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Series Highlights

The Crisp Series  
The best in personal and professional development learning materials

Instructor Guides for the Crisp Fifty-Minute™ Series
Instructor Guides turn our award-winning self-study books into an instructor-led solution. 
Combined with Fifty-Minute Series workbooks, these spiral-bound manuals provide a turnkey 
solution for highly-interactive, fast-paced, and fun classroom training.  (See page 37)

Crisp with e-Learning—Experience True Blended Learning
Our high-quality Crisp Fifty-Minute Series titles are now available with engaging e-Learning. 
Enjoy the benefits of a workbook-style Crisp book enhanced by interactive e-Learning activities 
and assessments.  (See page 42)

Custom Solutions—Easily Structure and Create Custom Materials
License or customize the most popular Fifty-Minute courses with our easy-to-use Crisp  
CustomCourse customization engine. Output your course as a Word document, PDF file,  
or Web page, or let us do the work for you.  (See page 45)  

New and Improved Learning Tracks
Designed for self-directed, in-depth learning, our Crisp Learning Tracks bring together the best 
Crisp books on a topic area into one cost-effective bundle. Available for key subject areas such as 
leadership, customer service, and supervision.  (See page 47)
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Dear friends and colleagues:

For over 20 years, the Fifty-Minute™ Series has continued to 
be the best in business and professional development books 
available anywhere. 

In the last year, we’ve had some exciting developments:

	 • �Great new titles—The series contains more than 250 
books, featuring new titles on important and current 
topics, such as Sarbanes-Oxley, e-mail management, 
and event planning (see book listing starting on page 6).

	 • �Instructor Guides—Perfect for classroom learning,  
our new, fully scripted Instructor Guides are filled  
with resources and tips (see page 37).

	 • �The Crisp Retailing Smarts Series—This outstanding 
series, created in partnership with the National Retail 
Federation, has been improved and updated (see page 41).

	 • �Crisp with e-Learning—New highly-interactive  
packages feature a Crisp Fifty-Minute book with  
e-Learning (see page 42).

With all of these timely updates, Crisp continues to be  
the accessible, easy-to-use series that you know and love.  
As always:

	 • �Crisp books are written by top experts in their fields, 
many of whom are also classroom instructors.

	 • �The concise, user-friendly, interactive format makes 
learning fast, easy, and fun.

	 • �Highly-interactive Fifty-Minute Series titles include 
exercises, case studies, and contemporary examples 
throughout.

As we begin our fifth year publishing the Crisp Series, I’d like 
to thank you for your interest and business. If you’ve been a 
long-time Crisp user—we appreciate your loyalty and think 
you’ll be excited by our expanded offerings. And if you’re new 
to Crisp—welcome, and we hope you enjoy. 

Sincerely, 
Mike Springer 

President and CEO
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The Crisp Fifty-Minute Series™

Easy-to-use, interactive books  
for personal and professional  
development
Crisp Fifty-Minute™ Series books are designed to communicate  

important, relevant information in an accessible, easy-to-use  

format. Packed with activities, self-evaluations, planning tools,  

and effective, real-life examples, these widely acclaimed 

books deliver lessons on basic business and professional 

skills essential to employees at all levels of an organization.

With the largest selection of affordable professional  

development training materials in the industry, the  

Crisp Series offers reliable, enjoyable solutions for both  

self-paced and classroom learning. Each title is carefully 

developed around specific learning objectives supported  

by a professionally developed assessment. 

New offerings such as Instructor Guides, improved Learning 

Tracks, and e-Learning packages, along with the Fifty-Minute 

Series and the Crisp CustomCourse customization engine, 

make the Crisp Series the most flexible, extensive soft-skills 

training solution available today. 

The Downloads section of our Web Site Offers Out-
standing Resources and Support— 
www.axzopress.com 

Visit our dedicated support site for instructors.  
Key tools include:

	 • Free Crisp assessments 

	 • Lists of the most recently published titles

	 • �In addition, PDF previews of Crisp courses  
are also available on individual book pages  
at www.axzopress.com

The Crisp Fifty-Minute Series



5888.534.5556   

Six reasons to put the Crisp Series to work:

1. �Books are developed by top experts in their fields.

2. �The user-friendly, interactive format makes  
learning fast, easy, and fun.

3. �The series covers a wide range of important  
soft-skills topics—over 250!

4. �Fully scripted Instructor Guides let you turn  
Crisp Fifty-Minute books into an instructor-led 
solution complete with PowerPoint slides,  
overhead masters, and classroom handouts.

5. �Highly interactive Fifty-Minute titles include  
exercises, case studies, and examples throughout.

6. �Test learners’ knowledge of the subject matter 
before or after a course, using a free 25-question 
assessment.

The Crisp Fifty-Minute Series

Competency-Based Learning

Comprised of more than 250 titles, the Crisp Series offers 
broad coverage of important and current soft skills topics.  
To see a matrix which lists Crisp Fifty-Minute Series books 
and notes which key topic areas they cover, as well as which 
ancillaries are available to complement each book, visit our 
Web site: www.axzopress.com/instructor.

“ �Why do I use Crisp books? Because they are  
high-quality materials. They focus on key  
important points for each topic—and they make 
students think. Crisp books provide a well-paced 
reflective process, with practical exercises—the  
type of process needed to teach the “soft skills,” 
management skills, and personal development  
skills the books focus on… I also like the books 
because they are simple, clear, and straightforward 
without “talking down” to students… Students  
appreciate the practical nature of the books, and  
the “real-world” examples and exercises.  

                       —Marguerite Langlois, community college 
instructor and training consultant  

”
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Crisp Fifty-Minute Series™ Titles
b u s i n e s s  a c c o u n t i n g

The Accounting Cycle,  
Second Edition 
Jay L. Jacquet and William C. Miller, Jr. 
Written for the beginner, this concise  
guide maps out the accounting cycle:  
balance sheets, income statements, ledger  
transactions, trial balances, and closing 

entries. Ideal for small or new businesses, this book explains 
single-entry and double-entry accounting, and cash versus 
accrual accounting. 
1-56052-667-X....................................................... $13.95 
CBT • IG

Accounting Essentials  
Jay L. Jacquet 
Understanding the numbers associated 
with day-to-day operations is no longer just 
the domain of the finance and accounting 
departments. Everyone should learn the 
fundamentals of the cost of their organiza-

tion’s products or services, the price strategies involved, and 
the impact that short- and long-term decisions have on the 
bottom line. 
1-56052-698-X.........................................................$13.95 
CBT

Sarbanes-Oxley  
Editors of Crisp 
1-4239-5049-6....................................................... $13.95 
CBT • IG

b u s i n e s s  &  o f f i c e  s k i l l s
E-Mail Management  
Nancy Flynn 
This book, from industry expert Nancy Flynn,  
offers expert advice and best practices for 
individuals and organizations eager to get a 
grip on e-mail overload. Self-assessments 
and exercises allow readers to put the fifty 

strategic tips and best practices to work on the development 
and implementation of a customized e-mail management 
program. 
1-4239-1799-5........................................................ $13.95 
IG

Event Planning for Everyone  
Kathleen Begley, Ph.D. 
This book will take you through all the  
steps on your way to planning, organizing,  
marketing, and pulling off a fun, memorable,  
and successful event. From developing a 
framework for the event to negotiating with 

vendors to preventing problems and recovering from those 
that occur to reviewing the event after it’s over, Event Planning 
for Everyone provides tips and tools to help you manage the 
process of planning successful events. 
1-4239-5528-5.......................................................  $13.95

Meeting Skills for Leaders,  
Third Edition 
Marion E. Haynes 
Use this planning guide to help you eliminate  
time-wasting components and benefit from 
lean, productive meetings. Formerly titled 
Effective Meeting Skills, this book includes 

helpful tips, exercises, and checklists. 
1-4188-6489-7........................................................ $13.95 
CBT • IG

Crisp Series Titles • Business Accounting / Business & Office Skills

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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Formatting Letters and Reports  
Eleanor Davidson 
1-56052-130-9........................................................ $13.95

JIT Forecasting and Master Scheduling  
J. David Viale 
1-56052-424-3........................................................ $13.95

Office Politics  
Rebecca Luhn-Wolfe 
1-56052-445-6....................................................... $13.95

Presentation Skills, Third Edition   
Steve Mandel 
1-4188-8912-1......................................................... $13.95

Preventing Workplace Violence  
Marianne Minor, M.S.W. 
1-56052-258-5........................................................ $13.95

Professionalism in the Office  
Marilyn Manning 
1-56052-606-8....................................................... $13.95

Sales Conferences and Meetings  
Kathleen Begley, Ph.D. 
1-4239-5730-X........................................................ $13.95

Starting Your New Business, Second Edition  
Charles L. Martin, Ph.D. 
1-56052-144-9........................................................ $13.95

The Telephone and Time Management  
Dru Scott  
0-931961-53-X........................................................ $13.95

888.534.5556 Crisp Series Titles • Business & Office Skills

Office Management, Second Edition 
Marilyn Manning and Patricia Haddock 
A concise guide to effective office manage-
ment. You’ll learn how to plan, organize, 
and establish controls for better results. 
Exercises and case studies cover leadership 
in the office, performance measurement, 

coaching and counseling skills, and more. 
1-56052-604-1........................................................ $13.95

Organizing Your Work Space,  
Second Edition  
Odette Pollar 
Tackle that endless flow of paper, e-mail, 
and other incoming information with  
creative filing tips, clutter-busters, and 
workable action plans. Start today! Manage 

your desk and your desktop.  Keep clutter away permanently.  
1-56052-522-3........................................................ $13.95 
CBT • IG

Basics of Inventory Management  
J. David Viale 
1-56052-361-1........................................................ $13.95

Basics of Manufacturing  
J. David Viale 
1-56052-303-4....................................................... $13.95

Business Etiquette & Professionalism, Second Edition 
M. Kay DuPont 
1-56052-475-8........................................................ $13.95

Disaster Preparedness  
Julie Freestone and Rudi Raab 
1-56052-495-2 ....................................................... $13.95

Employee Suggestion Systems  
Robert Bassford 
1-56052-395-6........................................................ $13.95

Ethics in Business  
Robert B. Maddux 
0-931961-69-6....................................................... $13.95

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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Writing Effective E-Mail, Second Edition  
Nancy Flynn and Tom Flynn 
1-56052-681-5........................................................ $13.95

C h a n g e  M a n a g e m e n t 
Change Management,  
Third Edition 
Cynthia D. Scott, M.P.H., Ph.D.  
and Dennis T. Jaffe, Ph.D. 
With today’s fast-paced and hectic way of 
doing business, change in the workplace  
has become an everyday reality. Major 

changes, such as mergers, takeovers, and layoffs, can leave 
employees feeling confused, fearful, or disheartened. For-
merly titled Managing Change at Work, this book helps manag-
ers work through organizational change with strategies for 
providing positive leadership while dealing effectively with 
resistance and other trouble spots. 
1-4188-8915-6........................................................ $13.95 
CBT • IG

Coping with Workplace Grief,  
Second Edition 
J. Shep Jeffreys 
The losses we experience are seldom ones 
we have control over. Changes in the  
workplace, such as mergers, downsizing, 
and reorganization, or the death or serious  

illness of a loved one or a co-worker, affect our morale and 
productivity. If you are coping with major changes in your 
life, you may be feeling pain, anger, or fear. Coping with  
Workplace Grief shows you that you are not alone. You will learn 
about the sources of change in the workplace, and explore  
the different ways people react to change. 
1-56052-676-9....................................................... $13.95

Managing Personal Change,  
Second Edition 
Cynthia D. Scott, Ph.D., M.P.H. and Dennis T. 
Jaffe, Ph.D. 
It has been said that change is the only con-
stant, and all of us will experience changes, 
both large and small, in our lives. In today’s 

fast-moving world, we are all confronted with changes daily 
whether we are “ready or not,” leaving many of us feeling 
overwhelmed, confused, or uncertain about the future. Man-
aging Personal Change will help you understand your reactions 
to change while suggesting ways you can respond more posi-
tively and productively through transition periods. 
1-56052-680-7....................................................... $13.95 
IG

Stress That Motivates, Second Edition 
Dru Scott 
Stress is an inevitable part of life. There are 
many books out there that seek to eliminate 
stress, but what about putting stress to work 
instead? This book introduces readers to this 
revolutionary way of thinking through “self-

talk secrets” and insights that will not only help them recognize 
their stress triggers but will motivate them to consciously change 
the way they think and react to stress. 
1-56052-537-1........................................................ $13.95

Plan B, Second Edition  
Elwood N. Chapman 
1-56052-195-3........................................................ $13.95

