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INTRODUCTION

     These “stress-free” training programs have been developed by Dr. Bob      

       Boland and many  many colleagues, while working as professor with:  INSEAD, 

       UCT, Columbia, Cranfield, IMD, CEDEP, Thunderbird,  European Institute, ILO,  

       WHO,  UNEP, WB etc. 

       The programs, which have been used by over 80,000  managers in  30    

       countries in nine languages, are listed in five sections with instructions. Always  

       use “full screen” to see the programs.  Just explore the programs with 

       Windows Explorer and print README for other instructions. You may have to         

       “retry” several times to allow your computer to adjust reading the CD.

       The programs are available for testing with up to twenty managers without 

       charge, with the request that, it you find them really valuable, then  a  suitable 

       donation be made to an educational trust:         

 Timothy Trust, Ernst & Young Trust Company

 PO Box 821, Le Gallais Chambers, 54 Bath Street

 St. Helier, Jersey, Channel Islands JE4 8YD.

     All programs can be easily customised with special text, cases and exercises.   

     The latest 1998 versions of these programs and associated learning audio tapes 

     and videos etc. can be obtained on email request to  boland@cur-archamps.fr.

     Special note for this rough draft #2:

    1.        All programs can be printed out in WORD  from the text files provided.  Due 

               to the initial ROUGH automatic conversion of text  from Wordperfect to     

               WORD, it may be sometimes be useful to EDIT THE  TYPE AND PAGE 

               LAYOUTS, before printing a final copy.  Some programs are noted but  not 

               yet fully included.  When in doubt about a file, press RETURN and  the file 

               will usually be revealed. Email boland@ cur-archamps.fr for help as 

               needed, and to make contact with experienced training colleagues in: 

               Europe, USA, Asia and Africa .


2.
    All programs can be more effective with a review of the latest effort:  

              "Mind Jogging - A Partner-based Reinforcement for Memory, Learning   

              and Creativity"  which is a CAI as number 00 (1- 4 hours) and an AGL as      

              number 50 (1 day).
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COMPUTER BASED INSTRUCTION

FOUR HOUR PROGRAMS  - MANAGEMENT

FOUR HOURS WITH A PARTNER:

     0.    Mind Jogging - A  Partner-based Reinforcement for Memory, Learning   

              and Creativity"             

1.   Accounting Reports


2.   EVA & Financial Management 

3.   Forex & Risk Management

4.   Cost Control

5.   Communication - Health Systems

6.   Communication  - Business

7.   Business Strategy

8.   Environment In Industry – UNIDO

9.   Environmental Management – UNEP/IL

10.   Program Learning on Accounting Reports

11.     Planning and Budgetary Control


Instructions:

a. Get a partner. Make it fun. Insert  the CD, and explore the programs with                    

       Windows Explorer. Print README  if you want another copy of these 

       instructions     

b. Choose with the mouse, the number of the number of the program you want and click twice.  

c. To try out the program (without installation), choose 2FLASH to start Part I (the  first two hours).  Later choose 3FLASH2 for Part II (the last two hours).  Alternatively,  choose 1QUIZ  (for a test) or 4GLOSSARY (for a  review of the technical words). ).  Choose TEXT to print out a 50 page summary of the key learning points in Word. 

d. When using the program, always use FULL SCREEN, and try to use the keyboard RETURN and ARROW  keys (rather than the mouse).

e. To install the program on your drive C, get into the directory (as above) and then with the mouse, choose SETUP . When installed on your drive C, use the mouse for the ikons FLASH,  FLASH2, QUIZ or GLOSSARY.

