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These OUTLINES are intended to be used as masters and they may be freely copied 
only for use and distribution within the organisation which has purchased this 
volume and not for resale. Their purpose is to provide the company trainer, personnel 
manager or tutor with something which may be used directly to assist with the task of 
developing managers.

They may also be incorporated into other training packages intended for sale by 
persons purchasing these volumes but they must first obtain clearance to do so 
from the publishers, Marshfield Publications, and some suitable acknowledgement 
must be made in the resulting publication. Where more than the occasional page is 
required, a royalty payment. will be·sought.

A feature of Volumes 11 and 12 of ·this series is the inclusion of OUTLINES drafted for 
another organisation, namely Wolsey Hall, Oxford. 
These OUTLINES were written to ·supplement their Distance Learning MBA course, 
mounted in conjunction with Warwick University. 

It is an example of the writing service offered by Brian Cawthray to any organisation 
wishing to supplement their own training materials with similar, organisation-specific 
OUTLINES. 

For further details of the potential costs of this service, contact Brian Cawthray.

OUTLINES will also serve as trainees’ handouts and a source of ideas for making 
quick overhead transparencies using a zoom photocopier and isolating and 
magnifying particular sections of the OUTLINES before copying them onto acetate.

March 1988 Brian Cawthray Director
Marshfield	Publications	Ltd.
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Change, Attributes of Organisational

Change in Corporate Culture, Influencing

Change, Introducing

Change Strategies, Organisational

Change, Successfully Managing

Change to an Electronic Office, Supervising

Changing People’s Minds (in Groups)
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Communication - Speaking, Oral

Communication & Motivation

Communication & Co-ordination within Organisations

Communication, Barriers to

Communication, Behavioural

Communication, by telephone

Communication, Defensive

Communication in an Organisation, Supervisory

Communication Strategy, Selecting a

Communication, styles

Communication, Supervisors’ role in

Communications

Communications, Conditioning Responses during

 Interpersonal

Communications, Factors Hindering Effective

Communications within Organisations

Company Structures

Competitive Advantage, Developing

Competitive Environment, Understanding the

Competitor Orientation, Marketing - Customer v.

Competitors, Watching your
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Complaints & Grievances

Computer based Instruction - Tutor’s Tasks

Computer Security 1 — Where do you Start ?

Computer Security 2 — Physical

Computer Security 3 — Systems & Applications

Computerised Systems, Implementing

Concepts, New Organisations — New

Conditioning Responses during Interpersonal Comm’ns

Conflict

Conflict (Groups & Individuals), Resolving

Conflict - Discussion Paper

Conflict, Anatomy of

Conflict, Consultant’s Task in Reducing

Conflict, How to Avoid

Conflict in Industrial Relations, Role of

Conflict, Interdepartmental

Conflict Management

Conflict, Stress from Decisional

Consent & Control

Constraints, Demands, Choices &

Consultancy ‘
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Consultancy Assignment

Consultancy Assignment — Surveying

Consultancy Assignment — Planning, Doing & Controlling

Consultancy Assignment, Stages in a

Consultancy Development

Consultancy phases

Consultancy, role of the consultant

Consultancy, Surveying

Consultant, 3 Roles of a

Consultants in Career Management, Outplacement

Consultant’s Task in Reducing Conflict

Consumer Markets & Buyer Behaviour

Consumer Sector 1 - Store Selling, Selling to the

Consumer Sector 2 - Direct Selling, Selling to the

Control centres

Control, Consent &

Controlling Change

Controlling work

Controlling Work - Process

Controlling Work - Techniques

Controlling Work, Supervisors’ Role in

Coordinating, Directing &
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Coordination within Organisations, Communication &

Coping with Stress at Work

Corporate (Strategic) Planning

Corporate Decision making

Corporate History, The Value of

Corporate Planning & Decision Making

Corporate Planning, Management

Corporate Strategy

Cost Control, Finance &

Counselling

Counselling, Career

Counselling the Poor Performer

Course Director, Duties of a

Course Preparation

Courses, Getting the Best out of

Creating an Advertisement

Creative thinking process, Synectics - A

Creativity

Creativity in Organisations, Encouraging

Creativity, Ways of Encouraging
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7.20
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Cultural Context, Organisational Design -

Cultural Organisational Differences, Cross-

Culture, Influencing Change in orporate 

Culture shock

Culture, Managing Across

Customer v Competitor Orientation, Marketing -

D

Dealing with Poor Performers

Dealing with Resistance

Decentralisation

Decision Making

Decision Making, Corporate Planning & 

Decision Making in Groups

Decision Making, Incrementalism in

Decision Making - K.J. Method

Decision Making, People Factors in

Decision Making, Problem Solving & 

Decision Making, Problem Analysis & 

Decisional Conflict, Stress from
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Defensive Communication

Delegation

Delegation, A Guide to

Delivery, Shortening

Demand Measurement & Market Estimation. 

Demands, Choices & Constraints

Design of Information Systems
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Developing Competitive Advantage

Developing Senior Managers

Developing subordinates

Development, Career

Development, Self

Development, Training &
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Disaster Planning, Security Auditing & 

Discipline - by Objectives

Discipline & Morale

Discipline interviews

Discipline procedures

Discussion Groups

Discussion, Individual & Group

Dismissal & the Law

Display, Mounting a

Distance Learning - a Company Perspective 

Distance Learning - the Production Perspective 
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Documentary Security
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Educating to Counter Stress

Effective Learning Materials

Effective Orders, Giving

Effective Reading

Effective Security

Effective Speaking
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Effective Thinking

Electronic Office - Factors Incresing Motivation in an

Electronic Office, Supervising Change to an

Electronic Office Work 1,2 The Future of

Employee Involvement, Practical

Employing New Graduates

Employment Strategies 1,2, New

Encouraging Creativity in Organisations

Energy, Utility & Resource Management

Enrichment, Job

Entrepreneurism

Environment, The Broader (Macro-)

Environment , The Organisational

Environment, Understanding the Competitive

Equipment usage

Essentials of M.B.O.

Ethics, New Work

Evaluating Sales Promotions, Factors in

Evaluation, Clerical Work

Evaluation, Job

Evaluation of Attitudes from Surveys

Evaluation of Training
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3.24

Evaluation, Self

Executive Search (Headhunting)

Exhibition Selling 1,2,3

Experiential Learning (Kolb), Towards

Expert, Becoming an

Exponential smoothing

F

Facilities Layout, P.O.M. -

Factors in Evaluating Sales Promotions

Features of Project Management

Features of Super Learning (& Super Memory)

Feedback, Giving & Receiving

Finance & Cost Control

Financial Objectives, Project Management 2 -

Financial Rewards, Remuneration &

Fineman

Fixing the Price

Flexible Dayworking Patterns

Flexiplace), Homeworking (Tele-working or

Followership
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12 .36

10.20

5.35

5.34 - 35

4.11

3.41

3.01
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11.25

7.05

3.20

Force field

Force Field Analysis, Problem Solving using

Forecasting

Forecasting Future Demand

Forecasting, Sales

Franchise, Setting up a

Franchising

Functions of a Manager

F

Getting Results from Advertising Copy

Getting Results from People

Getting the best out of Courses

Getting Things Done

Getting Your Own Way (Interpersonal Influencing)

Giving & Receiving Criticism, Assertiveness -

Giving & Receiving Feedback

Giving Effective Orders

Giving Recognition

Goldthorpe

Graduates, Employing New
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4.45

11.29-30

6.46
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7.06

Grievance interviews

Grievance procedures

Grievances, Complaints &

Group analysis (problem solving)

Group Behaviour

Group Behaviour - Objectives Sheet

Group conflict

Group Decision Making

Group Discussion

Group Discussion, Individual &

Group fears

Group Morale

Group Motivation

Group Norms

Group Problem-Solving

Group Values, Managing People -

Groups & Individuals, Resolving Conflict between

Groups 1,2, Attributes of

Groups, Discussion

Groups, Managing

Groups), Changing People’s Minds (in

Groups), Management & Motivation of People 2 (
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5.47
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12.46
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2.40

4.44

4.21

7.16; 7.25

11.19

3.42

H

Handouts, Using Training Outlines &

Headhunting) Executive Search (

Health & Safety in the Electronic Office

Health, Managerial Responsibilities &

Health, Safety &

Helping Relationship, The

Herzberg

History, The Value of Corporate

Homeworking (Tele-working or Flexiplace)

How Packaging Communicates

How People Learn

How the Company can Alleviate Stress

How to Avoid Conflict

I

I.T. for Organisations, Implications of

Iceberg model

Ideas, New Managers - New

Identifying Learning Needs

10.13

4.22

4.21

2.49

11.27

1.37

5.48

5.23

7.10

11.22

4.10

6.47

3.19

11.39 - 40

10.30

10 .28 - 29

9.03

1.34

9.06

1.06

6 .23 - 28

8.17 - 19

Image Management in Service Organisations

Implementing Computerised Systems

Implications of I.T. for Organisations

Improving Company Training Potential

Improving Employee Participation

Improving Interactive Skills

Improving Public Relations

Improving the Effectiveness of Lectures

Incentives, Non-Financial

Increasing Work Rewards

Incrementalism in Decision Making

Individual & Group Discussions

Induction to Jobs, Introduction &

Industrial & Organisational Markets 1,2

Industrial Market, Selling to the

Industrial Market 1,2, The

Industrial Negotiation

Industrial Negotiations

Industrial Relations, Role of Conflict in

Industrial Relations, Security &

Industrial Relationships

Influencing people
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4.03

12.45

11.45

8.18 - 19

3.02

7.29

6.17

12.33

9 .08 - 09

10.10

5.11

1.37 - 39

1.38

1.39

6.26

6.26

1.03

3.35

9.36

11.46

10.50

10.40

Influencing (2 models of)

Influencing Change in Corporate Culture

Influencing of Minds, The

Influencing Styles 1,2 (To get results)

Influencing), Getting Your Own Way (Interpersonal

Informal Groups in Organisations

Information Systems, Design of

Information Systems, Marketing

Innovation & Change 1, 2, Diffusion of

Innovation & Growth in Service Industries

Instructions, Communicating

Interactive Skills

Interactive Skills, Improving

Interactive Skills, Using

Interdepartmental Conflict

Intergroup conflict

Internal Policing - Security

International Managers, Preparation of

International Sales Managers, Selling Overseas -

Interpersonal Communications, Conditioning Responses during 

Interpersonal Skills - Confronting & Supporting

Interpersonal Skills Training

7.41

9.16 ~ 17

2.44

5 .02 - 03

5.02

8.14

5 .01 - 04; 6.24

8.12 - 15

5.04

6.09

3.33

3.13

5.45

12.31

12.30

12.28

12.18

7.08

1.49

Interruptions

Interview 1, 2, The Selling

Interview Procedures, Recruitment 

Interview Skills

Interviewing & Adressing People 

Interviewing, Appraisal

Interviews

Interviews, Questioning at 

Introducing Change

Introducing M.B.O.

Introduction & Induction to Jobs 

Inventories

Inventory Control

Inventory Management

Investment Decisions, Capacity 

Investment , Product/Service Planning & 

Involvement, Practical Employee

J

Job Accomplishments
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10.07

8.33

8.31

3.44

1.46

3.49

8.32

11.01

3.19

12.29 - 31

7.02

5.16

11.26

6.49

1.35

8.04

Job Advertisements, Understanding

Job Enrichment

Job Evaluation

Job Management Development. On the

Job Modelling

Job, On Changing your

Job Satisfaction

Job Sharing

Jobs, Induction & Introduction to

Just-in-time (JIT)

K

K.I.T.A.

Keyword diagrams

Knowledge as a Motivator

Kolb’s learning model

L

Law, Dismissal & the

Leader, Manager as a

8.45

4.08

12.06 - 07

12.12 - 13

5.49

8.45

1.25; 2.20-25; 5.19-25;

6.49; 10.36-37

3.48

11.17

5.42

10.36 - 37

5.25

2.16

3.42

2.20 - 21

5.19 

3.47

6.44

5.23

3.10

7.37

Leader, The Supervisor as a

Leadership - What’s the Answer ?

