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GUIDED INDEPENDENT STUDY 
PROGRAM 

" , Master, 
Doctorate 

• Business Administration 
• Engineering 

• Engineering Management 
• Education 

• Public Administration 
• Counseling Psychology 

These specialized degree programs are 
designed lor active professional administra-
tors and managers who want to enhance 
their career positions through our GUIDEO 
INDEPENDENT STUDY PROGRAMS iGlSP) 
College credit lor work experience Studies 
build upon experience related to your career 
Studies sell-paced, no classes, seminars or 
residency. For a no-cost evaluation send 
resume, or call 

(213) 278-1094 

9100 
' /W i l sh i re BJvd 

Dept. 7, 

Circle i 

Beverly Hills, Ca 90212 
163 on Reader Service Card 

NEW 
TRAINING 
TOOLS 
METRIC RELIEF 
"Metrikit" is designed to serve as a 
consumer's guide to survival in a metric 
world. Developed as a nonmathematical 
approach to eliminating the causes of 
"Metric Anxiety Syndrome," this kit 
offers a simple, two-part t rea tment 
consisting of an audio casset te and a 
"Metricaid" booklet. Priced $9.95 from 
Mathematics, Inc. 

For more information, circle No. 107 
on reader service card 

SPEAKERS GUIDE 
Speakers and Lecturers: How To Find 
Them is a one-stop source of informa-
tion on some 4,200 speakers and lectur-
ers. The directory covers such sources 
as commercial booking agencies, college 
and university speaker bureaus, govern-
ment agencies and professional associa-
tions. Four separa te indexes enable 
users to locate individual speakers , 
specific lectures or topics in a particular 
geographic location. 464 pp . /ha rdcover / 
$45 from Gale Research Co. 

For more information, circle No. Ill 
on reader service card 

INDUSTRIAL 
SECURITY TRAINING 
Growing legislation requiring training 
for security personnel makes the "Indus-
trial Security Training P rogram" 
particularly timely. The 24-unit, video-
tape based, multimedia program covers 
physical security, security techniques 
and fire control. Available from General 
Motors Corp. 

For mare information, circle No. 109 
on reader service card 

The Great American 

MEETING & CONVENTION 

IDEA 
v BOOK 

AND SUPPLY 
CATALOG 

MEETING SUPPLIES 
The Great American Meeting and 
Convention Idea Book and Supply 
Catalog fea tures hundreds of stock and 
custom meeting supplies. Many i tems 
are newly developed and are designed 
to spark new ideas for meeting plan-
ners . Merchandise ranges from name 
badges to registrat ion materials , tickets, 
audience participation forms, award 
plaques, etc. American Meeting 
Supply. 

For more information, circle No. 102 
on reader service card 

A-V CATALOG 
This new 24-page catalog offers a wide 
range of audio-visual supplies, accessor-
ies and video accessories for use in edu-
cation and industry. F ree copies avail-
able from Dealers Audio-Visual Supply 
Corp. 

For more information, circle No. 110 
on reader service card 

PLEASE NOTE: " h e Journals ed ' t ona 
s t a l l exerc ises r ig id con t ro l s m ihp presen-
tat ion ot services and p roduc t s in ms New 
Training Tools c o l u m n s and endeavors to 
vfifrfy supp l ie rs c la ims bu t assumes no 
respons ib i l i t y for the val id i ty ot such 
c la ims 
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PROJECTOR STAND 
The "Micro-Set" dissolve registrat ion 
stand allows for easier set-ups and 
unwaverng precision of image registra-
tion in multi-image and dissolve shows. 
Micrometer roll, pitch and yaw controls 
allow hairline-fine ad jus tments . Once 
achieved, registration can be held 
securely with a positive locking fea ture . 
Two-tier model priced at $169.95. Three-
tier model at $229.95 from Chief Manu-
facturing Co. 

