	Management Pocketbooks Order Form
	Please specify quantity ► 
	Q
	Please specify quantity ►
	Q
	Please specify quantity ►
	Q

	All Pocketbooks are £7.99 + p&p unless stated otherwise.
Please specify quantities required.  If you require e-books please visit

www.pocketbook.co.uk and follow the E-pocketbooks link.
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	From the Management Series:
	
	Managing Difficult Participants
	
	Pocketfiles £39.99 each inc VAT
	

	
	
	
	Managing Recruitment
	
	
	

	
	360 Degree Feedback     available as e-book only
	Managing Upwards
	
	Trainers Blue Pocketfile
	

	Name:
	Absence Management 
	
	Managing Your Appraisal
	
	Trainers Green Pocketfile
	

	Position:
	Appraisals *
	
	Marketing *
	
	Trainers Red Pocketfile
	

	Company:
	Assertiveness *
	
	Meetings *
	
	POCKETFILE OFFER: 

Buy 2 save £10  Buy 3 save £20
(no other discounts apply - £2 p&p per Pocketfile)
	

	Address:
	Balance Sheet
	
	Memory  *
	
	
	

	
	Business Planning
	
	Mentoring *
	
	
	

	
	Call Centre Customer Care             e-book only
	Motivation *
	
	
	

	
	Career Transition
	
	Negotiator’s *
	
	DVD £199.99 + VAT (£4 per e-book)
	

	E-Mail: **
	Coaching *
	
	Networking
	
	The 50 e-Pocketbooks on the DVD, in PDF file format, are those titles marked with an asterisk (*). Please note, the DVD does not permit files to be opened other than from the DVD itself.
	

	Tel:
	Fax:
	Cognitive Behavioural Coaching
	
	NLP *
	
	
	

	Order No:
	VAT No.
	Communicator’s *
	
	Nurturing Innovation
	
	
	

	I enclose cheque for: £            (incl. p&p; payee Management Pocketbooks)
	Competencies *
	
	Openers & Closers
	
	
	

	Invoice me/my company:
	C.R.M. *
	
	People Manager’s *
	
	
	

	Debit my credit card:    □ VISA     □ MasterCard     □ Switch     □ Amex
	Creative Manager’s
	
	Performance Management *
	
	
	

	Card No:
	Cross-cultural Business *
	
	Personal Success
	
	Number of DVDs required ►
	

	Valid From:                                 Expiry Date:                            Issue No:
	Customer Service *
	
	Positive Mental Attitude *
	
	(£2 per DVD for UK delivery; elsewhere at cost)
	

	Security No (last 3 digits on signature strip):
	Decision-making *
	
	Presentations *
	
	
	

	Signature:
	Date:
	Delegation *
	
	Problem Behaviour
	
	From the Teachers’ Series:
	

	Card holder’s name/address if different from above:
	Developing People *
	
	Problem Solving
	
	Here is a selection of titles from our award-winning Teachers’ Pocketbooks range, all priced at £7.99 + p&p.
	

	
	Discipline & Grievance
	
	Project Management *
	
	
	

	
	Diversity
	
	Psychometric Testing
	
	
	

	
	Emotional Intelligence *
	
	Resolving Conflict *
	
	
	

	
	Employment Law
	
	Reward
	
	
	

	
	Empowerment                                 e-book only
	Sales Excellence *
	
	Accelerated Learning
	

	**Only provide your e-mail address if you are happy to be contacted by this method
	Energy & Well-being
	
	Salesperson’s
	
	Anger & Conflict Management
	

	Please mail, fax or email your completed order form to:
	Facilitator’s *
	
	Self-managed Development
	
	Asperger Syndrome
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Management Pocketbooks Ltd 

Laurel House, Station Approach, Alresford, Hampshire SO24 9JH 

Tel: +44 (0) 1962 735573  Fax: +44 (0) 1962 733637

Freephone (UK only): 0800 028 6217

Email: sales@pocketbook.co.uk     Web: www.pocketbook.co.uk


	Feedback *
	
	Starting in Management *
	
	Behaviour Management
	

	
	Flexible Workplace
	
	Storytelling
	
	Boys, Girls & Learning
	

	
	Handling Complaints *
	
	Strategy *
	
	Challenging Behaviours
	

	
	Handling Resistance
	
	Stress *
	
	Coaching & Reflecting
	

	
	Icebreakers *
	
	Succeeding at Interviews
	
	Creative Teaching
	

	
	Impact & Presence *
	
	Tackling Difficult Conversations 
	
	Drama for Learning
	

	Discounts:
Orders of 10 books or more qualify for a discount. Discounts apply to the total number of
books you buy at one time and not just to multiple copies of a single title. Please note,
discounts do not apply to e-books. If you require e-books for multiple use, please talk to
us about e-Licences. The discount bands for paperback books are as follows:

	Improving Efficiency
	
	Talent Management *
	
	Dyslexia
	

	
	Induction                     
	
	Teambuilding Activities *
	
	Effective Classroom Communication
	

	
	Improving Profitability
	
	Teamworking *
	
	Gifted & Talented  
	

	
	Influencing *
	
	Telephone Skills            
	
	Handwriting
	

	
	International Trade
	
	Telesales
	
	Learning to Learn
	

	10 books   10%
	100 books   15%
	300 books    25%
	500 books    35%
	Interviewer’s *
	
	Thinker’s
	
	Managing Workload
	

	50 books    12.5%
	200 books   20%
	400 books    30%
	600 books    40%
	I.T. Trainer’s
	
	Time Management *
	
	Pupil Mentoring
	

	
	Key Account Manager’s *
	
	Trainer’s *
	
	Stop Bullying
	

	UK Postage & Packaging (Overseas p&p will be charged at cost):
	Leadership *
	
	Training Evaluation *
	
	Teaching Assistant’s
	

	1-7    books:  add 80p per book ordered
	26-99  books:  add £10 to total order
	Learner’s *
	
	Training Needs Analysis*
	
	Teaching Thinking
	

	8-25  books:  add £6 to total order
	100+   books:  add £15 to total order
	Management Models   *
	
	Transfer of Learning      
	
	
	

	
	Manager’s *
	
	Virtual Teams
	
	TOTAL BOOKS ORDERED ►
	

	Refund Guarantee: If our books do not meet your needs, you may return them (in a
saleable condition) within 10 days of receipt for a FULL REFUND.
	Managing Assessment Centres  
	
	Vocal Skills
	
	
	

	
	Managing Budgets
	
	Working Relationships   
	
	* Titles also available on DVD (see above)
	

	
	Managing Cashflow
	
	Workplace Politics *
	
	
	

	Management Pocketbooks Ltd is registered in England, no. 2603856. Its registered office address is: 
Laurel House, Station Approach, Alresford, Hampshire, SO24 9JH, U.K.
	  website
	Managing Change *
	
	Writing Skills                 March 2012
	
	
	

	
	
	Managing Customer Service
	
	If you no longer wish to receive mailings please tick here    ►
	





�








