
BOOK 
SHELF 
This month's "Bookshelf' features titles 
from ASTD's Professional Publishing 
Program. These professional books and 
monographs were produced through the 
Society and are available for purchase to 
members and non-members. If you wish 
to order one or more of these valuable 
resources, please complete the order 
form provided at the end of this section. 
For a complete listing of all publications 
available from ASTD, circle Number 130 
on the reader service card. 

Professional Development 
This booklet contains procedures to help 
the T&D professional better understand 
his or her job. Chapter One: "Your Job 
— Purpose and Contribution." "Why 
does your job exist?" Chapter Two: 
"Asses s ing Your 
Skills." A checklist 
of over 100 items to 
help you iden t i fy 
your strengths and 
weaknesses. Chapter 
Three: "Creating a 
Development Plan." 
A discussion of re-
sources and tech-
niques for acquiring 
needed skills and expertise. Chapter 
Four: "You and Your Career." Common 
career paths for T&D professionals. 

Feedback for 
Professional Development 
The Feedback workbooklet is designed 
to enhance the capabilities of the T&D 
professional by pro-
viding feedback from 
t r a i n e e s . It is a 
checklist rating of 
specific activities in-
tended to give the gEBBSK 
professional a critical 
look at his or her 
talents and impor-
t an t development 
needs. 47 pages total 
for both publications. Sold as a set. $6.00 
ASTD members; $8.50 non-members. 
$1.20 shipping. 
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Training and 
Development Handbook 
Widely recognized as the most compre-
hensive reference book in the training 
and development field, this important 
second edition is a 
greatly expanded 
version of the or-
iginal Handbook, 
published a decade 
earlier. It features 
the work of 59 lead-
ing authorities. For-
ty-five of the 47 chap-
ters contain new ma-
terial; the remaining 
two have been updated. The result is a 
practical and reliable reference source 
for the body of knowledge in the complex 
and challenging world of human resource 
development. Edited by Robert L. 
Craig. 866 pages. $27.50 ASTD mem-
bers; $34.50 non-members; $1.35 ship-
ping. Sponsored by ASTD and published 
by McGraw-Hill. 

Assessment Supplement 
to T&D Handbook 
The Assessment Supplement contains 
hundreds of challenging questions which 
bring a new dimen-
sion to the Training 
and Development 
Handbook's useful-
ness — by letting 
you test your know-
ledge of the 47 con-
tent areas presented. 
The Handbook has 
long been recognized 
as t h e p r i m a r y 
source book of the training and develop-
ment profession . . . and now through 
the Supplement, you can match wits 
with the authors in a self-study exercise 
which will be both enjoyable and chal-
lenging. 82 pages. Automatic free distri-
bution to ASTD members; $7.50 non-
members; $.40 shipping. Sponsored 
by ASTD and published by McGraw-
Hill. 

Professional Guide 
to Successful Meetings 
Coleman Finkel has responded to thou-
sands of queries from those charged with 
responsibilities for company and asso-
ciation meetings. From these questions 
he has sifted those 
whose answers pro-
vide the most help 
and direction. In this 
book he tells the 
reader what pitfalls 
to avoid in planning 
conferences and how 
to make them suc-
cessful. The author 
was for 10 years with 
American Management Associations in-
volved in designing programs. Currently 
he is president of the National Confer-
ence Center in New Jersey. 182 pages. 
$11.95 ASTD members; $15.00 non-
members; $1.35 shipping. Published by 
SM Book. 

Test Construction 
for Training Evaluation 
The refinement of testing procedures in 
recent years has led to widespread use of 
testing devices in business and industrial 
training programs. 
This book o f f e r s 
practical procedures 
for selecting good 
test items, construct-
ing different types of 
tests, using the tests 
to greatest benefit, 
administering the 
tests, and evaluating 
test results. All in-
formation is presented from the view-
point of the training staff with guidelines 
that are immediately relevant and easy 
to implement. Charles C. Denova clearly 
shows that the test is a valuable tool in 
personnel training and development and 
that effective testing can be of special 
value to a business enterprise. 144 
pages. $12.00 ASTD members; $14.95 
non-members; $1.00 shipping. 

