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Influence: Science and 
Practice—Robert B. Cialciitri 

They're out there; they know how 

you think and react, '['he "compliance 
professionals," salespeople, fundraisers 
and advertisers, take advantage of the 
fact that in the modern world, where 
the pace of everyday life is quickening 

and more information is ingested each 
day, we are likely to make choices 
based on little information. We don't 
have time to weigh the pros and cons 

of each decision. 
Although some awareness of the 

power of media influence is available 
through common sense, Cialdini's con-
clusions come from a systematic body 

of research, based on interviews with 

compliance pros, training with them 
and talking to their "enemies" (con-
sumer groups that monitor the foul and 
fair play of marketers). Cialdini 

designates six principles that may 

make us likely to say "Yes" before we 
stop and think: reciprocity, commit-
ment and consistency, social proof, lik-
ing, authority and scarcity. While also 

found in healthy, nonexploitive rela-
tionships, they can be brought to bear 

in situations clearly for the advantage 
of only one participant. 

More than just an interesting insight 
into the workings of consumer society, 
Influence is designed to arm us against 
being taken advantage of. Because it is 
grounded in hard, social psychological 
research. Influence is not "pop 
psychology," but maintains, due to its 

style and content, a "refreshing change 
of pace [from other academic w ork] 

that does not retreat from scientific 
responsibility." As a college text, it of-
fers at the end of each chapter a sum-

mary of key points and questions for 
further study. As a book for less formal 

reading. Influence remains interesting 
through its examples and analogies 
drawn from common experience. 234 

pp., references, index. $9.95. Sco t t 
Foresmai l . College Division, 1900 
Kast Lake Avenue, Glenview, IL 

60025. 

T h r o w Away Your Pencils: 
Writing More Effectively 
with a Word Processor 
—Eric I). Brown 

This is not a training manual for 
using the word processor. Brown 
assumes that you know the basic com-
mands for text management, but feels 

that the availability of the word pro-
cessor is a boon for those who need to 
communicate data in the business 
world. T h e design of the word pro-

cessor streamlines the writing process 
so that you can write better letters, 

memos and reports. Throw Away Your 

Pencil aims to show us that this new 
tool is much more than a transcription 
device and lightning-quick typewriter. 

T h e word processor, because of the 

ease with which it can alter copy, 
places a greater burden on writers to 
watch for mistakes more carefully and 
improve their prose. 

Brown has parsed the writing process 
so that the majority of work can be 
done, not in the actual writing or 
rewriting stages, but in the three 

phases of "prewriting." T o com-
municate effectively, writers must 
analyze their data to see that it suffi-
ciently carries the weight of the argu-
ment, understand the purpose of their 
letter or memo (Will it say what you 

want it to say?) and plan the sequence 
of the material. By introducing into 
business writing the idea of templates, 

Brown encourages the reader to follow 
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proven patterns in creating business 
documents. These lessons in the 

elements of composition are supported 

by numerous examples and carefully 
worded instructions. 132 pp., index. 
$14.95. Reston Publishing Co., 
1 1480 Sunset Hills Road. Reston, VA 
2 2 (WO. 

F r o m Burnout to Balance: 
A Workbook for Peak 
Performance and 
S elf-Renewal—Dennis T. Jaffe & 
Cynthia D. Scott 

We no longer expect the stagecoach 

to meet the demands of transportation, 
so w hy do we expect the human body 
easily to handle modern day work-

place stress? According to Jaffe and 
Scott, the body was not designed for 

such an environment, and that's the 
reason why so many working people 
experience some symptoms of burn-
out, that "generalized depletion of 

energy, lack of involvement and inabili-
ty to function well and achieve satisfac-
tion," Originally a catalyst for physical 
change, stress in the modern world 
becomes a mental burden, since few 

take the initiative to work off stress 
physically. When viewed as an imita-

tion to adapt to new challenges, 
however, stress becomes a situation for 

growth and not simply an annoyance. 
Through this workbook, Jaffe and 

Scott offer an opportunity to explore 
ourselves, our work situations and our 
present responses to stress, in order to 

effect strategies that will rejuvenate our 
energies. Because the key to respon- 81 
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d i n g p r o p e r l y to s t r e s s f u l s i t u a t i o n s is 

