
New Training Tools 

Team Play 

Sometimes, difficulties in implement-
ing teamwork arise from an organi-
zation's misunders tanding of how 
teams work, says Dick Alban of 
Alban Associates. Alban says that 
true t eamwork isn't a d e m a n d to 
"work together," but a cont inuous 
process through which people learn, 
grow, and work interdependently to 
achieve goals and objectives in sup-
port of a common mission. 

Alban has d e v e l o p e d a game, 
"Teamwork," that helps demonstrate 
the impor tance of a t eam-based 
organizational approach. 

The three-hour game is played by 
two teams of six players each, from 
various organizational levels. The 
game involves instances of lecture-
type and exper ient ia l learning as 
players try to solve three puzzles 
using jigsaw-like puzzle pieces. As 
team members fol low the game 's 
guidelines, they exper i ence team 
building and see how teamwork is 
critical to success. 

"Teamwork" consists of partici-
pants' notebooks, game pieces, trans-
parency masters, timers, a process 
sheet, a facilitator's guide, and a 20-
minute videotape. The cost is $189-

For more in fo rmat ion , contac t 
ARM Publ ish ing Company , Hunt 
Valley, Maryland. 
Circle 258 on reader service card. 

Team Publications 

Looking for a low-cost way to pro-
vide team training on a regular basis? 

The Today's Team system is a 
series of monthly newsletters contain-
ing information for ongoing team 
training that speaks directly to team 
members. The newsletters cover such 
topics as brainstorming, reaching 

consensus, dealing with cultural di-
versity, and overcoming team apathy. 

There are three formats: Today's 
Team, for manufacturing and nonof-
fice employees; Today's Team for the 
Office, for clerical and professional 
office workers; and Today's Team 
Facilitator, a training aid containing 
eight pages of team-building exer-
cises for team leaders, team facilita-
tors, and team trainers. Today's Team 
Facilitator is designed to reinforce 
the team skills discussed in the other 
newsletters. 

Editorial-board members are avail-
able to answer readers' questions and 
to provide consultation on particular 
areas covered in Today's Team. 

Each news le t t e r f ea tu res four 
pages of short articles and checklists, 
as well as a ques t ion-and-answer 
column called "Team Talk." Text is 
illustrated with often-amusing graph-
ics. Subjects covered in recent issues 
of the newsletters include planning 

A lot of organizations are 

waving the banner of team-

work. But are teams working? 

Here's at least one call and 

some plays to try if your 

team efforts are flagging. 
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How To Contact 
Training & Development Magazine 

Unless otherwise noted, you can xvrite to 
Training & Development at Box 1443, 
Alexandria, VA 22313-2043: For package 
delivery, our street address is lo4() King 
Street, Alexandria, VA 22314-2746. Phone 
703/683-8100; fax 703/683-8103-

Feature Articles We welcome manuscripts 
For possible publication in Training & 
Development. Write to Cynthia Mitchell for 
authors' guidelines. Include a self-addressed, 
stamped envdope, Phone 703/683-8132. Send 
manuscripts to Editor Patricia Galagan. 

Voice Mail We want to hear your opinions 
and observations about HRD and Training & 
Development. Send letters to Haidee Allerton; 
call the Voice Mail phone line, 703/683-9590; 
or fax a letter to her at. 703/683-9203. 

In Practice Send press releases or short 
articles on news, trends, and best practices in 
training and development to editor Craig 
Steinburg. Phone 703/683-8137. 

Four by Four Contact Catherine Petrini with 
ideas for this bi-monthly interview column. 
Phone 703/683-8130. 

Training 101 Submit brief articles on training 
basics to Catherine Petrini. Phone 703/683-8130. 

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 HRD research. Send 
material to Linda Morris, director of Industry 
Services Education, Ernst & Young, Fairfax 
Square, Tower 2, 8075 Leesburg Pike, Vienna, 
VA 22182. Phone 703/903-5000. 

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

New Training Tools Send press 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 This column reports on trends 
and practical tips on work/lifestyle issues. Send 
press releases to Haidee Allerton. Phone 
703/683-7251. 

Reprints For reprints of T&D articles, contact 
Customer Support. Single reprints must be pre-
paid; bulk orders (50 or more) may be billed. 
Include issue date, article name, authors' 
names, page numbers, and billing or credit 
caid information. Phone 703.^3-8129. 

Rights and Permissions For permission to 
reprint articles, parts of articles, or other ma-
terials from Training & Development send a 
written request to Cynthia Mitchell, with the 
name of the article, the issue date, and the in-
tended use of die material. Phone 703/683-8132. 

