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A.   ASSESSMENT 
 
GENERAL 
ASSE/GENL 
001  Benchmarking—The Search for Industry Best Practices that Lead to Superior Performance, by Robert C. 
Camp 
Book—299 pages 
002  Strategic Benchmarking—How to Rate Your Company's Performance Against the World's Best, by 
Gregory H. Watson 
Book—269 pages 
003  Benchmarking, a GOAL/QPC Research Committee 1991 Research Report 
Booklet—21 pages 
004  Benchmarking Basics—Looking for a Better Way, by James G. Patterson 
Book—79 pages 
005  Total Quality Management Benchmarking Workbook, by Jim and Jan Law, TQM Associates International 
Workbook—73 pages 
006  Benchmarking in Higher Education—Adapting Best Practices to Improve Quality (1995 Report Five by 
ASHE-ERIC Higher Education Reports), by Jeffrey W. Alstete 
Book—142 pages 
007  Benchmarking—Action Plans & Legal Issues, by Simon & Schuster 
Book—166 pages 
008  Measuring Up—The Promises and Pitfalls of Performance Indicators in Higher Education, by Gerald 
Gaither, Brian P. Nedwek, and John E. Neal 
Book—148 pages (2 copies) 
009  Assessment in Practice—Putting Principles to Work on College Campuses, by Trudy W. Banta, Jon P. 
Lund, Karen E. Black, and Frances W. Oblander 
Book—387 pages 
010  Evaluation: 10 Significant Ways for Measuring & Improving Training Impact, by Sandra Merwin with an 
introduction by Bob Pike 
Handbook—70 pages (2 copies) 
011  Evaluating Training Programs—The Four Levels, by Donald L. Kirkpatrick 
Book—235 pages 
012  The Memory Jogger Plus+—Featuring the Seven Management and Planning Tools, by Michael Brassard 
Book—310 pages 
013  The Memory Jogger for Education—A Pocket Guide of Tools for Continuous Improvement in Schools 
Book—88 pages 
015  The Memory Jogger II—A Pocket Guide of Tools for Continuous Improvement & Effective Planning (1st 
Ed.), by Michael Brassard and Diane Ritter 
Book—164 pages 
0151.  Coach's Guide to The Memory Jogger II—Easy-to-use, complete reference for working with 
improvement and planning tools in teams 
Book—254 pages 
0152.  Coach's Guide Overheads 
0153.  Learner's Reference Guide to The Memory Jogger II—A personal resource for learning and using the 
improvement and planning tools in the The Memory Jogger II 
Book—266 pages (2 copies) 
016  Facilitating and Training in Quality Function Deployment, by S. Marsh, J.W. Moran, S. Nakui, and G. 
Hoffherr 
Book—152 pages (2 copies) 
017  How to Conduct Your Own Survey—Leading Professionals Give You Proven Techniques For Getting 
Reliable Results, by Priscilla Salant and Don A. Dillman 
Book—224 pages 
018  SPC Simplified—Practical Steps to Quality, by Robert T. Amsden, Howard Butler, and Davida M. Amsden 
Book—262 pages 
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019  SPC Simplified for Services—Practical Tools for Continuous Quality Improvement, by Davida M. 
Amsden, Howard E. Butler, and Robert T. Amsden 
Book—300 pages 
020  The Quality Toolbox, by Nancy R. Tague 
Book—298 pages (3 copies) 
021  Guide to Quality Control, by Kaoru Ishikawa 
Book—223 pages 
022  Institutional Effectiveness—Applying a Continuous Quality Improvement Model to Access Institutional 
Effectiveness, by Keith Roberts, Ph.D. and James B. Rieley 
Book—51 pages (2 copies) 
023  Flowcharts: Plain and Simple—Everything you need to know about flowcharts but are too busy to ask, by 
Joiner Associates Incorporated 
Book—118 pages and Quick Reminder Booklet 
024  Mapping Work Processes, by Dianne Galloway 
Spiral Book—89 pages 
025  The Basics of Process Mapping, by Robert Damelio 
Book—65 pages 
026  Classroom Assessment Techniques—A Handbook for College Teachers (2nd Ed.) by Thomas A. Angelo 
and K. Patricia Cross 
Book—427 pages 
027  Effective Performance Appraisals—A Practical Guide For More Productive and Positive Performance 
Appraisals (Revised Edition), by Robert B. Maddux 
Book—65 pages 
028  Introduction to Modern Statistical Quality Control and Management, by J. A. Swift 
Book—350 pages 
029  Problem Solving for Results, by William Roth, James Ryder, Frank Voehl 
Book—190 pages 
030  Air Force Process Improvement Guide—Total Quality Tools for Teams and Individuals, by MSgt. Robert 
Lambert, Jr. 
Book—85 pages 
031  Innovative Reward Systems for the Changing Workplace, by Thomas B. Wilson 
Book—378 pages 
032  Closing the Loop—An Effective Planning Process in Higher Education 
Booklet—40 pages 
033  The Benchmarking Management Guide, by American Productivity & Quality Center 
Book—249 pages 
034  Transformation Thinking—Tools and Techniques That Open the Door to Powerful New Thinking for 
Every Member of Your Organization, by Joyce Wycoff 
Book—249 pages 
035  Benchmarking Workbook With Examples and Ready-Made Forms, by Bengt Karlof 
Book—108 pages 
036  Tools and Techniques to Inspire Classroom Learning, by Barbara A. Cleary, Ph.D. and Sally J. Duncan 
Book—161 pages 
037  The Creativity Tools Memory Jogger—A Pocket Guide for Creative Thinking 
Sprial Book—177 pages (3 copies) 
038  Feedback is a Gift, by Stephen C. Lundin, Ph.D. and Marshall Goldsmith, Ph.D. 
Book—38 pages 
039  The Problem Solving Memory Jogger—Seven Steps to Improved Processes 
Spiral Book—158 pages (3 copies) 
040  The Idea Edge—Transforming Creative Thought Into Organizational Excellence, by Bob King and Dr. 
Helmut Schlicksupp 
Book—300 pages (2 copies) 
041  Step-By-Step Problem Solving in Education—A Practical Guide To Ensure Problems Get (And Stay) 
Solved, by Richard Y. Chang, Ph.D. and Susan G. Buster 
Book—109 pages 



 4 

042  Roadmap to Resources—Sources and Tools for CQI Implementation, by Stephen Brigham and Deborah 
DeMarche Carusone 
Book—115 pages 
043  Designing and Using Organizational Surveys—A Seven-Step Process, by Allan H. Church and Janine 
Waclawski 
Book—293 pages 
044  The Lean Enterprise Memory Jogger—Create Value and Eliminate Waste Throughout Your Company 
Spiral Book—166 pages (2 copies) 
045  Building a Scholarship of Assessment, by Trudy W. Banta & Associates 
Book—339 pages 
046  Goal Setting for Results—Success Strategies for You and Your Organization, by Gary Ryan Blair 
Book—45 pages 
047  Business Process Redesign for Higher Education, by Jennifer Dowling Dougherty, Jillinda Jonker Kidwell, 
Donna Malone Knight, Loren Loomis Hubbell, and Sean C. Rush 
Book—192 pages 
049  Honoring the Trust—Quality and Cost Containment in Higher Education, by William F. Massy 
Book—376 pages 
050  Excellence in Higher Education—An Integrated Approach to Assessment, Planning, and Improvement in 
Colleges and Universities, by Brent D. Ruben, Ph.D.Book—94 pages 
Facilitator’s Guide and CD Rom 
Workbook and Scoring Instructions—119 pages 
 
BALDRIGE 
ASSE/BALD 
101  The Baldrige Award For Education—How to Measure and Document Quality Improvement, by Jerome S. 
Arcaro 
Book—152 pages 
102  The Malcolm Baldrige National Quality Award Self-Assessment Workbook, by Janice Marconi 
Book—185 pages (3 copies) 
103  Inside the Baldrige Award Guidelines—Collection of articles previously published by various authors 
Booklet—39 pages 
104  The Corporate Guide to the Malcolm Baldrige National Quality Award—Proven Strategies for Building 
Quality into Your Organization, by Marion Mills Steeples 
Book—358 pages 
105  Baldrige Award Winning Quality (4th Edition Covers the 1994 Award Criteria)—How to Interpret the 
Malcolm Baldrige Award Criteria, by Mark Graham Brown 
Book—400 pages (2 copies) 
106  Achieving and Sustaining World-Class Leadership—Using the Baldrige Criteria and Other Best Practice 
Strategies, Videoconference taped 11/14/95 
Video (1 copy) and print materials (2 copies) 
107  Baldrige on Campus—The Assessment Workbook for Higher Education, By Donald C. Fisher 
Book—267 pages (2 copies) 
108  The AQC (Academic Quality Consortium) Baldrige Report—Lessons Learned, by Nine Colleges and 
Universities Undertaking Self-Study With the Malcolm Baldrige National Quality Award Criteria, 4/95 
Book—30 pages 
109  Baldrige National Quality Program—Education Criteria for Performance Excellence 2007 
Book—80 pages 
110  High Performing Colleges, Volume I—Theory and Concepts, by Daniel Seymour & Associates 
Book—345 pages 
111  High Performing Colleges, Volume II—Case and Practice, by Daniel Seymour & Associates 
Book—341 pages 
112  Implementing Total Quality Management and the Malcolm Baldrige Assessment Model in Higher 
Education 
1121.  Implementing Total Quality Management and the Malcolm Type Assessment Model in Higher 
Education—Video taped 6/3/93—3 hours 
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1122.  Implementing Total Quality Management and Malcolm Baldrige-Type Assessments in Higher Education 
Book—85 pages 
1123.  Total Quality Management—Implementing Total Quality Management and Malcolm Baldrige 
Assessment in Higher Education 
Video revised 2/23/94 with case studies from the University of Wisconsin—5 hours 
113  Take It To The Next Level—A Story of the Quest for Quality and the Malcolm Baldrige Award, by Dale 
Crownover with Linda Bush and John Darrouzet 
Book—224 pages 
114  Baldrige National Quality Program—Education Criteria for Performance Excellence 2008 
Book—76 pages 
 
 
B.   COMMUNICATION SKILLS 
 
GENERAL 
COMM/GENL 
001  Effective Meetings—The Complete Guide, by Clyde W. Burleson 
Book—236 pages 
002  Effective Meeting Skills—A Practical Guide For More Productive Meetings, by Marion E. Haynes 
Book—65 pages 
003  Meetings, Bloody Meetings—Making Meetings More Productive 
Video—27 minutes, Discussion Guide (3 copies) and Briefcase Booklet (3 copies) 
004  More Bloody Meetings 
Video—27 minutes, Discussion Guide (2 copies), Users' Guide (2 copies), Briefcase Booklet (2 copies), and The 
Human Side of Meetings Guide (2 copies) 
005  Making Meetings Work—Achieving High Quality Group Decisions, by John E. Tropman 
Book—205 pages 
006  Successful Presentations For Dummies—The Fun and Easy Way to Create and Deliver Spectacular 
Presentations; Your First Aid Kit for Getting Your Message Across Clearly and Convincingly—All New; 
Conquer Your Fear of Public Speaking—Explained in Plain English, by Malcolm Kushner 
Book—346 pages 
007  How To Prepare, Stage, & Deliver Winning Presentations, by Thomas Leech 
Book—342 pages 
008  The McGraw-Hill 36-Hour Course—Business Presentation, by Lani Arredondo 
Book—337 pages 
009  Powerful Presentation Skills—Techniques To Improve Your Presentation and Public Speaking Abilities, by 
Elmon E. Yoder 
Book—66 pages 
010  50 One-Minute Tips For Trainers, by Carrie A. Van Daele 
Book—96 pages 
011  Graphics For Presenters—Getting Your Ideas Across, by Lynn Kearny 
Book—111 pages 
012  Frames of Reference—How Men and Women Can Overcome Communication Barriers 
and Increase Their Effectiveness at Work, by Carol Rudman, Ph.D. 
Book—202 pages 
013  Delivering Training: Mastery in the Classroom—Managing and Motivating Trainees; Developing and 
Delivering Powerful Presentations; Using Role-Plays, Case Studies, Games and Group Approaches; Creating 
Audiovisuals with More Impact; and Tactics for Training New Trainers, by Dave Zielinski 
Book—156 pages 
014  Meetings That Work! by Richard Y. Chang and Kevin R. Kehoe 
Book—104 pages 
015  How to Give a Terrific Presentation, by Karen Kalish 
Book—121 pages 
016  Mining Group Gold—Apply Total Quality Management to the Process of Group Interaction and Ensure 
High-Quality Group Decision-Making for Maximum Benefits to the Organization 
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0161.  Video—24 minutes 
0162.  Book—178 pages 
017  Mastering Your Message, by Dr. Tony Alessandra 
Audio Cassettes—6 
018  101Ways to Make Meetings Active—Surefire Ideas to Engage Your Group, by Mel Siberman 
Book—322 pages 
019  Point, Click & Wow—A Quick Guide to Laptop Presentations, by Claudyne Wilder and Jennifer Rotondo 
Book—226 pages 
020  Red Hot Handouts—Taking the HO HUM Out of Handouts, by Dave Arch 
Book—198 pages 
021  Learn To Listen—How to Tune in Before Someone Tunes You Out, by Jim Dugger 
Book—272 pages (2 copies) 
022  The Manager’s Communication Handbook—A Practical Guide to Build Understanding, Support, and 
Acceptance, by David Cottrell and Eric Harvey 
Handbook—43 pages 
023  The Business of Listening—A Practical Guide to Effective Listening, by Diane Bone 
Book—88 pages 
025  Flip Chart Power—Secrets of the Masters, by Bonnie E. Burn 
Book—134 pages 
026  The Presenter's E Z Graphics Kit—A Guide For The Artistically Challenged!, by Lori Backer and Michele 
Deck 
Book—229 pages 
027  Flip Chart Magic—Energizing Ideas for Novice and Expert, by Dave Arch and Ivar Torgrimson 
Book—175 pages 
029  TeamThink—72 Ways to Make Good, Smart, Quick Decisions in Any Meeting, by Ava S. Butler  
Book—218 pages 
030  The Trainer's Guide to Running Effective Team Meetings—72 Techniques for Improving Meeting 
Productivity, by Ava S. Butler 
Notebook Binder—267 pages 
031  The Big Book of Presentation Games—Wake-Em-Up Tricks, Ice Breakers, & Other Fun Stuff, by Edward 
Scannell & John Newstrom 
Book—211 pages 
032  The Big Book of Meeting Games—75 Quick, Fun Activities for Leading Creative, Energetic, Productive 
Meetings, by Marlene Caroselli 
Book—236 pages 
033  Energizers—Energizers for Training and Conferences. By John E. Jones, Ph.D. and William L. Bearley, 
Ed.D 
Book—88 pages 
 