•an a w a r e n e s s of self a n d c o n s c i o u s in-

t e r e s t in p r e s e r v a t i o n a n d a d a p t a t i o n , 

t h e w o r k b o o k o f f e r s a n u m b e r of self-

a s s e s s m e n t t oo l s . F u r t h e r , e x e r c i s e s 

a n d g u i d e l i n e s a r e o f f e r e d t o h e l p you 

d e c i d e h o w y o u c a n a l t e r y o u r 

r e s p o n s e , how t o l o o k for s u p p o r t 

g r o u p s in t h e p e o p l e w h o s u r r o u n d 

y o u , a n d how t o g e t in t o u c h w i t h y o u r 

i nne r s t r u c t u r e . T h e g u i d e l i n e s are of-

f e r e d so t h a t s t r e s s c a n b e less 

t h r e a t e n i n g a n d d a m a g i n g . J a f f e a n d 

S c o t t s u g g e s t p r o g r e s s i n g in smal l 

s t e p s , t a k i n g o n e p r o b l e m at a t i m e , 

c h o o s i n g goa l s a n d o f f e r i n g y o u r s e l f 

r e w a r d s . E x p e r i m e n t w i th p o s i t i v e im-

agery a n d "se l f - ta lk ," y e t e x p e c t fa i lu res 

a n d r e l a p s e s in to y o u r old w a y s . 

F ina l l y , t h e b o o k is n o t j u s t a b o u t 

r e a c t i n g t o s t r e s s in p o s i t i v e w a y s . It is 

a m e t h o d d e s i g n e d t o en-able t h e 

a c h i e v e m e n t of p e a k p e r f o r m a n c e , 

w o r k i n g u p to c a p a c i t y as a r e su l t of 

t h e c r e a t i v e l y a n s w e r e d c h a l l e n g e s 

p o s e d by s t r e s s . From Humour to 

Balance is w r i t t e n in an inv i t ing f o r m a t , 

e n c o u r a g i n g you t o wr i t e in it a n d 

m a k e it a t oo l for g r o w t h . A n d by t h e 

w a y : If y o u d o n ' t t h i n k you h a v e t h e 

t i m e to d e v o t e t o y o u r s e l f b e c a u s e of 

o t h e r p r e s s u r e s in y o u r life, y o u ' r e jus t 

t h e p e r s o n w h o s h o u l d c o n s i d e r th i s 

b o o k . 1LJ2 p p . , r e f e r e n c e s , r e s o u r c e s 

a n d i n d e x . $ 8 . 9 5 . M c G r a w - H i l l 

H o o k C o . , 1221 A v e n u e of t h e 

A m e r i c a s , N e w Y o r k , N Y 1 0 0 2 0 . 

The Bookshelfruiumn is prepared by George F. 

Kimmerling. Send inquiries and books for con-
sideration to Books Editor: /LSID, 1630 Duke 

.Sr., Box 1443, Alexandria, IA 22313. 

G u e s t Review 

Designing and Developing 
B usi n ess C ommuni catio ns 
Programs That Work —Judson 

Smith & Janice Otr 

T h e a u t h o r s h a v e p u t t o g e t h e r a 

s t e p - b y - s t e p g u i d e t o d e v e l o p i n g 

b u s i n e s s c o m m u n i c a t i o n p r o g r a m s . It 

is a c o n c i s e , r e a d a b l e a n d w e l l - t h o u g h t -

o u t , p r a c t i c a l b o o k t h a t c o u l d b e r e a d i -

ly u s e d by t r a i n e r s w h o h a v e l i t t le or 

n o e x p e r i e n c e in th i s a r e a . 