For more information, circle No. 101 
on reader service card 

SALES TEAMWORK 
"The Appointment" is a film for anyone 
who has a product or an idea to sell. 
Promotes teamwork in selling and solid 
preparation. This 2 ' / z-minute film is de-
signed to be used as a meeting opener, 
coffee-break film, or thought-provoker. 
Available in 16mm, Super 8mm and 
videocassette formats at purchase, pre-
view and rental prices from Cally 
Curtis Co. 

For more information, circle No. 113 
on reader service card 

EFFECTIVE VISUALS 
"Don't J u s t Tell Them . . . Show Them" 
is a 20-minute, color film tha t shows how 
to use visual aids effectively, revealing 
how to select the right visual aid for 
each presentat ion. I l lustrates how to use 
visual aids to gain an audience's atten-
tion, hold interest , overcome distrac-
tions, emphasize key points and rein-
force learning. Available in 16mm or 
3 A " videocassette format at purchase, 
preview and rental prices from BNA 
Communications, Inc. 

For more information, circle No. 112 
on reader service card 

PRESENTATION PLANNING 
"Presentat ion Planning Skills" is a new 
packaged program designed to help 
presenters organize content , use visual 
aids, select meeting facilities, and use 
participatory techniques to involve 
audience members . This program does 
not tell an individual how to give a 
presentat ion; it focuses on the planning 
aspects . Available for $25 from Univer-
sal Training Systems Co. 

For more information, circle No. 104 
on reader service card 

OVERHEAD 
TRANSPARENCY KIT 
This new kit contains supplies to prepare 
overhead projection t ransparencies 
using Hewlet t -Packard 's Model 7221A or 
9872A four-color graphic pla t ters . In-
cluded are 16 pens (seven colors), 200 
sheets of 8Vi"x10V2" t ransparen t film, 
and solvent. Priced at $85 from Hewlett-
Packard. 

For more information, circle No. 106 
on reader service card 

"SALES-ACTION" BOOKLET 
Turning Customer Into Salesman, now 
in its fourth printing, has been widely 
used by salespeople working for hun-
dreds of industrial and retail companies. 
This 12-page booklet details 12 differ-
ent field-tested ways to convert cus-
tomers into salesmen for your products 
and services. Available at $1 each from 
Salesmakers Syndicate. 

For more information, circle No. 100 
on reader service card 

f ^ 

The Word 
from the 
Top Trainers in 
HRD . . . 
. . . is now avai lable 
th rough repr ints of 
Training and Development 

Journal articles. In-house 
trainers, seminar leaders 
and others w h o would be 
interested in main ta in ing a 
supply of top articles in the 
t raining field will be 
interested in our bulk 
reprint orders . 

Reprints are avai lable in 
Journal fo rmat in quanti t ies 
of 50 or more . 

Your request for prices and 
in format ion will receive our 
p r o m p t a t ten t ion . 
Circle No !81 on Reader Service Card J 

Speed read 
your way 
to better 

management 
Stud ies show that t he average 

manager spends lour hours a day 

read ing bus iness mater ia l that wi l l he lp 

h i m or her m a k e bet ter dec is ions. W i t h 

the S p e e d w a y speed read ing 
p r o g r a m , that t i m e can be s ign i f icant ly 

reduced . 

S p e e d w a y is a un ique speed read ing 

course because: 
• it c a n be admin i s te red b y you r o w n 

staf f . 

• it is f lex ib le and can be used in 

seminars , c lass rooms or for 
i n d e p e n d e n t s tudy . 

• it 's e c o n o m i c a l — S p e e d w a y costs 
less than compa rab le courses. 

For m o r e i n f o r m a t i o n o n the 

S p e e d w a y speed read ing course a n d 

how it c a n be ta i lo red to your speci f ic 

needs , wr i te 

S p e e d w a y . Lea rn i ng Sys tems D iv . 