VERBAL 
COMM/VERB 
101  Getting Through to People, by Jesse S. Nirenberg, Ph.D. 
Audio Cassettes—4 and Workbook 
102  What's The Use of Lectures?—First U.S. Edition of the Classic Work on Lecturing, by Donald A. Bligh 
Book—346 pages 
103  How to Facilitate—Practical Guidelines for Training and Development Professionals, by Info-Line 
Booklet—16 pages 
104  Ask Fred Pryor. . .About Working With People, by Fred Pryor 
Book—140 pages 
105  How to Get Your Point Across in 30 Seconds-Or Less, by Milo O. Frank 
1051.    Audio Cassette 
1052.    CD—1 
106  Straight Talk: A Program for Improving Communication 
1061.  Audio Cassette 
1062.  Trainer's Guide Notebook 
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Transparencies 
Participant Notebook (10 copies) 
107  What Do I Say When...A Guidebook for Getting Your Way With People on the Job, by Muriel Solomon 
Book—287 pages 
108  Communication Briefings 
Monthly Newsletter 
109  Confident Public Speaking: How to Turn Your Listeners Into Doers, Believers and Buyers, by Roko 
Paskov 
Audio Cassettes—4 
110  How to Speak With Confidence, with Bert Decker 
Video—46 minutes 
111  Speak to Win: An Executive Program to Maximize Personal Impact, by Bert Decker 
Audio Cassettes—6 
112  Developing Discussion Leaders in Brief Workshops, by Frank Cheavens 
Booklet—31 pages 
113  Communicating in Small Groups: Principles and Practices, by Steven A. Beebe and John T. Masterson 
Book—336 pages 
114  Actions Speak Louder than Words, by Jan Hargrave 
Audio Cassette and Video 
116  Let Me See Your Body Talk, by Jan Hargrave 
Book-247 pages 
117  Professional Telephone Skills, by Debra Smith 
Audio Cassettes—2 (2 copies) 
118  Telephone Courtesy and Customer Service: Effective Listening, Effective Response, by Lloyd C. Finch 
Book—64 pages 
119  Business Telephone Etiquette: Harnessing the Power of Communication, by Century Telephone 
Booklet—12 pages 
120  Telephone Technique Seminar, presented by Katie Cole, Marketing Manager, Century Telephone of San 
Marcos, 6/3/93 
Booklet—17 pages 
121  Speak for Yourself—Be self-assured and confident every time you speak; Excel in meetings, negotiations, 
conversations, interviews, speeches and presentations, by Robert Montgomery 
1211.  Audio Cassettes—2 and Pocket Guide (2 sets) 
1212.  Cds—2 
122  Power Talking Skills: How to Say What You Mean and Get What You Want, by George R. Walther 
Audio Cassettes—2 
123  A Woman's Guide to the Language of Success—Communicating With Confidence and Power, by Phyllis 
Mindell, Ed.D. 
Book—227 pages 
125  Winning Vocabulary: Hundred of Words for Success, By Robert Montgomery 
Audio Cassettes—2 and Pocket Guide 
126  The Skilled Facilitator, by Roger M. Schwarz 
Book—314 pages 
127  The Dynamics of Effective Listening, by Tony Alessandra 
Audio Cassettes—6 
128  Lifetime Conversation Guide—The Key to Success With People, by James K. Van Fleet 
Book—297 pages 
129  The Ten Commandments For Public Speakers, by Stephen D. Gladis 
Book—127 pages 
130  67 Presentation Secrets to Wow Any Audience—Your Guide to Clear, Concise, Persuasive Presentations, 
by Dianna Booher 
Book—143 pages 
131  Men Are From Mars, Women Are From Venus, by John Gray, Ph.D. 
1311.  Men are from Mars, Women are from Venus: A Practical Guide for Improving Communication and 
Getting What You Want in Your Relationships 
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Audio Cassette 
1312.  Men are from Mars, Women are from Venus: Reflections—Inspirations to Enrich Your Relationships 
Audio Cassettes—2 
1313.  Men are from Mars, Women are from Venus: Cds—2 
132  Conversation Power—Communication Skills for Business and Personal Success, by James K. Van Fleet 
1321.  Audio Cassettes—6 and Guide Book 
1322.  CD’s—2 
133  Thinking on Your Feet—Tools to Communicate Clearly and Convincingly, by Dr. Marlene Caroselli 
Book—86 pages 
134  The Art of Communicating—Achieving Interpersonal Impact in Business (Revised Edition), by Bert 
Decker 
Book—101 pages 
135  Effective Presentation Skills, A Practical Guide for Better Speaking—Proven Techniques for More 
Confident, Enthusiastic, and Persuasive Presentations (Revised Edition), by Steve Mandel 
Book—85 pages 
137  The McGraw-Hill One-Day Workshop Presentation Skills—A Complete Training Package, by Phil Lowe 
Notebook Binder 
138  Speaker's Lifetime Library, by Leonard and Thelma Spinrad 
Book—903 pages 
139  WomanSpeak—The Essential Guide to More Effective Communication for Women and (Men!) in the 21st 
Century, by Bettye Pierce Zoller and Hugh Lampman 
Audio Cassettes—2 
140  Public Speaking For Dummies—The Fun and Easy Way to Create and Deliver Spectacular Presentations; 
Your First Aid Kit for Getting Your Message Across Clearly and Convincingly; and Conquer Your Fear of 
Public Speaking—Explained in Plain English, by Malcolm Kushner 
Audio Cassette 
141  Pimsleur Language Program: FRENCH—Learn to speak French the Pimsleur way, by Simon & Schuster 
Audio Cassettes—4 
142  Pimsleur Language Program: ITALIAN—Speak Italian in eight easy lessons, by Simon & Schuster 
Audio Cassettes—4 
143  Pimsleur Language Program: SPANISH—Speak Spanish in eight easy lessons, by Simon & Schuster 
Audio Cassettes—4 
144  Power Talk—The Only Voice and Speech Improvement Program You Will Every Need!; Standard 
American English; Your Ladder to Success!,  by Bettye Pierce Zoller, John Arthur Watkins, Hugh Lampman 
Audio Cassettes—3 and Study Guide 
145  Talking From 9 to 5—Women and Men in the Workplace: Language, Sex and Power, by Deborah Tannen, 
Ph.D. 
Book—359 pages 
146  Lifescripts—What to Say to Get What You Want in 101 of Life's Toughest Situations, by Stephen M. 
Pollan and Mark Levine 
Book—446 pages 
147  Presentation Skills Training—30 High-Involvement Training Designs, by Wendy Denham and Elizabeth 
Sansom 
Notebook binder—313 pages 
149  On Camera: Surviving in the News Media—Do you understand how a television news interview works?  
Could you do a television news interview?, by Eye-to-Eye Communications 
Video (43 minutes) and Study Guide (33 pages) 
150  The New Dynamic Communication Skills For Women—9 Steps to Effective & Professional 
Communication for Today's Successful Business Woman, Sixty-Minute Training Series 
Book—128 pages 
151  The Ultimate Spanish Review and Practice—Mastering Spanish Grammar for Confident Communication 
CDs—2 (75 minutes) and Listening Guide 
152  Traveler’s Spanish—Everything You Need to Get Started With Your New Language Before You Take Off 
CDs—2, Lesson Guide and Vest Pocket booklet—128 pages 
153  One-Day Spanish 
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CD—1 and Teach Yourself booklet—8 pages 
154    Berlitz Guaranteed 
1541.  Spanish Guaranteed—The All-Audio Beginner’s Course 
CDs-4 
1542.  Ingles Garantizado —The All-Audio Course that delivers Spanish You Can Really Use 
CDs-4 
155  Survival Signs Skills Class - Session IV, by Donna DiMarco 
Video 
156  Preventing Death By Lecture—Terrific Tips For Turning Listeners Into Learners, by Sharon Bowman 
Book—96 pages 
157  The Big Book of Business Games—Icebreakers, Creativity Exercises, and Meeting Energizers, by John 
Newstrom & Edward Scannell 
Book—170 pages 
158  Velásquez World Wide Spanish/English Dictionary 
Book—703 pages (2 copies) 
159  1001 Most Useful Spanish Words, by Seymour Resnick 
Book—55 pages (2 copies) 
160  Barron’s Foreign Language Guides—501 Spanish Verbs (6th Ed.), by Christopher Kendris, Ph.D., and 
Theodore Kendris, Ph.D 
Book—728 Pages (2 words)  and CD Rom 
 
WRITTEN 
COMM/WRIT 
201  The Smart Woman's Guide to Resumes and Job Hunting (2nd Ed.), by Julie Adair King and Betsy Sheldon 
Book—192 pages 
202  Business Writing Skills, by Debra Smith 
Audio Cassettes—4 
203  Handbook of Business Letters (3rd Ed.), by L.E. Frailey 
Book—772 pages 
204  Yes! You Can Write, by Elizabeth Neeld 
Audio Cassettes—6 
205  Mastering Memos, by Communication Briefing 
Video—15 minutes 
206  Power Writing:  The Key to Success, by Communication Briefing 
Video—38 minutes 
207  Power-Packed Writing that Works, by Communication Briefing 
Book—44 pages 
208  Business Writing Quick & Easy, by Laura Brill 
Book—238 pages 
209  Better Business Writing, by Susan L. Brock 
Book—68 pages 
210  Techniques To Improve Your Writing Skills: A Practical Guide to Becoming a Better Business Writer, by 
Robert L. Iles 
Book—48 pages 
211  The Write Stuff: A Style Manual For Effective Business Writing, by Richard Andersen and Helen Hinis 
Book—114 pages (2 copies) 
212  Professional Secretary's Encyclopedic Dictionary, by Mary A. DeVries 
Book—589 pages 
213  Secretary's Desk Guide to Punctuation and Spelling, Word Division and Hyphenation, by Prentice Hall 
Pamphlet—31 pages (2 copies) 
214  Effective Business English:  Making Grammar and Usage Work For YOU! Staff Development Workshop, 
2/28/96, Ms. Sue Beebe 
Handouts (2 copies) 
215  The Little, Brown Handbook (5th Ed.), by H. Ramsey Fowler and Jane E. Aaron 
Book—790 pages 
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216  Looking Good in Color: The Desktop Publisher's Design Guide, by Gary W. Priester 
Book—247 pages 
217  Looking Good In Print—A Guide to Basic Design for Desktop Publishing: How to Produce Attractive, 
Effective Newsletters, Advertisements, Brochures, Manuals, Correspondence (3rd Ed.), by Roger C. Parker 
Book—423 pages 
218  The Resume Makeover: 50 Before & After Resumes Teach You How to Create the Most Effective Resume, 
by Jeffrey G. Allen, J.D.,C.P.C. 
Book—276 pages 
219  Resumes That Knock 'Em Dead, by Martin Yate 
Book—215 pages 
220  Cover Letters That Knock 'Em Dead, by Martin Yate 
Book—202 pages 
221  Business Letters For Busy People: Timesaving, Ready-to-Use Business Letters For All Occasions, by Jim 
Dugger 
Book—251 pages (2 copies) 
222  Evelyn Wood Reading Dynamics: For Speed, Comprehension, and Retention 
2221.  Audio Cassettes—6 and Workbook 
2222.  Audio Cassettes—4 (2 copies) 
2223  Remember Everything You Read—The Evelyn Wood 7 Day Speed Reading and Learning Program, by 
Stanley D. Frank, Ed.D. 
Book—212 pages 
223  The Art of Taking Minutes, by Delores Dochterman 
Book—195 pages 
225  Glossary of Misused Words & Phrases 
Book—44 pages 
226  The 76 Most-Common Grammar Errors and How to Avoid Them 
Book—48 pages 
228  The AMA Handbook of Business Letters (2nd Ed.), by Jeffrey L. Seglin 
Book—410 pages and diskette 
229  How To Write Training Materials, by Linda Stoneall 
Book—153 pages (2 copies) 
230  Professional Secretary's Encyclopedic Dictionary (5th Ed.), by Mary A. DeVries 
Book—594 pages 
231  Write for Business—A Compact Guide to Writing & Communicating in the Workplace, by Verne Meyer, 
Pat Sebranek, John Van Rys 
232  Flip Charts—How to Draw Them and How to Use Them, by Richard C. Brandt 
Book—88 pages 
235  Quick and Easy Newsletters—A step-by-step system using software you already have to create a newsletter 
in an AFTERNOON!, by Elaine Floyd 
Book—144 pages and disc for MS Word and WordPerfect 6.0 and MS-Works, Windows 3.1 and newer 
Macintoshes 
237  The Forbes Book of Business Quotations—14,713 Thoughts on the Business of Life, by Ted Goodman 
Book—992 pages 
238  The Highly Selective Dictionary For The Extraordinarily Literate, by Eugene Ehrlich 
Book—192 pages 
239  An Encyclopedia of Compelling Questions—Quotes From Over 3,200 Sources, by R. Daniel Watkins 
Book— 850 pages (with CD-Rom) 
240  A Picture’s Worth 1,000 Words—A Workbook for Visual Communications, by Jean Westcott & Jennifer 
Hammond Landau 
Book—63 pages 
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C.   CUSTOMER SERVICE 
 
CUST 
001  Calming Upset Customers―Staying Effective During Unpleasant Situations, by Rebecca L. Morgan 
Book―65 pages 
002  How To Give Exceptional Customer Service, by Lisa Ford 
0021.  Audio Cassettes―4 
0022.  Videos and Seminar Workbook 
00221. Volume One: How to Build Your Service Image and Customer Loyalty―77 minutes 
00222.  Volume Two: How to Satisfy Even Your Most Difficult Customers―88 minutes 
00223.  Volume Three: More Ways to Make Customer Contacts Positive and Profitable―102 minutes 
00224.  Volume Four: Making it Work―Superior Service in Action 
003  Managing Quality Customer Service―A Practical Guide for Establishing a Service Operation, by William 
B. Martin, Ph.D. 
Book―94 pages 
004  American Marketing Association Handbook for Customer Satisfaction—A Complete Guide to Research, 
Planning & Implementation, by Alan Dutka 
Book―231pages 
005  Connections―Noel/Levitz Customer Service Training Program for Support Staff—Videos 
0051.  Practice for Excellence, Path to Success—Video  
0052.  The Language of Positive Communications—Video 
0053.  The Art of Satisfying Students 
0054.  Participant Booklet (5 copies) 
0055.  Leader's Guide (2 copies) 
006  Quality Service: Pure and Simple, by Ronald W. Butterfield 
Book―77 pages 
007  The Customer is King, by R. Lee Harris 
Book―144 pages 
008  Customer Service for Dummies, by Karen Leland and Keith Bailey 
Book―346 pages (2 copies) 
009  Pursuing Total Quality―101 Logical Ways to Improve Quality For Your Customers (Without Hiring a 
Guru, Attending Countless Meetings or Spending Thousands of Dollars), by Dick Schaaf and Margaret Kaeter 
Book―124 pages 
010  Smile Training Isn't Enough―The Three Secrets of Excellent Customer Service, by Richard S. Gallagher 
Book―220 pages 
011  Customer Satisfaction―The Other Half of Your Job, by Dru Scott, Ph.D. 
Book―112 pages 
012  Quality Customer Service―A Positive Guide to Superior Service (3rd Ed.), by William B. Martin, Ph.D. 
Book―88 pages 
013  The Customer Service Connection, Toastmasters International Quality-Centered Management Series 
Video―26 minutes and Study Guide 
014  Sustaining Knock Your Socks Off Service, by Thomas K. Connellan and Ron Zemke 
Book―176 pages 
015  Coaching Knock Your Socks Off Service, by Ron Zemke and Kristin Anderson 
Book―148 pages 
016  Delivering Knock Your Socks Off Service (Revised Edition), by Kristin Anderson and Ron Zemke 
Book―149 pages (2 copies) 
017  Managing Knock Your Socks Off Service, by Chip R. Bell and Ron Zemke 
Book―210 pages 
018  180 Ways to Walk the Customer Service Talk―The How-To Handbook For Everyone In Your 
Organization, by Eric Harvey and THE WALK THE TALK Team 
Book―43 pages  
019  Rutgers QCI "A Higher Education"―The State University of New Jersey-Rutgers, Program for 
Organizational Quality and Communication Improvement 
Video―11 minutes 
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020  Building Customer Loyalty―The 21 Essential Elements...IN ACTION, by JoAnna Brandi 
Book―49 pages 
021  Becoming A Customer Service Star―A New Approach to Measuring and Increasing Individual Customer 
Service Awareness, by Bruce R. Matza 
Booklet―10 pages (12 copies) 
022  The Big Book of Customer Service Training Games―Quick, Fun Activities for Training Customer Service 
Reps, Salespeople, and Anyone Else Who Deals with Customers, by Peggy Carlaw & Vasudha Kathleen 
Deming 
Book―209 pages 
023  144 Ways to WALK THE TALK, by Eric Harvey and Alexander Lucia 
Book—44 pages (2 copies) 
024  Positively Outrageous Service—How to Delight and Astound Your Customers and Win Them for Life (2nd. 
Ed), by T. Scott Gross  Book—211 pages 
025  Listen Up! Customer Service—A Guide to Develop Customer Loyalty, by David Cottrell and Mark C. 
Layton 
Book—45 pages 
026  Johnny the Bagger—A True Story of Customer Service 
Video and Facilitator Guide 
 