COMPUTER BASED INSTRUCTION

FOUR HOUR PROGRAMS – LANGUAGE CONFIDENCE 

FOUR HOURS  WITH A  partner:

21. English

22. French

23. German

24. Spanish

25. Italian

26. Mandarin

27. Japanese

28. Khmer

29. Russian

30. Urdu/Hindi

31. Arabic

32. Turkish

33. Xhosa

34. Zulu

35. Indonesian

36. Finnish

37. Czech

38. COLLS Program Learning in French



Instructions:

a. Study Exhibit A. then get a partner. Make it fun. Insert  the CD, and explore the program with Windows Explorer. instructions. Choose with the mouse, the number of the number of the program you want and click twice.  

b. To try out the program (without installation), choose 2FLASH to start Part I (the  first two hours).  Later choose 3FLASH2 for Part II (the last two hours).  Alternatively,  choose 1QUIZ  (for a test) or 4GLOSSARY (for a  review of the technical words).  Always use FULL SCREEN.

c. When speaking the language use hands and arms CONTINUALLY to express EVERY word  spoken; gestures are the critical “psychological triggers” keys to developing the necessary confidence! 

d. When using the program, choose full screen, and then use the keyboard RETURN and ARROW  keys (rather than the mouse).  Choose TEXT to print out a 50 page summary of the key learning points in Word. There is  sometimes a  pre-learning routine which can be printed out as file PL.

e. To install the program on your drive C, select SETUP.  When installed  use the mouse for the ikons FLASH,  FLASH2, QUIZ or GLOSSARY. Then use the keyboard RETURN etc.

Email boland@cur.archamps.fr for audio tapes and slides used with the program, and for customisation of the materials to special client training needs. 

f.                          COMPUTER BASED INSTRUCTION

LEARNING IN A WEEK

TWO 2 hours daily for a week with a partner: 

41. Finance in a Week

42. Cost Control in a Week

43. Industrial Marketing in a Week

44. English in a Week

45. French in a Week

46. German in a Week   

Instructions:

a. See Exhibit A. Then get a partner. Make it fun. Insert  the CD, and explore the program with Windows Explorer. instructions. 

b. Choose with the mouse, the number of the number of the program you want and click twice.  Always use FULL SCREEN.

c. Then  to try out the program (without installation), choose 2MONDAY to start Part I (the first two hours). Later choose  3TUESDAY, 4WEDNESDAY, 5THURSDAY, 6FRIDAY and finally 7SATURDAY.  Alternatively, choose 1QUIZ  (for a test) or 8GLOSSARY (for a  review of the technical words). 

d. When using the program, it is easier to use the keyboard RETURN and ARROW 

      keys (rather than the mouse).  Select LIST and print out the key learning points  

      in 50 pages in Word.

e. To install the program on your drive C, copy the whole directory to a directory on your computer.  Then with Windows Explorer, select: MONDAY, TUESDAY etc.  

f. Email boland@cur.archamps.fr for copies of audio tapes and Powerpoint slides that can be used with the program, and for customisation of the materials to special client training needs.

                         AGL ONE/TWO DAY MANAGEMENT PROGRAMS

ONE TO THREE DAYS OF GROUP-BASED LEARNING:

50.  Mind jogging - A Partner-based Reinforcement for Memory, Learning   

          and Creativity" 

51.  Accounting Reports (English, German, French etc.)

52. Cost Control

53. Planning and Budgetary Control

54. EVA and Financial  Management of Working Capital

55. Forex and Risk Management

56. Business Policy

57. Communication

58. Coping with Difficult Environments - Stress Management (2 half days)

59. Environment in Industry – UNIDO

60. Environmental Management -  UNEP/ILO

61. Marketing

62. Leadership

63. Credit Control

64. Environmental Audit

65. Primary Health Care

66. Nutrition

67. Family Health Care

68. Prospective Medicine

69. Health Manpower Management

Instructions:

a. Plan for a group of 6-12 managers.  Print the materials and make it fun. Insert  the CD, and explore the programs with Windows Explorer. 

b. Choose with the mouse, the number of the number of the program you want and click twice.  

c. Then use the ikons to view or to print out the program learning materials: Workpack day 1, Workpack day 2, Guide, Diary, Instructions for the Organiser, Program Learning (if available) in Word or WP5.1.

d. Email boland@cur.archamps.fr for copies of audio tapes and Powerpoint slides that can be used with the program, and for customisation of the materials to special client training needs.