Test 
Construction 
for Training 
Evaluation 

Charles C. Denova 



Practical Video 
This is a book written for every type of 
video user . . . whether you're an institu-
tional TV producer or director or engin-
eer . . • whether you 
work in a school, col-
lege, bank, manu-
facturing company or 
hospital. . . whether 
you've got a staff of 
ass is tan ts , or t h e 
whole depar tment 
consists of you. It 
contains the accumu-
lated e x p e r i e n c e 
of hundreds of video producers . 207 
pages. $14.35 ASTD members; $17.95 
non-members; $1.00 shipping. Published 
by Knowledge Industry Publications. 

The Guidebook 
for International Trainers 
in Business and Industry. 
To help meet the growing need for 
skilled manpower in business and in-
dustry, this authoritative book provides 
practical guidelines for international or 
minority training. Vincent A. Miller ex-
amines the training 
function, its limita-
tions and a l t e r n a -
tives, and the factors 
that generate a need 
for training. He out-
lines a c o m p l e t e 
strategy for starting 
a training program 
in a developing coun-
try, with procedures 
for setting up administrative arrange-
ments and establishing objectives. 256 
pages. $12.00 ASTD members; $14.95 
non-members; $1.20 shipping. 
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A Checklist for Technical, 
Skills and Other Training 
This carefully compiled checklist con-
tains some 700 items covering every 
facet of training. These are organized in 
a logical, easy-to-use sequence, under 
precisely defined sec-
tion h e a d i n g s . A 
qualitative r a t i n g 
scoreboard and a sec-
tion for the user's re-
marks are provided 
for each item. Pre-
tested and tediously 
edited, this latest 
ve rs ion of " T h e 
Checklist" provides 
the beginning and the experienced in-
structor with a practical, basic, step-by-
step procedures guide. 94 pages. $7.75 
ASTD members; $10.00 non-members; 
$.60 shipping. 

How to Plan and Conduct 
Productive Business Meetings 
An invaluable manual for those who 
conduct meetings in business, industry, 
government, the m i l i t a r y , schools , 
churches, volunteer organizations. . . . 
Covers such topics as: When Is A Meet-
ing Necessary? When Is A Meeting Pro-
ductive? The Cost of Nonproductive 
Meetings — and Some Simple Solutions; 
How to Coordinate 
Or "Chair" A Meet-
ing; How To Conduct 
Brainstorming Meet-
ings; How To Con-
duct Problem-Solv-
ing Meetings, Spe-
cial Tips On How To 
Conduct In-House In-
structional Meet-
ings; Practical Tips 
from Trained and Experienced Meet-
ing Leaders; Case Study from Wis-
consin Telephone Co.; An Instructional 
Meeting on Leading Group Meetings; 
Audiovisual Equipment — A List of 
Sources; Murphy's Law at Meetings; 
Small-Group Skills for Trainers. 327 
pages. $47.50 ASTD members; $59.50 
non-members; $2.75 shipping. Published 
by Dartnell. 

How To Plan 
And Conduct 
Productive 
Business Meetings 

* 

Trends in Management 
Development and Education: 
An Economic Study 
This report covers one of the fastest 
growing segments of the education and 
training field: management education 
conducted or paid for by companies and 
government agencies. More than $1.2 
billion is being spent 
annually by organi-
zations which have 
determined that de-
velopment, or lack of 
it, for their managers 
is the key to future 
growth or stagna-
tion. Chapters anal-
yze t h e size and 
breakdown of these 
expenditures, typical company budgets, 
case histories at firms like GE, IBM and 
Western Electric, the market for sup-
pliers of training courses, films, books 
and materials, the market for univer-
sity-conducted courses, current instruc-
tional methods and future growth. The 
study will be of prime interest to 
company training and personnel execu-
tives, to librarians and educators, to out-
side consultants, suppliers, publishers 
and producers. 192 pages. $19.95 ASTD 
members; $24.95 non-members; $.85 
shipping. Published by Knowledge In-
dustry Publications. 

