp / 3-ring binder / Code...50DCS / $149.95

50 Activities for Interpersonal
Skills Training
Sue Bishop

These active learning sessions cover vital people skills such as 
assertiveness, listening, decision making, motivation, presentation
skills, leadership, and teamwork. Each activity is fully reproducible
and takes from 1 to 3 hours to complete.

ISBN: 978-0-87425-182-1
350 pages / 3-ring binder / Code...50IPS / $149.95   

20 Reproducible Workshops for 
Listening Skills
Clare Sproston & Glenna E. Sutcliffe

Train your staff to listen with skill and sensitivity. This volume
 contains 20 ready-to-use workshops including detailed notes for
the trainer, handouts, and reproducible participant materials. Each
workshop takes 1-3 hours to complete. 

ISBN: 978-1-61014-299-1
410 pp / 3-ring binder / Code...20WLS / $149.95

Complete Guide to Facilitation
Enabling groups to succeed

Tom Justice & Dave Jamieson

This guide includes a wealth of practical information for inexperi-
enced group leaders as well as new tools for seasoned facilitators—
more than 100 reproducible forms, checklists, planning aids, and
guides. Selected contents are reproduced in CD-ROM format so that
you can customize tools to meet your specific needs.

ISBN: 978-0-87425-432-7
673 pp / 3-ring binder w/CD / Code...CGF / $125.00
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50 Activities for Conflict Resolution
Jonamay Lambert & Selma Myers

A collection of excellent reproducible activities that help individuals
determine their conflict resolution style, determine the role conflict
plays in the workplace, improve interpersonal communication in
the workplace, help individuals overcome concerns about conflict,
and more.

ISBN: 978-0-87425-498-3
300 pp / 3-ring binder / Code...50CR / $149.95   

50 Activities for Achieving Excellent 
Customer Service
Darryl Doane & Rose Sloat

Increase the creativity and skill level of customer service represen-
tatives, demonstrate what excellent customer service is, provide 
insights and practice to improve customer service, develop your
own organization’s bank of customer service learning situations.

ISBN: 978-0-87425-737-3
275 pp / 3-ring binder / Code...50ACS / $149.95   

Learning from Conflict
Lois Hart

Learning from Conflict is written for trainers, facilitators, team 
leaders, and educators. The fully reproducible sample training 
designs, case studies, and activities can be applied in a variety of
training situations, including communication, supervision, and 
interpersonal relationships.

ISBN: 978-0-87425-159-3
234 pp / 3-ring binder / Code...LC / $59.95   

Best Practices for Customer Service
Ron Zemke

This resource includes 38 training tools, case studies, job aids, and
articles that will give you solutions to improving virtually any 
customer service process. The tools in this book emphasize the
“how to” making this a practical resource to reference when you
spot a problem. 

ISBN: 978-0-87425-443-3
600 pp / 3-ring binder with disk / Code...BPCS / $89.95

20 Reproducible Workshops for 
Customer Service V.1
Terry Gillen

20 fully reproducible training workshops averaging 2 1⁄2 hours 
in length covering listening skills training in a variety of contexts
including: Listening like a leader, Listening for the symptoms of
stress, Listening to improve retention, Developing phone listening
skills and much more.

ISBN: 978-1-59996-290-8 
584 pp / 3-ring binder / Code...20RWCS1 / $149.95

50 Activities for Dealing with Difficult
Discussions at Work
Peter Garber

Each fully reproducible activity offers practice in a key skill related
to handling difficult conversations including how to broach a
touchy subject, stay on topic, handle one-sided and circular 
discussions, and much more.

ISBN: 978-1-59996-265-9
347 pp / Ringbound / Code…50DDAW / $149.95

20 Reproducible Workshops for 
Customer Service V.2
Sarah Cook

20 fully reproducible, HR training workshops in this volume are
ideal for customer service managers, supervisors, coaches and self-
directed customer service teams that must set service policies,
measure effectiveness and identify where service improvement is
needed.

ISBN: 978-1-61014-296-0 
358 pp / 3-ring binder / Code...20RWCS2 / $149.95

50 Activities for Administrative, 
Secretarial, and Support Staff
Elizabeth Sanson & Christine Newton

This manual of activities is written for support staff, the unsung 
heroes and heroines of organizations who often are the ones for
whom there is no training budget or who can not be spared from
their work to spend time in training.

ISBN: 978-1-59996-064-7
528 pages / 3-ring binder / Code...50TASS / $149.95

25 Reproducible Activities for Customer
Service Excellence
Peter Garber 

Make it easy for employees to provide great customer service with
this collection of 15-30 minute motivating and skill-building 
activities that include quizzes, exercises, role plays and strategies.

ISBN: 978-0-87425-848-6
163 pp / 3-ring binder / Code...25CS / $99.95

50 Activities for Employee Engagement
A roadmap for a difficult transition with huge payoffs

Peter Garber

Learn to improve interpersonal skills, enhance management 
performance, create effective teams, and improve communication
within your organization. This 200+ page collection of compe-
tence-building development activities will help you understand
what employee engagement really means, how it can help your 
organization, and how to create and maintain an engaged workforce. 

ISBN: 978-1-59996-066-1
230 pp / 3-ring binder / Code...50EEA / $149.95
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50 Activities for Self Development
Dick Francis

These fully reproducible activities can be used as self study 
exercises or facilitated by a trainer. There are skill development 
and awareness training in the following competencies: problem
solving, motivation, influence, values, exploring feelings, relieving
pressure, coaching, setting objectives, management style, brain-
storming, creativity, and more.

ISBN: 978-0-87425-173-9
400 pp / 3-ring binder / Code...50SD / $149.95   

25 Role Plays for Interview Training 
Geof Cox & Chuck Dufault

A great way to provide opportunities for individuals to try out new
skills without risk. Provides training in areas that can only be devel-
oped by practice with feedback from observers. Role-plays cover
skills in each of the five main interview types. Each role play is 
designed for 90 to 120 minutes. 

ISBN: 978-0-87425-213-2
280pp/ 3-ring binder / Code...25IT / $95.00

675 Ways to Develop Yourself and 
Your People
Strategies, ideas and activities for development & learning

Laurel Alexander

675 Ways to Develop Yourself and Your People reflects the real 
needs of real people in today’s workplace. You will gain exercises,
activities and strategies that will help you develop your ability in all
aspects of workplace skills and needs.

ISBN: 978-1-59996-053-1
244 pp / 3-ring binder / Code...675WDY / $99.95

Fostering Employee Engagement
Practical Tools and Best Practice Techniques

Donna Dickson

Learn step-by-step how to create employees who are committed,
passionate, energetic, take initiative, put high levels of effort into
their jobs, and exceed expectations. Fostering Employee Engage-
ment has the answers along with practical tools and specific 
actions you can easily implement to engage your workforce. 

ISBN: 978-1-59996-231-3
186 pp / 3-ring binder / Code...FEE / $39.95 

15 Reproducible Assessments for Business
Ethics & Values
Peter Garber 

In today’s business climate, simply having an ethics policy in place
isn’t enough. You must continually keep ethics up front and center
to avoid the ethical violations and erosion of confidence seen in
corporate America today.

ISBN: 978-0-87425-847-9
90 pp / 3-ring binder / Code...15RBE / $99.95    

The Hiring Blueprint
A step-by-step interviewing guide for the small business

Jeffrey Krud

Improper, incomplete or inefficient interviewing is a major reason
why costly hiring mistakes are made. That’s why the step-by-step
system for making hiring decisions presented in The Hiring Blue-
print is so useful. Use it to start building your team quickly and
cost-efficiently.

ISBN: 978-1-59996-058-6
108 pp / 3-ring binder / Code...HBP / $34.95

50 Activities for Promoting Ethics
Marlene Caroselli

This collection of activities employs a variety of training methods,
including case studies, quizzes, hand-outs, buzz groups, role-plays,
panels, assessments, and more to make it easy to address the
sometimes intimidating topic of ethics in the workplace.

ISBN: 978-0-87425-716-8
350 pp / 3-ring binder / Code...50API / $149.95

25 Legendary Leadership Activities
Peter Garber

What is legendary leadership? It can be defined simply as leader-
ship that is remembered. These 25 activities are designed to ensure
you are remembered as a good or even great leader.

ISBN: 978-1-59996-072-2
186 pp / 3-ring binder / Code...25LLA / $99.95    

Balancing Personal & Professional Ethics
Trainer’s guide with reproducible exercises, handouts, 
and case studies

Sheryl Ankerstar & David Dalke

This fully reproducible trainer’s guide utilizes thought-provoking
activities and case studies to stimulate new thinking and new ways
for making sound ethical decisions. To complement this process the
guide includes a tool called the Ethical Question Cycle and step-by-
step guidelines for developing a code of ethics.

ISBN: 978-0-87425-271-2
160 pp / Spiral-bound / Code...BPPE / $69.95

50 Activities for Developing Leaders
Volume 1
Lois Hart

This unique volume offers ready-to-use, proven activities to 
introduce and develop key skills in leadership training. Each activity 
includes clear objectives, detailed instructions on how to run the
activity, and reproducible participant materials.

ISBN: 978-0-87425-248-4
300 pages / 3-ring binder / Code...50DL / $149.95   
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50 Activities for Developing Leaders
Volume 2
Lois Hart

For years, the popular 50 Activities for Developing Leaders, Volume I,
has helped trainers effectively introduce and reinforce key skills in
leadership training. Now the second volume reflects the best and
latest thinking on leadership theory making it the best tool avail-
able for building leadership skills, attitudes, and competencies. 

ISBN: 978-0-87425-736-6
300 pp / 3-ring binder / Code...50DL2 / $149.95   

50 Case Studies for Management and
Supervision
Alan Clardy

Trainers can teach managers and supervisors to sharpen their 
analytical and decision-making skills with this collection of fully 
reproducible case studies. Based on actual, real-life situations, these
exercises prepare supervisors, and team leaders for the challenging
problems they face in today’s complex workplace.

ISBN: 978-0-87425-977-3
400 pp / 3-ring binder / Code...50CSM / $149.95   

50 Activities for Achieving
Cultural Competence
Have fun and build communication skills in just minutes

Jonamay Lambert, Selma Myers, George Simons

Today most executives and managers need to have an international
business and cross-cultural perspective. This great resource includes
activities and self-development exercises to prepare your personnel
for international assignments and cross-cultural communication.

ISBN: 978-1-59996-177-4
328 pp / 3-ring binder / Code...50ACC / $149.95

The Project Manager’s Partner, 
2nd Edition
A step-by-step guide to project management

Michael Greer

This guide can be used as a stand alone or as the participants 
booklet with the title Project Management for Workgroups. It is 
organized around 20 key project manager actions and results with
the majority devoted to providing new project managers with the
tools to get quality results.

ISBN: 978-0-87425-610-9
160 pp / Paperback / Code...PMP2 / $39.95

50 Activities for Developing
Management Skills, Volume 1
Leslie Rae

50 fully reproducible activities ranging from 1 to 3 hours in length.
Includes skill development for the following management skills:
trust, time management, task  analysis, appraisal, setting priorities,
interviewing, negotiating, delegation, interpersonal skills, commu-
nication, and more. 

ISBN: 978-0-87425-178-4
300 pp / 3-ring binder / Code...50DM1 / $149.95   

The Competency Toolkit, Volumes 1 & 2
David Dubois 

This user-friendly package contains the most innovative methods,
procedures, suggestions, and materials available to help you 
identify competencies and create models, individual competency
assessments, and individual development planning.

ISBN: 978-0-87425-568-3
600 pp / two 3-ring binders & CD / Code...CTK / $295.00

50 Activities for Developing
Management Skills, Volume 2
Teresa Williams

50 fully reproducible activities ranging from 1 to 3 hours in length.
Includes skill development for the following management skills:
problem solving, communication, self development, self explo-
ration, listening, distance management, disciplining employees,
decision making, leading meetings, managing stress, and more.

ISBN: 978-0-87425-179-1
300 pp / 3-ring binder / Code...50DM2 / $149.95   

50 Activities for Performance Appraisal
Training
Quick exercises that get results in just minutes

Wendy Denham & Jane Jestico

Here’s a terrific resource full of hands-on exercises that will make
training enjoyable and motivating. Every employee regardless of
experience will be stimulated by learning how to question, listen,
be objective, give feedback, communicate and manage the process.

ISBN: 978-1-59996-052-4
308 pp / 3-ring binder / Code...50PAT / $149.95

50 Activities for Developing 
Supervisory Skills
Ian Nicholls

Comes complete with learning objectives, facilitator guidance, and
reproducible materials. Training objectives: define the role of the
supervisor, develop key supervisory skills, including planning, 
organizing, and controlling, improve communication skills, develop
skills for running effective meetings. Training methods: brainstorm-
ing sessions, case studies.

ISBN: 978-0-87425-244-6
350 pages / 3-ring binder / Code...50DS / $149.95   

50 Activities for Creativity and
Problem Solving
Geof Cox

These reproducible activities develop creative thinking, offer new
approaches to problem solving, and develop innovative approaches
to problems that aren’t responding to traditional methods. A great
resource for new ideas and ongoing needs. 

ISBN: 978-0-87425-184-5
240 pp / 3-ring binder / Code...50CPS / $149.95  
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50 Activities for Developing Critical
Thinking Skills 
Marlene Caroselli

This title contains 50 fully reproducible training activities to 
develop quick thinking, creative thinking and analytical thinking
skills. It will add real value to your training by taking critical think-
ing skills out of the box and into the workplace. Learners will
sharpen their critical thinking skills and develop a thought process
that is creative, accurate, and assumption-free.

ISBN: 978-1-59996-196-5
302 pp / 3-ring binder / Code...50ADCT /$149.95

50 Activities to Teach Negotiation
Ira Asherman & Sandy Asherman

This collection of fully reproducible, trainer led exercises teaches
and reinforces the skills necessary to be a successful negotiator.
Skills include: being assertive, questioning techniques, surfacing
intangibles, planning a negotiation, managing expectations, 
building trust, and more.

ISBN: 978-0-87425-314-6
300 pp / 3-ring binder / Code...50TN / $149.95   

Problem-Solving & Decision-Making
Toolkit
Paul Wildman & Jon Warner

These ready-to-use tools are applicable to problem solving, 
decision making, creativity and innovation, quality, operations 
and service. Tools include: force field analysis, process mapping, 
decision trees, cost benefit analysis, SWOT charts, evaluation 
matrix, and many more.

ISBN: 978-0-87425-721-2
150 pp / 3-ring binder / Code...PSDMT / $99.95 

25 Reproducible Instruments for 
Team Building
Glenn Parker

This new collection of instruments provides team building practition-
ers with tools designed to assist in the development of individuals,
teams, and organizations. These range from very simple, self-scored,
to more complex assessments that provide in-depth information. 
Fully reproducible and a cost-effective alternative to in-house
 development or off-the-shelf instruments.

ISBN: 978-1-61014-287-8
222 pp / 3-ring binder / Code...25RTB / $149.95    

25 Role Plays to Teach Negotiation,   
2nd Edition
Includes CD 

Ira Asherman & Sandy Asherman

25 Role Plays to Teach Negotiation contains exercises that will 
inspire you to think and act like a negotiation expert. Select role
plays by industry or by training objectives. Build an entire work-
shop or supplement related training with a negotiation exercise.

ISBN: 978-0-87425-763-2
152 pp / 3-ring binder w/CD / Code...25RPN2 / $99.95   

50 Activities for Self Directed Teams
Glenn Parker

Implement successful self-managed teams in your organization.
Teach team leaders and team members how to resolve conflict, 
assess their performance, hold meetings, build trust, solve 
problems, and get results.

ISBN: 978-0-87425-969-8
250 pp / 3-ring binder / Code...50SDT / $149.95   

25 Sales Strategies and Activities
Peter Garber

25 Sales Strategies and Activities is a unique training and develop-
ment tool designed to teach sales professionals how and when to
use a variety of proven sales strategies. Each strategy comes with
an activity that clears up any question about how the strategy
should be implemented. 

ISBN: 978-0-87425-945-2
176 pp / 3-ring binder / Code...25SS / $99.95

50 Activities for Team Building, 
Volume 1
Glenn Parker

Volume 1 contains creative training activities which focus on the
building blocks for teams such as communication, leadership, 
conflict resolution, and decision making. These activities are ideal
for team leaders who are looking for creative activities to energize
their teams but do not have the time to develop them.

ISBN: 978-0-87425-174-6
Vol 1:  236 pp / 3-ring binder / Code...50TB1 / $149.95   

50 Activities for Sales Training
Phillip Faris

Novice and experienced salespeople alike will benefit from these
activities which focus on strengthening essential selling skills. The
ready-to-use, reproducible activities offer practice in closing a sale,
developing new business, resolving customer objections, manag-
ing sales relationships, and more.

ISBN: 978-0-87425-225-5
300 pp / 3-ring binder / Code...50ST / $149.95   

50 Activities for Team Building, 
Volume 2
Mike Woodcock 

Volume 2 offers 50 additional activities for team development 
and provides skills practice on cooperation, balancing roles, and
defining team objectives and goals. These activities are ideal for
team leaders who are looking for creative activities to energize
their teams.

ISBN: 978-0-87425-192-0
Vol 2:  248 pp / 3-ring binder / Code...50TB2 / $149.95   
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51 Activities for Collaborative 
Management
Peter Garber

In 51 Activities for Collaborative Management, you’ll find an array of
dynamic and engaging exercises to help you explore what makes
collaborative management work, its potential benefits and how to
experience them in your organization.

ISBN: 978-0-87425-919-3
200 pp / Code...50COLL / $149.95

Team Metrics
A collection of 27 audits, questionnaires, and surveys 

Mike Woodcock & Dave Francis

You’ve adopted the teamwork approach, now you’re wondering—
How do we know how well we’re doing? This book answers the
question with a great collection of audits, questionnaires and 
surveys.

ISBN: 978-1-59996-129-3
394 pages / 3-ring binder / Code...TEAMET / $149.95

50 Reproducible Activities for 
Team Building, Volume 3
Glenn M. Parker, Richard P. Kropp, Jr. 

These activities are ideal for leaders looking for creative ways to
 energize their teams but do not have time to develop their own.
Activities are ready-to-use, are fully reproducible, and are easy to
implement into existing training programs. Comes with detailed
trainer’s notes, clearly stated objectives, and a quick index.

ISBN: 978-1-61014-309-7
236 pp / 3-ring binder / Code...50RTB3 / $149.95

Team Workout
50 interactive activities

Glenn Parker

A compendium of 50 experiential activities for developing mission
focused teams. Each activity includes time required, skill develop-
ment goals, and detailed training instructions.  There are even 
debriefing questions to facilitate the transfer of learning back to
the workplace.

ISBN: 978-0-87425-593-5
304 pp / 3-ring binder / Code...TW / $149.95

Faultless Facilitation Instructor’s Manual
Lois Hart

This instructors manual for the Faultless Facilitation program offers
48 in-class learning activities and optional training designs to go
with the best-selling Faultless Facilitation Resource Guide. The 
Instructor’s Manual lays out exactly how to plan, run, and evaluate
skill-based training for inexperienced facilitators.

ISBN: 978-0-87425-401-3
Instructor Manual / 256 pp / 3-ring / Code...FFI2 / $99.95
Resource Guide / 184 pp / 3-ring / Code...FFR2 / $79.95   

The Facilitator’s Toolkit
Tools and techniques for generating ideas and 
making decisions in groups

Lynn Kearney

Everything you need to effectively lead a team, plan group meet-
ings, and foster team decision-making is now available in one
handy toolkit. This collection of fully reproducible activities and
techniques will benefit anyone else whose job success depends on
the results produced by groups.

ISBN: 978-0-87425-268-2
300 pp / 3-ring / Code...FT / $125.00   

Faultless Facilitation Resource Guide,
2nd Edition
Lois Hart

The Resource Guide for the Faultless Facilitation Workshop includes
how to’s on leading groups and problem solving for facilitators. Use
it as a participant coursebook with the  program, or as a self-study
option. The Instructor’s Manual offers in-class activities and train-
ing designs (1-, 2-, 3-, or 5-day) to go with the Resource Guide. 

ISBN: 978-0-87425-402-0
Resource Guide / 184 pp / 3-ring / Code...FFR2 / $79.95   
Instructor Manual / 256 pp / 3-ring / Code...FFI2 / $99.95

20 Reproducible Assessment Instruments
Philip Harris

This collection of reproducible assessment instruments will: 
stimulate participant’s thinking and awareness about themselves
and others; provide objective feedback about behavior and 
performance; serve as a basis for discussion and learning as well 
as for personal and organizational development

ISBN: 978-0-87425-989-6
120 pp / 3-ring binder / Code...20RAI / $99.95   

Grand Canyon Adventures Package w/DVD 
Realistic, video-based simulations set in America’s most
popular scenic wonder!

Carmine Consalvo

An unforgettable learning adventure with an inspiring 18-minute
DVD set in the Grand Canyon. The package includes interrelated 
activities on problem solving, collaboration, and consensus decision
making. Use  all nine activities with individuals or the full team.

ISBN: 978-1-59996-094-4
Complete Package / Code...GCAP / $499.95
Instructor Guide, DVD and 10 copies each of nine activities

25 Role Plays for Developing
Management Skills
Di Kamp

This is a great resource to achieve results. It can be used to: provide
training in areas which can only be developed by practice; obtain
feedback from observers to aid personal development; enable 
participants to test their skills in a variety of real-life situations; 
enable participants to practice in a risk-free environment.

ISBN: 978-0-87425-961-2
276 pp / 3-ring binder / Code...25RPD / $95.00
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50 Reproducible Activities for
 Empowerment
Donna Berry, Charles Cadwell, Joe Fehrmann

Each activity is organized into a user friendly format that will guide
you through establishing the objectives, conducting the activity,
reviewing the participant experience, discussing key learning
points, and relating key applications to job performance—
 ensuring learners do more than just participate in the activities, 
but will also depart with tangible actions for improvement.

ISBN: 978-1-61014-310-3
320 pp / 3-ring binder / Code...50REP / $149.95

Compendium of Icebreakers, Volume 2
125 activities for faultless training

Lois Hart

Are you maximizing every opportunity to connect with participants
before, during and after training? This is the key to optimizing the
learning experience of every individual and the focus of these 125
tested and proven-effective activities for trainers.

ISBN: 978-1-59996-068-5
364 pp / 3-ring binder / Code...CIEI2 / $99.95 

50 Communications Activities,
Icebreakers, and Exercises
Peter Garber

Have fun presenting these activities and build your employees’
communication skills in just minutes! Each activity focuses on some
facet of communication and includes a description, time guideline,
purpose, resources, presentation, debrief, difficulty rating, and 
variations to make implementation easy. 

ISBN: 978-1-59996-155-2
248 pp / 3-ring binder / Code...50COMM / $149.95

Compendium of Icebreakers, Volume 3 
70 exercises to add energy and fun

Michelle Barca & Kate Cobb

How you begin and end a training course is vital and shouldn’t be
left to chance. This manual introduces easy-to-use openings and
closings that can increase the cohesiveness of your group, create a
relaxed atmosphere and enhance the learning experience. Contains
70 icebreakers, energizers, and other time tested exercises.

ISBN: 978-1-59996-069-2
164 pp / Paperback / Code...CIEI3 / $39.95

500 Creative Classroom Techniques for
Teachers and Trainers
Marlene Caroselli

Make your teaching and their learning fun, fast-paced and 
functional. This toolkit of 500 tips and techniques is designed for
trainers at all levels of experience who enjoy experimenting, 
discovering and evolving.

ISBN: 978-0-87425-922-3
350 pp / 3-ring binder / Code...500CC / $149.95

Compendium of Learning and 
Development Quizzes
Sarah Cook

It is now easy to find the perfect quiz. They are organized 
alphabetically and in nine topics: communication, customer 
service, health and safety, leadership, performance, personal 
development, teamwork, recruitment and selection, and training
and development.

ISBN: 978-1-59996-062-3
248 pp / 3-ring binder / Code...CLDQ / $99.95

A Compendium of Icebreakers, Energizers,
& Introductions
Andy Kirby

Select from 75 quick exercises to break down barriers, increase 
motivation, and provide the best possible start to your training 
program. The games represent a rich mixture of styles and an 
extensive range of approaches. There is an index of activities by 
objective. Fully reproducible participant materials are included to
save you hours of preparation time.

ISBN: 978-0-87425-197-5
200 pp / 3-ring binder / Code...CIEI / $69.95

Compendium of Questionnaires and
Inventories, Volume 1
Sarah Cook

This manual is chock full of an assortment of assessments, 
checklists and surveys covering a variety of topic areas. It is a 
must resource for trainers, HR professionals, line managers, 
team leaders, or anyone who wants to provoke self-awareness 
and discussion.

ISBN: 978-1-59996-055-5
304 pp / 3-ring binder / Code...CQI1 / $99.95

Changing Pace
Outdoor games for experiential learning

Carmine Consalvo

This collection of experiential activities in game format will enable
trainers and facilitators to make effective use of the outdoors as a
vehicle for learning. It contains sixty-three creative games that can
be conducted easily and safely with a minimum of materials and
preparation. Many of the activities can be run equally well indoors.

ISBN: 978-0-87425-354-2
200 pp / 3-ring binder / Code...CP / $59.95

Compendium of Questionnaires and
Inventories, Volume 2
Sarah Cook

The second volume of the popular Compendium of Questionnaires
and Inventories has arrived with 48 new assessments, checklists
and surveys for increasing self-awareness and stimulating discus-
sion in training and development activities.

ISBN: 978-1-59996-057-9
234 pp / 3-ring binder / Code...CQI2 / $99.95
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20 Reproducible Workshops for 
Developing  Managerial Effectiveness
 Volume I 
Mike Lewis and  Graham Kelly

This title contains 20 ready-to-use workshops including detailed
notes for the trainer, handouts, reproducible participant materials
and a PowerPoint presentation.

ISBN: 978-1-61014-297-7
382 pp / 3-ring binder / Code...20RME1 / $149.95

Session Builders Series 100 
60 exercises for management and supervisory training

TRC Interactive

Session Builders Series 101 is a 2 volume set of 60 activities. It 
covers over 20 of the most important management and supervisory
skills, from active listening to time management.With more than
200 exercise options and variations you will always have a choice of
realistic, easy-to-use designs that will add something extra to your
training programs.

ISBN: 978-1-59996-203-0
2-Vol. Set / 3-ring binder / 850 pp / Code...SB101 / $199.95

Experiential Training Activities for
Outside and In
Carmine Consalvo

Physically engaging activities usable in an outdoor setting.  While
there are definite benefits to staging these activities outside, most
of them work equally well indoors and only require readily avail-
able, low-cost materials. Complete set-up instructions and game
guidelines are included for all 36 exercises. Each activity takes 
between 1 and 3 hours

ISBN: 978-0-87425-962-9
445 pp / 3-ring binder / Code...ETAOI / $149.95   

Session Builders Series 200 
61 exercises for management and supervisory training

TRC Interactive

Those in your organization who have earned the title of manager or
supervisor certainly have their hands full. This practical resource
shows you how to develop the most critical skills and competencies
they need to succeed through 60 powerful exercises. Engage learn-
ers in this experiential learning and you will see self-awareness and
self-confidence increase dramatically. 

ISBN: 978-1-59996-210-8
2-Vol. Set / 3-ring binder / 657 pp / Code...SB201 / $199.95

Great Games for Trainers
Andy Kirby

A collection of 75 games, case studies and energizers on equal 
opportunities, stress management, group processes, leadership,
team building, creativity, corporate ethics, assertiveness and more.

ISBN: 978-0-87425-994-0
200 pp / 3-ring binder / Code...GGT / $69.95 

Session Builders Series 300
50 exercises for teams

TRC Interactive

Getting a team to gel, produce, and be successful is never easy. 
Invariably, you’ll have team members who are inflexible or over-
sensitive...talk too much or stay silent...or stir up conflict. These 50
exercises are a terrific way to confront issues you may be facing as a
team leader. You can implement any and all of them quickly, with-
out a big budget and with little or no training experience. 

ISBN: 978-1-59996-212-2
462 pp / 3-ring binder / Code...SB301 / $149.95

Establishing the Value of Training
Practical tools for calculating training costs

Sharon Fisher & Barbara Ruffino

Establishing the Value of Training helps trainers and managers 
meet these challenges by providing practical guidance, job aids,
and worksheets for calculating training costs and returns. It 
provides proven strategies for combining traditional return-on-
investment methodologies with assessments of other less tangible
benefits of training. 

ISBN: 978-0-87425-322-1
170 pp / 3-ring binder / Code...EVT / $79.95

Simulations for Assessment, Training,
and Development
Julie Hay

This manual contains four sets of job simulation exercises, each
comprising a number of activities. The simulations can be used for
assessment or training. For assessment purposes, there are two
competence frameworks: managerial and professional. The simula-
tions are coded for specific situations: recommendations, planning,
contingency, and all activities run in sequence.

ISBN: 978-1-59996-169-9
602 pp / 3-ring binder / Code...SIMATD / $149.95

Rapid Skill-Builder Series Library: 
Complete 2-Volume Set 
Jon Warner

The Rapid Skill-Builder Library: 2-Volume Set comes complete with
one copy of all 42 of the Rapid Skill-Builder series. Each volume 
includes 21 different skill builders. Each Rapid Skill-Builder provides
an individual with a thorough overview, techniques, and methods
to improve in the competency.

ISBN: 978-1-59996-218-4
pp 504 / 3-ring binder / Code...RSLIB / $199.95

20 Reproducible Workshops for 
Developing  Managerial Effectiveness
 Volume 2
Graham Kelly and Roger Armstrong

More ready-to-use workshops to improve managerial and
 organizational performance. 

ISBN: 978-1-61014-298-4
546 pp / 3-ring binder / Code...20RME2 / $149.95
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The Encyclopedia of Games for Trainers
Andy Kirby

This collection of over 145 group games will get participants in-
volved in the learning process and add substance to new or existing
programs on any training topic. In addition to providing you with 
a substantial stock of games, the manual includes an in-depth 
discussion of the unique dimension that well-presented games add
to a training session.

ISBN: 978-0-87425-175-3
444 pp / 3-ring binder / Code...EGT / $99.95

50 Activities for Building Innovation
Richard Brynteson

These 50 exercises are the perfect way to get employees excited
about the concept of innovation, develop their innovation skills,
build an ongoing capacity for innovation and introduce an easy-to-
use innovation process.

ISBN: 978-1-59996-263-4
218 pp / Ringbound / Code…50ABI / $149.95

The Fast Facilitator
76 activities, interventions, and creative techniques

Anthony Landale & Mica Douglas

This resource focuses on the core facilitation skills in three parts —
essential facilitation, group and team facilitation, and creative 
facilitation. Topics include what is facilitation, facilitator qualities,
planning and structuring, team roles, when and how to intervene,
diversity and defense patterns. Key issues are attentiveness, 
culture, emotional expression, openness and feedback. 

ISBN: 978-1-59996-135-4
202 pp / 3-ring binder / Code...76FF / $99.95

WorkPlay
36 indoor/outdoor activities for leadership, team building,
and problem solving 

Carmine Consalvo

36 varied and versatile activities that cover a wide range of training
themes and can be conducted indoors and outdoors. Some activi-
ties are play in the sense of games of joy and physical exercise, 
others are play in the sense of games like chess. 

ISBN: 978-1-59996-172-9
287 pp / 3-ring binder / Code...WP/ $149.95   

Training Clips
150 short handouts, discussion starters, and checklists

Mike Lynch

Use these 150 quality clips on wide ranging management issues to
create a training department newsletter. Clips cover a wide range
of topics that will get attention and generate support for training
priorities or opportunities. Use clips as a platform for internally
marketing the training department in your newsletters, emails, 
or other communications.

ISBN: 978-0-87425-431-0
350 pp / 3-ring binder w/CD / Code...TC / $99.95   

50 Activities for Managing Stress
Roy Bailey

This collection of fully reproducible training activities is designed 
to help managers and employees understand the sources of work-
place stress, types of stress, how stress effects performance and,
most importantly, how to better manage stress.

ISBN: 978-0-87425-196-8
303 pp / 3-ring binder / Code...50MS / $149.95   

Training House Reproducible Games 
and Simulations
Training House

A collection of 18 different engaging training games from HR Hall
of Fame inductee Scott Parry, founder of Training House and devel-
oper of the Managerial Assessment of Proficiency. All games come
with learning objectives and complete instructions. A great 
resource of learning activities.

ISBN: 978-0-87425-536-2
200 pp / 3-ring binder / Code...RTHRG / $195.00   

50 Activities for Diversity Training
Jonamay Lambert

Includes learning objectives, facilitator guidance, and reproducible
materials. Training objectives: illustrate how cultural differences
may impact behavior; increase awareness of the impact of culture;
demonstrate skills for managing a culturally diverse workplace; 
address issues of gender in the workplace. Includes: icebreakers;
participative exercises; role-plays; etc. Each 15 to 45 minutes.

ISBN: 978-0-87425-980-3
300 pages / 3-ring binder / Code...50DT / $149.95   

Urban Survival Series 
Dramatic exercises on the benefits of collaboration

Peter Garber

Here’s a powerful and memorable way to teach employees how
working together as a team yields better results than working
alone. Urban Survival Series is a collection of four activities that 
provides survival exercises based on urban situations participants
could possibly experience. The Facilitator’s Guide provides every-
thing you need to introduce, conduct, and explain the activity 
objectives, ground rules, learning principles. Fully reproducible CD .

Fully Reproducible Activities / Code...USSL / $149.95

The Parker Team Series 
Ten Volume  Reproducible Set 
Glenn Parker

Complete set of ten booklets in a single 3-ring binder with repro-
ducible CD. This series of brief, how-to booklets is full of insights
and skills for team leaders and managers who want to improve
their overall team building skills.

ISBN: 978-1-59996-260-3
396 pp / Ringbound / Code…PTS10 / $199.95
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The 50 Activities Series provides trainers and HR professionals
a comprehensive library of ready to implement training 
activities targeted at specific competencies. Everything you
need is provided and at your fingertips. Each title comes 
complete with learning objectives, facilitator guidance, and
reproducible materials. This industry leading collection of 
titles belongs in every training department reference library. 

50 Activities for Achieving Change
420 pp / 3-ring binder / Code...50AC / $149.95

50 Activities for Achieving Cultural Competence
328 pp / 3-ring binder / Code...50ACC/ $149.95

50 Activities for Achieving Excellent 
Customer Service
275 pp / 3-ring binder / Code...50ACS / $149.95

50 Activities for Promoting Ethics
350 pp / 3-ring binder / Code...50API / $149.95

50 Activities for Coaching/Mentoring
306 pp / 3-ring binder / Code...50CM / $149.95

50 Activities for Collaborative Management
200 pp / 3-ring binder / Code...50COLL / $149.95

50 Activities for Conflict Resolution
300 pp / 3-ring binder / Code...50CR / $149.95  

50 Activities for Developing Counseling 
Skills in Managers
296 pp / 3-ring binder / Code...50DCS / $149.95

50 Activities for Creativity & Problem Solving
240 pp / 3-ring binder / Code...50CPS / $149.95

50 Activities for Dealing with Difficult 
Discussions at Work
356 pp / 3-ring binder / Code…50DDAW / $149.95  

50 Activities for Developing 
Emotional  Intelligence
300 pp / 3-ring binder / Code…50DEI / $149.95  

50 Activities for Empowerment
300 pp / 3-ring binder / Code...50EP / $149.95

50 Activities for Developing 
Critical Thinking Skills
307 pp / 3-ring binder / Code...50ADCT / $149.95

50 Activities for Developing Leaders, Volume 1
300 pp / 3-ring binder / Code...50DL / $149.95 

50 Activities for Developing Leaders, Volume 2
300 pp / 3-ring binder / Code...50DL2 / $149.9 

50 Activities for Developing Critical 
Thinking Skills
302 pp / 3-ring binder / Code...50ADCT / $149.95

50 Activities for Developing People Skills
250 pp / 3-ring binder / Code...50DP / $149.95  

50 Activities for Developing Supervisory Skills
350 pp / 3-ring binder / Code...50DS / $149.95

50 Activities for Diversity Training
300 pp / 3-ring binder / Code...50DT / $149.95 

50 Activities for Employee Engagement
230 pp / 3-ring binder / Code...50EEA / $149.95 

50 Activities for Interpersonal 
Skills Training
430 pp / 3-ring binder / Code...50IPS / $149.95 

50 Activities for Developing Management
Skills, Volume I
300 pp / 3-ring binder / Code...50DM1 / $149.95  

50 Activities for Developing Management
Skills, Volume II
300 pp / 3-ring binder / Code...50DM2 / $149.95

50 Activities for Managing Stress
303 pp / 3-ring binder / Code...50MS / $149.95 

50 Activities for Performance 
Appraisal Training
308pp / 3-ring binder / Code...50PAT / $149.95 

50 Activities for Self Development
400 pp / 3-ring binder / Code...50SD / $149.95

50 Activities for Self-Directed Teams
250 pp / 3-ring binder / Code…50SDT / $149.95   

50 Activities for Sales Training
300 pp / 3-ring binder / Code…50ST / $149.95

50 Activities for Team Building, Volume 1
200 pp / 3-ring binder / Code…50TB1 / $149.95   

50 Activities for Team Building, Volume 2
300 pp / 3-ring binder / Code…50TB2 / $149.95

50 Reproducible Activities for Team Building,
Volume 3
236 pp / 3-ring binder / Code…50RTB3 / $149.95     

50 Activities to Teach Negotiation
300 pp / 3-ring binder / Code…50TN / $149.95   

50 Communications Activities, 
Icebreakers, and Exercises
248 pp / 3-ring binder / Code...50COMM / $149.95

50 Training Activities for Administrative, 
Secretarial, and Support Staff
528 pp / 3-ring binder / Code...50TASS / $149.95

50 Activities Series Full Set
Electronic download / Code…50ACTALL / $995.00

Activities / The 50 Activities Series

The 50 Activities® Series
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The Session Builders Series
By TRC Interactive

The Session Builders Series covers over all of the most important management and supervisory
skills, from active listening to time management. With more than 500 exercise options and 
variations you will always have a choice of realistic, easy-to-use designs that will add “something
extra” to your training programs.