Leadership 1,2, Situational

Leadership 1,2

Leadership, project

Leadership, Theories

Learning

Learning (& Super Memory), Features of Super-

Learning about the Organisation

Learning, Action - Operating Features

Learning, Encouraging —- 1,2,

Learning Materials, Effective

Learning Method for Management Development, Choosing a

Learning Needs, Identifying

Learning Styles (Investigating) 1,2,

Learning Technology, Aspects of

Learning, The Character of Action

Learning Procedure, Training Design Algorithm 4

Lectures, Improving the Effectiveness of

Legislative Outlines for Line Managers

Letter Writing
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5.27

8.35

3.10 

9.13 

5.05 - 08; 5.12

7.30; 7.36 

5.07 

2.23 

2.22 

12.14 - 15 

3.33 

3.34

8.05 

8.41 

11.37 

6.25 

5.43 

5.43

5.21

Life Investments of Professional Managers

Life Objectives, Setting

Line Managers, Legislative Outlines for

Line-Staff Relationships

Listening

Listening, Oral Communications -

Looking at Distance Learning - Preparation Perspective 

Looking at Distance Learning - a Company Perspective 

Looking to Save Time 1, 2

M

M.B.O., Introducing

M.B.O., Essentials of

McGregor

Machines, Office

Macro-environment, The Broader

Maintaining Discipline & Morale

Maintenance Management

Maintenance planning

Making a Presentation (Preparations)

5.22

3.07

8.01 - 02

8.02

8.01

7.06

7.05

7.07

6.38

12.40

2.14 - 15

2.16

3.45

12 .03 - 04

5.39

5.43

5.42

6.13

6.12

6.11

6.10

Making a Presentation (Considerations )

Making Managerial Choices

Management

Management?, What is

Management ,(Corporate) Planning

Management & Motivation of People 2 (Groups)

Management & Motivation of People 1 (Individuals )

Management & Motivation of People 3 (in Organisations)

Management & Supervisory Training, Questions on

Management Accounting, The Role of

Management Development & Implications on Managerial 

Choice 1, 2

Management Development, Choosing a Learning Method for

Management Development , The Climate for

Management Development through Mentoring 1,2

Management, Energy & Utility

Management, Management Maintenance

Management, Materials

Management of Change 4 (Overall)

Management of Change 3 (People Problems )

Management of Change 2 (Techniques )

Management of Change 1 - Opposition
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1.40

7.49

7.42

7.46

7.48

7.39

7.39; 7.41; 7.43

4.09

5.44

5.41

9.14 - 15

7.07; 8.05-06

8.06

8.03

9.37

8.04

4.11

8.08

1.33

8.04; 8.08; 8.40

2.14 - 15

Management, Personnel - Fields of Activity

Management of Time, Effective

Management of Time

Management of Time, Departmental

Management of Time, Diaries

Management of Time (Personal )

Management of Time, personal

Management, Some Theories of

Management, Stock

Management, Store

Management Structures 1,2, Anatomy of

Management style

Management Style 2 - Blake & Reddin

Management, Theories of

Management Training for First Line Sales Managers

Manager a Leader

Manager, Functions of a

Manager, Role of the

Manager’s 4 Roles, The

Manager’s role

Managerial Choice 1,2, Management Development & 

Implications on

3.07

2.13

4.42

11.16

8 .08 - 8.25

8.07

5.30

8.05

11.19

5.26

3.10

5.27

3.35

3.36

6.14

12.22

11.14 - 15

9.38

11.28

12.02

12.19

3.21

Managerial Choices, Making

Managerial Effectiveness, Towards Developing

Managerial Incentives

Managerial Responsibilities & Health

Managerial Skills

Managerial Strengths & Weaknesses

Managerial Stress

Managerial Style l

Managers - New Ideas, New

Managers, Career Paths of Professional

Managers, Legislative Outlines for Line

Managers, Life Investments of Professional

Managers, Preparation of International

Managing Across Cultures

Managing Change Successfully

Managing for Good Performance

Managing for Wellness 1,2

Managing Groups

Managing People - Group Values

Managing People, Perception &

Managing Projects

Managing the High Performer
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10.41

7.43

8.26

12.29

3.31 - 32

9.31 - 32

9.33

12.35

11.32

3.40

1.18

12.37

12.38

4.33

11.33

1.12

4.30

4.34 - 35

12.33

1.11

12.34

10.15

Managing your Boss

Managing your Time

Manpower Planning

Manufacturing Systems, Development in

Mapping your Motivation Patterns 1,2

Market 1,2 - Outwards, Communicating with the

Market 3, - Inwards, Communicating with the

Market Estimation, Demand Measurement &

Market Planning, Strategic

Market Research, Colour & the Role of

Market Research in Packaging Design, Role of

Market Share & Segmentation

Market Targeting

Marketing - Customer v Competitor Orientation

Marketing Assets, Understanding

Marketing Audit

Marketing Expertise, Building

Marketing, Franchising

Marketing Information Systems

Marketing Planning

Marketing Research

Marketing Roles, Differences between Sales &

5.28

5 .36

5.37

11.31

11.38

11.39 - 40

7.05; 7.11

5.42 

11.50

7.34 - 35; 11.47 - 50

7.34

11.48 - 49

11.47

7.32

12 .03 - 04

11.44

11.45

11.43

8.36

4.18

3.23

4.41

Marketing, Self

Marketing, Sponsorship

Marketing, Surveys

Marketing, The Nature of

Markets & Buyer Behaviour, Consumer

Markets 1,2, Industrial & Organisational

Maslow

Materials Management

Meeting’s Chairman, The Role of the

Meetings

Meetings - Organisation of

Meetings 1,2, Use & Abuse of

Meetings, Behaviour Patterns at

Memorising

Mentoring 1,2 Management Development through

Mind Levels, The Deeper

Minds, The Influencing of

Minds, The Meeting of

Mismanagement

Modelling an Effective Organisation

Morale, Discipline and

Morale, Group
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6.25

3.15

7.03

7.06

7.07

7.05

9.29 - 30

1.20

7.01 - 7.12; 5.10; 5.12

5.26

7.09

7.01

5.12

7.06

7.05

7.07

7.02

8.40

7.09

12.05

7.11

7.04 - 05; 7.12

Morale, Maintaining Discipline &

More Problem Solving Considerations

Motivating Employees

Motivating Groups

Motivating in Organisations

Motivating Individuals

Motivating Sales Personnel 1,2

Motivating the Buyer & Seller

Motivation

Motivation & Pay

Motivation by Setting Objectives

Motivation, Communication &

Motivation of People 2 (in Groups), Management &  

Motivation of People 1 (Individuals), Management &  

Motivation of People 3 (In Org’ns), Management of  

Motivation of People at Work

Motivation, office

Motivation, Pay Systems &

Motivation, Principles of

Motivation, Self

Motivation Theory

7.12

7.04

5.10

3.31 - 32

11.26

6.18

9.39

8.33

10.39

3.09

2.38

2.37

9.01

9.02

9.03

11.04 - 05

11.19

11.20

5.38

Motivation Theory & its Problems

Motivation Theory & Man

Motivation to read

Motivational Patterns 1,2 , Mapping your

Motivator, Knowledge as a

Moving Average

N

Needs, Meeting an Individual’s

Needs of people

Needs Satisfaction in Organisations, Reward Systems &

Negative Feelings, Assertiveness - Handling

Negotiating, Aspects of

Negotiating, Basics of

Negotiating towards Agreement

Negotiating towards Independent Advantage

Negotiation, Industrial

New Employment Strategies 1,2

New Managers - New Ideas

New Organisations - New Concepts

New Technology - Stsyems Analysis
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10.09

11.18

7.10

7.28

6.09

6.01 - 08

6.36

6.01

7.44

1.27

5.32

6.31

6.40

5.43

7.01

5.44

5.38

4.06

6.06

New Technology in Service Industries

New Work Ethics

Non-Financial Incentives

Norms , Group

O

O & D

O & M, Project Management

O & M training

O & M Project, Stages in an

Objectives - Planning, Setting

Objectives 1,2,3, Writing Training

Objectives, advertising

Objectives, consultancy

Objectives, course

Objectives, maintenance

Objectives, Motivation by Setting

Objectives fo stock control

Objectives of systems analysis

Objectives, Problem Solving - by

Objectives, Project Management 1, Planning

5.40

4.49

7.45

5.09

7.27

8.41

8.39 - 44

8.40

8.42

8.43

8.44

8.10

3.49

3.44

7.16; 7.25

12.27

12.17

5.07

5.08

3.06

11.17

8.46

Objectives, purchasing

Objectives, Selection by

Objectives, Setting, Time

Objectives, speaking

Observation Sheet, Group Behaviour —

Office Machines

Office Management

Office Manager, Role of the

Office Supervision 1 - Functions of the Office

Office Supervision 2 - Increasing Productivity

Office Supervision 3 - Office Systems

Office work

On Changing your Job

On the Job Management Development

Onion model

Operations Control, Production/

Operations Management, Role of Production/

Oral Communication - Listening

Oral Communication — Speaking

Orders, Giving Effective

Organisation, Learning about the

Organisation & the Supervisor
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12.49

4.18

8.46

4.12

8.05

8.46

9.10

12.43

12.44

3.37

12.50

11.20

12.42

8.46

4.19 - 20

12.41

1.36

7.29

3.29

3.27

3.30

1.30

Organisation Design — Cultural Context

Organisation, Modelling an Effective

Organisation principles

Organisation, Roles in

Organisation, types of

Organisation weaknesses

Organisational Behaviour, Perception &

Organisational Change, Attributes of

Organisational Change Strategies

Organisational Differences, Cross-Cultural

Organisational Environment, The

Organisations - New Concepts, New

Organisations - Power & the Political Context

Organisations & the Supervisor

Organisations 1,2, Designing

Organisations, Attributes of

Organisations, Authority in

Organisations, Groups in

Organisations, Political Language in

Organisations, Power in

Organisations, Symbolic Action in

Organising your Study Time

3.20

10.45

11.07

1.21

10.43

1.15

1.17

1.18

1.16

1.13 - 14

6.19

8.23

7.09

11.21

3.17

6.49

8 .01 - 02

6.13; 6.40; 8.08

6.11 - 12; 6.21

Origins of Power

Outline papers and Summaries, Writing

Outplacement consultants in Career Management

Overcoming Buyer Resistance

Overhead Projector, Using an

P

Packaging (Materials & Requirements)

Packaging Communicates, How

Packaging Design, Role of Market Research in

Packaging, Procedure for Deciding on the

Packaging to Sell 1,2

Pareto Principle

Passive behaviour

Pay Systems & Motivation

People & Production/Operations Management

People Factors in Decision Making

People Learn, How

People, management of

People, needs

People, problems
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3.22

7.02

12.02

9.10

1.43

8.15

2.47 - 48

1.45

12.22

1.41

1.47

11.23

1.44

1.42

1.48

2.46

3.21

2.03

2.04

1.40

8.29

1.04

People, The Value of

People’s wants

Perception & Managing People

Perception & Organisational Behaviour

Performance Aids

Performance Appraisal

Performance Engineering 1,2, The Case for

Performance Management

Performance, Managing for Good

Performance Problems, Solving

Performance Pyramids

Performance Related Rewards, Remuneration &

Performance Situation Appraisal

Performance Systems

Performance, Training for

Performer, Counselling the Poor

Performer, Managing the High

Personality as a System, Your

Personality Sub-systems and Transactions

Personnel - Fields of Activity, Management of

Personnel Records

Personnel Security

7.05

5 .02 - 03

6.15 - 21; 8.01; 8.08

3.04

6.20 - 21

7.40

6.18

12.18

12.47 - 48

4.14 - 15

2.28

5.09

9.41

10.02

6.09; 6.13 - 14

6.23

6.15 - 16

4.13

6.17

8.26 - 27

6.06

6.19

Phenomenology

Plan, 7-point, interviewing

Planning

Planning & Controlling Work

Planning & Controlling Time

Planning & Forecasting

Planning & Investment, Product/Service

Planning 1,2, Strategic Thinking &

Planning 1,2, Strategic

Planning a Promotion

Planning a talk

Planning, Action

Planning, Career

Planning change

Planning Coonsultancy

Planning, Corporate

Planning, Corporate (Strategic)

Planning. Information Systems

Planning, Manpower/staff

Planning Objectives, Project Management 1

Planning, Pareto Principle
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6.02

7.44

11.32

5.17 - 18

5.43

4.29

1.03

12.42

3.29

12.23 - 32

12.23

2.46

7.05

3.26

12.42

7.29

3.27

3.28

7.08

2.43

12.01

3.35

Planning, Project

Planning, Setting Objectives -

Planning, Strategic Market

Planning to think

Plant Replacement

PLC Concept, Challenging the

Policing, Internal

Political Context, Organisations - Power & the

Political Language in Organisations

Production/Operations Management

POM - Facilities Layout

Poor Performer, Counselling the

Pope

Power

Power & the Political Context, Organisations -

Power in groups

Power in Organisations

Power, Origins of

Practical Employee Involvement

Practices to Reduce Stress

Prejudice & Managing People

Preparation of International Managers

5.21

5.22

3.39

9.28

10.12

12.05

12.26

8.47

7.50

7.46

7.13 - 21

7.14

9.47

7.15 - 17; 7.22 - 25

7.13; 7.25

3.14; 7.13 - 25

4.06

7.20

3.15

7.18

9.49

7.17

Presentation (Preparations), Making a

Presentation (Considerations), Making a

Price, Fixing the

Price, Is it Right ?

Pricing a Service

Principles of Motivation

Principles of Production/Operations Planning

Principles of Supervision

Priorities, Self Management - Setting

Priority agenda

Problem Analysis

Problem Analysis & Decision Making

Problem Analysis, S.T.P. Model of

Problem Identification

Problem ownership

Problem Solving

Problem Solving - by Objectives

Problem Solving & Decision Making

Problem Solving Considerations, More

Problem Solving Process

Problem Solving using Force Field Analysis

Problem-Solving, Group
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1.16

6.23; 6.25

6.23

6.44

12.21

6.20

12.39

11.35

12.18

4.36

4.39

4.37

12.27

12.16

11.21

12.17

11.26

12.20

8.43

10.25

5.26 - 27

6.05

Procedure for Deciding on the Packaging

Procedures, discipline

Procedures, grievance

Procedures, learning

Process Choice

Process, Controlling Work —

Product & Service Positioning

Product Differentiation, Achieving

Product/Service Planning & Investment

Production Control

Production Control, Simulation in

Production Planning Stages

Production/Operations Control

Production/Operations Management

Production/Operations Management, People &

Production/Operations Management, Role of

Production/Operations Planning, Principles of

Productivity

Productivity, Office Supervision 2, Increasing

Productivity, Sales Effectiveness &

Professional managers

Project Appraisal

6.04

6.07

5.49

5.38; 5.49;

6 .01 - 08

6.06

6.07

6.08

5.49

6.03

6.02

6.01

12.19

6.22

5.48

5.40

8.19

12.32

3.12 - 13

Project Evaluation

Project, Financial Objectives

Project leadership

Project management

Project Management 1 - Planning Objectives

Project Management 2 - Financial Objectives

Project Management 3 - People needs

Project Management, Feature of

Project Management O & M

Project Planning

Project Stages

Projects, Managing

Public Relations 1

Public Relations 2

Purchasing & Storekeeping

Push-pull style

Q

Quality Assurance

Quality Audits
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10.14

4.40

9.43 - 44

3.11

5.04

3.03

6.38

6.38

7.31

5.10

7.31

7.32

11.25

7.47

7.48

8.29

5.01

1.31

2.44

Quality Considerations in Service Industries

Quality Control

Quality Managers, Identifying - 1,2

Quality, The Pursuit of

Questioning at Interviews

Questions, Asking the Right

Questions on Management & Supervisory Training

Questions on Training

R

Reading

Reading, Efficient

Reading Faster

Recalling

Recognition, Giving

Recording Time

Recording Time - Diary

Records, Personnel

Recruitment & Selection, Stages in

Recruitment Advertising

Recruitment Interview Procedures

8.06

10.05

10.03 - 04

10.05

6.43

5.48; 6.22

9.13

11.24

4.43

11.23

5 44

7.38

12.34

8.09

4.45

8.01 - 02; 8.08

5.39

8.17

3.01

8.18

10.39

11.22

Reddin, Management Style 2 - Blake & 

Redeployment, Redundancy &

Redundancy 1,2

Redundancy & Redeployment

Reflex Development

Public Relations 1, 2

Relationships, Line-Staff

Remuneration (for hourly paid)

