Massachusetts Lodging Association Education Foundation presents

· HOSPITALITY TRAINING MATERIALS

LIBRARY LIST
Choose from the following industry titles of training videos, informational videos, assorted books and encyclopedias.

Following this Library List is the HOSPITALITY TRAINING MATERIALS LIBRARY BORROWING REQUEST FORM.  You may select up to  -4- items at a time. See form for ordering procedures. 

Borrowing Selections:

Videos:
FOOD AND BEVERAGE AND KITCHEN
______________________
____ B-1 Kitchen safety

B-2 Kitchen Services

B-3 Food Safety

B-4 Stop Underage Drinking

B-5 IRS Reporting tip income

B-6 Reporting tip income on TRAC
______B-7  A New culinary of services has begun

_____B-8 Food and Beverage Suggestive Selling
_____B-9 Serving Alcohol with care
_____B-10 Intro to food and beverage
_____B-11 Cooking methods
_____B-12 Smart Service for great banquets
_____B-13 Kitchen Sanitation
_____B-14 Fast Track with food safety                             2 videos available
SAFETY AND SECRUITY 

______________________________

_____C-1  Planning for emergency
_____C-2  Security: Handling disturbances

C-3  Key control and guest privacy


C-4  Protecting your property and guests

C-5  Safety and Security: Everyone’s Job
____ C-6  Employee awareness and problem protection
____ C-7 Employee safety orientation

C-8  Emergency action


C-9  Preventing disease transmission


C-10
Guest safety services public

C-11
Eye safety service industry

C-12 Guest service safety liability management


C-13
Back safety service

C-14
Fire countdown to disaster

C-15
Guest safety tips

C-16
Spotlight on security for lodging

C-17
SECURITY: planning, investigating and documenting


C-18
HANDS OFF

C-19
Fire electrical safety

C-20
Guest Safety Pool area

C-21
10 Min Trainer on Security
______ C-22 Energy Saving tips for Lodging
HOUSEKEEPING AND ROOM SERVICE 








D-1 Housekeeping: Communication and motivation

D-2 Housekeeping: Room Service

D-3 Housekeeping: Safety and Security


D-4 Housekeeping: Professional guest room cleaning

D-5 Housekeeping:  Quality guestroom cleaning

D-6 Kappa Cleaning


D-7 World Series of Housekeeping


D-8 World trainer: Guestroom & bathroom cleaning

D-9 Stay Safe:  Awareness Training for Housekeepers  3 videos available
​​​​​____ D-10 Housekeeping: The Deep Cleaning Process  2 videos available
_____D-11 Housekeeping:  Laundry Operations

SALES AND MARKETING








__

____ E-1 The sixth Sense

E-2 HOSPITALITY SALES: preparing for the Sales


E-3 HOSPITALITY SALES: Making Sales calls

E-4 Yield management: VIDEO 1: Forecasting, VIDEO 2: Strategies, & Tactics


E-5 AH&MA Sales clinic part 1

____
E-6 AH&MA Sales clinic part 2

____ E-7 Marketing Companies, Communication Demo


E-8 Howard Hints: Gaming and your property sales

E-9 10 Minute trainer: SALES

E-10 Lodging management program


E-11 AAA Diamond rating process
____
E-12 Competitive edge sales strategies                    2 videos available
____
E-13 Shaping change and changing minds
____
E-13 SALES: A winning formula 
SPANISH VIDEOS












F-1 Intro to telephone Skills

F-2 World of Opportunities

F-3 Kappa on Cleaning

F-4 Arma de seguridad y proteccion (arm of security and protection)

F-5 Six steps to food safety

F-6 Housekeeping: Quality guestroom service
TRAINING VIDEOS, HIRING AND FIRING, DIVERSITY AND MORE



____ H-1 Effective interviewing

H-2 TRAIN THE TRAINER: preparing for training

H-3 TRAIN THE TRAINER: leading group training—2 Videos available

H-4 TRAIN THE TRAINER: Conducting one-on-one training

H-5 Firing the right way

H-6 Valley Videos, Inc: Right to know service industry
____ H-7 HOSPITALITY: World of opportunities
____ H-8 Diversity: the face of hospitality
____ H-9 Howard's hints: building momentum

H-10
Howard's hints: prospecting

H-11
Curb appeal: creating great 1st impressions

H-12
Performance appraisal and coaching

H-13
Delegation

H-14
WATER analysis
____ H-15   Diversity WORKS
____ H-16 
The New Color of Money: Safer, Smarter, More Secure
____ H-17 Personal grooming
TEAM WORK AND COMMUNICATION







I-1 From Tension to Team Work—2 Videos available

I-2 Crisis Communications             2 videos available

I-3 Increasing Productivity

I-4 Working in teams (Service and Administrative series)