Subscriptions and Back Issues Contact 
Customer Support, 703/683^129. 

Product Information For your convenience, 
we assign reader service numbers to most prod-
ucts, sen-ices, 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. 

ASTD Membership For information on joining 
•ASTD, call the Membership Services Depart-
ment, 703/683-817], 

New Training Tools 

team meetings, enriching team com-
munication skills, handling team hot-
heads, and becoming better listeners 
through rephrasing. 

One-year subscriptions are avail-
able individual ly and at quant i ty 
d iscounts . For more informat ion , 
contact Today's Team, Box 10488, 
Lancaster, Pennsylvania. 
Circle 259 on reader service card. 

Pocket Coach 

Is yotir organization trying teamwork 
and having trouble making it work? 
The Just-In-Time Knowledge for Teams 
pocket guide can come to the rescue. 

The small book with the big name 
describes what makes a team effec-
tive and exp la ins the tools and 
processes team leaders and members 
can use to maximize their team's 
performance. Topics include tapping 
team resources and knowledge, facil-
i tating t e amwork sess ions , and 
assessing team outcomes. 

The guide really is pocket-sized; 
each team member can carry around 
his or her own copy as a reminder of 
team practices and goals. 

For more in fo rmat ion , contac t 
Option Technologies , in Mendota 
Heights, Minnesota. 
Circle 260 on reader service card 

Doing What Comes 
Internationally 

The ability to manage and do busi-
ness with people from around the 
world is no longer just a nicety; it's a 
necessity, say many business analysts. 

MultiMedia offers a new training 
program, Doing Business Interna-
tionally: The Crosscultural Challenges, 
for helping managers develop the 
skills and attitudes necessary for suc-
cessful global management. The pro-
gram contains a 43-minute video, a 
leader's guide, a participant work-
book, and an audiocassette. 

The video shows interviews with 
global expert Stephen Rhinesmith 
and top execut ives f rom Colgate-
Palmolive, Ernst & Young , and 
AT&T. The expe r t s d iscuss such 
issues as adapting key skills to differ-
ent business cultures; acquiring the 
necessary competencies and attitudes 

Product Information 
For more in fo rma t ion on any 
product listed in "New Training 
Tools." circle the corresponding 
n u m b e r on the reader service 
card and drop the card in the 
mail. The manufacturer will send 
die information directly to you. 

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

for effect ive global management ; 
using effective cross-cultural commu-
nication skills to avoid conflicts; and 
understanding the effect of culture 
on international negotiation, market-
ing, and management. 

The cost of the total package is 
$695. For more information, contact 
MultiMedia, Tenafly, New Jersey. 
Circle 261 on reader service card 

Quality Search 

Wouldn't you like someone to locate, 
abstract , and document for you a 
sampling of the many publications 
about total quality management? 

Advanced Personnel Systems does 
just that. The resul t is Quality 
Abstracts, a bimonthly newslet ter 
that keeps you abreast of current lit-
erature in the quality field. You can 
bene f i t f rom the e x p e r i e n c e and 
insights of TQM experts and from 
people who are implementing TQM 
in their own organizations. 

Each issue is 20 to 24 pages long 
and inc ludes 80 to 100 abs t rac ts 
selected from more than 250 journals 
and books. 

Quality Abstracts t ouches on 
a variety of quality issues, but edi-
tor/TQM consultant Scott Mitchell 
considers the following categories to 
be must-reads: service quality, the 
roles of executives and HRD special-
ists in quality efforts, and the mea-
surement of supplier performance. 

A one-year subscription costs $95. 
For more informat ion on Quality 
Abstracts, contact Advanced Personnel 
Systems, Roseville, California. 
Circle 262 on reader service card 
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Have Easel, Will Travel 

Throw it in a bag 
and sling it over your 
shoulder; now you're 
ready to go. 

The new Pierce 
portable easel folds 
to a compact size 
(3 5 by 5.25 by 38 
inches) and weighs 
only 6.5 pounds. You 
can adjust the paper-
grip holder and pen 
tray to d i f fe ren t 
heights to accommo-
date various materials. Accessories 
include a folding support panel for 
holding single-sheet materials, and a 
carrying case with a shoulder strap. 

For more information, contact Pierce 
Business Products, Santa Ana, California. 
Circle 263 on reader service card 

Free-Range Speakers 

You can cut the ties that bind with 
the Freedomike—a wireless micro-
p h o n e for p r e s e n t e r s . No c o r d s 
restrict your movements, so you can 
get closer to your audience. 

