
New Training Tools 

Write Right 

Writing may be a lost art. Increas-
ingly, we depend on voice mail and 
other technology to communicate. 
Yet, many of LIS still have to write 
reports, letters, and other business 
materials. The trick is to write with 
the sense of immediacy we've come 
to expect in the electronic era. So 
says Michael Egan, author of Write 
Now! Total Quality Writing in the Age 
of Computers from Stipes Publishing. 

The handbook offers various tips 
on using fewer words to get your 
message across and on putting the 
most important information up front. 
Topics include building a better writ-
ing style, getting organized, using 
winning formats, and writing with 
good grammar and persuasion. 

The user-friendly book is punctu-
ated with graphics and worksheets. 
The 233-page softcover costs $19.80. 

For more informat ion , contact 
Stipes Publishing, Champaign. Illinois. 
Circle 260 on reader service card. 

Beam Us Out There 

Is distance learning out of your reach? 
Here's a no-nonsense guide from the 
University of Toronto Press. Class rooms 
With a Difference: A Practical Guide to 
the Use of Conferencing Technologies 
covers the basic steps in multisite train-
ing. including course design, learning 
strategies, development, and evalua-
tion. It also describes various methods: 
audioconferencing, videoconferencing, 
and computer conferencing. 

The 102-page softcover contains a 
list of additional resources and an 
appendix of tip sheets. 

For more information, contact the 
On ta r io Ins t i tu te for Studies in 
Education, Toronto, Ontario. Canada. 
Circle 261 on reader service card. 

Global Guide 

The Guidebook for Global Trainers. 
by Vincent Miller, covers transition, 
training activities, cultural awareness, 
and other topics that come with the 
territory when you're training abroad. 
The guide also offers general tips for 
travelers, and information for various 
countries on language, climate, reli-
gion, and clothing—with some cul-
tural observations. 

The 447-page softcover costs $35. 
For more information, contact HRI) 
Press, Amherst, Massachusetts. 
Circle 262 on reader service card. 

Training in Canada 

Ever wonder what is going on with 
training in Canada? You can find out 
in Short Courses and Seminars: The 
Who 's Who of Training in Canada. 
Published twice yearly since 1968, 
the most recent edi t ion con ta ins 
information about 60 major Canadian 
training companies. The booklet cov-
ers business, management, and tech-
nical-training programs in more than 
50 workshop categories. 

For more in fo rma t ion , contac t 
Development Publications, Toronto, 
Ontario, Canada. 
Circle 263 on reader service card. 

Entrepreneurial Alert 

In 1991. 750,000 new bus inesses 
sprouted, largely as a result of reces-
sion-related layoffs and corpora te 
downsizing. The Legal Guide for 
Starting and Running a Small 
Business, by attorney Fred S. Steingold, 
contains tips for start-ups, including 
information on partnerships, leasing, 
franchising, hiring and firing, customer 
relations, independent contracting, 
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How To Contact 
Training & Development Magazine 

I rniess otherwise noted, you can v 
Training & Deivlopmeni at Box 1443. Alexan-
dria, VA 22313-2043. For package deliver)', our 
street address is 1640 King Street, Alexandria, 
VA 22314-2746. Phone 703/683-8100: fax 
703/683-8103; TDD 703/683-4323-

Feature Articles We welcome manuscripts 
for possible publication in Training & 
Development. Contact Customer Service for 
authors' guidelines. Include a self-addressed, 
stamped envelope- Phone 703/683-8100. Send 
manuscripts to Editor Patricia Galagan. 

Voice Mail We want to hear your opinions 
and observations about URD and Twining & 
Devehpme.nL Send letters to Haidee Allerton: 
call the Voice Mail phone line, 70.3/683-9590; 
or fax a letter to her at 703/683-9203. 

In P r a c t i c e Send press releases or short 
articles on news, trends, and best practices to 
Erica Gordon Sorahan. Phone 703/683^137. 

on Training 101 Submit brief 
basics to Catherine Petrini. Phone 

FaxForum is a monthly survey of readers' 
opinions. Send ideas for topics to Cvnthia 
Mitchell. Fax 703/683-9203. 

Research Capsules This quarterly column 
summarizes recent 1IRD research. Send 
materia! to Linda Morris, director of Industry 
Services Education, Ernst & Young. Fairfax 
Square, Tower 2. 807? leesburg Pike. Vienna. 
VA 22182. Phone 7u3/903-S<XX). 

Books Send releases and review copies of 
books to Theresa Minton-Eversole. Phone 
703/683-8134. 