 
D.   LEADERSHIP/SUPERVISION 
 
LEAD/SUPV 
001  How to Delegate Work and Ensure It's Done Right, by Dick Lohr 
Audio Cassettes—2 
002  Manager's Edge: Managing Communication—People—Time Management 
Audio Cassettes—12 
003  The Art of Innovation—Lessons in Creativity from IDEO, America’s Leading Design Firm, by Tom Kelley 
with Jonathan Littman 
Book—307 pages 
004  Supervising: A Guide for All Levels, by Paul O. Radde 
Book—233 pages 
005  Training Managers to Train—A Practical Guide to Improving Employee Performance, by Brother Herman 
E. Zaccarelli, C.S.C. 
Book—74 pages 
006  Re-imagine—Business Excellence in a Disruptive Age, by Tom Peters 
Book—352 pages 
007  Leadership Opportunities for the Professional Secretary, by Pryor Resources, Inc. 
Audio Cassette 
008  The Manager's Troubleshooter—Pinpointing the Causes and Cures of 125 Tough Supervisory Problems, by 
Clay Carr and Mary Fletcher 
Book—426 pages 
009  Finance and Accounting for Non-financial Managers: All the Basics You Need to Know, by William G. 
Droms 
Book—244 pages 
010  Getting the Most from Your People, by Arthur R. Pell, Ph.D. 
Audio Cassettes—4 and Workbook 
011  Managing Management Time, by William Oncken, Jr. 
Book—239 pages 
012  Walking the Empowerment Tightrope: Balancing Management Authority & Employee Influence, by Robert 
P. Crosby 
Book—103 pages 
013  Zapp! in Education—How Empowerment Can Improve the Quality of Instruction, and Student and Teacher 
Satisfaction, by William C. Byham, Ph.D., with Jeff Cox and Kathy Harper Shomo 
Book—224 pages (3 copies) 
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014  Zapp! The Lightning of Empowerment—How to Improve Quality, Productivity, and Employee 
Satisfaction, by William C. Byham, Ph.D., with Jeff Cox 
Book—200 pages (3 copies) 
015  HeroZ—Empower Yourself, Your Coworkers, Your Company, by William C. Byham, PhD., and Jeff Cox 
Book—201 pages (3 copies) 
016  The Discipline of Market Leaders—Choose Your Customers, Narrow Your Focus, Dominate Your Market, 
by Michael Treacy & Fred Wiersema 
Book—208 pages 
017  Executive Excellence—The Magazine of Leadership Development, Managerial Effectiveness, and 
Organizational Productivity 
0171.  Audio Cassettes—4 
0172.  Magazine published monthly—20 pages 
Volume 1—Dec. ‘94—Dec. ‘99 
Volume 2—Jan. ‘00—March ‘04 
Volume 3—April ’04—Dec ‘05 
018  The Leadership Secrets of Santa Claus—How to Get Big Things Done in Your “Workshop”…All Year 
Long, by Eric Harvey, David Cottrell, Al Lucia, and Mike Hourigan 
Book—80 pages 
019  The Fifty-Minute Supervisor—A Guide for the Newly Promoted, by Elwood N. Chapman 
Book—55 pages 
020  How to be an Effective Supervisor, by David B. Whittier 
Audio Cassettes—6 and Workbook 
021  Successful Delegation, by Kenneth M. Lizotte 
Audio Cassettes—6 and Workbook 
022  The Fifth Discipline—The Art & Practice of the Learning Organization, by Peter M. Senge 
Book—423 pages 
023  Insights & Ideas—Powerful Information From Career Track’s Top-Rated Trainers 
Video—8 topics-20 minutes each 
1. What It Takes To Lead with Sandra Shelton 
2. How To Prioritize Your Work with Susan Fowler Woodring 
3. Understanding Customer Perceptions with Gene Swindell 
4. Keeping Customers Coming Back with Thelma Wells 
5. The Power of Delegation with Bob Miller 
6. Building Your Power With People with Roger Burgraff 
7. The Nine Skills of Effective Team Leaders with Larry Venable 
8. What Do You Need To Let Go Of? with Bee Epstein 
024  How to Excel as a Professional Office Manager, with Debra Smith 
Audio Cassettes—4 and Audio Workbook 
025  How to Get Results With People—How to Build Leadership, Power and Visibility on the Job, by Jeff 
Salzman 
Audio Cassettes—4 
026  The Self-Made Leader—25 Structured Activities for Self Development, by Mike Woodcock and Dave 
Francis 
Book—250 pages 
027  The Leader In You—How to Win Friends, Influence People, and Succeed in a Changing World, by Dale 
Carnegie & Associates, Inc. 
Book—236 pages 
028  On Our Own Terms—Portraits of Women Business Leaders, by Liane Enkelis and Karen Olsen, with 
Marion Lewenstein 
Book—153 pages 
029  Empowerment Takes More Than a Minute,  by Ken Blanchard, John P. Carlos, Alan Randolph 
Book—126 pages (2 copies) 
030  Management Masterclass—A Practical Guide to the New Realities of Business, by Neil Glass 
Book—320 pages 
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031  Organizing Genius—The Secrets of Creative Collaboration, by Patricia Ward Biederman and Warren 
Bennis 
Book—239 pages 
032  Good to Great—Why Some Companies Make the Leap…and Others Don’t, by Jim Collins 
Book—300 pages 
033  Budgeting Basics & Beyond—A Complete Step-by-Step Guide for Nonfinancial Managers, by Jae K. Shim 
and Joel G. Siegel 
Book—446 pages 
034  Working Better Together—A Human Relations Guidebook For Office Professionals, with Teena Sandstrom 
Book—48 pages 
035  Transformational Leadership 
Notebook 
036  Winning with Leadership Skills, by AMACOM, a Division of American Management Association 
Audio Cassettes—6 and Workbook 
037  Managing People is Like Herding Cats, by Warren Bennis 
0371.  Book—236 pages 
0372.  Audio Cassettes—2 
038  Every Manager's Guide to Business Processes:  A Glossary of Key Terms & Concepts for Today's Business 
Leader, by Peter G. W. Keen and Ellen M. Knapp  
Book—219 pages (2 copies) 
039  1001Ways To Energize Employees—Empowerment Self-Directed Teams, Continuous Improvement, 
Inspiring Personal Initiative and Risk, by Bob Nelson 
Book—213 pages 
040  Stepping Up To Supervisor—A Must for New Supervisors! (Revised Edition), by Marion E. Haynes 
Book—178 pages 
041  The New Supervisor—A Guide for the Newly Promoted (Revised Edition), by Elwood N. Chapman 
Book—68 pages 
042  Motivating at Work—Empowering Employees to Give Their Best (Revised Edition), by Twyla Dell 
Book—96 pages 
043  Handling the Difficult Employee, Solving Performance Problems—A Practical Guide for Managers, by 
Marty Brounstein 
Book—76 pages 
044  Managing Change at Work—Leading People Through Organizational Transitions (Revised Edition), by 
Cynthia D. Scott, Ph.D., M.P.H. and Dennis T. Jaffe, Ph.D. 
Book—82 pages 
045  Effective Supervisor Training Repros, Program training for enhancing performance in team 
building...resolving conflict...time management...motivating workers...problem solving...setting and achieving 
goals...delegation...and many others. 
Notebook binder 
046  High Flyers—Developing the Next Generation of Leaders, by Morgan W. McCall, Jr. 
Book—254 pages 
047  The Leader of the Future—The Drucker Foundation, by Frances Hesselbein, Marshall Goldmith, Richard 
Beckhard 
Book—319 pages 
048  The Leader's Handbook—A Guide to Inspiring Your People and Managing the 
Daily Workflow, by Peter R. Scholtes 
Book—415 pages 
049  Handbook of Leadership Training Activities—50 One-Hour Designs on Visioning, Coaching, Team 
Leadership, Customer Focus, Managing Change, Managing Processes, by Dennis Kinlaw 
Notebook Binder—309 pages 
050  Supervising For Quality, Toastmasters International Quality-Centered Management Series 
Video—26 minutes and Study Guide 
051  Translating Strategic Goals Into Action, SWT Quality workshop, 1/27,99 Dr. Bryan Cole, Texas A&M 
University 
Videos (2)— and handouts 



 15 

052  The Leadership Engine—Building Leaders at Every Level, by Noel M. Tichy with Eli Cohen, rapid read 
handbook based on The Leadership Engine—How Winning Companies Build Leaders at Every Level 
0521.  Book—47 pages (4 copies) 
0522.  Audio Cassettes—2 
053  Walking The Talk Together—Sharing the Responsibility for Bringing Values to Life, by Eric Harvey and 
Alexander Lucia 
Book—46 pages (3 copies) 
054  How Leaders Lead—Featuring Built-In Learning Reinforcement Tools, Personal Productivity Exercises, 
Customized Action Plans, Skills Assessments, by Ken Blanchard and Brian Tracy 
Book—80 pages 
055  The Agenda—What Every Business Must Do to Dominate the Decade, by Michael HammerBook—269 
pages 
056  Leading at Mach 2, By Steve Sullivan 
Book—209 pages 
057  The Leadership Moment—Nine True Stories of Triumph and Disaster and Their Lessons for Us All, by 
Michael Useem 
Book—329 pages 
058  Understanding Leadership Competencies—Integrity and Trust, Building a Team, Energy-Enthusiasm-
Vitality, Setting Priorities, Creativity, Passion, Humor, Vision, Courage, by Patricia Guggenheimer and Mary 
Diana Szulc 
Book—88 pages 
059  Leadership: What Every Leader Should Know About People, by Robert A. Portrnoy 
Book—193 pages 
060  Business As UnUsual—The Handbook for Managing and Supervising Organizational Change, by Price 
Pritchett and Ron Pound 
Book—27 pages (3 copies) 
061  Listen Up, Leader!  Pay Attention, Improve, and Guide, by David Cottrell 
Book—39 pages (2 copies) 
062  180 Ways to Walk the Recognition Talk—The "How To" Handbook for Everyone, by Eric Harvey 
Book—43 pages (3 copies) 
063  Think Like A Manager—Everything they didn't tell you when they promoted you!, by Roger Fritz, Ph.D. 
Book—303 pages 
064  Performance Skills Workshop—Developing Employees 
Notebook Binder—Instructor's Guide 
065  Leadership From The Inside Out—Becoming A Leader For Life, by Kevin Cashman 
Book—220 pages (2 copies) 
066  Women and the Leadership Q—The Breakthrough System For Achieving Power & Influence, by Shoya 
Zichy 
Book—310 pages 
067  Gender Equity or Bust—On the Road to Campus Leadership with Women in Higher Education, by Mary 
Dee Wenniger and Mary Helen Conroy 
Book—303 pages 
068  The Abilene Paradox and Other Meditations on Management, by Jerry B. Harvey 
Book—150 pages 
069  How Come Every Time I Get Stabbed In The Back My Fingerprints Are On The Knife? And Other 
Meditations on Management, by Jerry B. Harvey 
Book—264 pages 
070  Lean Thinking—Banish Waste and Create Wealth in Your Corporation, by James P. Womack and Daniel 
T. Jones 
Book—395 pages 
071  Power Vision:  A Guide For Executives and Entrepreneurs, y Marie Valenta 
Spiral Book—399 pages 
072  180 Ways to Walk the Motivation Talk—Proven and Practical "How-To's" to Energize EVERYONE In 
Your Organization, by John Baldoni and Eric Harvey 
Book—49 pages 
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073  Leading With Soul—An Uncommon Journey of Spirit (New & Revised), by Lee G. Bolman and Terrence 
E. Deal 
Book—258 pages 
074  Leadership and Self-Deception—Getting out of the Box, by The Arbinger Institute 
Book—180 pages (3 copies) 
075  Carpe Manana—10 Critical Leadership Practices for Managing Toward the Future, by Price Pritchett 
Book—39 pages 
076  The Manager's Coaching Handbook—A Practical Guide to Improving Employee Performance, by David 
Cottrell and Mark Layton 
Book—39 pages 
077  180   Ways to Walk the Leadership Talk—The "How To" Handbook For Leaders At All Levels, by John 
Baldoni 
Book—43 pages 
078  Coping With Supervisory Nightmares—12 Common Nightmares of Leadership and What You Can Do 
About Them, by Michael and Deborah Singer Dobson 
Book—199 pages 
079  The Southwest Airlines Way—Using the Power of Relationships to Achieve High Performance, by Jody 
Hoffer Gittell 
Book—319 pages 
080  Execution—The Discipline of Getting Things Done, by Larry Bossidy and Ram Charan 
Book—278 pages (2 copies) 
081  Leading for Innovation and Organizing for Results, by Frances Hesselbein, Marshall Goldsmith, and Iain 
Somerville 
Book—299 pages 
082  Hesselbein on Leadership, by Frances Hesselbein 
Book—152 pages 
083  Nuts’nBolts Leadership—“How to” Strategies and Practical Tips For Leaders at All Levels, by Eric Harvey 
and Paul Sims 
Book—43 pages 
084  Management Insights—Discovering the Truths to Management Success, by Ken Carnes, David Cottrell, 
and Mark C. Layton 
Book—93 pages 
085  Leadership—Motivation & Inspiration From Today’s Top Success Coaches, featuring Zig Ziglar, Dr. 
Sheila Murray Bethel and Brian Tracy 
CDs—14 and 1 Bonus DVD 
086  Her Place at the Table—A Woman’s Guide to Negotiating Five Key Challenges to Leadership Success, by 
Deborah M. Kolb, Judith Williams, Carol Frohlinger 
Book—290 pages 
088  Monday Morning Leadership—8 Mentoring Sessions You Can’t Afford to Miss, by David Cottrell 
Book—112 pages (6 copies) 
089  The Character of Organizations—Using Personality Type in Organization Development, by William 
Bridges 
Book—155 pages 
090  Would I Follow Me? 
Video—18 minutes and Training Leader’s Guide—28 pages 
091  Who Says We Can’t Do It?, by Lance Armstrong 
DVD and Trainer’s Manual—37 pages 
092  Taking The Lead—A 26-Part Television Series About The Time Management Revolution 
Videos—7  
1.  Episodes 1-4 
   1.  Management at Work 
   2.  In Transition 
   3.  Setting the Stage 
   4.  The Game Plan 
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2.  Episodes 5-8 
   5.  Calling the Shots 
   6.  Pulling it Together 
   7.  Laying the Groundwork 
   8.  Running the Show 
3.  Episodes 9-12 
   9.  Heart of the Matter 
  10.  Shifting Gears 
  11.  Help Wanted 
  12.  High Performance 
4.  Episodes 13-16 
   13.  Keeping in Touch 
   14.  All Systems Go 
   15.  Pulling Together 
   16.  At the Helm 
5.   Episodes 17-20 
   17.  Working It Out 
   18.  Keeping Track 
   19.  It All Adds Up 
   20.  Taking Stock 
6.  Episodes 21-24 
   21.  Point of Information 
   22.  Above and Beyond 
   23.  World of Opportunity 
   24.  The Right Fit 
7.  Episodes 25-26 
   25.  Making Choices 
   26.  For the Common Good 
093  The Curse of the Vanishing Employees:  How to Retain and Motivate Great Workers 
Video—19 minutes and Leader’s Guide 
094  Encouraging the Heart, Featuring best-selling authors James M. Kouzes and Barry Z. Posner 
Video—19 minutes and Leader’s Guide—34 pages 
095  Walk the Talk…And Get The Results You Want, by Eric Harvey and Al Lucia 
Book—111 pages 
096  Leadership and the New Science—Learning About Organization From An Orderly Universe, by Margaret 
J. Wheatley 
Book—166 pages 
097  Sticking to It:  The Art of Adherence—How to Consistently Execute Your Plans, by Lee J. Colan 
Book—51 pages 
098  Discussing Performance 
Binder—20 Minute Video, Leader’s Guide, and PowerPoint Presentation on CD-ROM 
099  After All, You’re the Supervisor 
Binder—Video, Leader’s Guide—39 pages (Preview Version), Leader’s Guide—71 pages, Participant’s 
Workbook—12 pages and CD-ROM (10 copies) 
100  Succession Planning Basics—A Complete How-to Guide to Help You: Understand the Key Benefits of 
Succession Planning, Design a Strategy Based on Realistic Assessments, and Implement a Complete 
Organization-Wide Plan, by Christee Babour Atwood 
Book—109 pages 
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E.   LEGAL 
 