Dartnell Presents . . . 
On Target Supervision 

"FIRM 
BUT FAIR" 

HOW TO HANDLE CONSTRUCTIVE 
DISCIPLINE 

Every supervisor must c o m e to grips 
with the problem of DISCIPLINE. 
However, many supervisors have 
little or no training in the proper way 
to dea l with this sensitive area of 
employee relations. Such a situation 
is p a c k e d with danger. If discipl ine 
is avoided, the supervisor risks losing 
control. If discipl ine is mishandled, it 
can backfire in costly ways . . . loss 
of good workers, d a m a g e d morale, 
and lower production are just some 
of the consequences. 
But, it doesn't have to be that way. 
There are simple guidelines any 
supervisor can follow to apprec iab ly 
improve his (or her) discipl ine rating. 
They are demonstrated in this 
15-minute film. 

• 16mm • Full Color • Also available in 
8mm, super-8 and video cassette 

Three more training films that offer 
supervisors a refreshing exercise in 
"app l i ed common sense." 

"Rx FOR ABSENTEEITIS" 
"FAIR WARNING" 
"A GOOD START" 

FOR FASTEST SERVICE PHONE: 
(312) 561-4000 . . . Ask for 

Lois Goldmann or Sue Presley 

OR, WRITE TO: 

DARTNELL 
4660 R a v e n s w o o d A v e n u e 

C h i c a g o , I l l inois 60640 

Please send the film(s) checked below. 

• "Firm But Fair" 
• "A Good Start" 
• "Fair Warning" 
• "Rx For Absenteeitis" 

• Film Purchase $375 
• 1 Time Rental (show date 
• 3-Day Executive Preview 

Company 

$20 
$95 

Name 

Address. 

City/State/Zip 

Phone 
TDJ-580 j 

Circle No. 184 on Reader Service Card 
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Finally... 
the first book 
that "doesn't 
dodge the tough 
questions" about 
continuing 
education! 

BUSS 
p n n E I I P T 

Survival and Prnspenly lor All? ™ 

a i l l i i u U l 
inconnnuinGEDUCflTion 

• • a 

An example of the kinds of 
hard-hitting comments you'll find 
in this provocative new book: 
u l have to keep chiding the 
continuing education units within 
academic institutions, because 
invariably the way they become 
involved is through our initiation and 
only rarely through their initiation. »» 
Robert Kost 
Contributing Editor, Power and 

Conflict in Continuing Education 
Director, Marketing Education 

Services, General Motors 
Corporation 

Yes, please send me POWER AND 
CONFLICT IN C O N T I N U I N G 
EDUCATION (11W5040) to 
examine at no obligation for 15 days. 

• I will send you my check/money order 
tor $24, plus postage & handling, if I 
decide to keep the b o o k . . . or I can return 
the book and owe nothing. 
• Enclosed is my check/money order for 
$21; you, the publisher, will pay postage 
& handling charges 
(same return privilege applies). 
• Please charge my 
• BankAmericard/VISA 
• Master Charge 
Card # 
Expiration Date — 
Credit Card Signature 

(Residents of Cal, Ken, Mass, Mich, 
NJ , NY, Wash, please add sales tax.) 

(please print) 

Name 

Address 

City/State Zip 

Mail coupon to: 
WADSWORTH Publishing Company 
Attn: Stacy Lee, Box TD-CE-MAY80 
10 Davis Drive, Belmont, CA 94002 