Stress Management, Third Edition  
Merrill F. Raber M.S.W., Ph.D., George Dyck M.D., and  
Barbara Preheim 
1-4188-4710-0........................................................ $13.95

Systematic Succession Planning  
Sandy Pokras 
1-56052-380-8....................................................... $13.95

Crisp Series Titles • Business & Office Skills / Change Management
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Coaching Skills for Leaders 
Sam R. Lloyd and Tina Berthelot 
In today’s business environment, the ability 
to coach employees is increasingly found  
in many managers’ job descriptions.  
Traditionally, a manager’s responsibilities  
have included providing direction to  

others, setting goals, overseeing work, and solving problems. 
While these duties are still part of any manager’s job, more 
and more organizations are recognizing the need to retain 
managers who are also coaches—leaders and teachers who can 
motivate people, provide encouragement, and give positive 
feedback to help others do their best. 
1-4188-6492-7........................................................ $13.95 
CBT • IG

Making the Most of Being  
Mentored 
Gordon F. Shea 
This book will teach you how to create a 
strong mentor/mentee relationship, and 
how to grow from that partnership. You  
will learn what mentors can offer you, how  

mentoring can help you manage your self-development, and 
how to pick a mentor. As a well-prepared mentee, you can  
look forward to a rewarding opportunity for personal and  
professional development. 
1-56052-546-0....................................................... $13.95 
CBT • IG

Understanding Organizational Change  
Lynn B. Fossum 
0-931961-71-8........................................................ $13.95

C o a c h i n g  &  M e n t o r i n g
Be Your Own Coach 
Barbara Braham, M.S.W. and Chris Wald, 
M.A., Ed. 
This book will show you how to recognize 
opportunities for personal and professional 
growth, define commitments to yourself and 
keep them, develop greater self-confidence 

and self-awareness, and understand the power of your feelings, 
moods, and reactions. It is possible for you to develop your own 
approach to learning and excel without the benefit of a formal 
coach. By developing self-coaching skills, you will empower 
yourself by creating new possibilities for growth for yourself and 
your organization. 
1-56052-581-9........................................................ $13.95 
CBT

Coaching and Counseling,  
Third Edition 
Marianne Minor, M.S.W. 
Fine-tune your skills as a motivating manager,  
supervisor, or advisor with this proven 
self-study primer. Learn the differences 
between counseling and coaching, and 

understand when to apply each technique for the best results. 
Hands-on chapters help you identify your weaker coaching 
and counseling skills and build upon your stronger ones. 
1-56052-655-6........................................................ $13.95 
IG

Crisp Series Titles • Change Management / Coaching & Mentoring

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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Mentoring, Third Edition 
Gordon F. Shea 
You’ll find this updated best-seller to be 
an insightful guide to better mentoring in 
today’s workplace. This quick-read manual 
teaches you the skills for becoming a  
competent, inspiring teacher. It explains 

the many styles of mentoring, ways to understand mentee 
needs, and types of behaviors to practice and avoid. Features 
real-world, ready-to-use advice, with a special section for 
handling unique situations, including cross-cultural and 
gender issues. 
1-56052-642-4....................................................... $13.95 
CBT • IG

Performance Management,  
Fourth Edition 
Robert B. Maddux 
In this book—formerly titled Effective  
Performance Appraisals—you will learn  
how to maximize employee input and 
participation during an appraisal, how to 

maintain positive communication about expectations versus 
performance, and how to follow up on agreements reached. 
The techniques outlined in this book will help you fashion  
a well-planned and thoughtful process for creating an open 
atmosphere for discussion and for leading the way for  
employees’ personal development and growth. 
1-4188-8914-8........................................................ $13.95 
CBT • IG

Coaching for Development 
Marianne Minor, M.S.W. 
1-56052-319-0........................................................ $13.95

Media Interviews, Second Edition 
John Wade 
1-4260-9107-9....................................................... $13.95

Multipoint Feedback  
Deborah Jude-York 
1-56052-427-8........................................................ $13.95

Partners in Performance  
Tony Moglia 
1-56052-446-4....................................................... $13.95

Personal Counseling, Third Edition  
Richard Knowdell 
1-56052-184-8........................................................ $13.95

C o mm  u n i c a t i o n
The Business of Listening,  
Third Edition 
Diana Bonet 
It’s a fact—most of us use only one-third of 
our listening capacity! Learn how to expand 
your listening abilities and become a more 
effective communicator. This easy step-by-

step improvement program teaches you how to take in greater 
amounts of information, remember more, and “hear between 
the lines.” 
1-56052-590-8....................................................... $13.95 
CBT • IG

Communication Skills for  
Leaders, Third Edition 
Bert Decker 
Formerly titled The Art of Communicating, this  
valuable guide teaches the nationally famous 
Decker system—a powerful communication 
tool that emphasizes the role of posture, 

gesture, dress, voice, and humor in making an impact. You 
will discover proven techniques for getting and holding your 
audience’s attention, nine skills to enhance your credibility, 
and a discussion of how our habits affect our communication.  
1-4188-6490-0....................................................... $13.95 
CBT • IG

Crisp Series Titles • Coaching & Mentoring / Communication 
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Networking for Success  
Nancy Flynn 
This book will help you build the tools 
to initiate a networking plan with spe-
cific goals, establish relationships that are 
meaningful and long-term, use electronic 
media to expand your network, and develop 

ways to promote yourself through your networking. Everyone 
has a personal networking style, and this book will help you 
understand your style, and design an approach that will work 
for you. 
1-56052-682-3........................................................ $13.95 
CBT • IG

Presentation Skills,  
Third Edition 
Steve Mandel 
Enhance your presentation skills and  
shine in any meeting with this friendly, 
concise best-seller, formerly titled  
Effective Presentation Skills. Includes  

everything you need to know to deliver a solid sales pitch or 
presentation with clarity, credibility, and confidence. You’ll 
learn how to organize your thoughts and data for maximum 
impact, develop eye-catching visual aids, and use effective 
body language. Also includes the how-tos of conducting  
effective question-and-answer sessions. 
1-4188-8912-1......................................................... $13.95 
CBT • IG

50 One-Minute Tips to Better Communication,  
Second Edition  
Phillip E. Bozek, Ph.D. 
1-56052-459-6....................................................... $13.95

Communicating with Employees, Second Edition  
Frank Corrado 
1-4260-9111-7......................................................... $13.95

Creating Rapport, Second Edition 
Elaina Zuker 
This book provides students with the infor-
mation to develop rapport skills to better 
understand and communicate with people. 
Students will learn refined listening skills 
and how to discover other people’s decision-

making strategies, which will enable students to enhance their 
ability to influence other people’s decisions and communicate 
flexibly. 
1-4188-4688-0....................................................... $13.95 

Face-to-Face Communication 
Kathleen Begley, Ph.D. 
Even as technology has allowed us to  
connect with an ever-expanding global net-
work with the click of a mouse, face-to-face 
communication is still as important as ever. 
Improving one’s in-person communication 

may seem quaint in this computerized age, but most work-
place situations, especially those involving conflicts, feelings, 
or other sensitive issues, still demand human contact and 
effective interaction. 
1-56052-699-8....................................................... $13.95 
CBT • IG

Making Your Message Memorable 
Deborah Shouse, Ron Zoglin, and Susan 
Fenner, Ph.D. 
Delivering your message through stories 
is an excellent way to break the ice, inspire 
people, share good news, build team spirit, 
and more. This book shows you how you can 

put stories to work in everyday business situations. You will 
learn a number of techniques for turning your experiences 
into effective stories, as well as advice on getting to know your 
audience, finding your storytelling style, and bringing your 
story to life. 
1-56052-688-2........................................................ $13.95 

888.534.5556 Crisp Series Titles • Communication 
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Emotional Intelligence Works  
Michael Kravitz and Susan Schubert  
1-56052-584-3........................................................ $13.95

Graphics for Presenters  
Lynn Kearny 
1-56052-315-8........................................................ $13.95

Improving Peer Relationships  
Norman Hill 
1-56052-305-0....................................................... $13.95

Making Humor Work 
Terry L. Paulson, Ph.D. 
0-931961-61-0........................................................ $13.95

Negotiation Basics, Fourth Edition  
Charles Lickson and Robert B. Maddux 
0-619-25907-8....................................................... $13.95

Technical Presentation Skills, Second Edition  
Steve Mandel 
1-56052-263-1........................................................ $13.95

Using Visual Aids, Second Edition   
Claire Raines 
1-56052-326-3........................................................ $13.95

Vocabulary Improvement  
Diana Bonet 
1-56052-124-4........................................................ $13.95

c o m p u t i n g
Excel 2003 Now! 
Learn how to use Microsoft® Excel for tasks 
ranging from fundamental spreadsheet 
functions to integration with other Microsoft  
Office programs. The step-by-step instruc-
tions in this book will help you learn the 
basics of this spreadsheet program so  

you can create easy-to-manage and professional-looking 
spreadsheets. 
1-4188-4109-9........................................................ $13.95 

PowerPoint 2003 Now! 
PowerPoint has become the preferred  
presentation format in corporate board-
rooms everywhere. This book will show you 
how to make the most of this program, from 
building and designing a basic presentation, 
to working with graphics and text objects, 

and running and printing your presentation. 
1-4188-4116-1......................................................... $13.95 
CBT

Word 2003 Now! 
Master this essential software in just a few 
short lessons. Many office workers use  
Microsoft® Word on a daily basis to write 
letters, formulate reports, and build Web 
pages. This interactive book encourages you 
to work at your own pace, with plenty of  

exercises and examples to help you along the way. 
1-4188-4115-3......................................................... $13.95 
CBT

KAZ (Keyboarding A to Z)  
Editors of Crisp 
1-4188-4108-0........................................................ $13.95

Crisp Series Titles • Communication/ Computing

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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C r e a t i v i t y
Clear and Creative Thinking  
Herb Kindler, Ph.D. 
Develop the kind of breakthrough thinking 
that generates new ideas, creative solutions, 
and sustained success. This book will show 
you how to think outside the box, overcome 
obstacles to problem solving, and find your 

way to great ideas. 
 1-56052-672-6....................................................... $13.95 
CBT • IG

Creative Decision Making, Second Edition  
H. B. Gelatt and Carol Gelatt 
You have probably been taught to use logic 
and reasoning to make the best decisions. 
Although this is certainly sensible advice, 
the future is unpredictable, and uncertainty 
can never be eliminated. The key is to be 

positive about uncertainty: that is, approach every decision 
with an open mind to create more possibilities. Creative  
Decision Making helps you do just that by presenting four 
paradoxical principles designed to expand the way you think 
about the decisions you make. 
 1-56052-690-4...................................................... $13.95 
CBT • IG

Creativity in Business, Second Edition 
Carol Kinsey Goman, Ph.D. 
Creativity provides a competitive advantage! 
Learn how to spot creative blocks (fear of 
failure, rule-following, making assumptions,  
etc.) and how to be a blockbuster. Learn 
such techniques such as idea generating, 

point-of-view exercises, journaling, the use of metaphor and 
analogy, problem solving, and visual thinking—plus group 
creativity and ways to sell ideas. 
1-56052-533-9........................................................ $13.95 
CBT • IG

Crisp Series Titles • Creativity/ Customer Service

Making Humor Work  
Terry L. Paulson, Ph.D. 
0-931961-61-0........................................................ $13.95

C u s t o m e r  S e r v i c e
Calming Upset Customers,  
Third Edition 
Rebecca L. Morgan 
Handling an upset customer is  
one of the more delicate aspects of customer 
service, but it is a skill that can be learned. 
This book offers sensible advice for manag-

ing these often tense and stressful situations while staying 
cool-headed and effective. The Third Edition includes new 
information on calming upset customers via e-mail,  
as well as updated research and statistics about handling  
customer complaints and calming customers. 
1-56052-669-6....................................................... $13.95 
CBT • IG

Customer Satisfaction,  
Third Edition 
Dru Scott 
Want to build trust and encourage repeat 
business? This highly motivating book will 
show you how to quickly improve customer 
service skills inside your organization—and 

see a significant impact at the consumer level. This book 
teaches employees the people skills they need to handle irate 
clients and co-workers, defuse anger, avoid complaints, 
prevent burnout, and enhance communication—all essentials 
for every business. 
1-56052-523-1........................................................ $13.95 
CBT • IG
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Customer Service in the  
Information Age 
JoAnn Haberer 
Customer service has changed dramatically 
over the past few decades. New technology  
has given customer service personnel more 
options for reaching customers, even as it 

has given consumers easier access to data and information. 
Customer Service in the Information Age explains how businesses  
can still provide great customer service with a personal 
touch—whether it is through e-mail, the telephone, or a  
company Web site. 
0-619-25909-4....................................................... $13.95 
CBT

