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Being a Manager
. g g

How To Be A Team Leader
The Simple Way to Build and
Manage an Effective Team
Simmonds D

Managing a team effectively is one of the most
important skills in today's workforce. This text ensures
the reader has the qualities to make their team a
success.

Code: 8150 £9.99

Hamlyn Aug 2004

Finance

30 Minutes To Understand Financial Pages Walters D
Kogan Page Apr 2000  Code: 8387 £3.00

Accounting and Finance For Non Specialists
Atrill P McLaney E
Pearson Ed. Aug 2003 Code: 8341 £31.99
Business Finance for Managers

An Essential Guide to Planning Control

and Decision Making Fitzgerald R

Kogan Page Oct 2002  Code: 8359 £24.95

Key Management Ratios Master the Management
Metrics That Drive and Control Your Business Walsh C
Pearson Ed. Dec 2002 Code: 8351 £21.99

The Definitive Guide to Managing the Numbers
The Executive's Fast Track to Mastering Spreadsheets,
Budgets, Forecasts, Investment Metrics Stutely R
Pearson Ed. Aug 2003 Code: 8349 £21.99

The Easy Step by Step Guide to Better Budgeting
For Your Business Brown B B
Rowmark Oct 2000 Code: 8461 £9.99
Financial Times Guide to Using the Financial Pages
Vaitilingam R
Pearson Ed. Mar 2001  Code: 8336 £14.99
Guide to Painless Financial Management and Job
Costing
RIBA

Nov 2000 Code: 5765 £13.50

How To Forecast A Guide For Business Morrell J
Gower Sep 2002 Code: 8438 £25.00

VAT for Property Professionals Hincks B Gould R
XPL Jul 1999 Code: 4708 £48.00

The Real Cost of Capital A Business Field Guide to
Better Financial Decisions Ogier T Rugman J Spicer L
Pearson Ed Jul 2004 Code: 8348 £35.00

Leadership

Company Directors Guide Your Duties Responsiblities
and Liabilites Renton T Watkinson J
Kogan Page Jun 2001  Code: 8361 £35.00

Instant Leadership Reach Your Full
Potential Now Birch P
Kogan Page Sep 1999

Code: 8391 £9.99

Not Bosses But Leaders How To Lead the Way to
Success Adair J
Kogan Page

Jan 2003 Code: 8374 £12.99

The Effective Director Pierce C

Kogan Page Mar 2001  Code: 8363 £19.95

The Effective Leader White E

Kogan Page Apr 2003  Code: 8416 £7.99

Strategic Thinking A Practical Approach to Strategy
Wootton S Horne T
Kogan Page

Jun 2000  Code: 8376 £14.99

Interpreting Company
Reports and Accounts
Holmes G Sugden A Gee P

This book guides the reader through the complexities of
company accounts to show them how to spot undue
risk taking and - cosmetic accounting. Packed with
interesting real world examples and accounts its highly
practical approach clearly demonstrates how to assess
the financial and trading position of a company from
year to year and look for clues on the quality of
management.

Dec 2004

Pearson Ed Code: 8342 £34.99




Being a Manager

Management Techniques

30 Minute Management Skills
Smith J Forsyth P Barker A
Kogan Page Feb 2003

Code: 8356  £9.99

30 Minutes To Make The Right Decision Smith J
Kogan Page Jan 1997 Code: 8397 £3.00

30 Minutes To Negotiate A Better Deal Finch B
Kogan Page May 1998 Code: 8382 £3.00

30 Minutes To Solve That Problem Stevens M
Kogan Page Nov 1998 Code: 8385 £3.00

Business Etiquette Robinson D

Kogan Page Mar 2000 Code: 8411 £7.99

Create That Change Smith S

Kogan Page Jan 1997  Code: 8353 £11.99

Decision Making and Problem Solving Adair J
CIPD Aug 1999 Code: 8321 £6.99

Management
Robbins S

Robbins and Coulters best-selling text demonstrates
the real-world applications of management concepts
and makes management come alive by bringing real
managers and students together. As it successfully
integrates the various functions of management, the
book establishes a dialogue with managers from a
variety of fields.

Prentice Hall  Feb 2004 Code: 8151 £43.99

03

How to Be An Even Better Manager
A Complete A-Z of Proven Techniques and Essential
Skills Armstrong M

This new edition of the best-selling practical
management guide has been fully revised and updated
to cover 50 specific areas of management in a clear
and relevant way. No book can tell managers what to
do in every situation, but this incomparable new edition
provides guidelines that will help you build up
managerial knowledge and skills.