Each Session Builder exercise is short, simple to run and debrief. The exercises are provided in a
completely detailed manner, so that there are no surprises for the end-user at any point in the
training process. 

You can use Session Builders to:
• Build skills • Illustrate concepts
• Stimulate discussion • Promote on-the-job application
• Reinforce learning • Create a supportive learning climate

Session Builders exercises are flexible, as well: you can use them to help design your own 
management/supervisory training or as a supplement to your existing program.

Session Builders Series 100
60 Exercises for Management and Supervisory Training
850 pp / Two 3-ring binders plus CDs / Code…SB101 / $199.95

Session Builders Series 200
60 More Exercises for Management and Supervisory Training
550 pp / Two 3-ring binders plus CDs / Code…SB201 / $199.95

Session Builders Series 300
50 Exercises for Teams
462 pp / 3-ring binder plus CD / Code…SB301 / $149.95

Order the Complete Series — Code…SBPACK / $399.95

The Learning Points Series for 
Customer Service and Communication

By Peter Garber

This collection of titles is the perfect resource for any organization looking to maintain great
customer loyalty. You can be sure your employees know exactly what they need to do in any 
situation to provide the quality of service your company expects and your customers deserve.
The titles contain time tested solutions and prepare anyone to communicate professionally 
and productively. Together there are over 350 specific learning activities and teaching points
specifically designed to immediately improve results. 

Learning Points: 89 Activities for Coaching Call Center CSRs
90 pp / Paperback w/CD / Code...LPCALL / $34.95

Learning Points: 80 Activities and Actions for Call Center
Service Excellence
112 pp / Paperback w/CD / Code...LPCC / $34.95

Learning Points: 100 Activities and Actions for Customer
Service Excellence
144 pp / Paperback w/CD / Code...LPCS / $34.95

Learning Points: 100 Activities and Actions 
E-communications Excellence
136 pp / Paperback w/CD / Code...LPECE / $34.95  

Order the Complete Set of All 4 — Code…LPCPK / $99.95

Activities / Learning Points Series –Session Builders Series
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Alien Encounter Exercise
An Exciting Training Simulation

•   Explains how communication works
•   Develops effective decision making skills
•   Builds understanding and strengthens team interaction
•   Increases intercultural awareness and sensitivity

The scenario centers on a space shuttle mission to repair the malfunctioning Hubble Space
Telescope. After making the repairs the tired and fatigued shuttle crew is engaged in 
deorbit preparations when they have an unexpected visitor. They must clearly describe
what they see to Mission Control and determine how to communicate with “visitors” who
likely share a different cultural and values system. Meanwhile, Mission Control must decide
whether the shuttle crew should risk remaining in orbit or proceed with the scheduled 
deorbit burn. Based on space shuttle mission information provided by the National Aero-
nautics and Space Administration (NASA). Suitable for all organizational levels. Requires
11⁄2 to 2 hours.

Fully reproducible masters of all participant and facilitator materials plus 
PowerPoint® slides. Code: G-801R / $149.95  

Activities / New! Fully Reproducible Simulations

Escape the Wildland Inferno
A challenging team building exercise

•   Improves team interaction
•   Teaches consensus decision making
•   Develops interpersonal communication skills

The scenario focuses on a group of hikers who are
camping deep in Sasquatch National Forest. During a
violent thunderstorm lightning  ignites a forest fire that spreads rapidly due to high winds
and dry woodland conditions. The campers awaken the next morning to find surface fire
blocking the trail ahead of them. But, when they try to backtrack out of the forest, they en-
counter a series of life threatening situations posed by the advancing fire that they must
navigate correctly in order to Escape the Wildland Inferno!

Designed to interest, challenge, and educate employees at all levels of the organization.
Great as an energizer and icebreaker. Requires 11⁄2 to 2 hours including debriefing. 

Fully reproducible masters of all participant and facilitator material plus 
PowerPoint® slides. Code: G-812R / $149.95  

Hurricane Disaster Exercise

•   Develops planning and organizing skills
•   Builds teamwork
•   Sharpens ability to solve problems 

under pressure
•   Assesses leadership behavior

A resort community emergency preparedness team meets to evaluate the danger of an
 impending hurricane and to determine whether the island community should be evacuated.
The decision team must quickly update its emergency preparedness action plan by obtaining
critical additional information, assessing available resources and by analyzing the overall
 situation. If the team does not order evacuation it must decide how the island population can
best be protected from the fury of Hurricane Judy. Based on information provided by the
 National Hurricane Center and governmental emergency preparedness agencies. Suitable for
all organizational levels. Requires 2 to 21⁄2 hours.

Fully reproducible masters of all participant and facilitator materials plus 
PowerPoint® slides. Code: G-802R / $149.95  

Survive Nature’s Fury
Breaks down communication barriers

Survive Nature’s Fury is a motivating training activity
that commands participant interest as it develops key
communication skills attributes. Following a Power-
Point slide introduction with fascinating photos of se-
vere storm scenes, the activity presents participants
with a four-section storm survival test that is com-
pleted first by participants individually and then as a
team. The focus is on consensus decision making in
which the teams that are most effective in informa-
tion sharing and collaborative problem solving will

most likely achieve a synergistic result. At the conclusion of the activity participants are
guided through a self-critique process designed to help them develop strategies for personal
and team skill improvement.

Suitable for employees at all organizational levels. Requires about 1 to 11⁄2 hours. 

Fully reproducible masters of all participant and facilitator materials with
 PowerPoint® slides. Code: G-813PP / $149.95  

Projet Space Colony
Builds cooperation and teamwork

Project Space Colony is a training activity in
which task teams make decisions about issues
that must be considered in the overall design 
of a future space station. The activity focuses
primarily on the human and social aspects of
the project and has been designed to appeal
to employees at a wide range of organiza-
tional levels. Learning content is structured to 
improve employees’ ability to solve problems, make decisions, resolve conflict and achieve
team consensus.

Based on an actual research project by NASA. Easily self-administered. Fun and challenging 
to employees. Requires about 1 to 11⁄2 hours.

Fully reproducible masters of all participant and facilitator materials plus
 PowerPoint® slides. Code: G-811R /$149.95  

Crisis in Mantique
•   Develops team problem solving skills 
•   Improves intergroup communication
•   Teaches win-win negotiation strategies
•   Builds conflict resolution skills

This is a challenging exercise that dramatizes how teamwork, open communication, active 
listening and a win-win negotiating approach can overcome conflict and bring people 
together to constructively solve mutual problems. Makes learning fun and exciting!

Participants take roles as members of a Joint Commission representing both environmental
and commercial interests on the Caribbean island nation of Mantique. Unless a way can be
found to stimulate its economy, the beauty and tranquility of Mantique may be shattered by
foreign commercial and industrial exploitation. But, differing viewpoints on the commission
have produced conflict and time is running out as negotiations enter a crucial phase! About
11⁄2 to 31⁄2 hours depending on options selected by facilitator.

Fully reproducible masters of all participant and facilitator materials plus 
PowerPoint® slides. Code: G-808R  / $149.95  

New! Fully Reproducible
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Product Series from HRD Press

Tuscan Shadows
Develops key communication and team skills

Tuscan Shadows is a unique training activity that captivates participants with its colorful, 
exciting audio/visual format. The activity is in the form of a PowerPoint slide show that tests
the ability of employees to observe and memorize pictorial detail and then share their obser-
vations with members of their team in an effort to reach team consensus. The scenario for the
activity is a visual tour along the many roads that lead to the picturesque region of Tuscany in
Italy. Each scene is presented to employees for a limited time and is then followed by a multi-
ple choice test that measures how well employees recall details of the scene. In a subsequent
team discussion employees try to reconcile any differences among their observations and
agree on a team decision. A comparison of their individual and team scores shows whether
they were successful in achieving a synergistic decision.

Excellent for all levels of the organization. Can be conducted in about 11⁄2 to 2 hours 
including debriefing. Includes slide show file and separate files for fully reproducible 
activity test answer forms and activity administration manual with facilitator guidelines 
and scoring information. Use it again and again as often as you want! 

Fully reproducible masters of all participant and facilitator materials with Power-
Point® slides.  Code: G-821PP / $149.95  

Trapped Underground Exercise
A terrific active listening training activity

•   Evaluates and develops listening ability
•   Improves interpersonal communication
•   Sharpens decision making skills
•   Improves teamwork

The exercise focuses on a group of tourists who together with
their guide are trapped in Cherokee Caverns when an earthquake
knocks out the caverns’ electrical system. The group’s guide was seriously injured in the tremor
and is now unconscious. But the group has a flashlight and can communicate with rescue
workers on the surface via the guide’s walkie talkie. Participants take the role of a team of
 rescue workers who must pinpoint exactly where the trapped tourists are within the caverns’
miles of marked passages and chambers by listening effectively to the transmitted description
of the tourists surroundings. The rescuers must then decide in which of several possible
 sections of the caverns the tourists are located.  Requires approximately 45 minutes to 1 hour.

Code: G-805PP / $149.95  Fully reproducible masters of all participant and 
facilitator materials with PowerPoint® slides.

Lost in Alligator Swamp
Improves listening, information sharing, and problem solving skills

Lost in Alligator Swamp is an action packed training exercise that will help quickly develop 
essential team interaction skills like effective listening, information sharing, planning, 
problem solving and much more. The scenario is a search and rescue mission to find a group 
of boaters who are reported missing after a sudden tropical storm swept over a remote section
of Manatee National Park where they had been fishing. When the storm hit, the boaters used 
a cell phone to call the park ranger station and report that they had beached themselves on a
small area of relatively dry land. But, they said that they were completely disoriented and had
no idea of their exact location and their boat with provisions and camping gear has just drifted
away. The mission of exercise participants is to listen carefully to a tape recording made of the
boaters, call for clues as to their possible location, identify the general area where they may be
and work out a search and rescue action plan. Meanwhile, the boaters must use their wits 
and limited material resources to survive the dangers of Alligator Swamp! Suitable for any 
audience. About 11⁄2 hours including debriefing time.

Fully reproducible masters of all participant and facilitator materials with
 PowerPoint® slides. Code: G-817PP / $149.95  

Hunt for T-Rex Exercise
A fast-moving simulation exercise

•   Builds leadership skills
•   Demonstrates the value of consensus decision making
•   Increases team effectiveness
•   Captures the imagination and attention of all employees

Focuses on behaviors and practices that are characteristic and
 required of truly successful leaders. Based on contingency and
 situational theories. The exercise scenario begins 70 million years
ago in the age of dinosaurs and continues through modern times centering on an expedition
to find the fossils of Tyrannosaurus (T-Rex). The expedition leader is confronted with a series of
leader ship challenges that she must successfully meet in order to ensure the success of the
project. Exercise participants first make independent decisions for each of the situa tions the
expedition leader faces. They then form teams and try to achieve consensus about the same
issues. Helps participants develop leadership diagnostic skills and learn how to  determine
which approach is most effective for a particular situation. Suitable for all organizational
 levels. Requires about 1 to 11⁄2 hours.

Fully reproducible masters of all participant and facilitator materials plus
 PowerPoint® slides. Code: G-809R / $149.95  

Hostage Rescue Exercise
Improves team building and decision making skills

An exciting team building and decision making simulation that is suitable for employees
at all organizational levels. The scenario centers on a hostage taking situation by terrorists
in a small third world country. Exercise participants take the role of a U.S. Department of
State, Office of Security task team that has been assigned to help obtain the release of
the hostages. A series of realistic situations confront the task team as it develops strate-
gies aimed at freeing the hostages. In order for the participants to arrive at the correct
“life and death” answers, they must not only sharpen their decision making skills but also
work together as an effective team!

Detailed administration manual contains background information, administration and
scoring instructions, theory and validated rationale for the correct answers. Requires only
about 1 to 11⁄2 hours.

Fully reproducible masters of all participant and facilitator materials plus 
PowerPoint® slides. Code: G-803R / $149.95  

The Net Spy
An intriguing team problem solving exercise

As exercise participants weave through an increasingly tense plot they learn how to hone 
their analytical and problem solving skills, separate fact from perception and how to deal with
others who may have a hidden agenda or who may be withholding crucial decision making 
information.

The exercise scenario is a special internal task team appointed by senior management to find
the person who is breaking into the organization’s top secret data files, copying plans crucial to
the organization’s ability to survive in the market place and apparently selling them to govern-
ment controlled businesses in foreign countries. The suspicion is that the hacker, known only
by the code name  “Pastorius,” is an insider and may even be one of the members of the special
task team! Pastorius must be found and stopped now! Requires 11⁄2 to 2 hrs.

Fully reproducible masters of all participant and facilitator materials plus
 PowerPoint® slides. ORDER: G-818R / $149.95  

Activities / New! Fully Reproducible Simulations

Adventure Simulations Full Collection / Electronic Download  / Code…ASEC / $995.00
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Change Abilitator 
LHE INC

The Change Abilitator identifies six types of concerns people often
experience when a change is introduced into their team or organi-
zation. The results will give both employees and managers a clear
picture of the obstacles they need to overcome to successfully 
implement change in their organization. The leader’s guide enables
a trainer to deliver a one day workshop using, scoring, and inter-
preting the Change Abilitator questionnaire.  

Leader Guide & Questionnaire / Code...CALG / $59.95
Additional Questionnaires / Pack of 5 / Code...CAQ / $49.75

Principles of Adult Mentoring  
Dr. Norman H. Cohen

This 55-item, self-scoring assessment provides mentors with an 
objective means of assessing their mentoring skills, especially
those behavioral competencies that are essential for productive 
interaction with a diverse group of mentees. The scale measures 
six distinct and important components of the adult mentoring 
relationship, which together constitute the complete mentor role.

Facilitator Guide & Assessment /  Code...PAMLG / $59.95
Additional Assessments / Pack of 5 / Code...PAMA / $59.95

Change Management Effectiveness Profile
Jon Warner

This 84-item, self-scoring assessment determines the degree of
competence in 7 primary dimensions of change management. 
Interpretation of scores and coaching tips are provided in the 
assessment booklet.

Facilitator Guide & Assessment / Code...CMEPF / $99.95
Additional Assessments / Pack of 5 / Code...CMEP / $59.95
Online Assessment / Code...CMEPOL / $24.95

Communication Effectiveness Profile 
Jon Warner

This 84-item, self-scoring assessment simplifies the large and 
complex subject of communicating with others by assessing 
discrete behaviors that group into 7 categories of communication
competence.

Facilitator Guide & Assessment / Code...COMEPF / $99.95
Additional Assessments / Pack of 5 / Code...COMEP / $59.95
Online Assessment / Code...COMEPOL / $24.95

Change Management Readiness Survey 
Patrick Sanaghan, Larry Goldstein, Avik Roy

The user-friendly survey is designed for change leaders, organiza-
tional leaders and managers, and consultants who are not simply
tinkering, but changing organizations in powerful ways. Often
these change leaders only see part of the picture. This tool will give
you a valuable snapshot of how a cross-section of your managers
view the change process.

Survey / Includes 8 Assessments / Code...CMRS / $39.95 

Communication Response
Style Assessment 
Training House

This assessment identifies a person’s relative strength in each of
four response modes — critical, advising, emphatic, and searching.
A series of statements that someone at work might make are 
presented; beside each are four responses. For each statement 
you have 3 points to assign, giving them to one or more of the 
responses, based upon the response(s) that you would be most
likely to make.

Assessment / Pack of 5 / Code...RTHCR / $59.95

Assessment of Organizational Readiness
for Mentoring  
Dr. Norman H. Cohen

The Assessment of Organizational Readiness for Mentoring contains
twelve inventories designed to assist coordinators in determining
the overall status of preparation and receptivity before launching a
mentoring program. Collectively, the inventories highlight and
record the essential decisions that must be made in the formative
stages of planning a mentoring program.

40 pp / Paperback with CD / Code...AORM / $59.95

Empathy Construct Ratings Scale  
Develop key skills in caregivers and counselors

Elaine LaMonica Rigolosi

This 84-item, self-scoring instrument is designed to measure em-
pathy in one’s self or another person. Participants read each state-
ment and use graduated responses (extremely unlike to extremely
like) to describe how they perceive themselves or another person to
be like the statement. Includes help with interpreting the results.  

Facilitator Guide & Assessment / Code...ECRSLG / $34.95   
Additional Assessments / Pack of 5 / Code...ECRS / $39.95   

Coaching Effectiveness Profile  
Jon Warner

This 84-item, self-scoring assessment provides a summary rating 
of coaching competencies including: empowerment, empathy, 
confrontational levels, and more. The assessment booklet includes
coaching tips and development planning.

Facilitator Guide & Assessment / Code...COAEPF / $99.95
Additional Assessments / Pack of 5 / Code...COAEP / $59.95
Online Assessment / Code...COAEPO / $24.95

Generational Styles Assessment  
Jon Warner & Anne Sandberg

This 48-item, self-scoring assessment helps participants under-
stand the differences between generations and identify ways to
flex their own behavior to work more effectively with or manage
people of all ages.

Facilitator Guide & Assessment / Code...GSAF / $59.95
Assessment / Pack of 5 / Code...GSA / $59.95
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How Would You Respond? 
Training House

This self-assessment is designed to give you insight into the ways 
in which you respond to people in your interpersonal communica-
tions. Using a case method, this assessment will help you identify
how you are likely to respond when someone speaks to you, what
you typically say, and what you can learn about the way you view
others and relate to them.

Assessment / Pack of 5 / Code...HWYR / $59.75

Network and Relationship Building
Profile 
Jon Warner

This 84-item, self-scoring assessment provides a detailed process
for assessing an individual’s existing capacity to network with oth-
ers and highlights areas where improvements might be possible.  

Facilitator Guide & Assessment / Code...NRBPF / $99.95
Additional Assessment / Pack of 5 / Code...NRBP / $59.95

Influence Styles Inventory  
Marshall Sashkin

This 10-minute, self-scoring assessment determines the partici-
pant’s level of preference for passive, aggressive, or assertive 
influencing styles. Interpretative and skill building support 
materials direct the learner to a more productive assertive style.
This assessment will give managers an opportunity to analyze their
influence styles.

Trainer Guide & Questionnaire / Code...ISITG / $59.95
Additional Questionnaires / Pack of 5 / Code...ISI / $59.95

Relating Styles  
Roelf Woldring 

The Relating Styles profile is a self-assessment and workbook that
explores the communication and decision-making patterns you
bring into a relationship. It could be a business relationship or a life
partnership between you and someone of the same or opposite
gender.

Assessment & Workbook / Code...RSP / $15.00

Influencing Style Clock  
The insight every manager and supervisor needs

Jon Warner

This 32-item, self-scoring assessment helps employees identify and
improve the ways they influence others at work. It is a powerful
tool for leadership training, team building, career counseling, 
personal development and sales training.

Facilitator Guide & Assessment / Code...ISKIF / $59.95
Additional Assessments / Pack of 5 / Code...ISKI / $59.95
Online Assessment / Code...ISKIOL / $24.95

What Do You Say? 
Training House

This self-assessment helps identify your communication style. By
selecting the responses that indicate how you are most likely to
reply in 12 different situations, you will gain insight into your style
of influencing others.

Assessment / Pack of 5 / Code...RWDYS / $59.95

Interacting with Others
Roelf Woldring 

Interacting with Others profile is a 25-item, self-scoring assessment
and workbook that explores how you interact with people in the
workplace. For example, do you initiate interactions with others—
or let others connect to you?

Assessment & Workbook / Code...IWOP / $15.00

Conflict Style Inventory  
Marshall Sashkin

This self-scoring assessment uses responses to 10 mini cases to 
provide participants with a conflict profile that displays their use 
of 5 styles: problem solving, smoothing, bargaining, forcing, and
avoiding. It simplifies training by orienting most resolution toward
the problem solving/collaborative style, which research shows is
consistently the most successful strategy. 

Trainer Guide / Code...CSITG / $59.95
Inventory / Pack of 5 / Code...CSI / $59.95
Managing Conflict Booklet / Pack of 5 /Code...MCC / $44.75

Listening Effectiveness Profile  
Jon Warner

This 84-item, self-scoring assessment provides a highly structured
process through which to assess an individual’s current capacity to
listen attentively and move towards improving key listening skills.

Facilitator Guide & Assessment / Code...LISEPF / $99.95
Additional Assessments / Code...ISEP / Pack of 5 / $59.95
Online Assessment / Code...LISEPOL / $24.95

Dealing with Conflict Instrument  
Turn Conflict into Opportunity!

Alexander Hiam

This instrument presents five conflict-handling styles that are 
effective ways of dealing with conflict: accommodate, avoid, 
compromise, compete, and collaborate. Participants will learn the
positive uses of each style and when to deploy them.

Leader’s Guide & Assessment / Code...DCLG / $59.95
Additional Assessments / Pack of 5 / Code...DCI / $59.95
360° Feedback (6 others) / Pack of 5 / Code...DC360 / $74.75 
Online Assessment / Code...DCIOL / $24.95
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Customer Service Commitment Profile 
Jon Warner

This 48-item, self-scoring assessment helps individuals understand
how much of a commitment to service excellence is offered to the
customer by the organization and by the individual.

Facilitator Guide & Assessment / Code...CSCPF / $99.95
Additional Assessments / Pack of 5 / Code...CSCP / $59.95
Online Assessment / Code...CSCPOL / $24.95

Organizational Recognition Assessment
for Managers 
Recognizing employees — great managers do it every day

Bob Nelson

This 54-item, self-scoring assessment asks managers to rate their
beliefs about the value of providing recognition and the organiza-
tion’s climate for doing so. Managers can compare their own recog-
nition beliefs to norms. The organization can determine if enough
recognition is being used to create a highly motivated climate. 

Assessment / Pack of 5 / Code...ORAM / $59.95 

Customer Service Skills Profile 
Make great service an everyday occurrence 

Jon Warner

This easy-to-use assessment solves one of your biggest headaches
in customer service—ensuring consistency in your staff’s perform-
ance. How? By giving employees a clear picture of their unique
strengths and areas they need to work on - and the motivation to
acquire all the skills of an all-around good customer service giver.

Facilitator Guide & Assessment / Code...SSPRF / $99.95
Additional Assessments / Pack of 5 / Code...SSPR / $59.95
Online Assessment / Code...SSPROL / $24.95

Mechanical Understanding Test  
Erich Prien

The Mechanical Understanding Test is a 65-item, 30-minute test 
of the comprehension of mechanical principles. It is a gender-
unbiased measure of mechanical comprehension, i.e., there are no
differences between the average scores of men and women. Also,
the standardization of the MUT has revealed no systematic racial or
ethnic differences.  

Administrator Manual / Code...MUTTM / $39.95
Answer Sheets / Pack of 25 / Code...MUT / $75.00
Test Booklets / Pack of 10 / Code...MUTQB / $59.95

Cultural Diversity and Awareness Profile 
Jon Warner

This 48-item, self-scoring assessment helps individuals understand
the levels of their awareness and commitment toward the diversity
of individuals with different backgrounds in their organization

Facilitator Guide & Assessment / Code...CDCAPF / $99.95
Additional Assessments / Pack of 5 / Code...CDCAP / $59.95 
Online Assessment / Code...CDCAPO / $24.95

Test of Supervisory Skills  
Erich Prien

The Test of Supervisory Skills (TOSS), formerly Elements of Supervi-
sion, is a 70-item, multiple-choice, untimed test that taps the
knowledge required for successful supervision. TOSS is a valid 
instrument for evaluating both applicants for supervisory positions
and those being considered for promotion to such positions.

Administrator Manual / Code...TOSSTM / $39.95
Answer Sheets / Pack of 25 / Code...TOSS / $75.00
Test Booklets / Pack of 10 / Code...TOSSQB / $59.95

Development Styles 
Get valuable feedback on how to get the most out 
of professional development

Roelf Woldring 

The Development Styles Profile is a self-assessment and workbook
that explores the kinds of professional development activities that
best match your learning style.

Assessment & Workbook / Code...DSP / $15.00

Leadership Effectiveness Profile  
Jon Warner

This is a 96-item, self-scoring assessment of 8 critical leadership
competencies: emotional intelligence, contextual thinking, direc-
tional clarity, creative assimilation/people enablement, reciprocal
communications, change orchestration, drive/persistence.

Facilitator Guide & Assessment / Code...LEPF / $99.95 
Additional Assessments / Pack of 5 / Code...LEP / $59.95
Online Assessment / Code...LEPOL / $24.95

Ethical Type Indicator  
Recognize, analyze and resolve ethical dilemmas

Louie V. Larimer 

This self-scoring personal assessment instrument measures the 
extent to which you prefer and use six ethical philosophies when
confronted with an ethical dilemma. The instrument consists of 42
statements reflective of one of six ethical theories. The tool is easy
to complete and self-scoring takes only a few minutes. 

Facilitator Guide & Assessment / Code...ETHTIL / $99.95
Additional Assessments / Pack of 5  / Code...ETHTI / $75.00

Managing by Motivation, 3rd Edition
Marshall Sashkin

This 20-item, 15-minute, self-scoring assessment from leadership
authority Marshall Sashkin uncovers your motivations, teaching
you to use natural instead of external motivators with direct 
reports.

Trainer Guide & Questionnaire / Code...MBMLG / 59.95
Additional Questionnaires / Pack of 5 / Code...MBM / $59.95
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The Strategic Acceleration Quotient
 Assessment (SAQ) 
Tony Jeary

For the last decade, Tony Jeary has been coaching and advising the
world’s top CEOs on how to master Strategic Acceleration—namely,
aiding top achievers to get results faster by helping them get clear
on what they’re doing, focus relentlessly on High Leverage Activities
that make the biggest difference, and drive execution at peak levels.

Online Assessment / Code...SAQ / $17.00
SAQ Toolchest / Code...SAQTC / $149.00
SAQ Book / 304 pages / Code...SAQB / $15.95

Gathering and Using Information  
Roelf Woldring 

The Gathering and Using Information profile is a self-assessment
and workbook that explores how you behave as you process infor-
mation at work. For example, do you follow established models for
doing things or create new ones that are meaningful to you?

Assessment & Workbook / Code...GUIP / $15.00

Profile of Leadership Opportunities 
An assessment tool for business leaders

Alexander Hiam

Where can you focus your leadership to improve employee 
attitudes and make the greatest difference in their performance?
This 60-item questionnaire provides the answer for busy leaders—
quickly and easily. The leader’s guide enables a trainer to deliver up
to one day of training covering administration, scoring, interpreta-
tion, and action planning with the assessment.

Leader Guide & Assessment / Code...POLOLG / $59.95
Assessment / Guide / Pack of 5 / Code...POLO / $59.95

Learning Style Questionnaire 
Chris Hutcheson

This easy-to-use self-scoring assessment measures a participant’s
preferred method of learning in four different learning styles: 
participating, reflecting, structuring, and experimenting.

Leader’s Guide & Questionnaire / Code...LSILG / $59.95
Additional Questionnaire / Pack of 5 / Code...LSI / $59.95

Recognition Practices Inventory
Bob Nelson

This 53-item, self-scoring assessment asks employees to rate the
frequency and types of recognition they receive from their man-
agers. Strategies are provided to enable employees to improve the
recognition they get from their managers. The organization can
learn whether employees are receiving enough recognition to 
create a motivative climate.

Assessment / Pack of 5 / Code...RPIE / $59.95

Learning Styles Profile 
Create learning situations where employees will succeed

Jon Warner

This 40-item, self-scoring assessment is an ideal activity to review
the concepts of adult learning. By making participants aware of the
strengths and weaknesses in their own learning styles, learning in
all formats can be facilitated.

Facilitator Guide & Assessment / Code...LSQF / $59.95
Additional Assessments / Pack of 5 / Code...LSQ / $59.95

Recognition Practices Inventory 
for Managers 
Bob Nelson

The RPIM collects information from managers about the impor-
tance they place on providing recognition and the frequency they
provide recognition. Results tell the organization or manager the
types of recognition practices to use to nourish a more motivative
work environment.

Assessment / Pack of 5 / Code...RPIM / $59.95
Self/Other Assessment / Pack of 5 / Code...RPIMA / $49.95

Competent Supervisor Questionnaire  
Empower supervisors to focus on what is really important 

Jon Warner

This self-scoring questionnaire can be completed in just a few 
minutes. Participants review 25 typical workplace scenarios and
choose the actions they would take in these situations. The booklet
includes rich interpretation and planning notes to help participants
transform what they’ve learned into a plan for developing their
own effective supervisory style.  

Trainer’s Guide & Assessment / Code...CSQF/ $59.95
Additional Assessments / Pack of 5 / Code...CSQ / $59.95

Strategic Leadership Type Indicator 
Alexander Hiam

It is fast becoming the new standard for a 4-quadrant type supervi-
sory leadership assessment. Trainers appreciate its simplicity and
ample support materials—without burdensome certification 
requirements. Supervisors and managers like the emphasis on
teaching the appropriate use of four different management styles.

Facilitator Guide & Assessment / Code...SLTIF / $79.95
Additional Assessments / Pack of 5 / Code...SLTI / $74.75
360° Feedback Set / Pack of 5 / Code...SLTIFS / $74.75
Online Assessment / Code...SLTIOL / $49.95

Complete Management Skills
Assessment Kit
12 Reproducible Instruments for Trainers

Mike Woodcock 

This great resource contains 12 fully reproducible assessments 
with facilitator notes, scoring instructions, theory, and overhead
masters. Assessments are included for change agent style, change
leader audit, consultant skills, senior manager skills, influencing,
motivation audit, stress audit, trainers skills and more.

400 pp / 3-ring binder / Code...CMAK / $149.50  
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Highly Effective Meeting Profile 
Patrick Sanaghan, Larry Goldstein, Claire Conway

This 50-item survey and skill booklet helps diagnose group meet-
ing effectiveness. Are you a harmonizer, regulator, orchestrator?
Provides guidance on how to improve meeting decision-making,
protocols, participation and results.

Profile / Includes 8 Assessments / Code...HEMP / $39.95 

Problem-Solving & Decision-Making
 Profile 
Jon Warner

This 84-item, self-scoring assessment determines an individuals
self reported level of competence in 7 problem solving competen-
cies including risk assessment, data gathering, weighing alterna-
tives and more.

Facilitator Guide & Assessment / Code...PSDPF / $99.95 
Additional Assessments / Pack of 5 / Code...PSDP / $59.95 

Making Decisions 
Assess and sharpen your ability to make consistently 
good decisions

Roelf Woldring 

The Making Decisions profile is a self-assessment and workbook
that explores how you behave when you make decisions by yourself
and with others.

Assessment & Workbook / Code...MDP / $15.00

Structuring Personal Activity 
Assess and sharpen your ability to organize your 
environment and meet deadlines

Roelf Woldring 

The Structuring Personal Activity profile is a self-assessment and
workbook that explores the way you structure your own work activ-
ity and the activities you do with others. For example, do you dig in
and deal with problems rght away or do you take time to stop and
plan your approach? Do you respond to the demands of tasks as you
do them or is there a system to the way you do your work?

Assessment & Workbook / Code...SPAP / $15.00

Management Development Questionnaire  
Alan Cameron

The MDQ is a valid, 160-item, self-scoring management assess-
ment measures the degree of competence in 20 management 
competencies grouped in 5 clusters: leadership, managing change,
planning and organizing, interpersonal skills, and results orienta-
tion The Question booklet provides the implications of high and low
scores and development suggestions.

User’s Manual & Questionnaire / Code...MDAM / $59.95
Additional Questionnaires / Pack of 5 / Code...MDQI / $59.95

Time Management Effectiveness Profile 
Jon Warner

This 84-item, self-scoring assessment measures proficiency in 7
time management competencies. The questionnaire booklet pro-
vides time management best practices and development planning
worksheets.

Facilitator Guide & Assessment / Code...TMEPF / $99.95 
Additional Assessments / Pack of 5 / Code...TMEP / $59.95
Online Assessment / Code...TMEPOL / $24.95

Management Effectiveness Profile 
Jon Warner

This 144-item, self-scoring assessment of 6 people management
and 6 task management competencies gives managers a snapshot
of their strengths and weaknesses, and explores areas to improve
efforts and manage more successfully in the future.

Facilitator Guide & Assessment / Code...MEPF / $99.95
Additional Assessments / Code...MEP / Pack of 5 / $59.95
Online Assessment / Code...MEPO / $24.95

Survey of Organizational Climate 
Training House

This assessment measures employee attitude on factors such as
clarity of goals, advancement, working relationships, and manage-
ment credibility. The resulting bar graph identifies areas of strength
and weakness and thus helps managers to generate a focused 
action plan with measurable results.

Survey / Pack of 5 / Code...RSOC / $59.95

Management Styles Questionnaire 
Unleash a powerful and time tested motivation model 

Jon Warner

This 30-item, self-scoring assessment sheds new light on your
management style using Douglas McGregor’s two highly influential
ways of viewing people’s motivation in the workplace. The question
booklet provides the impact of style on the use of 12 fundamental
management competencies.

Facilitator Guide & Assessment / Code...MSQF / $59.95
Additional Assessments / Pack of 5 / Code...MSQ / $59.95
Online Assessment / Code...MSQO / $24.95

Assertiveness Style Profile  
Jon Warner

This 32-item, self-scoring assessment reveals an individual’s use 
of four distinct assertiveness styles: aggressively controlling, firmly
asserting, passively observing, and warmly proposing. Full inter-
pretation and explanatory notes are also included for personal 
action planning and improvement.

Facilitator Guide & Assessment / Code...APROF / $59.95 
Additional Assessments / Pack of  5 / Code...APRO / $59.95
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DISCStyles Assessment
Understanding Behavioral Styles for Improved 
Communications!

Russell Watson  

The HRD Press DISCStyles assessment has been crafted specifically
to assist organizations in understanding how behaviors impact the
success of their employees—and how it all links to the bottom
line.

Assessment / Pack of 5 / Code...DISC / $75.00
Online Assessment / Code...DISCO / $75.00

Personal Style Assessment, 
Jung-Parry Form 
Training House

This assessment is based on four behavior patterns or psychological
types identified by Carl Jung. Using these four behavior patterns—
Sensor, Intuitor, Thinker, and Feeler—you will learn the relative
strength of each. The Personal Style Assessment measures the style
of communication and personality, and describes the implications
and consequences of each.

Assessment / Pack of 5 / Code...RSITF / $59.95

Emotional Intelligence Profile 
Tune in More Effectively with Emotional Intelligence

Jon Warner

This 32-item, self-scoring assessment will identify your most pro-
nounced natural tendency to be reflective, conceptual, organized,
or empathetic. After you understand your own predisposition you
are better able to learn the behaviors needed to appropriately use
all four styles. Includes coaching suggestions and many tips. 

Facilitator Guide & Assessment / Code...EINTAF / $59.95 
Additional Assessments / Pack of 5 / Code...EINT / $59.95
Online Assessment / Code...EINTOL/ $24.95

Personal Style Assessment, 
Short Version
Training House

This is a powerful and easy to complete personality assessment
based on Jung psychological types of Sensor, Intuitor, Thinker, and
Feeler. The assessment teaches participants to work together more
effectively by understanding different behavioral styles.

Assessment / Pack of 5 / Code...RSV / $59.95

INSIGHT Inventory  
Understanding yourself and others

Patrick Handley

In less than 30 minutes the INSIGHT Inventory teaches participants
self awareness of their primary behavioral styles enabling them to
communicate with less conflict and with greater appreciation of
differences. Provides both work style and personal style profiles.  

Manual / 45-minute DVD / PowerPoint / Code...IIT / $295.00
Assessments / 16-pp guide / Pack of 5 / Code...IIFA / $89.75
Form B / 6-page guide / Pack of 5 / Code...IIFB / $74.75
INSIGHT Other (360-degree) / Pack of 5 / Code...IISF / $79.75

Psychological Type Indicator  
The Test Agency

The Psychological Type Indicator is a carefully crafted personality
measure that is designed to give individuals guidance about their
Jungian psychological type using the sixteen types INTJ, ENTP, etc.
first presented by Carl Jung. The focus of the PTI is on providing in-
dividuals and their managers with an understanding of personality
and its effect on performance.