Measuring Customer Satisfaction   
Richard Gerson 
Everyone is aware of the importance of sat-
isfying customers—but how do you measure 
their satisfaction? This book walks you  
through quality and customer satisfaction 
measurement by teaching you what to mea-

sure, when to measure it, how to measure it, how to analyze 
the data, and what to do with your results. 
1-56052-178-3........................................................ $13.95

Quality Customer Service,  
Fourth Edition 
William B. Martin, Ph.D. 
Enjoy fast turnaround training in customer 
service with this hands-on guide. By teaching  
employees how to present a positive attitude,  
read customer needs, and fulfill those needs,  

this book provides the keys to generating repeat business. 
The lively format includes exercises, quizzes, and case studies 
to reinforce the skills that will make every employee aware of 
the importance of excellent customer service. 
1-56052-599-1........................................................ $13.95 
CBT • IG

Telephone Skills from A to Z,  
Second Edition 
Nancy J. Friedman 
Your company’s reputation is on the line—
literally. Make good phone skills a standard 
throughout your organization with this 
practical guide to the basics. This book 

teaches everyone how to adopt a professional, friendly tone 
from the initial greeting to the final good-bye—and how to 
handle whatever arises in between. A vital reference tool. 
1-56052-580-0....................................................... $13.95

Beyond Customer Service, Second Edition  
Richard Gerson 
1-56052-461-8........................................................ $13.95

Call Center Success  
Lloyd C. Finch 
1-56052-578-9........................................................ $13.95

Managing Quality Customer Service   
William B. Martin, Ph.D. 
0-931961-83-1........................................................ $13.95

Telemarketing Tips from A to Z  
Nancy J. Friedman 
1-56052-603-3....................................................... $13.95

Telephone Courtesy & Customer Service,  
Third Edition   
Lloyd C. Finch 
1-56052-577-0........................................................ $13.95

Crisp Series Titles • Customer Service 

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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D i v e r s i t y
Dynamics of Diversity 
Odette Pollar and Rafael Gonzalez 
Diversity is a key element in any successful 
workplace, but to be successful, a diverse 
workforce must learn to work together. This 
book helps you implement a company-wide 
diversity training program. Learn how to 

expose key issues, get your management’s buy-in, develop 
and implement your plan, and more.  
1-56052-247-X........................................................ $13.95 
CBT • IG

Putting Diversity to Work 
Simma Lieberman, George Simons, D.Min., 
and Kate Berardo 
Creating a diverse workforce is not just a 
matter of complying with laws—it makes 
good business sense. An organization made  
up of people with various skills, perspectives,  

and experience does better in the global marketplace and 
encourages employees to put their unique talents to use while 
adding value to the organization. Putting Diversity to Work  
addresses ways to recruit and retain multitalented employees. 
1-56052-695-5........................................................ $13.95 
CBT • IG

Working Together,  
Third Edition 
George Simons, D.Min. 
Today’s workplace brings together a variety 
of people with very diverse backgrounds 
and behaviors. Discover how culture and 
politics affect your organization, learn how 

to reverse prejudicial thinking, and understand how gestures 
and body language can differ between cultures. This book will 
help you evaluate how you think about yourself and others, 
learn how to speak and listen effectively to people with  
different backgrounds, and pay closer attention to where, 
when, and how you do things.  
1-56052-670-X ......................................................$13.95 
CBT • IG

888.534.5556 Crisp Series Titles •  Diversity/ Drawing & Design / Finance

Sexual Harassment in the Workplace,  
Second Edition 
Juliana Lightle, Ph.D. and Elizabeth H. Doucet, Esq.  
1-4239-5064-X....................................................... $13.95

d r a w i n g  &  d e s i g n
Graphics for Presenters   
Lynn Kearny 
1-56052-315-8........................................................ $13.95

Using Visual Aids, Second Edition  
Claire Raines 
1-56052-326-3........................................................ $13.95

F i n a n c e
Basic Business Math, Second Edition 
Richard P. Truchon 
Trust Crisp to take the misery out of math! 
This easy book covers whole numbers, 
fractions, decimals, percentages, simple 
equations, and percentage formulas with 
examples of commissions, markups and 

markdowns, discounts, sales tax, simple and compound 
interest, and installment loans. Practice with bar, line, and 
circle graphs, follow with just a touch of statistics--averages, 
medians, modes, etc. Answers included. 
1-56052-448-0....................................................... $13.95 
IG

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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Financial Analysis,  
Second Edition 
James O. Gill and Moira Chatton 
Written by the author of Understanding  
Financial Statements, this book provides  
information on topics such as forecasting, 
budgeting techniques, corporate statements, 

and the use of common stock and debts for capitalization. 
Ideal for middle managers, small-business owners, and 
entrepreneurs. 
1-56052-588-6........................................................ $13.95 
CBT • IG

Risk Management 
Emmanuel Fragniere and  
George Sullivan 
Risk management is not a “rocket science” 
discipline. It is based on common sense, 
but it must be grounded in systematic and 
rigorous approaches. Risk Management 

shows business managers how to ask the right questions to 
safeguard organizational assets and how to define, assess, 
control, and mitigate risks. This book also explains how to 
develop a coherent and practical risk management strategy 
and ensure its success. 
1-4239-1800-2........................................................ $13.95 
IG

Sarbanes-Oxley 
Editors of Crisp 
After the high-profile corporate accounting 
scandals in the early years of this century, 
the U.S. Congress sought to restore the 
credibility of the stock market. The result 
was the Sarbanes-Oxley Act of 2002, which 

protects the interests of investors and employees by making 
corporate disclosures more accurate and reliable. This  
book provides a basic understanding of this monumental  
legislation, its impact on public companies, and how  
businesses must comply.   
1-4239-5049-6....................................................... $13.95 
CBT • IG

Understanding Financial  
Statements, Second Edition 
James O. Gill and Moira Chatton 
Everything you always wanted to know about 
those confusing financial statements but 
were too embarrassed to ask. This friendly 
primer of basic business finances takes you 

step-by-step through all the fundamentals—from balance 
sheets to profit-and-loss statements—and translates them 
into meaningful, usable information. A beginner’s bible! 
1-56052-425-1........................................................ $13.95 
CBT • IG

About Pay   
James F. Carey 
1-56052-267-4........................................................ $13.95

The Accounting Cycle, Second Edition  
Jay L. Jacquet and William C. Miller, Jr. 
1-56052-667-X....................................................... $13.95

Accounting Essentials   
Jay L. Jacquet 
1-56052-698-X....................................................... $13.95

Basics of Budgeting   
Terry Dickey 
1-56052-134-1........................................................ $13.95

Open-Book Management   
Jim Bado 
1-56052-447-2........................................................ $13.95

Personal Financial Fitness, Fifth Edition 
Allen Klosowski 
1-56052-552-5........................................................ $13.95

Crisp Series Titles • Finance

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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H u m a n  R e s o u r c e s
Behavior-Based Interviewing 
Terry Fitzwater 
It is not enough to hire people based solely 
on what you think they can do. Behavioral, 
objective, fact-based criteria must be  
developed to increase your chances of  
placing the right person in the right job. 

This highly interactive book will give you all the information 
you need to conduct an effective interview and make a  
successful hiring decision. Learn how to prepare for an  
objective interview, ask the best questions, interpret  
behavior, and follow up after an interview. We’ve included  
a comprehensive list of 200 behavior-based questions to  
get you started. 
1-56052-583-5........................................................ $13.95

A Manager’s Guide to OSHA,  
Second Edition 
Neville C. Tompkins 
The Occupational Safety and Health Act of 
1970 has had a profound effect on workplace 
safety in the United States—accidents have 
declined, occupational health issues have 

received attention, and employers have gained greater control 
over workers’ compensation costs. A Manager’s Guide to  
OSHA is designed to help managers and human resource  
professionals become familiar with this important law, and 
offers guidance on what to expect during OSHA inspections, 
which citations can be imposed, and how to appeal if  
necessary. This revised edition contains the most recent  
information related to OSHA. 
1-4188-6260-6....................................................... $13.95 
CBT • IG

Crisp Series Titles • Human Resources 

Recruiting for High Performance 
Robert W. Wendover 
This book is full of helpful tips on how to 
develop a recruiting plan and target labor 
sources that will attract the best people. Re-
cruiting is a two-way street—while managers 
strive to find the best candidates to fill their 

job openings, potential recruits are evaluating whether an 
organization is a desirable employer. Discover ways in which 
your organization can maintain good visibility and position 
itself as a good company at which to work. 
1-56052-686-6....................................................... $13.95

Rightful Termination 
Ron Visconti, M.A. and Richard Stiller 
When managers are faced with having to 
dismiss an employee, termination can be 
made easier by understanding the process 
involved. This book is designed to help cor-
rect the myths and misconceptions, and to 

explain the legal ramifications of employee termination. 
1-56052-248-8........................................................ $13.95

Sexual Harassment in the  
Workplace, Second Edition  
Elizabeth H. Doucet and Juliana Lightle, Ph.D. 
Learn how to define and spot sexual  
harassment, deal with problem employees, 
handle and document harassment claims, 
and train employees to recognize and report 

discrimination. This updated version examines changes in 
the law since the book was first published and how subsequent  
court rulings affect today’s workplace. When we all understand  
how our relationships and behaviors contribute to the climate 
of our workplace, we can be part of an organization that  
creates a positive and secure surrounding that is free of  
discomfort, distrust, and fear.  
1-4239-5064-X....................................................... $13.95 
CBT • IGAlso available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)



18 www.axzopress.com

Disaster Preparedness  
Julie Freestone and Rudi Raab 
1-56052-495-2........................................................ $13.95

Dynamics of Diversity  
Odette Pollar and Rafael Gonzalez 
1-56052-247-X........................................................ $13.95

Effective Recruiting Strategies  
Marty Brounstein  
1-56052-127-9........................................................ $13.95

Handling the Difficult Employee  
Marty Brounstein 
1-56052-179-1........................................................ $13.95

New Employee Orientation  
Charles M. Cadwell 
0-931961-46-7....................................................... $13.95

Personnel Testing  
John Jones 
1-56052-233-X........................................................ $13.95

Preventing Workplace Violence  
Marianne Minor, M.S.W. 
1-56052-258-5........................................................ $13.95

Quality Interviewing, Third Edition  
Robert B. Maddux 
1-56052-262-3........................................................ $13.95

Recruiting Volunteers  
Mary Ann Burke 
1-56052-141-4........................................................ $13.95

Writing a Human Resources Manual  
Susan L. Brock 
0-931961-70-X....................................................... $13.95

J o b s  &  C a r e e r s
Finding Your Purpose, Second Edition  
Barbara J. Braham 
This book helps you find a level of success in 
your career by guiding you though the pro-
cess of self-discovery. The knowledge you 
gain will help you clarify your values, recog-
nize your talents and skills, and overcome 

the intuitive blocks you may have. Filled with many thought-
provoking exercises and friendly advice, this book will show 
you how you can find your purpose and change your life. 
1-56052-684-X....................................................... $13.95

Job Search That Works 
Rick Lamplugh 
Developed primarily for individuals without 
a college degree, this book outlines a proven 
10-step job search program. Among other 
topics, you’ll learn how to make an impact 
with résumés, applications, telephone 

interviews, and in-person interviews. 
1-56052-105-8........................................................ $13.95

Preparing for the Behavior-Based Interview 
Terry Fitzwater 
This book presents suggestions on preparing  
for interviews in which you will be asked to 
describe your experience with tasks valued 
by potential employers. The book also  
provides tips on researching companies  

and making a good impression even before the interview. 
1-56052-643-2 .......................................................$13.95

Crisp Series Titles • Human Resources / Jobs & Careers 

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)



19888.534.5556 Crisp Series Titles • Jobs & Careers / Leadership

Preparing for Your Interview 
Diane Berk 
Learn insider information about successful  
interviewing techniques. This concise, 
practical guide prepares and primes  
interviewees for the job-hunting process.  
It covers the dos and don’ts of interviews 

and includes common interview-related mistakes to avoid. 
1-56052-033-7 ....................................................... $13.95

Achieving Job Satisfaction, Second Edition   
Elwood N. Chapman 
1-56052-257-7 .......................................................$13.95

The Administrative Assistant   
Brenda Bailey-Hughes 
1-56052-456-1 .......................................................$13.95

Balancing Home and Career, Third Edition  
Pamela Conrad 
1-56052-355-7 .......................................................$13.95