Hy C i te Co rpo ra t i on 

3 4 0 Coy ier Lane 

Mad ison , W l 5 3 7 13 

Hy Cite Corporat ion 

Circle No 183 on Reader Service Card 
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MEETING? 

I 
1 

Name 
C o m p a n y 

Address 

TeiepnoK-

G E N T L E M E N 
v I've graObeo your Brass 
l ^ m g 1 It ent i t les me to n c o m p 
J ( l u n c h e o n and tou i at my conven ience 
- and your new lu l l -co lor b rochu re 

Title 

State I ' P 

i ' Meet ings Planned pe" Year 
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Efficient 
Reading 

For people who realize that just being 
able to speed read is not enough! 

The Learning Center's Efficient Read-
ing Course is a unique reading improve-
ment program that is tailored to meet 
the special needs of your company's 
personnel. 

Efficient Reading is: 
• Instructor Taught 
• Now available as an 18 hour seminar 

anywhere in the U.S.A. 
• Cost Competitive 

Efficient Reading is used by: 
PPG Industries 
Gulf Research and Development 
Westinghouse Nuclear Center 
Duquesne University 
U.S Department of Labor 

F o r i n f o r m a t i o n p lease c o n t a c t 

THE LEARNING CENTER 
Sui t e 4 4 W i l l i a m P e n n Hote l 
P i t t s b u r g h , P e n n s y l v a n i a 15219 

P h o n e : ( 4 1 2 1 3 9 1 - 8 2 6 9 

Licensed by the Depar tment of Educat ion 

Circle No 174 on Reader Service Card 

SELF-INSTRUCTIVE 
READING 
The "Time Life Video Reading Efficiency 
System." featur ing Bill Cosby, is 
designed to show adults t ime-tested, 
efficient techniques for be t te r reading. 
Emphasizes development of comprehen-
sion, vocabulary and rate skills. Includes 
12 videocassette programs, drill books, 
dictionary, training manual and per-
formance evaluation tes ts . Available at 
purchase and rental prices from 
Time Life Multimedia. 

For more information, circle No. 1U 
on reader service card 

SPANISH TECH TRAINING 
"Basic Electricity I & II ," "Electrical 
Motors I & II" and "Reducers & 
Gearmotors" are the titles of five new 
Spanish technical t raining programs 
available in 3A" videocassette. In addi-
tion to a Spanish audio track, each 
program has an English audio t rack. 
Additional information available from 
Tel-a-Train, Inc. 

For more information, circle No. 103 
on reader service card 

SLIDE VIEWING CONSOLE 
The "Matrix Console Editor II" is 
designed to facilitate the handling of 
high volume editing, viewing and collat 
ing of slides for production. Has a 
capacity of 376 slides. Available with 
removable slide overlays, single or 
double work surfaces, dimming controls 
and slide overlays from Leedal, Inc. 

For more information, circle No. 115 
on reader service card 

"THE VIDEO GUIDE" 
This fully updated edition by Charles 
Bensinger fea tures complete descrip-
tions of the mechanics, advantages and 
limitations of hardware components (*/s" 
and V*" video systems). More than 400 
detailed photos, drawings and char ts are 
presented along with s tep-by-step 
operational and maintenance proced-
ures. Priced at $14.95 from Esselte 
Video,Inc. 

For more information, circle No. 116 
on reader service card 

HUMAN RELATIONS 
TRAINING 
The Handbook of Structured Experi-
ences for Human Relations Training, 
Vol. VII, edited by J . William Pfeiffer 
and John E. Jones , contains 24 new 
s t ructured experiences in such categor-
ies as: awareness expansion, interper-
sonal communication, personal feedback, 
leadership, group process and organiza-
tion development. Activities focus on 
such topics as prejudice, sexual values, 
value clarification, listening skills, 
power tactics, etc. 152 pp . / sof tcover /$6 
from University Associates. 