Facilitator Guide & Assessment / Code...PTITM / $59.95
Additional Assessments / Pack of 5 / Code...PTI / $75.00
Online Assessment / Code...PTIOL / $49.95

La Monica Empathy Profile 
Elaine LaMonica Rigolosi

This 30-item self-scoring instrument is used to rate another 
person’s level of empathy on five key modes: nonverbal behavior;
perceiving feelings and listening; responding verbally; respect of
self and others; openness, honesty and flexibility. It quickly gener-
ates insights that deliver results. The person rated considers how
well they: listen; behave in a crisis; use body language; communi-
cate; and more.

Profile / Pack of 5 / Code...LAMEP/ $59.95
Profile / Others / Pack of 5 /  Code...LAMEPO / $59.95

Creativity & Innovation
Effectiveness Profile 
Help employees discover their creative potential

Jon Warner

This 84-item, self-scoring assessment provides a structured process
for assessing individual creativity to help improve business skills
like pattern breaking, developing novel solutions or methods, 
creative perseverance, willingness to experiment, and nourishing
new ideas.  All critical skills in a competitive marketplace.

Facilitator Guide & Assessment / Code...CIEPF / $99.95
Additional Assessments / Pack of 5 / Code...CIEP / $59.95

Personal Creativity Assessment 
Alexander Hiam

The 62-item, self-scoring assessment reports the respondents 
positive or negative posture on 31 creativity barriers and enablers.
The resulting creativity profile outlines how to lower barriers and
improve enablers in order to facilitate more productive, directed
creativity.

Facilitator Guide & Assessment / Code...PCALG / $59.95
Additional Assessments / Pack of 5 / Code...PCA / $59.95

The Creative Profile
Assess your organization’s creative potential and capacity

Patrick Sanaghan & Claire Conway

This 36-statement profile acts like an X-ray to provide an in-depth
snapshot of the creative capacity of your organization. It will pro-
duce data that will reveal your creative strengths and weaknesses
and pinpoint where to focus your attention and resources. There is
no better way to add discipline to your efforts so you know what to
do, how to do it, and most importantly why. 

Profile / Includes 8 Assessments /  Code...TCP / $39.95
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Negotiation Styles Profile  
Unlock your natural power to persuade others 

Jon Warner

This 32-item, self-scoring instrument identifies the benefits of
using a particular style and helps clarify the link between behavior
and its consequences.The Facilitators Guide enables a trainer to 
deliver a half day workshop interpreting results and leading skill
building exercises on the best use of each style. 

Facilitator Guide & Assessment / Code...NSIF / $59.95
Additional Assessments / Pack of 5 / Code...NSI / $59.95
Online Assessment / Code...NSIOL / $24.95

Assessment of Competencies
for Instructor Development
Training House

Gain insight into your ability to arrange learning experiences and
deliver instructions effectively. The competencies focus on factors
that make for a good instructor—the ability to analyze a learner’s
needs, set the learning contract, instruct both inductively and 
deductively, and the ability to stay learner-centered rather than 
becoming information-centered.

Assessment / Pack of 5 / Code...RACID / $49.75

Sales Effectiveness Profile 
Jon Warner

This 84-item, self-scoring assessment provides an objective process
for sales people to identify their weaknesses and hone the skills
and competencies they need in order to be successful.

Facilitator Guide & Assessment / Code...SEFPF / $99.95
Additional Assessments / Pack of 5 / Code...SEFP / $59.95
Online Assessment / Code...SEFPO / $24.95

Goal Setting and Effectiveness Profile 
Jon Warner

This 84-item, self-scoring assessment helps individuals gain 
awareness of their ability in measurement, focus, planning, target
setting, and more. The assessment booklet includes an individual
development planning template

Facilitator Guide & Assessment / Code...GOSPF / $99.95
Additional Assessments / Set of 5 / Code...GOSP / $59.95 

DecideX Instrument
Strategic Decision Making Instrument

Gary Salton

DecideX is a 24-item, self-scoring assessment designed to engineer
optimal work groups, developed from the work of Dr. Gary J.
Salton. Designed for work groups to use assessment results to 
engineer more effective working teams and recognize the value of
each team members unique perspective.

Instrument / Pack of 5 / Code...DX / $59.95  

Training House Assessment Kit
25 reproducible assessment exercises, self-inventories,
tests, and surveys

Training House

This collection of self-assessment exercises was created to provide
every manager and supervisor with professional-development 
materials designed for high performance. Each self-assessment is
accompanied by information explaining how the scores should be
interpreted.

200 pp / 3-ring binder / Code...RTHRA / $195.00   

Teambuilding Effectiveness Profile  
Jon Warner

This 84-item, self-scoring assessment can be used to facilitate team
building using the forming, storming, norming, and performing
model. The questionnaire booklet covers all stages of team 
formation.

Facilitator Guide & Assessment / Code...TEPF / $59.95
Additional Assessments / Pack of 5 / Code..TEP / $59.95
Online Assessment / Code...TEPOL / $24.95

Personal Stress & Well-being Assessment 
Jon Warner

This 84-item, self-scoring assessment enables an individual to learn
to manage stress effectively through a detailed understanding of 7
stress handling competencies.

Facilitator Guide & Assessment / Code...PSWAF / $99.95
Additional Assessments / Pack of 5 / Code...PSWA / $59.95 
Online Assessment / Code...PSWAOL / $24.95

The Exceptional Team Survey
Patrick Sanaghan, Larry Goldstein, Andi Trump

The survey is designed to be completed by the team leader and all
members of the team. Participants will be asked to respond to a
60-statement questionnaire. The results will clearly reveal your
team’s strengths and weaknesses in six critical characteristics of 
exceptional team performance.

Survey / Includes 8 Assessments / Code...ETS / Price $29.95 

The Assessment Book
Roger Kaufman, Ph.D.

This book contains seven self-assessments designed to help you 
define the issue of what to accomplish before deciding how to 
accomplish it. With these seven assessments, you can collect, 
analyze and interpret the data necessary to confirm your suspicions
before making recommendations. Each assessment uses a unique
dual response what is and what should be format with perform-
ance-related questions.

130pp / Paperback / Code...THAB / $39.95
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Assessment Series / Learning Profiles

Learning Profiles 
Assessments
Competencies
A unique collection of self-assessments measuring effective-
ness in  different competencies. People at all organizational
levels can objectively assess their professional and personal
effectiveness, and create a game plan for  improvement using
Learning Profiles Competency Profiles. 

These Profiles are ideal for those who want to confidentially
and quickly evaluate their performance in a variety of key
areas. Each Profile is  self-scoring and includes interpretation
instructions and an action plan to help employees improve in
the areas and issues identified.

Style Profiles
Style Profiles measure an individual’s behavior in a particular set
of circumstances or situation. Individuals answer a series of
paired statements, and then plot their output scores onto a
four-quadrant grid. This grid will display a dominant and a sec-
ondary preferred style, giving individuals an indication of their
likely behavior when faced with a specific set of  circumstances.
Paper-based assessments include interpretive material.

Assertiveness Style
Paper Assessment / Pack of 5 / Code…APRO / $59.95
Facilitator’s Guide / Code…APROF / $59.95

Change Management Effectiveness 
Paper Assessment / Pack of 5 / Code…CMEP / $59.95
Online Assessment / Code…CMEPOL / $24.95
Facilitator’s Guide / Code…CMEPF / $99.95

Coaching Effectiveness  
Paper Assessment / Pack of 5 / Code…COAEP / $59.95
Online Assessment / Code…COAEPO / $24.95
Facilitator’s Guide / Code…COAEPF / $99.95

Communication Effectiveness
Paper Assessment / Pack of 5 / Code…COMEP / $59.95
Online Assessment / Code…COMEPOL / $24.95
Facilitator’s Guide / Code…COMEPF / $99.95

Competent Supervisor Questionnaire
Paper Assessment / Pack of 5 / Code…CSQ / $59.95
Facilitator’s Guide / Code…CSQF / $59.95

Creativity/Innovation Effectiveness 
Paper Assessment / Pack of 5 / Code…CIEP / $59.95
Facilitator’s Guide / Code…CIEPF / $99.95

Customer Service Skills
Paper Assessment / Pack of 5 / Code…SSPR / $59.95  
Online Assessment / Code…SSPROL / $24.95
Facilitator’s Guide / Code…SSPRF / $59.95

Customer Service Commitment
Paper Assessment / Pack of 5 / Code…CSCP / $59.95 
Online Assessment / Code…CSCPOL / $24.95
Facilitator’s Guide / Code…CSCPF / $99.95

Diversity & Cultural Awareness
Paper Assessment / Pack of 5 / Code…CDCAP / $59.95 
Online Assessment / Code…CDCAPO / $24.95
Facilitator’s Guide / Code…CDCAPF / $99.95

Emotional Intelligence
Paper Assessment / Pack of 5 / Code…EINT / $59.95 
Online Assessment / Code…EINTOL / $24.95
Facilitator’s Guide / Code…EINTAF / $59.95

Generational Style Assessment
Paper Assessment / Pack of 5 / Code…GSA / $59.95 
Facilitator’s Guide / Code…GSAF / $59.95

Goal/Objective Setting
Paper Assessment / Pack of 5 / Code…GOSP / $59.95  
Facilitator’s Guide / Code…GOSPF / $99.95

Influencing Style Clock
Paper Assessment / Pack of 5 / Code…ISKI / $59.95 
Online Assessment / Code…ISKIOL / $24.95
Facilitator’s Guide / Code …ISKIF / $59.95

Leadership Effectiveness
Paper Assessment / Pack of 5 / Code…LEP / $59.95 
Online Assessment / Code…LEPOL / $24.95
Facilitator’s Guide / Code…LEPF / $99.95

Learning Styles 
Paper Assessment / Pack of 5 / Code…LSQ / $59.95 
Facilitator’s Guide / Code…LSQF / $59.95

Listening Effectiveness
Paper Assessment / Pack of 5 / Code…LISEP / $59.95 
Online Assessment / Code… LISEPOL / $24.95
Facilitator’s Guide / Code…LISEPF / $99.95  

Management Effectiveness
Paper Assessment / Pack of 5 / Code…MEP/ $59.95
Online Assessment / Code…MEPO / $24.95
Facilitator’s Guide / Code…MEPF / $99.95

Management Style  Questionnaire
Paper Assessment / Pack of 5 / Code…MSQ / $59.95
Online Assessment / Code…MSQO / $24.95
Facilitator’s Guide / Code…MSQF / $59.95

Negotiation Style
Paper Assessment / Pack of 5 / Code…NSI / $59.95
Online Assessment / Code…NSIOL / $24.95
Facilitator’s Guide / Code…NSIF / $59.95

Networking & Relationship Building 
Paper Assessment / Pack of 5 / Code…NRBP / $59.95
Facilitator’s Guide / Code…NRBPF/ $99.95

Personal Stress & Well-Being
Assessment
Paper Assessment / Pack of 5 / Code…PSWA / $59.95
Online Assessment / Code…PSWAOL / $24.95
Facilitator’s Guide / Code…PSWAF / $99.95

Problem-Solving & Decision-Making 
Paper Assessment / Pack of 5 / Code…PSDP / $59.95
Facilitator’s Guide / Code…PSDPF / $99.95

Sales Effectiveness
Paper Assessment / Pack of 5 / Code…SEFP / $59.95
Online Assessment / Code…SEFPO / $24.95
Facilitator’s Guide / Code…SEFPF / $99.95

Teambuilding Effectiveness
Paper Assessment / Pack of 5 / Code…TEP / $59.95
Online Assessment / Code…TEPOL / $24.95
Facilitator’s Guide / Code…TEPF / $59.95

Time Management Effectiveness
Paper Assessment / Pack of 5 / Code…TMEP / $59.95
Online Assessment / Code…TMEPOL / $24.95
Facilitator’s Guide / Code…TMEPF / $99.95

Order a Complete Sample Set—
One of Each Paper Assessment
Code…LPSAMP / $195
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Assessment Series / MAP & Excel

R
EL

AT
IN

G
TO

OTHERS MANAGING

YOUR
JO

B

B
U

ILDING

THE TEAM THINKING

CLE
AR

LY

There is no finer assessment 
of managerial competence avail-
able than MAP—The Managerial 
Assessment of Proficiency. 
MAP is a video-based, objective 
assessment of a manager’s 
proficiency in 12 fundamental 
competencies and 10 styles/
values grounded in research; over
100,000 managers have experienced this
video-based simulation. Consider licensing
this outstanding program for your organiza-
tion—complete with consultation and 
implementation at your site if desired. MAP is directly linked to ½-day 
training workshops each focused on a single competency. Details of the
complete Managing to Excel series may be found on page 71.

For more information or a FREE demo/review— 
email reviews@hrdpress.com or 
call 1-800-822-2801 ext. 1133

A Complete Management Development System

Improve Performance While Saving Training Dollars

MAP is a video-based, objective assessment of man agerial competence. Targeted 
training based on MAP scores is provided by the Managing to Excel training modules.
Participants are provided prioritized development suggestions and a detailed listing 
of those learning opportunities with the greatest potential impact on managerial 
performance. MAP/Excel enables an organization to quickly and accurately identify the
key opportunities for training and development, saving time and budgetary dollars.

Flexible Delivery

The MAP assessment is available in both a classroom and online format. Managing to
Excel targeted training modules are available for each competency in custom izable,
half-day classroom workshops. Organizations have the flexibility and options avail-
able to customize training to meet internal needs. With MAP and Excel a complete
management development system is available that will improve both individual and
organizational performance.

Key Benefits

Without buy-in you have nothing! MAP provides superior buy-in by all company
stakeholders, so that you can rest assured that all your managers have attained basic
competency skill levels.

• Participant’s buy-in because the MAP assessment videos depict realistic 
management scenarios.

• Trainer’s buy-in because objective MAP data provides information on competence
unclouded by personal preference and political environment.

• Management buys-in because aggregate, objective training needs can be 
calculated and the next step training is designed to close skill gaps, fast.

• Complete Implementation support available.

Key Features

• Available in a fully online format 

• New streamlined questionnaire cuts assessment administration time by 50%.

• Comprehensive Trainer’s Guide provides everything needed to administer the 
assessment online or in classroom format, coach participants on their competency
results and link style information with competency scores.

• Over 100,000 managers assessed. Individuals are compared to a large normative
group.  Industry-based norms are available for review.

• The 12 competencies assessed in MAP are directly linked to ½-day training 
workshops, each focused on a single competency.

Online / Code…MAP2OSA / $125.00

MAP — The Managerial Assessment 
of Proficiency & Managing to Excel

Newly Refilmed
and Revised in 2013!
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The Mentee’s Guide to Mentoring
The ONLY MENTEE GUIDE on the market!

Dr. Norman H. Cohen

The Mentee’s Guide to Mentoring offers practical guidance in the art
of establishing and maintaining productive interpersonal commu-
nication with mentors. Mentees who are knowledgeable about the
dynamics of the one-to-one mentoring relationship—especially
from the perspective of the trained mentor—will be able to more
effectively participate in their mentoring program.

ISBN: 978-0-87425-494-5
150 pp / Paperback / Code...MGM / $14.95

Thirty Seconds That Can Change Your Life
A decision-making guide for those who refuse 
to be mediocre

Roger Kaufman, Ph.D.

It takes only a single, 30-second decision to change your work or
personal life for the better. Getting to that point is what is more
complex, and getting there depends on the decisions you make and
the context you use to make those decisions.

ISBN: 978-0-87425-916-2
160 pp / Paperback / Code...30SCYL / $19.95

Polarity Coaching
Coaching people and managing polarities

Kathy Anderson

What do you do when you are coaching someone who has problems
that are unsolvable and unavoidable? This resource skillfully brings
together Polarity Management and coaching principles to create
Polarity Coaching. This indispensable coaching guide is about
coaching people, managing polarities and blending the two 
disciplines to see and experience predictive patterns that would 
not otherwise be visible.

ISBN: 978-1-59996-207-8
166 pp / Paperback / Code...PC / $24.95

Business Coaching for Managers
and Organizations 
A guide to finding and working with the right 
business coach

David Gray

You are ready to select, hire and work with a professional coach.
But there are so many types of coaches. And thousands of people
provide coaching services. Whether you are a manager or HR 
professional, this guide will help you find and work with the right
business coach to benefit both individual managers and your 
organization as a whole.  

ISBN: 978-1-59996-198-9
176 pp / Paperback / Code...BCMO / $24.95   

Seven Keys to Coaching Power
Become a Hall of Fame coaching success

Stella Cowan

The author introduces a new coaching model that will make you far
more effective when addressing the performance improvement
needs of your employees. You’ll learn how to assess your current
coaching level, recognize signs of performance difficulties, create a
systematic coaching process, prepare for coaching meetings, use
positive feedback, thoroughly document, create physical opportuni-
ties to stay connected, and much more.

ISBN: 978-0-87425-930-8
94 pp / Paperback / Code...SKPC / $19.95

Guide to Mentee Planning
Dr. Norman H. Cohen

The Guide to Mentee Planning includes nine forms specifically 
designed to assist mentees in organizing and recording their plans
for learning during their involvement in the mentoring program.
Detailed guidance for filling out each of the forms is provided to
ensure that mentees construct a systematic and realistic plan to
achieve their unique career and professional development goals. 

ISBN: 978-0-87425-631-4
40 pp / Paperback with CD / Code...GMP / $14.95

So You Want to Be Mentored
Stella Cowan

How can you ensure a successful mentoring experience—one that
puts pizzazz into your career and provides valuable professional 
exposure and expert advice? It takes work. You need to be serious
and deliberate. That is where this quick-read book comes in. So You
Want to Be Mentored provides five strategies that will help put you
in the driver’s seat, whether you have a mentor or you’re searching
for one.

ISBN: 978-0-87425-928-5
68 pp / Paperback / Code...SYWBM / $19.95

The Manager’s Pocket Guide to
Corporate Culture Change
Rick Bellingham

The Manager’s Pocket Guide to Corporate Culture Change provides a
systematic approach for defining an organization’s shared values
and mobilizing people behind those values. Managers learn a 
logical method to lead to change in order to achieve desired 
transformation in corporate culture.

ISBN: 978-0-87425-616-1
190 pp / Paperback / Code...MPGCC / $14.95
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The Step-by-Step Guide to Starting an
Effective Mentoring Program
Dr. Norman H. Cohen

The Step-by-Step Guide to Starting an Effective Mentoring Program is
a comprehensive and practical reference for coordinators who are
introducing or revising programs based on the mentoring model of
adult learning in the workplace. The expert guidance in the Guide
will enable administrators to approach the development of one-to-
one programs.

ISBN: 978-0-87425-567-6
100 pp / Paperback  / Code...SSG / $29.95

The Secrets of Helping
Robert R. Carkhuff, Ph.D. & Bernard G. Berenson, Ph.D.

Why do you engage in the helping process? To maximize human
growth potential.  In The Secrets of Helping, the authors tell you
how the helping process all works. The book’s fresh insight not only
applies to people in helping roles but also to organizations, com-
munities, cultures and nations. 

ISBN: 978-1-59996-161-3
110 pp / Paperback / Code...SOH / $19.95  

The Art of Helping, 9th Edition
Robert R. Carkhuff, Ph.D.

This is the ninth edition of The Art of Helping, and more than
500,000 copies have been sold over three decades. Literally, 
millions of people have been trained in helping skills. Many more
have been recipients of these skills. The effects upon hundreds of
thousands of these recipients have been researched. The results are
in: skills acquisition and use are spectacularly powerful.

ISBN: 978-1-59996-179-8
301 pp / Paperback / Code...AH9 / $39.95

Applied Social Intelligence
A skill-based primer

Steven Sampson and Cindy Elrod

Successful interactions among human beings are usually the direct
result of the timely and appropriate application of specific and
learned interpersonal skills. This skills-based primer is based on 
extensive research and provides the reader a clear understanding of
how to successfully utilize specific and transferable interpersonal
skills in almost any situation. 

ISBN: 978-1-59996-184-2
198 pp / Paperback / Code...ASI / $34.95   

The Heart of Empathy
Robert R. Carkhuff, Ph.D. & Bernard G. Berenson, Ph.D.

What does it take to be a helper in the 21st century? The distin-
guished authors of this powerful book combine a lifetime of 
research, development and practice in human behavior and 
development to define the answer. The result is a single, thought-
provoking volume that should be required reading for every 
individual.

ISBN: 978-1-59996-164-4
150 pp / Paperback / Code...THOE / $19.95  

Front Line Guide to
Communicating with Employees
Dr. Woody Sears

Here is a useful guide to communicating with employees, co-
workers and bosses, packed with advice for improving the way you
communicate. If you really want to become a good communicator,
you can do it with this guide. Written for new managers but full of
insight for veterans as well, this book focuses on the communica-
tion abilities, skills and practices commonly associated with highly
effective leaders. 

ISBN: 978-0-87425-940-7
136 pp / Paperback / Code...FLGCOMM / $14.95

The Manager’s Pocket Guide to
Workplace Coaching
Daniel A. Feldman, Ph.D.

This guide is designed to help people become better managers.
When a person is elevated to a management position, it is usually
because he or she has done well at mastering the prerequisite 
technical skills. While knowledge of the technical side of the job is
important, it doesn’t provide guidance for effectively managing
subordinates. This book will help managers recognize the impor-
tance of assuming the role of coach while managing. 

ISBN: 978-0-87425-634-5
140 pp / Paperback / Code...MPGWC / $14.95

The Coach-Approach Leader
Questions, Not Answers, Make Great Leaders

Steve Gladis

In The Coach-Approach Leader, you’ll learn that great leaders avoid
the traditional “command and control” approach to leadership. 
Instead, they focus on asking good questions – rather than giving
the right answers. 

ISBN: 978-1-61014-251-9
144 pp / Paperback / Code...TCAL / $18.95
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Social Intelligence Skills for
Correctional Officers
Stephen Sampson, John Blakeman,  Robert Carkhuff

This timely series is based upon 40 years of experience and work of
trainers and researchers in the field of criminal justice.  This title is
filled with the practical skills and actual techniques and methods
for correctional supervisors and managers. Examples and tech-
niques are based on the real world and can readily be used as a 
part of a hands-on training program.  

ISBN: 978-0-87425-858-5
90 pp / Paperback / Code...SISCO / $14.95

Social Intelligence Skills for Law 
Enforcement Supervisors/Managers w/DVD
Stephen Sampson, John Blakeman, Robert Carkhuff

This timely series is based upon 40 years of experience and work of
trainers and researchers in the field of criminal justice. This book is
filled with practical skills and actual techniques and methods for
law enforcement supervisors and managers and comes with a re-
source DVD. Examples and techniques are based on the real world
and can readily be used as a part of a hands-on training program.

ISBN: 978-0-87425-857-8
95 pp / Paperback w/DVD / Code...SISLEMD / $24.95 

Social Intelligence Skills for
Correctional Supervisors/Managers
Stephen Sampson, John Blakeman, Robert Carkhuff

This title is filled with the practical skills and actual techniques and
methods for law enforcement officers with the focus being on how
to communicate and get others to what is desired with minimal
hassles.  Examples and techniques are based on the real world and
can readily be used as a part of a hands-on training program.  

ISBN: 978-0-87425-909-4
90 pp / Paperback / Code...SISCM / $14.95

Social Intelligence Skills for Sheriff’s
Department Supervisors/Managers
Stephen Sampson, John Blakeman, Robert Carkhuff

This timely series is based upon 40 years of experience and work of
trainers and researchers in the field of criminal justice. The title is
filled with the practical skills and actual techniques and methods
for sheriff ’s department professionals. Examples and techniques are
based on the real world and can readily be used as a part of a
hands-on training program.  

ISBN: 978-0-87425-931-5
90 pp / Paperback / Code...SISSD / $14.95

Social Intelligence Skills for
Government Supervisors/Managers
Stephen Sampson, John Blakeman, Robert Carkhuff

This timely series is based upon 40 years of experience and work of
trainers and researchers in the field of criminal justice. This title is
filled with the practical skills and actual techniques and methods
for government managers. Examples and techniques are based on
the real world and can readily be used as a part of a hands-on
training program.  

ISBN: 978-0-87425-910-0
110 pp / Paperback w/DVD / Code...SISGM / $24.95 

Social Intelligence Skills for Fire and
 Emergency Service Supervisors/Managers
Stephen Sampson

Social Intelligence Skills for Fire and Emergency Services Supervisors/
Managers is based on over 30 years of experience and research in
fire and emergency settings.  You’ll learn how rank, title, knowledge
of crisis management, and mastery of strategy and  tactics do not
equate to effective leadership. The ability to influence without
 authority does. And that’s why social intelligence skills are so
 important.

ISBN: 978-1-61014-288-5
174 pp / Paperback / Code…SISFS / $14.95

Social Intelligence Skills for
Law Enforcement Officers
Stephen Sampson, John Blakeman, Robert Carkhuff

This title is filled with the practical skills and actual techniques and
methods for law enforcement officers with the focus being on how
to communicate and get others to what is desired with minimal
hassles.  Examples and techniques are based on the real world and
can readily be used as a part of a hands-on training program.  

ISBN: 978-0-87425-908-7
90 pp / Paperback / Code...SISLEO / $14.95 

The Manager’s Pocket Guide to
Effective Writing
Stephen D. Gladis

Whether you’re a manager in charge of a group of writers, or a 
person interested in just improving his or her writing skills, The
Manager’s Pocket Guide to Effective Writing will help you write better
using easy, practical, how-to steps that will guide you towards 
more effective writing. There are dozens of simple rules covering
grammar, sentence length, and getting started.

ISBN: 978-0-87425-479-2
128 pp / Paperback / Code...MPGEW / $14.95
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The Manager’s Pocket Guide to 
Employee Relations
Terry L. Fitzwater

This pocket guide is an ideal primer for new supervisors or 
management candidates. It introduces tools and techniques for
empowering, building trust, communicating effectively, coaching,
motivating and using participative management techniques

ISBN: 978-0-87425-476-1
128 pp / Paperback / Code...MPGER / $14.95

The Meeting Spectrum 
An advanced guide for meeting professionals

Rudy R. Wright & E.J. Siwek

Whether you are a meeting professional or new to event planning,
a corporate or association executive, or independent consultant,
the book synthesizes what you need to know to achieve 
professionalism in the management of conferences, exhibitions,
and conventions.

ISBN: 978-0-87425-839-4
400 pp / Hardcover / Code...MS2 / $39.95

The Manager’s Pocket Guide to
Influence with Integrity
Dr. Marlene Caroselli

This guide is an essential tool for leaders and others who must get
things done in a more participative business environment. Covers
persuasion, building trust, being appropriate versus being politi-
cally correct, the entrepreneurial spirit, recognizing others, and 
vision.

ISBN: 978-0-87425-522-5
160 pp / Paperback / Code...MPGIP / $14.95

The Manager’s Pocket Guide to 
Dealing With Conflict
Lois Hart

Conflict causes stress, low morale, and decreased productivity. This
pocket guide is for leaders who want to learn skills that will prevent
and resolve conflicts and ensure a better working environment.
Readers will learn how to recognize patterns of conflict, identify
causes of conflict, prevent conflicts from developing and escalating,
and apply conflict resolution techniques.

ISBN: 978-0-87425-480-8
128 pp / Paperback / Code...MPGDC / $14.95

The Manager’s Pocket Guide to 
Organizational Learning 
Stephen J. Gill

This practical managers guide makes a compelling argument for
the absolute necessity today for using disciplined systems to 
develop and transfer knowledge quickly and efficiently throughout
the organization. This book is required survival reading for man-
agers in any highly competitive environment.

ISBN: 978-0-87425-588-1
180 pp / Paperback / Code...MPGLO / $14.95

101 Ways to Build Better
Customer Relationships 
Avoid common mistakes and increase your chance of
business survival 

Peter Garber

Building better customer relationships is not just something that
would be nice to do, it is something you must do if you expect to 
be successful in business today. This book contains 101 useful 
suggestions for maintaining and building relationships with your
customers, starting with the next contact you make.

ISBN: 978-1-59996-063-0
166 pp / Paperback / Code...101CR / $14.95

The Manager’s Pocket Guide to
Public Presentations
Stephen D. Gladis

This guide is a compendium of tips that will help any manager
learn the survival tactics of public speaking. A simple, quick read,
based on the accepted theory and practice of rhetoric, it is designed
to instill confidence and help any manager reduce anxiety over
public speaking.

ISBN: 978-0-87425-470-9
128 pp / Paperback / Code...MPGPP / $14.95

54 Golden Nuggets
Quick Tips to Cure Your Business Communication Ills

Nancy Friedman

This compilation of 54 articles covers all aspects of customer service
and are organized into four easy-to-reference sections: Customer
service, telephone service, human resources tips and voice mail/
email/cell phone tips. Each article is geared toward keeping the cus-
tomer you work so hard to get.

ISBN: 978-1-59996-255-9
195 pp / Paperback / Code...54GN / $19.95
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Excuses, Excuses, Excuses
For not delivering excellent customer service and what
should happen!

Darryl Doane & Rose Sloat

Excuses, Excuses, Excuses is an insightful and funny handbook that
identifies everyday excuses for why customers don’t receive first
class service and suggests what reps should do or say instead. 
The authors highlight 117 excuses commonly heard and used. 
The easy-to-reference format puts alternative responses within 
fingertip reach, making this a highly practical guide you’ll use over
and over.

ISBN: 978-0-87425-614-7
119 pp / Paperback / Code...EEE / $14.95

Learning Points: 89 Activities for
Coaching Call Center CSRs
Peter Garber

The traditional role of the call center supervisor is a thing of the
past. Being an effective coach is fast becoming the most valuable
asset you can offer your employees, call center and organization.
These lessons remind leaders that a tradition of winning alone
won’t make them successful. You have to continue a tradition of
winning every day, whether you are a professional football team or
any other type of organization.

ISBN: 978-0-87425-946-9
90 pp / Paperback w/CD / Code...LPCALL / $34.95

How to Get Your Customers Swearing by
You, Not at You
Advice from the country’s customer service expert

Nancy Friedman

Faced with the challenge of developing effective customer service
training? Not sure where to start? Whether you are a novice at the
customer service game or an experienced facilitator, this book will
make the development process fun and a whole lot easier.

ISBN: 978-1-59996-151-4
154 pp / Paperback / Code...GTSBY / $19.95

Stories They Will Remember
40 powerful stories that will ensure your 
message is remembered

Darryl Doane & Rose Sloat

Have you ever needed just the right story to drive home your 
message in a speech, presentation, training session or meeting?
Stories They Will Remember contains a collection of 40 powerful 
stories gathered by training and development specialists Rose Sloat
and Darryl Doane, over 30 years of personal and professional experi-
ences. It is written for anyone who wants to connect with audiences
and leave a lasting impression. 

ISBN: 978-0-87425-870-7
173 pp / Paperback / Code...STWR / $19.95

Learning Points: 100 Activities and Actions
for Customer Service Excellence 
Peter Garber

With Learning Points: 100 Activities and Actions for Customer Service
Excellence, you can be sure your employees know exactly what they
need to do in any situation to provide the quality of service your
company expects, and your customers deserve.

ISBN: 978-0-87425-808-0
144 pp / Paperback w/CD / Code...LPCS / $34.95

The Constant Customer
Keep them coming back again and again and again

Darryl Doane & Rose Sloat

These are trying times. The economy has created an environment
that forces customers to make more decisions, be more selective
and cut back on items they may not have given a second thought to
only a year ago. How can you ensure your company survives and
thrives?

ISBN: 978-1-59996-163-7
108 pp / Paperback / Code...CCST / $14.95

Learning Points: 80 Activities and Actions
for Call Center Service Excellence 
80 fun and effective activities — All on CD!

Peter Garber

With Learning Points: 80 Activities and Actions for Call Center Service
Excellence, you can prepare your employees to successfully meet the
requirements of all the customers who call into your center.

ISBN: 978-0-87425-807-3
112 pp / Paperback w/CD / Code...LPCC / $34.95

The Customer Service Intervention
Bottom-line tactics for front-line managers

Carolyn Martin, Ph.D. & Bruce Tulgan

The Customer Service Intervention offers a practical, step-by-step
program that will teach you how to quickly assess the effectiveness
of your staff; launch an intervention to keep your staff service savvy;
and seize opportunities every day to improve the quality of every
customer interaction.

ISBN: 978-0-87425-743-4
187 pp / Paperback / Code...CSINT / $14.95
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The Service Pro
Reinforce employee and leader training or provide
a great self-study tool

Rick Tate

This book provides a fundamental understanding of the competen-
cies and tactics that increase customer retention and referrals. Ideal
for both employees who serve customers directly or indirectly and
those who manage them, this book offers lessons that will build
professional competencies in the business of service.

ISBN: 978-0-87425-731-1
112 pp / Paperback / Code...SP / $12.95

Effective Screen Reading
Manage e-mail and the internet more efficiently 

Tarmo Toikka

Effective Screen Reading provides tried-and-tested principles for 
increasing your on-screen productivity and effectiveness. The easy-
to-handle and quick-reference guide is the first book to address 
fast and effective reading and learning via the computer screen.
The book is organized into five chapters which include a preview of
the goals of the chapter and topics to be covered and a summary of
the highlights

ISBN: 978-1-59996-111-8
233 pp / Paperback / Code...ESR / Price $29.95

An Overview of Online Learning,
2nd Edition

Saul Carliner

If you’re thinking about using online learning in your organization,
Online Learning will become one of your greatest planning 
resources. The author explains online learning in simple language,
defines basic terms and concepts, and addresses three key consid-
erations when planning an online learning program.

ISBN: 978-0-87425-740-3
240 pp / Paperback / Code...AOOLL2 / $24.95 

Flawless Customer Service Inside and Out
Creating a Customer-centered Culture for Love, 
Profit, and Competitive Advantage

Jenny Wade

Build a client-centered culture in your organization from the inside
out. No matter what your business is – whether you’re a start-up or
an institution in your field – you can apply these principles immedi-
ately to create service relationships that spell success on every 
bottom-line measure.

ISBN: 978-1-59996-264-1
186 pp / Paperback / Code…FCS / $24.95

Blended eLearning, 2nd Edition
Methods that work to blend traditional training 
with online learning

Larry Bielawski & David Metcalf

The second edition of the groundbreaking book Blended eLearning
brings readers up-to-date on how far the exciting evolution of 
enterprise learning solution has come. The book provides a 
thorough and readable examination of the state of technology
market segments that have become the backbone of many of
today’s blended elearning solutions.

ISBN: 978-0-87425-717-5
350 pp / Paperback / Code...BEL2 / $39.95

Learning Points: 100 Activities and Actions
E-communications Excellence
100 fun and effective activities — All on CD!

Peter Garber

Learning Points: 100 Actions and Activities for E-Communications 
Excellence will prepare anyone to communicate professionally and
productively when using voice mail, virtual meetings, electronic
calendars, e-mail, and cellular phones to get things done. The book
even covers cubicles and how to minimize the communication 
challenges when sharing limited space with others.

ISBN: 978-0-87425-809-7
136 pp / Paperback w/CD / Code...LPECE / $34.95  

Designing the Learning Moment
A rapid approach to creating more meaningful 
and memorable e-learning  

Russ Crumley

Designing the Learning Moment will help you establish a personal,
systematic approach to designing more creative e-learning — 
regardless of your background, personal strengths, tools at your
disposal or budget. Discover how to make good courses better. 
Contains a quick reference to basic steps to creating good e-learn-
ing courses and comes with a participant guide with lots of room
for notes and comments in the margins.

ISBN: 978-1-59996-138-5
92 pp / Paperback / Code...DMOMT / $14.95

Maintaining Your Windows XP
10 easy steps to success

Ronald Nykiforuk 

Here’s an easy-to-follow program for maintaining your operating
system for Windows XP. Don’t wait until a virus sneaks in or slow-
ness in startup, accessing files, and starting programs occurs. It may
be much more expensive and time consuming to fix the problem. 
If you take the time to follow these steps every month, you will save
time and money and increase efficiency and effectiveness over the
long run.

ISBN: 978-1-59996-067-8
45 pp / Spiral bound / Code...MYWXP / $19.95 
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mLearning
Mobile learning and performance in the palm of your hand

David Metcalf

Gain back hours of useful time each day by learning on the go. The
next time you’re on the road, stuck in an airport or waiting in line,
don’t allow your valuable time to be wasted by circumstances you
can’t control. Turn on your PDA, smart phone or wireless connection
and use those stolen moments to learn.

ISBN: 978-0-87425-906-3
160 pp / Paperback / Code...MLEARN / $19.95

The Manager’s Pocket Guide to 
Virtual Teams
Rick Bellingham

This book is full of new ways to overcome the barriers created when
people work in different locations: How to create a forum for idea-
sharing, solve problems among people from multiple functions,
keep everyone in the virtual loop, prevent things from slipping
through the cracks, keep members up-to-date on changes and 
decisions, and much more

ISBN: 978-0-87425-615-4
136 pp / Paperback / Code...MPGVT / $14.95

On-Demand Learning
Training in the new millennium

Darin Hartley, M.Ed.