                     BOL 450  SIX-DAY LANGUAGE PROGRAMS

SIX DAYS OF GROUP-BASED LEARNING ON THE BASICS OF

LANGUAGE WITH 450 WORDS

71.  English, French, German, Spanish, Italian, Mandarin, Japanese, Khmer

       Urdu/Hindi, Arabic, Xhosa,  Zulu,  Swahili etc.  

Instructions:

a. Study Exhibit A. Then get a group of 6-24. Make  it fun. These are all highly participative group- based learning programs of 6 days with a specially trained “natural speaker” as the co-ordinator. 

b. The learning materials are not yet on this CD, but four–hour language versions 

      of the programs #21-#38, can be studied in the section of Computer Assisted 

      Instruction. 

b.   Email boland@cur.archamps.fr, for copies of the: Workpack, Program Learning 

      Book, Diary, Instructions for the Organiser, Audio Tapes etc. used  with the 

      program, and also for customisation of the materials to special client 

      training needs.

P.S. A rough copy of a superb business simulation may encourage you to buy the full materials from HBSP. 

EXHIBIT A - LANGUAGE LEARNING PROGRAMS

        ONE HUNDRED KEY WORDS - 50% OF ALL CONVERSATION

Instructions:  As pre-learning for every new language program, review the MLC program, and then use a dictionary to identify, write and make a fun "word substitute" (pronunciation), for each of the 100 key words listed below.  Later, use the list as part of learning maintenance, to make up short colloquial phrases.

             English
German


            New Language
                                  

                              (word substitute)

1.A  
a
ein  (eye-nn)



2.
after
nach (nakh)

3. 
again
wieder (wee-der)

4.
all 
alle (aller)

5.
almost
beinahe (b-eye-neyer)

6. 
also
auch (ouck)

7. 
always
immer (immer)

8.
and
und (oun-dt)

9.B
because
weil

10.
before
vorne

11.
big
gross

12. 
but
aber

13.C 
can 
kann

14.
come
komme

15.E
either/or
entweder/oder

16.F
find
finde

17.
first
erst

18.
for
fur

19.
friends
freund

20.
from
von

21.G
go
gehe

22.
good
gut

23.
goodbye
auf-wiedersehen

24.H
happy
glucklich

25.
have
habe

26.
he
er

27.
hello
guten tag

28.
here
hier

29.
how
wie

ONE HUNDRED KEY WORDS - 50% OF ALL CONVERSATION

30.I
I
ich

31.
am
bin


32.
if
wenn

33.
in
in

34.K
know
weiss

35.L
last
letzt

36.
like
mag

37.`
little
klien

38.
love
liebe

39.M
make
mache

40..
many
viel

41.
me
mich

42.
more
mehr

43.
most
meisten

44.
much
viel

45.
my
mien

46.N
new
neu

47.
no 
nein

48.
not
nicht

49.
now
jetz

50.O
of 
von

51.
often
oft

52.
on
auf

53.
one
ein

54..
only
nur

55.
or
oder

56.
other
andere

57.
our
unser

58.
out
aus

59.
over
ober

60.P
people
leute

61.
place
platz

62.
please
bitte

ONE HUNDRED KEY WORDS - 50% OF ALL CONVERSATION

63.S
same
derselbe


64.
see
sehe

65.
she
sie

66.
so
so

67.
some
etwas

68.
sometimes
manchmal

69.
still
noch

70.        such
solch

71.T
tell
erzahle

72.
thank you
danke

73.
that
das


74.
the
der\die\das

75.
their
ihr

76.
them
sie

77.
then
dann


78.
there is
es gibt

79.
they
sie

80.
thing
sache

81.
think
denke

82.
this
diese

83.
time
zeit

84.
to 
nach

85.U
under
onder

86.
up
ober

87.
us
uns

88.
use
gebrauche

89.V
very
sehr

90.W
we
wir


91.
what 
was


82.
when
wenn

93.
where
wo

94.
which
welche

95.
who
wer

96.
why
warum

97.
with
mit

98.Y
yes
ja

99.
you
sie

100.
your
ihr
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