For more information, circle No. 108 
on reader service card 

MOVING UP TO 
SUPERVISION 

MARTIN M. BROA DWELL 

SUPERVISORY 
DEVELOPMENT 
Moving Up to Supervision by Martin M. 
Broadwell offers people who aspire to 
supervision a chance to learn some 
survival skills before becoming supervi-
sors. 163 pps. /$7.95 softcover . Available 
from CBI Publishing Co., Inc. 

For more information, circle No. 117 
on reader service card 
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TEACHING/TRAINING 
MACHINE 
The "Ram V" teaching/ t ra ining machine 
is designed to meet the competency 
crisis in learning. Promotes positive 
learning through response. Utilizes 
existing program materials. Can be 
interfaced with audio visual equipment 
or used with printed materials and work-
books. Instructional Industries, Inc. 

For more information, circle No. 198 
on reader service card 

ORGANIZATIONAL 
ANALYSIS 
Organizational Analysis and Planning 
Process is a new .guide aimed at im-
proving men/women effectiveness in or-
ganizations. Designed to help one work 

through the all-important s tep of sound 
implementation. Provides a wri t ten 
action plan for correcting identified 
problem areas. Designs for Organiza-
tional Effectiveness. 

For more information, circle No. 199 
on reader service card 

"APPLIED PEDAGOGY" 
A new manual by Gordon C. Godbey is 
designed to help people who are already 
interested in t rying to be more effective 
teachers become just tha t . Includes 10 
comparisons of pedagogic teaching to an-
dragogic teaching. 42 pp . /$3 from The 
Pennsylvania State University. 

For more information, circle No. 125 
on reader service card 

GROUP FACILITATORS 
HANDBOOK 
The 1979 Annual Handbook for Group 
Facilitators, edited by John Jones and 
J . William Pfeiffer , offers a selection of 
designs and resources. Includes 12 struc-
tured experiences, four instruments , 
seven lecturet tes . seven theory and 
practice papers and th ree resources. 
Available in looseleaf format ($29.50) 
and paperbound ($12.50) from Universi-
ty Associates. 

For more information, circle No. 196 
on reader service card 

MANAGING 
A SALES 
T E A M ^ ? ™ 5 

FIELD SALES 
MANAGERS 

NEIL R SWEENEY 

SALES TEAM BUILDING 
Managing a Sales Team: Techniques for 
Field Sales Managers by Neil R. 
Sweeney, recognizes the importance of a 
successful sales team to increasing sales 
and profits. Author isolates 119 skills 
needed to manage a sales team and sug-
gests ways for building and improving 
on these skills. 252 pp . / so f t cover / 

\ 

ARKWRIGHT INTRODUCES 
A GREAT NEW FILM STAR. 

For free samples just mail the coupon below to: 
A r k w r i g h t Inco rpo ra t ed , M a i n Street , F iskevi l le , RI 02823 

N a m e Title 

Company 
Address 

City 
State Zip 
Telephone 
Circle No 195 on Reader Service Card 

This time it's new PPC-III. An overhead t ransparency film 
designed especially for l iquid-toner, p la in-paper copiers. 

PPC-1I1 el iminates the ma jo r t ransparency problems associated 
with l iquid-toner copiers: image smudg ing and offsett ing caused by 
slow drying and poor adhesion, and "b leed ing" or "trai l ing" caused 

by unfavorable electrostatic propert ies on film surfaces. 
Tin is means that your liquid-toner copier can now produce 

crisp, bright, highly-readable transparencies, with multiple as 
well as single feed. No smearing. No offset . No "bleeding." 

PPC-1II works for all models of l iquid-toner copiers too. 
Including all Savin and Saxon models and the Canon NP-50. 