New Training Tools Send pres.? releases to 
editor Haidee Allerton on software, tapes, 
manuals, electronic equipment, and anything 
else that helps trainers do their jobs better 
Phone 703/683-7251. 

Working Life Send press releases on trends 
and tips on work/lifestyle issues to Haidee 
Allerton. Phone 703/683-7251. 

Subscriptions, Back Issues, and Reprints 
Subscriptions cost $85 a year in the U.S.: 
for foreign rates. Single 

a year in the 
: photocopies i 
.'paid: bulk ore 

• • • • • • . of articles, 
at $6 each, must be prepaid; bulk orders (50 or 
more) of custom reprints may be billed. Include 
issue date, article name, authors' names, page 
numbers, and billing or credit-card information. 
Contact Customer Service. 703/685-8100. 

Rights and Permissions For permission to 
reprint articles, parts of articles, or other ma-
terials from Training 6 Development, send a 
written request to Cynthia Mitchell, with the 
name of die article, die issue dale, and die in-
tended use of the material Phone 703/683-8132. 
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we assign reader service numliers to most prod-
ucts. services, and books mentioned in T&D. For 
more information on products, services, and 
books, circle the appropriate numbers on the 
postage-paid reader service card 

Advertising For advertising information, contact 
the appropriate sales rep. listed on page 4. 
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New Training Tools 

insurance, and tax-related issues. 
The hefty paperback costs $19.95. 

For more information, contact Nolo 
Press, Berkeley, California. 
Circle 264 on reader service card. 

The Big Picture 

Whole System Architecture, by 
L a w r e n c e M. Miller, a ims to go 
beyond the concept of reengineering 
to actual implementation. 

The g u i d e b o o k fo r "des ign ing 
work processes and human systems 
for h igh-pe r fo rmance capabil i t ies" 
addresses such topics as capability 
strategies, charter writing, environ-
ment scanning , and the roles and 
responsibilities of leading change. It 
also covers the analysis and design 
of technical and social systems. 

T h e 2 9 4 - p a g e h a n d b o o k wi th 
workshee ts costs $49.95. For more 
i n f o r m a t i o n , con tac t the Miller 
Consulting Group, Atlanta, Georgia. 
Circle 265 on reader service card. 

Chart Your Course 

NAVICOR 

Increasingly, people are expected to 
m a n a g e their own careers . Educa-
tional Testing Service has introduced 
a personal career-development pro-
gram. Navicor. The package consists 
of interactive software, an installation 
manual, and a user workbook con-
taining exercises, worksheets , self-
assessment activities, reference mate-
rials, and space for organizing your 
own printouts from the software. 

Navicor is designed for employees 
to use on the job at their own pace. 
The menu-driven software with color 
graphics operates on IBM and IBM-
compatible PCs. 

The p rog ram focuses on d o i n g 
o n e ' s c u r r e n t job be t t e r a n d on 

Product Information 
For m o r e i n f o r m a t i o n on any 
product listed in "New Training 
Tools," circle the corresponding 
n u m b e r on the r eader service 
card and d r o p t he card in the 
mail. The manufacturer will send 
the information directly to you. 

If you 'd like to t e l ephone a 
manufacturer, turn to the reader 
service page for phone numbers. 
But p lease be sure to say that 
you read about the product in 
Training & Development! 

exploring a range of career options. 
It is divided into several steps: con-
ducting a self-assessment, searching 
and building a list of potential occu-
pa t ions , g a t h e r i n g i n f o r m a t i o n , 
assessing skills, preparing for train-
ing, dec id ing a m o n g the op t ions , 
and planning development. 

For m o r e in fo rmat ion , con tac t 
Educational Testing Service, Princeton, 
New Jersey. 
Circle 266 on reader service card. 

The Video Shelf 

Remember the popular 1976 video, 
"What You Are Is What You Were 
When," presented by the often irrev-
erent Morris Massey? Well, Massey is 
back in 'Just Get It!" a recent release 
from Videolearning Resource Group. 
In his new video, Massey addresses 
the importance of values, the events 
that change values, and the use of 
va lue ana lys i s to u n d e r s t a n d t he 
world in which we work. Six "gener-
at ional represen ta t ives" also o f f e r 
telI ing comments. 

The 105-minute t ape is divided 
into four s e g m e n t s that can be 
shown separately. 

For m o r e i n f o r m a t i o n , con tac t 
V i d e o l e a r n i n g R e s o u r c e G r o u p , 
Washington, D.G. 
Circle 267 on reader service card. 