The prevalent on-demand services that are available in other walks
of life must be adapted to the education and learning field if train-
ing departments are to be successful in the new millennium. The
book includes a comprehensive profile of the on-demand learner
and a checklist for action for purveyors of learning and identifies
strategies to maximize the effectiveness of on-demand learning 
solutions and provides ways to match learners with solutions 
that work. 

ISBN: 978-0-87425-539-3
171 pp / Paperback / Code...ODL / $29.95

The Power of e-Communication
A comprehensive guide for effective communication via
email, voice mail, and web

Laurie K. Benson

Electronic communication is here to stay and using the right tools
effectively is essential to your success, yet few companies provide
training in this changing area. This cutting-edge book is full of
guidelines and things to consider to get what you want when 
communicating through e-mail, instant message, voice mail, 
conference calls, web conferences and video conferences.

ISBN: 978-0-87425-756-4
130 pp / Paperback / Code...HTEC / $14.95

The Computer Training Handbook,
2nd Edition
Strategies for helping people to learn technology

Elliott Maise

This is considered the resource textbook for the technology training
and learning field. This best-selling book provides practical 
solutions and hundreds of tips for new and experienced trainers
facing the challenge of how to help users learn new technology. 
It addresses the methods, technologies, and organizational issues
faced by all training professionals.

ISBN: 978-0-943210-37-7
268 pp / Paperback / Code...CTH / $49.00

Developing Employee Capital
Setting the stage for life-long learning

David Kalamas & Joan Kalamas

Developing Employee Capital offers information about both organi-
zation development and individual developmental strategies. 
Designed to help you and your employees create developmental
plans together, it covers everything from online learning and 
diversity management to job rotation and mentoring.

ISBN: 978-0-87425-768-7
250 pp / Paperback / Code...DEC / $24.95

The Manager’s Pocket Guide to
e -Communication
Laurie K. Benson

E-mail, voice mail, conference calls, and video conferences have
revolutionized communication. Learn to maximize this technology
to link personnel across cities, states, and countries. Every manager
needs to know the “best uses” of these new basic technologies.

ISBN: 978-0-87425-589-8
140 pp / Paperback / Code...MPGEC / $14.95

The Manager's Pocket Guide 
to Social Media
Richard Brynteson, Jason DeBoer-Moran and Carol Zacher Rinkhoff

The Manager’s Pocket Guide to Social Media offers managers a solid
look at the world of social media, spelled out in clear and simple
English. If you want to get started with social media and look at
ways it can be used to improve internal and external communica-
tion, sell products and services and boost your productivity and 
effectiveness as a manager, this pocket guide is for you.    

ISBN: 978-1-59996-258-0
186 pp / Paperback / Code…MPGSM / $14.95
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Learning at Work
Bridget Oconnor, Michael Bronner, Chester Delaney 

As a workplace learning professional, what do you need to be able
to do to keep up with a fast-changing industry and move ahead?
You’ll find all the answers in a single source — Learning at Work,
the third edition of Training for Organizations, first published in
1996.

ISBN: 978-1-59996-056-2
432 pp / Paperback / Code...LAW / $44.95

Not Better...Not Worse...Just Different
Sharon Scott

Sharon Scott with 30 years counseling experience has written this
book to teach children in grades K to 5, to be kind to one another.
Nicholas, her Cocker Spaniel co-author, uses his animal friends,
Shawn, Many, Cedric, and Katy to teach children how to accept and
respect all types of differences as well as what to do if they become
the target of a bully. 

ISBN: 978-0-87425-195-1
118 pp / Paperback / Code...NBNWD / $12.95 

How To Say No and Keep Your Friends
Sharon Scott

This practical book for teens and preteens is filled with helpful 
suggestions, true stories, lively cartoons, and proven effective skills
for dealing with all kinds of negative peer pressure. All kids face 
difficult decisions at some point about things like cheating, 
fighting, skipping school, stealing, drugs, lying to parents, etc.
Sometimes it’s hard to just say “no” when their friends are saying
“Everybody does it. We won’t get caught.”

ISBN: 978-0-87425-409-9
161 pp / Paperback / Code...HSNK2 / $14.95

Peer Pressure Reversal, 2nd Edition
Sharon Scott

A comprehensive lesson plan for teaching Peer Pressure Reversal to
youth from ages 5-18 in a one-on-one situation by a parent or a
counselor as well as a complete section on teaching it in the 
classroom.

ISBN: 978-0-87425-406-8
233 pp / Paperback / Code...PPR2 / $14.95

Life’s Not Always Fair
Sharon Scott

At last, a way to teach elementary-age children how to manage
their emotions without losing their attention (or your mind)! In his
latest book, Nicholas the Cocker Spaniel makes it fun for kids to
learn what to do when they feel sad, mad, scared, or confused, as
well as how to handle happy emotions without bragging.

ISBN: 978-0-87425-399-3
109 pp / Paperback / Code LNAF / $12.95

Too Cool for Drugs
Sharon Scott

Children today are growing up more quickly than any previous gen-
eration of children. Unfortunately, most of them will be exposed to
some form of drug use before they even reach their teenage years. 
If we expect children to know what to do when offered drugs and
encouraged to try them, then we must begin drug education early.

ISBN: 978-0-87425-236-1
120 pp / Paperback / Code...TCD / $12.95

Nicholas’ Values
A child’s guide to building character

Sharon Scott

In Nicholas’ Values, family counselor Sharon Scott and her savvy
Cocker Spaniel Nicholas use true stories of animals from around 
the country to illustrate important life values that will help teach
children in grades 2-5 how to be good and nice and kind. To help
children live ethical lives, the authors have selected eight impor-
tant values based on the letters of Nicholas’ name. These are values
that any parent would want children to develop and use in their
daily lives.

ISBN: 978-0-87425-665-9
115 pp / Paperback / Code...NV / $12.95 

Too Smart for Trouble
Sharon Scott

Nicholas the Cocker Spaniel and his animal friends teach children in
grades K-5 how to say no to all kinds of trouble invitations, includ-
ing cheating, cliques, fighting, lying, going too far from home, gos-
siping, talking to strangers, and much more! Too Smart for Trouble
shows kids how to recognize peer pressure and avoid it. An award-
winning book that includes delightful illustrations, thought provok-
ing true stories, and an entire chapter devoted to practice.

ISBN: 978-0-87425-121-0
99 pp / Paperback / Code...TST / $12.95 
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When to Say Yes and Make More Friends
Sharon Scott

When to Say Yes! and Make More Friends was written as a follow-up
guide for teens teaching how to select quality friends, communi-
cate effectively, join groups, and, in general, feel good about doing
and being good! Too often kids feel like a nerd for being a good kid.
This book presents skills for approaching new people, building 
self-esteem, and bringing out the best in themselves and their
friends. Can even be used as a text for peer helpers.

ISBN: 978-0-87425-066-4
107 pp / Paperback / Code...WTSY / $12.95

Goodbye College — Hello Life
Lisa Brock

Do you know a high school or university student on the edge of
adulthood? The author, a businesswoman, coach, and religious
teacher, is a cheerleader for young people dedicated to helping
them find their voice, courage, vision and way. She encourages
readers to present their physical and mental self professionally,
dress and behave appropriately, be respectful of others when it
comes to technology, and to listen to others and themselves.

ISBN: 978-1-59996-165-1
136 pp / Paperback / Code...GCHL / $19.95

Ethical Virtuosity
Louie V. Larimer, J.D.

Ethical Virtuosity challenges you to identify, articulate, defend and
live the personal values and ethical principles that define who you
are and how you lead others. Renowned author Dr. Louie Larimer
presents seven simple steps that lead to ethical virtuosity. You’ll
discover the meaning of ethics, integrity, character, personal 
accountability and moral courage and how they are relevant 
within today’s business environment.

ISBN: 978-0-87425-767-0
166 pp / Paperback / Code...EV / $29.95     

Job Analysis at the Speed of Reality
Job analysis is not torture

Darin Hartley, M.Ed.

The benefits of this highly streamlined job analysis process include:
gathering job data quickly (normally 2-3 hours), making job-based
training recommendations rapidly, saving money on costly consult-
ants for job analysis, using a consistent process across the organiza-
tion and creating validated task lists that can be used for job
redesign and workforce deployment.

ISBN: 978-0-87425-487-7
125 pp / Paperback / Code...JASR / $34.95

Ethics by Design
Ethics is not about foregoing profits, but about ensuring
long-term viability  

Stephanie Moore

Ethics by Design delivers essential guidance for those who would
follow Peter Drucker’s sage advice: It is more important to do what
is right than it is to do things right. The focus of this book is not on
internal processes or individual performance, but rather on system
ethics. You will learn how to begin at the top level and, with stake-
holders, design ethics into everything you do while linking that
through your organization and its members.

ISBN: 978-1-59996-201-6
167 pp / Paperback / Code...EBD / $19.95   

Right Person Right Job — Guess or Know
The breakthrough technologies of performance 
information, 2nd Edition

Chuck Russell

In this groundbreaking book, Chuck Russell shows you the only way
to hire and retain employees in today’s competitive environment —
by using testing and assessments to ensure you hire the person that
fits the job.

ISBN: 978-0-87425-747-2
150 pp / Paperback / Code...RPRJ2 / $14.95

Value-Centered Ethics
A proactive system to shape behavior

Charles Kerns

What’s all the fuss about ethics? Don’t all of the really bad unethical
managers go to jail? Why is this relevant to me? Why should I be
ethical when everyone else cheats? How can I get ahead if I am 
always being honest? Drawing from examples, checklists and tools,
the book presents clear, accessible, and practical guidelines that
leaders in organizations of all types and sizes can easily put to use.

ISBN: 978-0-87425-806-6
240 pp / Paperback / Code...VCE / $24.95

Seven Rules for Hiring 
Extraordinary Talent
Ignore these rules at your peril

Richard Pinsker

In Seven Rules for Hiring Extraordinary Talent, the author brings to
life his thirty years of experience working with companies to find,
select and hire key employees. The Seven Rules outlines the most
common mistakes in hiring he has observed and noted, and will
show how to avoid these mistakes. Told as a business story for 
effective and enjoyable reading, Seven Rules will serve as a guide for
anyone involved in the hiring process.  

ISBN: 978-1-59996-175-0
60 pp / Paperback / Code...7RULES / $19.95
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Seven Steps to a Rewarding
Transitional Career
Getting work in a tough economy

Richard Pinsker

This tough job market has evolved from the current global financial
sector melt down and the resulting economic restructuring, and is
likely to continue for a number of years. Seven Steps to a Rewarding
Transitional Career outlines exactly what one needs to do in order to
succeed in this difficult climate. A must read for anyone seeking to
make a transition.

ISBN: 978-1-59996-178-1
95 pp / Paperback / Code...7STEPS / $29.95

360° Feedback
Strategies, tactics, and techniques for developing leaders

John Jones & William Bearley

Find out how the emerging technology of multi-source assessment
and feedback can benefit your organization. This handbook pres-
ents concrete methods for creating, adapting, and using survey
methods to provide sharply targeted feedback to leaders. Contains
step-by-step methods for using the best practices and avoiding 
pitfalls. 

ISBN: 978-0-87425-356-6
200 pp / Paperback / Code...360DF / $29.95

Solving the People Puzzle
Practical strategies for optimizing workforce performance

Gary English, Ph.D.

Solving the People Puzzle is about management control of an organ-
ization and its people: How to get it, how to use it, and how to keep
it. Real performance management systems may not be easy, but
they are absolutely essential.

ISBN: 978-0-87425-618-5
181 pp / Paperback / Code...SPP / $24.95

Cases in Government Succession Planning 
Learn how real people in real public sector agencies
have met the challenge

William Rothwell, James Alexander, Mark Bernhard

If you are responsible for succession planning and related practices
at the government level, you know succession planning in govern-
ment is different than in other sectors. In four sections, the book 
examines government succession planning, human capital man-
agement, workforce planning and talent management. 

ISBN: 978-1-59996-154-5
332 pp / Paperback w/CD / Code...CSGP / $59.95

The Manager’s Pocket Guide to
Interviewing and Hiring Top Performers
Sarah J. Ennis

This practical guide provides the concepts and tools any manager
needs to recruit and hire the best person for the job. Covers legal
requirements in hiring, the importance of structure in recruiting,
the costs of a bad hire, and the value of a good hire.

ISBN: 978-0-87425-664-2
180 pp / Paperback / Code...MPGTP / $14.95

Getting People and Culture Right
in Mergers and Acquisitions
Will you lead the charge or just watch it happen?

Rick Bellingham

In this book for HR professionals, Dr. Bellingham focuses on how
you can manage these critical components in the change process,
elevate your strategic importance and personal positioning in the
organization and contribute to the lasting success of the business.
In eight chapters, this must-read manual will prepare you to handle
the critical areas in which HR should play a major role — before
they come up. 

ISBN: 978-1-59996-202-3
252 pp / Paperback / Code...GPCRMA / $29.95   

The Manager’s Pocket Guide to
Recruiting the Workforce of the Future
Bruce Tulgan

This book is designed for managers who need to meet demanding
staffing needs right now or on a continuous basis. The best prac-
tices outlined in this pocket guide are presented as keys and
processes supplemented by worksheets and checklists intended to
give your organization the advantage when it comes time to
quickly and effectively bring in the talent you need.

ISBN: 978-0-87425-600-0
105 pp / Paperback / Code...MPGR2 / $14.95

HR Optimization
From personnel administration to human and organiza-
tional capital development

Rick Bellingham

No other book takes such a systematic approach to HR optimization.
The 14 chapters each discuss one HR function and its components,
functions, processes, conditions and standards. Each chapter in-
cludes a scale for assessing where you are and where you want to
be, the reasons you need to look at things differently, critical success
factors, and lessons learned.

ISBN: 978-0-87425-762-5
166 pp / Hardcover / Code...HRO / $39.95
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HR Skills Series — Alternative Workforce
Strategies
Peter Garber

The traditional workforce model of full-time and part-time 
employees no longer works for many organizations. In today’s
global economy, you need a variety of different strategies. 
Alternative Workforce Strategies not only presents alternatives to
the traditional model of hiring permanent workers, but also real-
life situations in which they have worked. 

ISBN: 978-1-59996-114-9
40 pp / Paperback / Code...HRSSAW / $12.95 

HR Skills Series — Performance Feedback
If you aren’t giving employees timely information about
performance, start now 

Peter Garber

Learn how to design and implement a performance feedback 
program that will help employees take performance to a higher
level. The advice, tips, models and tools described in Performance
Feedback will help you give more complete feedback to your em-
ployees. They will better understand what is expected of them and
how they can improve in specific areas to meet expectations.

ISBN: 978-1-59996-112-5
50 pp / Paperback / Code...HRSSPM / $12.95 

HR Skills Series — Conducting Workplace
Investigations 
Know what to do when that time comes

Peter Garber

This short book will provide you with guidance, insight and practi-
cal tools to use. The information will help you identify key issues
and make important decisions concerning the investigative
process, as well as make you a better investigator. This book is part
of the HR Skills Series designed to help managers plan for and
manage changes in such areas as consumer demand, workforce
turnover, production and performance standards.

ISBN: 978-1-59996-186-6
56 pp / Paperback / Code...HRSSCWI / $12.95   

HR Skills Series — Retention
Low-cost ways any supervisor or manager can keep 
employees on board 

Peter Garber

Experts predict a serious shortage of employees in the United States
over the next decade as Baby Boomers begin to retire. If retaining
people isn’t one of your top priorities, Retention will convince you to
make it one immediately. This book delivers hundreds of low-cost
ways to reduce employee turnover and provide a more motivating
work environment and concludes with a checklist of the principal
tasks involved in a downsizing initiative.

ISBN: 978-1-59996-113-2
50 pp / Paperback / Code...HRSSR / $12.95 

HR Skills Series — Downsizing
Learn how to treat people with respect and dignity  

Peter Garber

Does your organization have an immediate need to reduce the
number of employees? Do you plan to downsize in the future?
Downsizing will force you to think about the human side of 
workforce reductions and make downsizing with dignity your 
ultimate goal.

ISBN: 978-1-59996-115-6
40 pp / Paperback / Code...HRSSDO / $12.95 

HR Skills Series — Terminations
No one likes to terminate a person —unfortunately 
sometimes it is necessary.

Peter Garber

Of all the difficult tasks a supervisor might have to perform, termi-
nating the employment of an individual might be the toughest
emotionally. Using the information contained in this title will allow
you to properly conduct a termination, covering all the items that
can slip through the cracks.

ISBN: 978-1-59996-187-3
52 pp / Paperback / Code...HRSSTER / $12.95   

HR Skills Series — Legendary Leadership
How leaders from all walks of life can become great  

Peter Garber

Whether you are CEO of a large organization or president of the
PTA, you’re a leader and require the same qualities to be successful,
according to Peter Garber. The information he presents in Legendary
Leadership will help you become a good leader to those you lead
and maybe even a legendary one.

ISBN: 978-1-59996-117-0
36 pp / Paperback / Code...HRSSLL / $12.95 

HR Skills Series — The Ethical Dilemma
Peter Garber

Is ethics really good business? Absolutely, says author Peter Garber.
He makes a strong business case for how ethics will ultimately help
you avoid fines and penalties and improve profits and customer and
public relations. He shows you how to establish ethical behaviors
and practices. Just as important, he demonstrates how to observe
and enforce them, make people accountable and ensure there are
penalties and consequences for non-compliance.

ISBN: 978-1-59996-116-3
38 pp / Paperback / Code...HRSSED / $12.95 
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Organization Design:
A Practical Methodology and Toolkit
Get the tools you need to successfully restructure 
your organization  

Ronald Recardo

Leaders often struggle when faced with the challenge of restruc-
turing or rightsizing their organizations or redesigning reporting
relationships. Don’t make the mistakes many make when they fail
to do appropriate due diligence by addressing the symptoms of the
perceived business problem rather than the root causes.

ISBN: 978-1-59996-152-1
143 pp / Paperback / Code...ODPMT / $39.95

The Manager’s Pocket Guide to 
Career Skills for the New Economy
Bruce Tulgan

This pocket guide provides all employees a gameplan for succeed-
ing in the modern, fast changing economy. Teaches how to learn
and accumulate marketable skills that will transfer to different jobs
and different companies. The most successful people will position
themselves as free agents and sell their skills and abilities on the
open market. Even those who work for the same employer for years
on end will have to take responsibility for their own success and 
security.

ISBN: 978-0-87425-609-3
135 pp / Paperback / Code...MPGCS / $14.95

Planning and Managing Human
Resources, 2nd Edition
Strategic planning for personnel management

William J. Rothwell, Ph.D. & H.C. Kazanas

The completely revised and updated new edition of Planning &
Managing Human Resources will help you successfully implement
the steps of strategic planning for human resources. Learn how to
establish a strategic human resources plan that will contribute to
your organization’s business plan and ensure you outperform your
competitors.

ISBN: 978-0-87425-718-2
582 pp / Paperback / Code...PMHR2 / $49.95

The Manager’s Pocket Guide to 
Downsizing with Confidence
A must-read before you finalize any downsizing plan

Terri Deems

The Manager’s Pocket Guide to Downsizing with Confidence provides a
practical approach to planning and successful downsizing, without
leaving a trail of devastation. Learn to downsize the right way, how
to inform employees, and how to come out ahead in an unpleasant
situation.  

ISBN: 978-1-59996-061-6
130 pp / Paperback / Code...MPGDOW / $14.95

Productive Program Development
A systematic process for achieving goals you 
only imagined reaching

Robert R. Carkhuff, Ph.D. & Bernard G. Berenson, Ph.D.

There is only one way to win, achieve or be successful in accom-
plishing your objectives and that’s through program development.
In this inspiring book, Dr. Robert Carkhuff presents the principles 
of program development that make all things possible, whether
you are a parent, teacher, student, counselor, client, employer or
employee.

ISBN: 978-0-87425-020-6
180 pp / Paperback / Code...PPD / $19.95

Talent Management  
A Step-by-Step Action-Oriented Guide 
Based on Best Practice 

William Rothwell

It takes high-quality talent to make an organization grow and 
succeed. If you’re thinking of developing a talent management 
program or if you have one in place, but it’s not working the way
you want, this is your go-to resource.

ISBN: 978-1-59996-266-5
153 pp / Paperback / Code…TM / $24.95 

Strategic Training: 
Putting Employees First

Daniel Wentland

Your organization’s survival depends on employee training. To
brush off the importance of upgrading the skills of your employees
is a dangerous strategic mistake. Based upon the STEM model, 
this book will show organizational decision-makers and human 
resource practitioners how to make quality employee training an
integral part of the strategic planning process and ensure the 
competitiveness of the organization.

ISBN: 978-0-87425-933-9
180 pp / Paperback / Code...STEM / $24.95 

The Strategic Development of Talent
William J. Rothwell, Ph.D. & H.C. Kazanas

The Strategic Development of Talent moves beyond HRD to apply the
principles of strategic business planning to talent management,
knowledge management and workplace learning, and it has been
retitled to underscore this emphasis. Anyone who wishes to use 
talent to support organizational strategy including CEOs, operating
managers, and HR, HRD and WLP practitioners will find this text
both informative and practical.

ISBN: 978-0-87425-752-6
500 pp / Paperback / Code...SDOT / $69.95
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The Undeniable Secrets to
Extraordinary Performance Reviews
36 things you didn’t know

Terry L. Fitzwater

Do you want great performance? Are you willing to devote the time
and effort necessary to get it? Then this book and its novel 
approach to reviews is for you. It describes 36 secrets that will 
make for a more insightful process that gets results. Each secret is
revealed in a step-by-step progression leading to the final and best
secret of them all, one that will lead to effective performance 
reviews and a strong performance management system. 

ISBN: 978-1-59996-118-7
120 pp / Paperback / Code...USPER / $14.95

101 Leadership Actions for 
Performance Management
Ollie Malone, Ph.D.

Upgrade your leadership skills quickly and easily, and produce re-
sults in your organization with a lot less effort. Each book in this
collection focuses on a specific area of leadership and managerial
effectiveness and offers 101 actions you can accomplish today to
improve your impact.

ISBN: 978-0-87425-835-6
100 pp / Paperback / Code...101ME / $14.95

Why Healthcare Matters
An employer’s blueprint for transformational change

Frank Hone

Why Healthcare Matters is a practical guide to help influential 
business executives and leaders address a major crisis of our time. 
It provides a set of practical, market-based strategies and solutions.
The core idea is that the solution lies in personal responsibility and
employer engagement. And the heart of the book is a seven-step
plan of action to drive substantial change in healthcare in your
company.  

ISBN: 978-1-59996-153-8
226 pp / Paperback / Code...WHM / $24.95

Coaching Yourself to Leadership
5 key strategies for becoming an integrated leader

Ginny O’Brien

What would happen if a respected business coach gave you a new
model for leadership that could help you achieve the happiness,
productivity and fulfillment at work you so desire? It would change
your life. This book provides the practices and techniques to trans-
form you into a more positive, authentic leader who can make work
better for yourself and those you lead.

ISBN: 978-0-87425-869-1
200 pp / Paperback / Code...CYTL / $19.95 

101 Leadership Actions for
Effective Presentations
Ollie Malone, Ph.D.

Upgrade your leadership skills quickly and easily and produce 
results in your organization with a lot less effort. These 101 actions
will help you overcome the worries and stress associated with 
presenting. Get ideas on how to make your main point compelling,
practice with tape recorders and video recorders, use memory 
joggers, create slides, and more.

ISBN: 978-0-87425-803-5
100 pp / Paperback / Code...101EP / $14.95     

Collaborative Leadership in Action
A Field Guide for Creating Meetings that Make a Difference

Patrick Sanaghan and Paulette A. Gabriel

If you’ve ever led meetings that turned out to be a wasteful drain on
everyone’s time and energy, then this book is for you. Collaborative
Leadership in Action provides leaders, consultants, trainers, HR 
personnel and others with a step-by-step approach to generating
passion, participation and results in meetings. 

ISBN: 978-1-59996-252-8
267 pp / Paperback / Code…COLL / $24.95

101 Leadership Actions for
Managing Change in the 21st Century
Ollie Malone, Ph.D.

101 Leadership Actions for Managing Change in the 21st Century is
meant to be read with the intention of doing. You’ll gain proven
ideas and techniques to help you manage your own tasks, lead oth-
ers, mentally prepare for what’s ahead, get your entire organization
engaged in change, create a change army of dedicated profession-
als, keep people in the know with regular communication, develop
the adaptability that constant change requires, and overcome and
navigate the changes associated with technology.

ISBN: 978-1-59996-226-9
140 pp / Paperback / Code...101LAMC / $14.95

How to Grow a Business 
by Putting People First 
Lead with Your Heart
Lewis Green

How to Grow a Business by Putting People First is about changing the
way you do business. It introduces a business model that will result
in growth, revenues and profits and a better world in which to do
business, work and live. It is written to inspire executives, managers
and entrepreneurs to invest in this way of doing business and make
it the first step to changing the world we live in.

ISBN: 978-1-59996-120-0
240 pp / Paperback / Code...LWYH / $21.95
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It’s the Organization’s Culture
Managing the development of your organization’s culture

Bruce McCormick

If you are a leader who would like to create a workplace environ-
ment that makes employees want to get up in the morning and
help your organization succeed, It’s the Organization’s Culture is for
you. This isn’t just any book. It is a train-ride novel on the substance
of organizational culture and its impact on business success that
has been on the track for over 100 years in search of the means to
ensure business success. 

ISBN: 978-1-59996-149-1
122 pp / Paperback / Code...IOC / $17.95

Leadership for Academic Units 
A detailed and integrated approach to improving 
an academic unit 

William Swart

In this illuminating guide for academic leaders and those aspiring
to be, Dr. William Swart offers insightful advice on how to lead 
academic departments and divisions on a journey of continuous
performance improvement. If you’re interested in positive change
and you’re not afraid of conflict, this text presents a solid beginning
point. 

ISBN: 978-1-59996-199-6
254 pp / Paperback / Code...LFAU / $29.95   

Just in Time Leadership
Bruce Tulgan

This book is a blueprint for managing organizations with fewer
long term, full time employees by drawing on growing and fluid
talent pools as needed to respond to project needs and demand 
cycles. Gives managers a running start towards creating tomorrow’s
workplace.

ISBN: 978-0-87425-573-7
112 pp / Paperback / Code...JITL / $14.95

Leadership Lessons from Dad 
Father always knows best

Peter Garber

Recognizing the good advice our fathers gave us is one of the 
greatest learning experiences leaders can have. Leadership Lessons
from Dad was written to help leaders today use some of Dad’s 
wisdom and apply it in the workplace. The book contains 21 ageless
lessons that typically take many years to learn and apply to virtually
any situation you will face.

ISBN: 978-0-87425-876-9
80 pp / Paperback / Code...LLD / $9.95

Leader’s Communication Toolkit
How to select the right communication tool

Becky Stewart-Gross, Ph.D.

This 100-page guide with action plan templates for improving the
use of email, cell phone, voice mail, and video conferencing com-
munications media. It teaches communication job skills for setting
expectations, building relationships, and minimizing conflicts 
between individuals and teams.

ISBN: 978-0-87425-778-6
100 pp / Paperback / Code...LCT / $24.95

Leadership Lessons from Mom 
Listen to your mother’s advice

Peter Garber

It’s amazing how often Mom’s advice fits right into the business
world. Leadership Lessons from Mom was written to encapsulate just
some of the many leadership lessons learned from our mothers so
you can use them to be successful in business and life.

ISBN: 978-0-87425-875-2
80 pp / Paperback / Code...LLM / $9.95

Leadership Lessons from 
Professional Football
Championship wisdom from super bowl champions

Peter Garber

This book was written to help leaders use some of the valuable 
lessons learned from winning teams to help your team become
more successful. These 30 lessons remind leaders that a tradition of
winning alone won’t make them successful. You have to continue a
tradition of winning every day, whether you are a professional 
football team or any other type of organization.

ISBN: 978-0-87425-878-3
96 pp / Paperback / Code...LLPF / $9.95

Leaders Without Titles
The six powerful attributes of those who influence
without authority

Stephen Sampson

What does it mean to lead? Are there natural born leaders? Can
leadership be taught?  Leaders Without Titles challenges the way we
determine who our leaders should be and uncovers the factors that
really influence the ability to lead. 

ISBN: 978-1-59996-250-4
251 pp / Paperback / Code...LWOT / $19.95

Additional Participant  Manual / Code...LWOTPM / $39.95  
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Leadership Lessons from the Game of Golf
Peter Garber

Help leaders explore some of the valuable lessons learned from 
the game of golf and how they can make the difference between
winning and losing in business. The 18 lessons are presented
against a backdrop of an 18-hole game of golf with many obstacles
and potential hazards. Record your score on the scorecard provided
after each hole by answering leadership questions. A final score-
card will summarize your overall performance.

ISBN: 978-0-87425-877-6
80 pp / Paperback / Code...LLGG / $9.95

New Science of Possibilities II
Robert R. Carkhuff, Ph.D. & Bernard G. Berenson, Ph.D.

Volume II of the The New Science of Possibilities introduces the 
processing technologies and applications: inductive and deductive
processing, generative processing and hybrid modeling and 
paradigmatic and paradigmetric modeling. These paradigmatic
modeling technologies empower one to model any phenomena
and to tailor measurement to assess their changeable destinies. 

ISBN: 978-0-87425-590-4
261 pp / Hardcover / Code...NSP2 / $29.95

Leading in Tough Times
The manager’s guide to responsibility, trust, 
and motivation

Richard S. Deems, Ph.D. & Terri A. Deems, Ph.D.

199 pages of stories and activities for managers on how to 
motivate, take responsibility, and engender trust in difficult 
circumstances. The authors—nationally recognized experts on the
subject—focus on three key areas: Leading with responsibility,
keeping trust, and providing motivation in the midst of change.

ISBN: 978-0-87425-722-9
200 pp / Paperback / Code...LTT / $19.95 

Not Another Pretty Binder: 
Structural Planning That Works
A proven, step-by-step process for creating an actionable
plan you can sustain

Robert Simpkins

Not Another Pretty Binder draws on some tough work done by great
leaders from private enterprise and government who decided they
needed to improve their strategic planning processes. It provides
the steps necessary to create a successful and actionable strategic
planning initiative that can be sustained. You’ll get boardroom
strategies addressing leadership’s visionary thinking and opera-
tional tactics for handling the day-to-day functions.

ISBN: 978-1-59996-139-2
236 pp / Paperback / Code...NAPB / $39.95

Managing Anger in the Workplace
Dr. Donald Gibson and Bruce Tulgan

Relationships at work tend to be interdependent, competitive, 
hierarchical, overexposed, and compulsory. Keeping the interests of
yourself, your boss, your peers, your subordinates, your vendors,
and your customers in alignment all the time is impossible. 
Meanwhile, you must also contend with competitors and 
unpredictable markets.

ISBN: 978-0-87425-677-2
158 pp / Paperback / Code...MAIW / $14.95

Parallel Peaks
Business insights while climbing the world’s 
highest mountains

John McQuaig

This book ties together eight common elements of mountaineering
and business management that make the crucial difference be-
tween success and failure. The author co-founded a bank, served as
its chairman, and watched it grow successfully. He has climbed
many mountains and is one of the few people to successfully climb
Mount Kilimanjaro.  He challenges—and motivates—readers to
think about eight key questions as they go to the “summit”.

ISBN: 978-1-59996-070-8
106 pp / Paperback / Code...PP / $19.95

New Science of Possibilities I
Robert R. Carkhuff, Ph.D. & Bernard G. Berenson, Ph.D.

The New Science of Possibilities introduces the model for the pro-
cessing science. The New Science of Possibilities is the paradigmetric
science; it defines continuously changing phenomena by continu-
ously generating new paradigms and their measurement. The 
processing operations are an integral part of phenomenal process
centricity—Relating, Empowering, and Freeing —all phenomena
to seek their own changeable destinies.

ISBN: 978-0-87425-537-9
268 pp / Hardcover / Code...NSP1 / $29.95 

Performance Under Pressure
A manager’s guide to creating a stress-free workplace

Bruce Tulgan

This 160-page pocket guide is for self-managing stress and manag-
ing stress in others. Poses practical strategies for how to deal with
time, anger, people, fatigue, evaluation pressures and more. This
practical pocket guide for managers will teach you how to channel
stress to enhance your own performance and the performance of
those you manage.

ISBN: 978-0-87425-741-0
160 pp / Paperback / Code...PUP / $14.95
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Power Surge
Margaret Seidler

In the last fifty years, there has been a growing interest in the
power of polarities as it relates to leadership and business success.
Whether referred to as paradoxes, dilemmas or polarities, research
shows that leaders and organizations who manage them well out-
perform those who don’t.

ISBN: 978-1-59996-162-0
105 pp / Paperback / Code...PSRG / $17.95

The Executive Athlete
How sports psychology helps business people become
world-class performers

Richard F. Gerson

“Executive athletes” practice and compete, win some and lose
some. Then they do it all over again — just like athletes. 
The Executive Athlete is all about the similarities between 
executives who want to achieve high levels of performance and
athletes who play at the top of their game.

ISBN: 978-1-59996-122-4
199 pages / Paperback / Code...TEA / $19.95

Quality Leadership Skills, 3rd Edition
Standards of leadership behavior

Richard Leatherman

This how-to-do-it resource for new and future leaders explains
basic leadership tasks in a simple, step-by-step manner. It is full 
of practical advice, not theories and outlines clear standards of per-
formance. Even if you have been trained and retrained in leadership
principles, you will pick up fresh, new techniques here. The many
detailed worksheets included will help you apply on the job what
you learn. 

ISBN: 978-1-59996-131-6
297 pp / Paperback / Code...QL3 / $39.95

The Executive Coach in 
the Corporate Forest
An immensely readable view of what good coaching 
looks like

Stephen D. Gladis

Written as a business fable, The Executive Coach in the Corporate 
Forest is the story of a gifted executive coach, J. C. Williams, and his
coaching relationships with his varied business clients, all with their
own professional challenges. The book offers engaging stories, has
believable characters with realistic problems, and illustrates the
structure and content of the coaching process. The book is a quick
read and is time well spent.

ISBN: 978-1-59996-130-9
138 pp / Paperback / Code...TECCF / $18.95

The Agile Leader
A Playbook for Leaders

Stephen D. Gladis

As a new leader, you, no doubt, want to leave your mark. The prob-
lem is, there is no single guidebook or game plan for leaders—
new or experienced—to follow, especially in uncertain economic
times like these. The Agile Leader fills in that gap with a modern
leadership fable about a leader who tries to drive his team to
achieve corporate sales goals and make a difference.

ISBN: 978-1-59996-229-0
153 pp / Paperback / Code...AGI / $17.95

The Freedom Wars
Dr. Robert R. Carkhuff  

Carkhuff and his associates are at their exemplary best in defining
The Freedom Ideologies. Their battles with the totalitarian ideologies
define an eternal war between humankind and hominid. The 
authors, all with imposing scientific credentials, establish the 
relationship between these freedom functions and prosperity, peace
and participation. They give us the scales and, thus, the steps by
which we can measure our progress toward winning The Freedom
Wars.

ISBN: 978-0-87425-804-2
243 pp / Paperback / Code...FDWR / $25.00

The Competent Leader, 3rd Edition
A powerful and practical tool kit for managers
and supervisors

Jane S. Flaherty & Peter B. Stark

This 330-page how-to toolkit allow leaders to self-assess and 
improve core non-technical competencies. Action planning guides
facilitate transfer of new knowledge to the workplace. This is the
perfect resource for any leader and can be referred to time and
again.  It is easy to use, focused, and provides the key information
every leader should have.

ISBN: 978-0-87425-473-0
330 pp / Paperback / Code...CL3 / $24.95

The Journey of the Accidental Leader
How to succeed when you are thrust into a leadership role  

Stephen D. Gladis

Here’s a fictional story that will ensure you’re up to the challenge 
of unexpectedly becoming a leader. This business parable describes
an untimely death and the journey of the leader suddenly put in
charge. It demonstrates some of the lessons the author learned
while with an organization that has trained some of the nation’s
most successful leaders — the United States Marine Corps.

ISBN: 978-1-59996-121-7
122 pp / Paperback / Code...TJAL / $17.95
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The Leadership Lexicon
A handbook of leadership competencies with skills 
and development actions

Rick Bellingham 

This handbook is perfect for busy leaders with little time on the job
to devote to improving their effectiveness. It is packed with 
concrete behaviors for becoming the type of leader others follow
and includes more than 500 skills and 1,500 actionable suggestions
that can be put to use immediately.

ISBN: 978-0-87425-855-4
220 pp / Paperback / Code...LLEX / $29.95

The Manager’s Pocket Guide to 
Spiritual Leadership
Richard Bellingham, Ed.D. & Julie Meek, DNS

This guide teaches all managers how to find the inspirational 
elements in their own work and the work their employees do. An
innovative managerial prescription for combatting the cynicism
that reigns in today’s organizations at all levels. It provides 
methods for engaging in the transformational process and practical
ways to measure healthy communities, healthy people, and quality
of work life. 