GENERAL 
LEGL/GENL 
001  Americans With Disabilities Act: ADA Compliance Guide 
0011.  Volume 1 
0012.  Volume 2 
0013.  Monthly bulletin 
002  The Americans With Disabilities Act: New Access to the Workplace 
0021.  Video―40 minutes and Participant Workbook  
0022.  Leader's Guide (2 copies) 
0023.  Participants Workbook 
003  Breaking the Attitude Barrier: Learning to Value People With Disabilities  
0031.  Video―33 minutes 
0032.  Participants Workbook 
004  Successfully Employing People With Disabilities:  What Managers Need to Know―Staff Development 
Program, Video Conference on 4/14/93 
0041.  Video―3 hours 
0042.  Viewer's Handbook―37 pages 
005  Accessing the ADA:  New Information for Colleges & Universities Teleconference, Staff Development 
Workshop, 11/15/93 
Video 
006  Texas Access & Equity 2000 Plan―Public Hearing, Staff Development Workshop, 11/17/93 
Video―2 hours 
007  The Ten Commandments of Communicating With People With Disabilities  
Video―25.43 minutes and Guide (2 copies of Guide) 
008  The Open Records Act:  Procedures and Pitfalls, Staff Development Workshop, 1/31/96 
Notebook―124 pages 
009  The Open Records Act―Staff Development Workshop, 12/2/93  
Video 
010  Ethical Problems in Higher Education―Staff Development Workshop, 11/10/93, Bill Fly and Robert 
Provan 
Video 
011  Minorities in the College Classroom―Racism in Education, by Department of Human Relations, Michigan 
State University 
Video and Manual 
012  Unfinished Business―The Diversity of Disabilities, with Tim Harrington 
Video―Closed Captioned Version 1 (32 minutes) and Version 2 with open 
captioning and audio descriptor (32 minutes) and Leader Guide 
013  The Working Woman's Legal Survival Guide―Know Your Workplace Rights Before It's Too Late, by 
Steven Mitchell Sack, Attorney at Law 
Book―333 pages 
014  Legal Insights, Part III Focus:  Programming & Policy, Staff Development Program, Videoconference on 
10/29/98 
Video―2 hours and Handouts 
Book―434 pages 
015  Ethics 4 Everyone—The Handbook for Integrity-Based Business Practices, by Eric Harvey and Scott 
Airitam 
Binder—14 Minute Video, DVD (including chaptered main show), Leader’s Guide—68 pages, PowerPoint 
presentation, Participant Workbook—15 pages (10 copies), Ethics 4 Everyone Book—45 pages (10 copies), 10 
Reminder Cards 
016  Your Handbook of Everyday Law―Practical up-to-date information about legal questions, with glossary 
and charts (Fifth Edition), by George Gordon Coughlin, Jr. 
Book―452 pages 
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017  Conducting the Religious Discrimination and Accommodation Dialogue:  A Training Video for Legal and 
HR Departments, by the American Law Institute-American Bar Association Committee on Continuing 
Professional Education 
Video―49 minutes and Workbook―15 pages 
018  Discussion of the Public Information Act, Staff Development workshop, 3/5/02, by Mr. Michael Garbarino, 
Assistant Attorney General, Texas Attorney General's Open Records Division 
Handouts―15 pages and following books 
0181.  Public Officers: Traps For the Underway―Conflict of Interest, Nepotism, Dual Office Holding, 
Automatic Resignation, Whistleblower Act 
Book―96 pages 
0182.  2002  Open Meetings Handbook 
Book―90 pages 
0183.  2002  Administrative Law Handbook 
Book―151 pages 
0184.  2002  Publication Information Handbook  
Book―275 pages 
019  Silent Racism—How Well-Meaning White People Perpetuate the Racial Divide, by Dr. Barbara 
Trepagnier, Associate Professor, Department of Sociology, Texas State University-San Marcos 
Book—181 pages 
 
INTERVIEWING, HIRING, TERMINATION 
LEGL/INHITE 
101  The Hiring Handbook (Second Edition), by Thomas L. Boyer, Esq., Catherine D. Fyock, William D. 
Mitchell, Esq., William J. Quirk; Dana Schilling, Esq. 
Handbook 
102  The Supervisor's Guide to Hiring, Firing, Motivating and Disciplining . . .Without Violating the Law, by 
Robert L. Brady, J.D. 
Book―60 pages 
103  Especially for Texas Employers, from the office of Mary Scott Nabers, 1992 Texas Employment 
Commission 
1031.  Hiring―Video 
1032.  Firing―Video 
1033.  The Appeals Process―Video 
1034.  Panel Discussion with Commissioner Nabers and Staff―Video 
1035.  Handbook―167 pages 
104  Manager's Advantage: Handling Employee Terminations, by Alexander Hamilton Institute, J.M. Glasc, Inc. 
Video and Workbook 
105  Face to Face―Every Manager's Guide to Better Interviewing, by Stephen D. Bruce 
Book―88 pages 
106  Quality Interviewing: A Step-by-Step Action Plan for Success, by Robert B. Maddux 
Book―65 pages 
107  Interview Guide for Supervisors, by the College & University Personnel Association 
Video―16 minutes 
109  Hiring Handbook―Questions You Can and Cannot Legally Ask in an Employment Interview, by William 
J. Quirk 
Book―77 pages 
110  96Great Interview Questions To Ask Before You Hire, by Paul Falcone 
Book―224 pages 
111  Interviewing Skills for Job Candidates with Learning or Other Hidden Disabilities―Tips on Preparing for 
the Interview, Information Regarding Disclosure 
Video (closed captioned)―25 minutes and Study Guide 
112  The Smart Woman's Guide to Interviewing and Salary Negotiation, by Julie Adair King  
Book―222 pages 
113  Recruiting, Interviewing, Selecting & Orienting New Employees (2nd Ed.), by Diane Arthur  
Book―333 pages 
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114  Faculty and Staff Hiring Guidelines, a Professional Development workshop, October 16, 2003, by Dr. 
Gilda Garcia, Director, Texas State Office of Equity and Access and Representatives from Texas State Office of 
Human Resources 
Videos (2) and Handouts 
115  The Search Committee Handbook―A Guide to Recruiting Administrators, by Theodore J. Marchese and 
Jane Fiori Lawrence 
Book―100 pages 
 
SEXUAL HARASSMENT 
LEGL/SEHA 
201  Sexual Harassment Issues & Answers 
Video―20 minutes 
202  Confronting Sexual Harassment on Campus―A NASPA Teleconference  
Video and Workbook 
203  Myths vs. Facts:  How to Manage Sexual Harassment Situations  
2031.  Video―30.51 minutes 
2032.  Trainer's Manual and Participant Manual  
204  Sexual Harassment―Addressing the New Realities of the 1990's 
Booklet―46 pages 
205  Sexual Harassment In the Academic Workplace 
Video―30 minutes and Trainer's Guide 
206  Educator's Guide to Controlling Sexual Harassment 
Notebook 
207  Sexual Harassment on Campus: A Proactive Approach Toward Prevention 
Video―15.36 minutes and Trainer's Guide 
208  Preventing Sexual Harassment―A Management Responsibility: The Risk  
Video―28 minutes 
209  Preventing Sexual Harassment―A Management Responsibility:  Minimizing the Risk  
Video―27 minutes 
210  Sexual Harassment for Education: Administration Version  
2101.  Video―15 minutes and Training Leader's Guide―40 pages  
2102.  Desk Reference Guide―19 pages 
211  Sexual Harassment―How To Protect Yourself and Your Organization, with Maria Arapakis  
Audio Cassettes―4 and Workbook 
212  Sexual Harassment: How to Keep Your Company Out of Court, by Kenneth L. Lloyd, Ph.D. 
Book―85 pages 
213  Sexual Harassment―Building Awareness on Campus, by Jean Kilbourne 
Video―30 minutes (2 copies) 
214  Harassment Is…Office Version 
Video—18 minutes, Leader’s Guide DVD, and Employee Handbook 
 
 
 
F.   PERSONAL DEVELOPMENT 
 
GENERAL 
PERS/GENL 
001  Up Your Productivity, by Kurt Hanks 
Book―24 pages 
002  Winning at Human Relations―How to Keep From Victimizing Yourself, by Elwood N. Chapman   
Book―69 pages 
003  You Can Negotiate Anything, by Herb Cohen 
0031.  Audio Cassettes—2 
0032.  CDs―3 
004  Working Women Don't Have Wives―Professional Success in the 1990's, by Terri Apter 
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Book―280 pages (2 copies) 
005  The Dinosaur Strain: The Survivor's Guide to Personal and Business Success, by Mark Brown 
Book―256 pages 
006  Money Smart Women, A Kiplinger Guide 
0061.  Video―30 minutes 
0062.  Book―94 pages 
007  What You Can Change & What You Can't―The Complete Guide to Successful Self-Improvement, by 
Martin E.P. Seligman, Ph.D.   
Book―317 pages 
008  Ishmael, by Daniel Quinn 
Book―266 pages 
009  Creative Decision Making―Using Positive Uncertainty: Using Both Rational and Intuitive Techniques to 
Make the Best Decisions, by H.B. Gelatt, Ed.D. 
Book―70 pages 
010  Wake Up Your Creative Genius, by Kurt Hanks & Jay Parry 
Book―138 pages 
011  Women, Power & Self-Esteem―Taking Charge of Your Own Well-Being, with Hattie Hill-Storks, Maria 
Arapakis, Susan Balle, Jacquelyn Ferguson 
Audio Cassettes—4 
012  Letting Go of Anger―The 10 Most Common Anger Styles and What to do About Them, by Ron Potter-
Efron, M.S.W. and Pat Potter-Efron, M.S. 
Book―158 pages 
013  Improving the Quality of Life at SWT―Staff Development Sponsored Professional Development 
Workshops 
0131.  9/26/96,  Staff Development Program―provides selected staff with tuition assistance and release time in 
order to pursue bachelor's, master's, doctoral, or other advanced degree. 
Video―2 hours 
0132.  9/26/96, SWT Program for Executive Training of Women and Minorities and SWT-sponsored 
participation in external management and leadership development programs. 
Video―2 hours 
0133.  4/8/98, Panel on National Executive Training Programs 
Video―1 hour  
014  Repacking Your Bags―Lighten Your Load for the Rest of Your Life, by Richard J. Leider and David A. 
Shapiro 
0141.  Audio Cassettes―2 
0142.  Book―230 pages 
015  3 Steps to a Strong Family, by Linda and Richard Eyre 
Book―235 pages (2 copies) 
016  A World Waiting To Be Born: Civility Rediscovered, by M. Scott Peck, M.D.  
Book―366 pages 
017  Awaken the Giant Within―How to Take Immediate Control of Your Mental, Emotional, Physical & 
Financial Destiny, by Anthony Robbins 
0171.  Audio Cassette (3 copies) 
0172.  Cds―2 
018  Creativity―Flow and the Psychology of Discovery and Invention, by Mihaly Csikszentmihalyi  
Book―456 pages 
019  People Are Just Desserts...Are You Getting Your Sweet Rewards? by Perry A~, Staff Development 
Workshop, 10/20/96 
0191.  Handouts 
0192.  People Are Just Desserts: Experience the Sweet Rewards 
Book―97 pages and Personality Cards 
0193.  Icebreaking 101―Getting to Know You in One Fun Question 
Book―147 pages and Cards 
0194.  Audio Cassette 
020  The Psychology of Achievement, by Brian Tracy 
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0201.  Audio Cassettes―6 and Workbook 
0202.  CDs―2 
021  Men and Women―Partners at Work, A Ten-Step Program for Success, by George F. Simons and G. 
Deborah Weissman 
Book―110 pages 
022  A Great Memory―Remember Everything You Hear, Read, and Study, by Robert Montgomery 
0221.  Audio Cassettes―2 and Pocket Guide (2 sets) 
0222.  CDs―2 
023  People Styles at Work―Making Bad Relationships Good and Good Relationships Better, by Robert Bolton 
and Dorothy Grover Bolton 
Book―194 pages 
024  How to Deal With Difficult People―Strategies for Getting Results With the Hard-to-Handle People in 
Your Life, by Dr. Rick Brinkman and Dr. Rick Kirschner  
Audio Cassettes―4 
025  How to Handle Difficult People, by Chuck Dymer 
Videos―46 minutes each and workbooks 
0251.  Volume 1 - The Differences in People 
0252.  Volume 2 - Dealing With Difficult People 
0253.  Volume 3 - Strategies for Increased Self-Esteem 
026  How to Handle Difficult People: Learn How to Turn Negative Situations Into Constructive Stepping Stones 
for Conflict Resolution, Workshop Reference Guide, by National Seminars Group 
Workbook―25 pages 
027  How to Handle Difficult People, by Joe Gilliam 
0271.  Audio Cassettes―6 and Workbook 
0272.  CDs―2 
028  Working With Difficult People, by William Lundin, Ph.D. and Kathleen Lundin 
Book―88 pages 
029  Assertiveness―Get What You Want Without Being Pushy, by Cal LeMon 
Book―96 pages 
030  Assertiveness for Career and Personal Success, by Robert A. Moskowitz 
Audio Cassettes―6 and Workbook 
031  Relationship Strategies: How to Deal With the Differences in People, by Jim Cathcart and Tony Alessandra 
Audio Cassettes―6 and Workbook 
032  Be Yourself―A Guide to Self-Development, by Christina Henry  
Booklet―47 pages 
033  It' s Obvious You Won't Survive by Your Wits Alone, A Dilbert book by Scott Adams  
Book―255 pages 
034  A Visual Invitation to Type―Identifying Decision Making Styles, by Connie Grant, M.Ed.  
Notebook 
035  Please Understand Me 
0351.  Character & Temperament Types, by David Keirsey and Marilyn Bates  
Book―207 pages 
0352.  Please Understand Me II―Temperament, Character, Intelligence, by David Keirsey 
Book―350 pages 
036  A Whack on the Side of the Head―How You Can Be More Creative, by Roger von Oech, Illustrated by 
George Willett 
Book―196 pages 
037  A Kick in the Seat of the Pants―Using Your Explorer, Artist, Judge, & Warrior to be More Creative, by 
Roger von Oech, Illustrated by George Willett 
Book―153 page 
038  Work It Out―Clues for Solving People Problems at Work, by Sandra Krebs Hirsh 
Book―269 pages 
039  Work Types―Understand Your Work Personality-How it Helps You and Holds You Back, and What You 
Can Do to Understand It 
Book―250 pages 
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040  Type Talk―The 16 Personality Types That Determine How We Live, Love, and Work 
Book―289 pages 
041  People Types & Tiger Stripes (3rd Ed.), by Gordon Lawrence 
Book―222 pages 
042  You Can Go Home Again―Reconnecting With Your Family, by Monica McGoldrich  
Book―329 pages 
043  Consumer Reports 
0431.  Magazine 
0432.  How to Clean Practically Anything (4th Ed.), by Edward Kippel  
Book―212 pages 
0435.  Buying Guide 2000 
Book―357 pages 
0436.  Buying Guide 2001 
Book―359 pages  
0437.  Buying Guide 2002  
Book―357 pages 
0438.  Buying Guide 2003 
Book-359 pages 
0439.  Buying Guide 2004 
Book―359 pages 
0440.  Buying Guide 2006 
Book—357 pages 
0441.  Buying Guide 2007 
Book—357 pages 
044  ThinkerToys―A Handbook of Business Creativity for the 90's, by Michael Michalko  
Book―335 pages 
045  Mindmapping―Your Personal Guide to Exploring Creativity and Problem-Solving, by Joyce Wycoff 
Book―173 pages 
046  Self-Empowerment―Getting What You Want from Life―A "Win-Win" Primer for Personal Success, by 
Sam R. Lloyd and Tina Berthelot 
Book―111 pages 
047  The Power of Positive Thinking―A Practical Guide to Mastering the Problems of Everyday Living, by Dr. 
Norman Vincent Peale 
Audio Cassette 
048  Humor Works, by John Morreall, Ph.D. 
Book―268 pages 
049  The Power Principle―Influence With Honor, by Blaine Lee 
0491.  Audio Cassette―1.5 hours (2 copies) 
0492.  Audio Cassettes―4 (2 copies) 
0493.  Book―365 pages 
050  Forget For Success―Walking Away From Outdated, Counterproductive Beliefs and People Practices, by 
Eric Harvey and Steve Ventura 
Book―48 pages 
051  Fast Growth―A Career Acceleration Strategy, by Price Pritchett 
Book―46 pages 
052  A Survival Guide to The Stress Of Organizational Change, by Price Pritchett and Ron Pound  
Book―36 pages (4 copies) 
053  Personal Finance For Dummies―The Fun and Easy Way to Learn to Manage Your Finances; Your First 
Aid Kit for Dealing With Money, and What You Should Watch Out For, by Eric Tyson 
Audio Cassette 
054  How to Improve Your Memory―Learn Lorayne's famous memory development program; Increase your 
powers of recall and retention; Remember numbers, lists, speeches, and more, by Harry Lorayne 
Audio Cassette 
055  How To Remember Names And Faces, by Harry Lorayne 
Audio Cassette 
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056  Beyond Success―The 15 Secrets of a Winning Life!, by Brian D. Biro 
Book―354 pages 
057  Feathering Your Nest―The Retirement PLANNER, by Lisa Berger  
Book―543 pages 
058  Emily's Post Etiquette―The Name to Turn to For the Way We Live Today (16th Ed.), by Peggy Post 
Book―845 pages 
059  Mega Memory, by Kevin Trudeau 
0591.  Audio Cassettes―8 and Pocket Guide and Workbook and audiocassette on How to Remember 
Everything in Your Past 
0592.  CDs―5 
060  The Pursuit of WOW!: Every Person's Guide to Topsy-Turvy Times, By Tom Peters 
Book―349 pages 
061  Being Okay Just Isn't Enough―The Power of Self-Discovery, by Doris Wild Helming 
Book―172 pages 
062  Self-Esteem―The Power To Be Your Best: Sixty-Minute Training Series 
Book―69 pages 
063  The Winner in You―Be Your Own Here, by Joe Gilliam 
Audio Cassettes―(6) and Booklet 
064  How To Manage Your Boss―Build a Partnership With Your Boss That Will Make You Both Successful, 
Sixty-Minute Training Series 
Book―133 pages 
065  How to Handle Conflict & Manage Anger, by Denis Waitley 
Audio Cassettes―(6) and Booklet 
066  Accelerated Learning Techniques―The Express Track to Super Intelligence, by Brian Tracy with Colin 
Rose 
Audio Cassettes―7 and Action Guide Book 
067  The Procrastinator's Handbook―Mastering the Art of Doing It Now, by Rita Emmett 
Book―224 pages 
068  Lead The Field, by Earl Nightingale 
0681.  Audio Cassettes―6 and Workbook 
0682.  Cds4 
069  Who Moved My Cheese?―An A-Mazing Way to Deal with Change in Your Work and in Your Life, by 
Spencer Johnson, M.D. 
Book―96 pages 
070  Whale Done―The Power of Positive Relationships, by Ken Blanchard, Thad Lacinak, Chuck Tompkins 
and Jim Ballard 
Book―128 pages 
071  Transforming Debt into Wealth―A Proven System for REAL Financial Independence, by John M. 
Cummuta 
Audio Cassettes―7 and Worksheets 
072  Exponential Success Skills―The Natural Process to Exponential Success, Achievement, and Happiness, by 
Kurt W. Mortensen 
Audio Cassettes―6 and Workbook 
073  Unleashing the Power of Perpetual Learning, by Donald M. Norris and Theodore Roosevelt Malloch 
Book―46 pages 
074  Dealing With Different Diverse (and Difficult People), by Barbara Braunstein 
Audio Cassettes―6 and Study Guide 
075  Be The Star You Are!  99 Gifts For Living, Loving, Laughing, and Learning to Make a Difference, by 
Cynthia Brian 
Book―350 pages 
076  Cut the Clutter and Stow the Stuff, edited by Lori Baird 
Book—371 pages 
077  Night, by Elie Wiesel (Winner of the 1986 Nobel Peace Prize) 
Book—109 pages (8 copies) 
078  Cultivating an Abundant Mentality, by Steve Clark 
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CD—44 minutes and 39 page booklet 
079  Free the Beagle—A Journey to Destinae, by Roy H. Williams 
Book—127 pages with 72-minute CD 
080  If I Die in a Combat Zone―Box Me Up and Send Me Home, by Tim O’Brien 
Book―209 pages 
081  How to Work With Just About Anyone—A 3-Step Solution for Getting Difficult People to Change, by 
Lucy Gill 
Book—206 pages (2 copies) 
082  Since Strangling Isn’t An Option: Dealing With Difficult People—Common Problems and Uncommon 
Solutions, by Sandra A. Crowe, M.A. 
Book—274 pages 
083  Thank you For Being Such A Pain—Spiritual Guidance for Dealing With Difficult People, by Mark I. 
Rosen, Ph.D. 
Book—286 pages 
084  Limbo—Blue-Collar Roots, White-Collar Dreams, by Alfred Lubrano 
Book—248 pages (3 copies) 
085  Zoot Suit and Other Plays, by Luis Valdez 
Book—214 pages (3 copies) 
086 Work It Out—Using Personality Type to Improve Team Performance, by Sandra Krebs Hirsh and Jane A. 
G. Kise 
Book—248 pages 
087  Everyday Creativity, with Dewitt Jones 
Video, Leader’s Guide—29 pages, Workbook—29 pages, PowerPoint presentation 
088  Goodbye to a River—A Narrative, by John Graves 
Book—306 pages (10 copies) 
089  The Macho Paradox—Why Some Men Hurt Women and How All Man Can Help, by Jackson Katz 
Book—296 pages 
090  The Seven-Step Path To Becoming Truly Organized—It’s Hard to Make a Difference When You Can’t 
Find Your Keys, by Marilyn Paul, Ph.D. 
Book—303 pages 
 