I-5 Communicating with people on the Job

I-6 Supervisory skills Builder: Improving communication 

I-7 BeneView employee: Benefit Communications

I-8 Straight Talk

I-9 Winning People
_____ I 10 Courtesy Rules: Better Telephone Skills Now
QUALITY SERVICE












J-1 The mark of excellence

J-2 Total quality: service the TQS model

J-3 Total quality: the Fizzle factor

J-4 How to resolve conflict on the job

J-5 Quality guestroom Maintenance

J-6 More than a Gut Felling (service & Hospitality version)
____ J-7 Guest service building a professional Team

J-8 Holly Stiel talking about service

J-9 Get more done in less times

J-10 The spirit of HOSPITALITY Light

J-11 Making the transition: line level to supervisor

J-12 Providing Professional Bell Service

J-13 Managing Quality Guest Service
FRONT OFFICE AND ADA PEOPLE WITH DISABILITIES




    

K-1 10 Minute Trainer FRONT OFFICE

K-2 The Front of the Class (Learning to Lead)

K-3 Valley Videos, Inc: Slips and falls service

K-4 NO_SHOW Challenge: An Industry Responds—2 Videos Available

K-5 Beyond compliance: serving customers with disabilities

K-6 Hiring Process ADA

K-7 Braking down Barriers: Achieving great service to customers with disabilities—3 Videos _____K-8 Full Access: making your property ADA compliant
_____K-9 Beyond compliance: serving customers with disabilities 2-2-93
ENCYCLOPEDIAS:
HOSPITALITY MANAGEMENT LIBRARY_____________________________________


G-1
Front Office

G-2
Housekeeping

G-3
Security

G-4
Food & Beverage Management

G-5
Food & Beverage Service

G-6
Planning & Control

G-7
Purchasing

G-8
Sanitation

G-9
Marketing

G-10
Sales

G-11
Conventions

G-12
Human Resources

G-13
Supervision


G-14
Training

G-15
Quality Service

G-16
Law

G-17
Accounting I

G-18
Accounting II

G-19
Managerial Accounting

G-20
Computers

G-21
Energy

G-22
Engineering Systems

G-23
Resort Management

G-24
Glossary

G-25
Master Index

ADDITIONAL HOSPITALITY ENCYCLOPEDIAS 1986







L-01
Energy Management 





By: R.E. Aulbach


L-02
Energy & Water Management (2nd Edition) 


By: R.E. Aulbach


L-03
Engineering Systems





By: M.H. Redlin/D.M. Stipanuk


L-04
Sanitation Management 




By: R.F. Cichy


L-05
Sanitation Management (2nd Edition) 


By: R.F. Cichy 


L-06
Purchasing For Hospitality Operations 


By: W.B. Virts 


L-07
Food & Beverage Operations (2nd Edition) 


By: J.D. Ninemeier


 


L-08
Front Office Operations (2nd Edition) 


By: C.E. Stedman/M.L. Kasavana

L-09 Managing Service 





By: A.M. Rey/F. Wieland

L-10
Resort Management (2nd Edition) 



By: C.Y. Gee 


L-11
Supervision 






By: J.P. Daschler/J.D. Ninemeier

L-12
Supervision (2nd Edition) 




By: R.R. Kavanaugh/J.D. Ninemeier

L-13
Planning and Control F&B Operations (2nd Edition) 
By: Jack D. Ninemier

L-14
Managerial Accounting 




By: Raymond S. Schmidgal 
BOOKS:
ALPHABETICAL ORDER A-Z___________________________________________

 VIEWPOINT: an Introduction on the Travel, Tourism and Hospitality 4th edition




 A Complaint is a gift. Using Customer Feedback as a Strategic Tool






 Bernice Chesler’s a Bed and Breakfast in New England  

 Angie Michael. Best Impressions in Hospitality

 Bits, Tips and Power points 





 Contemporary Lodging Security

 Convention Management and Services 5th edition
______ Designing Challenging Vocational Courses


 Financial Management by Andrew/ Schmidgall  

 Food and Beverage Controls 4th Edition 

 HEADS IN BEDS. Hospitality and Tourism Marketing

 Hospitality Accounting 1, 4th edition

 Hospitality Law 3rd Edition (3 books available)

 Hospitality Human Resources

 Hospitality Supervision 2nd edition

 Hospitality Today an Introduction 4th edition

 Hotel Investments Handbook 1997
_____ Hotel Investment 2nd edition
_____ Hotel Investment 3rd edition

_____ Hotel Investment 4th edition

 Housekeeping Management 2nd edition

 How to write a Business Plan

 Human Resource Management 3rd edition




 Introduction to Hospitality 2nd edition





 IRS Audit Protection and Survival Guide Bed and Breakfast


 Keeping Good People Roger E Herman


 Leadership and Management in the Hospitality Industry 2nd edition

 Life Scripts (what to say to, get what you want, in 101 of life’s toughest situations)     Pollan Levine