ISBN: 978-0-87425-617-8
144 pp / Paperback / Code...MPGSL / $14.95

The Manager’s Pocket Guide to 
Effective Mentoring
Dr. Norman H. Cohen

This book is a practical reference to effective mentoring in a format
that provides quick access to the important concepts and tech-
niques of this unique, powerful, one-to-one learning model. 
The Manager’s Pocket Guide to Mentoring is a convenient and com-
prehensive reference, offering valuable, pragmatic guidance that
mentors can use in assisting mentees to participate in constructive
interpersonal dialogues during the mentoring experience map.

ISBN: 978-0-87425-469-3
128 pp / Paperback / Code...MPGM / $14.95

The Starfish Files
One leader’s account of insight and inspiration under duress

Alexander Hiam

Have you ever wished you could only somehow get your people to
tackle their work with a more positive attitude, a little more initia-
tive, a shared feeling of ownership, and personal responsibility for
their success? Here’s a one-of-a-kind book that will inspire lead-
ers—like you—to overcome problems and threats, break through
to higher performance levels, and generate new enthusiasm in 
employees.

ISBN: 978-0-87425-836-3
112 pp / Hardcover / Code...STAR / $24.95

The Manager’s Pocket Guide to
Leadership Skills
Peter B. Stark & Jane Flaherty

This practical guide for supervisors and managers discusses con-
temporary leadership responsibilities, and goes on to specifically
describe the steps and skills needed to successfully apply 14 leader-
ship competencies including: Leading organization change, 
managing time, coaching, creating a motivating environment and
more.

ISBN: 978-0-87425-472-3
200 pp / Paperback / Code...MPGLS / $14.95

The Transparent Leader
A business leadership fable

Stephen D. Gladis

Written as a business leadership fable, The Transparent Leader is 
the story of a smart emerging leader, Stephanie Marcus, as she 
navigates the challenging world of business. Fortunately, Steph
meets Lou Donaldson, a public relations CEO near the end of his 
career, at a local gym where she works out daily. 

ISBN: 978-1-59996-173-6
120 pp / Paperback / Code...TTL / $19.95

The Manager’s Pocket Guide to 
Mega Thinking and Planning
Roger Kaufman

Our world is changing and changeable. Do you know where your
organization is headed? Can you justify why you should go there?
And provide the criteria for judging your progress and success? This
pocket guide helps you through the process of creating a better 
future by giving you the principles and tools of mega thinking and
planning.

ISBN: 978-1-59996-251-1
168 pp / Paperback / Code...MPGMTP / $14.95

The Trusted Leader
Understanding the trust triangle

Stephen D. Gladis

A leadership fable, The Trusted Leader is the story of a new young
leader, Carlos Lopez, who gets promoted to supervise his peers. He
gets conflicting advice from his boss about how to take charge, and
it backfires. Confused, Carlos seeks out the best leader he’s ever
known. The two agree to meet regularly at a local restaurant where
the Coach teaches Carlos about how to lead as they learn about
each other’s formative pasts. 

ISBN: 978-1-59996-204-7
139 pp / Paperback / Code...TRUSTL / $19.95
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Toward Human Emergence
Philip Harris

Toward Human Emergence is a helpful and positive analysis from a
behavioral science viewpoint of various stages in our long journey
from hunter-gathers and agriculturalists to knowledge workers. It
examines the why, what, and how for perfecting human endeavor
within a global society characterized by accelerating changes and
pressures such as climate change, population explosion, technolog-
ical advances, knowledge expansion, and economic turmoil. 

ISBN: 978-1-59996-167-5
452 pp / Paperback / Code...THUME / $59.95

Front Line Guide to
Creating a Winning Management Style
Dr. Woodrow Sears

The Front Line Guide to Creating a Winning Management Style puts
the power to become the kind of exemplary leader you want to be
in your hands. In 13 chapters, the book describes how you can
change your current set of patterned behaviors so you can become
not less predictable, but more consistent. This hands-on guide will
show you exactly how to acquire the specific behaviors that can and
do lead to managerial excellence.

ISBN: 978-0-87425-937-7
128 pp / Paperback / Code...FLGMS / $14.95

Self-Directed Learning Sourcebook
Accomplish more with less through Self-Directed Learning!

William Rothwell

This collection of articles and activities prepares trainers, HR 
personnel, or line managers to become facilitators of self-directed
learning. Articles introduce a variety of self-directed learning
strategies as well as how to plan your strategy. Part 2 provides 
activities that can be used with learners to guide self directed
learning in areas that include structured goal setting, self coaching,
improving communication, interviewing, sales, customer service
and leadership.

ISBN: 978-0-87425-471-6
244 pp / 3-ring binder / Code...SDLS / $79.95

Front Line Guide to
Mastering the Manager’s Job 
Learn what certainty, confidence and direction
have to do with excelling 

Dr. Woodrow Sears

Do you really understand what management is and what managers
are supposed to do in today’s increasingly complex business 
environment? You will after you read this book. It offers clear 
advice on the roles and responsibilities managers now must juggle
simultaneously and distills it into wisdom any manager can apply
independently at any time.

ISBN: 978-0-87425-936-0
124 pp / Paperback / Code...FLGMMJ / $14.95

Effective Meetings 
20 sure-fire tools

Glenn Parker

One of the first things to go on a team is communication. When
members fail to communicate with each other, and the team fails
to communicate with stakeholders, you’ve got problems. Learn
how to identify the sources of communication breakdown, admit
there is a problem, send effective messages, be an active listener,
get good communication going by asking questions, set ground
rules for effective communication, and more.

ISBN: 978-1-59996-176-7
71 pp / Paperback / Code...PTEM / $9.95   

H.O.T. Management: 
Hands-On Transactional
Bruce Tulgan

This pocket guide clearly and concisely spells out what you need to
do to become a HOT manager. The author’s message is simple, yet
powerful: Make high performance the only option; be a hands-on
manager; and spend lots of time with employees spelling out 
expectations and clarifying standards.

ISBN: 978-0-87425-795-3
160 pp / Paperback / Code...HOT / $14.95

Fast Feedback, 2nd Edition
Bruce Tulgan

FAST stands for Frequent, Accurate, Specific and Timely, and FAST
Feedback is a new approach to performance evaluation in sync with
today’s fast-paced, rapidly changing workplace. There are many
ways to implement FAST Feedback in your organization, including
the customizable forms included in this pocket guide. This top 
selling title from reknow author Bruce Tulgan is appropriate for all
supervisors, managers, executives, and educators. 

ISBN: 978-0-87425-495-2
180 pp / Paperback / Code...FAST2 / $14.95

Human Possibilities
Human capital in the 21st century

Robert R. Carkhuff, Ph.D.

Human Possibilities is the guidebook for human performance in the
21st century. A power resource for educators and business leaders,
counselors and managers, parents and supervisors, and anyone
who seeks to better themselves. Dr. Carkhuff gives us a roadmap to
betterment and the achievement of potential. This book applies The
New Science of Possibilities to 21st century human capital develop-
ment.

ISBN: 978-0-87425-642-0
283 pp / Paperback / Code...HPOS / $24.95
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Managing Generation Y
Bruce Tulgan

A practical how-to guide on understanding and managing the
youngest cohort of workers. With three to four job experiences or
internships under their belts, the Gen Yers pose new challenges for
organizations that are already spending time, energy, and money
recruiting and training young talent.

ISBN: 978-0-87425-622-2
105 pp / Paperback / Code...MGY / $14.95

The Manager’s Pocket Guide to 
Effective Meetings
Steve Kaye, Ph.D.

Learn easy, proven techniques that keep you in control of your
meetings. This complete guide to effective meetings will show 
you how to prepare for success and end with results. It includes
structured activities that keep everyone focused on your issues,
practical techniques for dealing with unproductive participants,
and essential considerations for high tech meetings. If you hold
meetings, this book is a must!

ISBN: 978-0-87425-449-5
188 pp / Paperback / Code...MPGEM / $14.95

Managing the Generation Mix, 2nd Edition
Learn how to be a great gen mix manager 

Bruce Tulgan

A manager’s guide to taking advantage of powerful demographic
forces that are causing a generational shift. If you’re managing a
mix of employees of all ages from teens to retirees and finding it
takes more time and skill than ever before, you’ll welcome the 
insightful methods and tools in this book.

ISBN: 978-0-87425-941-4
266 pp / Paperback / Code...MGENM2 / $14.95

The Manager’s Pocket Guide to 
Generation X
Bruce Tulgan

This book explains in simple terms what makes Generation X 
employees different, and how to put their unique skills and 
characteristics to work on behalf of your organization. An essential
resource for managers to recruit, train, motivate, and retain young
employees.

ISBN: 978-0-87425-418-1
102 pp / Paperback / Code...MPGGX / $14.95

Managing the Knowledge Culture
A guide for human resource professionals and managers 

Philip Harris

Managing the Knowledge Culture expertly explores how to over-
come one of the biggest challenges 21st century leaders and their
followers face functioning effectively in a knowledge culture. The
thoroughly up-to-date book will deepen your understanding of the
knowledge culture and its management and clearly detail the
changing roles. For human resource professionals or managers who
wants to be on the leading-edge of knowledge management, this
realistic resource is a must. 

ISBN: 978-0-87425-859-2
280 pp / Paperback / Code...MKC / $39.95

The Manager’s Pocket Guide to Innovation
Ignite innovation in your company by doing just a 
few important things 

Richard Brynteson

Innovation is necessary for your survival and your organization’s.
But the process is fraught with obstacles. How can you keep yourself
and your team moving forward? You start with this how-to guide to
innovation written specifically for today’s busy manager.

ISBN: 978-1-59996-197-2
166 pp / Paperback / Code...MPGINN / $14.95   

Productive Problem Solving
The secret to living productively is solving problems 
productively

Robert R. Carkhuff, Ph.D. & Bernard G. Berenson, Ph.D.

Productive Problem-Solving is an important book for groups and 
individuals - especially parents, teachers, counselors and adminis-
trators who recognize the importance of problem-solving in 
productivity and growth. Problem-solving is a lifelong process.
With this book, you have problem-solving procedures you can use
throughout your life to resolve conflicts, make choices and develop
directions you may not have otherwise developed.

ISBN: 978-0-87425-019-0
156 pp / Paperback / Code...PPS / $19.95

The Manager’s Pocket Guide to 
Knowledge Management
Kathleen Foley Curley & Barbara Kivowitz

This guide provides a practical plan and road map to start the
knowledge management process. Walk through all the stages —
assessment, planning, deployment, and evaluation and gain 
specific action steps for putting it all together to expand core 
competency and win competitive advantage.

ISBN: 978-0-87425-641-3
114 pp / Paperback / Code...MPGKM / $14.95
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The Manager’s Pocket Guide to 
Project Management
Michael Greer

This time saving guide presents project management concepts and
tools simply and effectively for the manager or administrator who
is finding themselves managing and devoting more and more time
to special projects. The methods and tools are taken straight from
the Project Management Institute’s Project Management Body of
Knowledge.

ISBN: 978-0-87425-488-4
140 pp / Paperback / Code...MPGPR / $14.95 

The Trainer’s Handbook for
Participative Learning
A must for trainers in the age of blended learning

Fredric Margolis & Bonnie Swan

Need to get away from traditional platform training delivery? Learn
to apply a multilateral approach to learning that engages partici-
pants.The Trainer’s Handbook for Participative Learning is written for
people who are involved in participative training, which focuses on
delivery skills. No trainer should be without this handbook.

ISBN: 978-0-87425-486-0
185 pp / Paperback / Code...THPL / $24.95

The Manager’s Pocket Guide to Strategic
and Business Planning
Stephen G. Haines

This guide will aid you in applying the Systems Thinking Approach
to your strategic and business planning by explaining how to de-
velop a strategic plan, ensure successful implementation of the
plan, and build and sustain high performance over the long haul.

ISBN: 978-0-87425-515-7
200 pp / Paperback / Code...MPGSP / $14.95

Winning with People at Work
The basics of American-style supervision & success in 
9 strategy-packed stories 

Dr. Woodrow Sears

This book contains nine lessons covering issues that are central to
understanding the people-requirements of any enterprise. It 
presents the concepts underlying major management theories into
down-to-earth terms to meet the daily needs of todays supervisors
and managers. You will learn when appropriate controls are in
place, positive results are possible and organizations can survive.

ISBN: 978-1-59996-132-3
114 pp / Paperback / Code...NMPWPW / $14.95

The Manager’s Pocket Guide to 
Systems Thinking
Stephen G. Haines

This Manager’s Pocket Guide introduces thinking systems concepts
and then takes the reader through a series of concepts and practical
tools for applying system thinking to: Getting results, learning,
management processes, change and strategic processes.

ISBN: 978-0-87425-453-2
200 pp / Paperback / Code...MPGST / $14.95

Client Relationship Management
How to turn client relationships into a competitive
advantage

David A. Po-Chedley

This book reveals how to truly excel at meeting client needs—and
lock in future business, client testimonials, increased referrals and
client loyalty. Insightful and full of common sense, Client Relation-
ship Management sheds new light on managing the six elements of
successful client relationship management: The client relationship,
relationship/project initiation, planning, implementation, closeout,
and application/service plan.

ISBN: 978-0-87425-637-6
185 pp / Paperback / Code...CRMCA / $24.95

The Manager’s Pocket Guide to
Using Consultants
How to bring in the right consultant to do the right work
the right way  

Daniel Newman

What if the next consultant you hired came with an instruction
manual filled with strategies to maximize your end of the relation-
ship? That’s exactly what this pocket guide is, a practical how-to
guide to taking full advantage of what the right consultant can
provide.

ISBN: 978-0-87425-923-0
118 pp / Paperback / Code...MPGUC / $14.95

Competency-Based Performance
Improvement
A strategy for organizational change

David Dubois 

This important new book presents a systematic approach to analyz-
ing and improving performance in organizations. The most promis-
ing approaches to systematic strategic needs analysis, competency
model development, curriculum design, learning intervention 
design and development, and program evaluation are explained.
The author shows, step-by-step, how best to implement compe-
tency-based performance improvement programs.

ISBN: 978-0-87425-223-1
372 pp / Hardcover / Code...CBPI / $39.95
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Creating Organizational Soul
The source of positive change and transformation

Richard Bellingham, Ed.D.

Does your organization have soul? Creating Organizational Soul
makes a compelling case for the strong connection between orga-
nizational soul and productivity, innovation and results. The intent
of the book is to get leaders to take a hard look at where they are
and look for ways to get better. It demonstrates the principles of a
soulful organization; what it looks like, and how to create it. In-
cludes conversation templates for goal-setting and review sessions.

ISBN: 978-1-59996-189-7
152 pp / Paperback / Code...ORGSL / $24.95   

The  Human Generativity Series 
Robert R. Carkhuff and Christopher J. Carkhuff 

In volume I, the authors explore the scientific legacy of generative
thinking. Volume II explores the five phases of inductive generativ-
ity processes and the five phases of deductive generativity
processes, offering case studies to illustrate key points. Volume III
focuses on generating cellular information with discussions of
 generating information cells, as well as optimizing cell assemblies
where generativity processing really begins.

Paperback editions
ISBN: 978-1-61014-304-2 / 123 pp /  Code...HGV1 / $24.95
ISBN: 978-1-61014-302-8 / 142 pp / Code...HGV2 / $24.95
ISBN: 978-1-61014-303-6 / 246 pp / Code...HGV3 / $24.95

Developing and Implementing
a Corporate University
A step-by-step guide on how to create a corporate
university that works 

Jeffrey W. Grenzer

This book addresses how to create a university based on your cor-
poration’s culture, needs and short- and long-term strategies. There
is no better guide to designing a university that is owned by the
company’s leaders, is easy to use and directly impacts the bottom
line. It is packed with valuable strategies and tactical insights, plus
more than 50 charts, quizzes and graphs designed to help you 
capture and share your organization’s knowledge and experiences

ISBN: 978-0-87425-926-1
200 pp / Paperback / Code...ICU / $24.95

The Complete Guide to Systems Thinking
and Learning
Stephen G. Haines

The Complete Guide to Systems Thinking and Learning uses the 
Systems Thinking Approach to guide transformative change in our
personal lives and organizations. Systems Thinking was first popu-
larized in 1990 by Peter Senge with his best-selling book, The Fifth
Discipline. Unlike Analytical Thinking where the parts are primary
and the whole is secondary, in Systems Thinking the whole is
 primary and the parts are secondary.

ISBN: 978-0-87425-571-3
400 pp / Paperback / Code...STL / $99.00

Organizational Assessment:
Diagnosis and Intervention
Don’t just make decisions - make the right decisions!

Rolf E. Rogers, Ph.D. & Jane Y. Fong, Ph.D.

The process of choosing one strategic or operational alternative
over another may be the difference between success and failure.
This book uses a time-tested, step-by-step, practical framework for
identifying and assessing organizational issues and for choosing
optimum solutions. It is written in an easy, readable style, and uses
real world case studies from the author’s own consulting experi-
ences to explain the assessment and intervention process.

ISBN: 978-0-87425-576-8
150 pp / Paperback / Code...GOA / $29.95

The Fifth Force
Thomas  S. Kakovitch 

What is the physical nature of force prior to the existence of mass,
electric charges, and weak and strong nuclear charges?  The four
fundamental forces of nature are strong nuclear, electromagnetic,
weak nuclear, and gravity.  What was the physical nature of force
prior to the presence of matter which fixed the geometry of space-
time?  Could a scalar force field exist that is solely a function of 
temperature? Can such force field extend to today’s matter 
dominated era? Is it invariant? 

ISBN: 978-1-61014-028-7
105 pp / Paperback / Code…FF / $24.95

Saving America!
Robert R. Carkhuff, Ph.D.

One of the most prolific authors of the 21st Century, Dr. Robert
Carkhuff is releasing his entrepreneurial vision in Saving 
America!—Economic Freedom and the Generative Entrepreneur. 
In this work, Carkhuff, a lifelong scientist, relates the successful 
entrepreneurial models that he has employed in all areas of 
human endeavor: individually, organizationally, culturally, and 
economically. 

ISBN: 978-1-59996-185-9
141 pp / Paperback / Code...SAVE / $19.95   

The Human Sciences Series
Robert R. Carkhuff, Ph.D. and Bernard G. Berenson, Ph.D.

Dr. Carkhuff is one of the most-referenced scientists of the 20th
 century, is recognized as the father of human sciences. He has cred-
ited with breakthroughs in our understanding of human relating,
information representing and human and information generativity.  

Paperback editions

V.1, Probablilities, Possibilities and Generativity Science
ISBN: 978-1-61014-293-9 / 110 pages / Code…HSCV1 /$15.95

V.2, Probabilities, Possibilities and Generativity Technologies
ISBN: 978-1-61014-294-6 / 98 pages / Code…HSCV2 / $15.95

V.3, Carkhuff and the Possibilities Science
ISBN: 978-1-61014-300-4 / 94 pages / Code…HSCV3 /$15.95
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The Science of Freedom
The timeless wisdom of a leading 21st century scientist

Robert R. Carkhuff, Ph.D.

There is nothing more powerful than the human brain enriched 
by possibilities experience. This book reflects the scientific work of
Dr. Robert Carkhuff, a leading scientist of the 21st century..

ISBN: 978-1-59996-060-9
270 pp  / Paperback / Code...SOF / $29.95

Foundations of Instructional and
Performance Technology
Seung -Youn Chyung

In this new resource the author selected topics for those fairly new
to the field and synthesizes a wealth of information into one con-
cise text. The book starts with a focus on instructional technology,
then shifts to human performance technology. You’ll learn about
ideas of prominent thinkers like Edward Thorndike, B. F. Skinner,
and Benjamin Samuel Bloom, and you’ll also have access to exten-
sive references and user-friendly charts. 

ISBN: 978-1-59996-136-1
171 pp / Paperback / Code...FIPT / $39.95

Achieving High Performance
Everyone is capable of achieving high performance

Roger Kaufman, Ph.D.

In seven chapters, Dr. Gerson addresses the most troubling issues
related to performance including the difference between positive
and negative performance motivation, the characteristics of high
performers, the role of proper goal and objective setting, planning
for high performance, eliminating self-limiting beliefs, and making
incentives real.

ISBN: 978-0-87425-927-8
152 pp / Paperback / Code ...DDSPP4 /  $19.95

Giving and Receiving Performance 
Feedback
A powerful new model for employee performance 
improvement

Peter Garber

If you dread delivering performance reviews and you know the 
people getting reviewed dread it the same way, prepare them and
yourself with this quick read that makes a convincing case for the
necessity of balanced feeback. All you’ll need to do is tag half a
dozen pages with post-it notes and pass this book around to your
direct reports before the next round of reviews.

ISBN: 978-0-87425-773-1
200 pp / Paperback / Code...GRPF / $24.95

Change, Choices, and Consequences
A guide to mega thinking and planning

Roger Kaufman, Ph.D.

Learn how to be proactive by defining and justifying where you
should head before deciding how to get there. To help you in the
process, this book introduces the concepts and tools underlying
mega thinking and planning. The decision about where an organi-
zation should be headed couldn’t be more basic. How about yours?
Do you know where you are headed? Is it the right place to go?

ISBN: 978-0-87425-924-7
204 pp / Paperback / Code...DDSPP1 /  $19.95

Guaranteeing Performance Improvement
A purely practical approach  

Richard F. Gerson

Everybody wants to get better at what they do or at least they
should want to. The problem is, not everyone knows exactly how to
do this, to achieve measurable and lasting performance improve-
ment. This book will help people and organizations achieve those
desired results by helping them focus on a positive approach to
what makes the performer tick.

ISBN: 978-0-87425-948-3
170 pp / Paperback / Code...GPI / $19.95

Evaluating Impact
Evaluation and continual improvement for performance
improvement practitioners 

Ingrid Guerra-Lopez

This practical book will help you to create positive change. It is a
clearly written resource that breaks down the evaluation process
into seven easy steps. Evaluating Impact uses a common-sense ap-
proach to conducting data-driven evaluations that are simple and
efficient and deliver the improved and measurable performance
you want.   

ISBN: 978-1-59996-051-7
180 pp / Paperback / Code...DDSPP6 / $19.95

Implementation and Management of 
Performance Improvement Plans
Emphasizing group and organizational interventions

Robert Carleton

Here is an effective, step-by-step plan for improving performance
on a large-scale and getting the results and payoffs you desire. If
you have a group, a group of groups or an entire organization that
needs an intervention, you’ll find this book invaluable. 

ISBN: 978-1-59996-188-0
215 pp / Paperback / Code...DDSPP5 / $39.95   
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Managing Information and Human 
Performance
Strategies and methods for knowing your workforce and 
organization

Gary English, Ph.D.

Good information is essential if managers are to manage well. Yet,
too often, the right information does not get to the right place in
the right form at the right time. That’s because information often is
spread throughout the organization—and hidden from manage-
ment. This book will change all that. Learn how to establish a sys-
tem that enables you to gather, process and make available internal
information in your organization quickly, easily and inexpensively.

ISBN: 978-0-87425-749-6
160 pp / Paperback / Code...MIHP / $29.95

The Art of Performance Feedback
Stephen Sampson

You probably know the points you want to get across when giving
employees feedback. But you may be unsure of exactly how to get
the points across effectively, without causing damage.  This book
puts all the tools you need at your fingertips with ready-to-use
nonverbal and verbal techniques, words and phrases, and even a
practical framework for structuring the conversation.

ISBN: 978-1-59996-256-6
48 pp / Spiral bound / Code...APF / $14.95 

Performance Analysis 
Knowing wat to do and how

Dale Brethrower

In Performance Analysis: Knowing What to Do and How, Dr. Dale
Brethower takes a fresh look at finding out what will work to
change and improve performance. The book presents a systems
thinking approach to improving performance and contains tools for
creating interventions that will be implemented, will have a favor-
able impact and can be maintained and continually improved.

ISBN: 978-1-59996-054-8
198 pp / Paperback / Code...DDSPP2 / $19.95

The Manager’s Pocket Guide to 
Documenting Employee Performance
Terry L. Fitzwater

This step-by-step guide will help you document and change 
unwanted work behaviors before they become issues leading to 
termination. It is presented in a format that is easy to understand
and apply. The guide presents specific measures for accurate per-
formance documentation that will protect your organization
against discharge litigation.

ISBN: 978-0-87425-447-1
128 pp / Paperback / Code...MPGDE / $14.95

Performance by Design
The sstematic selection, design, and development of 
performance technologies

Richard F. Gerson

This book’s unique performance by design approach and frame-
work will systematically walk you through the processes, proce-
dures, tools and techniques that are most valuable in creating
performance systems that achieve results. The book comes with a
variety of aids that will help you grasp the material—including
real-world examples, numerous figures and charts and a glossary
of key terms.

ISBN: 978-0-87425-949-0
192 pp / Paperback / Code...DDSPP3 / $19.95

The Manager’s Pocket Guide to 
Motivating Employees
Shawn Doyle

This practical guide concisely outlines the steps to creating and
maintaining a fun, energized, and highly motivating work environ-
ment where employees want to work and stay. Motivation tech-
niques are made simple and direct in this focused guide for
managers and leaders.

ISBN: 978-0-87425-846-2
128 pp / Paperback / Code...MPGME / $14.95

Situational Performance Improvement
A systematic approach for taking your company to the top

David Kalamas & Joan Kalamas

Any organization—whether large or small—will greatly benefit
from the practical performance improvement model found in 
Situational Performance Improvement. It is planned, proactive, fully
integrated—and takes full advantage of resources already avail-
able in your organization.

ISBN: 978-0-87425-872-1
200 pp / Paperback / Code...SPI / $24.95

The Manager’s Pocket Guide to 
Performance Management
Sharon Fisher

The Manager’s Pocket Guide to Performance Management clearly
spells out the specific steps a manager can take to ensure improved
performance in any work unit. Investing in workforce development
may be the most important strategic decision any manager can
make.

ISBN: 978-0-87425-419-8
128 pp / Paperback / Code...MPGPM / $14.95
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The Manager's Pocket Guide to 
Behavioral Economics
Richard Brynteson

Behavioral economics is the study of cognitive, emotional and so-
cial forces on decision-making. It is a multi-faceted lens through
which you can look at your own behavior and that of your employ-
ees. Ultimately, behavioral economics invites us to look at ourselves
and others, and laugh. 

ISBN: 978-1-61014-257-1
138 pp  / Paperback / Code...MPGBE / $14.95

The Manager’s Guide to 
Intellectual Property
Jeffrey Sheldon

Written by respected intellectual property lawyer Jeffrey Sheldon,
The Manager’s Guide to Intellectual Property is designed to help
business executives and entrepreneurs understand the  basics con-
cepts of intellectual property and know when to call in the intellec-
tual property attorneys to assist

ISBN: 978-1-61014-291-5
140 pp / Paperback / Code...MGIP / $14.95

The HPT Human Perormance Technology
in Action Series
The series is practical, current, and most importantly, will enable
the delivery of measurable performance improvement across the
organizational spectrum. Industry professionals and reviewers
alike agree on the wisdom, benefits, and essential requirement
for Mega Thinking and Mega Planning...and the rest of the world
is now catching on. 

Complete set of all 6 titles /  Code...DDSPK / $99.95
(see page 58 for full details)

Creating the Exceptional Team
Patrick Sanaghan and Kimberly Eberbach

This practitioner's guide is packed with processes, designs, tools,
and models, a diagnostic instrument and good old fashioned advice
from two leadership experts.

ISBN: 978-1-61014-306-6
104 pp / Paperback / Code...CTET/ $29.95

The HR Skills Series
How can you plan for and manage changes in such areas as con-
sumer demand, workforce turnover, production, and performance
standards?

This HR Skills Series has been designed to serve as a handy infor-
mational resource on a variety of topics managers deal with on a
daily basis.

Complete set of all 8 titles / Code...HRSPACK / $99.00
(see page 54 for full details)

The Performance Measurement, 
Management, and Appraisal Sourcebook
Craig Schneier, Ed.

This sourcebook provides complete coverage from today’s most 
authoritative experts on performance management. Information
and articles are organized to make it easy for you to find answers to
the specific issues you are investigating. Performance management
strategy and perspective on performance management as a culture
change mechanism is provided.

ISBN: 978-0-87425-265-1
650 pp / Paperback / Code...PMMA / $59.95

The Guide to National Professional 
Certification Programs, 3rd Edition
Philip Harris

The job market continues to change. Highly skilled and specialized
workers are in demand. Traditional education cannot meet all the
needs to create specialty skill workers. Certification provides up-
to-date training and development while promoting individual or
professional skills and knowledge in a focused manner. Certifica-
tion as a way of continuing professional eduction can also be more
cost effective. 

ISBN: 978-0-87425-632-1
400 pp / 3-ring binder / Code...GTNP3 / $99.95 

The Manager’s Pocket Guide to 
Emotional Intelligence
Emily A. Sterrett, Ph.D.

This guide covers the critical emotional qualities that can have a
greater impact on success than general intellectual intelligence. 
Includes best practices on how to enhance self-confidence, empathy,
self-control, and other important emotional competencies.

ISBN: 978-0-87425-599-7
140 pp / Paperback / Code...MPGEI / $14.95
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Write Type
Personality types and writing styles

Stephen D. Gladis

Based on individual personality styles, it provides new strategies
for the four basic types of writers: the correspondent, the technical
writer, the creative writer, and the analytical writer. Each person fits
into one of these well defined types of writing styles, and once
readers learn their writing personality types, the book guides them
through the writing process. 

ISBN: 978-0-87425-221-7
144 pp / Paperback / Code...WT / $15.00

The Manager’s Pocket Guide to Creativity
Alexander Hiam

Use this guide to unleash the creative potential in others by 
understanding the key enablers and barriers to creativity. Directed
creativity is possibly the most important problem solving skill.
You’ll learn how the elements of creative thinking, the methods
that help us get “un-stuck”, can themselves be creative. What 
better way to drive home the power of the creative thought process
than to go out on a limb and be creative about creativity!

ISBN: 978-0-87425-436-5
180 pp / Paperback / Code...MPGC / $14.95

FRAMED!
Solve an intriguing mystery and master how to 
make smart choices

Dr. Hari Singh Phd.

In this unique book, Dr. Hari Singh, a noted business professor uses
an engrossing fictional setting to make the concepts of decision-
making interesting and easy-to-absorb. The book consists of 20
chapters in which a murder mystery unfolds. You will learn the 
importance of using both your mind and your heart (or intuition) in
making decisions.

ISBN: 978-0-87425-873-8
280 pp / Paperback / Code...FRAME / $24.95

Physics and the New Economy 
Thomas S. Kakovitch

In this groundbreaking title Kakovitch proposes that physics/nature
demands the attention of economics and that the concept of
 economic production must be expanded to include the invisible
 dimensions of the economic process. In this new physical economy,
efficiency must focus not only on the processing of resources and
energy inputs, but also on processing efficiency of the invisible
 productivity loss associated with undesired output  “sinks.”

ISBN: 978-1-61014-305-10
80pp / Paperback / Code...PNE / $24.95

Front Line Guide to Thinking Clearly 
A readable, engaging guide everyone can use to improve
their thinking skills 

Dr. Woodrow Sears

The Front Line Guide to Thinking Clearly is one of the few books to
introduce the concept of clear thinking in a way people can under-
stand and do it. The book focuses on thinking clearly along with
solving problems and making decisions three managerial compe-
tencies needed for success in an increasingly complex business en-
vironment. Everyone can learn to think clearly.

ISBN: 978-0-87425-938-4
122 pp / Paperback / Code...FLGTC / $14.95

Collegium
A Novel of the Fifth Force

Thomas S. Kakovitch

Humans have evolved from animals to theoreticians. No other
species has accomplished so much in such a short time. We are
 innovative. We adapt. We change. One fundamental belief is that
there was an original message in the universe – the first set of
 information released in nature. What hidden information did the
first message contain? Could the primordial sets of information have
physical characteristics? Could it be a force? 

ISBN: 978-1-61014-289-2
90 pp / Paperback / Code...CANTFF / $12.95 

Polarity Management
Identifying and Managing Unsolvable Problems

Barry Johnson, Ph.D.

Some complex problems simply do not have “solutions.”  The key to
being an effective leader is being able to recognize and manage
such problems. Polarity Management presents a unique model 
and set of principles that will challenge you to look at situations 
in new ways. Also included are exercises to strengthen your skills,
and case studies to help you begin applying the model to your own
unsolvable problems.

ISBN: 978-0-87425-176-0
288 pp / Paperback / Code...PM2 / $24.95

Anthropogenics
Thomas S. Kakovitch

In Anthropogenics, Thomas Kakovitch journeys into black holes,
quantum randomness, inferential dichotomy and a host of other
complexities of nature to answer fundamental questions. 

ISBN: 978-1-61014-295-3
74 pp / Paperback / Code...ANTHR / $24.95
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Selling the Moment
Turn routine interactions into memorable moments 
and more sales

Russ Crumley

Author Russ Crumley believes moment-based sales are dependent
on your ability to transform potentially routine sales interactions
into meaningful and memorable moments for the customer. Open
yourself up to the greater moment. Selling the Moment will provide
you with the tools, techniques and approaches to making more
sales, a way to make the sales process more meaningful and mem-
orable for you and your customers.

ISBN: 978-1-59996-137-8
106 pp / Paperback / Code...SMOMT / $14.95

Fieldbook of Team Interventions
A step by step guide to high to performance teams

C. Eggleton & J. Rice

This collection of short team training interventions addresses team
development in these areas: Goals, Roles, Relationships, and
Processes. Each workshop includes lesson scripts, flowcharts, and
reproducible masters. This easy-to-use resource is focused, effec-
tive, and provides exactly what is needed for developing any team. 

ISBN: 978-0-87425-325-2
450 pp / 3-ring binder / Code...FTI / $59.95   

The Everyday Negotiator
50 practical tactics for work and life

Michael R. Carrell & Christina Heavrin

Never again pay the sticker price, accept what is given or engage in
an unproductive argument — when you could negotiate the out-
come you really want. This book will teach you negotiation skills
that apply to nearly every aspect of life and work. Negotiation is
the ultimate “life skill”.

ISBN: 978-0-87425-798-4
250 pp / Paperback / Code...PTNN / $24.95

The Negotiator in You
Tips to help you get the most out of every interaction

Joshua N. Weiss, Ph.D.

The Negotiator in You is an introduction to negotiation specifically
for people who don’t tend to view themselves as negotiators. In
this original title, Dr. Weiss gives us the tools to enter into a
 myriad of negotiations with confidence in the workplace, at home
and in  life.

ISBN: 978-1-61014-301-1
114 pp / Paperback / Code...NIY / $19.95

The Negotiation Sourcebook, 2nd Edition 
Ira Asherman & Sandy Asherman

This sourcebook has a wealth of information and articles on 
successful negotiating strategies in a wide range of applications. 
Important tips include how to negotiate with someone who is not
adopting a collaborative/problem-solving style. Because we do not
negotiate in a vacuum but within the context of a relationship,
each of these articles leans towards the problem-solving or collab-
orative approach.

ISBN: 978-0-87425-604-8
512 pp / Paperback / Code...NS2 / $49.95

Successful Team Building
20 tips, tools, and exercises

Glenn Parker

In this easy-to-use manual, team building expert and author Glenn
Parker shows you how to successfully conduct team building when
team building is called for. As with the other books in this series,
this is accomplished through the use of assessments, activities and
exercises.

ISBN: 978-1-59996-225-2
44 pp / Paperback / Code...PTSTB / $9.95

The Manager’s Pocket Guide to 
Preventing Sexual Harassment
Terry L. Fitzwater

The Manager’s Pocket Guide to Preventing Sexual Harassment
approaches the issue globally, from creating policy statements on
sexual harassment and conducting employee audits to determining
vulnerabilities (and appropriate cures), to the five A’s of under-
standing, to handling and dealing with stereotypes and biases.

ISBN: 978-0-87425-450-1
140 pp / Paperback / Code...MPGSH / $14.95

Team Communications
20 essential aids

Glenn Parker

One of the first things to go on a team is communication. When
members fail to communicate with each other, and the team fails to
communicate with stakeholders, you’ve got problems. Learn how to
identify the sources of communication breakdown, admit there is a
problem, send effective messages, be an active listener, get good
communication going by asking questions, set ground rules for 
effective communication, and more.

ISBN: 978-1-59996-194-1
43 pp / Paperback / Code...PTCOMM / $9.95   
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Team Empowerment
20 ways to get there

Glenn Parker

In Volume VI of The Parker Team Series, Team Empowerment: 20
Ways to Get There, author Glenn Parker explains the ins-and-outs of
what exactly an empowered team is or is not, the risks and benefits
of empowered teams, and how to build and maintain an empow-
ered team.

ISBN: 978-1-59996-200-9
39 pp / Paperback / Code...PTTE / $9.95   

The Manager’s Pocket Guide to
Team Sponsorship
Sara Pope

Ideal for team leaders or managers who must form and manage
teams, this guide provides helpful guidelines for turning the princi-
ples of team management into day-to-day actions. Covers steps in
forming and managing natural, ad-hoc, and standing teams.