FRANKLIN COVEY PUBLICATIONS 
PERS/FCP 
101  Principle-Centered Leadership, by Stephen Covey 
1011.  Book―334 pages (Paperback-3 copies) 
1012.  Book―334 pages (Hardback) 
1013.  Audio Cassettes―6 and Workbook 
102  Stephen R. Covey Live From the U.K.―How to Create Unstoppable People, Teams, and Organizations 
Audio Cassettes—2 
103  The 7 Habits of Highly Effective People, by Stephen R. Covey 
1031.  Preview Video―8 minutes 
1032.  Book―358 pages (11 copies paperback) 
1033.  Book―358 pages (2 copies hard cover) 
1034.  Audio Cassettes―4 
1035.  Audio Cassettes―2 
1036.  Audio Cassettes―6 
1037.  PBS Documentary: The 7 Habits of Highly Effective People, 1/17/96. Video 
1038.  Audio Cassette 
1039.  Cds-13 (15th Anniversary Edition, Unabridged for the First Time) 
104  The 7 Habits of Highly Effective Families―Building a Beautiful Family Culture in a Turbulent World, by 
Stephen R. Covey 
1041.  Audio Cassettes―4 (10 copies) 
1042.  Hard Cover―390 pages (2 copies) 
1043.  The 7 Habits Family Collection (3 volume set, 6 Audio Cassettes) 
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Balancing Work & Family, How to Develop a Family Mission Statement, The 7 Habits of Highly Effective 
Families 
Audio Cassettes—6 
1044.  Cds―3 
105  Living the Seven Habits: Applications and Insights, by Stephen R. Covey 
105.1  Audio Cassettes―7 and Workbook (2 copies) 
105.2  Audio Cassette (3 copies) 
105.3  Living the 7 Habits―The Courage To Change, Stories of Hope and Inspiration, by Stephen R. Covey 
Book―312 pages (3 copies) 
105.4  Living the 7 Habits—Stories of Courage and Inspiration 
CD 
105.5  Living the 7 Habits: Applications and Insights― 4 Audio Cassettes  
106  The Power of Seven―An Article by Stephen R. Covey, Southwest Airlines Spirit, 1/97 
Article―9 pages 
107  First Things First, by Steven Covey, A. Roger Merrill and Rebecca R. Merrill 
1071.  Audio Cassette 
1072.  Book―373 pages (6 copies) 
1073.  Audio Cassettes―6 and Workbook 
1074.  Self-Paced Video Workshop― 2 Videos and Workbook 
1075.  First Things First Everyday―Audio Cassette (1.5 hours) 
1076.  Cds―3 
1077.  Audio Cassettes—4 and Audio Learning System 
108  How to Develop a Family Mission Statement, by Stephen R. Covey 
Audio Cassettes―2 (4 copies) 
109  Quotes and Quips, The Seven Habits of Highly Effective People  
Book―97 pages 
110  The Nature of Leadership, by Stephen R. Covey, A. Roger Merrill, Dewitt Jones 
Book―128 pages 
111  Reflections For Highly Effective People, by Stephen R. Covey 
Audio Cassette (3 copies) 
112  Building Family Relationships, by Stephen R. Covey 
Audio Cassettes―2 
113  The 7 Habits of Highly Effective Teens, by Sean Covey 
1131.  Book―266 pages 
1132.  Audio Cassette (2 copies) 
1133.  CD―1 
114  Balancing Work and Family, by Stephen R. Covey and Dr. John M.R. Covey 
1142.  Audio Cassettes―2 (2 copies) 
115  The 4 Roles of Leadership Overview 
Spiral Binder—38 pages 
116  Beyond the 7 Habits, by Stephen R. Covey 
CDs—2 
117  The 8th Habit—From Effectiveness to Greatness, by Stephen R. Covey 
1171.  Book—409 pages (2 copies) and Bonus DVD Included (16 Inspirational Companion Films) 
1172.  Cd’s―2 
118  The 6 Most Important Decisions You’ll Ever Make, by Sean Covey 
Book—324 pages 
 
HEALTH 
PERS/HEAL 
401  Understanding and Managing Stress―A Book of Readings, by John D. Adams 
4011.  Book―217 pages 
4012.  Facilitator's Guide―37 pages 
4013.  Workbook―101 pages 
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402 A Woman's Health, March 1, 1995, hosted by Rita Moreno 
Video―60 minutes 
403  Caring for the Mind: The Comprehensive Guide to Mental Health, by Dianne Hales & Robert E. Hales, 
M.D. 
Book―873 pages 
404  The Complete Book of Relaxation Techniques―Develop Your Own Anti-Stress Program From Over 30 
Techniques, by Jenny Sutcliffe 
Book―158 pages 
405  The Human Body Explained―A Guide to Understanding the Incredible Living Machine, by Philip 
Whitfield 
Book―192 pages 
406  How to Stay Cool, Calm & Collected When the Pressure's On―A Stress-Control Plan For Business People, 
by John Newman 
Book―198 pages 
407  The Working Woman's Guide to Managing Stress, by J. Robin Powell, Ph.D., CSW with Holly George-
Warren 
Book―278 pages 
408  Stress That Motivates―Self-Talk Secrets for Success (From Stress to Self-Empowerment, The Link 
Between Stress, Motivation and Self-Talk, The Five Biggest Traps in Self-Talk, The Power of Spirit and 
Attitude, Quick and Easy Tools for Tough Times, Only Two Minutes Twice a Day), by Dru Scott, Ph.D. 
Book―114 pages 
409  Overcoming Addictions: The Spiritual Solution, by Deepak Chopra, M.D. 
Audio Cassette 
410  Healing Mind, Healthy Woman―Using the Mind-Body Connection to Manage Stress and Take Control of 
Your Life, by Alice D. Domar, Ph.D., and Henry Dreher 
Audio Cassettes―2 
411  Stress Skills for Turbulent Times―How to Manage the Multiple Demands Facing Working Women Like 
You, by Roger Mellott 
Audio Cassettes―4 
412  Helping Kids Cope With Stress―Create a "Stress Safety Net" so Your Children Feel Safe, Secure and 
Loved...no Matter What Life Brings Their Way, by Jacquelyn Ferguson 
Audio Cassettes―4 
413  Supercouple Syndrome―How Overworked Couples Can Beat Stress Together, by Wayne M. Sotile, PhD., 
and Mary O. Sotile, M.A.  
Book―208 pages 
414  Getting the Best of Stress―How to Use Pressure to Improve Your Performance, featuring Built-In 
Reinforcement Tools, Case Studies, Personal Productivity Exercises, Customized Action Plans, Individualized 
Pre- and Post-Session Skill Assessments, by the Dartnell Corporation  
Book―87 pages 
415  Stress Reduction & Creative Meditations for Work & Career, by Marc Allen 
Audio Cassette 
416  Relax―You May Only Have a Few Minutes Left, by Loretta LaRoche 
Audio Cassettes―2 
417  Aromatherapy A-Z, by Connie and Alan Highley and Pat Leatham 
Book―142 pages 
418  Healthy at Work―Your Pocket Guide to Good Health, by Charles K. Bens  
Book―206 pages (2 copies) 
419  Mentally Fit Forever―How to Boost Brain Power at Any Age, by Lee Pulos, Ph.D.  
Audio Cassettes―6 and Guidebook―30 pages 
420  Mind Mapping―How to Liberate Your Natural Genius, by Michael Gelb 
Audio Cassettes―4 and Illustrations 
421  Stress Control, by Steve Bell 
Book―149 pages 
422  Parenting Your Parents—What to Do When It’s Your Turn, by Jim Comer 
Book—277 pages 
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423  The Validation Breakthrough:  Simple Techniques for Communicating with People with “Alzheimer’s-
Type Dementia” (2nd. Ed.), by Naomi Feil 
Book—352 pages 
 
MOTIVATION 
PERS/MOTV 
201  Attitude, Your Most Priceless Possession: A Practical, Workable Guide to Better Human Relations! by 
Elwood N. Chapman 
Book―61 pages 
202  Can Do! Thoughts in a Can't Do World: Ideas of Leaders, Volume 2, by Bob E. Couch, Ph.D. 
Book―144 pages 
203  Books With Inspiring Quotes and Thoughts, by Marcia and David Kaplan 
2031.  Cheers―89 pages 
2032.  Thanks―89 pages 
2033.  Smiles―89 pages 
2034.  Friends―89 pages 
2035.  Happiness―89 pages 
2036.  Kindness―89 pages 
204  Chicken Soup for the Soul―101 Stories To Open The Heart And Rekindle The Spirit, by Jack Canfield and 
Mark Victor Hansen 
2041.  Book―308 pages 
2042.  Audio Cassettes―2 (2 copies) 
205  A 2nd Helping of Chicken Soup for the Soul: 101 More Stories To Open The Heart And Rekindle The 
Spirit, by Jack Canfield and Mark Victor Hansen 
2051.  Book―329 pages 
2052.  Audio Cassettes―2 
206  A 3rd Serving of Chicken Soup for The Soul: 101 More Stories to Open The Heart and Rekindle The Spirit, 
by Jack Canfield and Mark Victor Hansen 
Book―352 pages (2 copies) 
207  Dreams: Working Words of Wit and Wisdom (V.1), by Robert W. Pike 
Book―101 pages 
208  From Stress to Success―Simple Ways to Laugh It Off, Lighten Up and Conquer the World 
2081.  Audio Cassettes―2 and Pocket Guide 
2082.  CDs—2 and Pocket Guide 
209   Great Idea Series 
Set of 4 books―each 80 pages:  Innovation & Creativity, Quality, Attitude & Success, Customer Satisfaction 
210  Inspiring Quotes 
Set of 5 books―each 80 pages:  Innovation, Leadership, Goal Setting, Teamwork, Creative Thinking 
211  Maya Angelou: The Heart of a Woman 
2111.  Audio Cassettes—2 
2112.  CDs—4 
212  The Happiness of Pursuit―Discovering the Joy in the Journey of Life, by Rick Kirschner 
Video―1 hour  
213  Stone Soup for the World―Life-Changing Stories of Kindness & Courageous Acts of Service, read by 
Susan Anspach, Ernie Hudson, & Efrem Zimbalist, Jr.  
Audio Cassettes—2 
214  Selling at Machi―Motivational Acceleration, by Steve Sullivan 
2141.  Video 
2142.  Book―175 pages 
215  I'm Too Blessed to be Depressed―Stories to Move You from Stressed to Blessed, by Joanna Slan 
Book―176 pages 
216  What Matters Most―The Power of Living Your Values, by Hyrum W. Smith, Foreword by Ken Blanchard 
Book―251 pages 
217  Unstoppable―45 Powerful Stories of Perseverance and Triumph from People Just Like You, by Cynthia 
Kersey 
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Book―316 pages 
218  107 Ways to Stick To It—Practical Tips to Achieve the Success You Deserve, by Lee J. Colan 
Book—53 pages 
 