Remuneration & Financial Rewards

Remuneration & Performance Related Rewards 

Reordering

Report Writing

Research, Marketing

Resistance, Dealing with

Resolving Conflict (Groups & Individuals)

Resource Management

Resource Management, Energy, Utility &

Results - Getting Things Done

Results from People, Getting

results), Influencing Styles 1 - (to get

Rewards Systems & Needs Satisfaction in Organisations 

Rewards, Increasing Work
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11.23

4.43

12.11

9.05

2.13

9.06

1.18

12.17

8.49

8.40

8.03 - 04; 8.08

7.29

4.12

6.36

2.30

9.48

5.47

1.24

10.15

Rewards, Remuneration & Performance Related

Rewards, Remuneration & Financial

Role Concepts for Managers

Role Conflict & Adaptive Responses

Role of Colour in Selling

Role Conflict in Industrial Relations

Role of Market Research in Packaging Design

Role of Production/Operations Management

Role of the Supervisor

Role of the Office Manager

Role of the Manager

Roles in Groups

Roles in Organisations

Running a Training Section

S

S.L.P.’s, Sales Promotion Techniques

S.T.P. Model of Problem Solving

Safety & Health

Sale, Closing a

Sales & Marketing Roles, Differences between

10.21

10.22 - 23

10.25

10.24

10.16

10.20

9.34

10.26

10.27

9.37

9.36

10.16

10.17

10.18

9.29 - 30

2.29

2.30

2.27

10.19

8.32

5.38

8.10

Sales Auditing

Sales Campaign 1,2, Developing a

Sales Effectiveness & Productivity

Sales Effectiveness, Managing

Sales Force, Sales Organisation 1 - Structuring the 

Sales Forecasting

Sales Management & Tele-Marketing, Telephone in 

Sales Manager, Characteristics of an Effective 

Sales Manager, The Successful

Sales Managers, Management Training for First Line 

Sales Managers, Selling Overseas - International 

Sales Organisation 1 — Structuring the Sales Force 

Sales Organisation 2 - Alternative Structures 

Sales Organisation 3 - Making the Organisation Work 

Sales Personnel 1, 2, Motivating

Sales Promotion

Sales Promotion Techniques (S.L.P.’s)

Sales Promotions, Factors in Evaluating 

Salespersons, Improving the Performance of Average 

Satisfaction, Job

Satisficing

Secretary, Working with your
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1.01

1.06

1.07

1.08

1.09

1.10

1.05

1.02

1.04

2.26

11.41

4.49

5.01

5.26 - 27; 8.34 

3. 29

 7.50; 8.36 - 37 

7.50

8.36

8.37

5.28

7.11

3.43

Security - Management Under Seige

Security & Industrial Relations

Security 1 - Where do You Start ?, Computer

Security 2 - Physical, Computer

Security 3 - Systems & Applications, Computer

Security Auditing & Disaster Planning

Security, Documentary

Security, Effective

Security, Personnel

Segmentation, Market Share &

Selecting a Communication Strategy

Selection by Objectives

Selection, Stages in Recruitment &

Self development

Self Evaluation

Self Management

Self Management - Setting Priorities

Self Management 1 (Attitude of Mind)

Self Management 2

Self Marketing

Self Motivation

Self-Directed Learning, The Case for

1.13 - 14

1.20

9.25 - 27

10.08

5.05

9.24

9.16-17

9.36

2.13

1.19

9.21

9.20

9.19

9.18

1.23

9.23

9.22

1.22

2.06 - 07

10.34

10.08

10.10

Sell 1,2, Packaging to

Seller, Motivating the Buyer &

Selling 1,2,3, Exhibition

Selling a Service, Aspects of

Selling by Telephone

Selling Goods (or Services) for Profit

Selling Interview 1,2

Selling Overseas - International Sales Managers

Selling, Role of Colour in

Selling Technique, Sharpening Your

Selling through Classified Ads 4 - Comparing the Media

Selling through Classified Ads 3 - Structuring the Ad

Selling through Classified Ads 2 - Introduction to Copy

Selling through Classified Ads 1

Selling to Senior Management

Selling to the Consumer Sector 2 - Direct Selling

Selling to the Consumer Sector 1 — Store Selling

Selling, Top Tier

Senior Managers 1,2, Team Building for

Senior Managers, Developing

Service, Aspects of Selling a

Service Industries, Innovation & Growth in
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10.09

10.14

10.11

10.13

12.18

12.39

10.12

5.43

8.35

7.44

7.40

7.45

5.35

1.19

4.38

4.39

1.44

12 .06 - 07

4.47

1.41

5.09

5.08

Service Industries, New Technology in

Service Industries, Quality Considerations in

Service Industries, Reproducing

Service Industries, Image Management in

Service Planning & Investment, Product/

Service Positioning, Product &

Service, Pricing a

Servicing equipment

Setting Life Objectives

Setting Objectives - Planning

Setting Priorities

Setting Time Objectives

Setting up a Franchise

Sharpening your Selling Technique

Shortening Delivery

Simulation in Production Control

Situation Appraisal, Performance

Situational Leadership 1, 2

Skill Training & Analysis

Solving Performance Problems

Speaking, Effective

Speaking, Oral Communication -

8.48

5.16

5.36

5.10

9.11 - 12

8.26 - 28

6.38

8.27

9.13

8.28

6.01

6.31

5.01

5.44

9.22

5.40

5.41

11.32

4.13

4.14 - 15

12.47 - 48

8.07

Special Groups, Supervising

Spider Diagrams

Sponsorship

SQ3R

Staff Function 1, 2, The

Staff Planning

Staff Planning & Development

Staff Planning, O & D

Staff-Line Relationships

Staffing

Stages in an O & M Project

Stages in a Consultancy Assignment

Stages in Recruitment & Selection

Stock Control

Store Selling, Selling to the Consumer Sector 1 -

Storekeeping, Purchasing &

Stores Management

Strategic Market Planning

Strategic Planning - Corporate

Strategic Planning 1,2

Strategic Thinking & Planning 1,2

Strengths & Weaknesses, Managerial
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2.41

2.42

2.39

3.18

2.40

5.30

2.43

6.45

9.14 - 15

5.46

1.30

11.06

8.04

2.05

11.13

11.11-12

3.48

3.48

4.26

8.48

8.50

8.42

Stress & Women Managers

Stress at Work, Coping with

Stress, Educating to Counter

Stress from Decisional Conflict

Stress, How the Company can Alleviate

Stress, Managerial

Stress, Practices to Reduce

Structure of a Training Session

Structures 1,2, Anatomy of Management

Structures, Company

Study Time, Organising your

Subcontracting

Subordinates, development of

Subordinates, Talking with

Substance Abuse - Impaired Performance

Substance Abuse 1,2, A Management Approach to

Super-Learning, Features of

Super-Memory, Features of

Supervising Change to an Electronic Office

Supervising Special Groups

Supervision (Human Relations), Behaviour in

Supervision 1, (Functions of the Office), Office

8.43

8.44

8 .47 - 48

8.45

8.46

5.13; 5.42

6.35

8.49

5.13

8.47; 8.50

2.25

6.38

5.37

6.31 - 32

3.38

3.30

7.22

7.21

5.38

4.17

Supervision 2, (Increasing Productivity), Office 

Supervision 3, (Office Systems), Office 

Supervision, Principles of

Supervisor as a Leader, The

Supervisor, Organisations & the

Supervisor’s role

Supervisor’s role in training

Supervisor’s Role in Controlling Work 

Supervisors, Communication in an Organisation -

Supervisor’s duties

Supervisory Training, Behaviour Models for 

Supporting, Interpersonal Skills - Confronting & 

Surveys

Surveys, consultancy

Surveys, Evaluating Attitudes from

Symbolic Action in Organisations

Synectics - A Creative Thinking Process 

Synectics, Brainstorming &

Systems Analysis

Systems Theory - What Use is it ?
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8.22

7.19

2.05

8.05

8.13; 3.35

8.13

9.40

6.50

12.08 - 10

2.08-09

9.46

2.06-07

9.47

9.45

6.21

5.19

5.38

9.34

11.02

5.05

T

T.A. - Transactional Analysis

Taking Action

Talking with Subordinates

Tannenbaum & Schmidt

Target setting

Target Setting & Appraisal

Task, Achieving a

Teaching Preparation

Team Briefing 1,2,3

Team Building 1,2, Another View of

Team Building Effectively

Team Building for Senior Managers 1,2

More thoughts on team building

Teams, Building Effective

Techniques, Controlling Work -

Technology, Aspects of Learning

Technology, new (Systems Analysis)

Tele-Marketing, Telephone in Sales Management &

Tele-working or Flexiplace), Homeworking (

Telephone, Business by

5.06

9.34

5.06

6.27

11.37

2.47 - 48

8.03

5.17

12.47-48

5.18

8.20

8.24

7.22

7.39

7.46

12.14 - 15

7.49

7.41

7.46

7.42

7-43

7.45

Telephone for Business, Using the

Telephone in Sales Management & Tele-Marketing 

Telephone, Using the

The Anatomy of Conflict

The Broader (Macro-) Environment

The Case for Performance Engineering 

Theories of Management _

Thinking

Thinking & Planning 1,2, Strategic

Thinking, Better

Thinking, Creative

Thinking, Effective

Thinking Process, Synectics - A Creative

Time (Personal), Management of

Time - Departmental, Management of

Time 1, 2, Looking to Save

Time Effectively, Using

Time Management - Using time better

Time, Management of Departmental

Time, Management of

Time, Managing your

Time Objectives, Setting
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7.47

1.30

7.40

7.47

1.22

2.13

2.24

6 .43 - 50

4.47

6.35

2.50

2.01 - 02

4.48

10.33

6.41 - 44

10.31

6.48

9.37

1.48

10.40

6.38

6.34

Time, organising

Time, Organising your Study

Time, Planning & Controlling

Time Standards

Top Tier Selling

Towards Developing Managerial Effectiveness 

Towards Experiential Learning (Kolb)

Training

Training - methods & materials

Training & Development

Training & Improving Performance, Alternatives to 

Training 1,2, A Model for Assertion

Training Aids

Training Costs, Reducing

Training Design Algorithms 1,2,3,4

Training Design within Organisations

Training, evaluation of

Training for First Line Sales Managers, Management 

Training for Performance

Training, Interpersonal Skills

Training, Management & Supervisory

Training motivation

6.37

1.27 - 29

10.44

4.46

2.49

6.38

10.32

6.36

6.45

8.18; 8.22

8.22

2.04

11.33

11.36

7.12

11.48 - 49

5.45

1.39

5.06

Training Needs & Meeting Them

Training Objectives 1,2,3, Writing

Training Outlines & Handouts, Using

Training Philosophy, A

Training Potential, Improving Company

Training, Questions on Management & Supervisory 

Training Resource Needs, Reviewing the Organisation’s 

Training Section, Running a

Training, Structuring Sessions

Transactional analysis

Transactional Analysis

Transactions, Personality Sub-systems &

U

Understanding Marketing Assets

Understanding the Competitive Environment

Union expectations

Use & Abuse of Meetings 1,2

Using Equipment & Facilities

Using Interactive Skills

Using the Telephone for Business
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7.49

5.39

1.50

3.22

11.28

5.20 

7.05; 7.08

5.41

7.43

4.35

3.50

8.09

8.07

11.14 - 15

7.33

8.02

Using Time Effectively

Utility & Resource Management, Energy

V

Value Analysis

Value of People, The

Values, Managing People - Group

Visual Materials in Instruction

Vroom

W

Warehousing

Wasted time

Watching your Competitors

Ways of Encouraging Creativity

Ways of resisting

Weaknesses, Managerial Strengths

Wellness 1,2, Managing for

What is Communication ?

What is Management ?

2.10

2.42

12.24 - 25

7.46

8.49

9.35

8.10

2.34 

 7.37 

10.45

7.38

1.27

2.03

9.42

Winning, The Business of

Women Managers, Stress &

Work 1, 2, The Study of

Work Study

Work, Supervisors Controlling 

Working through an Advertising Agency 

Working with your Secretary

Writing Advertising Copy 1, 2 ,3 

Writing, Letter

Writing, Outline Papers & Summaries 

Writing, Report

Writing Training Objectives 1, 2, 3

Y

Your Personality as a System

Z

Zero Defect Programme, Justifying a







PART l SECURITY 

Security - Management under Siege 
Effective Security 
Internal Policing 
Personnel Security 
Documentary Security 
Security & Industrial Relations 
Computer Security l - Where do you s_tart;, 
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• Los.s o� k�'f C.ocY\puh.r �cz..rsur\ne..\.
• Dt�rl.ll)tio" 6:, strt\<£.
• Loss o-t store..d. trn.nsa.c.bot\ d..o.to. i"

tOM.putu rcto..d.o.h\� -f orN\ .
• loss D-f ito.honu� s\-ocks.

\ 
\ 

\ 

\, I NlEiNt\L I\Ut>\IDI\S 
ROLE. 
,o d.d ,·t\a. �ct r�..cv.iirui. d..e..'t'J\o..nd.� & ... 
• CZJ\.Sllrt- o..d.c:u:u.la..tQ. o.ud:lt &. �Cl.CU.f\\:y

rQ..<lJ-1\re.,��nfa <1.rt. fr,tc>1'por-o.te.d. .
• r�\JlQ.L.l O.Wko.han Sj3t�_r R.. co�tro\3.
• r'2..\liQ..\.AJ COff\�Q..r st.c.u.n� po\,c.._y,

proc.w..uru &, discutcu- \-Q,st,0.9 ...... 
To Q.t\SUC-<1- �nk ��\"Q..M i &, pm�du.rC2..S 
OS<2- wor\<(t\ 9 S\f\C.t. -fct� �St�� hn.\J� 
SQc.u,·,tj cu n. pr(M.t. C)�Q.d,\l�. 