Circle No. 248 on Reader Service Card 

SELECTING 
AND DEVELOPING 

MEDIA FOR 
NSTRUCTION 
Ronald R Anderson 

Selecting and Developing 
Media for Instruction 
For "how-to" help in using modern in-
structional technology, consult this book. 
It is the first practical guide to choosing, 
preparing and testing lesson media. 
Written in non-technical language, it 
shows you how to coordinate media 
development with course objectives and 
budget. Clear, systematic techniques 
are provided for se-
lecting the best med-
ium for a specific in-
structional purpose. 
You'll see how to 
analyze media char-
acteristics, deter-
mine instructional 
goals, and r e l a t e 
media characteristics 
to lesson content. 
The guide is full of handy checklists and 
rules of thumb for developing instruc-
tional programs, along with conven-
ient charts that show at a glance the 
entire selection process. Covering still 
and motion visuals, and audio and 
printed materials, it gives you the 
advantages and disadvantages of each 
medium, legibility guidelines for visuals, 
suggested script formats, and infor-
mation on classroom seating and lens 
focal length. 138 pages. $12.75 ASTD 
members; $15.95 non-members; $.85 
shipping. Copublished with Van Nos-
trand Reinhold. 
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COACHING 
FOR 

IMPROVED 
WORK 

PERFORMANCE 
~ ' " " dERanks 

Coaching for Improved 
Work Performance 
With this book managers at all levels can 
use specific, face-to-face coaching pro-
cedures with their subordinates to ob-
tain immediate posi-
tive results and elim-
inate workers' self-
destructive behav-
ior. These practical 
t echn iques show 
managers how to get 
employees to stop 
doing what t h e y 
should not be doing 
and to start doing 
what they should be doing. The author 
identifies popular but ineffective man-
agement concepts, explains why they 
are ineffective, and in each instance 
offers alternative usable theories based 
on solid research. These highly relevant 
and practical concepts are translated 
directly into working techniques. Coach-
ing methods for handling some common 
problems are demonstrated in dialogue. 
214 pages. $11.75 ASTD members; 
$13.95 non-members; $1.00 shipping. 
Published by Vail Nostrand Reinhold. 

The ASTD Research Series 
This significant new "ASTD Research 
Series" — presented as part of the So-
ciety's Professional Publishing Program 
— features papers produced by blue-
ribbon study groups. More titles forth-
coming. Three are available now: 

Studies in Training 
and Development 
Paper No. 1: Based on data gathered 
from actual settings and edited by 
Richard 0 . Peterson, the contents of this 
important book in-
clude: A Tra ine r 
Role Model: Con-
cepts and Applica-
tions; Internal Eval-
uation: Use of a Com-
puterized informa-
tion System by the 
Staff Development 
System, Virginia De-
partment of Welfare; 
Managerial Style In the Marketplace; 
The Toughest Customer; Use of the In-
Basket Exercise in Assessing Training 
Needs of Management Personnel; and 
many more relevant topics. 196 pages. 
$7.50 ASTD members; $9.50 non-mem-
bers; $.60 shipping. 

A Guide for Career 
Development Inquiry 
Paper No. 2: This succinct, authoritative 
guide — edited by Walter D. Storey — 
opens with working 
definitions of com-
monly used career 
development terms 
. . . then carries the 
reader through the 
s t e p s involved in 
building a career de-
velopment program 
and tracking its ef-
f e c t i v e n e s s . 4 8 
pages. $6.00 ASTD members; $7.50 non-
members; $.40 shipping. 

Determining the Payoff 
of Management Training 
Paper No. 3: Twenty-five authorities 
from a wide variety of major organiza-
tions contributed to 
this extensive work, 
edited by Richard 0 . 
Peterson. Together, 
their presentations 
and comments pro-
vide a clear picture 
of the state-of-the-
art of management 
training evaluation 
— what it is and 
what it could be. 384 pages. $11.95 
ASTD members; $14.95 non-members; 
$.85 shipping. 
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A Study of 
Professional 

Training & 
Development 

Roles & 
Competencies 

A Study of Professional 
Training and Development 
Roles and Competencies 
The final report of the contractor on the 
ASTD Professional Development Com-
mittee research project, "What Do 
Training and Development Professionals 
Really Do?" T h e re -
port includes demo-
graphic and compe-
tency data gathred 
by survey of the 
ASTD membership. 
Based on thorough 
factor analysis, the 
contractor categor-
izes the activities of 
the training and de- ' 
veiopment function into 14 "competency 
clusters." This project is the most signif-
icant research to date about the roles 
and competencies of training and devel-
opment practitioners. The report will be 
useful as background for individual pro-
fessional development and for those who 
develop trainer training programs. 118 
pages. $6.95 ASTD members; $9.00 non-
members; $.60 shipping. 