TIME MANAGEMENT 
PERS/TIMEMGT 
301  Goals: Setting and Achieving Them on Schedule, by Zig Ziglar 
Video―77 minutes 
302  How to Set and Achieve Goals: Strategies for Taking Control of Your Life and Getting What You Want, by 
Bobbe Sommer, Ph.D. 
Audio Cassettes—4 
303  Doing It Now: How to Cure Procrastination and Achieve Your Goals in 12 Easy Steps, by Edwin C. Bliss 
Audio Cassette 
304  Getting Things Done―Strategies You Can Use Immediately to Save Time and Achieve More Every Day, 
by Ed Bliss 
Audio Cassettes―4 
305  Personal Time Management, by Marion E. Haynes 
3051.  Book―69 pages (2 copies) 
3052.  (Revised Edition) Book―89 pages 
3053.  Audio Cassette 
306  The New Time Management, by Dr. Merrill Douglass and Dr. Larry Baker  
Audio Cassettes―6 and Guide (2 copies) 
307  Working Smarter: How to Get More Done in Less Time, by Michael Leboeuf, Ph.D. 
Audio Cassettes―6 
308  Overcoming Procrastination―A Simple Plan to Help Get You Off DEAD CENTER and Start Right Now, 
by Susan Fowler Woodring 
Video 
309  Organized to be the Best: New Timesaving Ways to Simplify and Improve How You Work, by Susan 
Silver 
Book―434 pages 
310  Controlling Interruptions: How to Free Up An Hour A Day, with Verne Harnish 
Video―64 minutes ( 2 copies) 
311  Go For Your Goals―How to Stay on Target and Get What You Want...Even when You Don't Have Time 
3111.  Audio Cassettes―2 and Pocket Guide 
3112.  CD’s—2 and Pocket Guide 
312  Organized To Be The Best―New Timesaving Ways to Simplify and Improve How You Work, by Susan 
Silver 
Book―370 pages 
313  How to Organize Your Life & Get Rid of Clutter―Learn to clear your home and office of the messy 
buildups that cramp your mind and crimp your productivity, by Ab Jackson  
Audio Cassettes―4 
314  Defeating Procrastination―52 Fail Safe Tips for Keeping Time on Your Side, by Marlene Caroselli, Ed.D. 
Book―187 pages 
315  Productivity Power―250 Great Ideas For Being More Productive, by Jim Temme 
Book―185 pages 
316  Time Challenged 
Binder—20 minute video, Leader’s Guide—36 pages, PowerPoint presentation, Participant’s Workbook—23 
pages (10 copies) 
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G.   QUALITY 
 
GENERAL 
QUA/GENL 
001  Governor Ann Richards―Quality: Excerpts from the Governor's address to senior executives of the private 
and public sector on the subject of Quality in Texas government, 2/10/93 
Video―8 minutes 
002  Texas Quality Service, by Texas Rehabilitation Commission, 5/5/93 
Video―13 minutes 
003  Quality through Participation in New York State Government 
Booklet―21 pages 
004  Juran on Quality by Design: The New Steps for Planning Quality into Goods and Services, by J.M. Juran 
005  Kaizen: The Key to Japan's Competitive Success, by Masaaki Imai 
Book―259 pages 
006  Hoshin Planning: A Planning System for Implementing Total Quality Management (TQM), a GOAL/QPC 
Research Committee 1991 Research Report 
Booklet―52 pages 
007  Quality is Personal: A Foundation for Total Quality Management, by Harry V. Roberts and Bernard F. 
Sergesketter 
0071.  Book―169 pages 
0072.  Video―2 hours, SWT Quality Workshop with Dr. Paul Gowens, Dean, SWT School of Business, 2/21/95 
008  The Tale of Windfall Abbey, by The BP Exploration Process Review Team 
Book―12 pages 
009  Innovating Quality: Strategies for Business Growth, Quality & Customer Satisfaction, Editorial Consultant 
Harold R. McAlindon, published by Parlay International 
Kopy Kit Reproducible Resources―103 pages 
010  Quality or Else: The Revolution in World Business, by Lloyd Dobyns and Clare Crawford-Mason 
0101.  Videos―58 minutes each  
01011.  Program One: The Global Marketplace 
01012.  Program Two: Change To Survive: A Brand New Ball Game 
01013.  Program Three: How To Hit The Moving Target 
0102.  Book―309 pages (Paperback) 
0103.  Book―309 pages (Hardback) 
0104.  Instructor's Guide 
0105.  Participant Notebook 
011  Quality Without Tears: The Art of Hassle-Free Management, by Philip B. Crosby 
Book―205 pages 
012  A History of Managing for Quality: The Evolution, Trends, and Future Directions of Managing for Quality, 
by J. M. Juran 
Book―688 pages 
013  The Chronicle of CQI (Continuous Quality Improvement), by Cornesky Associates, Inc. 
Newsletter, published monthly 
014  ASQC Quality Progress 
Magazine, published monthly 
015  Total Quality Management (V.1): The Shift in the Way We Think—Measuring Quality, with Verne 
Harnish 
Video―1 hour 
016  Total Quality Management (V.2): Focusing on a Moving Customer—Involving Every Employee, with 
Verne Harnish 
Video―1 hour  
017  Total Quality Management (V.3): Thinking Long Term, Acting Short Term―Getting Started  
Video―1 hour  
018  Quality Quotes, by Helio Gomes 
Book―249 pages 
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019  Out of the Crisis, by W. Edwards Deming 
Book―492 pages 
020  The Deming Revolution, by W. Edwards Deming 
Video―50 minutes 
021  The Prophet of Quality, PBS Television Report, 11/30/94  
Video and Pamphlet 
022  The Change Agents' Handbook: A Survival Guide for Quality Improvement Champions, by David W. 
Hutton 
Book―344 pages 
023  The Race Without A Finish Line:  America's Quest For Total Quality, by Warren H. Schmidt and Jerome P. 
Finnigan 
0231.  Book―402 pages 
0232.  Video―12 minutes and Leader's Guide 
024  The Quality Approach...Your Guide to Quality in Today's Air Force 
Book―40 pages 
025  Reflections on Creating Learning Organizations, by Kellie T. Wardman 
Book―117 pages 
026  Billibonk & the Thorn Patch, by Robin Runci Mazo and Madaleen Pulsifer 
Book―63 pages (2 copies) 
0261.  Frankl's "Thorn Patch" Fieldbook, by Philip Ramsey 
027  Excellence is a Habit: How to Avoid Quality Burnout, by Thomas J. Barry 
Book―112 pages 
028  Cornerstones of Quality, Toastmasters International Quality-Centered Management Series 
Video―24 minutes and Study Guide 
029  Puzzling Quality Puzzles, by J. P. Russell and Janice Russell 
Book―198 pages 
030  Outlearning the Wolves―Surviving and Thriving in a Learning Organization, by David Hutchens 
Book―64 pages 
031  Billibonk & the Big Itch, by Philip Ramsey 
Book―83 pages 
0311.  Frankl's Big Itch Fieldbook, by Philip Ramsey 
Book―30 pages 
032  Total Quality Management Master Plan:  An Implementation Strategy, GOAL/QPC Research Committee 
1990 Research Report 
Notebook Binder―63 pages 
034  Total Quality in Marketing, by William C. Johnson and Richard J. Chvala 
Book―276 pages 
035  Quality Texas―Investment for Survival, by Texas Department of Commerce  
Notebook 
036  Making Quality Work—A Leadership Guide for the Results-Driven Manager, by Y.S. Chang, GGeorge 
Labovitz, Victor Rosansky 
Book—198 pages 
037  The Quality Yearbook—2000 Edition, by James W. Cortada & John A. Woods 
Book—810 pages 
 
HIGHER EDUCATION 
QUA/HIED 
101  Creating Learning Organizations: Growth Through Quality, Satellite downlink on TQM shown at SWT on 
2/26/93 
Video 
102  Quality and Education: Critical Linkages, A teleconference featuring highlights of Governor Ann Richard's 
"National Invitational Conference on Total Quality Management and the National Education Goals," 11/92, 
taped10/12/93 
Video and Print Materials 
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103  Total Quality Management in Colleges and Universities: How to Make it Happen, A Rio Hondo College 
Teleconference, 10/20/92 
Video―90 minutes (2 copies) 
104  M-Quality: Continuous Improvement at The University of Michigan―State of Texas Governor's Executive 
Development Program 12/7/93 
Booklet―32 pages 
105  Quality First Process Model, by Fox Valley Technical College 
Book―51 pages 
106  CQI 101: A First Reader for Higher Education, by the American Association for Higher Education 
Book―215 pages 
107  Total Quality Management in Higher Education: Clearing the Hurdles, (A Survey on Strategies for 
Implementing Quality Management Practices in Higher Education), by Dr. Daniel Seymour 
Article from GOAL/QPC, 1993 Application Report #93-01, 26 pages 
108  An Analysis of Oregon State University's Total Quality Management Pilot Program, by L. Edwin Coate, 
Ph.D. 
Article from Oregon State University, 11/90, 25 pages 
109  Implementing Total Quality Management in a University Setting, by L. Edwin Coate, Ph.D. 
Article from Oregon State University, 7/90, 31 pages (2 copies) 
110  AAHE Ninth Annual Assessment and Quality Conference, 6/12-6/15/94 
Audio Cassettes―12 
A.  Using Student Quality Teams to Improve Teaching and Learning 
B.  The Paradigm Shift Required 
C.  A Program Effectiveness-Based System for Institutional Assessment Planning, Budgeting, etc. 
D.  Reinventing Academic Process 
E.  Assessment as Learning:  Student and Alumnae Perspectives 
F.  Involving Faculty in Performance-Based Assessment of Critical-Thinking Skills 
G.  Medicine Wheels & Organizing Wheels-A Tribal Perspective on Learning 
H.  Baldrige Self-Assessment: A Framework for Monitoring Continuous Quality Improvement 
I.  A Model for Linking Strategic Planning Using a Continuous Improvement Process 
J.  Techniques for Communicating and Building Faculty Trust for Assessment at a Large University 
K.  From K to 80―The Cycles of Learning 
L.  Quality Principles and Empowered Learning:  Current Practices and Future Direction 
111  AAHE National Conference Audio Cassettes 
1111.  Competition and Cooperation: Deming Philosophy Comes to Higher Education, 1993 AAHE National 
Conference on Higher Education 
1112.  The Human Side of Continuous Quality Improvement Efforts, 1995, AAHE Conference on Assessment & 
Quality 
112  The Right Stuff―Principles of Leadership, 10th National Conference on Business Incubation 
Audio Cassette―60 minutes 
113  Continuous Quality Improvement: Making the Transition to Education, edited by Dean L. Hubbard 
Book―523 pages (2 copies) 
114  The Quality Teacher: Implementing Total Quality Management in the Classroom, by Margaret A. Byrnes, 
Ed.S., Robert A. Cornesky, Sc.D., Lawrence W. Byrnes, Ph.D. 
Book―337 pages 
115  Using Deming to Improve Quality in Colleges and Universities, by Dr. Robert A. Cornesky, et al 
Book―113 pages 
116  Implementing Total Quality Management in Higher Education, by Robert Cornesky, Sam McCool, Larry 
Byrnes, Robert Weber 
Book―159 pages 
117  Total Quality for Schools: A Guide for Implementation, by Joseph C. Fields 
Book―204 pages 
118  Kidgets and Other Insightful Stories About Quality in Education, by Maury Cotter and Daniel Seymour 
Book―154 pages 
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119  Future Force: Kids That Want to, Can, and Do! (A Teacher's Handbook for Using TQM in the Classroom), 
by Elaine McClanahan and Carolyn Wicks 
Book―158 pages 
120  Reflections on Creating Learning Organizations, edited by Kellie T. Wardman 
Book―120 pages 
121  Once Upon a Campus: Lessons for Improving Quality and Productivity in Higher Education, by Daniel 
Seymour 
Book―184 pages (2 copies) 
122  On Q: Causing Quality in Higher Education, by Daniel Seymour 
Book―196 pages 
123  Quality Fusion: Turning Total Quality Management into Classroom Practice, by Margaret A. Byrnes, Ed.S. 
and Robert A. Cornesky, Sc.D. 
Book―297 pages 
124  Pursuit of Quality in Higher Education: Case Studies in Total Quality Management, by Deborah J. Teeter 
and G. Gregory Lozier 
Book―143 pages 
125  Total Quality Management in Higher Education: A Critical Assessment, by Dr. Daniel Seymour and Dr. 
Casey Collett 
Report―28 pages 
126  Total Quality in Higher Education, by Ralph G. Lewis and Douglas H. Smith 
Book―330 pages 
127  Total Quality Management: Implications for Higher Education, by  Allan M. Hoffman and Daniel J. Julius 
Book―453 pages 
128  Applying Quality to Education 1995, edited by John J. Politi 
Book―200 pages 
129  Quality Teaching in Higher Education, edited by Betty Bush 
Book (a collection of essays)―135 pages 
130  Quality Quest in the Academic Process, edited by John W. Harris and J. Mark Baggett 
Book―240 pages 
131  Creating Quality in the Classroom, by Janice Arcaro  
Book―156 pages 
132  Creating Quality Schools, by the American Association of School Administrators 
Booklet―34 pages 
133  Presentations by Col. David B. Porter, USAF―SWT Quality Workshops, 10/26-27/95 
1331.  Total Quality & Educational Enlightment  
Video (2 copies) 
1332.  Individual Differences in Learning, Teaching and Living 
Video 
134  Public Schools Should Learn to Ski: A Systems Approach to Education, by Stephen E. Rubin 
Book―169 pages (2 copies) 
135  Academic Initiatives in Total Quality for Higher Education, edited by Harry V. Roberts 
Book―608 pages     
136  Orchestrating Learning With Quality, by David P. Langford and Barbara A. Cleary, Ph.D. 
Book―187 pages 
137  Creating The Quality School, edited by Edward W. Chance 
Book―526 pages 
138  SWT Quality Fair & Conference, April 1-2, 1996 
1381.  Brochures and Handouts 
1382.  Videos 
13821.  Walk the Talk, Mr. David Leigh, April 1 (4 copies) 
13822.  Role of Student & Faculty in Quality Learning, Dr. Myron Tribus, Ph.D., PE, April 1 
13823.  Quality Learning, Mr. David Langford, April 2 
13824.  The Paradigm Shift Required, Dr. Myron Tribus, Ph.D., PE, April 1  
13825.  Joint Session with Mr. David Langford and Dr. Myron Tribus, Ph.D., PE, April 2 
13826.  Leander ISD―Supt. Tom Glenn and Asst. Supt. Monta Akin, April 2 
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13827.  Leander ISD Block House Creek Elementary, Principal Eric Haug and Staff, April 2 
1383.  Student Responsibility Workshop for Postsecondary Educators, David Leigh, TQM/Tech-Prep 
Professional Development, Temple Junior College, April 2  
Booklet―114 pages 
139  Quality In Action, by Oregon State University 
Newsletter, published quarterly 
140  The Quality Centered Chair―Seminar facilitated by Dr. Gary M. Shulman, 2/96: Miami University, 
Oxford, Ohio 
Notebook―80 pages 
141  Quality Classroom Practices for Professors, by Robert A. Cornesky, Sc.D. 
Book―110 pages 
142  Quality in Higher Education 
Newsletter, published monthly (May 1996- February 1999) 
Excellence in Higher Education, formerly Quality in Higher Education 
Newsletter, published monthly (March 1999 - 
143  Quality in the Classroom: Supplement to Quality in Higher Education 
Newsletter, published quarterly 
144  Registrar's Office Quality Team Six Month Report, February-August 1995 
Binder (Please do not remove from office)  
145  TQM in Higher Education 
Newsletter―published monthly 
146  A Quality System For Education, by Stanley J. Spanbauer, Ph.D. 
Book―239 pages 
147  Reengineering Education With Quality, by Stanley J. Spanbauer, Ph.D. 
Book―173 pages (2 copies) 
148  Learn, the Student Quality Team Process For Improving Teaching and Learning, by Kathy Baugher 
Manual―49 pages 
149.  Pursuing Excellence in Higher Education—Eight Fundamental Challenges, by Brent D. Ruben 
Book—420 pages 
150  TQM: Will it Work on Campus?―7 articles reprinted from the May/June 1993 issue of Change, by the 
American Association for Higher Education  
Booklet―45 pages 
151  Applying TQM in Higher Education: Curriculum Development, Teaching Improvement, and Classroom 
Teaching Technologies Teleconference, 4/10/96  
Video 
152  Creating Campus Community—In Search of Ernest Boyer’s Legacy, by William M. McDonald and 
Associates 
Book—200 pages 
153  Building Partnerships for Service-Learning, by Barbara Jacoby and Associates 
Book—360 pages 
154  Sustaining and Improving Learning Communities, by Jodi Levine Laufgraben, Nancy S. Shapiro and 
Associates 
Book—186 pages (2 copies) 
155  A Culture for Academic Excellence―Implementing the Quality Principles in Higher Education, by Jann E. 
Freed, Marie R. Klugman, Jonathan D. Fife 
Book―191 pages and ASHE-ERIC Higher Education Report, V.25, #1 
156  Change―The Magazine of Higher Learning 
Magazine, published bimonthly 
157  25 Snapshots of A Movement: Profiles of Campuses Implementing CQI, by American Association for 
Higher Education 
Book―127 pages 
158  Applying TQM In Higher Education: Curriculum Development Teaching Improvement and Classroom 
Technologies, 12/12/95 
Video 
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159  Creating Tomorrow's Learner-Centered Environments―Today, Staff Development Program, Video 
Conference on 10/29/98 
Video―2 hours and Participant Packet―12 pages (15 copies) 
160  Revolutionary Strategy for the Knowledge Area, by Donald M. Norris 
Book―46 pages 
161  Transforming Higher Education―A Vision for Learning in the 21st Century, by Michael G. Dolence and 
Donald M. Norris 
Book―100 pages 
162  Challenging & Supporting The First-Year Student—A Handbook for Improving the First Year of College, 
by M. Lee Upcraft, John N. Gardner, Betsy O. Barefoot & Associates 
Book—607 pages 
163  Teaching at a Distance, Staff Development Program, Video Conference on 10/29/98 
Video―1.5 hours and Participant Packet―28 pages 
164  Quality Network News, by the American Association of School Administrators 
Newsletter―published 6 times a year 
165  Futuring Tools For Strategic Quality Planning in Education, by William F. Alexander and Richard W. 
Serfass 
Book―179 pages 
166  Academic Advising: Campus Collaborations to Foster Retention, Teleconference, SWT Quality Center, 
11/04/99 
Video and Handouts 
167  Accountability in Higher Education: What it Means for Colleges & Universities, Teleconference, SWT 
Quality Center, 11/10/99 
Video (2 copies) and Handouts (2 sets) 
168  Quality in Higher Education, by Brent D. Ruben 
Book―321 pages 
169  Women's Lives, Women's Voices, Women's Solutions: Shaping a National Agenda for Women in Higher 
Education, Teleconference, SWT Quality Center/Staff Development 
1691.  3/27/00, 12:00-2:00 pm―A keynote speech by Johnnetta Cole, followed by a moderated panel who 
discussed issues for women in higher education with a dialogue session via satellite 
Video and handouts (2 copies) 
1692.  3/29/00, 10:00 am-12:00 noon― Synthesize and analyze feedback from caucus sessions by a moderator 
and four panels of women from four ITV sites around the nation 
Video and handouts (2 copies) 
170  Total Quality Improvement Guide for Institutions of Higher Education, by Robert Cornesky and Samuel 
McCool 
Spiral Binder―160 pages 
171  The 200/2001 ASTD Distance Learning Yearbook by Karen Mantyla 
Book—372 pages 
172  Retaining Minority Students in Higher Education—A Framework for Success, by Watson Scott Swail with 
Kenneth E. Redd and Laura W. Perna 
Book—187 pages 
173  Leadership Reconsidered—Engaging Higher Education in Social Change, by Alexander W. Astin and 
Helen S. Astin 
Book—105 pages 
174  Continuous Quality Improvement in Higher Education, by John Robert Dew and Molly McGowan Nearing 
Book—194 pages 
175  Declining by Degees—Higher Education At Risk, Foreword by Tom Wolfe, Edited by Richard. H. Hersh 
and John Merrow 
Book—244 pages 
180 The Complete Academic Search Manual―A Systematic Approach to Successful and Inclusive Hiring, by 
Lauren A. Vicker and Harriette J. Royer  Book―96 pages 
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H.   TEAMWORK 
 