'... ► HOOE.RN �O\E EX.,E.l\S\ONS �D s.�s.tCZ.Jv\ ,� 
s\o.hc � opuo..\:io�al SjS.�q__�s '.M-'1S\ \)Q, 
subj�\ ro oo- �OU\9 M.cimlC..O!lOCl3. "Th<l..
<w.ci ,tors MUS\ : -

• Ensur� \o�- ro...t\3(l. o..pp\\,o.rion p\t1,m,19
dQ..Sl{\n & \t\'\p\�ft\'2J\to1"-i.o f\.

• ""rj.!._ \Af\l\Q..C.<tSS�� U\Hll\d.\\--u.re...
1hQ.� fi\Q;j :- . . . 

• "-i\l\SQ, On tro.lmn9 \Y\ (O�pilll< SIDlr½.
• Ad..\lis<2- t>n �O..Y\0.._9Q,f\\.<l.f\�

1s °'Wroo.t.h . 
to en� pute., scz..c.ur\b) 
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\, 

LA<:.K. Of SUYPoRT 
Pre.�or\d.<2fa.nc<l. cl �n�inars 
&/or OC.,C>Uf\ta.f\tS \Y\ Sctf'\it>f 

1o SOMO. d.<Z.9 f<Vt �ov.. �u'3\ ·,- f):ls,bons who 'M.O..'j 'f\cr und.e.r-
• �f\Cll�S<t \R<L Q.X\<H'f\ol -to.tlor� �----► PRCM.E.MS Of T\\E Mf\R\<J.T sta.f\d TV\a..r\<.Cl..r,·"9 pril'\c.\�\u. 

ot �� c.o�pa.Y\)'' 5 Q,f\\J\fOl\�e.nt PLAN�\:R 
• A. f\ol'j S<t � <t C.Ofv\ pa. 1\.Y Is (S .'w • 01) • La.ck o£ su.�por t by SllJ\ tor "'_gt . ,J__) -r-LA_U<. _____ o_f_f\_\'L ........ /\_N . . str�ng� ; �w.kn�ssLS i • Laci<. of o. p\o.." fo \Mp\ci..M.<2.nt � - De.�a.nd.s ar�_ �or \\'v\Mtci.,ot�

., oppcrtunlh�s &. �niats. \\'\a.r\<..<2.r p\o..n1\i"-9. 
I

00':1\ous b<L�Q.� ,h., I o..c.k ,o-t po .. bq_"�Q_.
• Exo..f.A..°\f\� �e C.OMpa.�·s o�Q.,e.h\J�� • bista.f\t\n� p\o.l\nQr s -fro"" h"' e - fo..,lur<l. �o ga.," p<2.op\es support •.
• Pe,rfo,f<\. 0.. M.<l.fKth� Qlldit. M.a.na.�<l.rs. ------- LOM\"\UY\\C.afe._ �\0..1\�. ro pe.cp\e.. .
• \)Q.C_\d.� uµ�n \R<t �o..r�Q,f\01\.9 • LJsq_, � f\Ut.\.Cl.f'\ul data. W'tltcu.t I - L�k m fro.\f\lf\9' \t\ _n<lu)

• 0\l<Lrp\a.�f\\f\9 o-------�- \le.ol_)\<l Y"\o.kQ. ��StQ.M.S \_._)t)fk. So 
objQ,cb\JU & str-o.te....9,�s

J 
��ff·O,b\J<t ro qxp\O..\f\ �rot�gy. t<l.C.Y\Y\\<V-'-�S. 

• P<t.op,C2.'S pt2.rc.t2.pt"iot'\ s ---- du\9n SjStC2.M.S Qrou.t\d. p�\e. 
Oe»lE..C.T\\JE.S &, STRA.1E<l\ES • 5<4)0.ro.bol\ of \ong-terr.. stnu-

o C>bi<2 .. c.h\Jt.S - what \J C>V. Wa.f\t ro 0-!l\lCZ.\IQ. <29,c. P.\O.Y\S "TroM s\\crt-tHm
J J o ?a.ro.t io "'a1 pla." s( 0 Strot�..Y - hov-l _you p\a.n \"o a.t'-'i<l\Je. ,---r f o..\\urt to \"��rat<l.. f'\1lr\:.12\-

' 
:::,our D�Wiv<1. f I 

pla.n \,.i,tt. corporak P,a.11'> 

CoY\c.une..d .w'tt. . . . . . . . · - Shou\d. hO..\JQ. so.�t hM.t..
- s.d\,Y\.9 � prodlA.cJ -t<tatwu � scale.. &, pto�st�s.

priCif\9 policy; p\o..c.e. ; - S\\ou.\d.. o.pprt.c..\·ru:<i. &..
,prnN.ofiof'\ O.Spf.C.ts; e.t-c. \nc.orporole. S."-J.O.T.

fEo PLE.1 S PERC.EPT1ow S 
\ Co"�e.med wi\\;. ..... . 

I ffl.Q&"M·\ME fMl AtTiot.J f
- pmdud� & �kczts; . - Thi! is �Q. a.f\nwu ""'-.:J'r. 1 ga.fo\.Q. • di\Jorc.�d. -ffbM. . 

rful,t�, �d." '"S \ow iMpot-tCU\ct. ! 
t 

Srol'2.d '" �<1.f\t',b1h�� Ut\ltS \A\'nich 
\Alhlc:.\\ c.a..n � �<Z..0..1u.r�cl. 

su�-DBJ'EC..T\\JES STA.l'El> A\Joid. �ar,hi.tive. �X.�rt.ssiof\!. 

\S'Tl\l-lc.\'N G �L"-\J�E.� fRDM l'\6R � 
- fo.\\ uf (t \-o Ct>rt\MUt\\c.al:<l. ( t\O\

Sp<tO..k \f\ 9 �<t SQM.Q. \a.V\9W1.�.
- LiY\Q. �o..V\o..gus \(\nom.f\t t)f

MOJr\<ctt,ng prif\c.ip\ls.
- �\a.nY\q,r 3 \�nt>ra.n\ � \\W\(. C"\_gf�.

prob\�""' s. -
0'4E�\>L�W�lN(i 

- D�a.f\d.ll'\9 too MU.& do.ta. \.a.\hitl\
Mo..y not \3't ust.d. .

- C:J��ual:i1'.9 �o.p�ock &c <k
Moth,o..h1\9 s�a.-H. 

l _____ J 

- Th¢ ·fo.f\cho" o� c �cz. p\a.MQ.r'
w\.\o i� subsq_WJfl"\ \_y rct�CZJ\hui
&/or l�norQ..d.. � f'\(l.lt\S\r�M bus\nUS



...L 

N\1\¥--�t \ \Nll I\UU\ \.) 

11�---------

W\\C> ooe.s n � 

• Linll 1"\.0..f\0-AQJ' s , \� l\;.Q.,r 0'-4)f\ 
a.nuts bi rlspoY\i ib,\ ·,t_y , (lf\f\\A.Cll� . �---►� are2. �ey �tth-J fl. (2/\t>� ? 

• E.x\"q,rnol con3Ll\ta.�ts � 'M.a..y bQ. �pens," Q. 

* How l)C) You 1-\EII.SUllE suu.Ess ? f
ME/\SUtE S\l.ttE.SS - b_y C1S'i<iY\9 

• f\rQ.. .'JDU. f'e'\Q.Q..t\·(\.9 �\'f\Cl.V\t\oJ
DbJ<Zd i \J e..s tons ist<inr\_y ? 

• \-\ow Clre.. ::Jou. �\� wi�
�hQ�g�?

l _____ .....

- ln\uno..l\_\/, �
- Exte.rn<ill.)'. 

THE C.DRJDllA.1E 'PU\\.l cJ..SKl:-
• \,J hQ.fq, ().fe_ �Cl. Y\t>W �
• WhuQ. o..rct \A)Q. gt)tn9 ! 
• Hl)w \..\\\\ \..)e.. Dr.9<1.1\iSct our

resourc.t..S fo g<ZJ �<Wt ? 

'l)?PoR1UNH\E� '& 1t\lEl\"TS 
\n �a. bu.siMl.3� &, ClCDt\t>Mic.
<b\\J\f'Of\M.CZ.f\t Ct>u.\d. \W\clltde.:
- poHhcal, \� &-f,sc.ctl 

c.h�V\9<ts ' 
- socio/ cultu.ra.\ -VO-.tlors, 
- ka.rkClt O\.o..rru:tC!.r ,sbc..s,
- COft\p<tht-ors' O..di\Ji hcz..s 

&. prod..utls. 

WMl l)t)'\'ou UC) W\l\\ ,\\EH.�.! 
► Use.. \t 0..3 0.. �Cl.S�S -for S�\\ i��t 

• �a.f\.(Q.h1\� ob�<2..ch\Ju & �\rate2.�\�.

CoMMON \llf\WN \NG �uiv..re..s ·.
-\\�\Je. {(na.M.i(U �'Q_)C2.ci"i\JQ,S,, 

PAST ....a"-----�-+--------�fUTURE. / 

- Sa1'LS -fore.,C£LS ts , & 
- F\ bu.d.3<i� (�� n\lf'\bUS �). 

lk�scz.. �(l)Jq_ �Q.k u.se.s bur do�t 
S� '\-\CM' \\- �t\\ be d.oM -----►� CCM\10W l>U\NWING S1Rt\W..<JlES 

o..r4. bo..� Q..d. ol'\. �\.sh:,r,ca.1. d..o1a. 
W\\lcl\ \! <l.Ylta.polate-d. in\-o �e,
1uture. 

/ 



PACKAG\NG 10 5El1- (1) 

* WHY \S P/\CKAG\NG \M�OR.1A.N1 7 a.------►.� W\W lS \l lt-\Y0"-1t\N1 t
* PuRVDSE Of 1�E Pf\C\<AC:iE. -------""I 

* ADV£.R1\S\NG & P"c.K/\Ci\N6

AO\JER.1\S\NG � P"-tl<AC'llWG 
• Adva.rh�'"9 hcups �tabHsh

b,-4.nd. id.e.n\-i\-j.
• Po ... c.ko...9,n-9 t-\u.st b� \Y\SfO..Y\t�

ruc�ni.u .. d.. & c.on1im\ -\t..e..
a..d.\Je.flisi119 o..1- it-� poi11t 01 sal11.1

fo,itu.rQ. f o d.o �.lS �to.Jt i • \\;.. e. 
a.d.v�rbsi"9 l'1 stlH".9 lt;.<l 
product �ro up ( CoM.p<i,htor s 
lU wd\) 1<.- "of j u..st ,Yous 
bra.."d.. 

\.J',th.," o.. stor'- - bu\k Bl. ind.t\Jid.u..ol pru:.k�,1\S 'f'ltt.b'2J ·.-
- cut wo..�t� / - rd�tt, spo'll� .I - srop p·,l��it\.9 .I 

- Sp<U� pnc..e.. t\\£l..C'K\_f\q
1 

ho..V\dlm.9 &, displ�lt\.9,
Po..tka.Jn9 M.� dcic.urti \J\e,�e-r (l_ �Jort WHl
c.o..rr� �t)U.l" orn.f\d. or nd.



...... 

PACKAG\�G 10 SELL (2.) -----►� THE P/\C.�G\\JG D\LEMl1t\ 
• It- has h:, o.tt<-o.cl a.l\QJ\hof\ ,n a. s�or�.

* THE f�tK�GlNG. D\LEt\t\l\ -i:r ----------
• It- f"\a.'j bc2.c..o�a. a.. pc1.r\- ot so�e..of\Q,'S

� PACKAC:t\N<i MUS1 Sf\1\Sf'( E\J£R'<oN£..------ ho\'\.t. &... b2. \ook.ui at -tf'Q,�Q..f\\� so 

l
MU.Sr ·fo.dct \f'Co bo..c.k�fD\rnt\. lh\S

,I(; p SY Cfl.CJLDG IC£\ L MPEF\l Clt ¥ f\O<.AU \NG 
t 

I'\ i!.11.n.J ·,t l'lu.st CJJ..<rJ Ii ..,._;tro. M ue.rH 

W\\D MU.ST e,E Sf\1lSf lED ? 

PSYCHOLDG\CJ\L AYrE�l 

• Hu.st t'\okQ... t\..t.. d..�c.i�iott \-o b�
cio.s i Q.f �--'" e-1\ <U.fOS S l"\O..f \<.. � t 
5�M.Q.f\tS. 

• Rea.ss LlfQ... \hq, C.Of\Su..rMr �t.ir
c.ho(c.,t, lA)CU \\:...<t torrt.cr onct.

• C..Oun\-u f�hn..93 en lr\rui�::J
1 

loss ot P.rtlk or o.bstn\- -tu\,��
of sol 1l10..chon du.t. \-o \ll.il 01 
jo� f fon iV\ trQ.oh� Soff\.e.�i"'!9
Wn«i,r\ USLV\_9 \NSTJ\�1 "x.• !

• /\ppt.o.l \-o \\\� tof\lliM.U 1 S rtitl 
w�"h 8,; not \,..\�� �t, �n.u.
fatl�rtr lt-..in\<.� s/ht. Wa.f\tS.

•• PROt>U.t1lON d(lpt wo.nt o. po..c.k0-9<i �'nld\ :
- CO.Y\ be. 'M.ruia., S\�\y 8,.. c.h�p\.)''
- �u:tto..h\� �<ll\d.hn.g. cha..ra.c.�r,sf,c.s,
- p<Z,rr-tl\- �tl,0\0..Y\tt-ol no..nd.1,Y\j' possib� a1 ht�\\ Sp<l4cl.
- prC\JL·6.�s probu:hon fro""- ol\ f\Cl"1..1kf"�

e9. � tf<U\S porto.bo"" - 5�otk / \M.po..c..\ ' ,f1br<1.tioo. 
o{ st?r�Q.. - sto..ck\·�.9 &- C.of"\\>rus,of\. 
o� c.hM..a.t� - d.cu,,..p or d..<2.� d.ro.t,on.
crf U.Y\Knoum 0.ct'5tlf\abo f\3 - hot or c..o\<l. 