ISBN: 978-0-87425-421-1
128 pp / Paperback / Code...MPGTS / $14.95

Team Rewards 
20 real life lessons

Glenn Parker

You may know how to form, train, develop and facilitate teams. But
do you know how to reward them? Experts in developing rewards
and recognition programs agree: One size does not fit all. The key is
knowing which type of plan or combination of plans will work in
your situation. And this book, from The Parker Team Series, will
help you make that determination. 

ISBN: 978-1-59996-206-1
29 pp / Paperback / Code...PTTREW / $9.95

101 Leadership Actions for 
Creating and Managing Virtual Teams   
Ollie Malone

These 101 actions will help you manage, lead, or participate in a
virtual team; whatever your role you will gain ideas, practices, and
suggestions that will enable you to be more successful. From strat-
egy and structure to technology and systems, it’s all here!

ISBN: 978-0-87425-810-3
128 pp/ Paperback/ Code...101CMT / $14.95

Team Trust  
20 trustworthy tips

Glenn Parker

When there is not a high level of trust among team members, com-
munication is guarded, the climate is tense, meetings are stiff and
formal, and the team goes nowhere. But when trust increases, so
do performance and results. This concise book, from The Parker
Team Series, tackles this often-ignored subject and is exactly what
leaders need to build a team of employees who trust each other
and their leader.  

ISBN: 978-1-59996-205-4
33 pp / Paperback / Code...PTTRST / $9.95

Creating a Positive Team Climate
20 practical ideas

Glenn Parker

In Volume IV of the Parker Team Series, Creating a Positive Team 
Climate: 20 Practical Ideas, author Glenn Parker shows how to 
evaluate and rehabilitate your team for outstanding results. This
manual is chock full of practical advice, not theory; use it from the
moment you open it up!

ISBN: 978-1-59996-183-5
39 pp / Paperback / Code...PTTC / $9.95   

Teamwork
20 steps to success

Glenn Parker

This quick, easy-to-read title is full of the information required to
conduct teams in a more effective manner, including job aids and
assessments. Teamwork: 20 Steps to Success is the perfect primer 
for any type of team, from on-site, existing teams to brand-new,
cross-functional teams.

ISBN: 978-1-59996-171-2
46 pp / Paperback / Code...PTW / $9.95   

Team Leader Workbook
Work your way through this book and grow in every way
as a team leader

Sara Pope

This book walks you step-by-step through the exciting and chal-
lenging world of team leadership. Designed for new and veteran
team leaders, the Team Leader Workbook is chock-full of skill-build-
ing exercises to help you determine team training needs, write
agendas, get input through brainstorming, bring conflict to the 
surface, agree on solutions and more. Also covered are the types 
of meetings, teams, and team roles. 

ISBN: 978-1-59996-133-0
170 pp / Paperback / Code...TLW / $39.95
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Team Leadership
20 proven tools for success

Glenn Parker

In Volume III of The Parker Team Series we learn what effective
leadership is. Some universal truths cut across all types of teams;
Effective leaders have a clear vision and are able to communicate
that vision; They develop a sense of urgency about the team’s work,
involve team members in goal-setting and decision-making, and
foster a climate of openness and honesty. People want to work
with them.

ISBN: 978-1-59996-182-8
42 pp / Paperback / Code...PTTL / $9.95   

ASTD Reference Guide to Working, 
Learning, and Performance
Present and future roles and competencies

William J. Rothwell & Henry J. Sredl

The ASTD Reference Guide is intended to provide a context for the
Workplace Learning and Performance (WLP) field, to expand on the
roles and competencies described in ASTD Models for Workplace
Learning and Performance, and to provide readers with the 
resources for enacting those roles and demonstrating those 
competencies.

ISBN: 978-0-87425-177-7
1,200 pp / Hardcover, 2 Volumes / Code...ARGS3 / $89.95

101 Games for Trainers
A collection of the best training activities from Bob Pike!

Bob Pike with Christopher Busse

This classic from Bob Pike contains 101 mind stimulating game ac-
tivities from the Creative Training Techniques Newsletter. These fast
action games can be quickly and easily launched with any size
group. Each game lists training objective, time, materials required
and “The Exercise in Action”.

ISBN: 978-0-943210-38-4
120 pp / Paperback / Code...101GT / $24.95

Be a Star Facilitator or Presenter 
of Training
A performance supported handbook

Stella Cowan

This book is a treasure trove of information for those who facilitate
or present training and want to become stars. Learn how to unleash
the very powerful experience of learning for each participant in the
room. Includes 23 performance-support tools checklists, tip sheets
and self-instruments to not only improve your skills and transform
you into a star. 

ISBN: 978-0-87425-929-2
74 pp / Paperback / Code...BASF / $19.95

101 More Games for Trainers
Bob Pike with Christopher Busse

101 more and better games from Bob Pike. This volume includes 
26 openers, 32 energizers, 15 games that improve communication,
25 team building games, and games that address resistance to
change, trainer training, diversity, conflict customer service, and
much more.

ISBN: 978-0-943210-44-5
120 pp / Paperback / Code...101MG / $24.95   

Creative Training Techniques Handbook,
3rd Edition
Tips, tactics and how-tos for delivering effective training

Robert W. Pike 

This key resource for all training professionals has been carefully 
revised and updated. The focus is on delivering results, not just
training. All the basics are covered, including how to tap into learn-
ers motivation, customizing for your audience, great presentation
techniques, and creative activities that you can use. Techniques 
include instrumented learning, participant centered techniques,
classroom management and the myths and methods of e-learning.

ISBN: 978-0-87425-723-6
328 pp / Hardcover / Code...CTTH3 / $49.95

Front Line Guide to High Perfomance Teams
A wealth of topics appropriate for anyone beginning the
process of team building

Dr. Woodrow Sears

In Front Line Guide to Building High Performance Teams, you will
learn there is a time and place for team building and there are
times when money spent on team building is wasted. This guide
points out the differences and suggests strategies to improve the
collective performance. This book is based on extensive research
into competencies associated with successful team building and
will empower you to make a positive difference.

ISBN: 978-0-87425-939-1
132 PP / Paperback / Code...FLGTB / $14.95  

Flip Chart Magic!
Dave Arch & Ivar Torgrimson 

Flip Chart Magic takes you step-by-step through the process of
building and using effective flip charts in training sessions. Divided
into three sections with coded pages (Need to Know / Nice to Know /
Where to Find). Flip Chart Magic is literally “A Seminar in a Book!”
The front half of the book is a more basic course and the back half of
the book is a more advanced course on the subject of effective flip
chart use. 

ISBN: 978-0-87425-507-2
150 pp / Paperback / Code...FCM / $39.95
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Humor Works
John Morreall, Ph.D.

Increased productivity; high morale; effective change manage-
ment; reduced workplace conflict, stress, and burnout — these
aren’t laughing matters — or are they? Most business leaders
today completely overlook one of the most valuable tools available
to them: humor.

ISBN: 978-0-87425-400-6
280 pp / Paperback / Code...HMW / $34.95

Terrific Training Materials
High impact graphic designs

Darlene Frank

Terrific Training Materials includes 34 ready-to-use graphic design
layouts to improve the graphical presentation of training, job aids,
and handouts. It’s not just what you say, it’s how you say it and TTM
uses professional graphic design principles to ensure your presenta-
tion materials can have the most positive impact possible. 

ISBN: 978-0-87425-315-3
200 pp / Paperback / Code...TTM / $39.95

Job Aids for Everyone
A step-by-step guide to creating job and task aids

Charlotte Long

This self-study guide will show you how to create checklists, lists of
steps, forms, worksheets, decision tables, flowcharts all kinds of
task aids to help employees take corrective action and perform
their jobs. A “must have” for any supervisor.

ISBN: 978-0-87425-791-5
100 pp / Paperback / Code...JAFE / $24.95

The Assessment Book
Applied strategic thinking and performance improvement
through self-assessments

Roger Kaufman, Ph.D.

This book contains seven self-assessments designed to help you 
define the issue of what to accomplish before deciding how to 
accomplish it. With these seven assessments, you can collect, 
analyze and interpret the data necessary to confirm your suspicions
before making recommendations. Each assessment uses a unique
dual response what is and what should be format with perform-
ance-related questions.

ISBN: 978-1-59996-128-6
130pp / Paperback / Code...THAB / $29.95

Small Group Facilitation
Improving Process and Performance in Groups and Teams

Judith Kolb

Small Group Facilitation presents a new, research-based framework
for facilitation along with plenty of how-tos tools for putting into
action. Unlike other resources, it focuses on the importance of
group process. If you’re a veteran facilitator, you’ll gain tools for
perfecting your craft. If you’re a beginner, you’ll gain a clear
roadmap to success. 

ISBN: 978-1-59996-228-3
256 pp / Paperback / Code...SGF / $24.95 

The Manager’s Pocket Guide to Training
Quickly acquire the know-how to implement training
and get results 

Shawn Doyle

Learn everything you need to know as a leader about training —
and how to use it to get results. If you’re not satisfied with current
levels of performance and want to turn training into a major con-
tributor to the bottom line, this pocket-size guide will be invaluable

ISBN: 978-0-87425-925-4
92 pp / Paperback / Code...MPGTN / $14.95

Tales from the Front 
A collection of wisdom and insights from a veteran trainer

Bryan Kalies

Tales from the Front offers an engaging and insightful look at man-
agement training from the perspective of a veteran trainer. Author
Byron Kalies chronicles a year of training and real-life experiences
on the front lines with wisdom and realism that reads like a per-
sonal diary.

ISBN: 978-1-59996-150-7
162 pp / Paperback / Code...TFTF / $17.95

The New Field Book for Trainers
Tips, tools, and techniques

John Jones, Ph.D., William Bearley, Ed.D, Douglas Watsabaugh

This innovative book is a gold mine of field-tested principles, activi-
ties, instruments, and designs. The materials will help you produce
high impact training to support performance improvement initia-
tives for individuals and teams. Everything is reproducible and even
customizable using the word processing files provided on disk. More
than 60 tools, activities, and designs are included. 

ISBN: 978-0-87425-382-5
364 pp / 3-ring binder / Code...NFT / $89.95   
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The Quintessential Guide to 
Using Consultants
David Zahn

The Quintessential Guide to Using Consultants presents practical 
and clear guidelines for maximizing the results of the consulting
relationship through each step of the process. Thorough, straight-
forward and packed with real-world wisdom you’ll find priceless 
information inside on all aspects of selecting and working with 
a consultant. Features include key skills learning points, case 
examples, worksheets, checklists, and more.

ISBN: 978-0-87425-794-6
250 pp / Paperback / Code...ZGUC / $24.95

Addressing Domestic Violence 
in the Workplace
Johnny Lee

This timely book will help you recognize, respond to and prevent
domestic violence and reduce your direct liability as an employer.
Written by a domestic violence specialist, the book’s 10 chapters
provide valuable insight into the complexities of dealing with do-
mestic violence in business. With this book you can save valuable
employees from termination, and gain in return years of loyal and
dedicated service.  

ISBN: 978-0-87425-838-7
160 pp / Hardcover / Code...DVWP / $24.95

The Training Needs Analysis Toolkit,
2nd Edition
Sharon Bartrom

This all new second edition contains 22 reproducible instruments
and surveys for gathering information at all levels of your organiza-
tion. It includes proven techniques for transforming your data into
realistic training strategies and solutions.

ISBN: 978-0-87425-497-6
225 pp / Paperback w/CD / Code...TNAT2 / $59.95

Balancing Work and Family
A leader’s guide to managing the challenges of integrating
work and family  

Aline Masuda, Nuria Chinchilla, Mireia Las Heras

Here is a useful guide to help leaders implement country-sensitive
work-family policies and create family-responsible environments in
which employees can carry out their work and still be fully engaged
with their families. It brings together a diverse team and each chap-
ter presents an overview of the factors in a specific region impacting
work-family integration. 

ISBN: 978-1-59996-168-2
186 pp / Paperback / Code...BWF / $39.95   

The Training Trilogy, 3rd Edition
Conducting needs assessments, designing programs, 
and training skills 

Dick Leatherman

The goal of the newly revised and updated Training Trilogy, Third
Edition is to provide the classroom trainer with practical and real-
world ideas for designing and delivering training that meets the
real needs of participants and keeps them excited, engaged and
learning.

ISBN: 978-0-87425-935-3
382 pp / Paperback / Code...TT3 / $39.95

Fly Fit
Keep healthy while flying and lower your risk for blood clots

Maggie Melanson

Maggie Melanson wrote this book to educate others about the im-
portance of keeping active, fit, healthy and moving while traveling.
She introduces her Fly Fit program and the benefits of trying yoga
poses, resistance exercises, ballet stretches, aerobics and stress 
reduction techniques while seated on a plane or at the airport. 
In 10 chapters, she discusses all the details of in flight exercises and
the specifics of Why, When, Where, How, etc. 

ISBN: 978-1-59996-073-9
140 pp / Paperback / Code...FFIT / $10.95

The Training and Development 
Sourcebook, 2nd Edition
James Eicher

Included are 50 of the most important articles written by leading
practitioners in the training field. Also includes over 50 fully repro-
ducible training tools and instruments that will save you valuable
time in new program development and delivery

ISBN: 978-0-87425-247-7
600 pp / Paperback / Code...TDS2 / $49.95

Safety Puzzles for Healthcare
and Health Services
It’s unique!  It’s fun! Let the learning begin! 

Dr. Isabel Perry

Safety Puzzles for Healthcare and Health Services has the information
you are looking for in an easy to use format. You will find over 50
puzzles, word scrambles, and other games. There is sure to be a
game that fits the needs of everyone from the new employee to 
the master craftsman. A great resource to assist with training and
learning. 

ISBN: 978-1-59996-166-8
126 pp / Spiral bound / Code...SPHHS / $39.95
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Safety Puzzles for OSHA’s Top 10 Violations
Who said learning can’t be fun?

Dr. Isabel Perry

Safety Puzzles for OSHA’s Top 10 Violations has the information 
you are looking for in an easy to use format. You will find over 50
puzzles, word scrambles, and other games. There is sure to be a
game that fits the needs of everyone from the new employee to
the master craftsman. Enliven your safety program while reinforc-
ing solid safety principles.

ISBN: 978-1-59996-159-0
122 pages / Spiral bound / Code...SPOV / $39.95

The Process-Based Organization 
A natural organization strategy

Gustavo Crosetto

This book uses the story of a major organizational change project 
to provide a holistic view of the socio-technical systems operating
in organizations. The Process-Based Organization proposes the
team/work cell as the superior foundation for re-engineering the
modern organization.

ISBN: 978-0-87425-837-0
300 pp / Hardcover / Code...PBO / $29.95

Safety Puzzles for the Hospitality Industry
Isabel Perry

Use this book to reduce accidents, save lives and money, improve
morale and productivity all benefits of a solid safety program.
Whether its crossword puzzles, word searches, or shared pairs, you
can learn about safety and have fun doing it. You will find over 50
puzzles, word scrambles, and other games. There is sure to be a
game that fits the needs of everyone — from the new employee to
the master craftsman.

ISBN: 978-1-59996-170-5
126 pp / Spiral bound / Code...SPHI / $39.95

Fostering Employee Engagement
Practical Tools and Best Practice Techniques

Donna Dickson

Learn step-by-step how to create employees who are committed,
passionate, energetic, take initiative, put high levels of effort into
their jobs, and exceed expectations. Fostering Employee Engagement
has the answers along with practical tools and specific 
actions you can easily implement to engage your workforce. 

ISBN: 978-1-59996-231-3
186 pp / Code...FEE / Price $39.95 

Motivating a Multicultural Workforce
Jinsoo Terry

As a leader you must be an expert at managing and motivating
employees — and a whole lot more. Motivating a Multicultural
Workforce is your guide to understanding and addressing the 
needs and concerns of those who work for you — wherever they
are from — and maximizing their diverse talents. 

ISBN: 978-1-59996-227-6
161 pp / Paperback / Code...MMCW / $19.95

The Complete Guide to Wellness
Richard Bellingham, Ed.D.

The Complete Guide to Wellness is the culmination of over 20 years of
applied research in over 100 companies. The materials in this book
were first tested in hospital settings under physician supervision
and were later implemented in companies with leading behavioral
psychologists and organizational change experts. The Complete
Guide to Wellness includes all the reproducible materials you need 
to run either a self-study or group program on any of the topics 
covered.

600 pp / 3-ring binder / Code...CGW / $199.95

The Manager’s Pocket Guide to Diversity
Managing diversity just makes good business sense 

Dr. Edward E. Hubbard

This pocket guide will expose the business opportunity that under-
pins the support of diversity in today’s organizations. Learn how to
improve workplace productivity by bridging organization goals
with diversity imperatives in areas like recruitment, retention, team
building, and service.

ISBN: 978-0-87425-761-8
190 pp / Paperback / Code...MPGDM / $14.95

Life’s Journey
Find Your Place to Stand and Build the Right Future

Darryl Doane, Rose Sloat, David Doane 

To truly succeed in business and life, you need a plan and a process.
Life’s Journey guides you in developing both. It is packed full of 
practical ideas, tools, and action steps both individuals and organi-
zations need to take stock of where they currently are, set their
goals and priorities and achieve them. The book is organized into 
27 life units that represent the steps in your journey—values, part-
nerships, passion, creativity, dreams, confidence and 21 other areas. 

ISBN: 978-1-59996-253-5
212 pp / Paperback / Code...LJ / $24.95
ISBN: 978-1-59996-254-2
98 pp / Personal Journal / Code...LJPJ / $14.95
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The HR Skills
Series
By Peter Garber

The changes that today’s 
organizations are being forced to 
make to compete in the global
economy present a real chal-
lenge to managers, supervi-
sors, and HR professionals:  

How can you plan for and manage
changes in such areas as consumer demand, workforce
turnover, production, and performance standards?

This HR Skills Series has been designed to serve as a handy in-
formational resource on a variety of topics managers deal with
on a daily basis. Each book in the series contains background

information to help decision makers familiarize themselves
and their staff members with a broad topic before they make
recommendations or decisions that affect the organization’s
bottom line, short- and long-term. The books can be circulated
among various members of a team or department so that
everyone can quickly research and consider important options
before providing feedback, making recommendations, or 
taking action. They can also be used for training or general 
review of key management topics. 

Make sure everyone in the organization has access to the entire
HR Skills Series so they can meet HR challenges head-on.

Alternative Workforce Strategies
40 pp / Paperback / Code...HRSSAW / $12.95

Conducting Workplace Investigations
56 pp / Paperback / Code...HRSSCWI / $12.95  

Downsizing
40 pp / Paperback / Code...HRSSDO / $12.95

The Ethical Dilemma
38 pp / Paperback / Code...HRSSED / $12.95

Legendary Leadership
38 pp / Paperback / Code...HRSSLL / $12.95

Performance Feedback
50 pp / Paperback / Code...HRSSPM / $12.95

Retention
50 pp / Paperback / Code...HRSSR / $12.95

Terminations
52 pp / Paperback / Code...HRSSTER / $12.95   

Parker Team Series
By Glenn Parker

If you’re trying to figure out how to get more out of the team
you’re responsible for managing – and these days, who isn’t? –
help is on the way. 

This series of brief, how-to booklets is full of insights and skills
for team leaders and managers who want to improve their
overall teambuilding skills. Here you will find the most 
important aspects of teamwork covered concisely and 
thoroughly: Meetings, leadership, climate, conflict, rewards
and recognition and teambuilding. Each booklet is to the point
but is jam-packed with clear explanations, useful exercises,
meaningful vignettes and solid examples of the total team
process. 

The booklets appeal to both newcomers and veterans. 
And the knowledge can be applied to any type of team – 
including on-site teams, new and existing teams and cross-
functional teams.  

When it comes to team training, Glenn Parker is truly the best
in the business. His many hands-on years of building and 
sustaining teamwork and writing best-selling books on team-
work are evident in these pages. Even if you’ve been involved 
in teamwork for decades, you’ll still find many new and fresh
ideas and approaches you can apply immediately. 

Building Relationships for Team Success
32 pp / Paperback / Code... PTBRT / $9.95  

Creating a Positive Team Climate
39 pp / Paperback / Code...PTTC / $9.95   

Effective Meetings
71 pp / Paperback / Code...PTEM / $9.95

Successful Team Building
44 pp / Paperback / Code...PTSTB / $9.95

Team Communications
43 pp / Paperback / Code...PTCOMM / $9.95  

Team Empowerment
39 pp / Paperback / Code...PTTE / $9.95

Team Leadership
42 pp / Paperback / Code...PTTL / $9.95

Team Rewards
29 pp / Paperback / Code...PTTREW / $9.95

Team Trust  
33 pp / Paperback / Code...PTTRST / $9.95

Teamwork
46 pp / Paperback / Code...PTW / $9.95

Quick-read booklets to help you improve your teambuilding skills

Parker Team Series / The HR Skills Series

Order the Complete Set of All 10
Code…PTPACK / $75.00

Order the Complete Set of All 8
Code…HRSSPACK / $99.00
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Product Series from HRD Press

The Manager’s 
Pocket Guide Series

The Manager’s Pocket Guide to Creativity
180 pp / Paperback / Code…MPGC/ $14.95

The Manager’s Pocket Guide to Corporate 
Culture Change
190 pp / Paperback / Code...MPGCC / $14.95

The Manager’s Pocket Guide to Career Skills 
for the New Economy
135 pp / Paperback / Code…MPGCS / $14.95

The Manager’s Pocket Guide to Dealing 
with Conflict
128 pp / Paperback / Code…MPGDC / $14.95

The Manager’s Pocket Guide to 
Documenting Employee Performance
187 pp / Paperback / Code…MPGDE / $14.95

The Manager's Pocket Guide to Downsizing
with Confidence
130 pp / Code...MPGDOW / $14.95

The Manager’s Pocket Guide to 
Diversity Management
190 pp / Paperback / Code…MPGDM / $14.95

The Manager’s Pocket Guide to 
e-Communication
140 pp / Paperback / Code…MPGEC / $14.95

The Manager’s Pocket Guide to 
Emotional Intelligence
140 pp / Paperback / Code…MPGEI / $14.95

The Manager’s Pocket Guide 
to Effective Meetings
188 pp / Paperback / Code…MPGEM / $14.95

The Manager’s Pocket Guide 
to Employee Relations
128 pp / Paperback / Code…MPGER / $14.95

The Manager’s Pocket Guide 
to Effective Writing
128 pp / Paperback / Code...MPGEW / $14.95

The Manager's Pocket Guide to Generation X
102 pp / Paperback / Code...MPGGX / $14.95

The Manager’s Pocket Guide to Influencing 
with Integrity
160 pp / Paperback / Code…MPGIP / $14.95

The Manager's Pocket Guide to Innovation
166 pp / Paperback / Code...MPGINN / $14.95   

The Manager’s Pocket Guide to Knowledge
Management
114 pp / Paperback / Code...MPGKM / $14.95

The Manager’s Pocket Guide to Organizational
Learning
143 pp / Paperback / Code…MPGLO / $14.95

The Manager’s Pocket Guide to 
Leadership Skills
200 pp / Paperback / Code…MPGLS / $14.95

The Manager’s Pocket Guide 
to Effective Mentoring
111 pp / Paperback / Code…MPGM / $14.95

The Manager’s Pocket Guide to Motivating 
Employees
128 pp / Paperback / Code…MPGME / $14.95

The Manager’s Pocket Guide to Mega Thinking
and Planning
206 pp / Paperback / Code…MPGMTP/ $14.95

The Manager’s Pocket Guide to Performance
Management
128 pp / Paperback / Code…MPGPM / $14.95

The Manager’s Pocket Guide to 
Public Presentations
128 pp / Paperback / Code…MPGPP / $14.95

The Manager’s Pocket Guide to Project 
Management
140 pp / Paperback / Code…MPGPR / $14.95

The Manager’s Pocket Guide to Recruiting 
the Workforce of the Future
105 pp / Paperback / Code…MPGR2 / $14.95

The Manager’s Pocket Guide to Preventing 
Sexual Harassment
140 pp / Paperback / Code…MPGSH / $14.95

The Manager’s Pocket Guide to Social Media
192pp / Paperback / Code…MPGSM / $14.95

The Manager’s Pocket Guide to 
Spiritual Leadership
144 pp / Paperback / Code…MPGSL / $14.95

The Manager’s Pocket Guide to Business 
and Strategic Planning
283 pp / Paperback / Code…MPGSP / $14.95

The Manager’s Pocket Guide to 
Systems Thinking
200 pp / Paperback / Code…MPGST / $14.95

The Manager’s Pocket Guide to Training
Paperback / Code…MPGTN / $14.95

The Manager’s Pocket Guide to Hiring 
Top Performers
180 pp / Paperback / Code…MPGTP / $14.95

The Manager’s Pocket Guide to 
Team Sponsorship
128 pp / Paperback / Code…MPGTS / $14.95

The Manager’s Pocket Guide to Virtual Teams
136 pp / Paperback / Code…MPGVT / $14.95

The Manager’s Pocket Guide to Workplace
Coaching
140 pp / Paperback / Code…MPGWC / $14.95

The Manager’s Pocket Guide to Using 
Consultants
140 pp / Paperback / Code…MPGUC / $14.95

Managing the Generation Mix, 
2nd Edition
266 pp / Paperback / Code...MGENM2 / $14.95

Managing Anger in the Workplace
158 pp / Paperback / Code...MAIW / $14.95

Managing Generation Y
105 pp / Paperback / Code...MGY / $14.95

Performance Under Pressure
160 pp / Paperback / Code...PUP / $14.95

Order the Complete Set — 
One of Each
Code…MGSAMP / $300

The Manager’s Pocket Guide Series
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Leadership Lessons Series / Front Line Guides

The Front Line Guides
for Management and 
Supervision 

By Dr. Woodrow Sears

A must read for every manager. These easy-to-read, real-world books explain just how to
fine-tune your management skills and improve performance without having to wade
through a lot of tedious theories and non essential information. The practices described
really work. Tested in more than 200 companies, large and small, government agencies, 
military and police organizations, and self-employed professionals these techniques for 
resolving organizational conflicts have helped thousands of managers solve problems, 
develop employees, and enhance their personal effectiveness. 

The Front Line Guide to Communicating with Employees 
136pp / Code…FLGCOMM / $14.95

The Front Line Guide to Mastering the Manager’s Job 
124pp / Code…FLGMMJ / $14.95

The Front Line Guide to Creating a Winning 
Management Style 
128pp / Code…FLGMS / $14.95 

The Front Line Guide to Thinking Clearly 
122pp / Code…FLGTC / $14.95 

The Front Line Guide to Building High-Performance Teams 
132pp / Code…FLGTB / $14.95

Front Line Guide Complete Set — Code…FLGPK / $59.95

The 
Leadership
Lessons from
Life Series
By Peter Garber

The most important and significant things we learn about life are usually basic and
fundamental lessons taught to us early on—lessons that we might have forgotten about, 
overlooked, or simply taken for granted. Even the most complicated leadership theory has as its
source something we were taught when we were young. The Leadership Lessons from Life Series 
is designed to remind us of this wisdom and help us apply it to our efforts to become better, more
effective leaders. 

Each book in the series is devoted to exploring what we learn from significant people or events in
our lives as it relates to our professional endeavors. Even the most challenging leadership and
management situations can be changed for the better as a result of insights coming from unex-
pected sources. As you read each book, you will have a new appreciation for this simple wisdom
and find new ways to apply the fundamental principles to your professional life and responsibilities. 

Leadership Lessons from Dad
80 pp /Paperback / Code...LLD / $9.95

Leadership Lessons from the Game of Golf
80 pp / Paperback / Code...LLGG / $9.95

Leadership Lessons from Mom
80 pp / Paperback / Code...LLM / $9.95

Leadership Lessons from Professional Football
96 pp / Paperback / Code...LLPF / $9.95
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101 Leadership Actions Series
By Ollie Malone

Upgrade your leadership skills quickly and easily, and produce results in your organization
with a lot less effort. Each book in this collection focuses on a specific area of leadership and
managerial effectiveness and offers 101 actions you can accomplish today to improve your
impact. For managers, supervisors and busy professionals on the go, the books in this series
“cut to the chase” and give you easy to implement best practices you can learn and do in 
minutes instead of hours.

101 Leadership Actions for Effective Presentations
100 pp / Paperback / Code...101EP / $14.95

101 Leadership Actions for Managing Change 
in the 21st Century
140 pp / Paperback / Code...101LAMC / $14.95

101 Leadership Actions for Performance Management
100 pp / Paperback / Code...101ME / $14.95

101 Leadership Actions for Creating and Managing Virtual Teams 
128 pp/ Paperback / Code...101CMT / $14.95

The Social Intelligence Skills Series
By Stephen Sampson, John Blakeman and Robert Carkhuff

This timely series is based upon 15 years of experience and
work of trainers and researchers in the field of criminal justice.
Each book is filled with the practical skills and actual tech-
niques and methods. The focus is on how to communicate and
get others to what is desired with minimal hassles. Examples
and techniques are based on the real world and can readily
be used as a part of a hands-on training program. The highly
successful intervention model is demonstrated through
 practical skill related exercises including — The Basics 
(sizing up skills), The Add-ons (communicating skills), and
The Applications (controlling skills). A worthwhile series for
any law enforcement or governmental organization. 

Social Intelligence Skills for Fire and Emergency Services 
174 pp / Paperback / Code ...SISFS / $14.95

Social Intelligence Skills for Sheriff’s Department 
Supervisors/Managers
120 pp / Paperback / Code ...SISSD / $14.95

Social Intelligence Skills for Government Supervisors/Managers
110 pp / Paperback / Code…SISGM / $14.95   •  Version with DVD / Code …SISGMD / $29.95

Social Intelligence Skills for Law Enforcement Officers
114 pp / Paperback / Code…SISLEO / $14.95 

Social Intelligence Skills for Law Enforcement Supervisors/Managers
118 pp / Paperback / Code…SISLEM / $14.95  •  Version with DVD / Code …SISLEMD / $29.95

Social Intelligence Skills for Correctional Supervisors/Managers
144 pp / Paperback / Code…SISCM / $14.95

Social Intelligence Skills for Correctional Officers
134 pp / Paperback / Code…SISCO / $14.95

Social Intelligence Skills / 101 Leadership Actions

Order the Complete Set of All 4 — Code…101SAMP / $39.95
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Human Performance in Action Series

The HPT–
Human Performance 
Technology in Action Series

The series is practical, current, and most importantly, will enable the delivery of measurable 
performance improvement across the organizational spectrum. Industry professionals and 
reviewers alike agree on the wisdom, benefits, and essential requirement for Mega Thinking
and Mega Planning...and the rest of the world is now catching on.

Each title stands alone but together, they provide the only integrated approach to Human 
Performance Technology available. Everything is provided within this collection for those 
interested in delivering successful results and payoffs....and it is based on solid foundations
of research, ethics, and proven concepts. Each title directly relates to the 10 Standards of 
Performance Technology as pioneered by the International Society for Performance 
Improvement (ISPI).

Change, Choices and Consequences 
A Guide to Mega Thinking and Planning
By Roger Kaufman, Ph.D., CPT
204 pp / Code...DDSPP1 / $19.95 

Performance Analysis 
Knowing What to Do and How  
By Dale Brethower, Ph.D., CPT
198 pp / Code...DDSPP2 / $19.95 

Performance by Design
The Systematic Selection, Design, and Development of Performance Technologies
that Produce Useful Results 
By Ryan Watkins, Ph.D.
192 pp / Code...DDSPP3 / $19.95

Achieving High Performance
A Research Based Practical Approach
By Richard F. Gerson, Ph.D.
152 pp / Code ...DDSPP4 / $19.95

Implementation and Management of Performance 
Improvement Plans
Emphasizing group and organizational interventions
By Robert Carleton
215 pp / Paperback / Code...DDSPP5 / $19.95   

Evaluating Impact
Evaluation and Continual Improvement for Performance Improvement 
Practitioners  
By Ingrid Guerra-Lopez, Ph.D.
180 pp / Code...DDSPP6 / $19.95

A Defining Series in Business Management and Performance from an Exceptional Team
of Leading Educators and Performance Professionals 

Order the Complete Set of All 6 — Code…DDSPK / $99.95
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Portable Conference on Change
Management
Alexander Hiam

This workshop contains real world expertise and techniques for 
developing an organization wide ability to create and embrace 
fundamental change. It contains details you’ll need for planning a
major transition, diagnosing a specific problem, putting a presen-
tation or training session together, or just shopping for leading
edge practices to benchmark. It also offers a systematic method for
diagnosing your planning or implementation needs.

575 pp / 3-ring binder / Code...PCCM / $99.95

Coaching for Results Workshop
A skills-based workshop

Donna Berry, Charles Cadwell, Joe Fehrmann

This comprehensive new training program takes the approach that
coaching is a series of skills to be mastered. The 12 skill modules
can be facilitated individually or grouped in a flexible one day or
two and a half day workshop. Includes the 36-question Coaching
Skills Assessment Instrument.

Workshop / Code...CFR / $99.95
Participant Workbooks / Pack of 5 / Code...CFRPW / $74.75
Skills Assessments / Pack of 10 / Code...CFRCS / $29.50

Surviving Workplace Change
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training 
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation. Comes complete with 
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; 
Evaluations; Trainer’s Quick-Start; PowerPoint presentation; 
Pre-course assignment; Workshop outline; Lesson plans; 
Customization rights. Use this 2-day workshop to prepare your
managers and workforce for any meaningful change at the depart-
ment level or at the organization level.

Code...SWCCWD / $295

The Art of Helping 
Robert R. Carkhuff, Ph.D.

This program is credited with having helped over 1 million individu-
als to improve their skills. The Trainer’s Guide is designed to help
students make the transition from reading about helping skills in
The Art of Helping to practicing these skills. The complete program
includes The Art of Helping Text, Student Workbook, and Trainer’s
Guide with 12 vignettes demonstrating practical helping 
techniques.

Trainer’s Guide / Code...AH9T / $29.95
Workbooks /Code...AH9W / $19.95
Text / Code...AH9 / $39.95

Coaching Effectiveness Workshop 
Jon Warner

This one-day coaching workshop includes complete trainer notes, 
lesson plans, experiential activities, and a CD with PowerPoint® 
masters. Lessons include understanding your coaching style and
the coaching needs of others, setting the climate for coaching,
building the coaching relationship and encouraging communica-
tion and feedback.

Facilitator & Participant Guide / Code...COAEPIG /$149.95
Additional Participant Guide / Code...COAEPPW / $19.95

The Complete Mentoring Program
Motivate, develop & retain great managers!

Dr. Norman H. Cohen

This program provides all the tools you need to win the war for 
talent by establishing a system that nourishes high performers,
who, in turn will help develop the next generation. Individual 
components make it easy to breathe new life and effectiveness into
existing programs. In addition to the Becoming a Mentor DVD and
facilitation materials the program includes ten copies of Principles of
Adult Mentoring assessment, 10 Mentee’s Guide to Mentoring; 10
Mentoring Pocket Guides; 10 Guides to Mentee Planning; 1 Step-by-
Step Guide to Starting an Effective Mentoring Program; and 1 Assess-
ment of Organizational Readiness.  

The Complete Mentoring Program Code...CMP / $995.00

Becoming a Mentor Program 
Watch mentoring done right!

Dr. Norman H. Cohen

Use the Becoming a Mentor Workshop to build a succession strategy,
retain key workers and create a culture of inclusion anchored by
employee development. This workshop includes a DVD video;
demonstrating an essential mentor skill set. The leader’s guide with
CD containing PowerPoint® slides provides instructor lesson plans
with experiential activities to supplement video learning.

Facilitator Guide & DVD / 3-ring / Code...BAMD / $795.00
Additional Workbook / Code...BAMW / $39.95

Building Interpersonal Influence
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training pro-
gram that comes complete as Microsoft Word files, but can also be
edited to match your specific situation. Comes complete with 
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Evalu-
ations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
Building Interpersonal Influence is a comprehensive 2-day training
course exhibiting the highest standards of instructional design.

Code...BIICWD / $295
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Effective Listening Workshop
Human Technology Corporation

Effective Listening is a comprehensive training course in which 
participants will analyze a series of barriers to effective listening
and methods to successfully overcome them. This one-day work-
shop presents techniques for accurately interpreting both verbal
and nonverbal aspects of a message and is designed for all employ-
ees, managers, supervisors, and leaders.  

Code...EL / $495.00
Additional Participant Workbook / Code...ELP / $50.00

Transforming Workplace Conflict 
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training pro-
gram that comes complete as Microsoft Word files, but can also be
edited to match your specific situation. Comes complete with 
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Eval-
uations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
Transforming Workplace Conflict is a comprehensive 2-day trainer-
led curriculum where managers, supervisors, and team leaders will
learn to manage conflict by identifying conflicting personality
styles. 

Code...TWCCWD / $295

Interpersonal Skills for IT Professionals 
Sheila Thomas

Ready to use and loaded with enlightening exercises, the program
contains everything necessary to design and deliver two and one
half days of workshops by topic, all in one place — including 
objectives, timing issues, presentation methods, equipment and
supplies, and notes for the facilitator. The five sections are organ-
ized by exercises so that each successive exercise builds on skills
learned in earlier exercises, creating a seamless — and painless —
way for IT professionals to enhance their interpersonal skills. 