TEAM 
001  Growing Teams: A Down-to-Earth Approach, by Eugene C. Fetteroll, Jr., Glen D. Hoffherr, John W. 
Moran, Jr., Ph.D. 
Book―181 pages 
002  The TEAM Handbook, by Peter R. Scholtes and other contributors 
0021  Book (lst Ed.)―295 pages (4 copies) 
0022.  Book (2nd Ed.)―264 pages 
003  The TEAM Handbook for Educators, by Peter R. Scholtes and other contributors 
Book―298 pages 
004  Coaching Self-Directed Workteams: Building Winning Teams in Today's Changing Workplace, by Peter R. 
Garber 
Book―109 pages 
005  Work Play: Playing to Learn and Learning to Play, 18 structured activities, by Carmine M. Consalvo 
Book―132 pages 
006  Energizers: Energizers for Training and Conferences, by John E. Jones, Ph.D. and William L. Bearley, 
Ed.D. 
Book―88 pages 
007  Creating Teamwork: Proven Techniques For Increasing The Output, Quality and Creativity of Your Staff, 
presented by Lee Shelton 
Audio Cassettes—4 
008  Team Building―An Exercise in Leadership: A Proven Way to Increase Organizational Effectiveness, by 
Robert B. Maddux 
Book―71 pages 
009   Leading Self-Directed Work Teams: A Guide to Developing New Team Leadership Skills, by Kimball 
Fisher 
Book―264 pages 
010  Team Games for Trainers: High-Involvement Games and Training Aids For Developing Team Skills, by 
Carolyn Nilson 
Book―322 pages 
011  Cross-Functional Teams: Working with Allies, Enemies & Other Strangers, by Glenn M. Parker 
Book―228 pages 
012  Leading Teams―Setting the Stage for Great Performances, by J. Richard Hackman 
Book―312 pages 
013  Work Teams That Work: Skills for Managing Across the Organization, by Anthony R. Montebello, Ph.D. 
Book―326 pages (2 copies) 
014  Skill-Building for Self-Directed Team Members: A Complete Course, by Ann and Bob Harper 
Book―218 pages 
015  Even More Games Trainers Play, by Edward E. Scannell and John W. Newstrom 
Book―333 pages 
016  The Team Memory Jogger: A Pocket Guide for Team Members, by GOAL/QPC and Joiner Associates Inc. 
Spiral book―164 pages (2 copies) 
017  Facilitating With Ease!—Core Skills for Facilitators, Team Leaders and Members, Managers, Consultants, 
and Trainers, by Ingrid Bens, M.Ed. 
Book—214 pages and CD 
018  Team-Based Strategic Planning: A Complete Guide to Structuring, Facilitating and Implementing the 
Process, by C. Davis Fogg 
Book―337 pages 
019  The Culture for Quality: Effective Faculty Teams, edited by Patt VanDyke 
Book―160 pages (2 copies) 
020  First Team: Everything You Need To Know To Start A Team...Lead A Team...And Be A Team, by David 
Dee 
Book―176 pages 
021  One-On-One: Where The Real Work In Teamwork Gets Done, by David Dee 
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Book―171 pages 
022  Ultra Teams: Unlocking the Secrets of the New Teamwork-Quality Connection, by David Dee 
Book―197 pages 
023  Facilitating Uphill—Intervention Strategies for Challenging Meetings!, by Ingrid Bens, M.Ed. 
Book—84 pages 
024  TEAMS (Together Each Achieves More Success): How to Develop Peak Performance Teams for World-
Class Results, by James L. Lundy 
Book―222 pages 
025  Team Traps: Survival Stories and Lessons From Team Disasters, Near-Misses, Mishaps, and Other Near-
Death Experiences, By Steven R. Rayner Book―190 pages 
026  The Team Coach: Vital New Skills for Supervisors & Managers in a Team Environment, by Donna 
Deeprose 
Book―170 pages 
027  Why Teams Don't Work: What Went Wrong and How to Make It Right, by Harvey Robbins and Michael 
Finley 
Book―229 pages 
028  Saying Goodbye: Ending A Group Experience (2nd Ed.), by Lois B. Hart 
Book―120 pages 
029  Lessons in Loyalty:  How Southwest Airlines does It—An Insider’s View, by Lorraine Grubbs-West 
Book—125 pages 
030  How to Train and Lead a Quality Circle, by Roger G. James and Aaron J.Elkins 
Handbook―183 pages 
031  Creative Whack Pack, by Roger Von Oech Creative tool game 
032  Continuous Improvement: Teams & Tools, by Robert F. Lynch and Thomas J. Werner 
Workbook―268 pages 
033  Imaginative Events for Training: A Trainer's Sourcebook of Games, Simulations, and Role-Play Exercises, 
by Ken Jones 
Book―310 pages 
034  Teamwork, The Team Member Handbook―16 Steps to Building a High-Performance Team, by Price 
Pritchett 
Book―64 pages 
036  Wuzzles―Word Puzzles, by Tom Underwood 
Book―100 pages (2 copies) 
037  Quality Games For Trainers―101 Playful Lessons in Quality and Continuous Improvement, by Marlene 
Caroselli 
Notebook―283 pages 
038  201Icebreakers―Group Mixers, Warm-Ups, Energizers, and Playful Activities, by Edie West   
Notebook―424 pages 
039  Faultless Facilitation, by Lois B. Hart, Ed.D. 
0391.  Instructor's Manual for Facilitation Training (2nd. Ed.) 
Notebook―385 pages 
0392.  The New Complete Resource Guide for Team Leaders and Facilitators 
Notebook―257 pages 
040  The Big Book of Icebreakers―Quick, Fun Activities for Energizing Meetings and Workshops, by Edie 
West 
Book―233 pages 
041  Project Management Memory Jogger―A Pocket Guide for Project Teams 
Book―175 pages (3 copies) 
042  The Big Book of Motivation Games―Quick, Fun Activities for Energizing People at Work and at Home, 
by Robert Epstein, Ph.D., with Jessica Rogers 
Book―224 pages 
043  Games Trainers Play, by Edward E. Scannell 
Book―303 pages 
044  More Games Trainers Play, by John W. Newstrom 
Book―301 pages 
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045  Still More Games Trainers Play, John W. Newstrom 
Book―311 pages 
047  Succeeding With Teams: 101 Tips That Really Work, by Richard S. Wellins, Dick Schaaf, Kathy Harper 
Shomo 
Book―126 pages 
048  101 Games For Trainers: A Collection of the Best Activities from Creative Training Techniques 
Newsletter, by Bob Pike and Christopher Busse   
Book―108 pages 
049  101 More Games For Trainers: Another Collection of the Best Activities from Creative Training 
Techniques Newsletters, by Bob Pike and Christopher Busse 
Book―105 pages 
051  Facilitation Skills for Team Leaders―Leading Organized Teams to Greater Productivity, by Donald 
Hackett, Ph.D. and Charles L. Martin, Ph.D. 
Book―91 pages 
052  Team Problem Solving―Solving Problems Systematically (Revised Edition), by Sandy Pokras 
Book―132 pages 
053  Tangoes Training Guide Puzzle Games (2nd Ed.)―Challenging, Creative, Fun: Exercises for Individual 
and Team Learning 
Notebook Binder 
054  Tips for Teams―A Ready Reference for Solving Common Team Problems Packed with 100s of Solutions!, 
by Kimball Fisher, Steven Rayner, William Belgard, and the Belgard-Fisher-Rayner Team 
Book―229 pages 
055  Team Leader's Survival Guide, by Jeanne M. Wilson and Jill A. George, Ph.D. 
Book―289 pages 
056  Team Member's Survival Guide, by Jill A. George, Ph.D. and Jeanne M. Wilson 
Book―193 pages 
057  Great Session Openers, Closers and Energizers―Quick Activities For Warming Up Your Audience And 
Ending On a High Note, by Marlene Caroselli 
Notebook Binder―288 pages 
058  The Team Approach, Toastmasters International Quality-Centered Management Series 
Video―24 minutes and Study Guide  
059  Openers and Closers―Jump Start and Wind Down Your Training Session, by Sivasailam "Thiagi" 
Thiagarajan 
Booklet―37 pages (2 copies) 
060  Team Power―How to Build and Grow Successful Teams, by Jim Temme 
Book―242 pages 
061  The 2000 Team and Organization Development Sourcebook―Team Activities, Assessment Instruments, 
Helpful Handouts, Practical Guides, by Dr. Mel Silberman and Patricia Philips 
Notebook Binder―363 pages 
063  The Mars Pathfinder―Approach to "Faster-Better-Cheaper", by Price Pritchett and Brian Muirhead 
Book―84 pages 
064  Supreme Teams―How to Make Teams Really Work, Sixty-Minute Training Series 
Book―91 pages 
065  Advanced Team Facilitation, by Ingrid Bens 
Book―214 pages (2 copies) 
066  Facilitation at a Glance―Your Pocket Guide to Facilitation Spiral 
Book―170 pages (3 copies) 
067  The Big Book of Stress Relief Games―Quick, Fun Activities for Feeling Better 
Book―203 pages 
068  Team Re-Construction―Building A High Performance Work Group During Change, by Price Pritchett & 
Ron Pound 
Book―28 pages 
070  Facilitation With Ease!―A Step-by-Step Guidebook with Customizable Worksheets on CD-ROM, by 
Ingrid Bens 
Book―206 pages and CD-Rom 
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071  Facilitation Dynamics-Interactive Video Series, by Ingrid Bens 
0711.  Instructor Guide Book―167 pages 
0712.  Participant Guide Book―85 pages 
072  Jungle Escape―A Team Adventure, by Dr. Rollin Glaser and Christine Glaser Took Kit―Facilitator 
Guide, Participant Guides (12), Helicopter Pieces (3), Buttons (15), Tropical Rain Forest Audio Cassette 
073  Games Trainers Play Outdoors, by Gary Kroehnert 
Book—203 pages 
074  Raptor and Other Team Building Activities, by Sam Sikes 
Book―212 pages 
075  Conquering Adversity―Six Strategies to Move You and Your Team Through Tough Times, by 
Christopher Novack  Book―93 pages 
 