• HARKE1\N6 &. AD\/Bl1\Sl�G <kp\. \No."t �o •.
- a.tt:m.cl & sol,s� � CUS(D�f vl<l.'f\tS.
- Q,n�o.."'c.e.. �t. prod..uct' J pre.s� i�12...
- (l(l.St, ·ot disp\G..j al: po,f\r-o� -saTe..

• 0\S1R\2>UThR.� wo..n\ •.
• - Q pOLko..qcz.. whith wil\ c.o..rr::J \'ncz.. proclun: so.,-f��

1
& srort.. e.o..si\y.

• RETAlLER wa.� _ o.. P.�� w\\ic.� is :
• - <l.-0..S:J \-o \d.Q.,f\rtfy "' bu.\k -----------

- ttonoM.ic. al oV\ s\\eH spoc.e. (sro..c.k <LO..S\\J').
- clisp\o..J \Jdl & �\\ �ck'-Y (l'.\ll\h po.c.k�J.
- f�ro\ltid. prod.urX .\Jisib',\i�.

• COtJSUME:R. W4.f_\ts a. P.ru:k� w\\lch is :
- q_a_sj to 1<l.t.r\bf_y o.. prdcz..rre.d bro.nd..
- eo..s:1 to opcin 1 c\os<l & rfl.-llS�, su u.tt,r \f\Struchof\s.
- Ms� ro id.<l..f\ti \-j pric..t. / size 

I 
c..ontt.nts ,uc. 

- ll.a.s:, to CoY\JU.ft\.� a1: hol'-\.q_, '°"' car, o" bt.ru:.L Q..t'c..
• Mf\NV HAR.tE T SEGHENTS
• THE: CttA.NG lNG f �S\\lO�S &, TR.E.WDS Df

MODERN SOC\f. TI



ro W\�S\o..(\d. -:::--======::::::===:::::::::d ro seal - prM.llC.Q: 0... ba.rri<if to ·,-
t"a.�pt-ro.tu.ro. \Jo..rlo.tions . , �===----

- Mo(sh.1..re-
1 

v>a.hr,, \Ja.pou, h-o..n1�,·s1100.
(a..g . c.u\-a.," rubb<U'3, t>\a.st,c.s,, - a..90...,Y\st odDu.r fmnsfv\(SS\of\.

r�if\S b¢co"'ct b·d\t\<i o.1: - a._ga..,t\tt \\9�t e..9. for p"'clb.9mohfc
t�w ta.,N.p<l.fOi:uru � Uf\3U:,hui \'v\o.t<2st"ru o, ·food.; lbru:on, ptfoJo<U) 
for -froz..'2.f\ p(l:)d.u.ds) or \Q.\ler,n9 w�ic,\-\ -to..d.eJ IV\ su"light.

for ri9,d.i\j & str�f\9\v\. 
(Wood.; �ll\-"a.1 i Uc..) 

for M.nui\d.i� 8< l�\\tt'\�S, 
bri 9�tW\.US & du.r o..h\\ity. 
(poltst_y t"U.t\t bu.d.l or 
kou.ld.in.9 i pot, PfOPJ' \ tJ\e. 

e.tc:J I
for rC2-tuc-" or r�-u.s�. 
(fold.Q.d. Urd..bOdrd.i _g\a.ss

bott\u i a.tc.) / 
for �hock ahsorb,·�_s. 
( cocr\A.c.ab.tl pap<L,; 
po� StjrtLI\� t,,\oLUcl! etc.) 

Uu . .s -f o,\ i P,<kShc / .9lcu s / 'M.�\-� i Q.\c. 

ro pr�\)2.f\� Cof'\t<l.WV\.\f\O.hon or 
(v\,uta.b'on (�. ff\u3� bq, 
�9i,u,ic.a.l\_y _wm.pp'24. & sw.l�d. 

ro Ck\JO\'(i ba.c.\-Q.fl� & ti\ould.s 
<l.V\ 6.. d.Ql-qr \V\SQ.,d CoY\b1'.fl\\nalior\ .) 

(ag. open net so.cl<J -for \lcz_gara,b\eJ) 

for \-rj-9,�"e, & 
f\t.x\bl\��. 
(\a.Mino.fe..d.. po.pe.rj 
M.<2.\-a.1 foils; q_k) 

for \JlSibt\ity &, 
<V;'-dmj' p<i0i W\9 • 

(g\<U�i <l.tc.) 

for ro.,e,·d. dupU\Sif\9 · 
(a..uo sol pacld ; 

spr°"' s .i cu�.) 
For Htxihi.\it:l 1Mould.i� er 
c.nt.M.ic.41. tt\'l.('(t\US. 
(p\astic. sk.<l.at or ·iilk i "'-i" 

fV\tl.ta.l htbe.J i <ltc .) 

to wnksta.f\d. 'n<20.l: 
i� sha.pln9 / �orr..i�. 

re.sis� S�\J<U\b , o\\, 
�rt.as<i , c1a.V\gt.rous 
Gh.<l.�,c.ab 

1 
��c. 

to ruis� �.tu.<e. 
dif f UU\OZJ ( it\tcz.rrutl 
or <2.xfQ..rnctl). 

�=--- !o Cll.«j a. prtt\f�d 
\J.\o..g<t. 

be, c. h. e..o.p to �a nu:Gtctu"
& use.. 

b� se.o.lQ..d, haV\d.\cl/ltc.., 
o.t hi_gh spud. . 

to bcz. -{\rt- r(.S,sta"-t. 

«:> "'a,(' Uf\Sp(rif ied. 
ruy.1tTU'l.<tnts. 



fR1JCEDURE. f OR DEOD\NG CN 1l1E ?f\C.KACJ\N G 

1 . ST t\ TE THE CJ�iJEC.l'\\IES 
2.. �E.1 ?�KE1t.RS----� 

�- STAiE THE. ?RDe,LEH 1
� 1-u-N-,a-u_E._?_R_oi_u._c.i____,....f R_o_'c_LEH

___,.s I 
Ont. Tt\a.n - po..�ing Cooniincd°Df' 

� - a. pc.c.K�\:n9 co�Mitt�• 

- \rs plt\yslc.o.l prOl)'-1tie.s1 
- ·,rs cke.M.\t.oJ. propUhQ...S,
- O.Y\ � µo.d\c.u.\il.r h�:z.a.rdJ,

• - a.n� pa.rht..u.\a.r susc.�nb,liht.S,
- o.n t\c."tpa..tui s'-'.e.lt \i�2., 12.k.

l • I MA.�UrAC.1URER'S PRoe,LEMS I
- 'fJY\a! e.aµ.i�'(r\t:n\- Y\O.."\J� _:j�U !
- Wr\ta.t Q.qL.liµ�t.nt ff\l�hr � ou. (\<lf.O.. � 

- how fo. st or OJ.ltofe\aii<:. 'f\ ud. ·,r be. !
- how tv\llr\.) 'v-'>\\l 0'2. nu�d ?
- whttl: 'M.olt.n·()js �l\\ 'ott � !

4. DEVE.LCP f\ 'P,o..CMGE. faot\l£.l
- w\-\c wi\\ d.a \t ? Your$�\\JeJ or b�·in '? en:.

- '- • I MN{\(E't\�<":J ?R��K�I

PROF\LE 
• Phy:,c.a..\ t'-'.a.r11.cl"u1stic.s.
• St'o..1"<ia.rd'1 o-t prntq,cl-ion.
• K�ch.mdis(ng istordCfZ.i

'ha.�d.\ in9 r� \rc2.M.�s
• Cost

5. D£C.lARE f\l1ER.Nf\1\\JE.S

AND 

L i.3 r 0..0..VQ.1\tO.� &,. disOJivaJ\t�e.s 
for � p(ff\'\\tte.d. rure..rnah\J€.. 

� l:>e..\J �\op d.�to.ila.d spcz.6-rl c.ahol\3 
-fur <2.a.ch. pru:.k�1t tb r� &.
f Q.QA bo..c.k. \\\.Q, \W\ 10flV\D.ho f\ r o 
�q__ d.e.c.is iol\ 'fl\.o.ku(s). 

- \.Jr\o bu.) � \t , ic. wh_y � .
- what OS(t ��uf" U:>n\pCltltbrl d.oi".S, � \.1� �
- w1nru: ,s .. \hct b'-St P�)Sk.a.l shape. l. stru.c.\u.tt. �
- us�r COn\l'l.Y\\U\C.t. ( opC2.n,"9 a. rctclcsurt).
- \-\ow w\\l �<2. ()rodu.c.� bci d.isp\�Q.cl �
- Wn<lk d(str(buho1\ C:..'t\Mf\�\s 8c, M.�\'kocls r
- ph)sica.l r�Q}l:\rii.t't\'1\t, rot\o � po.tk�

w cz.i�t ro prod.v..tt \NC2.\ghr. 

' ► I F\NANCl�l PRD�LE.MSI

,. 

- W�o.k (� U Un\\: pMt..1t ...
• o\ � q_ ? o.cl<.�Cl.. ,
• Dt �� prbt\.\ld: .

- \Y\dlAcia. �e.s(gl'\ {u:, 8c. prinr,n_s costs. 
- bu�\"S·tn -bfl.Sr di,c.ou.n'rs r
- wlJ\e.rt. c.o..n u...ono f'\iU b� 1Y\o.42. !

BE.ST ?F\Cl<AG.E .A.VA\ll\�LE F\T 
L!JWEST tOS-t Wt\\c.H \J \LL 
SA.l'lS FY All itl£. MI\R\(E.l\NG, 
M1'NU.ft\C.Tl1R.\N(i &, C.US1t>HE.R 

R EQ.U \lt�ME.NTS .... 

) 



HOW PACKAG\NG COMMUNlCA1ES 
(WlTH l\\E C.ONSUME.R.) 

* 5Y D�5\6N

* LJ SE OF COLOUR

* CHi6\N6 INEi TttE CmJSUHEKS
PER.CEPl"l ON 5 

* TRADE MARKS & CoR.PDRA.TE. '5't'M�DLS

* A PPEAUNu ,o f'AA.l\tULAR.
MARKU SE&HE:TSJ 

___ _ 
MAKK£1 SEGHE�rts 
• Na.rktl,.1\9 d�\-. nQ.<l..ciJ \"o Kf\o� '-½

propk b
l\Y 

&; C.lH>rdil'\o.t� -fro� 'nttds'
lW h:> &.1z. pmdlltl '(&. ncl- \JiCL-\J<l.rSO.)

• You 'tl\O..:J b.12 Sfl.�l-"'-.9 l-��u &
o..ppealtn.9 tu f\(U,,') mohor\al &, psjch
o\09icol S�l\'..�f\tS.

TRN>E. MI\RKS cg,_, SYMBOL!) 
• Co�f't\uflic.ahis a.n \M{)rcz.sstor\

ro t\\'l. c.oosu.��r.
• Good.. �,porabi s� V\bols

<Lxpra..ss td.vou.ra.h\<2. \l\,".9S
a.bout ·lts prod.u.ch.

use. C)f COlOUR. 

"TA�E C.I\RE -� 
"'� i�ul SC2.,S O..� Mt 
clJ:sturblY\ 9 or. all�Mt.i·�. 

Tho.. £V-1-ic.kcu� po.Jt.. ro � e.r-\otions \c, 
bq, choS<l.n -for '"'-�r ft\O..r\<Q,h(\ j fl.He.cb'J<2.MSS. 
• (h\\dr<U\ � i:, rs ,q,spof\ti o'2.S\- ro <:n\oll.r.
• MO..) irl\u.<mc.<L Q.Mohonll.L, M0\tol &

5pirihw..l rupects.
• Colour cixprus� �Q, \J\rtl>.t.S l)f Joor pn>d.utl.
• Co\ou.r prtlerucQ.S a.f<2.. \,nke.d. ruso \-o "'-Q, 

5,ophisl:i�atiof\ &, <MV\tol\� � con�.

Nq_w d.'2.�\�n CMro.iliu-dic.s
't-1\.o..y c..h.M __9� Cof\Sll� Q..f 
o.c.c.Q,p�a." � � a. Y\. <tSr ah-
\ i sh. a.. d. prod.u.c.t .9i"'t\j 'it 

- 0... hCl..W i�_O-jl2. 
I 

- Q V\Q..W Sl 2Q. 1

- a.. ntw �rtc.,e..
� Q ' o tL.l I pro du.er ? 



....L 

ROLE Of MARXE.T RESEAROl IN 

PACKAGING DE.S\GN 

REI\C.1\0NS Tc RE.SE�R.Cll 
• Il:. LS Cl.�<U\Sl\J<l. & S\DL,.').
• It re.d.u.c..ft...s uncr�Ddox. \M\.t1Jc.ltton.
• n- SDN.citt""'-e.s -f o.\ls.
• No sub ti h.1h., -for �pui<lf\CJL &.

Ile. c.re.ativ� s�rk. 
• Good. J �<LJV\.e.nl: � be.\\u "°'o.."

• ba..d. ra..s t..cLrc1...
• G oo<l ju.� Uo\.<U\t ls n ck b «tq,r

11'.o."- � bCLSt- ru<l.drc.\\. 
• FAC..T - pa..ck41a.. dcisig "/ bll.Scz.d o"

sound. -fo.tls 
I 

lV\{lua.M..tu .sa..lu .

Ma.rk(Z.� Re..sto.rch c.u\:s r(sk b_y st� i1\9 
�� C.OY\SUt-\.\1\g pub\ic., e.9. pClOp\'2. prft..�f 

� �o bu_y 'YJ(tl\ poi.k04t.d. �lller\4.1.s j t\;.Q.. rolqs 
of ul�U\. OSf. �1 \W\_g W\l. \ �CrW..S cui 
fru.d.oftls Olf\d. bll� ing pol.tuns; ore.. 

