
 THE COLORADO WOOD UTILIZATION AND MARKETING 
 ASSISTANCE CENTER PRESENTS: 

 
     LIBRARY OF SMALL BUSINESS ADMINISTRATION  

ESSENTIAL BUSINESS  LITERATURE  
 

 

This CD contains over 60 Small Business Administration articles, guides, and 
handbooks, aimed at providing practical, and useful information to small busi-
nesses. Although most of this literature is no longer in print, the information it 
contains is still relevant to the challenges faced daily by most businesses. 
 
How to use this CD: 
 
The literature is categorized under each of the topics listed below. Choosing a topic 
will redirect you to the page containing the table of contents for that particular topic. 
Choosing a title in the table of contents will open that article. 
 
The last page of every article contains a link that allows you to return to either the 
table of contents containing the article you opened, or this main page. Likewise, using 
the Bookmarks on the left-hand side of the Adobe frame will allow you to jump to 
each topic page. 
 
Choose from the topics listed below: 
 
 

Business Planning and Decisions 

Money and Finances 

Management 

Production 

 Marketing 

Sales and Advertising 

Tools for New Businesses 
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BUSINESS PLANNING AND DECISIONS 
 
 

• BID THE JOB, NOT THE MARKET 

• BREAKING THE BARRIERS TO SMALL BUSINESS PLANNING 

• BUILDING GROWTH MINDEDNESS INTO YOUR BUSINESS 

• BUSINESS PLAN FOR SMALL MANUFACTURERS 

• CREATIVE THINKING, A COMMON SENSE APPROACH 

• GUIDES FOR PROFIT PLANNING 

• KEEPING OVERHEAD COSTS IN LINE 

• LOCATING OR RE-LOCATING YOUR BUSINESS 

• PLANNING AND GOAL SETTING FOR SMALL BUSINESS 

• PLANT LOCATION FACTORS FOR SMALL INDUSTRY 

• RENOVATION-EXPANSION CHECKLIST 

• SHOULD YOU LEASE OR BUY EQUIPMENT ? 

• STEPS IN MAKING A BUSINESS DECISION 

• THE EQUIPMENT REPLACEMENT DECISION 

•  WISHING WON'T GET PROFITABLE NEW PRODUCTS 

• ATTACKING BUSINESS DECISIONS WITH 

  BREAKEVEN ANALYSIS 
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MONEY AND FINANCE 
 

 

• BASIC BUDGETS FOR PROFIT PLANNING 

• BUILDING STRONG RELATIONS WITH YOUR BANK 

• CASH FLOW IN A SMALL PLANT 

• CASH MANAGEMENT IN SMALL PLANTS 

• COLLECTING PAST DUE ACCOUNTS WITHOUT  

 LOSING CUSTOMERS 

• FINANCIAL FACTS WHICH LENDERS REQUIRE 

• GETTING MONEY FOR LONG TERM GROWTH 

• HOW DO YOU KNOW WHAT YOUR BUSINESS IS WORTH ? 

• IS YOU CASH SUPPLY ADEQUATE ? 

• KEEPING OVERHEAD COSTS IN LINE 

• PRICING ARITHMETIC FOR SMALL BUSINESS MANAGERS 

• PRICING CHECKLIST FOR MANAGERS 

• PRICING FOR SMALL MANUFACTURERS 

• RATIO ANALYSIS FOR SMALL BUSINESS 

•  SHOULD YOU LEASE OR BUY EQUIPMENT ? 

• THE ABCS OF BORROWING 

• THE EQUIPMENT REPLACEMENT DECISION 

• WATCH YOUR CASH 

• WHAT KIND OF MONEY DO YOU NEED ? 
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MANAGEMENT 
 
 

• COLLECTING PAST DUE ACCOUNTS WITHOUT  

 LOSING CUSTOMERS 

• DELEGATING WORK AND RESPONSIBILITY 

• KEEPING OVERHEAD COSTS IN LINE 

• PLANNING AND GOAL SETTING FOR SMALL BUSINESS 

• TRAPS TO AVOID IN SMALL BUSINESS MANAGEMENT 
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PRODUCTION 
 
 

• BROADENING YOUR MANUFACTURING OPERATIONS 

• CAN YOU MAKE MONEY WITH YOUR IDEA OR INVENTION ? 