S m i t h a n d O r r r e c o g n i z e t h a t t h e i r 

r e a d e r s ( p r e s u m a b l y th i s i n c l u d e s e v e n 

t r a i n e r s ) h a v e c o m m o n s e n s e a n d t h a t 

it is n o t n e c e s s a r y t o r e i n v e n t t h e 

w h e e l o r re ly so le ly o n e x p e r t s . W h a t 

t h e a u t h o r s d o is p r o v i d e a f r a m e of 

r e f e r e n c e , c o g e n t e x a m p l e s a n d p r a c -

tical i n s i g h t s so t h a t r e a d e r s c a n l ea rn 

w h e n t h e y n e e d p r o f e s s i o n a l h e l p a n d 

w h e n t h e y c a n d e v e l o p p r o g r a m s by 

PERFORMANCE 
Of all the training and deve lopment tools 
ever des igned, nothing can match the per-

fo rmance of The Development Center "*. 

Because The Development Center"" was 
designed by the RobertsorVMerrell Group , 

an organizat ion with nearly a decade of 
proven success researching and developing 

training applicat ions. 

The Robertson/Merrel l G r o u p research 

and des ign teams have developed generic 
training components and instructional ma-

terials f rom assessment center componen t s 

to workshop support materials . 

N o w , w e ' v e brought together ihe ulti-

mate training support sys tem. The Develop-
ment Center'". T h e m o s t c o m p l e t e 

approach to the training funct ion . 

The Development Center"" does it all . . . 
integrating a unique instructional system 

design model with the vast resources of a 
training materials distr ibution network, an 

informat ion sys tem, and an assessment cen-

ter, to comprise the comple te training sys-

tem. T h e only expert system of its k ind. 

to Encori 
The Development Center ", C 

The Resources . . . thousands of training 
tools. From one rel iable source , you have 

access to proven, field-tested training mate-

rials . . . course modules , assessment in-

s t r u m e n t s , m a n a g e m e n t g a m e s , v i d e o 

presentat ions, editorial support . Training 
materials and components expertly confi-
gured to support your specific t raining pro-

gram requirements . 
Unpreceden ted in both its applicat ion 

and des ign. The Development Center'" is 
the key to effect ive training program devel-

opment . Wi th its unique " i n t e l l i g e n c e " 

and inherent logic. The Development Cen-

ter"" applies the awesome p o w e r of com-
puter technology to the training funct ion , to 

make the most e f f i c ien t , cos t -effect ive use 

o f y o u r t r a i n i n g a n d d e v e l o p m e n t 

resources. 
As an " e x p e r t " sys tem . . . The Develop-

ment Center'" model can accurately assess 
you r t r a in ing ma te r i a l r e q u i r e m e n t s to 

conf igure precise " s e l e c t i o n s " of training 

c o m p o n e n t s b a s e d on y o u r e x a c t 

specif icat ions. 

A Training N etwork 
up ass a World of Cap 
aputo Road, Box 6 5 9 , North Branford, Connec 

Never before has any program addressed 

the training funct ion so ef fec t ive ly . With 

flexibility to meet the training needs of any 

organizat ion. Expert decision support with-
out any investment in expensive equipment 

or sof tware . And without demanding time 
commi tment s . 

With The Development Center'". you 

have a true " f a m i l y " of s y s t e m s . . . a t r a i n -
ing network and a developmenta l model . 

No one of fe rs a better or broader capabil-

ity to meet your respective training and de-
velopment needs . . . with increasingly 

sophisticated solutions. 

Before you embark on a t ime-consum-
ing, hi t-or-miss manual search for training 

materials and components , think of what 
The Development Center™ can do for you . 

Not only will your training applications 
be more ef fec t ive . . . at the same cost. . . 

but you ' l l be a network ahead, by writing 
for our new report , ' 'Strategies In Training 

& Development". There is no cost or obli-

gat ion, of course . 

>abilitie§ 
icut 0 6 4 7 1 ( 2 0 3 ) 4 8 4 - 9 4 6 5 

Circle No. 132 on Reader Service Card 

Tra in ing and D e v e l o p m e n t Journal, June 1985 



themselves. More importantly, the 

book provides a way of evaluating pro-

fessional assistance. 
T h e text is divided into three parts 

and is comprised of eleven chapters. 

Each part provides an overview of the 

chapters in that section and, more im-
portantly, offers a rationale for their 

considerations. 
T h e first section reviews the essen-

tial elements of preproduction. Of con-

siderable value is the first chapter, 
which gives the novice an overview of 

the business communication process. 