[ TYPE.S Df RE.SEA.�t\\ 
• Mo.r\<.eJ or Survt.y i(l.1Q.O..rt"

J
• Hotiv4.b'on R.e.stUl.tt.h.
• Lo..bordl:or_y rutif\j

-Wh.o an. �e.� �
- \iJ\\j d.o \t..� b� f
-What (l.f"Q.. \�<t.Y

o.du.a.1\ 'Y bu.._y '"3 ?
- How otck ClrQ. ��J �
- WhCl.� d.o �cy \ive.?

ah:.. 



1. 5\-\�R�EN\NG YOUR. Stll\NG 1ECHN\Q\JE

* IN-bE?1\-\ ��/\l'iS\S {)f YouR. V�t>\KT 0-

* Sf\'t\SFY 1\-\E \:JU.'(E�S NE£I) fcft \NfO�HF\1\DN °------.
* STUbY '<OUR. COMYE1l"ID�S VRC>t>\lOS o----...
* NE'fi MD\Jt.S

l 
&U.�ER. NEEDS Tc \<.NDvJ 

b ·,r �Dur Uf\i
c,u

ci.

• 'vJ\\t\1 f\E.�UL,� �our prod\lc,t
w\l\ �\VQ.. , O...Y\d. 

• W\-\'< wm h<Z. g<2.\- �o��
nv;utts, b� U�\ng '::JOU, prodw:rs.
!l,X.C.h.LS\\JcZX�. 

COHf'oNE.NT wh,�h give_'> 
tt;..is RE-SUD 1. 

NE�1 MO\JES ... 

• Don't ruf\ down � Qur
GOMpQ.tirofS. 

• tlol\ \- COl'\p<>-fQ. produ<:

t�J
_J 

Srre.ss � our C.Orl\po.ny 1 .s 
polic.� of proMoht'\.9, 
Mllf\lA. fa.c..rur ir\g I 

SU\Jk.in..91
Q.\-c. 

-n\E c.DM\'E1\1 \DN
• Wno.t u.n\<V1-e.. Q,l<tt'\e..f'\rs, (2.k ?
• Wha.t C.OY"\f!Or\tJ\tS, Q,\'"c.,. �
• W'no.t r<L sults , q,rc__ �

- 1\- t'Y\O.j oifrnd �� .c.u.sto�u
who s� jud9u.t�f\t 15 �e.shon'2.d.

- I\- MO...'J. ha.rdt.n \�� c.u.sl-oMe.r's
oppos.TtoA /rct."5i5�o..nc.e.. to _:you.

- Aci<.f\O'vJ\td9<2. �or _9:)od
comp<lJihon cz..X:1st-5.

Wn� do ::J ou..r cu.c;\-oMQSS 
sro...y wilt.. 1ou ? 

- ¥\c.K P,Q,fSOf\oJ SU v1·c.,� 7.
- rcz.lto..bili�_y �
- na.hoY\v.)ld.� f\Cl.\-work ?
- po..c..ka.gQ.. des ig" ·ka.tu.�s ?
- Q.k.

Why do y civ..r tDM\>61\ToR.� 
k<tct p \R<tfr c:..u.sfoMJl..f s 7 
Co..V\. yo v... MDl:ch \\;...<2.i r \,\" i � 
E.LEME.l-.rTS of- 5'l.r'V\<:....Q.,· �k.? 

\F C..\lS1oMERt ?.:,\1'1 t>N �� 
B"�\S Dr C,\Jl·Wf\�\SDN - SELL 
DN T\tE �l\�\S Df COH.Ff\R\SON 
Ida,n h� '::J � � ELEME ms °' ::J CA.tr 
COMpa..t\�1 .S S'2.f\l\C:.'l. WV\\O'\ ct.re. 
0\·1ffcz..nrn\- '& spcz.cif ·, c.. U.V\d. SELL 1\\EM !( 

,�SUE 1 



SH .. LER :>\::U..S ... .. . 
Sa..\\u doa.s f\Df crCl..O.f'Q. nQ.Q..d.1

1 

n.q/ s\..Q.. <�,ohs�,iz.,s � t.lW\ 'oj SQ.lli � . 
• SQ.\\ \he. b<l1\<ZJ1t s of Dli.)M.fShip °"j-+------►- ?\-\Y$ IC.�L 'QQ.,I\Q,�its 
• S<l\\ \V\<2.. r�b m o�ne..rship - EM01lONP\L �<2.f\�t",ts

INflUENC.1t-JG ""H-\E �U'tER. 
• Sru.dj \hQ.ir C\UO.S &. wo..nts O 

1 
► NEEDS �I"\ \:xz. �sed &. 

• '10..ilor ti-.� toJk ro Q..n_e,h WANTS creo.tui. 
U<\l¥1� C..U.SfoM.e., o--i-- tof'V\.p0..f<2 WO.f\tQ.d \ll-Su.\r, • �rQ., � Du tol\o·f\_g fD \f..<2., oV C>�\"'\<Lri\-\.ip w·,� \\u.. uY\--

rt9\-\r pe..rson wa.�r<ici nisu\t1 o� Mt° 
• i(l,ha.v� (n � our prndv.d

J
ow"''"' 9 �ci, proo.u.tl. 

• e,Q, QSSQ.,rrhJ<Z..
* WO-Mt'td.. 'f'l-.SU\t.! OS� Q 

--·-· 9ood.. Mot\vo.rof".
* T�12. u..�o.V\.b2..d. rctsu.\ts cil

NoT CW�1�g o...nz.. 0... 'M.ofe.
powe..rtu..l VVtctivai"or ro bu.�.

- B<2. spcu:1r,·c. WhQJ\e.\Jt:.rpos.sibk.. 
- Hc1.VQ, �cz.y th.<L a.u.tt....cr·,t_y /fi(\fLY\C..q_/ri.rc.. ? 

- Ar<L :JOU.. C.Q\)Utn9 tHEI� n�<2.ds iwa..nrs ?

f\NG\&LE 

- 50...'-.J'<.5 f'I\O'f\'-2;/ .... . 
- $a.f<2..r ............ . 

LESS T�NG \�Lf. - lor-.3/ '-'1or-ki"9 \ife. .. .
- KC2.tZ.pS :JOU �'2.0J� ... .
- N orci \cz.isure h'me.. ... . - Con� 1d.<2.f\c.ct i r-. \RQ.

produ.cl- & tM, c.o""po.f\.)'. 
- Pe.1>..c.cz. 0� WV\\ f\d. \..-) ltl - <Z.k •

lt-..<Z- prod..\.\.c.t 1.s p�.rforM.o,:M.'l-. 
- S\cJ...h.\.S �a.t C.OM..011°l)t,,\ 

Cl.Yf\\·1\9 Of\q__.
- Pr-id(.. \f'\ O�Y\\.r\ q OM., -

ott:..us \_..1t\\ s,.� o.Md. <Lf\\JJ-
- 5o.l-Ys·fa .. c.hon ,·Y\. \�� Ser\Jie,�

ir /w<i g,\Je... 
- <2k.

Bez.Ii uJ<Z.. j ou c..a..n ti\\ cu..stoM�r's V'IUds &, wa.nts. SE.US -v.:ihe,re.. lt;.1tr<L is no nu.d. 
5t=:lLS - Morq__ �cu, l�cz. V{\5\1"'.9 ncu.d... 

AVOID t'h<2-'hi9� p,��sure' se.Jlir who .. ---------� SEU..S - More... l't-.a.f\ t\-.<2.ir �o.ci\v lb pl-.)'·
►► CRE�1\\/E. '5EW�G - S<Z.-ll5 w'n<tre. t\O sa.12- <ixisrcz.ii. ��; w

�tt..R�
.(l_f

I ir'\ pc:or rn.s'k • 

IssuE i 



\OQ \\lGl\ C.ou.ld.. M.Q.a.� �-
• I C1l.Y\l'\.Ct n.Hord. ,t. -------------
• l SQ.c2. f\O dif fa.r12.ncJ2. ba..rwQQ..(\ I

C./\WNOl" l\ffaM� \i. 
► - \,,l\\t:.. \nd\\Jid.W>J (pq..rsof\a1) bl..¾.'.f<Z.rl

*l"oo HlGH f�tCE!! o---------

* WH.A.1 lD DO F\�D\.H '1'oUR. \-\\G\-\ \>R.\c.E.
* CL\1--.\C.t-HNG "Tt-\E 51\lE

W\-\A..1 10 DO 1_ 
• DQ,fan d. �(l.. prtc..<L Z
• Jus\-it t\...12. r(c.,Q. � ===�--

__:j ours. a.Y\cl a.. c.ha..a..pQJ' \JQ..1S\o" __ 

1 

__ 
• -,hQ. c.kw..pe,r \JQ.fS\Of\ w1\\ do ail

k\- I. nz.. ire. Df -.tl .
Coo ..._ ____ _ 

RAISE C.USToH�R.'s fR.ot>u.t:.. T 
----►► ,\vJA��ESS by (2,fY\ph.0...S.\Sl.t\9 :-

- e...xtm. Co�VCNEt,rTS \.,.)\\\C.� M.o.klt
"::}ours o.. ba..hQ.r b�.

it W\� be, ff\.l.Q...
- Lcz.ss h.W� w,\t:-. C.o'Mpo..� b4j<2-rs.

t 50 - I.cia.nt i�j �(Z__ r<Zitl fQA.Sol'\ -fu,- "'-e
nz..sisr<i"cez,. 

- Ne.90\"\o.bz. ro o\J<Zrtof'\1t �Q.
re..sista..nc..e.., l�. SQ..l\ .

- Den' t \JOS'j ��-<..(l. , \JOS'j �cz.

,;::1: ln��r::-1
A."TTkC.K \11\lc.E CWPDMl\ON 
\t-..rou.9k �-
- Vroducl- k.no'wlcz..d.9cz... 

- cz.xhu. KESUL,S' More.. �Cl-'.. �Cl.
<:.,ha...CLp�r \/<2.,rsio" .

- LoL.\ Cos� b� +�,s� c..osr \.lSCl.g't � IJM� fAC.=j 
- Cu.sroM.u knowl<t<i9e.. OR 

- \<2-f'tv\if'\o!-<2. �Q.. lf\bH\J\Q..\,.J
• P--.n� d.istou.f\ts 7.
• 1co..d.cz. -in":.. � 
• Spa.ciol o�Q.f'S �

CUNOHN6 1\-tE. 
51\LE - �o..�,r..9 ''(ES' 
fa \lo W l fl � QW o.fQ.. r\e.5S 
o..nd.. \V\ \-a..rQ..S\- C.Ol"'\IZ.S 

fu�WEF \I'\ �O'-'.f 

- C.D"'f'<2Mor k""'"" lczdsa. .J 
LQ.o..cb fo C.UHot1ER.- t)DM\Nt\TED ,n\-ci.r\l\Cl..W. 
Do"'t d1tf12,"£l �<L pric_cz.. 

• <frQQ..1 9i�h �
• EKTF-f\ <z.lci..MQJ\ts if\

� ou.r c.o M po . .-<\'j1 s
bru.k-u� SQ.r\Ji�u .�scx\a,,"5 \-o..\k. a �'-'�Lo:) \\;.._q_ QX.t<o... wor \t... o� 

'jaur prcdu.cl O'J<U � 
\JQ..f'Siof\. 

o KMw w\-\a..\: iou. o.n, s�..\\il\9.

0 W�ol Q.Xtm... do �au.. C)��r �
( SQX\J tc.q, j po.rt.l i �is��"ts. i 
M\J<Lt hsi"Si rk..ho.b,\l tyj<2.h:) 

o Mn.k<2, o.. C.Ol'\1-id.<L"t
.l 

\9�1e 0.\ 1 C...C)f'\\J\f\C.if\ g p,<Z.S<infa..\\01'\ . 
0 lo"'-1 Co!� \>u.y _.,.. po"E.Sibl� 'r-1,3\,\ USllr c.o�\-.
0 \-\ i9\-\ C..OCl� bll� � probo.b\j \ow�r_ usu cosr. 

Unclu . .ch"9 t
.
V'\fo.V\�\blq_1 QMof\oM.l p\uss�)

- Wna1- (t)MPDNE.NT \ltrhu>J.\y 9uaro.n\-u..s
\t. o.k: llE: '5 UL"T 1 

- Which El.EnENl:_ u..V'\c:l<tr pt":'� c�r SU\Jic..�!

° Kno� �<l.\r nttd.s . 
- ° Knew w\\o you. o.r<t �<tl\i"-3 ft).

O :r�hf:Y w�y �'-.Y MUST n0..\1<2
. ':J DU., p,DO..� 

- Wnol �u.c.c..Q..S�<l.s \Ju-·,f::1 jOut" c.\a.,M.� � �

- D<2-Mon st roJq, \\- / put ·lt Ln &.t-,r Mt\ d.s �
e,u., 7h<L s.u.c:c..a.s.su �u.s\ bo. 

b d ·-'-\ \-,�\ • t ·, - '"dt.pctnd.tt\t 
12. OUD � / ,�'o �, _«:,�r� '\ v.lh\ \..:>or\<. - r<2.l<L VO.f\t' ' 

bcvto("CZ, yau. do \.�.. _ C.O..f'\ 'oci. \Jcz.rif'iq,d, �
- ha.va. ho..\lpa.oed. iA p\lt£12s &

C.lfd.Lf"\. sta.f\US • S\M\ \CU
fo \hil C.U. .. fQM.q,r'S l 

J..t- �ark� wt\\... ()�US 11t wi\\
work. v,i,tt... _jCHl. 

lsc;u.E. l 

0 I'>.� c..o(\c_a_d._e, �cz. poil'\r. 
0 2 ".� diMini�h \k� poir\\-, Me-V\f\o r\in� 

\jour C.-Ot-·WmJENl'S, ElEME�lS 'k 
"RES\.H:rc;. 
Who..� o..bovl oJl tt--D�<L Qj.l<tShM\S � 

0 lha_ y °:rcz.. no\- n4l.c.cz.ssa.r·,\_y s,9n.s 
o� rcz..s Is r 11..�c..<Z. .