Behavior-Based Interviewing  
Terry Fitzwater 
1-56052-583-5 .......................................................$13.95

The Internal Consultant  
Marcia Meislin 
1-56052-417-0 .......................................................$13.95

Marketing Your Consulting or Professional Services  
David Karlson, Ph.D. 
0-931961-40-8......................................................$13.95

Networking for Success  
Nancy Flynn 
1-56052-682-3......................................................$13.95

Office Management, Second Edition  
Patricia Haddock 
1-56052-604-1 ......................................................$13.95

Plan B, Second Edition  
Elwood N. Chapman 
1-56052-195-3 .......................................................$13.95

Preventing Job Burnout, Second Edition  
Beverly A. Potter 
1-56052-357-3 .......................................................$13.95

Strategic Résumés  
Marci Mahoney 
1-56052-129-5 .......................................................$13.95

Working Smarter from Home  
Nancy Struck 
1-4239-5081-x .......................................................$13.95

Your First Thirty Days, Second Edition  
Elwood N. Chapman 
1-56052-453-7 .......................................................$13.95

L e a d e r s h i p
Empowerment 
Dennis T. Jaffe, Ph.D. 
Generate excitement and ownership in every  
level of your organization by using this  
step-by-step plan for empowerment. Create 
a working environment that encourages  
innovation and commitment. Enable 

employees to use their full talents and abilities. Make a real 
difference for your company, your team, and yourself! 
1-56052-096-5....................................................... $13.95 
IG

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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Ethics in Business 
Robert B. Maddux and Dorothy Maddux 
In this book you will learn the five rules of 
ethical behavior, explore ethical approaches 
to employee discipline, examine how per-
sonal values influence professional behav-
ior, and follow a ten-step process for solving 

ethics-related business problems. This course will help you 
recognize and think through ethical issues when they arise, 
correct unethical practices that may have been previously un-
noticed or ignored, and communicate the need for applying 
ethical principles at all organizational levels. 
0-931961-69-6....................................................... $13.95 
CBT • IG

Feedback Skills for Leaders,  
Third Edition   
Patti Hathaway, CSP 
People crave feedback. Leaders who learn 
how to provide effective feedback create op-
portunities for employees to grow, become 
motivated, and make positive contributions 

to their organizations. This book shows new and even experi-
enced managers the benefits of developing this critical skill, 
both in giving and receiving feedback. Readers will learn 
specific techniques for receiving and responding to criti-
cal feedback and will learn the positive impact of praise and 
positive messages. 
1-4188-6491-9........................................................ $13.95 
CBT • IG

Goals and Goal Setting,  
Third Edition 
Larrie Rouillard 
Goals provide a sense of purpose as well as 
a reason to strive for meaningful results. 
This book helps you define goals and set 
measurable objectives, whether a goal is one 

you have set for yourself or one that has been assigned to you. 
Discover how to handle obstacles that may stand in your way, 
and learn how visualizing your goals can turn your mind into 
your biggest motivational tool. 
1-56052-677-7........................................................ $13.95 
IG

Leading Honorably 
Marlene Caroselli, Ed.D. 
The best definition of a leader may be a per-
son who effects positive change. Depending 
on the circumstances, a given leader might 
be called upon to bridge the old and the 
new, the past and the future, the young and 

the old, the internal with the external customer, the product 
with the consumer, the corporation with the community, and 
so on. It seems the times and the circumstances are appropri-
ate for a book that explores becoming a better leader by taking 
honorable action. 
0-619-25904-3........................................................ $13.95 
CBT • IG

Learning to Lead,  
Second Edition 
Pat Heim, Ph.D., Elwood N. Chapman,  
and Serge Lashutka 
Having a staff to supervise doesn’t automat-
ically make someone a leader. Leaders need  
to go beyond basic management skills to get  

work done through others. Learning to Lead gives readers a 
thorough introduction to the differences between leaders and 
managers. It provides numerous assessments that readers can  
use to determine their own leadership potential in areas such as  
communication, authority, decision making, and team building. 
1-56052-683-1........................................................ $13.95 
CBT • IG

Crisp Series Titles • Leadership

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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Organizational Vision, Values,  
and Mission 
Cynthia D. Scott, M.P.H., Ph.D., Dennis T. 
Jaffe, Ph.D. and Glenn R. Tobe, M.A. 
The leader of today has a vision for tomor-
row: a vision that is clear, achievable, mo-
tivating, and exciting. Managing by vision 

allows an organization to create its future. This books shows 
managers how to develop organizational vision, values, and 
mission to build team spirit and productivity. 
1-56052-210-0........................................................ $13.95 
CBT • IG

Risk Management 
Emmanuel Fragniere and  
George Sullivan 
Risk management is not a “rocket science” 
discipline. It is based on common sense, 
but it must be grounded in systematic and 
rigorous approaches. Risk Management 

shows business managers how to ask the right questions to 
safeguard organizational assets and how to define, assess, 
control, and mitigate risks. This book also explains how to 
develop a coherent and practical risk management strategy 
and ensure its success. 
1-4239-1800-2........................................................ $13.95 
IG 

Building Trust  
Mary Galbraith Shurtleff 
1-56052-514-2........................................................ $13.95

Coaching Skills for Leaders  
Sam R. Lloyd and Tina Berthelot 
1-4188-6492-7........................................................ $13.95

Communication Skills for Leaders,  
Third Edition  
Bert Decker 
1-4188-6490-0....................................................... $13.95

Creating a Learning Organization  
Barbara J. Braham 
1-56052-351-4........................................................ $13.95

Delegation Skills for Leaders, Third Edition 
Lloyd Finch and Robert B. Maddux 
1-4188-6263-0........................................................ $13.95

Influencing Others  
Bill Nothstine 
0-931961-84-X....................................................... $13.95

Leadership Skills for Women, Second Edition  
Patricia Haddock 
1-56052-325-5........................................................ $13.95

Meeting Skills for Leaders, Third Edition 
Marion E. Haynes 
1-4188-6489-7........................................................ $13.95

Risk Taking, Second Edition  
Herb Kindler, Ph.D. 
1-56052-525-8........................................................ $13.95

Successful Strategic Planning  
Stephen G. Haines 
1-56052-251-8........................................................ $13.95

Systematic Succession Planning  
Sandy Pokras 
1-56052-380-8....................................................... $13.95

Understanding Leadership Competencies  
Patricia Guggenheimer 
1-56052-497-9....................................................... $13.95

Understanding Organizational Change  
Lynn B. Fossum 
0-931961-71-8........................................................ $13.95

Crisp Series Titles • Leadership

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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M a n a g e m e n t /
S u p e r v i s o r y  S k i l l s

Conflict Management,  
Third Edition  
Herb S. Kindler, Ph.D. 
Formerly titled Managing Disagreement  
Constructively, this book helps readers  
improve their interpersonal, communica-
tion, and mediation skills. Readers will 

learn a four-phase process for resolving conflict and master 
skills that will enrich their work, their relationships, and  
their careers. 
1-4188-6262-2........................................................ $13.95 
CBT • IG

Delegation Skills for Leaders,  
Third Edition 
Lloyd Finch and Robert B. Maddux 
What’s the biggest weakness of most  
managers? The inability to delegate  
effectively. Get the basics of this essential 
skill in this revised hands-on best-seller, 

formerly titled Delegating for Results. Exercises and worksheets 
help you evaluate your current skills, easily identify problems, 
and quickly find solutions. You’ll discover how to develop 
your employees’ potential while getting the job done. 
1-4188-6263-0........................................................ $13.95 
CBT • IG

Excellence in Supervision 
Rick Conlow 
Excellence in Supervision is a five-part course 
describing the critical success factors that  
supervisors need to create a positive,  
powerful, and motivating environment  
for employees. With this book, supervisors 

can quickly learn and immediately apply the people skills 
needed to succeed. 
1-56052-611-4 .......................................................$13.95  
CBT • IG

Handling the Difficult Employee 
Marty Brounstein 
Sooner or later every supervisor must deal 
with a difficult employee. This book helps 
managers understand why performance 
problems occur, and how to resolve them. It 
includes a six-step intervention model, and 

a thorough discussion of discipline and termination proce-
dures. 
1-56052-179-1 .......................................................$13.95  
IG

Motivating at Work, Second Edition 
Twyla Dell 
Follow the handy tips in this book and 
you will increase team performance while 
making the job more enjoyable for every-
one. Become a leader who inspires and 
rewards employees to give their best, raise 

expectations and performance, learn how to create a moti-
vating workplace, and increase productivity with the LEARN 
method. 
1-56052-201-1 .......................................................$13.95  
CBT • IG

The New Supervisor, Fourth Edition 
Elwood N. Chapman and Wil McKnight 
Supervising others is a special challenge 
many people are called to do in their profes-
sional careers. This book prepares those 
meeting this new leadership responsibil-
ity to gain confidence and project the right 

attitude from Day One. A best-seller for many years, The New 
Supervisor has been newly revised to include updated examples 
and an added focus on productivity and getting results. 
1-56052-668-8 .......................................................$13.95  
IG

Crisp Series Titles • Management/Supervisory Skills
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Retaining Your Employees 
Barb Wingfield and Janice Berry 
Companies of all sizes are finding an urgent 
new priority—keeping employees. This book 
takes the reader through the critical ideas of 
employee retention using what is called the 
Three Rs of Employee Retention—Respect, 

Recognition, and Rewards—as the basis for any program de-
signed to keep people around. 
1-56052-607-6 .....................................................$13.95 
IG

50 One-Minute Tips for Retaining Employees  
David K. Hayes, Ph.D. and Jack D. Ninemeier, Ph.D 
1-56052-644-0 ......................................................$13.95

Building Trust  
Mary Galbraith Shurtleff 
1-56052-514-2 .......................................................$13.95

Coaching and Counseling, Third Edition  
Marianne Minor, M.S.W. 
1-56052-655-6 .......................................................$13.95

Coaching for Development  
Marianne Minor, M.S.W. 
1-56052-319-0 .......................................................$13.95

Coaching Skills for Leaders  
Sam R. Lloyd and Tina Berthelot 
1-4188-6492-7 .......................................................$13.95

Empowerment  
Dennis T. Jaffe, Ph. D. 
1-56052-096-5 .......................................................$13.95

Feedback Skills for Leaders, Third Edition 
Patti Hathaway, CSP 
1-4188-6491-9........................................................ $13.95

High Performance Hiring, Second Edition  
Robert W. Wendover 
1-56052-666-1 .......................................................$13.95

A Manager’s Guide to OSHA, Second Edition  
Neville C. Tompkins 
1-4188-6260-6 ......................................................$13.95

Managing Negative People  
Michael Kravitz 
1-56052-306-9 .......................................................$13.95

Managing Upward  
Susan Schubert 
1-56052-131-7 ........................................................$13.95

Performance Management, Fourth Edition 
Robert B. Maddux 
1-4188-8914-8 .......................................................$13.95

Personal Performance Contracts, Second Edition  
Roger Fritz 
1-56052-197-X .......................................................$13.95

Rate Your Skills as a Manager  
Elwood N. Chapman 
1-56052-101-5 .......................................................$13.95

Supervising for Success  
Tony Moglia 
1-56052-460-X .......................................................$13.95

Supervising Part-Time Employees  
Elwood N. Chapman and Martha Chapman 
1-56052-243-7 .......................................................$13.95

888.534.5556 Crisp Series Titles • Management/Supervisory Skills  

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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M a r k e t i n g
Direct Marketing Techniques  
Lois Geller 
1-56052-474-X......................................................$13.95

Marketing Your Consulting or Professional Services   
David Karlson, Ph.D. 
0-931961-40-8......................................................$13.95

Telemarketing Tips from A to Z  
Nancy J. Friedman 
1-56052-603-3......................................................$13.95

Writing & Implementing a Marketing Plan  
Richard Gerson 
1-56052-083-3......................................................$13.95

P e r s o n a l  D e v e l o p m e n t
Achieving Life Balance 
Sam R. Lloyd and Tina Berthelot 
Achieving life balance has become one of the  
hottest topics for self-improvement in today’s  
hectic world. With constant demands pulling  
us in every direction, more and more of  
us are recognizing the need to reevaluate,  

reorganize, and reprioritize to live the life we want. Perhaps 
you are currently in this position. If so, Achieving Life Balance  
is for you. The tips in this book will show you how to take charge,  
set goals, and rewrite your life script in order to change the 
patterns that may be keeping you from living a better life. 
0-619-25906-X ......................................................$13.95