Instructor & Participant Guide / Code..IPSITF / $99.95  
Participant Guide / Code...IPSITP / $19.95

Customer Service Action Plan 
Sharon Wulf 

This easy-to-administer activity is ideal for training customer serv-
ice associates, call center managers, group leaders, internal staff,
project teams, and supervisors. The result will be renewed aware-
ness, better communication, improved focus, and practical action
plans to improve your internal and external customer service. Use
this 2 to 3 hour activity in workshops on: Customer Service; Team
Building; Change Management; Planning and Goal Setting.

Complete Package / Code...CSAP / $99.95
Participant Books / Pack of 5 / Code...CSAPP / $49.95

Dealing with Conflict: 
Conflict Resolution Styles DVD 
Turn conflict into opportunity!

Alexander Hiam

Most employees would agree they spend too much time dealing
with disagreements, differences, and other conflicts that arise in
the workplace. Conflict Resolution Styles drives home the message
that we usually can’t avoid or ignore these conflicts, but we can
learn how to deal with them.

22 Minute DVD, Leader Guide, Slideshow / Code...DCD / $195
Leader Guide & Instrument / Code...DCLG / $59.95
360 Degree Feedback / Pack of 5 / Code...DC360 / $74.75

Customer Service Training
How to create your own program

Nancy Friedman

Whether you’re a training professional or beginner, you will appreci-
ate the useful diagrams, articles, examples, key points, sample 
lesson plans, flip charts, and evaluation forms that are part of this
Instructor’s Guide for improving customer service.

Workshop / 139 pp / 3-ring binder / Code...CST / $99.95
DVD / 18 minutes / Code...CSTD / $395.00

Facing the Tiger Workshop DVD
John Schere & Mark Yeoell 

This interactive DVD training workshop can make a noticeable 
difference in the way people see and respond to conflicts. It has
helped thousands of people, and it can help you and your organiza-
tion experience the power and value of conflict utilization and how
to release the untapped potential present in every conflict!

2 DVDs / 5 Workbooks / Code...FTIG / $349.00
Additional Workbooks / Pack of 5 / Code...FTPW / $29.75

Service Pro: Better Faster Different 
Package w/DVD
Rick Tate

A comprehensive program targeting customer service INs and OUTs,
ideal for today’s competitive market. Program includes DVDs, 
stories, exercises, overheads, role-plays, and more for both man-
agers and service personnel. This hard-hitting one-day workshop
for service personnel provides both the why and the how of training
on key competencies. The Service Pro program consists of five basic
training modules and one supplementary module, along with a
step-by-step Facilitator’s Guide with instructions for running each
module. 

Code...SPBFPD / $495.00
Additional Workbooks / Pack of 5 / Code...SPBFPW / $74.75 
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Superior Client Service for 
Financial Institutions 
David Driskill

This complete training program makes it easy to teach any number
of employees the interpersonal communication skills needed to
create superior interactions with financial clients. While the 
materials focus on providing service by phone, many of the 
concepts translate readily into face-to-face interactions.

Trainers Package / Code...SCSCC / $399.95
Participant Book / Pack of 5 / Code...SCSPW / $49.95

Behavior Description Interviewing 
Use past behavior to hire for future performance!

Tom Janz & Greg Mooney

This guide enables the trainer to break a class of participants into
groups of 5 persons to optimally facilitate behavioral interview
practice and role play exercises. This 4-pack will facilitate a 
participant group of 20.

Trainer’s Package / Code...BDITP / $295.00
Additional Participant Package / Code...BDIPP / $49.95
Additional Interview Patterns / Pack of 10 / Code...BDIIP /
$39.50

Developing Employees
Courseware  
Human Technology Corporation

A customizable, interactive, experiential, soft skills training pro-
gram that comes complete as Microsoft Word files, but can also be
edited to match your specific situation. Comes complete with 
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Eval-
uations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
Use this comprehensive 2-day workshop to develop coaching skills
in managers and supervisors enabling them to build teams of 
autonomous, accountable and motivated employees who take 
responsibility for their self development.

Code...DECWD / $295

Service Pro: Service Leadership
Package w/DVD
Create an organization of  Service Pros and build a
competitive advantage!

Rick Tate

A comprehensive program targeting customer service INs and 
OUTs, ideal for today’s competitive market. Program includes DVDs,
stories, exercises, overheads, role-plays, and more for both man-
agers and service personnel. This one-day workshop for leaders is
absolutely essential for managers who must understand the big
picture and be able to align systems, support, and recognition to
make superior service a competitive strategy. 

Code...SPSLPD / $495.00
Additional Workbooks / Pack of 5 / Code...SPSLPW / $74.75

The Employee Development DVD Series 
Richard Leatherman 

10 separate DVDs with reproducible participant materials covering
10 essential employee competencies! This series of complete 
multimedia workshops will prepare your employees to meet the
demands of today’s workplace with skill and confidence. Each DVD
video module can be delivered in a freestanding, half-day work-
shop or as a self-study course.

Complete Set of all DVDs / Code...EDDVD / $500

Documenting Employee 
Performance Workshop
Terry L. Fitzwater

The workshop is packed with tips and strategies for giving 
feedback, using impact words, coaching for change, writing 
performance objectives, identifying and dealing with personality
types, identifying performance gaps, using the correct language
and formats for documentation, documenting expectations of 
employees, employee development, and much more.

116 pp / Includes Pocket Guide / Code...DEPW / $139.95

Orientation Express Manager’s Guide
A self-study course for onboarding new employees

Susan Robinson and Gayle Hopkins

Here’s a self-study program your managers, team leaders and 
mentors to new employees can use to get new hires off to a great
start, reduce anxiety, and create job satisfaction from day one. 
Unlike most orientations, the manager takes an active role in this
process. Use the program in a group or one-on-one for the most 
efficient and effective way to engage new employees and ensure
their success.  

Fully reproducible files on CD / Code...OEMGL / $149.95

Ethical Leadership for the 21st Century
Workshop DVD
Mary Marsh

This video-based training program dramatically demonstrates to all
leaders, managers, and supervisors the benefits of ethical behavior
and how to apply ethical principles in their roles. It is full of concrete
strategies participants can apply. Includes the video Ethics: Wrong or
Right, reproducible handouts, and self-study instructions.

Code...EL21D / $495.00
Additional Participant Books / Pack of 5 / Code ..EL21PB /
$49.75



Workshops / Human Resources – Leadership

62

Preventing Sexual Harassment
in the Workplace
Bette George

This workshop addresses a wide range of issues such as personal 
responsibility and proactive strategies. It explores the causes and
consequences of harassment. It provides the legal definition of 
harassment and gives advice on how to personally deal with an 
incident. Using case studies, group discussion, and participant 
audits, it provides an atmosphere of trust and safety for open 
communication.

300 pp / 3-ring binder / Code...PSHW / $125.00

Preparing the Future Leader Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training pro-
gram that comes complete as Microsoft Word files, but can also be
edited to match your specific situation.   Comes complete with 
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Eval-
uations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
Preparing the Future Leader is a comprehensive 2-day training
course exhibiting the highest standards of instructional design and
available only as a licensed curriculum.

Code...LQCWD / $295

Dynamic Leadership 
for the 21st Century DVD 
Leadership training to open minds to think out-of-the-box

Mary Marsh

A 22-minute DVD video anchors this leadership training that draws
on wisdom from Colin Powell, Theodore Roosevelt, and Peter
Drucker. The focus is on leading change. Participant materials,
handouts, and action plan are included.

22-minute DVD/ Leader & Participant / Code...DL21 / $795
Participant Booklets / Pack of 5 / Code...DL21PB / $49.75

Strategic Leadership Workshop: 
One-day Version
Alexander Hiam

The SLTi Assessment Facilitator’s Manual outlines flexible, stream-
lined training on SLTI concepts that begin with administering and
scoring the assessment and can include up to 7 hours of training
using up to 10 experiential exercises outlined and ready to deliver in
the Participant Coursebook.

Code...SLTIF /  Leader Guide & Coursebook / Slides / $79.95 
Additional Participant Coursebooks / Code...SLTICB / $10.00
18 minute DVD / Code...SLTD / $195.00 

Leadership Effectiveness Workshop
Teach the eight qualities the world’s finest leaders possess   

Jon Warner

This 2-day, interactive workshop is designed to help an organiza-
tion develop the leadership skills of its workforce. It includes the 8
core competencies assessed by the Leadership Effectiveness Profile:
Contextual Thinking, Creative Assimilation, People Enablement, 
Reciprocal Communication, Directional Clarity, Change Orchestra-
tion, Driving Persistence and Emotional Intelligence.

Facilitator & Participant Guide / Code...LEPIG / $149.95
Additional Participant Guides / Code...LEPPW / $19.95

Strategic Leadership Workshop: 
Three-day Version
Alexander Hiam

A comprehensive three-day curriculum designed to provide leaders
the experiential learning practice necessary to fully master the 
appropriate use of four leadership strategies: Relate, Coach, 
Delegate, Instruct.

Code...SLWIG /  Leader Guide & Coursebook / Slides / $250 
Additional Participant Guide / Code...SLWPC / $100.00
18 minute DVD / Code...SLTD / $195.00 

Motivating Employees DVD
Mary Marsh

In order for leaders to motivate their employees, they need to know
the underlying principles of motivation. This DVD-based workshop 
focuses on application and skill development. The 22-minute DVD is
supplemented by a participant course booklet, handouts, self-study
instructions, and an action worksheet. Teaches powerful motivational
principles from experts including Peter Drucker and John Kotter.

Facilitator & Participant Guides, DVD / Code..MEMD / $495.00
Participant Guides / Pack of 5 / Code...MEMPB / $49.75

Strategic Type Leadership Indicator 
Workshop DVD 
Alexander Hiam

Add to your Strategic Leadership training program with this great
new 18-minute DVD program. The DVD Leaders Guide enables an
instructor to administer and score the SLTI with a minimum of ex-
planation while still covering summary concepts and instructions
on scoring the self assessment. The video also summarizes key SLTi
concepts and assists participants in scoring. The DVD Leader’s Guide
comes with a short PowerPoint Slide presentation and prompts the
instructor (or) participant when to play the DVD with either the 
1-day or 3-day SLTi workshops.

Leader Guide, 18 Minute DVD & Slides / Code...SLTD / $195
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Using Adult Learning Principles 
Courseware
Sharon Fisher

A customizable, interactive, experiential, soft skills training pro-
gram that comes complete as Microsoft Word files, but can also be
edited to match your specific situation. Comes complete with 
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Eval-
uations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
A must for ensuring trainers are skilled in accommodating learning
styles and using the latest research on adult learning to make all
training more effective.

Code...UALCWD / $295

Managing to Excel:
Getting Unbiased Information w/DVD
Training House

This 1⁄2 day, trainer led workshop includes a leader’s guide, 
participant materials, DVD video footage, and PowerPoint® slides.
Managers will learn several important communication skills 
including: Applying the funnel technique to elicit information; 
interviewing skills; fact-finding skills; and using non-directive 
techniques to elicit hard-to-get information. 

Instructor Guide, DVD & Power Point / Code..EGUID2 / $500
Additional Participant Workbook / Code...EGUIW2 / $20.00

Decision Making and Planning Tools
Courseware 
Human Technology Corporation

A customizable, interactive, experiential, soft skills training pro-
gram that comes complete as Microsoft Word files, but can also be
edited to match your specific situation. Comes complete with 
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Eval-
uations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This is a comprehensive one-day workshop that enhances organiza-
tion decisiveness while improving the quality of decisions.  It
teaches a variety of processes to assist with part or all of virtually
any planning or decision challenge.

Code...ADMPCWD / $295

Managing to Excel:
Giving Clear Information w/DVD
Training House

This 1⁄2 day, instructor led workshop includes a leaders guide, 
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important techniques to improve 
communication including: Applying a 3-step process to plan 
interactions, rewrite improved messages, evaluating ones own
communication skills, and analyze and edit an interview script. 

Instructor Guide, DVD & PowerPoint® / Code...EGCD2 / $500
Additional Participant Workbook / Code...EGCPW2 / $20.00

Managing to Excel: 
Appraising People Performance w/DVD
Training House

This 1⁄2 day, instructor led, interactive workshop includes a leaders
guide, participant booklet, DVD video footage, and PowerPoint®
slides. Managers will learn how to use performance appraisal 
actively and positively including; using feedback as a daily tool,
eliciting self evaluations from subordinates, using descriptive
rather than judgmental comments, planning the development of
subordinates. 

Instructor Guide, DVD & PowerPoint® / Code...EAP2 / $500
Additional Participant Workbook / Code...EAPPW2 / $20.00

Managing to Excel: 
Identifying & Solving Problems w/DVD
Training House

This 1⁄2 day, instructor led workshop includes a leaders guide, 
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important techniques to improve 
problem solving including: Defining the problem in terms of unmet
business objectives; evaluating evidence; distinguishing causes;
evaluating action plans and evaluating implementation.

Instructor Guide, DVD & PowerPoint® / Code...EISPD2 / $500
Additional Participant Workbook / Code...EISPW2 / $20.00

Managing to Excel: 
Counseling & Disciplining w/DVD
Training House

This 1⁄2 day, instructor lead workshop includes a leaders guide, 
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important techniques to improve 
disciplining and counseling employees including: Documenting
sub-standard behavior in performance terms; identifying causes;
counseling for improvement; applying a 6-step disciplinary process
for restoring performance and establishing monitoring systems.

Instructor Guide, DVD & PowerPoint® / Code..EDCD2 / $500
Additional Participant Workbook / Code...EDCW2 / $20.00

Managing to Excel: 
Listening & Organizing Guide w/DVD
Training House

This 1⁄2 day, instructor led workshop includes a leaders guide, 
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important techniques to improve listen-
ing and organizing skills including: Listening for and confirming 
intent; filtering bias; improving retention; lowering barriers to 
relating and recognizing omissions. 

Instructor Guide, DVD & PowerPoint® / Code...ELOD2 / $500
Additional Participant Workbook / Code...ELOPW2 / $20.00
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Managing to Excel: 
Making Decisions & Weighing Risks w/DVD
Training House

This 1⁄2 day, instructor lead workshop includes a leaders guide, 
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important techniques to improve 
decision making including how to: Review the big picture; clearly
define the objective; specify and weight decision criteria; generate
alternatives; and apply risk analysis to options.

Instructor Guide, DVD & PowerPoint® / Code...EMDD2 / $500
Additional Participant Workbook / Code...EMDPW2 / $20.00

Managing to Excel: 
Time Management & Prioritizing w/DVD
Training House

This 1⁄2 day, instructor led workshop includes  a detailed leaders
guide, participant materials, DVD video footage, and PowerPoint®
slides. Managers will learn time management behaviors including:
Preparing a daily to do list; prioritizing activities; controlling tele-
phone time; reducing disruptions; and using meetings to save time
instead of waste it. 

Instructor Guide, DVD & PowerPoint® / Code...ETMD2 / $500
Additional Participant Workbook / Code...ETMW2 / $20.00

Managing to Excel: 
Planning & Scheduling Work w/DVD
Training House

This 1⁄2 day, instructor led workshop includes a leaders guide, 
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn important planning and organizing techniques
including: How to involve employees in planning, a 4-stage cycle
for project management; supervising through goals instead of activ-
ities; analyzing work flow; and preparing PERT and Gantt charts.

Instructor Guide, DVD & PowerPoint® / Code...EPASD2 / $500
Additional Participant Workbook / Code...EPASW2 / $20.00

Managing to Excel:
Training Coaching & Delegating w/DVD
Training House

This 1⁄2 day, instructor led workshop includes a leaders guide, 
participant booklet, DVD, and slides. Managers will learn important
techniques to improve the related cluster of competencies. Skills
will include: Using a 6-step job-aid to plan employee training; 
making learning interactive; organizing rapid training by using
Train-Respond-Provide Feedback; using a job-aid to implement 
delegating. 

Instructor Guide, DVD & PowerPoint® / Code...ETCD2 / $500
Additional Participant Workbook / Code...ETCPW2 / $20.00

Managing to Excel: 
Setting Goals & Standards w/DVD
Training House

This 1⁄2 day, instructor lead workshop includes a leaders guide, 
participant booklet, DVD video footage, and PowerPoint® slides.
Managers will learn several important goal setting skills including:
Involving the workgroup in goal setting; developing standards for
all work; overcoming resistance to goal setting; and prioritizing
goals.

Instructor Guide, DVD & PowerPoint® / Code...ESGD2 / $500
Additional Participant Workbook / Code...ESGW2 / $20.00

Problem Solving Tools and Techniques
Courseware 
Human Technology Corporation

A customizable, interactive, experiential, soft skills training 
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation. Teach an 8 step problem-
solving process for work groups. Teams work through a variety of
problem solving activities to learn each step in the process. This
comprehensive two-day workshop builds problem solving ability in
any professional by providing conceptual mastery of a set of tools.
Participants work cooperatively to structure and solve problems
using a series of proven methods.

Code...UPSTCWD / $295

Managing to Excel: 
Thinking Clearly & Analytically w/DVD
Training House

This 1⁄2 day, instructor led, interactive workshop includes a leaders
guide, participant booklet, DVD video footage, and PowerPoint®
slides. Managers will learn several important analytical thinking
skills including: The appropriate use of inductive and deductive 
reasoning; testing the validity of a proposition; problem solving;
and breaking down propositions into premises and arguments. 

Instructor Guide, DVD & PowerPoint® / Code...ETCAD2 / $500
Additional Participant Workbook / Code...ETCAW2 / $20.00

Project Management for Workgroups  
Facilitator’s guide for the project manager’s partner

Michael Greer

This Facilitators Guide enables a trainer to lead project management
novices through the completion of a fully articulated project plan.
This workshop teaches project management techniques to man-
agers who need to plan and manage projects during the training.
Participants use the Project Managers Partner as their personal
project plan guide during the training, and after.

240 pp / 3-ring binder / Code...PMWGP / $195.00
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Project Management Toolkit
Clay Durr

The Project Management Tool Kit is a comprehensive resource that
identifies the competencies for successful project managers and 
organizations; provides reproducible assessments to measure 
organization and individual strengths; facilitates developmental
action planning; includes comprehensive facilitator instructions in-
cluding handouts for a half- and full-day training program; and has
self-instructional job aids and a case study.

Tool Kit / Code...PRMT / $250.00
Additional Workbooks / Pack of 5 / Code...PMTW / $49.95

Accountbility for Results  
Maximizing engagement and performance    

Tom Westbrook and Lee Johnson

The Accountability for Results process is a specific set of behaviors
and techniques applied consistently to achieve results. The process
is step-by-step, systematic and easy-to-implement and enables
any leader to translate the concept of accountability into measura-
ble results. Plus, the highly interactive course uses case studies and
video vignettes to bring the concepts to life and generate lively 
discussion among participants.

Leader Guide / 103pp / Ringbound / Code…AFRLG / $295.00
Participant  Books / 55 pp / Code…AFRPG / $20.00 

Discovering Operational Discipline
Robert Walter

This workshop explores the 15 characteristics that we should seek
during any interaction with others. The workshop introduces the
synergistic relationships between business excellence, operating
excellence, and operational discipline for an organization.

Facilitator Guide / Code...DODFG / $195.00 
Participant Book / Code...DOD / $12.00

Janus Performance Management System
Volume 1, CD
Performance is job #1

Jon Warner

Volume 1 includes seven modules that enable you to implement 
the Janus Performance Management System by training managers
about the process and the use of Janus tools that make performance
management seamless and custom fit to each individual and each
individual work unit.

205pp /3-ring binder w/CD / Code…JPMV1 / $495.00

HR Consultant-in-a-Box
Critical skills for the 21st century trainer

Judith Allen

A complete employee handbook with 68 policies and procedures
covering everything from dress code to personal leave. Includes
step-by-step procedures for worry-free recruiting, selecting, hiring,
reviewing, disciplining, and terminating. Fast and easy forms for
handouts. Sample forms are included for: Position descriptions; job
opening advertisements; job offer letters; reference check guides;
exit interviews and more.

142 pp / 3-ring binder w/CD / Code...HRCIB / $139.95   

Janus Performance Management System
Volume 2, CD
Jon Warner

Volume 2 provides tools for conducting appraisals and complete
training modules for training supervisors and managers to imple-
ment an effective performance appraisal and development process.
Three mini training workshops include: Conducting an end of cycle
performance appraisal; career planning and development; and 
performance action planning.

353pp / 3- ring binder w/CD / Code...JPMV2 / $495.00

Skills for Internal Consultants Workshop 
Critical skills for the 21st century trainer

Alex Douds

This comprehensive 2-day workshop includes lesson plans, instruc-
tor guidance, slides, and participant materials to train trainers to
become internal consultants. Ideal for adding value to the training
mission and developing key skills in training staff to make them
more effective facilitators, internal partners, and change agents
who focus on performance.

Instructor Guide / 250 pp / 3-ring / Code...SICW / $99.95
Additional Coursebooks / 200 pp / Code...SICWPC / $50.00

Janus Performance Management System
Volume 3, CD
Jon Warner

Volume 3 enables you to create job specific, competency based 
appraisals by selecting from 36 competencies and 216 questions
designed to assess performance in those competencies. Additionally
there are 216 pages of coaching recommendations to develop 
behaviors that were assessed as sub-standard.

310pp /3-ring binder w/CD / Code...JPMV3 / $495.00
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Selling with INSIGHT 
Improve your skills by understanding yourself and others

Patrick Handley

This Trainer’s Guide contains information on the research underpin-
ning the Insight Inventory, training lesson plans, PowerPoint®
slides and skill building exercises that teach the Insight Inventory
skill of style flexing in sales and service interactions to improve 
influencing and relating to others.

Trainer’s Guide & Booklet / 3-ring  / Code...SWIT / $195.00
Additional booklets / Pack of 5 / Code...SWI / $ 79.75

Creating a Shared Team Purpose
Courseware 
Human Technology Corporation

A customizable, interactive, experiential, soft skills training pro-
gram that comes complete as Microsoft Word files, but can also be
edited to match your specific situation.  Comes complete with In-
structor Guide; Participant Coursebook; Pre- and Post-Tests; Evalua-
tions; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This 2-hour workshop will help team members establish a mission
that can be used to guide the formulation of goals and objectives.

Code...TCSTCWD / $295

Sexual Harassment New Roles / 
New Rules DVD
Dan Thompson

The most effective way to deal with sexual harassment is to pre-
vent it. This breakthrough video-based training program does just
that by providing clear, concise, on-the-job rules, and step-by-step
practical approaches to handling potentially problematic situa-
tions. Participants will come away with a clear understanding of
what sexual harassment is and what their role is in preventing it.

Code...SHNRD / $495.00
Additional Participant’s Guide / Pack of 5 / Code...SHNRP /
$49.95

Evaluating Team Performance Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training 
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation.   Comes complete with
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Evalu-
ations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This 2-hour workshop provides team members with an analytical
framework for thoroughly evaluating nine critical dimensions of
team effectiveness.

Code...TETPCWD / $295

Committing to a Team Approach
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training 
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation.   Comes complete with
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Eval-
uations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This 4-hour workshop will energize newly formed teams by helping
members explore team roles as well as four stages of team devel-
opment.

Code...TCTACWD / $295

Making Team Decisions Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training 
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation.   Comes complete with
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Eval-
uations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
In this 2-hour workshop, team members learn four basic decision-
making approaches and identify why consensus decision making is
most beneficial in a team setting.

Code...TMTDCWD / $295

Communicating Effectively in Teams
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training pro-
gram that comes complete as Microsoft Word files, but can also be
edited to match your specific situation. Comes complete with In-
structor Guide; Participant Coursebook; Pre- and Post-Tests; Evalua-
tions; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This 8-hour workshop systematically presents core communication
skills enabling you to improve all key skills within the context of
achieving team goals. 

Code...TCETCWD/ $295

Making Team Meetings Work Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training 
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation.  Comes complete with 
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; Evalu-
ations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-course
assignment; Workshop outline; Lesson plans; Customization rights.
This 2-hour workshop addresses why meetings should be called,
how to prepare for them, and most importantly, how to 
conduct them effectively.

Code...TMTWCWD / $295
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Planning for Team Results Courseware 
Human Technology Corporation

A customizable, interactive, experiential, soft skills training 
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation.   Comes complete with
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; 
Evaluations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-
course assignment; Workshop outline; Lesson plans; Customization
rights. This 2-hour workshop enables team members to set goals
and objectives that are in direct support of the team’s purpose.

Code...TPTRCWD / $295

Leaders without Titles 
Participant Manual
Stephen J. Sampson

What does it mean to lead? Are there natural born leaders? Can
leadership be taught? Throw out everything you thought you knew.
This companion workshop for Leaders without Titles puts into
 practice many of the concepts discussed in the book through    
self-assessments, modeling and practice. It challenges the way we
 determine who our leaders should be and uncovers the factors that
really influence the ability to lead. 

Code...LWOTPM / $39.95

Resolving Team Conflicts Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training 
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation.   Comes complete with
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; 
Evaluations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-
course assignment; Workshop outline; Lesson plans; Customization
rights.  This 3-hour workshop focuses on resolving the types of con-
flicts that commonly occur in teams.

Code...TRSCCWD / $295

Rapid Skill-Builder Series Library:
Complete 2-Volume Set 
Jon Warner

The Rapid Skillbuilder Library: 2-Volume Set comes complete with
one copy of all 42 of the Rapid Skillbuilder Series. Each Volume in-
cludes 21 different Skillbuilders. Each Rapid Skillbuilder provides an
individual with a thorough overview, techniques, and methods to
improve in the competency.

2 Volume Set / 504 pp /  3 ring binder / Code...RSLIB /
$199.95

Solving Team Problems
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training 
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation.  Comes complete with
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; 
Evaluations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-
course assignment; Workshop outline; Lesson plans; Customization
rights. With this This 3-hour workshop, teams will learn to use a
team problem solving process while working on an actual problem
the team currently faces.

Code...TSTPCWD / $295

Train-the-Trainer, 3rd Edition 
A proven workshop for teaching non-professional trainers 

Penny L. Ittner & Alex F. Douds

This proven workshop for teaching non-professional trainers to 
develop and conduct effective training is back. Train-the-Trainer
Workshop, 3rd Edition is thoroughly revised and updated, making it
the most complete and current training of its kind available today.
This powerful workshop will help you bring your managers, team
leaders and other non-trainers quickly up-to-speed in the basic
skills required to develop and conduct training confidently, compe-
tently and with ease. 

250 pp / 3-ring binder w/CD / Code...TTWI3 / $99.95
Additional Coursebook /  200 pp / Code...TTWC3 / $49.95

Utilizing Team Members Abilities
Courseware
Human Technology Corporation

A customizable, interactive, experiential, soft skills training 
program that comes complete as Microsoft Word files, but can also
be edited to match your specific situation.   Comes complete with
Instructor Guide; Participant Coursebook; Pre- and Post-Tests; 
Evaluations; Trainer’s Quick-Start; PowerPoint® presentation; Pre-
course assignment; Workshop outline; Lesson plans; Customization
rights. This 4-hour workshop provides a framework to identify 
individual team members’ strengths to more efficiently achieve
team objectives. 

Code...TUTMCWD / $295

The Complete Guide to Wellness
Richard Bellingham, Ed.D.

The Complete Guide to Wellness is the culmination of over 20 years of
applied research in over 100 companies. The materials in this book
were first tested in hospital settings under physician supervision
and were later implemented in companies with leading behavioral
psychologists and organizational change experts. The Complete
Guide to Wellness includes all the reproducible materials you need 
to run either a self-study or group program on any of the topics 
covered.

600 pp / 3-ring binder / Code...CGW / $199.95   
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Human Diversity Workshop 
George Banks

This 2-day, trainer led course is a how-to workshop for developing
skills for working with individuals from diverse backgrounds. 
Participants will learn how to prevent bias and discrimination 
and tap into the human potential of their diverse workforce. The
activities in this workshop provide a forum for participants to 
practice their interpersonal, goal-setting, and decision-making
skills in a number of diversity scenarios.

Facilitator & Participant Guide / Code...HDWF / $495.00
Additional Coursebooks / Code...HDWC / $100.00

Workforce Diversity DVD
A video-based training workshop

Devaney, Smith & Leatherman

This DVD based training workshop will help employees recognize
the ways in which their organization is changing, evolving, and 
becoming more diverse. Includes: 20-minute video; five participant
booklets (56 pages); leader’s guide; self-study instructions The
workshop takes approximately 3 hours to complete. For time-
limited sessions, use only the 20-minute video. 

Workshop / Code...WDD  / $495.00
Additional Workbooks / Pack of 5 / Code...WDP / $49.75

The Project Manager’s Partner, 
2nd Edition
A step-by-step guide to project management

Michael Greer

This guide can be used as a stand alone or as the participants 
booklet with the title Project Management for Workgroups. It is 
organized around 20 key project manager actions and results with
the majority devoted to providing new project managers with the
tools to get quality results.

ISBN: 978-0-87425-610-9
160 pp / Paperback / Code...PMP2 / $39.95

Still Talkin’ Diversity Workshop DVD
The hottest tool for bringing out the most sensitive issues

Mary Marsh

Still Talkin’ Diversity presents sensitive workplace diversity issues
that are frequently ignored. It can supplement previous diversity
discussions on the more common issues-stereotypes or it can be
used on its own.  The program includes a candid, hard-hitting DVD
vignettes that examine the sensitive issues head on, showing the
realities of the issues in today’s workplace. The participant’s booklet
examines the issues up close and engages learners through a vari-
ety of learning experiences while reinforcing the lessons taught.

Workshop / Code...STDD  / $495.00
Additional Workbooks / Pack of 5 / Code...STDPB / $49.75

Grand Canyon
Adventures
Realistic, video-based 
simulations

Take participants on an unforgettable
learning adventure! Set in the Grand
Canyon, these stimulating group activi-
ties provide an adventurous backdrop
for enthusiastic participant involve-
 ment and memorable skill building. 

Use Grand Canyon Adventures for active learning in
•  Creativity and Problem Solving •  Collaboration
•  Teamwork •  Leadership 
• Conflict Resolution •  Consultation

Grand Canyon Adventures were researched on location and written by Carmine Consalvo.

More than the usual consensus-building activities

The creative design of the participant scenario booklets gives these learning activities a
distinct advantage over other consensus-building simulations by supporting participants
throughout the activity with helpful techniques and key learning points.

Nine related activities provide new training flexibility

The Grand Canyon Adventures package includes interrelated activities on problem solv-
ing, collaboration, and consensus decision making, which makes the program extremely
flexible. Use all nine activities with your entire team, or split up your group to focus on
individualized skill development with a single activity.

Inspiring video gets participants involved

Start your session with The River Song, a 40-minute DVD that sets the scene for the 
simula tions. It is an all-original, breathtaking video tour of the sites within the Grand
Canyon where the simulations take place. It will motivate and focus participants on the
activities, and ensure high-impact learning.

Grand Canyon Complete Package includes:
• Nine different simulations
• Scenic full color video or DVD, The River Song
• Comprehensive Leader’s Guide that includes detailed debriefing suggestions, 

instructions for leading adventure simulations, and valuable tips on involving
and motivating participants.

The Nine Team Building Simulations

•  Overboard in the Roaring River: Action Plan
•  Lava Falls: Determining the Essentials
• Up Deer Creek Without a Boatman: Problem-Solving Analysis
•  Stranded in Grand Canyon: A Creative Problem-Solving Adventure
•  Incident at Elves Chasm: Action Plan–Consensus and Consultation
•  Incident at Elves Chasm: Priority Setting–Consensus and Consultation
•  Hiking Out of Lava Falls: A Creative Problem-Solving Adventure
•  Up Deer Creek Without a Boatman: Collaboration
•  Overboard in the Roaring River: The Confluence of Crisis and Management

Complete Package: 40-minute DVD with Leader’s Guide 
and ten of each Participant Booklet  
Code...GCAPD (DVD) / $499.95 
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The Rapid Skill-Builder® Series
Video-Based Rapid Skill-Builder® Training Packages

The complete line of Rapid Skill-Builder Training DVD-based Workshops is comprised of 
twenty-six individual workshops (averaging 2-4 hours each ) complete with DVD competency
vignettes, fully scripted trainer presentation materials, participant workbooks, and post-
training support materials. 

Rapid Skill-Builder® programs have been designed by professional consultants, highly 
experienced in employee skill-building courses that really work. The video for each program is
brand new with professional actors demonstrating skills in 4 vignettes per program (showing 
a sub-optimal and optimal approach that can be taken).

Each training package comes complete with everything needed to conduct a focused session 
for up to 10 participants. Additional participant materials may be ordered as needed.   

Each Training Package Includes:

• Training DVD (including four 16-18 minute video segments) 

• PowerPoint Slide Show Presentation CD 

• Facilitator’s Guide 

• 10 Participant Skill-Builder Booklets with Action Planning Templates 

• 10 Pocket-Sized Reference Cue Cards 

• Additional Resources CD

These programs are ideal to use in short and focused traditional face-to-face workshops and
offer short and cost effective training to individuals post annual performance appraisals. 

The Rapid 
Skill-Builder 
Series Library:

Complete 
2-Volume Set 

Jon Warner

The Rapid Skill-Builder 
Library: 2-Volume Set
comes complete with 
one copy of all 42 of the 
12-page Rapid Skill-Builder
Series. Each volume 
includes 21 different 

Skill-Builders. Each Rapid Skill-Builder provides an 
individual with a thorough overview, techniques, and methods to improve in the competency.
The 12-page booklets take the learner through a clear and concise 6-step process for compe-
tency improvement. These steps are filled with behavioral tips on how to assess and improve on
each competency. Each 12-page Skill-Builder includes a color one-page competency template
that functions as a great reference aid.  

ISBN: 978-1-59996-218-4
2-Volume Set / pp 504 / Paperback / Code...RSLIB / $199.95

Rapid Skill-Builder Video Training Series

Assertiveness Skills / Code…RSPAS 
Change Management / Code…RSPCM
Coaching / Code…RSPCO
Complaint Handling / Code…RSPCH
Conflict Resolution / Code…RSPCR
Corporate Ethics / Code…RSPCE
Emotional Intelligence / Code…RSPEI
Goals and Objectives / Code…RSPGO

Improving Customer Service / Code…RSPICS
Influencing Others / Code…RSPIO  
Interviewing & Selection / Code… RSPIS
Leadership / Code…RSPLD
Learning Styles / Code…RSPLS  
Listening / Code…RSPLIS
Managing Meetings / Code…RSPMM  
Managing Poor Performance / Code…RSPPP
Negotiating Skills / Code…RSPNS

Personal Effectiveness / Code…RSPEF
Presentation Skills / Code…RSPPRS
Pressure/Stress Management / Code… RSPSM
Problem Solving / Code…RSPPS  
Sales Effectiveness / Code…RSPSE
Team Building / Code…RSPTB
Team Communication / Code…RSPTC
Telephone Service Excellence / Code…RSPTS
Time Management / Code…RSPTM   

The Complete Listing of all 26 Skills and Competencies—$1,250 each
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Customizable Courseware Series

Professional Skills Series PSCC $995 

(All 8 courses)

Individual Titles Code Price Length

Building Interpersonal Influence BIICWD $295 2 days
Communication / Trust building / Influence skills

Using Adult Learning Principles UALCWD $295 4 hrs. 
Knowledge essentials for trainers and managers

Decision Making and Planning Tools ADMPCWD $295 2 days 
Decision making / Planning / Structured analysis

Developing Employees    DECWD $295 2 days 
Communication / Coaching / Teaching

Preparing the Future Leader LQCWD $295 1 day 
Career planning / Leadership skills / 
Development planning

Problem Solving Tools and Techniques UPSTCWD $295 2 days
Problem solving / Structured analysis

Surviving Workplace Change SWCCWD $295 1 day 
Adaptability / Change management / 
Coping skills / Stress management

Transforming Workplace Conflict TWCCWD $295 2 days 
Conflict resolution /Problem solving / Collaboration

Performance Skills Teams Series PSTCC $995 

(All 10 courses)

Individual Title Code Price Length

Committing to a Team Approach TCTACWD $295 5 hrs. 
Advantages of teamwork / Team development stages

Communicating Effectively In Teams TCETCWD $295 1 day
Overcoming barriers / Constructive criticism / 
Positive feedback / Empathetic listening

Creating a Shared Team Purpose TCSTCWD $295 2 1⁄2 hrs.
Coalescing around a mission

Evaluating Team Performance TETPCWD $295 2 1⁄2 hrs.
Continuous performance appraisal of team and members

Making Team Decisions by Consensus TMTDCWD $295 2 1⁄2 hrs.
Advantages of Decision making types /
Group decision making

Making Team Meetings Work TMTWCWD $295 2 1⁄2 hrs.
Planning meetings / Managing meetings / 
Controlling participants

Planning for Team Results TPTRCWD $295 3 1⁄2 hrs.
Setting goals / Planning

Resolving Team Conflicts TRSCCWD $295 4 hrs.
Understanding sources of conflict / Conflict resolution

Solving Team Problems TSTPCWD $295 4 hrs.
Solving problems

Utilizing Team Member’s Abilities TUTMCWD $295 5 1⁄2 hrs.
Deploying team resources / Analyzing team resources

Customizable Soft Skills Training

HRD Press 
Courseware

Each Courseware title is a complete classroom-style 
training course with:

✔ Unlimited printing, customization, and rights at 
a single corporate site.