In the following three chapters, the 

authors lead us through front-end 

analysis and selecting the correct 
medium, and present a wonderful, fun-

damental chapter on business writing 

concepts. T h e latter chapter discusses, 

among other topics, what makes 

"good" writing and the use of the com-

puter as a business communications 

tool. 
Part two focuses on production tech-

niques and discusses roles and 

priorities. T h e chapters treat develop-

ing print programs, soundtracks, 

visuals, and interactive and computer-

aided programs. While it may seem 

nitty-grittv, the section has been 

developed so that the lay reader can 

understand what is involved and can 

learn by doing. 
Part three provides case studies and 

a perspective on postproduction con-

siderations. In the introduction to this 

section, the authors strike home with 

their discussion of situation and needs 

analyses: needs analysis' role in defin-

ing an objective, the role of situational 

analysis in developing a plan, execution 

analysis to ensure effectiveness and 

why good people sometimes produce 

bad programs. 
T h e chapters in this section provide 

realistic case studies, techniques (in-

cluding imitation) for producing 

specific types of programs, and sugges-

tions for packaging, storing, distribut-

ing and presenting the finished 

programs. 
In this book, each chapter has a final 

summary. It reflects the attainment of 

the objectives that have been discussed 

at the beginning of the chapter. 
T h e book is of value from a number 

of perspectives. For those of us in 

training, it provides a clear-cut, 

easy-to-understand, yet technically cor-

rect overview of the nuts and bolts of 

designing and developing effective 

business communication programs. 
T h e neat thing is that the authors pro-

vide these in the framework of the 

completed products' aims and 

objectives. 
From another perspective, the 

authors have provided us with a guide 

that can help us to determine what we 

need in a communication program, 

how to plan it, and how to make it suc-

ceed. From my perspective this is a 
must book for trainers, training depart-

ments and corporate libraries. 289 pp., 

index. $21.95. Scot t , Foresmun & 
Co. , 1900 East Lake Avenue, Glen-

view, IL 60025. 

MASTER OF SCIENCE DEGREE 

MSOD 
IN ORGANIZATION DEVELOPMENT 

FACULTY: 
Internationally recognized faculty include Billie 

Alban , Richard Beckhard, Peter Block, O.J. 
Krasner, N e w t Margulies, Kurt Motamedi , 
D u k e Page, Walter Ross , Robert T a n n e n b a u m , 
Edgar Schein , Patrick Will iams. 

EXPERIENCE: 
Innovative design provides a unique professional 

development experience. Accredited master's degree 
program focuses on the latest concepts in organization 

development. 

FORMAT: 
Eight one-week sessions conducted over a twenty-

month period provide a convenient format for working 

professionals. Applications now being accepted for the 

September, 1985 class. 

Pepperdine University 
School of Business and Management 

3415 Sepulveda Blvd., L.A. CA 90034 
(213) 306-5598 
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Briefly Noted 

This Was Corporate 
A m eri C a—Chauncey Hare 

The book is a photo essay, a com-
bination of powerful photographs and 

profound prose, [t is a moving, at 

times depressing work. And yet it is a 
book of hope, of change, of options for 
a new age. It is dedicated to those who 

are awakening to their own inner-
authority. 

This story of one man's odyssey in 
the corporate world provides mirrored 
insights that cause the reader to reflect 

and perhaps rethink some of the values 
that we may hold. T h e book works, 

both intellectually and viscerallv, on 
several levels, It deals with the multi-
layered interfaces between the in-
dividual and the corporation, the per-

sonal and the social and between vi-

sions of reality. That change within in-
stitutions. can and must come from us, 
is an overpowering message that emi-
nates from this work. 

Chauncey Hare has produced an 
evocative book that is challenging, yet 
caring. It is a powerful book for both 

trainers and managers. 94 pp., $15.00. 
Institute of Contemporary Art, 
Boston. 

Ciuest reviewer, David C. Wig-
glesworch, is president of .D.C.W. 
Research Associates International. 
Foster City, Calif. 