Attitude, Fourth Edition 
Elwood N. Chapman and  
Wil McKnight 
Maintaining a healthy, positive attitude is 
the key to success in any organization. This 
best-selling primer gives you and your  
employees proven, usable techniques to stay 

positive and focused in today’s busy, pressure-filled world. 
Two new chapters on workplace attitudes help you polish 
people skills, renew enthusiasm, and encourage healthy  
perspectives that lead to career success. Exercises, checklists, 
and examples guide you throughout. 
1-56052-664-5 ......................................................$13.95 
IG

Critical Thinking 
Daniel A. Feldman, Ph.D. 
In life, we are faced with many challenges. 
The ability to effectively think through any 
situation is the key to solving problems 
and making good decisions. This book will 
take you step-by-step through the critical 

thinking process, from evaluating arguments to developing 
explanations. 
1-56052-648-3 ......................................................$13.95 
CBT • IG

Crisp Series Titles • Marketing/ Personal Development

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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Developing as a Professional 
Marilyn Manning and  
Patricia Haddock 
Developing as a Professional gives readers a 
refresher course on the basics of proper 
etiquette and good manners in business and 
social situations. It’s also a how-to guide 

to projecting a competent and responsible image. Fifty tips 
cover everything from scheduling time effectively to manag-
ing meetings efficiently, and even give advice for coping with 
challenges such as defusing conflict and managing pressure 
and stress. This book is ideal for people just entering the 
workforce, technical workers who need to polish their social 
skills, or employees who have been promoted to positions 
requiring more interaction with others. 
1-56052-697-1 .......................................................$13.95 
CBT • IG

Developing Positive  
Assertiveness, Third Edition 
Sam R. Lloyd 
Are you submissive, aggressive, or assertive?  
Find out where you fit and why assertiveness 
is the best way to achieve your goals. Learn 
which words to use, how to use and interpret  

body language, and how to interpret peoples’ behaviors to 
make positive assertiveness a productive force in your life. 
This book takes a real-world approach that will help you make 
important life changes. 
1-56052-600-9....................................................... $13.95 

Emotional Intelligence Works 
Michael Kravitz and  
Susan Schubert 
The “People Smart” approach of this  
book will help you improve relationships  
in business and social settings, stop wasting  
time and energy on negative emotions, 

manage emotions and communicate intelligently, and  
increase flexibility, enthusiasm, and teamwork. Emotionally 
“unsmart” people undermine their own happiness and  
success by wasting time on personality conflicts, complaining,  
and losing self-control when faced with tense and stressful 
situations. Learning techniques to manage your reactions and 
raise your level of emotional intelligence will result in more 
positive and constructive relationships and a more satisfying 
and productive life.  
1-56052-584-3........................................................ $13.95 
CBT • IG

Stress Management,  
Third Edition 
Merrill F. Raber, M.S.W., Ph.D., George Dyck, 
M.D., and Barbara Preheim 
This positive guide, formerly titled Managing 
Stress for Mental Fitness, helps you understand 
the basic ingredients of good mental health. 

Two new chapters on stress identification and management 
show how stress can affect both your physical and mental 
well-being. Exercises and activities help readers apply posi-
tive techniques for better mental fitness. 
1-4188-4710-0 .......................................................$13.95  
IG

Crisp Series Titles • Personal Development 

Also available:

CBT= Computer-based training  (see p. 42)

IG = Instructor Guide  (see p. 37)
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Surviving Information Overload 
Odette Pollar 
Newspapers, books, magazines, and the 
Internet tell us what we want to know when 
we want to know it. Reports, memos, e-
mails, and voice mail help us transmit and 
receive information quickly and easily. With 

so much information coming at us constantly, it’s no wonder 
many of us are living with information anxiety. This book 
empowers readers to dig out of the avalanche of information 
they are bombarded with daily and to take back control of their 
time. 
1-56052-694-7 .......................................................$13.95  
CBT • IG

Time Management, Third Edition 
Marion E. Haynes 
Find the key to high productivity and low 
stress with this excellent, quick-read guide 
to time management. You’ll use its proven, 
practical planning aids to get a grip on pri-
orities, identify your “time traps,” and make 

every minute count. Includes worksheets, case studies, time 
logs, and charts to help you customize your own time manage-
ment program—and improve performance on any job. 
1-4188-8911-3 ........................................................$13.95 
CBT • IG

Winning at Human Relations,  
Second Edition 
Barb Wingfield and Elwood N. Chapman 
Lost productivity, employee turnover,  
and damaged morale are only a few of the 
consequences of unresolved conflicts.  
Positive human relations affect the work 

environment and, ultimately, the success of an organization.  
Winning at Human Relations shows readers how to build 
healthy, supportive relationships in the workplace while  
recognizing behaviors that may lead to self-sabotage.  
1-56052-689-0....................................................... $13.95 
CBT • IG

Achieving Job Satisfaction  
Elwood N. Chapman 
1-56052-257-7 .......................................................$13.95

Achieving Results  
Loma Riley 
1-56052-609-2 .......................................................$13.95

Balancing Home and Career, Third Edition  
Pamela Conrad 
1-56052-355-7 .......................................................$13.95

Be Your Own Coach  
Barbara J. Braham 
1-56052-581-9 .......................................................$13.95

Business Etiquette & Professionalism, Second Edition  
M. Kay DuPont 
1-56052-475-8 .......................................................$13.95

Clear and Creative Thinking  
Herb Kindler, Ph.D. 
1-56052-672-6 .......................................................$13.95

Concentration!  
Sam Horn 
1-56052-073-6 .......................................................$13.95

The Continuously Improving Self  
Jeffrey E. Lickson 
1-56052-151-1......................................................... $13.95

Creating Your Skills Portfolio  
Carrie Straub 
1-56052-394-8 .......................................................$13.95

Developing as a Professional  
Marilyn Manning and Patricia Haddock 
1-56052-697-1 .......................................................$13.95

Crisp Series Titles • Personal Development
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Developing Self-Esteem, Second Edition 
Connie Palladino, Ph.D. 
1-56052-261-5 .......................................................$13.95

Finding Your Purpose, Second Edition  
Barbara J. Braham 
1-56052-684-X ......................................................$13.95

Improve Your Reading—Improve Your Job  
Jeannie M. Miller 
1-56052-086-8 ......................................................$13.95

Improving Peer Relationships  
Norman Hill 
1-56052-305-0 ......................................................$13.95

Making the Most of Being Mentored  
Gordon F. Shea 
1-56052-546-0 ......................................................$13.95

Managing Anger  
Rebecca Luhn-Wolfe 
1-56052-114-7 ........................................................$13.95

Memory Skills in Business  
Madelyn Burley-Allen 
0-931961-56-4 ......................................................$13.95

Networking for Success  
Nancy Flynn 
1-56052-682-3 .......................................................$13.95

Organizing Your Work Space, Second Edition  
Odette Pollar 
1-56052-522-3 .......................................................$13.95

Overcoming Anxiety   
Lynn B. Fossum 
1-56052-029-9 ......................................................$13.95

Plan B, Second Edition 
Elwood N. Chapman 
1-56052-195-3........................................................ $13.95

Plan Your Work/Work Your Plan  
Jim Sherman 
1-56052-078-7 .......................................................$13.95

Preventing Job Burnout, Second Edition  
Beverly A. Potter 
1-56052-357-3 .......................................................$13.95

Professionalism in the Office, Second Edition  
Marilyn Manning 
1-56052-606-8 .......................................................$13.95

Risk Taking, Second Edition  
Herb Kindler, Ph.D. 
1-56052-525-8 .......................................................$13.95

Self-Empowerment, Second Edition  
Sam R. Lloyd and Tina Berthelot 
1-56052-649-1 .......................................................$13.95

Stress That Motivates, Second Edition  
Dru Scott 
1-56052-537-1........................................................ $13.95

Study Skills Strategies, Third Edition  
Uelaine Lengfeld 
1-4260-9085-4....................................................... $13.95

Successful Lifelong Learning, Second Edition  
Robert Steinbach 
1-56052-563-0....................................................... $13.95

Successful Self-Management, Second Edition  
Paul R. Timm 
1-56052-242-9 .......................................................$13.95

Thinking on Your Feet  
Marlene Caroselli 
1-56052-117-1......................................................... $13.95

Twelve Steps to Self-Improvement  
Elwood N. Chapman and Martha Chapman 
1-56052-102-3 .......................................................$13.95
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Wellness in the Workplace  
Merlene T. Sherman 
1-56052-020-5.......................................................$13.95

P r o j e c t  M a n a g e m e n t
Event Planning for Everyone  
Kathleen Begley, Ph.D. 
This book will take you through all the  
steps on your way to planning, organizing,  
marketing, and pulling off a fun, memorable,  
and successful event. From developing a 
framework for the event to negotiating with 

vendors to preventing problems and recovering from those 
that occur to reviewing the event after it’s over, Event Planning 
for Everyone provides tips and tools to help you manage the 
process of planning successful events. 
1-4239-5528-5.......................................................  $13.95

Project Management,  
Third Edition 
Marion E. Haynes 
Manage any project from initial planning to 
finalization with this step-by-step guide to 
project management. This book leads you 
through timelines, schedules, and follow-up  

exercises so you can conceive, plan, implement, and evaluate  
projects with confidence.  
1-56052-665-3 .......................................................$13.95 
CBT • IG 

Goals and Goal Setting, Third Edition  
Larrie Rouillard 
1-56052-677-7 .......................................................$13.95

Process Improvement  
Eileen Flanigan, M.B.A., and Jon Scott 
1-56052-322-0 .......................................................$13.95

Q u a l i t y  M a n a g e m e n t 
Process Improvement 
Eileen Flanigan, M.B.A., and Jon Scott 
You may know that you want things to 
change, but you’re struggling to determine 
how and where to begin your efforts. This 
book offers practical, easy-to-understand 
instructions to improve your current  

processes. You will learn about tools and techniques to  
improve the way you do business, make your organization 
more responsive, and keep yourself competitive in today’s 
marketplace. 
1-56052-322-0 .......................................................$13.95 
CBT • IG

Basics of Inventory Management  
J. David Viale 
1-56052-361-1 .......................................................$13.95

Basics of Manufacturing  
J. David Viale 
1-56052-303-4 ......................................................$13.95

Benchmarking Basics  
Jim Patterson 
1-56052-356-5 .......................................................$13.95

Employee Suggestion Systems  
Robert Bassford 
1-56052-395-6 .......................................................$13.95

ISO 9000 Worldwide Quality Standard  
Jim Patterson 
1-56052-291-7 .......................................................$13.95

JIT Forecasting and Master Scheduling  
J. David Viale 
1-56052-424-3 .......................................................$13.95

Measuring Customer Satisfaction 
Richard Gerson 
1-56052-178-3 .......................................................$13.95

Crisp Series Titles • Project Management/ Quality Management
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Sales Training Basics, Third Edition 
Elwood N. Chapman 
A primer for those new to selling. You’ll 
explore the psychology of selling, question-
ing techniques, closing a sale, telephone 
selling, and more. Through a series of lively 
exercises, you’ll learn techniques of selling 

and the importance of a positive attitude and self-image. 
1-56052-119-8 ......................................................$13.95 
IG

Writing Persuasively  
 Kathleen Begley, Ph.D. 
When you adapt basic sales techniques in 
your everyday business writing, you can get 
your readers to do what you want. This  
book takes a fresh look at the purpose of 
most business writing, which is to sell ideas.  