 Leadership and the one minute management   (4 books available)

 Lodging Security Officer Program (includes books and a video)

 Make you mark in the hostel industry (Job-specific English)(6 books available)

 Marketing without Advertising 

 Managing Service in Food and Beverage Operations 2nd edition

 Managing for Quality in the Hospitality Industry

 Organizational Vision, Values and Mission, Building the Organization of Tomorrow 

 ORLEANS INN a Cape Cod Legend
_____ OUTRAGEOUS Guilt-free Selling- Unforgettable Service
_____ Old Fashioned Service from the Innkeeper’s perspective
_____ Planning and Control for Food and Beverage Operations 5th edition
____   Revenue Management Video & Companion Guide

 MONEY ORDER: The Money Management Guide for Women

 SELLING: Customer-Focused. The smarter path to sales success

 Security and Loss Prevention Management 2nd Edition             2 books available


 So You Want to Be an Innkeeper. The definitive Guide to Operating a Successful B&B 


 Supervision in the Hospitality Industry 3rd edition CD included
_____ SUPERVISORY Skill Builders 2nd edition with leaders guide
_____ The Romance of COUNTRY INNS a decorating book for your home
_____ The Front of the Class Trainers Guide

 The Tourism System AN Introductory text

 Winning with Diversity. A practical Handbook fro creating inclusive meeting, events and organizations
_____ Understanding Hospitality Accounting 1 4th edition
CD, CD-ROM, CASSETTES











Q-1
Guest Service: out of this world (cd-rom)

Q-2
UP FRONT! Performance training for front desk employees (cd-rom disk 1 and 2)

Q-3
the Massachusetts Work based Learning TOOLKIT (two cd-rom available)

Q-4
Hospitality Industry (cd-r)

Q-5/Q-12 Educational Institute Hospitality textbook Library (cd-rom 2 available)

Q-7
START Assesments CD_ROM

Q-8
357 Managing Hospitality Human Resources (instructors Guide and Optional Tests)

Q-9
LMP Year 1 Assessments CD-ROM

Q-10
LMP Year 2 Assessments CD-ROM

Q-11
the Hynes Convention Center and Boston Virtual Adventure

Q-13
Bio-Chemical Terrorism Responses

Q-14
Basic Hotel and Restaurant Accounting (instructors Guide and Optional Tests)

Q-15
Hospitality Sales and Marketing (instructors Guide and Optional Tests)

Q-16
Planning and Control for F&B Operations 5th edition (instructors Guide and Optional Tests)

Q-17
Understanding Hospitality Law 4th edition (instructors Guide and Optional Tests)

Q-18
Managing Front Office Operations 6th edition (instructors Guide and Optional Tests) 3 Available

Q-19
Accounting for Hospitality Managers 4th Edition (instructors Guide and Optional Tests)

Q-20
Supervision in the Hospitality Industry 3rd ed (instructors Guide and Optional Tests) 2 Available
______R-21 Is Direct Mail Working? Part 1
______R-22 Is Direct Mail Working? Part 2

______R-23 AH&MA Human Resources/ Workplace Issues

______R-24 Diversity: A Business necessity in the 90’s

______R-25 Telephone Style: That Reaches Out & Grabs them

______R-26 Voices of Your Inn-Telephone Topics 

______R-27 If you mail it, will they come? 

______R-28 Principle-Centered Leadership (6 available)

______R-29 AH&MA 83rd Annual Convention & show

[image: image1.png]MASSACHUSETTS

Al

LODGING ASSOCIATION





HOSPITALITY TRAINING MATERIALS LIBRARY BORROWING REQUEST FORM

The Massachusetts Lodging Association is proud to offer our members an on-site library of training videos, informational videos, instruction manuals and materials and assorted books and encyclopedias.

In order to ensure the quality of materials in the library, we request that members borrowing them provide us with credit card information.  If materials are not returned by the due date, you will be charged for their purchase price plus postage & handling.  

Members may borrow up to 4 items at a time, for a period of 3 weeks, by simply completing and returning the form below.

PROPERTY NAME: 













STAFF MEMBER PLACING ORDER: 











TITLE:






DIRECT PHONE NUMBER:




ADDRESS: 















CITY:







 STATE:

 ZIP: 





FAX: 






 EMAIL:








CREDIT CARD TYPE:  please circle:  
Visa
     
American Express

 MasterCard

Credit Card Number: 






Expiration Date: 




SIGNATURE OF CARD HOLDER: 











PRINT NAME OF CARD HOLDER ABOVE SIGNED: 








TITLES OF MATERIALS YOU WISH TO BORROW:  Example:  Section Number: B-54 Title:  ROOM SERVICE
Section Number:


 Title:










Section Number:


 Title:








 

Section Number:


 Title:








 

Section Number:


 Title:








  

FAX THIS COMPLETED FORM TO MLA AT 617-720-1305
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