g g t j « § } 

Directory of Management 
Education Programs 
Everyone in your organization turns to 
you for specific, reliable information 
and recommendations on management 
training programs. AMA's Directory of 
Management Education Programs is 
your one-stop source of accurate, up-to-
date information on nearly 2,000 regu-
larly scheduled, non-credit programs 
run by nearly 600 
academic and non-
academic organiza-
tions. It's all here — 
program curriculum 
. . . admission re-
quirements . . . par-
ticipant profiles . . . 
teaching methods... 
costs . . . and the 
names of the persons 
you can contact. All program informa-
tion is filed according to a management 
classification system which makes it 
e a s y to find training and development 
programs on any particular subject or 
a r e a of management expertise. Thus, 
you can instantly pinpoint and compare 
all the available programs in your area of 
interest. You will automatically receive 
without charge a supplement containing 
new programs, which will keep the 
Directory right up to date until the next 
edition is published in 1981. Two 
volumes, 1,402 pages. $155 ASTD mem-
bers; $175 non-members; $3.80 shipping. 
Published by Amacom. 

Effective Training Programs Start 
with Eff ective Training Books. 

Examine these New Books from Addison-Wesley 
Free for Ten Days 

• 

• 

:fmfwfacTBnir>" 
CREATIVE 
SUPERVISION , 
Raymond iBurby 

TRAINING 
FOR RESULTS 

k S»wra» Approach to the Lfc-vdupmrnl 
ut Human linenm* in Indiutry 

Second Ediixai 

• D u g a n Laird 

• 

• 

• 

Introduction to Creative Supervision 
RavmondJ. Burby, McDonnell Douglas Corporation, 
Long Beach, California 
This p rog rammed text will provide any manager 
wi th innovative techniques which can be used to 
find more creative solutions to problems. 
(00836) $7.95 

training For Results: A Systems Approach to 
the Development of Human Resources in 
Industry, Second Edition Malcolm W. Warren, 
President, Per formance Technologies, Inc. 
This book presents training as a system wi th compo-
nents flexible enough to fit into different models and 
provides char ts and checklists to serve as planning 
and evaluation guides. (08504) $7.95 

Approaches to Training and Development 
Dugan Laird, Training Consultant 
This comprehensive and practical book discusses the 
whys of having a t ra ining and development depart-
ment and the diagnosis of performance problems — 
not just training needs. (04112) $13.95 

Management Development Through Training 
Charles E. Watson, Miami University) Ohio 
This innovative and comprehensive resource book 
covers designing and implementing t ra ining pro-
g rams for practicing managers and supervisors. 
(08358) $1135 

Coaching: A Management Skill for Improving 
Individual Performance Arthur X. Deegan II, 
Art Deegan and Associates 
This book discusses in detail the needs for technical 
growth, managemen t growth, and total h u m a n 
growth of people in organizations. (01266) $7.95 

Power Negotiating: Strategies for Winning in 
Life and Business John Ilich, John Ilich and 
Associates 
This book explains and illustrates proven techniques 
anyone can use to win in any personal or business 
negotiation. (03149) $8.95 

10-DAY FREE EXAMINATION OFFER 
Please send m e the books I have checked above. After ten days if I decide 
to keep them I will pav the price indicated. If not, I will re turn the books 
and the invoice to you and owe nothing. 

Name 

n 
i 
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ta Improving 
Individual Performance 

ARTHUR X. MEGAN II 

i i x o ' i i r i i i c 

IVillllBIBSi 

Organizat ion 

State . . Z i p . 

Offer good in US. and Canada only. 

. Business and Professional Division 
^ Addison-Wesley Publishing Company, Inc. 
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Evaluating 
Training Programs 
A 313-page book of 63 articles and special 
material compiled by Dr. Donald Kirk-
patrick. The articles describe a wide 
variety of ideas and 
approaches to eval-
uating training ef-
forts and provide an 
extensive reference 
resource on this es-
sential training func-
tion. Part 1: Tech-
niques for Evaluat-
ing Training; Part 2: 
Articles on Reaction 
to Training; Part 3: Articles on Learning; 
Part 4: Articles on Behavior Change; 
Part 5: General Articles on Evaluation; 
Part 6: Author and Subject Index. $9.95 
ASTD members; $16.00 non-members; 
$.85 shipping. 