• CONTROLLING INSPECTION COSTS IN SMALL PLANTS 

• IMPROVING YOUR PRODUCTS VALUE 

• PLANNING AND CONTROLLING PRODUCTION  

 FOR EFFICIENCY 

• POINTERS ON SCHEDULING PRODUCTION 

• PROFITABLE SMALL PLANT LAYOUT 

• RENOVATION-EXPANSION CHECKLIST 

 











 
 
 
 

RETURN TO PRODUCTION 
 
 

RETURN TO MAIN MENU 
 











 
 
 
 

RETURN TO PRODUCTION 
 
 

RETURN TO MAIN MENU 
 



















 
 
 
 

RETURN TO PRODUCTION 
 
 

RETURN TO MAIN MENU 
 











 
 
 
 

RETURN TO PRODUCTION 
 
 

RETURN TO MAIN MENU 
 











 
 
 
 

RETURN TO MARKETING 
 
 

RETURN TO PRODUCTION 
 
 

RETURN TO MAIN MENU 
 











 
 
 
 

RETURN TO PRODUCTION 
 
 

RETURN TO MAIN MENU 
 





















 
 
 
 

RETURN TO PRODUCTION 
 
 

RETURN TO TOOLS FOR NEW BUSINESSES 
 
 
 

RETURN TO MAIN MENU 
 































































 
 
 
 

RETURN TO PRODUCTION 
 
 

RETURN TO TOOLS FOR NEW BUSINESSES 
 
 
 

RETURN TO MAIN MENU 
 



 

Return to Main Menu 
 

MARKETING 
 
 

• ANALYZING YOUR COST OF MARKETING 

• ARE YOUR PRODUCTS AND CHANNELS PRODUCING SALES ? 

• CHECKING YOUR MARKETING CHANNELS  

• EXHIBITING AT TRADE SHOWS 

• HOW MARKETING RESEARCH HELPS SMALL  

 MANUFACTURERS 

• HOW TO PRICE A NEW PRODUCT 

• IMPROVING YOUR PRODUCT'S VALUE 

• KEY MARKETING WORDS - WHAT THEY MEAN 

• LEARNING ABOUT YOUR MARKET 

• MAKING A MARKETING SURVEY 

• MARKETING FOR SMALL BUSINESS 

• MARKETING PLANNING GUIDELINES 

• PRICING CHECKLIST FOR MANAGERS 

• PRICING FOR SMALL MANUFACTURERS 

• PUBLICIZE YOUR COMPANY BY SHARING INFORMATION 

• SELECTING MARKETING RESEARCH SERVICES 

• USING CENSUS DATA IN SMALL PLANT MARKETING 

• WHAT IS THE BEST SELLING PRICE ? 
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SALES AND ADVERTISING 
 
 

• DEVELOPING A LIST OF PROSPECTS 

• DEVELOPING NEW ACCOUNTS 

• DIRECT MAIL ADVERTISING FOR THE SMALL  

 MANUFACTURER 

• DO YOU KNOW THE RESULTS OF YOUR ADVERTISING ? 

• EFFECTIVE INDUSTRIAL ADVERTISING FOR SMALL PLANTS 

• EXHIBITING AT TRADE SHOWS  

• IS THE INDEPENDENT SALE AGENT FOR YOU ? 

• MEASURING THE RESULTS OF ADVERTISING 

•  PUBLICIZE YOUR COMPANY BY SHARING INFORMATION 

• SELLING PRODUCTS ON CONSIGNMENT 
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TOOLS FOR NEW BUSINESSES 
 
 

•  CAN YOU MAKE MONEY WITH YOUR IDEA OR INVENTION ?

•  CREATIVE THINKING, A COMMON SENSE APPROACH 

• LOCATING OR RE-LOCATING YOUR BUSINESS 

• PLANT LOCATION FACTORS FOR SMALL INDUSTRY 

• PROFITABLE SMALL PLANT LAYOUT 

•  SHOULD YOU LEASE OR BUY EQUIPMENT ? 

• STARTING AND MANAGING A SMALL BUSINESS  

 OF YOUR OWN 

• THINKING ABOUT GOING INTO BUSINESS ? 
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