A five-step model shows you how to grab your readers’  
attention and motivate them into action. Use the tips in  
this book not only to improve your writing, but also to build 
strong relationships with your readers.  
1-4188-6481-1 ......................................................$13.95 
IG

Consultative Sales Power , Second Edition 
Karen Mantyla 
1-4239-5523-4.......................................................$13.95

Effective Sales Management  
Tom Johnson 
1-56052-031-0 .......................................................$13.95

Networking for Success  
Nancy Flynn 
1-56052-682-3 .......................................................$13.95

Professional Selling  
Rebecca L. Morgan 
0-931961-42-4 ......................................................$13.95

Winning the Inner Game of Selling  
Richard Gerson 
1-56052-536-3 .......................................................$13.95

New Product Introduction  
J. David Viale 
1-56052-492-8 ......................................................$13.95

Quality at Work   
Diana Bonet and Rick Griggs 
0-931961-72-6 .......................................................$13.95

TQM: 50 Ways to Make It Work for You  
JoAnn Haberer 
1-56052-256-9 .......................................................$13.95

S a l e s
Building & Closing the Sale,  
Second Edition 
Virden J. Thornton 
Closing the sale is one of the most difficult 
aspects of selling for most service profes-
sionals and sales representatives. This book 
shows how the process of demonstrating 

products is directly linked to achieving the sale. 
1-56052-598-3 .......................................................$13.95 
CBT • IG

Negotiation Basics,  
Fourth Edition 
Charles Lickson and Robert B. Maddux 
Save money, save time, and achieve satis-
faction by learning to negotiate profitably. 
This book covers win-win negotiating and 
places to get information. Formerly titled 

Successful Negotiations, this new edition includes updated case 
studies and examples along with new sections on managing 
conflict during negotiations and negotiating a starting salary. 
0-619-25907-8 ......................................................$13.95 
CBT • IG
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Team Building,  
Fourth Edition  
Robert B. Maddux and Barb Wingfield 
Learning to work together as a group can 
be as challenging as it is rewarding. Team 
Building, one of the most popular Fifty-
Minute books, is a primer on how to formu-

late strong teams through a climate of open communication, 
trust, and accountability. The Fourth Edition takes readers 
step-by-step through the process of forming strong teams, 
from creative ways to encourage teamwork to tips for handling 
conflicts effectively. 
1-56052-691-2.......................................................$13.95 
CBT • IG

Working in Teams, Second Edition 
Sandy Pokras 
Designed for anyone who works in teams, 
this guide addresses such crucial issues as 
what team membership is, what team rules 
are, and how to function effectively as a 
team. It explains how to make meetings 

work, reach agreement, create a team “family,” and conduct 
post-project follow-up. Also covered are the five roles of an 
effective team leader, the four functions of team members, 
and the three Ps of project management, as well as techniques 
for promoting creativity and participation. 
1-56052-671-8.......................................................$13.95 
IG

Achieving Consensus   
Jon Scott and Eileen Flanigan, M.B.A. 
1-56052-381-6 .......................................................$13.95

Conflict Management, Third Edition  
Herb Kindler, Ph.D. 
1-4188-6262-2 .......................................................$13.95

Creative Collaboration  
Bruce Honig and Alain Rostain 
1-56052-687-4 .......................................................$13.95

t e a m  b u i l d i n g
Facilitation Skills for Team Leaders 
Donald Hackett, Ph.D. and  
Charles L. Martin, Ph.D. 
Power up your facilitation skills, and see  
an increase in productivity and a decrease 
in stalemates. This all-you-need handbook 
gives every manager and trainer essential 

facilitation techniques in a simple six-step plan. Learn to  
deal effectively with everyone from a shy team member to 
a difficult participant. Checklists and exercises test your 
“readiness.” 
1-56052-199-6 .......................................................$13.95 
CBT • IG

Problem Solving for Teams,  
Second Edition 
Sandy Pokras  
Learn how to analyze a problem and its 
cause, find out how to outline your problem- 
solving or decision-making process, and 
learn the eight tips that can improve a 

team’s process. Bringing together a group of people with 
varied skills and talents to solve a common problem sounds 
simple enough. However, it’s important to understand prob-
lem-solving techniques, problem analysis, decision-making 
tools, and solution implementation to  
effectively tackle problem solving as a team. 
1-4188-8913-X .......................................................$13.95 
CBT • IG

Crisp Series Titles • Team Building

Also available:

CBT= Computer-based training  (see p. 42)
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Rapid Team Deployment  
Sandy Pokras 
1-56052-321-2 .......................................................$13.95

Virtual Teaming  
Deborah Jude-York, Lauren Davis, and Susan Wise 
1-56052-554-1 .......................................................$13.95

t r a i n i n g
Making Live Training Lively 
Andrea Molberg, Ph.D. 
Live trainers can connect and interact with 
trainees in ways that other methods can’t 
provide. Besides covering the basics of 
live training—such as initiating successful 
icebreakers, encouraging spirited  

discussion, and maintaining a supportive environment—each 
of the fifty tips presented in this book is designed to help 
trainers explore ways to make learning more exciting,  
memorable, and fun. 
1-56052-696-3 ......................................................$13.95

Study Skills Strategies,  
Third Edition 
Uelaine A. Lengefeld 
This book helps you develop a study 
program based on your skills, needs, and 
individual learning situation. Whether you 
are a full-time or part-time student, in a 

classroom or on your own, you will find helpful suggestions 
and techniques in this book to assist you in your focus and 
concentration, your note-taking, reading, and review. This 
new edition also includes a special emphasis on using the 
latest technology to enhance your studies, as well as tips for 
getting the most out of online learning. 
1-4260-9085-4 .....................................................$13.95 
IG

Training Managers to Train, Third Edition 
Brother Herman Zaccarelli, C.S.C 
When employees are trained well and know 
what it takes to perform on the job, they 
are more motivated and productive. Train-
ing Managers to Train helps managers at all 
levels learn how to plan, implement, and 

evaluate training programs that all employees can leverage. 
The Third Edition emphasizes how to develop the most ef-
fective training programs for employees with diverse back-
grounds, skills, and levels of experience. 
1-56052-700-5 .......................................................$13.95

50 One-Minute Tips for Trainers  
Carrie A. Van Daele 
1-56052-352-2 .......................................................$13.95

Conducting a Needs Analysis  
Geri McArdle 
1-56052-423-5 .......................................................$13.95

Creating a Learning Organization  
Barbara J. Braham 
1-56052-351-4 .......................................................$13.95

Creative Collaboration  
Bruce Honig and Alain Rostain 
1-56052-687-4 .......................................................$13.95

Developing Instructional Design  
Geri McArdle 
1-56052-076-0 .......................................................$13.95

Facilitation Skills for Team Leaders  
Donald Hackett, Ph.D. 
1-56052-199-6 .......................................................$13.95

On-the-Job Training  
Robert Steinbach 
0-619-25905-1 .......................................................$13.95
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Successful Lifelong Learning, Second Edition  
Robert Steinbach 
1-56052-563-0....................................................... $13.95

Training Methods That Work  
Lois B. Hart 
1-56052-082-5 .......................................................$13.95

w r i t i n g
Better Business Writing,  
Fourth Edition 
Susan L. Brock 
Business transactions today occur in record 
time with the widespread use of e-mail and 
the Internet. You need to be able to get your 
point across clearly and quickly. This book 

reintroduces you to the basics of good business writing, and 
it provides tips for organizing your thoughts and crafting a 
well-written memo or letter. Check out the added section on 
writing e-mail to ensure that your messages follow proper 
form and etiquette. 
1-56052-678-5 .......................................................$13.95 
CBT • IG

Fat-Free Writing 
Carol Andrus 
In this dynamic book, Andrus introduces 
us to what she calls “Shirtsleeve English,” 
which trims the fat and brings focus to  
writing. By keeping things short and simple, 
using active verbs, and keeping the reader’s 

eye with format and clarity, she encourages everyone to roll 
up their sleeves and get the fat out of their written  
communication. 
1-56052-586-X....................................................... $13.95 
CBT • IG

Powerful Proofreading Skills 
Debra A. Smith and  
Helen R. Sutton 
Ever send out an embarrassing, costly, 
typo-filled business letter? This practical 
book is here to help. Each section contains 
exercises and activities that strengthen  

your proofreading skills so you can eliminate errors and  
inaccuracies from your documents. 
1-56052-259-3........................................................ $13.95 
CBT

Writing Effective E-Mail,  
Second Edition 
Nancy Flynn and Tom Flynn 
E-mail is more prevalent today than ever 
before. Its instantaneous nature makes it a  
convenient, time-saving tool for businesses.  
However, it is also more important than 

ever to take the time to write messages that are secure as 
well as clear and error-free. The Second Edition includes an 
added emphasis on how to avoid workplace disasters such as 
lost sales, customer-service nightmares and—in the worse 
cases—lawsuits and financial losses, triggered by careless or 
poorly written e-mail. 
1-56052-681-5........................................................ $13.95 
CBT • IG

The Building Blocks of Business Writing  
Jack Swenson 
1-56052-095-7 ...................................................... $13.95

Clear Writing  
Diana Bonet 
1-56052-094-9 .......................................................$13.95

Formatting Letters and Reports  
Eleanor Davidson 
1-56052-130-9 .......................................................$13.95

Making Your Message Memorable  
Deborah Shouse, Ron Zoglin, and Susan Fenner 
1-56052-688-2 ...................................................... $13.95

Crisp Series Titles • Training/ Writing
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Technical Writing in the Corporate World 
Herman Estrin 
1-56052-004-3 ......................................................$13.95

Writing & Implementing a Marketing Plan   
Richard Gerson 
1-56052-083-3 .......................................................$13.95

Writing a Human Resources Manual   
Susan L. Brock 
0-931961-70-X ......................................................$13.95

Writing Business Proposals and Reports  
Susan L. Brock 
1-56052-122-8 .......................................................$13.95

Writing Fitness  
Jack Swenson 
0-931961-35-1 .......................................................$13.95

Writing Persuasively  
Kathleen Begley, Ph.D. 
1-4188-6481-1 .......................................................$13.95

t h e  p r o f e s s i o n a l 
s e r i e s
The Crisp Professional Series addresses many of the same soft  
skill topics as the Fifty-Minute Series such as communication,  
customer service, business skills, and personal development. In 
addition, this series features top-selling books on graphic design, 
architecture, drawing, and career and retirement planning.

A Woman’s Guide to Success 
Doris Pooser 
1-59200-924-7.......................................................$24.99

Always in Style 
Doris Pooser 
1-56052-413-8........................................................ $17.95

Beyond Generation X 
Claire Raines 
Because entry-level workers can make or 
break a service business, today’s managers 
have to understand how to work with and 
motivate young employees. This practical 
manual explains how today’s young workers  

are different from previous generations, including how their 
work ethic differs. Learn how to reduce costly turnover and 
improve the productivity of your younger employees by  
understanding their worldview. 
1-56052-449-9.......................................................$14.95

Closing Sales and Winning the  
Customer’s Heart 
Emily King Parker 
Brought to life by quotes, anecdotes, and  
informal case studies based on real situations, 
this book presents a new way of viewing sales. 
You’ll learn how to look at both yourself and 

your prospect through the methods of personality typing. 
1-56052-565-7 ....................................................... $11.95

Comfort Zones, Fifth Edition 
Elwood N. Chapman 
Make a positive transition from work to 
retirement. These hands-on planning tools 
and exercises help you create a plan based 
on your individual needs and comfort zones. 
Take charge of your retirement. Manage 

your health through diet and exercise. Set up your finances 
to maintain your comfort level in the future. These and many 
other issues are covered in the Fifth Edition. 
1-59200-990-5....................................................... $17.95

Connecting Generations 
Claire Raines 
This valuable resource contains  
principles, tips, methods, and practices  
for dealing with the new multi- 
generational workplace. 
1-56052-693-9..............................$16.95
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Excellence in Management,  
Second Edition 
Rick Conlow 
This book discusses six keys to excellence  
in management. Examples of “best”  
and “worst” managers are provided for  
comparison. Exercises and case studies 

cover succeeding as a leader, communicating, persuading and 
influencing people, creating superior service, managing  
time, and much more. 
1-56052-555-X........................................................$16.95

Experiential Drawing 
Robert R. Dvorak 
This spontaneous and creative approach 
to the drawing process focuses on careful 
observation and personal discovery, rather 
than on rules. This approach increases 
visual perception in simple steps. 

1-56052-065-5........................................................ $17.95

Leadership Mastery in  
Turbulent Times 
Herb Kindler, Ph.D.  
Leadership Mastery in Turbulent Times is a  
powerful guide to the changing roles and new 
skills required to be an effective and ethical 
leader. Master these skills as you learn how to 

fuel creativity and productivity within an organization and 
how to energize employee performance. 
1-59200-934-4.......................................................$19.99

Mapping Your Career 
The Crisp Editors 
Mapping Your Career will help college  
students just starting out and working adults 
at a crossroad in their careers. It draws on 
the experience of people from a small  
community college in Ohio, whose career 

center used this book effectively to provide immediate help  
to people thinking about the direction of their careers. 
1-56052-646-7.......................................................$16.95

Copyediting: A Practical Guide,  
Third Edition 
Karen Judd 
One of the most widely respected books in the 
field, this book takes you beyond the simple 
style book or the rules you learned about  
capitalization to teach you the heart of the work 

of copyediting. From proofreading marks to bibliographic 
research—you will learn it here. 
1-56052-608-4.......................................................$24.95

Customer Service Nightmares 
Nancy J. Friedman 
From “The Telephone Doctor,” Nancy  
Friedman, this book presents 100 stories  
of the worst customer service experiences  
and offers concrete strategies and lessons  
on how they could have been fixed. 