6 

Management Braining 
How to get the most from your training 
and development investment is the con-
cern of Management Braining. Through 
a w e l l - i l l u s t r a t e d 
case situation and 
companion in-depth 
d i s c u s s i o n , this 
down-to-earth book 
is c r a m m e d with 
ideas on how to get 
the most from every 
T&D dollar. A $1 
million T&D cost for 
a $20 million-a-year 
corporation is not unusual. 179 pages. 
$7.50 ASTD members; $15.00 non-mem-
bers; $.85 shipping. 

Human Competence 
A compelling new theory of human per-
formance that gives competence a rigor-
ous definition, shows how to create and 
measure it, and illustrates applications 
in many fields. Thomas F. Gilbert writes 
with style and ele-
gance on a t o p i c 
which has all too 
often been treated in 
a d r y - a s - d u s t f a -
shion. This is a book 
of ideas, backed by 
dozens of case histor-
ies and e x a m p l e s 
drawn from the au-
thor 's wide experi-
ence. 372 pages. $14.75 ASTD members; 
$18.50 non-members; $1.00 shipping. 
Published by McGraw-Hill. 

The Conference Book 
How to successfully design, plan, staff, 
and run a conference of 25 or more peo-
ple. This book explores the different 
ways of conducting a conference when 
the sponsor is an em-
ploying organization, 
membership organi-
zation, or publ ic -
seminar organiza-
tion. Detailed infor-
mation is also pro-
vided on conference 
s i t e se l ec t ion and 
what types of confer-
ence activities are 
most productive. 267 pages. $10.35 
ASTD members; $12.95 non-members; 
$1.00 shipping. Gulf Publishing Co. 

, BOOK 
-Leonard Nacter 

Zeace Naate* 

Bricker's 
International Directory 
Source of information for making wise 
choices. Summarizes, describes salient 
features of 150 resi-
dential general man-
agement and func-
tional management 
programs in U.S. , 
Canada , E u r o p e , 
Australia, and South 
America, inc lud ing 
sponso r , location, 
duration, t u i t i o n , 
curriculum, instruc-
tion, size of class, participants, living ac-
commodations, faculty, special features 
and official contact. 608 pages. $65.00 
ASTD members; $75.00 non-members. 
$2.00 shipping. Published by Bricker. 

Bricker's 

Directory 
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Supervisory Training 
Approaches & Methods 
Bradford B. Boyd speaks from experi-
ence. In his nearly 30 years at the Uni-
versity of Wisconsin — as Professor of 
Management and as a supervisor with 
the Management In-
stitute — Professor 
Boyd has taught and 
worked with thou-
sands of practicing 
s u p e r v i s o r s from 
hundreds of organi-
zations throughout 
the country. If you 
share his concern for 
upgrading the quali-
ty of supervisory training, this book can 
help you achieve your objectives. 162 
pages. $6.50 ASTD members; $8.25 non-
members; $.65 shipping. 
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Send to ASTD, P. O. Box 5307, Madison, Wl 53705 

ALL ORDERS MUST BE PREPAID. 

Please al low 4-6 weeks for delivery 

ORDER FORM 

4% Wis. Sales Tax-Wis. residents only 
NAME Check enclosfidtor total of S Shipping 

$1.50 per item charge 
International Handling 

GRANDTOTAL 

ASTD MEMBERSHIP NO Charge my • Master Charge or • Visa Card 
Shipping 

$1.50 per item charge 
International Handling 

GRANDTOTAL Master Charge tt over your name 

Shipping 

$1.50 per item charge 
International Handling 

GRANDTOTAL 

ADDRESS. 

CITY 

I 
I 

Payable in U.S. Dollars and drawn on a U.S. Bank. j 

I 
I 
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