The views expressed are those of the 

reviewer rmd should not be construed as 

representative ofASTD. 
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NEW DIRECTIONS/85 
• Bla ncha rd.TEADERSHIP & THE 

ONE MIN MGR $15.00 
. Ki/morm-BEYOND THE QUICK 

FIX $18.95 
. PmrfocHNTRAPENEURING. . . $19.95 
• jWaroo/ii^MANAGlNG T H E 

LEARNING PROCESS $13.95 
. Knott-fe'.t'ANDRAGOGY IN 

ACTION $21.95 
• /uppo,'MANAGEMENT BY 

GUILT $14.95 
• Eitington 'WINNING TRAINER 

$29.95 
• Odiome/STRATEGIC MGT. OF 

HUMAN RESOURCES $24.95 
• Lruiri-ALLIANCES AND 

COALITIONS $15.95 
• Sh«i-MANAGING A DIFFICULT 

OR HOSTILE AUDIENCE . . SL6.95 
• OdmfW'MANAGING BY 

NEGOTIATIONS $26.95 
. C/rcrfami-MASTER TEACHING 

TECHNIQUES $12.50 
. Porter-COMPETITIYE 

ADVANTAGE $23.95 
. S/omo^NO NONSENSE 

PLANNING $14.95 
• /o/jtiscm/ONE MINUTE 

SALESPERSON $15.00 
• Ondfce'ti/'MANAGING 

MANAGEMENT TIME $19.95 
• /aco«ra/1ACOCCA S19.95 
• Desainick.THE BUSINESS OF 

HUM RSOURCE MGT $24.95 
• Muikoji/HOW TO CONDUCT 

TRAINING SEMINARS $24.95 
• Kanfer/CHANGE MASTERS . . $20.95 
. ZemfcevFIGURING THINGS 

OUT $29.95 

• Harris/NEW WORLDS, NEW WAYS, 
NEW MANAGEMENT . . . . SL9.95 

• Nad/cr/DESIGNINC TRAINING 
PROGRAMS SL8.95 

. Varnfy/TEAM BUILDING. . . . 811.95 
• Weill rich MA NAG KM EN T 

EXCELLENCE S 16.95 
• Drucfcer/INNOV AT ION & 

ENTREPENEURESHIP. . . . 819.95 
. fl('r.K>i//SITUATIONAL LEADER 

$13.50 
. Smif/i/DESIGNING & DEVELOPING 

BUS. COMMUNICATIONS 
PPROGRAMS $21.95 

• Harcly/MANAGING FOR IMPACT IN 
NONPROFIT ORGS $28.95 

Leo Hawser's 
FIVE STEPS T O SUCCESS 

WORKSHOP $17.50 
"J Hour PtmorHil'Frvfc&ional Groiotfi Wmfeflnp 

• MOTIVATION • TIME MANAGEMENT 
• CAREER DEVELOPMENT 

Now Available as a Video Workshop 
$195.00 

Masterco 
P O. Box 7382 (A) *Ann Arbor . 

313:420-0300 

NAISBETT FOR ALL. . . 
MEGATRENDS 

10 Trends affecting our 
future 
Color/67 min. Video* 

Buy the book and/or get a free con-
densed preview* 
MEGATRENDS book $17.50 

BLANCHARD IS BACK. . He's 
PUTTING THE ONE MINUTE 
MANAGER TO WORK 
Color/57 min. ^ 
Buy the book and/or get a free con-^ 
densed preview* 
PUTTING THE ONE MINUTE 
MANAGER T O WORK $15,001 

MASSEY RETURNS 
He's far out because: WHAT YOU 
ARE IS WHERE YOU SEE. . . 
Tells how today's younger generations 
will affect the business of tomorrow! 
Color/75 min. 
Buy the book and/or get a free con-
densed preview* 
THE PEOPLE PUZZLE. . .HOW You 
Got Your Values $14.95 
'Specify video format 

H M E I f l i 
Michigan 48107 

O R D E R 
TOLL FREE 
800-443-0100 

ext. 230 
Calif 800: 772-3545 

Ask for ex I. 230 
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