✔ No annual fee, license fee, or renewal fee
✔ Microsoft Word and PowerPoint files
✔ Standardized, expert instructional design
✔ Flexible format
✔ Competency focused
✔ Organization outcome focused
✔ Job-aid to assist trainers in customizing content

Each Courseware title includes:

✔ Instructor’s Guide 
✔ Participant Coursebook 
✔ Development Planning Worksheets 
✔ Trainer’s Quick-Start Guide 
✔ Pre- & Post- Tests 
✔ Evaluation Forms 
✔ Certificate of Completion
✔ PowerPoint Presentation 
✔ Workshop Outline 
✔ Lesson Plans 
✔ Interactive/experiential

exercises
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Product Series from HRD PressManaging to Excel Series

Managing to Excel®Series

Managing to Excel 
A complete trainer-led development curriculum for 12 fundamental 
managerial/supervisory competencies.

Each workshop uses a short DVD presentation that depicts typical management 
interactions during which the use of a specific competency occurs. Workbook exercises are 
designed to help participants identify the basic skills and techniques associated with each 
competency. Participants then practice and apply the new skills via role-play, case method,
script analysis, games/simulations, self-inventories, and other hands-on learning activities.   

Features:
• Workshops are stand-alone or training can be targeted with results from 

The Managerial Assessment of Proficiency (MAP).
• Each workshop includes a competency modeling video, as well as a PowerPoint® 

presentation, Leader’s Guide for the trainer, and Participant Workbook.
• Competency definitions were developed from management research undertaken at 

leading US corporations including: AT&T, IBM, Exxon, Ford, Kodak, and Martin Marietta.
• Each workshop is designed with a ½-day training format enabling training flexibility for

busy, overloaded managers, or more time for additional experiential skill development.

Benefits:
• Experiential workshops are focused on just a few key learning outcomes, which enables

real skill building to occur, instead of information overload.
• Managing to Excel training provides managers with a foundation of timeless skills. 

These competencies are basic and they underpin all superior performance. 
• Teaches behavioral skills and techniques to improve a competency 
• Establishes a climate of participation and improved teamwork 
• Provides a solid basis for mentoring and coaching relationships 
• Encourages new managers to work to their full potential
• Helps managers to respond to the need for increased productivity 
• Demonstrates the power of training to yield bottom-line results 
• Revitalizes the organization with a new commitment to excellence

The 12 Competency Workshops

Administrative Competencies: Managing Your Job

EPAS2 Workshop: Planning & Scheduling Work 
EPASW2 Participant: Planning & Scheduling Work

ESG2 Workshop: Setting Goals & Standards Workshop
ESGW2 Participant: Setting Goals & Standards

ETM2 Workshop: Time Management & Prioritizing
ETMW2 Participant: Time Management & Prioritizing

Cognitive Competencies: Thinking Clearly

EISP2 Workshop: Identifying & Solving Problems  
EISPW2 Participant: Identifying & Solving Problems

EMD2 Workshop: Making Decisions & Weighing Risks
EMDPW2 Participant: Making Decisions & Weighing Risks

ETCA2 Workshop: Thinking Clearly & Analytically
ETCAW2 Participant: Thinking Clearly & Analytically

Communication Competencies: Relating to Others

EGC2 Workshop: Giving Clear Information
EGCPW2 Participant: Giving Clear Information

EGUI2 Workshop: Getting Unbiased Information
EGUPW2 Participant: Getting Unbiased Information

ELO2 Workshop: Listening & Organizing
ELOPW2 Participant: Listening & Organizing

Supervisory Competencies: Building the Team

EAP2 Workshop: Appraising, People & Performance
EAPPW2 Participant: Appraising, People & Performance

EDC2 Workshop: Counseling & Disciplining Employees
EDCW2 Participant: Counseling & Disciplining Employees

ETC2 Workshop: Training, Coaching & Delegating
ETCPW2 Participant: Training, Coaching & Delegating

Workshop comes with Facilitator’s Guide, 
DVD and one Participant’s Guide / $500.00
Additional Participant’s Books / $20.00

Contact us about Licensing / Customization:
email reviews@hrdpress.com or 
call 1-800-822-2801 ext. 133

Newly Refilmed and Revised in 2013!



Title Code Price Page

15 Reproducible Assessments for Business Ethics & Values 15RBE $99.95 3
20 Reproducible Assessment Instruments 20RAI $99.95 6
20 Reproducible Workshops for Customer Service Volume I 20RWCS1 $149.95 2
20 Reproducible Workshops for Customer Service Volume II 20RWCS2 $149.95 2
20 Reproducible Workshops for Managerial Effectiveness Volume I 20RME1 $149.95 8
20 Reproducible Workshops for Managerial Effectiveness Volume II 20RME2 $149.95 8
20 Reproducible Workshops for Listening Skills 20RWLS $149.95 1
25 Legendary Leadership Activities 25LLA $99.95 3
25 Reproducible Activities for Customer Service Excellence 25CS $99.95 2
25 Reproducible Instruments for Team Building 25RTB $149.95 5
25 Role Plays for Developing Interpersonal Skills 25IS $95.00 1
25 Role Plays for Developing Management Skills 25RPD $95.00 6
25 Role Plays for Interview Training 25IT $95.00 3
25 Role Plays to Teach Negotiation, 2nd Edition 25RPN2 $99.95 5
25 Sales Strategies and Activities 25SS $99.95 5
25 Training Activities for Creating & Managing Change 25CMC $69.95 1
50 Activities for Achieving Change 50AC $149.95 1, 10
50 Activities for Achieving Cultural Competence 50ACC $149.95 4, 10
50 Activities for Achieving Excellent Customer Service 50ACS $149.95 2, 10
50 Activities for Administrative, Secretarial, and Support Staff 50TASS $149.95 2, 10
50 Activities for Building Innovation 50ABI $149.95 9
50 Activities for Coaching & Mentoring 50CM $149.95 1, 10
50 Activities for Conflict Resolution 50CR $149.95 2, 10
50 Activities for Creativity and Problem Solving 50CPS $149.95 4, 10
50 Activities for Dealing with Difficult Discussions at Work 50DDAW $149.95 2
50 Activities for Developing Counseling Skills in Managers 50DCS $149.95 1, 10
50 Activities for Developing Critical Thinking Skills 50ADCT $149.95 5, 10
50 Activities for Developing Emotional Intelligence 50DEI $149.95 1, 10
50 Activities for Developing Leaders Volume 1 50DL $149.95 3, 10
50 Activities for Developing Leaders Volume 2 50DL2 $149.95 4, 10
50 Activities for Developing Management Skills Volume I 50DM1 $149.95 4, 10
50 Activities for Developing Management Skills Volume II 50DM2 $149.95 4, 10
50 Activities for Developing People Skills 50DP $149.95 1, 10
50 Activities for Developing Supervisory Skills 50DS $149.95 4, 10
50 Activities for Diversity Training 50DT $149.95 9, 10
50 Activities for Employee Engagement 50EEA $149.95 2, 10
50 Activities for Interpersonal Skills Training 50IPS $149.95 1, 10
50 Activities for Managing Stress 50MS $149.95 9, 10
50 Activities for Performance Appraisal Training 50PAT $149.95 4, 10
50 Activities for Promoting Ethics 50API $149.95 3, 10
50 Activities for Sales Training 50ST $149.95 5, 10
50 Activities for Self Development 50SD $149.95 3, 10
50 Activities for Self Directed Teams 50SDT $149.95 5, 10
50 Activities for Team Building Volume 1 50TB1 $149.95 5, 10
50 Activities for Team Building Volume 2 50TB2 $149.95 5, 10
50 Activities to Teach Negotiation 50TN $149.95 5, 10
50 Case Studies for Management and Supervision 50CSM $149.95 4
50 Communications Activities, Icebreakers, and Exercises 50COMM $149.95 7, 10
50 Reproducible Activities for Empowerment 50REP $149.95 7
50 Reproducible Activities for Team Building Volume 3 50RTB3 $149.95 6
500 Creative Classroom Techniques for Teachers and Trainers 500CC $149.95 7
51 Activities for Collaborative Management 50COLL $149.95 6, 10
675 Ways to Develop Yourself and Your People 675WDY $99.95 3
A Compendium of Icebreakers, Energizers & Introductions CIEI $69.95 7

Index 

ACTIVITIES &
TOOLS FOR
TRAINERS



Alien Encounter Exercise G-801R $149.95 12
Balancing Personal & Professional Ethics BPPE $69.95 3
Best Practices for Customer Service BPCS $89.95 2
Changing Pace CP $59.95 7
Compendium of Icebreakers, Volume 2 CIEI2 $99.95 7
Compendium of Icebreakers, Volume 3 CIEI3 $39.95 7
Compendium of Learning and Development Quizzes CLDQ $99.95 7
Compendium of Questionnaires and Inventories, Volume 1 CQI1 $99.95 7
Compendium of Questionnaires and Inventories, Volume 2 CQI2 $99.95 7
Complete Guide to Facilitation CGF $125.00 1
Crisis in Mantique G-808R $149.95 12
Escape the Wildland Inferno G-812R $149.95 12
Establishing the Value of Training EVT $79.95 8
Experiential Training Activities for Outside and IN ETAOI $139.95 8
Faultless Facilitation Instructor’s Manual FFI2 $99.95 6
Faultless Facilitation Resource Guide, 2nd Edition FFR2 $79.95 6
Fostering Employee Engagement FEE $39.95 3, 53
Grand Canyon Adventures Package w/DVD GCAPD $499.95 6, 68
Great Games for Trainers GGT $69.95 8
Hunt for T-Rex Exercise G-809R $149.95 13
Hurricane Disaster Exercise G-802R $149.95 12
Learning From Conflict LC $59.95 2
Lost in Alligator Swamp G-817PP $149.95 13
Parker Team Series Ten Volume Reproducible Set PTS10 $199.00 9
Problem-Solving & Decision-Making Toolkit PSDMT $99.95 5
Project Space Colony G-811R $149.95 12
Rapid Skill-Builder Series Library: Complete 2 Volume Set RSLIB $299.95 8, 69
Session Builders Series 100 SB101 $249.95 8, 11
Session Builders Series 200 SB201 $249.95 8, 11
Session Builders Series 300 SB301 $199.95 8, 11
Simulations for Assessment, Training and Development SIMATD $149.95 8
Strategic Acceleration Toolchest SAQTC $149.00 17
Surviving Nature’s Fury G-813PP $149.95 12
Team Metrics TEAMET $149.95 6
Team Workout TW $139.95 6
The Competency Toolkit, Volumes 1 & 2 CTK $295.00 4
The Encyclopedia of Games for Trainers EGT $149.95 9
The Facilitator’s Toolkit FT $125.00 6
The Fast Facilitator 76FF $99.95 9
The Hiring Blueprint HBP $34.95 3
The Net Spy G-818R $149.95 13
The Project Manager’s Partner, 2nd Edition PMP2 $39.95 4, 68
Training Clips TC $99.95 9
Training House Reproducible Games and Simulations RTHRG $195.00 9
Trapped Underground Exercise G-805PP $149.95 13
Tuscan Shadows G-821PP $149.95 13
Urban Survival Series USSL $149.95 9
Work Play WP $149.95 9

Assertiveness Style Profile  APRO $59.95  18, 21
Assessment of Competencies for Instructor Development RACID $59.95 20
Assessment of Organizational Readiness for Mentoring  AORM $59.95  14
Change Abilitator CAQ $59.95 14
Change Management Effectiveness Profile CMEP $59.95 14, 21
Change Management Readiness Survey CMRS $39.95 14
Coaching Effectiveness Profile  COAEP $59.95  14, 21

Index 

ASSESSMENTS



Communication Effectiveness Profile COMEP $59.95  14, 21
Communication Response Style Assessment RTHCR $59.95 14
Competent Supervisor Questionnaire  CSQ $59.95  17, 21
Complete Management Skills Assessment Kit CMAK $149.50 17
Conflict Style Inventory  CSI $59.95  15
Creativity & Innovation Effectiveness Profile CIEP $59.95  19, 21
Cultural Diversity and Awareness Profile CDCAP $59.95  16, 21
Customer Service Commitment Profile CSCP $59.95 16, 21
Customer Service Skills Profile SSPR $59.95  16, 21
Dealing with Conflict Instrument  DCI $59.95  15
DecideX Instrument DX $49.75 20
Development Styles DSP $29.95 16
DISCStyles Assessment DISC $75.00 19
Emotional Intelligence Profile EINT $59.95 19, 21
Empathy Construct Ratings Scale  ECRS $39.95 14
Ethical Type Indicator  ETHTI $75.00 16
Gathering and Using Information  GUIP $15.00 17
Generational Styles Assessment  GSA $59.95 14, 21
Goal Setting and Effectiveness Profile GOSP $59.95  20, 21
Highly Effective Meeting Profile HEMP $39.95 18
How Would You Respond HWYR $59.95 15
Influence Styles Inventory  ISI $59.95  15
Influencing Style Clock  ISKI $59.95 15, 21
INSIGHT Inventory  IIFA $89.75 19
Interacting with Others  IWOP $15.00 15
La Monica Empathy Profile LAMEP $59.95 19
Leadership Effectiveness Profile  LEP $59.95 16, 21
Learning Style Questionnaire LSI $59.95 17
Learning Styles Profile LSQ $59.95 17, 21
Listening Effectiveness Profile  LISEP $59.95 15, 21
Making Decisions MDP $15.00 18
Management Development Questionnaire  MDQI $59.95 18
Management Effectiveness Profile MEP $59.95 18, 21
Management Styles Questionnaire MSQ $59.95 18, 21
Managerial Assessment of Proficiency MAP2OSA $125.00 22
Managing by Motivation, 3rd Edition MBM $59.95 16
Mechanical Understanding Test  MUT $75.00 16
Negotiation Style Profile NSI $59.95 20, 21
Network and Relationship Building Profile NRBP $59.95 15, 21
Organizational Recognition Assessment for Managers ORAM $59.95 16
Personal Creativity Assessment PCA $59.95 19
Personal Stress & Well-being Assessment PSWA $59.95 20, 21
Personal Style Assessment, Jung-Parry Form RSITF $59.95 19
Personal Style Assessment, Short Version RSV $59.95  19
Principles of Adult Mentoring  PAMA $59.95 14
Problem-Solving & Decision-Making Profile PSDP $59.95 18, 21
Profile of Leadership Opportunities POLO $59.95 17
Psychological Type Indicator  PTI $75.00 19
Recognition Practices Inventory RPIE $59.95 17
Recognition Practices Inventory for Managers RPIM $59.95 17
Relating Styles  RSP $15.00 15
Sales Effectiveness Profile SEFP $59.95 20, 21
Strategic Leadership Type Indicator SLTI $79.75 17
Structuring Personal Activity SPAP $15.00 18
Survey of Organizational Climate RSOC $59.95 18
Teambuilding Effectiveness Profile  TEP $59.95 20, 21
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Test of Supervisory Skills  TOSS $75.00 16
The Creative Profile TCP $39.95 19
The Exceptional Team Survey ETS $29.95 20
Time Management Effectiveness Profile TMEP $59.95 18, 21
The Strategic Acceleration Quotient Assessment SAQ $17.00 17
Training House Assessment Kit RTHRA $195.00 20
What Do You Say? RWDYS $59.95 15

101 Games for Trainers 101GT $24.95 50
101 Leadership Actions for Creating and Managing Virtual Teams   101VT $14.95 49, 57
101 Leadership Actions for Effective Presentations 101EP $14.95 35, 57
101 Leadership Actions for Managing Change in the 21st Century 101LAMC $14.95 35, 57
101 Leadership Actions for Performance Management 101ME $14.95 35, 57
101 More Games for Trainers 101MG $24.95 50
101 Ways to Build Better Customer Relationships 101CR $14.95 26
360° Feedback 360DF $29.95 32
54 Golden Nuggets 54GN $19.95 26
Achieving High Performance DDSPP4 $19.95 44, 58
Addressing Domestic Violence in the Workplace ADVW $24.95 52
An Overview of Online Learning, 2nd Edition AOOLL2 $24.95 28
Anthropogenics ANTHR $24.95 47
Applied Social Intelligence ASI $34.95 24
ASTD Reference Guide to Working, Learning, and Performance ARGS3 $89.95 50
Balancing Work and Family BWF $39.95 52
Be a Star Facilitator or Presenter of Training BASF $19.95 50
Blended eLearning, 2nd Edition BEL2 $39.95 28
Building Relationships for Team Success PTBRT $9.95 54
Business Coaching for Managers and Organizations BCMO $24.95 23
Cases in Government Succession Planning CGSP $59.95 32
Change, Choices, and Consequences DDSPP1 $19.95 44, 58
Client Relationship Management CRMCA $24.95 42
Coaching Yourself to Leadership CYTL $19.95 35
Collaborative Leadership in Action COLL $24.95 35
Collegium CANTFF $12.95 47
Competency-Based Performance Improvement CBPI $39.95 42
Creating a Positive Team Climate PTTC $9.95 49, 54
Creating Organizational Soul ORGSL $24.95 43
Creating the Exceptional Team CTET $29.95 46
Creative Training Techniques Handbook, 3rd Edition CTTH3 $49.95 50
Designing the Learning Moment DMOMT $14.95 28
Developing and Implementing a Corporate University ICU $24.95 43
Developing Employee Capital DEC $24.95 29
Effective Meetings PTEM $9.95 40, 54
Effective Screen Reading ESR $29.95 28
Ethical Virtuosity EV $29.95 31
Ethics by Design EBD $19.95 31
Evaluating Impact DDSPP6 $19.95 44, 58
Excuses, Excuses, Excuses EEE $12.95 27
Fast Feedback, 2nd Edition FAST2 $14.95 40
Fieldbook of Team Interventions FTI $59.95 48
Flawless Customer Service FCS $24.95 28
Flip Chart Magic! FCM $39.95 50
Fly Fit FFIT $10.95 52
Foundations of Instructional and Performance Technology FIPT $39.95 44
FRAMED! FRAME $24.95 47
Front Line Guide to Communicating with Employees FLGCOMM $14.95 24, 57
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Front Line Guide to Creating a Winning Management Style FLGMS $14.95 40, 57
Front Line Guide to High Performance Teams FLGTB $14.95 50, 57
Front Line Guide to Mastering the Manager’s Job FLGMMJ $14.95 40, 57
Front Line Guide to Thinking Clearly FLGTC $14.95 47, 57
Getting People and Culture Right in Mergers and Acquisitions GPCRMA $29.95 32
Giving and Receiving Performance Feedback GRPF $24.95 44
Goodbye College — Hello Life GCHL $19.95 31
Guaranteeing Performance Improvement GPI $19.95 44
Guide to Mentee Planning GMP $14.95 23
H.O.T. Management: Hands-On Transactional HOT $14.95 40
How to Get Your Customers Swearing by You, Not at You GTSBY $19.95 27
How to Grow a Business by Putting People First LWYH $21.95 35
How To Say No and Keep Your Friends HSNK2 $14.95 30
HR Optimization HRO $39.95 32
HR Skills Series — Alternative Workforce Strategies HRSSAW $12.95 33, 54
HR Skills Series — Conducting Workplace Investigations HRSSCWI $12.95 33, 54
HR Skills Series — Downsizing HRSSDO $12.95 33, 54
HR Skills Series — Legendary Leadership HRSSLL $12.95 33, 54
HR Skills Series — Performance Feedback HRSSPM $12.95 33, 54
HR Skills Series — Retention HRSSR $12.95 33, 54
HR Skills Series — Terminations HRSSTER $12.95 33, 54
HR Skills Series — The Ethical Dilemma HRSSED $12.95 33, 54
Human Generativity Volume I: The Scientific Legacy HGV1 $24.95 43
Human Generativity Volume II: The Experimental Sciences HGV2 $24.95 43
Human Generativity Volume III: Generative Thinking Skills HGV3 $24.95 43
Human Possibilities HPOS $24.95 40
Humor Works HMW $34.95 51
Implementation and Management of Performance Improvement Plans DDSPP5 $19.95 44, 58
It’s the Organization’s Culture IOC $17.95 36
Job Aids for Everyone JAFE $24.95 52
Job Analysis at the Speed of Reality JASR $34.95 31
Just in Time Leadership JITL $14.95 36
Leader’s Communication Toolkit LCT $24.95 36
Leaders without Titles LWOT $19.95 36
Leadership for Academic Units LFAU $29.95 36
Leadership Lessons from Dad LLD $9.95 36, 56
Leadership Lessons from Mom LLM $9.95 36, 56
Leadership Lessons from Professional Football LLPF $9.95 36, 56
Leadership Lessons from the Game of Golf LLGG $9.95 37, 56
Leading in Tough Times LTT $19.95 37
Learning at Work LAW $44.95 30
Learning Points: 100 Activities and Actions E-communications Excellence LPECE $34.95 28, 11
Learning Points: 100 Activities and Actions for Customer Service Excellence LPCS $34.95 27, 11
Learning Points: 80 Activities and Actions for Call Center Service Excellence LPCC $34.95 27, 11
Learning Points: 89 Activities for Coaching Call Center CSRs LPCALL $34.95 27, 11
Life’s Journey LJ $24.95 53
Life’s Journey Personal Journal LJPJ $14.95 53
Life’s Not Always Fair LNAF $12.95 30
Maintaining Your Windows XP MYWXP $19.95 28
Motivating a Multicultural Workforce MMCW $19.95 53
Managing Anger in the Workplace MAIW $14.95 37, 55
Managing Generation Y MGY $14.95 41, 55
Managing Information and Human Performance MIHP $29.95 45
Managing the Generation Mix, 2nd Edition MGENM2 $14.95 41, 55
Managing the Knowledge Culture MKC $39.95 41
Mentee’s Guide to Mentoring MGM $14.95 23
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mLearning MLEARN $19.95 29
New Science of Possibilities I NSP1 $29.95 37
New Science of Possibilities II NSP2 $29.95 37
Nicholas’  Values NV $12.95 30
Not Another Pretty Binder – Structural Planning That Works NAPB $29.95 37
Not Better...Not Worse...Just Different NBNWD $12.95 30
On-Demand Learning ODL $29.95 29
Organization Design: A Practical Methodology and Toolkit ODPMT $39.95 34
Organizational Assessment: Diagnosis and Intervention GOA $29.95 43
Parallel Peaks PP $19.95 37
Peer Pressure Reversal, 2nd Edition PPR2 $14.95 30
Performance Analysis DDSPP2 $19.95 45, 58
Performance by Design DDSPP3 $19.95 45, 58
Performance Under Pressure PUP $14.95 37, 55
Physics and the New Economy PNE $24.95 47
Planning and Managing Human Resources, 2nd Edition PMHR2 $49.95 34
Polarity Coaching PC $24.95 23
Polarity Management PM2 $24.95 47
Power Surge PSRG $17.95 38
Productive Problem Solving PPS $19.95 41
Productive Program Development PPD $19.95 34
Quality Leadership Skills, 3rd Edition QL3 $39.95 38
Right Person Right Job — Guess or Know RPRJ2 $14.95 31
Safety Puzzles for Healthcare and Health Services SPHHS $39.95 53
Safety Puzzles for OSHA’s Top 10 Violations SPOV $39.95 54
Safety Puzzles for the Hospitality Industry SPHI $39.95 54
Saving America! SAVE $19.95 43
Self-Directed Learning Sourcebook SDLS $79.95 40
Selling the Moment SMOMT $14.95 48
Seven Keys to Coaching Power SKCP $19.95 23
Seven Rules for Hiring Extraordinary Talent 7RULES $14.95 31
Seven Steps to a Rewarding Transitional Career 7STEPS $29.95 32
Situational Performance Improvement SPI $24.95 45
Small Group Facilitation SGF $24.95 52
So You Want to be Mentored SYWBM $19.95 23
Social Intelligence Skills for Correctional Officers SISCO $14.95 25, 57
Social Intelligence Skills for Correctional Supervisors/Managers SISCM $14.95 25, 57
Social Intelligence Skills for Fire and Emergency Service Supervisors/Managers SISFF $14.95 25, 57
Social Intelligence Skills for Government Supervisors/Managers SISGM $14.95 25, 57
Social Intelligence Skills for Law Enforcement Officers SISLEO $14.95 25, 57
Social Intelligence Skills for Law Enforcement Supervisors/Managers w/DVD SISLEMD $24.95 25, 57
Social Intelligence Skills for Sheriff ’s Department Supervisors/Managers SISSD $14.95 25, 57
Solving the People Puzzle SPP $24.95 32
Step-by-Step Guide to Starting an Effective Mentoring Program SSG $29.95 24
Stories They Will Remember STWR $19.95 27
Strategic Acceleration: Success at the Speed of Life SAQB $15.95 17
Strategic Training: Putting Employees First STEM $24.95 34
Successful Team Building PTSTB $9.95 48, 54
Talent Management: A Step-by-Step Action-Oriented Guide TM $24.95 34
Tales from the Front TFTF $17.95 51
Team Communications PTCOMM $9.95 48, 54
Team Empowerment PTTE $9.95 49, 54
Team Leader Workbook TLW $39.95 49
Team Leadership PTTL $9.95 50, 54
Team Rewards PTTREW $9.95 49, 54
Team Trust  PTTRST $9.95 49, 54
Teamwork PTW $9.95 49, 54
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Terrific Training Materials TTM $39.95 52
The Agile Leader AGI $17.95 38
The Art of Helping, 9th Edition AH9 $39.95 24
The Art of Performance Feedback APF $14.95 45
The Assessment Book THAB $39.95 20
The Coach-Approach Leader TCAL $18.95 24
The Competent Leader, 3rd Edition CL3 $24.95 38
The Complete Guide to Systems Thinking and Learning STL $99.00 43
The Computer Training Handbook, 2nd Edition CTH $49.00 29
The Constant Customer CCST $14.95 27
The Customer Service Intervention CSINT $14.95 27
The Everyday Negotiator PTNN $24.95 48
The Executive Athlete TEA $19.95 38
The Executive Coach in the Corporate Forest TECCF $18.95 38
The Fifth Force FF $24.95 43
The Freedom Wars FRDW $25.00 38
The Guide to National Professional Certification Programs, 3rd Edition GTNP3 $99.95 47
The Heart of Empathy THOE $19.95 24
The Human Sciences Volume I HSCV1 $15.95 43
The Human Sciences Volume II HSCV2 $15.95 43
The Human Sciences Volume III HSCV3 $15.95 43
The Journey of the Accidental Leader TJAL $17.95 38
The Leadership Lexicon LLEX $29.95 39
The Manager’s Guide to Intellectual Property MGIP $14.95 46
The Manager's Pocket Guide to Behavioral Economics MPGBE $14.95 46
The Manager’s Pocket Guide to Career Skills for the New Economy MPGCS $14.95 34, 55
The Manager’s Pocket Guide to Corporate Culture Change MPGCC $14.95 23, 55
The Manager’s Pocket Guide to Creativity MPGC $14.95 47, 55
The Manager’s Pocket Guide to Dealing With Conflict MPGDC $14.95 26, 55
The Manager’s Pocket Guide to Diversity MPGDM $14.95 53, 55
The Manager’s Pocket Guide to Documenting Employee Performance MPGDE $14.95 45, 55
The Manager’s Pocket Guide to Downsizing with Confidence MPGDOW $12.95 34, 55
The Manager’s Pocket Guide to E-Communication MPGEC $14.95 29, 55
The Manager’s Pocket Guide to Effective Meetings MPGEM $14.95 41, 55
The Manager’s Pocket Guide to Effective Mentoring MPGM $14.95 39, 55
The Manager’s Pocket Guide to Effective Writing MPGEW $14.95 25, 55
The Manager’s Pocket Guide to Emotional Intelligence MPGEI $14.95 46, 55
The Manager’s Pocket Guide to Employee Relations MPGER $14.95 26, 55
The Manager’s Pocket Guide to Generation X MPGGX $14.95 41, 55
The Manager’s Pocket Guide to Influence with Integrity MPGIP $14.95 26, 55
The Manager’s Pocket Guide to Innovation MPGINN $14.95 41, 55
The Manager’s Pocket Guide to Interviewing and Hiring Top Performers MPGTP $14.95 32, 55
The Manager’s Pocket Guide to Knowledge Management MPGKM $14.95 41, 55
The Manager’s Pocket Guide to Leadership Skills MPGLS $14.95 39, 55
The Manager’s Pocket Guide to Mega Thinking and Planning MPGMTP $14.95 39, 55
The Manager’s Pocket Guide to Motivating Employees MPGME $14.95 45, 55
The Manager’s Pocket Guide to Organizational Learning MPGLO $14.95 26, 55
The Manager’s Pocket Guide to Performance Management MPGPM $14.95 45, 55
The Manager’s Pocket Guide to Preventing Sexual Harassment MPGSH $14.95 48, 55
The Manager’s Pocket Guide to Project Management MPGPR $14.95 42, 55
The Manager’s Pocket Guide to Public Presentations MPGPP $14.95 26, 55
The Manager’s Pocket Guide to Recruiting the Workforce of the Future MPGR2 $14.95 32, 55
The Manager's Pocket Guide to Social Media MPGSM $14.95 29
The Manager’s Pocket Guide to Spiritual Leadership MPGSL $14.95 39, 55
The Manager’s Pocket Guide to Strategic and Business Planning MPGSP $14.95 42, 55
The Manager’s Pocket Guide to Systems Thinking MPGST $14.95 42, 55
The Manager’s Pocket Guide to Team Sponsorship MPGTS $14.95 49, 55
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The Manager’s Pocket Guide to Training MPGTN $14.95 51, 55
The Manager’s Pocket Guide to Using Consultants MPGUC $14.95 42, 55
The Manager’s Pocket Guide to Virtual Teams MPGVT $14.95 29, 55
The Manager’s Pocket Guide to Workplace Coaching MPGWC $14.95 24, 55
The Meeting Spectrum MS2 $39.95 26
The Negotiator in You NIY $19.95 48
The Negotiation Sourcebook, 2nd Edition NS2 $49.95 48
The New Field Book for Trainers NFT $89.95 52
The Performance Measurement, Management, and Appraisal Sourcebook PMMA $59.95 46
The Power of E-Communication HTEC $14.95 29
The Process-Based Organization PBO $29.95 53
The Quintessential Guide to Using Consultants ZGUC $24.95 52
The Science of Freedom SOF $29.95 44
The Secrets of Helping SOH $19.95 24
The Service Pro SP $12.95 28
The Starfish Files STAR $24.95 39
The Strategic Development of Talent SDOT $69.95 34
The Trainer’s Handbook for Participative Learning THPL $24.95 42
The Training and Development Sourcebook, 2nd Edition TDS2 $49.95 52
The Training Needs Analysis Toolkit, 2nd Edition TNAT2 $59.95 52
The Training Trilogy, 3rd Edition TT3 $39.95 52
The Transparent Leader TTL $19.95 39
The Trusted Leader TRUSTL $19.95 39
The Undeniable Secrets to Extraordinary Performance Reviews USPER $14.95 35
Thirty Seconds That Can Change Your Life 30SCYL $19.95 23
Too Cool for Drugs TCD $12.95 30
Too Smart for Trouble TST $12.95 30
Toward Human Emergence THUME $59.95 40
Value-Centered Ethics VCE $24.95 31
When to Say Yes and Make More Friends WTSY $12.95 31
Why Healthcare Matters WHM $24.95 35
Winning with People at Work NMPWPW $14.95 42
Write Type WT $15.00 47

Accountbility for Results AFRLG $295.00 65
Accountbility for Results Participant Book AFRPB $20.00 65
Becoming a Mentor Program BAMD $795.00 59
Behavior Description Interviewing BDIFG $49.75 61
Building Interpersonal Influence Courseware BIICWD $295.00 59, 70
Coaching Effectiveness Workshop COAEPIG $149.95 59
Coaching for Results Workshop CFR $99.95 59
Committing to a Team Approach Courseware TCTACWD $295.00 66, 70
Communicating Effectively In Teams Courseware TCETCWD $295.00 66, 70
Creating a Shared Team Purpose Courseware TCSTCWD $295.00 66, 70
Customer Service Action Plan CSAP $99.95 60
Customer Service Training CST $99.95 60
Dealing With Conflict: Conflict Resolution Styles DVD DCD $195.00 60
Decision Making and Planning Tools Courseware ADMPCWD $295.00 63, 70
Developing Employees Courseware  DECWD $295.00 61, 70
Discovering Operational Discipline DODFG $195.00 65
Documenting Employee Performance Workshop DEPW $139.95 61
Dynamic Leadership for The 21st Century DL21D $495.00 62
Effective Listening Workshop EL $495.00 60
Ethical Leadership for The 21st Century Workshop DVD EL21D $495.00 61
Evaluating Team Performance Courseware TETPCWD $295.00 66, 70
Facing the Tiger Workshop FTIG $349.00 60

Index 

WORKSHOPS



HR Consultant-in-a-Box HRCIB $139.95 65
Human Diversity Workshop HDWF $495.00 68
Interpersonal Skills for IT Professionals IPSITF $99.95 60
Janus Performance Management System Volume 1, CD JPMV1 $495.00 65
Janus Performance Management System Volume 2, CD JPMV2 $495.00 65
Janus Performance Management System Volume 3, CD JPMV3 $495.00 65
Leadership Effectiveness Workshop LEPIG $149.95 62
Leaders without Titles Participant Manual LWOTPM $39.95 67
Making Team Decisions Courseware TMTDCWD $295.00 66, 70
Making Team Meetings Work Courseware TMTWCWD $295.00 66, 70
Managing to Excel: Appraising People Performance EAPD2 $500.00 63, 71
Managing to Excel: Counseling & Disciplining EDCD2 $500.00 63, 71
Managing to Excel: Getting Unbiased Information EGUID2 $500.00 63, 71
Managing to Excel: Giving Clear Information EGCD2 $500.00 63, 71
Managing to Excel: Identifying & Solving Problems EISPD2 $500.00 63, 71
Managing to Excel: Listening & Organizing ELOD2 $500.00 63, 71
Managing to Excel: Making Decisions & Weighing Risks EMDD2 $500.00 64, 71
Managing to Excel: Planning & Scheduling Work EPASD2 $500.00 64, 71
Managing to Excel: Setting Goals & Standards ESGD2 $500.00 64, 71
Managing to Excel: Thinking Clearly & Analytically ETCAD2 $500.00 64, 71
Managing to Excel: Time Management & Prioritizing ETMD2 $500.00 64, 71
Managing to Excel: Training Coaching & Delegating ETCD2 $500.00 64, 71
Motivating Employees MEMD $495.00 62
Orientation Express Manager’s Guide OEMGL $149.95 61
Planning for Team Results Courseware TPTRCWD $295.00 67, 70
Portable Conference on Change Management PCCM $99.95 59
Preparing the Future Leader Courseware LQCWD $295.00 62, 70
Preventing Sexual Harassment in the Workplace PSHW $125.00 62
Problem Solving Tools and Techniques Courseware UPSTCWD $295.00 64, 70
Project Management for Workgroups  PMWGP $195.00 64
Project Management Toolkit PRMT $250.00 65
Rapid Skill-Builder Series Library: Complete 2-Volume Set RSLIB 299.95 67
Resolving Team Conflicts Courseware TRSCCWD $295.00 67, 70
Selling with INSIGHT Trainer’s Kit SWIT $195.00 66
Service Pro: Better, Faster, Different Package w/DVD SPBFPD $495.00 60
Service Pro: Service Leadership Package w/DVD SPSLPD $495.00 61
Sexual Harassment New Roles / New Rules SHNRD $495.00 66
Skills for Internal Consultant Workshop SICW $99.95 65
Solving Team Problems Courseware TSTPCWD $295.00 67, 70
Still Talkin’ Diversity Workshop STDD $495.00 68
Strategic Leadership Workshop: 1-day Version SLTIF $79.95 62
Strategic Leadership Workshop: 3-day Version SLWIG $495.00 62
Strategic Type Leadership Indicator Workshop DVD SLTD $195.00 62
Superior Client Service for Financial Institutions SCSCC $399.95 61
Surviving Workplace Change Courseware SWCCWD $295.00 59, 70
The Art of Helping AH9T $19.95 59
The Complete Guide to Wellness CGW $199.95 53, 67
The Complete Mentoring Program CMP $995.00 59
The Employee Development DVD Series EDDVD $500.00 61
Train-the-Trainer, 3rd Edition TTWI3 $99.95 67
Transforming Workplace Courseware TWCCWD $295.00 60, 70
Using Adult Learning Principles Courseware UALCWD $295.00 63, 70
Utilizing Team Members Abilities Courseware TUTMCWD $295.00 67, 70
Workforce Diversity DVD WDD $495.00 68
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