That'll teach people who doze off 
during presentations. 

For more information, contact Bill 
Johnson et al Inc., Phoenix, Arizona. 
Circle 264 on reader service card 

Lite Tools 
Just for fun.... Beige-bag it on 
those brown-bag days with the 
environmental ly correct , ecru-
colored canvas lunch bag from 
the Daily Planet. 

It 's s tu rdy , r e u s a b l e , a n d 
machine-washable. And for you 
Velcro fans, you can roll the top 
again a n d aga in , a n d it s tays 
c losed . The b a g is d e c o r a t e d 
with a "c rayon" d r a w i n g of a 
fruit-filled apple tree and a nice 
sentiment: " I ' m saving a tree." 

We never t hough t w e ' d say 
this, but at last it s e e m s truly 
appropriate: Have a nice day. 

For more information, contact 
the Daily P lane t , N e w York , 
New York. 
Circle 269 on reader service card 

The People in "People With 
Disabilities" 

As m o r e p e o p l e wi th d i sab i l i t i e s 
enter the workplace, it's important to 
find appropriate ways to communi-
ca te with them. The first thing to 
r e m e m b e r is to pu t the p e o p l e 
before the disabilities—don't refer to 
them as "the disabled." 

Goodwill Industries offers a new-
brochure , People With Disabilities 
Terminology Guide. Goodwill sug-
gests avoiding such words as "con-
fined (to a wheelchair)" and "handi-
capped." But neither should you use 
such trendy words as "challenged" 
and " spec ia l . " Stick to p la in lan-
guage: "a person with epilepsy" and 
"children with mental retardation." 

The handy, user-friendly brochure 
contains general guidelines, specific 
terminology, and a section on speak-
ing and writing about peop le with 
disabilities. 

For m o r e i n f o r m a t i o n , con t ac t 
Goodwil l Indust r ies , in Be thesda , 
Maryland. 
Circle 265 on reader service card 

Back to Basics 

The " T e l e p h o n e Doctor , " Nancy 
Friedman, has released a new train-
ing videotape, "Basic, Basic," which 
contains 10 fundamenta l te lephone 
techniques. 

"Basic, Basic" is gea red toward 
people re-entering or first entering 
the w o r k f o r c e and toward p e o p l e 
whose previous jobs required little 
contact with customers. 

It is available for preview, rental, 
and purchase. For more information, 
contact Telephone Doctor, St. Louis, 
Missouri. 
Circle 266 on reader service card 

Freebie 

Need a writer for your next training 
v i d e o or p resen ta t ion? The 1993 
Writers Roundtable Directory contains 
a list of f r e e l a n c e wr i te rs in New-
York, New Jersey, and Connecticut. 
All of them have had at least 10 years' 
experience in a variety of businesses, 
writing text for slide shows, for print 
materials, and for multimedia. 

REVOLUTIONARY 
TRAINING PROGRAM FOR 

ON-SITE LICENSING 

New Patented Fast Note Taking 
Alternative To Traditional 

Shorthand or Speedwriting 
Patent #4,760,528 

Program's highlights: 
• user-proven half-day course 
• no rote memorization, user friendly 
• abbreviating is reduced to 5 basic rules 
• can be easily integrated to improve 

any shorthand 
• the course enables you to attain a 

writing speed up to 40 WPM 
• 99.9% of users recommend it to others 
• optional automatic transcription by PC 
• trainer to trainer program and 

full support 
• has been licensed by major 

companies 
• in commercial use since 1989 

On site training for businesses 
Public seminars up to 300 people 
Self-study package is available 

U CN LRN THS SYST QCKY, CANT U ? 
For free evaluation info, call: 

617-527-4988 
LEGEND CO. NEWTON, MA 

Circle No. 162 on Reader Service Card 

Circle No. 171 on Reader Service Card 

For more information JSs® 
CALL, WRITE OR FAX: 

Institute of Ame£ 

PRACTICAL ENGLISH & 
THE COMMAND OF WORDS 

DEPT. AHDA23 
925 Oak Street, Scranton, PA 18515 

Phone: Toll-free 1-800-942-3893 
Fax: 717-343-6320 

• Write more clearly, succinctly. 
• Speak with greater assurance. 
• Increase productivity. 
• Improve communication. 
• Influence others in a positive way. 

This popular course is the sensible 
answer to your training needs. 
• Self-study • No classes or seminars 
• No written assignments • We provide 
all materials, all servicing 
• Special money-
saving group rates 
• More than 

750.000 successful 
graduates from 
thousands of 
corporations, big 
and small. 