O �<2.,.Y \IV\{)�� \nfH<tSt i Q MA.,d. for
IV\f Of rv\al"lo Y\ 

0 The. cu.stot-\.U Wo..1\.h \-o t<Z,\\<L\lci �
bci. su,cz.. 



,or 1\ER. SB.LING 

* CH Al\.A.CTE.R.\ S1 \ C.S af
10P-1\ER ?ED"U:. ..., 

,,_------* \.-J 14.'Y CDNCE1HR./\ 1E. CJ"-! 
10P-\1E� PEt:lPLE ? H 

H 
C.ONCE.t-,rTR.A.lE. 0� "ToP
T!ER.. l'EDPLE b<U.AU.Se. 
5ellin 9 ro �� t"op i"s :-

• (:)et'ter tt:..Clr'\ fLl'\cllr\.9'
n Q,W Y\'\o..,kds . 

• Risk. : r� Md. f"Olfo ·Ls
fo.vouro..ble..

• A I \o� s . h, 91-\ - Y'Y\ <Af_9-i"
pri c.1�9. 

• K�s tew�r bu..t
b cz. tnz.r sa.\e.s .

• G...i.srofV\e.r Of\�T\le..d.
• IY\du.stcy d.ed.ic.ruM.
• (CAI'\ bQ. eHe..cb�<l. �

._ ________ , -

, ,
Esp<Z.C.La..lly wh'l.r<Z. your 
s<2..r'lic.�s or produ..c.rs 
o..r-'2- nz.ph"c.°'.bzd. by 
r \\J oJ <:.o M p O..t\ L � s . 

� ISS'-tE. 1 

* WHr\T. AK1e. 'YOUR. KEY
�CLOUNTS ? TDP-TlER.. �EDPL.E. IN A.N 

0RGANl5AilDN 
• Reru� or raject n OOV\.41

Ve.r\dor huhc.s. 

'<ouit KEY F>-.CWU.l\lTS 
• Work .w�� �� �or

d.O..C.i � lOl'\ S a.fe., � . 
• Arri, \Q.SS \W'\t-lu..e.�� by

prtc.� c.on.std.e..ra.riof\! 
. 

Clre. t'\\_q, t"op 2o '%, of 
;j ous c.u.sroM..<l-� W�o 
prod.\.l.C.2. 8a % of 
'j ou..r pro:H·. 

• Wo..nr ro le.o..r"' o..bour
l�e. ir OWt\ bus lt\(2.SS. 

IT M/\KE.5 SE}.lS E t"o 

S iv� �M. sp�icl 
a.H.e. nt\on & cu.lhvaf-e. 
c.on.'ro..<ls w\tt. \t;.!t4r 
c;e,1'\,o r 't'\O..M .. 3Ut\e.nt. 

• In bu�.s bz .. d. lf\ �on-.
st"rn.bl12. il'Yl-pro\JctrV\�n�.

• 'Wa.nt" lh.�r cbj�trLons
o..r..swuci � c\le.rcof/\2..

* C tlt\RAGER.\STlC.S Cff 45E.l.Ll�G To
TOP °TlER.. Mt\Nt\GEMEN1
<jQ,H o.s a. C.OY\.SU1ta...nt &, c.u.sroM.LS<l.
�cur pn:xiu..tl Df 5Q.f'\Ji�e, fo Su\\- tt;...e.M..

�-- • Yell, a..pprco-..c..h is a.a.tu. d..e.p�d.cz.nr, 
'inforrn.a .. h·on in r�slve.' conc.<2.fn\1\9 
lr-..e. c.u..stoM<2.r1s D'..vn bu.'S\l\<2-SS. 

• I.Ase. _y ou.r c.u.sto m Q.r's pe.rsp�cr.;.\le.
<::,<2..\� \f"\prc\J �d proHt & \Jo.1u.e.- oct
P,rod.u..c..n

• �nDW now lO l�(b\)� �(l,lf bu..sin<lSS.
• Disc.u.ss frna.ru:ia.1 vo.lu.e.s jW. WlLL

d<llivu. 
• In lF-..<2. C.Onsulto...l'\t r.ok D..cl l(� li\e..

c.ustDM. (2, C' I s Q'w T\ sro...ff 
J 

flOt o..n cur
St cke..r.
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* PLANNING m PEN�1E.. SENlaR. 11!\NI\G.Bi.ENT c.,.----..... 

* PR.oros1N6 A SOLUTlON

* HA�DUNG You!\. C.U5Tt>ME.ll

* ADYE�1lS\NG & SALES
PR..OMOllON 

PENE."\fl•-l•,l"\NG SENltiR. M6T. 
• Know w'no �ru<,.Q.! �q_ d.tt..is\ot\S

&. how ��:J ose. rw.r.h.<td.. 
• l\<Z.SQArcl\ c..urr�rJ \nd.ustr_y da.ra..
• RQ..SQ..Q..f"c.h C.U.IT'<.-t\r rnw IV\.olQ,f\(U 

pro\Jt�ion.
r . . • vJV\o..t o..re. tnts c.u.srom.cir s \V\dl'J

id.u.al prob�� &. kis 5clutlo f\S. ·' 
• W\t\ o.t ?Scz. :1 ou.r �olu.tL on� \f\

f i r'\0..1\C.Ull f<ifM.S. 
• E\JoJ..u..o.t� jour csolv..tlot\s in ,�r�s

--PR:-0-PO .... S_l_N_Qi_A_S_O_�-U-Tl_O_N
...,. Ot c.u.stoM.<Z.r o..d.d.Q.d. pro-tit·

• D�v�op opUot'\S. . • Pf"'2.se.nr ':j ous· Know\Q.d • tl 1M.fr\ cite. Q.rre>rs whtc.h l�cz.r
cR- l-h. <i. c.us\-aM.�r1 .� Ola) n -your c.r(l.d(b iii� ro so\\Je.. � tibUS\(\<l,$$ &.. how protrr custol'Y\.�r' 1 S pro'bl<l..M.S. is rv\ <l!i.e.. 

• Po.rrr..q,r l'v\.UXl>.Al 1r.,..pro\J{,d pf'Otlt 
l'V\M\r\5a.o------•�W1N: WIN

• Gi � ,z, opt"tbn s ln f ,n a.nc.,a1 \e.r l'\S

I
sih,.Jltion 

for solvt·"9 t\;,...e-1r prob\Q..Y"\S.
• De.rerrv-iif\e, &, sarisf_y c.u.stoMe.r's

MO$[ CDVV\p<Uling f\l'.1'.ciS. 

7 Obj'2.cl\·v� orlQ..n\a.t"<Z-d. 

AD\/ER11SIN6 & SALES ?�c:i110T10N 
• $howC.O..SQ. your c.u.s tcM<l.fS --------�, _ USQ. th <2.lr clu.\·M.s & res[LP\Ot'lle.5. • Pa.cl<.� o..c.c.ordtA9- re tt"--e. \e..\Je.l - Use � e.ir re..sults & �e. Q.V\dQ,l\c.£.. a.t w\-\tch yoo o.n. praJY\ori,-. 9 . 11 ,.1 _ i+-. -t ,, 
• Us� tmd.<L s�o� s &. V(hib-tbo�s - �tr<L ss w12. co..f\ u..u 1�� SO..VY\.Q. oi j'ou. 

St°rtSSil"\9 proti.t \·Mpro\Je.��i\t . 
• Ai"fV\ for ke-y O..C.C.CUC\t.s & rap

\-C<2,r Cll.SroTV\..ers. 
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...... 

CLOSING A SALE \N THE. CilSTaME\(S C)ff\Cf. 
* w 1TH IN l"r\£. VRDSfE.CT1S C)ff\CE - ---- - OriQ,f\fa..ti'oi\. • • �Vold. S\tt1n9 d\r<ldl� oppo<:,,t-

- Don't WQ"ihz.. hr.\.�. _j i" 'c.onfronfohof\1 

po�·\bof\.
* THINK fa�\T\VELY
* Ll51E.N C/\R.Efuu_y -------

1H\NK VoSlT\\JEu' �- • \<e.e.p �o one. sid.'2. a."d. d(ue.rt
- R<2.ra..in C.of\tro\ d inrU\Jlf-W' t Oltcz...nhon. a..w� �ft)fv'\ duk \i\h.r.

* USING LANG.U,t..C:tc. - Look ·for o.. c.hO..r\C.� �o dos�. • 't'our / lt;.(tir h·Mt. !
-Countu C.ol"\plo..ints "Y�s ... blAt ..'.' ·You. a.rt- ".'ot tt;.<LN- �or lk'l-
- Pl G.Y'\ for fQ..'5't srCJJ\c.� &, COLlf'lttr C.OY\\/ltrso.tlo (\ . . . . 

i� bdcr� ·,t a.ri5ClS. • If "'-czy OI\.\� w0-.nt o.. cha1 - rv:1?9"'�<l � 1s & <2.)(.1�. 
�------ Dof\'t \et �<l.. prospe.cl 'pu\- off' • lf tt\<Ly Cd.t\f'\c\- M._o.k.<l Cl. de£.�'StoF\ ftl'\d. Sol"\�DI\Q.

o...ru.c.isiof\. who <;<U\ or rQ,fr-\\"o.tt- �12. 1nt'2.I'Vl�W . 

LI STE.w CJ\�E.f UL\..'< 
• M oJ<.Q, lt fUJ..Sy to so.y "Y�S ! ,,

- List-a for si�n�s which
it'V\ply o.. sale.. ,·s \MMi" ent -. �----►- e.9. "How lon3 is �<l wo..rra.f\� Z"

- Dord· tf\rQ.rrupt II W�e.r\ CA'f\ .JOU. d.J2.h\J'2..r ?'' 
U�ING Li\NG.UI\GE- c..hoos� yous 
word.s wi It-. CQfQ. :-

- Nor ' 5 I�/\ \\:-. t contra.cl ... 1. but -
-, ' ... CoM.p Q.fQ th Cl po..pcirwork. ... 

or ' ... C.oV't\p\<ltQ, tf\q, o...9rC2.J2. M.<l.l\t.' 

• e> � p ,Q..p cxr e. d 10 c.u.t 5ncrl
y oLA.r pr<iSQJ\tahol"'I &.. do.sci
� <L sci1e..

- NOT ... ' co�t ' ... 1 purcha.se ' ... but
(sofru) ... ' in\JQ..S\-MCln\ ' ... 'OL.)Y\ tt-.,:s. '.�----------►• De.la..y pr,c..,q_ di5C.U.SSl0(\ 0..S 

lon9 o.s possib\12.. 
• Sra.te. pric.e. &. k.e.Q:p roJk,"-9

- fo..c.ci..- r o --fo.c.e.,
US'-. \itua.turQ
spo..r 1n glj. 
- Rctw,tczsrs for
bro&ur<l.s MO...'j 
ba, o.. ' sbtll' \7l.d\c. . 

* YouR. A1T\1UDE -------� Youll Ff fHT\JDE.
of \h<l- b<2-n<2.(it"s.�

Dern'\- d<2.ICl.y - ·1t'll p� 
* 1HE EfFECT aF '(ouR. - e,Q. S\nc.12.re..

- 5<2. opt-iMist,c..
- �Q. polibt. & srrii\e. 

tor ,hse\f Thol" MIA<:.h 5ooMr. 
PE.f\�DN <::>N THE. \?.)\.l'(E� - Bt. c.ontid.Q.nt,

�
. f>ui\d. c..onftde2.t'lc.e... 

- Obse..rv<i c.our\"Q..sie.s
__ ..,._.._- Proj'l.C..t' �ours.e.l� • • Proj<2,cJ & SQill � Durse\-f. -----►► R.<2.M<2-mber - a,s '-/CAJ..

• �12. pl Q,a_sa." r & c.he.ufvJ. h o..v cz. bCUl.f"\ shAcl.::J 1·ng 
PER�otJ�L PR.EPAIV\1\0N • Peopl<l.. bLlJ. ttnlV\. peop\Q., \V\Q. buyQ.f / so Yh<2-j 

- �e. ,e.st-12.d. To be2 t-,-red ,� they \ike, .&, t'e.ncl ro po..._y ho..v<?.. be..a..n stu.d_:jt."'.9
t-o \ose, en\hu.sinsM less altenhon to tt-..e price... you 100. 

- Ke.<2..p "j our Sus� ot hu.Mour
- PCl.r sonoJ 9room\·f'\9 ----------11�• 5 Q. ckel/\. Dant clf<ir offense,
- 5'2. o,9Cl.f\t sro & o.s5e.r\\vq_. b_y i.9noflf\_5} pusonoJ �.91·e.ne.. 

• Dr<2.ss ro..sh:'..-fulty. Thi'nk of your
iMo._9q, � _your c.ustoM12.r's
pe.rc.e.pho" o{ _you...•



LEARNING 

* How do prop\<2. kosf\ ? le.a.rm·"'9 t\od.�. o-a ----------►� LEMtN\�G MDl)\:.S(S11\GES)
* f a.ttor s '" pq_op\12S laarY\,,\� 5'\)lcz. s • 1�e.or ist 

H \ I 1' • Pf"a.9 Y't\olis\
* i sh�, Q_\J(l, bra.i�TU1\diof\� A.c.h\l \ st
* Fa.ctors v.)h\C.n proMotQ. Dr \""'-.pci<L • Reflector 

hi �'t\e.r l<Lv<21 bra.,ntu.f\cht>f\S. ��fY\US 'ff\Q'j c.."'-n.��� trnM. Qh_q_ ro O.W\clt.CZf 
,� suc..c..c2.,ssTcu'\ ------

HIGHER LE\JEL 
�RMN f UWC.1\0NS 
lt'\dud� :-
• �t-rnt�tc. p\o..""''Y\9.
• Pmb_\�'M. St>hJ\"9. 
• btt\S\OY\ Y'I\Cll(\f\g.
• LQ.O..rV\\{\s troM 

�i Q..W\C.� / C)�<U'S . 

� I t-\1:.Mo�Y!� 
� � � � LEfT R\CH\1 

Ana..\:y sis
Words 
P\O.M\\f\9
Ac.Hon 
Sq_<\,ll<Z,t'\tlo.l 

5�\"'i"'<l.S\S
Plclurcz..s 
Pr,cr\h S\f\(\ 
Tclvt G1tW\ctff<lt'°"
Spo,b·o..\ 

f AC.Toll.5 IN PEDPt£: 3 LEA.RN\NG 
• 11-\£.()R.\ S1 - rtct,gf\tSt.S \J a1 u.e.. ot 

c\t:-.e..r' 1 upe..de..M:�i Strong s�sci. 
ot \/ahu.s; fQ..4.SC)Y\S -\M· d�l\9 �'".9S.