1-56052-498-7 ....................................................... $12.95

Designing Creative Portfolios 
Gregg Berryman 
This book includes step-by-step  
instructions for planning and creating  
portfolios that show the range and variety  
of your work. 
1-56052-113-9...............................$14.95

Designing Creative Résumés,  
Second Edition 
Gregg Berryman 
This unique book shows you how to design 
résumés that will attract the interest of 
prospective employers. Discover how your 
résumé can demonstrate both your creative 

ability and your technical proficiency. 
1-56052-605-X....................................................... $18.95

Crisp Series Titles • The Professional Series
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Wake Up Your Creative Genius 
Kurt Hanks and Jay Parry 
This book is filled with proven techniques  
and approaches to developing your creative 
side. Some tips are practical, some are 
whimsical, but they all have the same  
objective—to help you use the natural  

creative talents you have within you more fully and more  
effectively. Wake Up Your Creative Genius offers ideas,  
suggestions, techniques, and approaches you can immediately 
put to use. 
1-56052-111-2.........................................................$16.95

The Xers and the Boomers 
Claire Raines and Jim Hunt 
This book looks at the specific conflicts  
between two generations—Baby Boomers 
and Generation Xers—who together make 
up the majority of today’s workforce. While 
seeing the two as warring tribes, The Xers 

and the Boomers leads you through a communication process 
that can bridge a growing chasm.  
1-56052-587-8........................................................$14.95

The Change Navigator 
Kurt Hanks 
1-56052-211-9........................................................ $15.95

Competency and the Learning Organization 
Donald Shandler 
1-56052-566-5........................................................$16.95

Design Yourself 
Larry Belliston 
1-56052-046-9.......................................................$16.95

Developing Strategic Alliances 
Ed Rigsbee 
1-56052-550-9........................................................ $11.95

Draw! 
Corinne Hanks 
1-56052-054-x........................................................$19.95

The Mentoring Organization 
Gordon F. Shea 
Mentoring has always been with us, but only 
recently have organizations begun to realize 
how important it can be to their success. This 
book describes the practice of mentoring and 
outlines, step-by-step, how an organization 

can design and develop a complete program that will benefit 
everyone involved. 
1-56052-673-4........................................................$16.95

Practical Time Management 
Marion E. Haynes 
This study guide will help you become a  
better manager of your time. However, it 
won’t manage your time for you—that’s up  
to you. Effective time management is basi-
cally an exercise in self-discipline. If you 

complete this guide, and use the principles and techniques 
presented, you will get more done and will enjoy doing it. 
1-56052-018-3........................................................ $15.95

Stepping Up to Supervisor,  
Second Edition 
Marion E. Haynes 
Like an on-call mentor, this best-selling book 
brings a wealth of wisdom and information to 
the new supervisor. It is organized into four 
logical parts that focus on the supervisor’s 

biggest concerns: understanding the basics of supervisory 
responsibilities, developing personal effectiveness,  
managing many personalities, and working with groups. 
1-56052-112-0........................................................$16.95

The Universal Traveler, Third Edition 
Don Koberg and Jim Bagnall 
This unique book will open your eyes to  
effective and stimulating formulas for  
solving problems. Discover how techniques 
developed in specialized disciplines can  
be applied to almost any business, social,  

or personal situation. 
1-56052-679-3........................................................ $18.95

Crisp Series Titles • The Professional Series
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Notes on Graphic Design and Visual  
Communication 
Gregg Berryman 
1-56052-044-2.......................................................$10.95

Self-Renewal 
Cynthia D. Scott, M.P.H., Ph.D. 
1-56052-265-8........................................................$16.95

Sexual Harassment: What You Need to Know 
Employer’s Group 
1-56052-312-3........................................................$16.95

Social Security, Third Edition 
Andy Landis 
1-56052-601-7........................................................ $18.95

Success as a CSR 
Lloyd C. Finch 
1-56052-450-2........................................................ $15.95

Twenty Ways to Improve Customer Service   
Lloyd C. Finch 
1-56052-246-1........................................................ $15.95

Up Your Productivity 
Kurt Hanks 
0-931961-49-1........................................................ $15.95

Virtual HR 
John Jones 
1-56052-473-1........................................................$16.95

Vitality  
Dr. Chuck Lofy and Dr. Mary Mead Lofy 
1-56052-702-1........................................................$16.95

Easy English 
Diana Bonet 
1-56052-198-8........................................................ $15.95

Find the Bathrooms First! 
Roy J. Blitzer 
1-56052-553-3........................................................ $11.95

Getting Your Message Across 
Kurt Hanks 
1-56052-063-9.......................................................$16.95

Getting Your Organization to Change 
Cynthia D. Scott, M.P.H., Ph.D. 
1-56052-483-9.......................................................$16.95

Information Design Desk Reference 
Christina Sevilla 
1-56052-610-6........................................................$24.95

Interior Architecture Drafting and Perspective 
Frederic Jones 
1-56052-092-2.......................................................$26.95

Invent! 
Sidney X. Shore 
1-56052-524-X........................................................ $15.95 

Ironing It Out 
Charles P. Lickson 
1-56052-379-4........................................................ $15.95

Managing Differences 
Geri McArdle 
1-56052-320-4....................................................... $15.95

Managing Employee Performance Problems 
Neville C. Tompkins 
1-56052-428-6....................................................... $15.95

Motivating People 
Kurt Hanks 
1-56052-085-X....................................................... $15.95

Crisp Series Titles • The Professional Series
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Crisp Instructor Guides

Crisp Instructor Guides

Accountability 
1-4239-5063-1........................................................$50.00

The Accounting Cycle 
1-4188-4772-0........................................................$50.00

Attitude, Fourth Edition 
1-4188-4773-9........................................................$50.00

Basic Business Math, Revised Edition 
1-4260-9099-4......................................................$50.00

Better Business Writing, Fourth Edition 
1-4188-4759-3........................................................$50.00

Building & Closing the Sale, Revised Edition 
1-4260-9094-3.......................................................$50.00

The Business of Listening, Third Edition 
1-4188-4770-4........................................................$50.00

Calming Upset Customers, Third Edition 
1-4188-4769-0.......................................................$50.00

Instructor Guides offer outstanding resources  
and support:  

	 • �Fully scripted lessons include small-group  
activities to promote the exchange of experiences  
and ideas, essential to adult learning.

	 • �Prompts and suggested answers to help  
instructors keep group discussions on point.

	 • �Preparation and materials checklists are provided 
for each class.

	 • �Target times and helpful directions guide  
instructors and keep them on track.

	 • �A free 25-question assessment helps measure 
student knowledge and learning.

	 • �Classroom handouts, PowerPoint slides, and 
activity answer keys.

Fully scripted Instructor Guides 
bring the Crisp Fifty-Minute Series 
into the classroom

Designed to work hand-in-hand with our popular Crisp  

Fifty-Minute™ workbooks, these new Instructor Guides  

are packed with resources and tips to facilitate classroom 

instruction. The lesson plans are fully scripted with prompts 

to help instructors stimulate discussion. To offer even more 

support, each Instructor Guide includes  unique group  

activities and handouts, as well as PowerPoint slides and 

answer keys. 
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Crisp Instructor Guides

Change Management, Third Edition 
1-4239-5065-8.......................................................$50.00

Clear and Creative Thinking 
1-4239-5056-9.......................................................$50.00

Coaching and Counseling, Third Edition 
1-4239-5054-2........................................................$50.00

Coaching Skills for Leaders 
1-4188-4776-3........................................................$50.00

Communication Skills for Leaders, Third Edition 
1-4188-8778-1.........................................................$50.00

Conflict Management, Third Edition 
1-4188-6265-7........................................................$50.00

Creative Decision Making, Second Edition 
1-4188-1254-4........................................................$50.00

Creativity In Business, Revised Edition 
1-4260-9095-1.......................................................$50.00

Critical Thinking 
1-4188-4783-6........................................................$50.00

Customer Satisfaction, Third Edition 
1-4188-4677-5........................................................$50.00

Delegation Skills for Leaders, Third Edition 
1-4188-8618-1........................................................$50.00

Developing as a Professional 
1-4188-4789-5........................................................$50.00

Disaster Preparedness 
1-4260-9105-2........................................................$50.00

Dynamics of Diversity 
1-4239-5059-3........................................................$50.00

E-Mail Management 
1-4239-5061-5........................................................$50.00

Emotional Intelligence Works 
1-4260-9092-7.......................................................$50.00

Empowerment 
1-4188-4781-X........................................................$50.00

Ethics in Business 
1-4260-9104-4.......................................................$50.00

Suggested time allotments

Activity icons

PowerPoint slides and  
classroom handouts 

Free assessments

Complete lesson plans formatted 
for ease of instruction:

Discussion prompts and  
possible responses

Facilitation tips and tools

Instructor script includes:
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Excellence in Supervision 
1-4188-4774-7........................................................$50.00

Face-to-Face Communication 
1-4188-1253-6........................................................$50.00

Facilitation Skills for Team Leaders 
1-4188-8619-X........................................................$50.00

Fat-Free Writing 
1-4260-9096-X......................................................$50.00

Feedback Skills for Leaders, Third Edition 
1-4188-4786-0........................................................$50.00

Financial Analysis, Second Edition 
1-4188-4775-5........................................................$50.00

Goals and Goal Setting, Third Edition 
0-619-28995-3.......................................................$50.00

Handling the Difficult Employee 
1-4188-1250-1.........................................................$50.00

Leading Honorably 
1-4260-9101-X........................................................$50.00

Learning to Lead, Second Edition 
1-4188-4771-2.........................................................$50.00

Making the Most of Being Mentored 
1-4188-4760-7........................................................$50.00

A Manager’s Guide to OSHA, Second Edition 
1-4239-5731-8........................................................$50.00

Managing Personal Change, Second Edition 
1-4188-6261-4........................................................$50.00

Managing Quality Customer Service 
1-4260-9097-8.......................................................$50.00

Meeting Skills for Leaders, Third Edition 
1-4188-8616-5........................................................$50.00

Mentoring, Third Edition 
1-4188-4756-9........................................................$50.00

Motivating at Work, Second Edition 
1-4188-4788-7........................................................$50.00

Negotiation Basics, Fourth Edition 
1-4188-4784-4........................................................$50.00

Networking for Success, Second Edition 
1-4239-5055-0........................................................$50.00

The New Supervisor, Fourth Edition 
1-4239-5052-6........................................................$50.00

Organizing Your Work Space, Revised Edition 
1-4239-5734-2........................................................$50.00

Performance Management, Fourth Edition 
1-4188-4780-1........................................................$50.00

Presentation Skills, Third Edition  
1-4239-1742-1.........................................................$50.00

Problem Solving for Teams, Second Edition 
1-4239-5050-X.......................................................$50.00

Process Improvement 
1-4239-5732-6........................................................$50.00

Project Management, Third Edition 
1-4188-4755-0........................................................$50.00

Putting Diversity to Work 
1-4188-6264-9.......................................................$50.00

Quality Customer Service, Fourth Edition 
1-4188-4768-2........................................................$50.00

Retaining Your Employees 
1-4239-5058-5........................................................$50.00

Risk Management 
1-4260-9087-0.......................................................$50.00

Sales Training Basics, Third Edition 
1-4239-5733-4........................................................$50.00

Sexual Harassment in the Workplace 
1-4239-5735-0........................................................$50.00

Crisp Instructor Guides
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Stress Management, Third Edition 
1-4188-9074-X.......................................................$50.00

Study Skills Strategies, Third Edition 
1-4260-9106-0.......................................................$50.00

Successful Lifelong Learning, Second Edition 
1-4239-5053-4........................................................$50.00

Successful Strategic Planning 
1-4260-9102-8.......................................................$50.00

Surviving Information Overload 
1-4188-1252-8.........................................................$50.00

Team Building, Fourth Edition 
1-4188-4767-4......................................................$100.00

Telephone and Time Management 
1-4260-9103-6.....................................................$100.00

Telephone Courtesy & Customer Service, Third Edition 
1-4188-4758-5......................................................$100.00

Time Management, Third Edition 
1-4188-4762-3........................................................$50.00

Understanding Financial Statements, Second Edition 
1-4239-5062-3.......................................................$50.00

Winning at Human Relations, Second Edition 
1-4188-1251-X.........................................................$50.00

Working in Teams, Second Edition 
1-4188-4778-X........................................................$50.00

Working Together, Third Edition 
0-619-28997-X.......................................................$50.00

Writing Effective E-Mail, Second Edition 
0-619-28996-1.......................................................$50.00

Writing Persuasively 
1-4260-9098-6.......................................................$50.00

Crisp Instructor Guides
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The Crisp Retailing Smarts Series
Workbook 1: Get to Know Your Customers 
1-4239-5082-8....................................................... $11.95

Workbook 2: Meet Your Customers’ Needs 
1-4239-5068-2....................................................... $11.95

Workbook 3: Build a Continuing Relationship 
1-4239-5069-0....................................................... $11.95

Workbook 4: Go the Extra Mile 
1-4239-5070-4....................................................... $11.95

Workbook 5: Explaining Features and Benefits 
1-4239-5071-2........................................................ $11.95

Workbook 6: Building the Sale 
1-4239-5072-0........................................................ $11.95

Workbook 7: Closing the Sale 
1-4239-5073-9........................................................ $11.95

Workbook 8: Completing the Sales Transaction 
1-4239-5074-7........................................................ $11.95

Workbook 9: Preventing Loss 
1-4239-5075-5........................................................ $11.95

Workbook 10: Promoting Safety 
1-4239-5076-3........................................................ $11.95

Workbook 11: Stocking the Shelves  
1-4239-5077-1........................................................ $11.95

Workbook 12: Keeping Up Appearances 
1-4239-5078-X....................................................... $11.95

Leader’s Guide: Providing Personalized  
Customer Service 
1-4239-5079-8........................................................$50.00

Leader’s Guide: Selling & Promoting Products 
1-4239-5080-1........................................................$50.00

Workbooks 1–12 are also available packaged together. Please 
see page 48 for details.

