
HTG001 20 Tips to Help You Choose a Business Idea May 14
HTG002 Could You Run Your Own Business? March 14
HTG004 How to Write a Business Plan January 14
HTG005 How to Find Finance for Your New Business June 14
HTG006 How to Forecast Your Cash Flow February 14
HTG007 How to Forecast Sales February 14
HTG008 How to Prepare a Budget for a 

New Business March 14
HTG010 How to Find Information 

on the Internet February 14
HTG012 How to Set Up an Office January 14
HTG013 How to Set Up a Filing System March 14
HTG015 How to Value a Business You Want 

to Buy January 14
HTG016 How to Succeed with a Family-Run 

Business February 14
HTG017 How to Set Up a Business from Home March 14
HTG018 How to Keep a Manual Cash Book December 13
HTG020 How to Invoice and Collect Payments February 14
HTG021 How to Avoid Cash Flow Problems March 14
HTG022 How to Understand a Balance Sheet March 14
HTG023 How to Protect Your Cash January 14
HTG024 How to Develop a Trade Credit Policy January 14
HTG025 How to Recover an Overdue Debt January 14
HTG029 How to Register Your Business January 14
HTG030 How to Manage Your Overdraft March 14
HTG033 How to Run a Payroll System March 14
HTG035 How to Use Internet Banking February 14
HTG036 How to Manage Your Time February 14
HTG037 How to Plan and Manage a Project February 14
HTG040 How to Save by Buying Second-hand 

Equipment March 14
HTG043 How to Produce Your Own Branded 

Stationery February 14
HTG044 How to Control Your Stock February 14
HTG046 How to Understand Intellectual 

Property February 14
HTG047 How to Protect Your Intellectual 

Property March 14
HTG048 How to Comply with the Copyright 

of Others March 14
HTG051 How to Sell to Other Businesses February 14
HTG052 How to Sell Goods by Party Plan March 14
HTG053 How to Write an Effective Sales Letter March 14
HTG054 How to Organise Your Own Mail Shot March 13
HTG056 How to Advertise Your Business March 14

HTG057 How to Boost Your Sales Using 
Promotions March 14

HTG058 How to Keep Your Customers February 14
HTG059 How to Benefit from Customer 

Complaints March 14
HTG062 How to Prepare and Make 

a Presentation January 14
HTG064 How to Choose and Use 

a Graphic Designer February 14
HTG065 How to Choose and Use a Mailing House January 14
HTG066 How to Choose and Use a Print Shop January 14
HTG069 How to Network Your Computers February 14
HTG072 How to Benefit from Bar Coding March 14
HTG073 How to Choose a Computer Maintenance Firm
January 14
HTG074 How to Back Up Information From 

Your Computer January 14
HTG075 How to Write a Job Description January 14
HTG076 How to Protect your Computer 

from Viruses and Other Threats March 14
HTG077 How to Do a Job Interview March 11
HTG078 How to Advertise for Staff January 14
HTG079 How to Get and Check References 

on Prospective Employees February 14
HTG080 How to Find the Right Staff November 13
HTG082 How to Do Staff Appraisals December 13
HTG083 How to Deal with a Request for 

a Reference December 13
HTG084 How to Plan for Succession in 

Your Business January 14
HTG085 How to Improve Security in 

Your Business February 14
HTG086 How to Deal With Shoplifting January 14
HTG087 How to Avoid Staff Fraud December 13
HTG088 How to Manage a Meeting March 14
HTG089 How to Understand a Profit 

and Loss Account March 14
HTG090 How to Keep Your Costs Down November 13
HTG091 How to Motivate Your Employees February 14
HTG092 How to Discipline and Dismiss 

Employees Februrary 14
HTG095 How To Keep Your Business Legal February 13
HTG096 How to Buy a Business January 14
HTG099 How to Choose a Bank Account

for your Business January 14
HTG101 How to Choose a Fast Food Franchise November 13
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