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",STYLEBOOK, 
GOVERNMENT PRINTING OFFICE 

248- p. 1981 third edition. $12.50 plus $1.60 p!& p 
Since ,1958 the Style Book has served as a guidetd writei's;editors, 
and all who prepare copy.for ponting; This edition:corttainsnew 
and'revised material; the' chapters dealing: with the preparation ,of 
copy;abbreyiations, and compound wOrds have been revised; new 
material has been added to the chaptets dealing with common names 
of:animals'and plants;' errors in,theuseofEnglish in,official writing; 
and terms used in printing. ,', 

-NEW ZEAI::AND'OFFICI1\L YEARBOOK 
Th~ Yearbook is l!Ie; s~nd~rd New Zealanp/enfyclopaedic annual 
whIch has a place m every home, school, and office. Not only does 
it present a comprehensive statistical survey of the economy and 
population ',in New' Zealand but it is also a 'very useful fact bOok 
for use in the home: In addition to the statistical facts 'supplied, the 
YearbOok also 'pTovidesa hackground and historical perspective on' 
each of the subjects covered. 

(Customers may placethdr name, onIhe Sli,lnding Order .SerViCe 
for this annual at the nearest GovemmeritBookshop. A pre
payment form to cover the cost of the publication plus post and 
packing will be forwarded when the publication is prillted,) , 

NEW ZEALAND POCKET DIGEST OF STATISTICS 
$4.95 

Statistics are presentedin an ,easily. accessible form. It contains the 
more significant statistical seriesbeiIring on the' country's social and 
economic life. The New Zealand Pocket Digest of Statistics is con
sistently one -ofthemost popular annuals ·sold ·by the Government 
Printer; 

(Customers may place their name on the Standing Order Service 
for this annual at the nearest Government Bookshop. A pre
payment form t-o COVer. the costoftbe·publication pluS'post1rod 
packing will be forwarded when the publication is printed.) 

TRUCK OPERATING COSTS 
$4.50 

In the case of vehicles used for business purposes, especially trucks, 
it is essential that a record be kept of vehicle expenditure and per":' 
formance. This annual will assist operators of motor vehicles rang
ing from 3.2 tonne petrol trucks to 45.0 torine' heavy articulated 
diesel trucks to identify and possibly ,reduceoper~tingco~ts. 

(Customers may place their name on the Standing Order Service 
for this annual at the nearest Government Bobkshop. A pre
payment form to cover the cost of the publication plus ,post and 
packing will be forwarded when the publication is printed.) 

CAR OPERATING COSTS 
$4.50 

This booklet is designed to assist vehicle owners to identifYahd 
possibly reduce operating costs. The currenLedition sets ,out, the 
costs of operation for six classes of vans; pickups, 'light ,trucks and 
utilities. A new edition is published,annua:lly.' ~ ,., ",' 

(Customers may place their name ontheStandiIigOrder.Service 
for this, allnual at the nearest Governrnehf' BooksIm~: A'pre
paYlJ!.ent ~orm to cover the cost of the p.ubl~cat{~n '~liJs post' 'and 
packmg WIll be forwarded when the publIcatIon 'is Pilnted.J 

. ,. . ";f : 'J". " 

" EFFECTIVE MANAGEMENT: FOJ; J)usy ,M~nagers 
STATE SERVICES COMMISSIONi 

114p. 1974" $4.95 plus 65cp & p 
Management has been described as "what managers do". But what 
is that? Getting things done? Getting other people to do them? Using 
resources economically? And what does the 'effective' manager do? 
This book looks at answers to such questions. It has been written 
as an introduction to the subject, especially for New Zealand man
agers who want to manage their organisation better. 