Our improved and updated suite of 
workbooks designed to help retail 
professionals succeed
Created in partnership with the National Retail Federation 
and based on national retail skill standards

Designed specifically for the retail sales associate, the Crisp 
Retailing Smarts Series is based on skill standards developed 
by a team of retailers and educators under the leadership  
of the National Retail Federation, the world’s largest retail 
association.

The topics and information covered in the Crisp Retailing 
Smarts Series reflect the competencies that retail employers 
across the country agree are necessary for sales associates to 
succeed and grow in a retail career, regardless of the size or 
nature of the retail business.

“ �The Retailing Smarts Series is an excellent tool for  
developing solid skills in customer service and sales.  
It has proven successful with retailers and other service 
industry segments, public and private training programs, 
and in the NRFF’s own Sales and Service Learning Centers.

—Katherine T. Mance, Vice President, NRF Foundation
”

The Crisp Retailing Smarts Series
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The Accounting Cycle, Second Edition 
1-4239-1788-X........................................................$39.95

Accounting Essentials 
1-4239-1743-X........................................................$39.95

Basics of  Budgeting 
1-4239-1744-8........................................................$39.95

Be Your Own Coach 
1-4239-5535-8........................................................$39.95

Better Business Writing, Fourth Edition 
1-4239-5555-2........................................................$39.95

Building & Closing the Sale, Second Edition 
1-4239-1745-6........................................................$39.95

Business Etiquette & Professionalism 
1-4239-1746-4........................................................$39.95

The Business of Listening, Third Edition 
1-4239-1789-8........................................................$39.95

Call Center Success 
1-4239-1747-2........................................................$39.95

Calming Upset Customers, Third Edition 
1-4239-1748-0........................................................$39.95

Change Management, Third Edition 
1-4239-1769-3........................................................$39.95

Clear and Creative Thinking 
1-4239-1749-9........................................................$39.95

Coaching and Counseling, Third Edition 
1-4239-5537-4........................................................$39.95

Coaching Skills for Leaders 
1-4239-1750-2........................................................$39.95

Communication Skills for Leaders 
1-4239-1752-9........................................................$39.95

Conducting a Needs Analysis 
1-4239-5550-1........................................................$39.95

Our outstanding Crisp Fifty-Minute™ 
Series is now available with engaging 
e-Learning.

Enjoy the benefits of blended learning when you use our  
new Crisp e-Learning packages: a concise book from our  
acclaimed Crisp Fifty-Minute Series plus e-Learning  
activities and assessments.  A valuable complement to the 
book, these electronic courses offer flexible, self-paced 
learning, featuring:

	 • �assessments

	 • �engaging simulations

	 • �tools to track learning

	 • �an easy-to-navigate course map

	 • �a searchable topic index

Crisp e-Learning packages are available for many popular 
topics, including customer service, communication,  
leadership, team building, and writing.

The Crisp Series with e-Learning
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Conflict Management, Third Edition 
1-4239-5539-0........................................................$39.95

Consultative Sales Power, Second Edition 
1-4239-1753-7.........................................................$39.95

Creative Decision Making, Second Edition 
1-4239-1754-5........................................................$39.95

Creativity in Business, Second Edition 
1-4239-1755-3........................................................$39.95

Critical Thinking 
1-4239-1756-1.........................................................$39.95

Customer Service in the Information Age 
1-4239-1757-X........................................................$39.95

Delegation Skills for Leaders, Third Edition 
1-4239-5551-X........................................................$39.95

Developing as a Professional 
1-4239-1758-8........................................................$39.95

Dynamics of Diversity 
1-4239-1759-6........................................................$39.95

Effective Sales Management 
1-4239-1761-8........................................................$39.95

Emotional Intelligence Works 
1-4239-1762-6........................................................$39.95

Ethics in Business 
1-4239-1763-4........................................................$39.95

Excel 2003 Now! 
1-4239-1771-5.........................................................$39.95

Excellence in Supervision 
1-4239-5543-9........................................................$39.95

Face-to-Face Communication 
1-4239-1764-2........................................................$39.95

Facilitation Skills for Team Leaders 
1-4239-1765-0........................................................$39.95

Fat-Free Writing 
1-4239-5557-9........................................................$39.95

Feedback Skills for Leaders, Third Edition 
1-4239-5538-2........................................................$39.95

Financial Analysis, Second Edition 
1-4239-1766-9........................................................$39.95

From Technical Specialist to Supervisor 
1-4239-1767-7........................................................$39.95

Goals and Goal Setting, Third Edition 
1-4239-5544-7........................................................$39.95

Leading Honorably 
1-4239-1768-5........................................................$39.95

Learning to Lead, Second Edition 
1-4239-5545-5........................................................$39.95

Making the Most of Being Mentored 
1-4239-5536-6........................................................$39.95

Meeting Skills for Leaders, Third Edition 
1-4239-1770-7........................................................$39.95

Mentoring, Third Edition 
1-4239-5548-X.......................................................$39.95

Motivating at Work 
1-4239-1774-X........................................................$39.95

Negotiation Basics, Fourth Edition 
1-4239-1775-8........................................................$39.95

Networking for Success 
1-4239-1776-6........................................................$39.95

Office Politics 
1-4239-5549-8.......................................................$39.95

Organizational Vision, Values, and Mission 
1-4239-1777-4........................................................$39.95

Organizing Your Work Space, Second Edition 
1-4239-5552-8........................................................$39.95

The Crisp Series with e-Learning
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Performance Management, Fourth Edition 
1-4239-5547-1........................................................$39.95

Powerful Proofreading Skills 
1-4239-5558-7........................................................$39.95

PowerPoint 2003 Now! 
1-4239-1772-3.........................................................$39.95

Presentation Skills, Third Edition 
1-4239-1760-X........................................................$39.95

Problem Solving for Teams, Second Edition 
1-4239-5534-X........................................................$39.95

Process Improvement 
1-4239-1778-2........................................................$39.95

Professional Selling 
1-4239-1779-0........................................................$39.95

Project Management, Third Edition 
1-4239-1780-4........................................................$39.95

Putting Diversity to Work 
1-4239-1781-2.........................................................$39.95

Quality Customer Service, Fourth Edition 
1-4239-1782-0........................................................$39.95

Sarbanes-Oxley 
1-4239-5559-5........................................................$39.95

Sexual Harassment in the Workplace 
1-4239-1783-9........................................................$39.95

Surviving Information Overload 
1-4239-1784-7........................................................$39.95

Team Building, Fourth Edition 
1-4239-1785-5........................................................$39.95

Telemarketing Tips From A to Z 
1-4239-1787-1.........................................................$39.95

Time Management, Third Edition 
1-4239-1790-1........................................................$39.95

Understanding Financial Statements, Second Edition 
1-4239-5533-1........................................................$39.95

Virtual Teaming 
1-4239-1792-8........................................................$39.95

Winning at Human Relations, Second Edition 
1-4239-1793-6........................................................$39.95

Winning the Inner Game of Selling 
1-4239-1794-4........................................................$39.95

Word 2003 Now! 
1-4239-1773-1.........................................................$39.95

Working Together, Third Edition 
1-4239-1795-2........................................................$39.95

Writing Business Proposals and Reports 
1-4239-5556-0........................................................$39.95

Writing Effective E-Mail, Second Edition 
1-4239-1796-0........................................................$39.95

The Crisp Series with e-Learning
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Crisp CustomCourse 
New! Crisp CustomCourse 2.0—our 
most user-friendly, comprehensive 
version to date
Our powerful CustomCourse 2.0 boasts new features that 
make it easier than ever to structure and create custom  
training courseware. 

The Power of Custom Publishing in Your Hands

CustomCourse is a powerful customization engine that  
enables you to easily structure and create content that  
best meets your individual training needs. With nearly the  
entire library of Crisp Fifty-Minute Series personal and  
professional development titles at your disposal, you can 
choose from thousands of units of content to build your  
own training materials.

How Crisp CustomCourse works: 

• �Choose from thousands of units of Crisp personal and  
professional development content. 

• Drag and drop to quickly rearrange units. 

• �Brand your Crisp books inside and out with the look and  
feel of your organization. 

• �Incorporate your own content, such as company-developed 
materials or a welcome letter. 

• Change book titles to tie into a larger curriculum goal. 

• Create Microsoft Word, PDF, or HTML output. 

• Print from your desktop, or let us print for you. 

• License content for one site or many.

Key updates to version 2.0 include:

	 • �Many more titles added—more content than ever 
from which to choose

	 • �An improved, more intuitive interface:  
CustomCourse 2.0 looks, feels, and acts like  
a Windows XP program.

	 • �A new, easier to use application installer

	 • �An updated PDF-output engine

Contact your sales representative or call 888.534.5556  
for more information. 

Crisp CustomCourse
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 Other Custom Options 

If you prefer, we’ll do the work—customizing and producing 
your materials for you. We’ll work with you to add logos or a 
new cover, incorporate your own content, and even print and 
bind your courseware. Contact your sales representative at 
888.534.5556 to learn about cost-effective options.

Print books yourself  or have us 
print them for you. 

Drag and drop to quickly arrange 
the chapters. 

Change book titles to tie your 
courses into a larger curriculum 
goal.

Choose from thousands of chapters 
of Crisp Fifty-Minute soft-skill 
content.

It’s easy to create custom  
courseware with our drag- 
and-drop-engine:

Brand your newly created materials 
inside and out with the look and feel 
of your organization.

Crisp CustomCourse
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Crisp Learning Tracks

For self-directed, in-depth  
instruction
Crisp Learning Tracks are bundles of books that bring together  
the best self-directed Crisp Fifty-Minute workbooks on a 
particular topic into one complete package. Covering critical  
business areas such as human resources, leadership, job 
search, and customer service, Crisp Learning Tracks provide: 

	 • �in-depth knowledge of the subject matter

	 • �relevant case studies

	 • �self-evaluations

	 • �practical examples to reinforce key concepts

Instead of ordering one book at a time, simply order the 
bundle at a discounted price and start your cost-effective 
library today.

Some Crisp Learning Tracks feature Crisp with e-Learning  
titles—which provide the benefits of a workbook-style Crisp book 
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Beyond Customer Service, Second Edition................... 1-56052-461-8

The Business of Listening, Third Edition  + CBT.......... 1-4239-1789-8
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Ordering Information
It’s easy to order by phone, by fax, or online.

Call us: 888.534.5556 
Our knowledgeable representatives are happy to help.  
Please call between 8:00am—6:00pm EST Monday—Friday. 

Fax us: 888.715.0220

E-mail us: crisp@axzopress.com 

Visit us online: www.axzopress.com 
Find product information, find a sales representative, or 
place an order using our enhanced e-commerce site.  
If you are a first-time visitor to our site, contact Customer 
Service to set up an account so you can:

	 • �Receive your discounted price automatically  
each time you order using your ID.

	 • �Shop anytime and conveniently track your  
orders online.

Organize your order before you call or fax.

Ship to:

Name 

Title 

Organization 

Street Address 

City 

State  	 Zip  

Daytime phone 

E-mail address 

Method of Payment

   �Bill my company 
PO number  
(�All shipping, handling, and applicable state sales tax will be added.)

   �Credit card 

ISBN	 Description	 Qty	 Unit Price	 Total
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