Give and Take 

A lot of tips tell people how to give 
p e r f o r m a n c e appra isa ls . But wha t 
about how to get them? 

"How To Receive a Performance 
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Appraisal" from ODT offers guide-
lines for the entire process: getting 
into the p r o p e r f rame of mind, 
accepting criticism, taking responsibil-
ity. preparing for sessions, and man-
aging behavior during discussions. 

The 50-page w o r k b o o k c o m e s 
with a tip sheet and two audiocas-
settes. The cost of the entire package 
is $50. 

For more in fo rmat ion , con tac t 
ODT, Amherst, Massachusetts. 
Circle 268 on reader service card. 

Two-Way Street 

Here is another tool for performance 
appraisals . The program, ' Perfor-
mance Management Improvement." 
f rom WMS consul tants , addresses 
emp loyees ' unde r s t and ing of the 
appraisal process and their commit-
ment to it, as well as manage r s ' 
behavioral skills in conducting per-
formance reviews. 

The program of workshop exer-
cises, role plays, and v i d e o t a p e s 
shows employees how to set perfor-
mance goals. It also offers tips to 
managers on the interactive or "soft" 
behav iora l a spec t s of e f fec t ive 
appraisals. 

Part one of the program focuses 
on gaining the commitment of man-

agers and other employees to the 
appraisal process, with discussions 
on results, measures of accomplish-
ment. and the mechanics. 

Part two is delivered only to man-
agers. Its dos and don ' ts focus on 
making appraisals "improvement ses-
sions" rather than "judgment days." 

Each component is available sepa-
rately. 

For more in format ion , contac t 
WMS and Company, King of Prussia, 
Pennsylvania. 
Circle 269 on reader service card. 

Desktop Training 
Management 

Lite Tools 
Just for fun.... It looks like a rac-
ing bike, but it isn't! The Writing 
Bicycle f rom Reliable H o m e 
Office comes apart to provide 
minia ture desk tools you can 
really use: two paper clamps; a 
mechanical pencil; two ballpoint 
pens ; e ight safe ty pins; n ine 
paper clips; and a protractor, cir-
cle template, and vernier scale. 
Plus, you can measure lengths 
with the front wheel by just tak-
ing the bike for a "ride." 

We're not trying to pedal the 
tool, but a company spokesper-
son says that the $29.95 bike 
makes a great gift for big wheels. 
(OK, we'll put on the brakes.) 

For more information, contact 
Reliable Home Office, Ottawa, 
Illinois. 
Circle 271 on reader service card. 

"New Training Tools" is compiled and 
written by Ha idee Allerton. Send items 
of interest to "Tools." Tra in ing & 
Development, 1640 King Street. Box 
1443. Alexandria. VA 22313-2043• 
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SURVIVAL SKILLS 

FOR G R O U P FACILITATORS 

NAVIGATING T H F INTERNET 

U P S DELIVERS CAREER 

D E V E L O P M E N T T O MANAGERS 

H A R N E S S THE P O W E R 

O F T E C H N O L O G Y 

-KTrtSCM-

T U R N Y O U R 

TRAINING F U N C T I O N I N T O A 

CONSULTING CENTER 

H O W T O S U C C E E D AS 

A C R O S S - F U N C T I O N A L TEAM 

Officer, from -
Pacif ic Soft-
ware Interna- * 
tional. Using 

program, 
you man-
age var ious aspec ts of t ra in ing 
administration on your PC. 

The Training Officer assembles 
training information in a "manage-
ment environment" of more than 150 
fact-specific, ready-to-use training 
status reports, directives, memos, 
and letters. You can store and access 
training histories and updates, man-
dated training compliance for certifi-
cation, l icensing regulat ions , and 
personnel registration and schedul-
ing. You also can monitor training 
a t t e n d a n c e , budge t charges , and 
training reimbursements. 

For more in format ion , contac t 
Pacific Software International. Salem, 
Oregon. 
Circle 270 on reader service card. 

^TRAINING & 
DEVELOPMENT 

Reprints Available 
Custom reprints of articles 

available when you order 50 copies or more. 

Reprints have the s a m e full 81/]" x 107 /8" 

format a s the magaz ine (except for articles 

published before 1969) , a r e printed on 5 0 # 

white offset paper stock, and a r e 

saddle-stitched, with covers furnished. 

For more information and price quotes, please 

contact t he Customer Support Center, 

ASTD, 7 0 3 / 6 8 3 - 8 1 0 0 . 
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