PROFESSIONALLY SPEAKING 
25p. 1983. $3.25 plus 65c p & p 
"Speech is power, speech is to persuade, to convert, to compel", 
said Emerson. Ignorance is the biggest stumbling block in the path 
of the aspiring public speaker. Your purpose in speaking must be 
that you have something to say, rather than that you have to say 
something. This inexpensive booklet .wiJl help, the persqn who has .. 
to speak professionally." " " . " , ',,' . '" ' " ' 

P;R."FORiTHE" ADMINISTRATOR 
STATE SERVICES COMMISSION 

15p.1981. i $1.50 pfus50c p&p 
A favoUrable cliniate' of public opinion must be deliberately fos· 
tereel by art organisation and not merely left to chance. Tliil! activity, 
commonly ·known as ~'public relatioils~l, is the responsibility, of top 
management and as· an administrator you, have a part ·to play 'in 'its, 
execution: ' " ' " .. " ,,', 0 " 0, ", 

13p. 1981. 

PERSON TO PERSON 
STATE SERVICES COMMISSION 

$1.50 plus 50c p & p 
This book is a: guide to your role in public relations and covers 
tech"jques thatwiU belp y-ou eS~blish,good relations between your 
organisation and tile public. " "i" '., , 

23p. 1979. 

ABOUT SUPERVISION, ,',,' 
STATE,SERVICES COMMISSION 

$1.5'0 plus SOc'P &p 
You may be anxious about your n~w duties and responsibilities on 
your first job as a supervisor. This booklet will introduce you to 
some ways of making, .those .duties avd resppnsibilities easier to 
cope with. ,'. '. 'i,', , ' , , 

,AN ,1l'lTROI>UCTlONTOTRAI~ING METHOD~" 
STATE Si!RVIGES COMMISSION 

26p. 1978:' $l.lOplus ,SOc p &p 
This booklet is an introduction to, training methQas,and summar
ises much of the content of a teaching methods course. It should 
prove helpful to people who have not had any formal training in 
teaching method~,. 

",: NO .MARGIN FOR ERROR , 
STATE SERVICES COMMISSION 

80p. 1977. 0' 0 $5.00plus$LOSp &. p 
This book is a styl~ book for typed cori~spondence~lt isintended 
fOF uSe by' typists and by P!'!ople Who p~epare letteI;S, memQr:anda 
and repQl11i for typjng. ' 

TRAINING WAYS 
JjYG~offrey Md~S 

119 p. 1983. Illustrated. ' '$12.95 plus $1.60 p,&p 
'Training Ways' is the third and last book in the series Qf Advisory 
AidJ30oks. Like 'Way with Words' and 'Vis\ial Aids' it is a book 
ter help thesupe(Visor,trafuing manager, the tutor and the' exten
sion Wi:>rker prQyide a successful tfairing' pr9gram,me and, ;tleaming 
expenettcefor adults.' 0 ,', " • , ' 

FIELD GUIDE TO TOWN BIRDS OF NEW ZEALAND 
, ' JJyPr ~.(J.lJul{' 

93 p. 1983. Illustrated. $9.95 plus $1.05 p & p 
Elieb :bird uescriptlon'is accompanied by a full colour photograph 
of,the: binlin ,~tsvatl,1ral Ilal>itat. Th.e birds an~ defined a~ either; 
i~trodl,)(ledor native andj£iUs ,a pn;lJected. spe,cie~, Then' follows 
af'\llIp,escrip\ion of th.e adllJtbjr-d,)t~;call, ;w,hereitiscQII1monly 
foumkitseating ,and ~stinghabHs" h,Qw to IdeJ;ltify the eggs, incu
ba.tion ,period· and iastlydetai1s of the young. ' , " "0'" 

THE HOME VEGETABLE GARDEN 
by Bee Baldwin 

Softcover $19.95 plus $1.60p & p 
177 p. 1984. Illustrated. Hardcover $27.95 plus $3.75 p & p 
This book is a comprehensive, clearly-written, illustrated grow-your
own guide to raising fresh, vitamin-rich vegetables in any ordinary 
New Zealand garden. 

CREATING WORK 
by David Naulls 

165 p. 1984. Illustrated. $8.50 plus $1.05 p & p 
Creating Work has been written to help people to become self

: empIQ¥~d. Tp~ ,gpo~ s,ho~shoW ~kills-wriMng, baki!1g, ,carpentry, 
whatever-'-can tie turned mto' a profitable small busmeSs.' ' 