New PPC-III f rom Arkwright. The latest addi t ion to our com-
plete line of film stars for all major types, b rands and models of 

p la in-paper copiers. 
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DOUDLING 
IDEA 

POWER 
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Hayden publishes books for every 
level of computer technology—from 
THE FIRST BOOK OF 
MICROCOMPUTERS to 
LARGE-SCALE COMPUTER 
ARCHITECTURE. They can have 
your trainees writing programs right 
away as in BASIC WITH STYLE, 
or they can serve in seminars for 
learning the finer points of language 
as in ADVANCED BASIC. BASIC 
MICROPROCESSORS AND THE 
6800 discusses the 6800 in depth; 
while I /O DESIGN covers every 
facet of I /O systems for designing 
with more confidence and accuracy. 
We could go on and on. 

Suffice it to say that Hayden 
books are practical learning tools. 
And, because many of them include 
questions and exercises, they 
facilitate the teaching process. 
That's why you will find Hayden 
computer books on campuses and 
in industry training programs across 
the country. 

NEW — Hayden Computer 
Program Tapes. Ready-to-run 
programs on cassettes for 
microcomputers that give meaning 
to hands-on learning. 

Talk to Hayden today! Call 
Alan Bonds, our National 
Sales Manager, TOLL FREE 

800-631-0727 to discuss 
your program needs. 

HAYDEN BOOK COMPANY, INC. 
50 Essex Street, 
Rochelle Park, NJ 07662 

$14.95 from Lebhar-Friedman Rooks. 
For more information, circle No. 197 

on reader service ca rd 

MODAL ANALYSIS 
TRAINING 
"Modal Analysis" is a new, three-volume 
set of filmstrips. audio casset tes and 
text materials covering: applications and 
techniques of Modal Analysis; uses of 
Modal Analysis sof tware; and theoreti-
cal background. More information 
available from Structural Dynamics 
Research Corp. 

For more information, circle No. 122 
on reader service card 

SLIDE STORAGE 
"Lowdia Slide Storage Systems" offer a 
variety of s torage, from bulk slide stor-
age in drawers and boxes to more 
elaborate models which allow visual 
access to individual slides. Cabinets with 
visual access are designed for large 
collections. The "205/ST" model holds 
7,600 slides and is priced at $305 from 
Lowdia. 

For more information, circle No. 124 
on reader service card 

MANAGEMENT/ 
SUPERVISORY TRAINING 
Canadian consultant Patrick Suessmith 
has adapted and updated his popular 
columns from Canadian Training Me-
thods in a new reference, Ideas for Train-
ing Managers and Supervisors. Designed 
to spark new ideas and reinforce existing 
methods for the practicing trainer or 
instructor. University Associates. 

For more information, circle No. 196 
on reader service card 

FREE PREVIEW!? 

A packaged training program in Creative 
Problem-Solving & Decision-
Making for Managers, Supervisors. 
Educators and others. 

You can help your People break loose' 
Stimulate fresh ideas! Solve all kinds of 
problems creat ively! 

AD types of organizations have successfully 
conducted 6 to 12 hour work-shops using 
the kits. Can be used independently or as 
a part of other management programs. 

Kit Includes: Comprehensive Leader's 
Guide. 10 Workbooks. 10 Creative Process 
Booklets, 3 Color Filmstrips (or Slides), 4 
Audio Cassettes. $300 (filmstrips) $360 
(Slides) 

WRITE OR CALL FOR BROCHURE 
AND 'OR FREE PREVIEW-

IDEA DEVELOPMENT ASSOC 
PO Box 167 

Palo Alto. Calif 94302 
(415) 329-8051 

Circle No 191 on Reader Service Card 

for your computer 
training 
needs.. 

talk to Hayden! 

pei§onal 
computing 

books! 

VTR CENTER 
The "MPVC40E VTR Center" offers the 
convenience of open shelves for monitor 
and recorder /p layer plus a locked cab-
inet for material safety. Constructed of 
heavy guage steel. Top shelf is recessed 
to allow free access to the VTR on 
middle shelf. 40" high x 28" wide x 21" 
deep. Bretford Mfg. Co., Inc. 

For more information, circle No. 123 
on reader service card 
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