• PRMHA.l'\�T- kno�s �t:)r\d. is tti�tM .. xi <l" 

infu:1\-i\lct ,Q..oli!� ior_g11.f\.1�ar1of\ is 
too \Jalu.o.b\cz. %c e.x�<2.rimctf\t. 

• Aq1\J\ ST - p\ 12.0..�u.ro. tfbM. o .. tho "; 
do,n9 �\ngs . Host �ork rt.o;.i,N-s
stra..ight cz.ne..r.9� &. guts .. 
• R.E.fLEt.Tolt - ru�ogf\\SU o... \o�it.o.1,

und.ctrsta.f\d.o.h\<2. wor\ d i nu:m.,\ir_y 
i � OJ'\ o!. j s ( f\ 9 O\Nn \N cz.o.k Y\ e..s s es ; 
�O..f\tS h\9� \Jruu.t. Du.tput. 

LEAP-.N\NG C..YC:LE. 
I PP-.AC:iMP-.1\ST 1-◄J-----ITuEOR\H I 

t � 
\ I\CT\\J \ ST I ► I RE.fLE<:ToR. I

FM.TDRS INfLUENC.\tJG Mf\1\..\R\\'1' 
• Ne.<2..d ra \q_(U'f\ \-o SUf\Ji\JQ. ...... .

. . a._s. ;it,-·n :-:,�or 9rcup 
• EMohono.l supvor� &. 'S<l.Cur',r_y .... 

.. '2-9· you.f\9 ue.c.. 9a.ttir-i9 .-..o..rriOA 
• Life.. C�d Q, to..c..\--or � <U_3. ff1a.jor 

proMOflo(\ \f\ prospeLt. 



7'RA.\�Ell5 \JlE.'w Of 
COMPUTER 6ASED TRA\N\t-JG (C_f).T) 

-

� fEATUR.ES Dr C.�T. { 
* C.B 1 . UN't<.E!) 'w\1\\ c...�.L.---
* PRDe>L£t-lS ',JIT\\ C..l!,'J. �

FOR T\-\t. lRA\"NEE. � I
• \\M.12... -£er � \d.� ft> �
�r'2.d. &. r1:1 � �ti\Jo.tu..

• T(� tc b<2.e0'fi\.q_ io.."'-\\ (Clr
W\� u t\o..rru.oo.n., �ny
K<Lj' boa.rd.. s \(\\\s

R�d.u.u.d.. b� k us t. ��
to� S�lh�t.(lV) SCrU.Y\3

• If\tt\o.r� C..BJ. & rQ.ll
ro d.o ? 

• L\nci.u-roh. �<2. f<?>.iY\\y'\g nQ.Q.d.s o..n��Sis &
counsQJ &. sila..c.t c.curse..s / candid.ol'es � 
••••••••• CHl:aln\� no\- lv\.Q. C.O"'-p:r J 

The. tafl\put12...r l'f\.a._J'. n'l.\p \V\ O'f\t.
or t-w o o-f- �u� f-a.sks lat� on. 

lf\lho.bn� <:..B.1. ��(ru <l. 
1M .. O..\J::} \Y\\J<l..StN.�f\t of ·tu.Y\d..s. Thct 
(OSfS a.r'l. 'mY\t \oo..d..td.' cm� �� 
r,o.iN�_g blJ.4.��- �Q..nd"ics 'f't.JJ...;J bt. 
slt:iw_ C.OM.i�g. You �a.\1Q.. 9or re 
gQ.r· t\- rfgY\t - �irst �\� ! 

.J 
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WR\TlNG 1RA\N\NG C1�1ECT\VE5 (1) 

* WHY WR\TE DB1EC.,T\\JES ? ---------------� W\-\'< C>e>JEC..1\\JE5 ? -- ·----►--- W\-lf.N DB1E.C.TIVE.<::i ?
* T\-\E RnLE Df ll\E C.Ot .. W�N'< ,�J\\NER. 0 To fD cu s a.ttmt,Of\ of\ �<2. • Ob\e.c.h�es s�wlci be.
* AI\V\� \IUsu.s C)�-:rECf\\JE� o 

Sp�iftc rt.�itU�\.e.nts _of wriR<l.r\ -first o.s al\ D\i&-
* CU\�S\f \C.ATION Of a. �n.rhw.lo..r rrp..,t\il'\g S\\u.oI1t)(\. a.cftoY\S �e.t\a. l..4)�f\

�Vt\. 

WHY WR\TE. C)bJE.C..T\\JE.S ? 
0 ObjQ.tli\Je..s o..re. pr<2..c.istt sroj"U'4\cinr� 
w\-\\c.h ntlp d.Q.� it\ct cl<2.o..r� �� cha.f\9u 
WnlC.V\ th� tro.\f\lf\<) ho..s ro O..t�\e.\Je.. ----

0 Th <l..'j fQ.<\,l:1,re. k.(\o\,l\e<l_qQ. ot \\;.__cz, �u.bj<u.1-
"TRMNE�' S ROLt. (,n ttrl'l\.3 ol pr�- & pos.t- t°f'�\"'"-9 Q..Xf)Q.cl:�.ht>m) 

., "Thct ou.tC.QM.Q. ct to QJ'\d.b\<L \h<2.. t,o.ine..r to ·.-
tra.\·t\fr, 9 i� t\\f\Na£. -- - \imtr a.�b,gul) ot ,·nt<2.rpre.b, .. \\on,

• 1ra.in US ar� Cl\�E ~ <l.l'\SU.f'l. V"\'l.0.SU.f'CZ.M.Q..f\t \-o ci<t\-cz.rf't\,tH! 
AGE.N1<;. &..� C2...He...chve..nus ot \h.<2, rrn.,f\'"9, 

(Tho. t."'-an � tl. s o.n. - d. t.c..i d..ct en �ct b e2,s\ \ <LG..t'Y\\W\ 9
usu...o.l\� Hf-d.Q..r,�cz.d.) s\-ro.t<l.g� \-o a.c.hta.\J<Z. �<2..M.

0 1\-\.<l.j pm\Jid:.si. a.. t-czrse.. �U.'M.M.Q"-j D-t 

AIMS \1CZ.rsu.s GB'JEC.T\\lECS. the... C.DU('S<l.. 

O AIMS Q.(""Q, sra.r<t'MQ.,f\fS c� Whal 
thcz. rro.inu wis\-\ e..s ro o..c.�(e.\Jit

0 OB"JEC..T\\IE5 to.k<2. 'F\\MS' o.pn.r\-
rc \is\:- �t.. CJmshhu,f\\- a.t.btu.d.u, 
skills , kf\ow \ ctd. g Q. or b <L\-\o...\J io us s 
whic..h 't\:- \S d.<2-s i rQ.,d. tn c.ho.,\g<i. 

CLASS If \Cf\1\DN Df INSTR.UC.T\�NI\L 
O�JE.C. T\\JES 

o 1he:i M.O...:J bQ d�frhvl \V\\:-o \t..<i
� doY-A..a.iV\.S o� \e.arn,r\3 ·.-

- CoAV\·,h ve..,.
- �ff'eth\J<i &
- f 5 � t � oMo'fDf.

(5e� S. 1M-/7b) 

/\\tH - aH.. usu.al\� bfbo..cl\_y 
bo..se.d. o • .t\<l. o..r�/ p<l.rl'V\ttt <2.,<l. 
\-o b<l. vo..gu.Q. Rt o..�b(guous. 

0( ISSUE. 1. 



...... 

WR\1\NG TRA\N\NG OhlECTl\JE.S (2.) 

* WHAT \5 THE PUR.\>QSE Df 0�:JECf\\JE� 0-0----------------►�t>B!EC.l\\JE� MUST :-
* TRAINERS' PI\E-REQU\S\1E R.t..)LE. O 

i 
O D<l.scribQ.. \he. o.c.b\l\[y ro bet f't\O.SfQ.fCLd. .... 

* TYPE s Df O�JECT\VE. 0 Scz..t d.o\A1n \k<2.. c.ondibons Ut'\<l� w\\ic.h 
* T ·,t 'fV\o..� ba.. pufonM.d. ..... . HE LAN6UF\bE Of Of>JEC..11\/ES

O Sra.\- e. \-o w�ol Sfo..Y\ d..a.cd. ·,r M.u.st bci
� Hl<H\E� C>�ER LE�RNING pu-for�cl or WI� who.r toff\µefU\c.� ...... 

"TRA\NE.llS PRE-iEQU\�\lc.5 ° Be. a..c.c.ot'\pa.n\Q.d. w\th detO:\ls ot t'IET\\DD
. di- �sur<2,r1d2.�t & b_::, \JJ\\aK. 

o Ano..\':/ se.. \he. O.Q...S\fQ...d sk:H\/ \<.no'1.\\ctd...9e --
r<l..oµ,rt.d to pufor� cu, n.c.\-ivi\-�. 

0 t\ssus �Q, fm,f\u.' l C<kpa.bt\it:{ t"o 
do ·,t V\OW. 

o Assess .. whnt utco.. tro..,o,ng ,s rq_�irQ.d
\"'o COME\ 2-t(Z.. \h2. (l.Cfiv\t) to a. po..rh�\l \cu
\e.\J(Z..\ Ot C.O�pU-U\CL.

1'1PE � ()f C)�:re.c...··n\JE. 

►WO�� To �E ,\\JO\I>ED
- \-a KN()�,
- to UNOE.RSTJ\Nn,
- t'o l\\>PRECJA1E,
- h� LE"RN, <l.tt..

H\uHElt QRl)E.R LEAR.N\NG 
0 C.U\ss1Hc.�-now - usi,\9 re.ul\<Z.d i"·for�o.hon 

\-a c..la.�sif_y Kins,s Mr Sct(tn ()f' NJ bd'()re.. 
0 RUL\:. US\WG - \o.o.rY\�3 U.SQ.. ru\cu \o Pf')du..c.Q 

r'l..sult .t \r\ o.. sltw>.ttM W�U'Q. ouh:nM.e. (.s U.f.kf\�n. 
0 PRt>t>l.E.t'\ SoL\.llNG - u�cts \ <2.4.rM. d.. rlll.Q.S or lr\�o ".'. 

on a.n c uok nown' s·,h1..o.l"'(Of\ to pmd..u.t� Cl cksirfl.d. 
out-c.o M.2-

►WORDS Th USE
- t"o .. f\\)J\1ST,
- ro �RRA.NGE.,
- to L\ST,
- to C.K"NGE,
- to E.X.PLA.lN ,de.



\ .. 

. 
I\) 

co 

WR\1\NG 1RA\NlNG D�3E.C1\\JE.S (�) 

* WHY DD YOU C.Lf\SSlFY \NSTI\UC.TlDNf\L O�JEGT\\JcS ? -0 
--------►� CLASSlf Y \NSTRUC.T\ON/\L

* How DD YOU CLASSIFY l�S1RUC1\DNA.L C)�JEC.T\\JES ? oeiJEC1\\JE.CS 

W 
O To c.n<Lc.k a.cr.Ufa.tj & �e.r\C.\f\C\ 

* HAT MA.\N ff\CTDR.S C.J.JJ AffEC..11RA.tN\N6 of <3rollp�. 01 ad-t"Trie.s 
Oe,JECT\VE.S ? 0 1o d.e,vcz.\or o..pproprtole. 

HA\N fA.C-foR.S MfE.C,1\NG 
TR.A.IN ING ae,JEC:.1\\JES 
o CoV\d\r·lor\S ------
0 Pa.,rforM.nY\c..� ---

f • S\-o.."d.a.rd s 

51/\Nt)/\t\\)S 
- A\r()..\(\�l<L I c..a.pctb\Q.

of 0..Ch \ Q,V �'M.. '2. 1\ t.
- Le..\Jd ot p(Z.fforr't\.O..V\C.Q.

re.qµ·, r <2. d:
- N Q.e.d to tom.pa.re A.C..TU M.

pu�orf'\.a.V\C.� \..}Wt;,. M\NlttUM
bESlflED pUtofl'<\.a.1'\C..e...

rERfOtU11\NCE 
- Mu.C3� b<2, ll.� obs<lf'.lnb\Q.
o.tllof\ Df So� k(Mi.. 

- Stat<Z,�a.nt s of ohjfZ.cl-iv�s
MllST cn"-bun M oPf>C1:>pri�
v�rb 

ClASS\fY\N G oeJE.CT\\JE..'S 
ThQ. � \ M.(t'\\l{\s d.DW\OJ.W\S 
a.re.. ·.-

° CO&N\Tl\JE. 
C O AffE.C..1\\JE. 

0 PSYC�DHDlDR -----

/\ffEc.1l\JE \)t)MMN \f\clu.d.e.s ;-
• Altil-lLd..Cl..S 

1 
\t.rullf\9 ro

k,."'d.s o-{?- b<l-ha.\Jiou.r.
• Intt,ft,S[l.
• Vo.hu.s.
• EW"-ohonal. stale,s.

� ihS ln.tc..hcmd..l strare.qt'ts 
O To wr,\-a. Qwcaptio.tcz.. fQ.S� ·J<tf\\.S lo To fo...c.\�1\"ora... \\(Q, LlrtbY\� D�

objQ.C.h ...ie..s 

• MakQ.S w,-\b·"'� o�Q .. ch\JQ...S
Q.0..3 i<2. r & clcuirC2.r. 

• It lS \M.por \-a..�\ f O M.e.Ll.SU.fQ..
. \a,o..rn�, pQ.rfo, �a..v--.c.e.. o.ct.UJfaf<tlj .

·D\He,r'l..f\f t�pe.s � \ettrnif\_q ft<V-1-ir�
diHer�"t me.,�d.s of \I\St"ru.c.hoA.

• So�ti""-<Ll lnw O@Elt to..sk..s O..f"e..
pr�-r<l<\}1tstre.s of \-\\6\\ ORDER. \-ctsks.



• 
(Al 
0 
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