 
I.   WORKPLACE ISSUES 
 
GENERAL 
WORK/GENL 
001  New Employee Orientation―A Practical Guide for Supervisors, by Charles M. Cadwell  
Book―76 pages 
002  Transforming Higher Education―A Vision for Learning in the 21st Century, by Michael G. Dolence and 
Donald M. Norris 
Book―100 pages 
003  Corporate Celebration―Play, Purpose, and Profit at Work, by Terrence E. Deal and M. K. Key 
Book―230 pages 
004  Balancing Home & Career: Skills for Successful Life Management, by Pam Conrad 
Book―77 pages 
005  Preventing Job Burnout: Transforming Work Pressures into Productivity, by Beverly A. Potter, Ph.D. 
Book―75 pages 
006  Professional Presence: The Total Program for Gaining That Extra Edge in Business, by Susan Bixler 
Book―288 pages 
007  The Smart Woman's Guide to Career Success, by Janet Hauter 
Book―158 pages 
008  Professional Excellence for Secretaries: Practical Proven Techniques for Professional Development, by 
Carolyn Barnes, M.A. and Marilyn Manning, Ph.D. 
Book―70 pages 
009  Guide for Executive Secretaries and Administrative Assistants, by AMACOM, a Division of American 
Management Associations 
Audio Cassettes―6 
010  The Working Parents Handbook, by June Solnit Sale and Kit Kollenberg, with Ellen Melinkoff 
Book―317 pages 
011  Balancing Work and Family, by Ken Lizotte and Barbara A. Litwak 
Book―102 pages 
012  Complete Business Etiquette Handbook, by Barbara Pachter and Marjorie Brody, with Betsy Anderson 
Book―382 pages 
013  The Employee Handbook for Organizational Change: Facing the Problems, Finding the Opportunities, by 
Price Pritchett and Ron Pound 
Booklet―40 pages (5 copies) 
014  Firing Up Commitment During Organizational Change, by Price Pritchett 
Booklet―35 pages 
015  Firing Up Commitment During Organizational Change: A Handbook for Managers, by Price Pritchett 
Booklet―30 pages (2 copies) 
016  Culture Shift: The Employee Handbook for Changing Corporate Culture, by Price Pritchett 
Booklet―35 pages (2 copies) 
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017  New Work Habits for A Radically Changing World: 13 Ground Rules for Job Success in the Information 
Age, by Price Pritchett 
Softcover Book―52 pages (13 copies) 
Hardcover Book―77 pages 
018  High-Velocity Culture Change: A Handbook for Managers, by Price Pritchett and Ron Pound 
Book―44 pages (5 copies) 
019  Resistance―Moving Beyond The Barriers To Change, by Price Pritchett 
Book―34 pages  
020  Mind Shift―The Employee Handbook for Understanding the Changing World of Work 
Book―60 pages 
021  Walk Awhile In My Shoes―Gut-level, real-world messages from employees to managers, by Eric Harvey 
and Steve Ventura 
Book―48 pages (2 copies) 
022  Technology Tools for Today's Campuses, by James G. Ptaszynski, Edward Barboni, Adam Hanin 
Video Cassette―Discussion about the critical issues that are inhibiting or advancing the use technology. 
Demonstration on some of the appropriate uses of technology in higher education 
CD―Contains over 70 full-length academic papers by faculty from around the world on how they are 
successfully using technology in the curriculum. 
023  Getting Employees To Fall In Love With Your Company, by Jim Harris, Ph.D. 
Book―166 pages 
024  Organized for Success! 95 Tips for Taking Control of Your Time, Your Space, and Your Life, 
Book― 186 pages 
025  The Overnight Consultant―What you need to know immediately to jump-start your consulting career, 
What you need to do tomorrow to bring in clients, What you need to do long-term to manage your consulting 
practice, by Marsha D. Lewin 
Book―234 pages 
026  Working Together, Succeeding in a Multicultural Organization―Working with People Different from You 
(Revised Edition), by George Simons, Ph.D. with Amy J. Zuckerman 
Book―85 pages 
027  The Job/Family Challenge―Not For Women Only: Negotiating family leave and a flexible schedule, 
Finding dependable child care or elder care, Sharing the work at home, Changing corporate and public policies, 
by Ellen Bravo 
Book―244 pages 
028  Knock 'Em Dead―The Ultimate Job-Seeker's Handbook, by Martin Yate 
Book―315 pages (2 copies) 
029  A Peacock in the Land of Penguins―A Tale of Diversity and Discovery, by Barbara Hateley and Warren 
H. Schmidt 
Book―117 pages 
030  A Practical Guide to Working With Diversity―The Process, The Tools, The Resources, by Joy Leach, with 
Bette George, Tina Jackson, Arleen Labella 
Book―309 pages 
031  Working Smarter―A Time Management Guidebook for Secretaries, by Margaret K. Walker 
Book―48 pages 
032  Faster..Easier..Cheaper―A Quick Guide to Secretarial Efficiency, by Susan Shrader  
Book―48 pages 
033  From Vision to Reality, by Jesse Stoner and Drea Zigarmi 
Booklet―18 pages 
034  The Business of Paradigms, by Joel Barker 
0341.  Video and Trainer's Manual 
0342.  The New Business of Paradigms—Classic 21st Century Editions, by Joel Barker 
035  Adult Learning in America―Why and How Adults Go Back to School, Teleconference 11/13/96 
Video and Guide  
036 5th Annual Teleconference for Working Women―Establishing Work/Life, 10/23/9 
Video and Guide  
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037  Creative Training Techniques  
Newsletter, published quarterly 
038  Crisis Communications―How to Plan for and React When the Inevitable Hits the Fan: A live, interactive 
online speaker series sponsored by the Council for Advancement and Support of Education (CASE) in 
conjunction with KRM Information Services, Inc., Professional Development workshop  
1 Audio Cassette and Handouts 
039  The Valuable Office Professional―Your Guide to Increasing Your Value to the Organization, Your 
Effectiveness With Your Managers and Co-Workers and Your Own Job Satisfaction, by Michelle Burke 
Book―173 pages 
040  Administrative Assistant's & Secretary's Handbook, by J. Stroman and K. Wilson 
Book―356 pages 
041  The Essentials of Excellence 
Audio Cassettes―5 
042  Type Talk at Work―How the 16 Personality Types Determine Your Success on the Job, by Otto Kroeger 
with Janet M. Thuesen 
Book―400 pages 
043  Paradigm Principles, by Joel Barker 
Video and Facilitator's Guide 
044  Developing, Marketing, & Promoting Successful Seminars & Workshops, by Robert W. Pike 
Spiral Book―99 pages 
045  Ironing It Out―Seven Simple Steps to Resolving Conflict: The Seven Steps for Ironing Out Conflict, How 
to Recognize Different Types of Conflict, The Nine Basic Ground Rules That Will Empower You, How to 
Access Conflict Through Observation and Evaluation, by Charles P. Lickson 
Book―171 pages 
046  Diversity in the Power Elite, by Richard L. Zweigenhaft and G. William Domhoff 
Book―215 pages 
047  Developing Competency to Manage Diversity, by Taylor Cox, Jr. and Ruby Beale  
Book―360 pages 
048  Changing the Campus Culture:  Reducing Student Alcohol Abuse and Binge Drinking, Staff Development 
Workshop, 2/10/99, Dr. Alan Berkowitz 
Video―2 hours 
049  Managing Diversity & Creating Respect—Great ideas start with Vision 
Video― 
050  Prioritize Organize―The Art of Getting It Done, by Jonathan and Susan Clark 
Book―304 pages 
051  Breathing Space―Living & Working At A Comfortable Pace In A Sped-Up Society, by Jeff Davidson 
Book―209 pages 
053  The Third Shift―Managing Hard Choices in Our Careers, Homes, and Lives as Women, by Michele 
Kremen Bolton 
Book―338 pages 
054  Shaping Corporate Culture―The Mission Critical Approach to Culture Integration and Culture Change, by 
Price Pritchett  
Book―25 pages 
055 The Lemming Dilemma―Living with Purpose, Leading with Vision, by David Hutchens 
Book―-84 pages and Transparency Masters 
056  Shadows of the Neanderthal―Illuminating the Beliefs That Limit Our Organizations, by Bobby Gombert 
Book―82 pages and Transparency Masters 
057  Anglos and Mexicans in the Making of Texas, 1836-1986, by David Montejano 
Book―-383 pages 
058  Occupied America: A History of Chicanos (Fifth Edition), by Rodolfo Acuña 
Book—510 pages 
059  Walls and Mirrors:  Mexican Americans, Mexican Immigrants, and the Politics of Ethnicity, by David G. 
Gutierrez 
Book—320 pages 



 42 

060  Chicanos in Higher Education—Issues and Dilemmas for the 21st Century, by Adalberto Aguirre, Jr. and 
Ruben O. Martinez 
Book—107 pages 
061  Making Diversity Work—7 Steps for Defeating Bias in the Workplace, by Sondra Thiederman,  
Book—199 pages 
062  Five Regions of the Future—Preparing Your Business For Tomorrow’s Technology Revolution, by Joel A. 
Barker and Scott W. Erickson 
Book—244 pages 
063  Start Right…Stay Right―Every Employees Straight-Talk Guide to Job Success, by Steve Ventura 
Book―45 pages (2 copies) 
064  Village of 100 (3rd. Edition) 
DVD—3 Minutes 
DVD—Ancillary Materials: Village of 100 Activity Sheet, Facilitator’s Guide, and PowerPoint presentation 
065  Accountability That Works!—Empowerment, Accountability, Responsibility 
Binder—22 Minute Video, DVD (including chapter selections), Leader’s Guide—72 pages, PowerPoint 
presentation, Participant Workbook—16 pages (10 copies), 10 Reminder Cards, 10 Accountability Buttons 
066  The Employee Handbook of New Work Habits for the Next Millennium—10 New Ground Rules for Job 
Success, by Price Pritchett 
Book—39 pages 
067  Diversity in Organizations—New Perspectives for a Changing Workplace, by Martin M. Chemers, Stuart 
Oskamp, and Mark A. Costanzo 
Book—282 pages 
068  The Chronicle of Higher Education 
0681.  The Chronicle Review 
0682.  The Career Network 
Newspapers, published weekly (two months kept in library) 
069  Wall Street Journal 
Newspaper, published daily (two weeks kept in library) 
 
TRAINING/DEVELOPMENT 
WORK/TRGDEV 
101  7 Proven Strategies for Becoming a More Effective Trainer, by Prentice Hall Editorial Staff 
Booklet―28 pages 
102  The Ultimate Training Workshop Handbook―A Comprehensive Guide to Leading Successful Workshops 
& Training Programs, by Bruce Klatt 
Notebook binder―606 pages 
103  The 2000 ASTD Training and Performance Yearbook, by John A. Woods and James A. Cortada 
Book―509 pages 
104   The 2000 Training and Performance Sourcebook, Reproducible (Training Activities, Assessment 
Instruments, Helpful Handouts, Practical Guides), by Editor, Dr. Mel Silberman and Assistant Editor, Patricia 
Philips 
Notebook binder―373 pages 
105  The 2000/2001 ASTD Distance Learning Yearbook, by Karen Mantyla 
Book―372 pages 
106  How to Set Up & Maintain a Training Library, Video Training Program 
Video (41 minutes) 
107  Critical Chain, by Eliyahu M. Goldratt 
Book—246 pages 
108  Training For Non-Trainers―A Do-It-Yourself Guide for Managers, by Carolyn Nilson 
Book―229 pages 
109  Adults as Learners―Increasing Participation and Facilitating Learning, by K. Patricia Cross 
Book―300 pages  
110  Planning Programs for Adult Learners―A Practical Guide for Educators, Trainers, and Staff Developers 
(2nd. Ed.), by Rosemary S. Caffarella 
Book―403 pages 
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111  Fit To Train―How to Succeed at Training Delivery (without really tiring)...fitness and energy tips to 
relieve your aching back, pounding head, growling stomach and throbbing feet, by Carolyn S. Balling 
Book―86 pages 
112  The HR Handbook (Resources for practitioners in training and development, by Elaine Biech and John E. 
Jones 
Binder―474 pages 
113  The 1997 McGraw-Hill Training & Performance Sourcebook―New, Reproducible Tools to Develop 
Human Resources 
Notebook―320 pages 
114  The 2001 Training and Performance Sourcebook, by Mel Silberman, Editor and Patricia Philips, 
Assistant Editor 
Notebook Binder―344 pages 
115  NFO-LINE, Transfer of Training: Making Training Stick, by American Society For Training and 
Development, 12/95, Issue 9512 
Book―20 pages 
116  How to Run Seminars and Workshops―Presentation Skills for Consultants, Trainers, and Teachers, by 
Robert L. Jolles 
Book―240 pages 
117  What Smart Trainers Know―The Secrets of Success from the World's Foremost Experts, by Lorraine L. 
Ukens 
Book―438 pages 
118  Teaching Online, by William A. Draves 
Book―127 pages 
119  Successful New Employee Orientation―Access, Plan, Conduct, and Evaluate Your Program, by Jean 
Barbazette 
Notebook Binder―138 pages and CD-ROM 
120  Creative Training Techniques Handbook—Tips, Tactics, and How-To’s for Delivering Effective Training 
(2nd Ed.), by Robert W. Pike, CSP 
Book—197 pages 
121  Creative New Employee Orientation Programs—Best Practices, Creative Ideas, and Activities for 
Energizing Your Orientation Program, by Doris. M. Sims 
Book—360 pages 
122  The Best of Active Training—25 One-Day Workshops Guaranteed to Promote Involvement, Learning, and 
Change 
Binder—576 pages and CD-Rom 
123  We Need to M.E.E.T.—Managing for Respect in the Workplace 
Video—29 minutes, CD-ROM, Facilitator’s Guide—124 pages, Participant Workbook—17 pages, Self-Study 
Workbook—30 pages 
124  M.E.E.T. on Common Ground—Speaking Up for Respect in the Workplace 
Video—22 minutes, CD-ROM, Facilitator Guide—123 pages, Participant Materials—14 pages, Self-Study 
Guide—31 pages 
125  The Magic Of We, by CRM Learning 
DVD, Leader’s Guide, PowerPoint CD-ROM, Magic of We Post-It Note pads (10)  
126  Stress is a Gift, by CRM Learning 
DVD, A Leader’s Guide, One Stress Profiler, One Stress Ball 
127  By The Numbers—A 26 Part Television Series about Business Mathematics 
Videos—7  
1.  Episodes 1-4 
   1.  Mathematics in the Business World 
   2.  Fractions, Decimals, and Percents 
   3.  Equations and Formulas 
   4.  Banking Services 
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2.  Episodes 5-8 
   5.  Gross Earnings 
   6.  Social Security and Withholding 
   7.  Sales and Property Taxes 
   8.  Income Taxes 
3.  Episodes 9-12 
   9.  Business Insurance 
  10.  Personal Insurance 
  11.  The Business Discount 
  12.  Pricing Products and Services 
4.  Episodes 13-16 
  13.  Inventory Control 
  14.  Simple Interest 
  15.  Notes and Bank Discounts 
  16.  Compound Interest 
5.  Episodes 17-20 
  17.  Credit Purchases 
  18.  Annuities, Sinking Funds, and Amortization 
  19.  Depreciating Business Assets 
  20.  Allocating Costs and Profits 
6.  Episodes 21-24 
  21.  Financial Statements 
  22.  Cash Flow and Financial Ratios 
  23.  Funding the Business with Stocks and Bonds 
  24.  Statistics for the Business World 
7.  Episodes 25-26 
  25.  Communicating with Graphs and Charts 
  26.  The Future of Business Mathematics 
128  Training Design & Delivery (2nd. Ed.), by Geri E. McArdle 
Book—234 pages 
129  Presentation Skills Training—Exercises, Handouts, Assessments, and Tools to Help You: Create 
presentation training for all levels in your organization, Understand key concepts, assess readiness, and avoid 
common pitfalls, and Become a more effective and efficient presenter. 
Book—203 pages and CD-ROM 
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