For more 
CALL, 

Training & Development. February 1993 67 



WE CAN TEACH 
AN OLD DESK 
NEW TRICKS. 

Every day, more and more information ends up on your 
desk. And every day, less and less leaves your desk. 

It's time to change the way you do business and teach 
yourself some new tricks to tame your desk. It's time for 
THE PRIORITY MANAGER™. 

THE PRIORITY MANAGER™ is a comprehensive 
management training program that helps you deal with the 
massive flow of communications by prioritizing their 
importance and organizing how you deal with them. 

Before you end up buried by your work, find your 
telephone and call your PRIORITY MANAGEMENT® 
representative. 

AN ESSENTIAL MANAGEMENT SKILLS PROGRAM 

Call us. We can help. 
1-800-221-9031 

Visit our booth at ASTD to receive our most current market 
research on "Measurement of White Collar Productivity" 

Circle No. 146 on Reader Service Card 

SHAPING A NEW GENERATION 
OF ORGANIZATIONAL LEADERS 

GSPP 
offers 

INDUSTRIAL A N D ORGANIZAT IONAL 
PSYCHOLOGY 

PHD, PSYD, A N D MASTER'S PROGRAMS 

•Organizational Effectiveness 
•Leadership in Organizations 

•Human Resource Management 
•Cultural Diversity in the Workplace 

•Organization Development Centers at 
CSPP-ios Angeles and CSPP-Fresno 

•National Continuing Educotion Courses, 
Seminars, and Workshops 

Campuses located in Berkeley/Alameda, Fresno, 
Las Angeles, and San Diego 

For information and on application: 

CALIFORNIA SCHOOL OF PROFESSIONAL PSYCHOLOGY 
Systemwide Admissions 

2749 Hyde Street 
San Francisco, CA 94109 

8 0 0 / 4 5 7 1273 

Circle No. 133 on Reader Service Card 

International Training Directory 

The Only Authoritative 
International Training Directory 

Over 25,000 facts about 34 of the world's 
most significant training markets puts the 

world of training at your fingertips! 

Profiles of over 325 select training firms 

5 innovative training products 

7 guest editorials 
International calendar of events 
Reviews of top training events 

|PASport PASport Publishing International 
Tel: (415) 331-2606 Fax: (415) 331-3903 

Circle No. 189 on Reader Service Card 

New Training Tools 

The Writers Round tab l e mee ts 
monthly to exchange writing tips and 
techniques, and to hear guest speak-
ers talk about such developments as 
wr i t ing sc r ip t s for CD-ROM and 
designing computer-based training. 

To receive your free copy of the 
1993 Writers Roundtable Director)), 
wri te to Lois McRober t s , 19 Park 
Place, Flanders, NJ 07836. 

For more information, contact John 
K. MacKenzie, New York, New York. 
Circle 267 on reader service card. 

A Three-Fer 

The American Management Association 
has introduced three new "FYI" train-
ing videos. 

"Coaching for Top Performance" 
o f fe r s 10 c o a c h i n g gu ide l i ne s for 
motivat ing employees , moni tor ing 
their development, and understand-
ing your own coaching strengths and 
w e a k n e s s e s . T h e 3 0 - m i n u t e t a p e 
shows how to apply observation and 
listening skills to identify a person's 
skill level, h o w to select the bes t 
training me thod for an individual , 
how- to counsel an emp loyee w h o 
doesn ' t r e s p o n d to f e e d b a c k , and 
how to identify your own needs. 

"Smart Risk Taking" d i scusses 
when and why to take risks. The tape 
shows how to assess your ability to 
deal with risks and how to identify the 
strengths and weaknesses you bring 
to each risky situation. The video also 
offers tips for overcoming such per-
sonal barriers as lack of confidence 
and fear of success. 

"Set t ing and Ach iev ing Your 
Goals" he lps you focus on get t ing 
from here to there. The video pre-
sents an adaptable personal action 
p l a n for se t t ing w o r k goa l s and 
developing processes to attain them. 

Each v ideo costs $79.95. If you 
purchase any two, you get the third 
one free. 

For more information, contact the 
American Management Association, 
Saranac Lake, New York. 
Circle 268 on reader service card 

"New Training Tools" is compiled and 
written by Haidee Allerton. Send items 
of interest to "Tools" T r a i n i n g & 
Development, 1640 King Street, Box 
1443, Alexandria, VA 22313-2043. 
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