Jul 2004

Kogan Page Code: 8368 £11.99

The Easy Step by Step Guide to Managing Change
Brown B B
Rowmark Mar 2001

Code: 8459 £9.99

The Easy Step by Step Guide to Motivating
Your Staff for Better Performance Brown B B
Rowmark Oct 2000 Code: 8458 £11.99

The First Time Manager The First Steps to a
Brilliant Management Career Morris M
Kogan Page Jun 2001  Code: 8365 £12.99

The Growing Business Handbook Inspiration and
Advice From Successful Entreprenuers and Fast Growing
UK Companies Jolly A

Kogan Page Oct 2004  Code: 8367 £25.00

How To Manage Organisational Change Hussey D E

Kogan Page Mar 2000 Code: 8421 £7.99
How to Negotiate Effectively Oliver D
Kogan Page Dec 2002 Code: 8369 £7.99

Instant Creativity Change The Way You Work Now
Clegg B Birch P
Kogan Page

Mar 1999 Code: 8390 £9.99

Instant Manager Tools and Ideas for
Practical Problem Solving Charney C

Kogan Page May 2001 Code: 8392 £12.99
Instant Negotiation Reaching Agreements

With Each Other Now Clegg

Kogan Page Sep 2000 Code: 8394 £9.99
Instant Teamwork Motivate and

Energise Your Team Now Birch P Clegg B

Kogan Page Nov 1998 Code: 8395 £9.99
Making Things Happen Smith S

Kogan Page Jan 1997 Code: 8354 £11.99



Being a Manager

Meetings
30 Minutes Before A Meeting Barker A
Kogan Page Jan 1997  Code: 8398 £3.00

The Easy Step by Step Guide to Fewer Shorter
Better Meetings Lomas B
Rowmark Mar 2005 Code: 8463 £9.99
Effective Meetings at Work

Butterworth Heinemann

Apr 2003  Code: 8149 £19.99
How To Manage Meetings Barker A
Kogan Page May 2002 Code: 8420 £7.99
Making Meetings Work Forsyth P
CIPD Nov 1998 Code: 8320 £6.99
Writing Skills

30 Minutes To Succeed In Business Writing Hart G

Kogan Page Jan 1997 Code: 8386 £3.00
All Write! Effective Writing for Professional People
Bailey A

College of Estate Management

Aug 2000 Code: 482 £12.50
Better Business Writing Foster TR V
Kogan Page May 2002 Code: 8358 £7.99
The Easy Step by Step Guide to Writing Newsletters
and Articles

Brooks P

Rowmark Jun 2002  Code: 8455 £9.99
Email Essentials How To Make The Most of E
Communication

Haig M

Kogan Page Aug 2001 Code: 8364 £14.99
Model Business Letters Emails and

Other Business Documents

Taylor S

Pearson Ed. Sep 2003 Code: 8337 £21.99
Persuasive Reports and Proposals Leigh A

CIPD Sep 1999 Code: 8325 £6.99
Powerful Reports and Proposals Forsyth P

Kogan Page Apr 2003  Code: 8431 £7.99
Write That Letter Maitland |

Kogan Page Mar 2000 Code: 8436 £7.99
Writing Effective Email Flynn N Flynn T

Kogan Page May 2000 Code: 8437 £7.99

Presentation Skills
Peacock A

This CPD study pack provides approximately 4 hours
of CPD study. Whilst the central focus of this study
pack is on presentation in the property and
construction industry, the principles and theory are
applicable to communication and presentations as a
social process in any context. Information in this pack
aims to improve your presentation skills in relation to
people within and outside the work place. A short
section of questions and answers is included at the
end of the text to provide an opportunity for identifying
areas for personal reflection and further development.

College of Estate Management
Jun 2004 Code: 7872

£36.00

Inspired Creative Writing
Secrets of Master Wordsmiths
Smith A G

Gordon Smith reveals some brilliant
insights into making writing more
effective. Drawing on his years of
experience as a writer, editor and
publisher, the author will prove an
invaluable aid to any writing experience.
Whether you write part-time as a hobby or are intent
on being the next Grisham or Proust, combining
Inspired Creative Writing with your passion and talent
will prove a winning formula.

Infinite Ideas Nov 2004  Code: 8450 £12.99

Presentation Skills

Creative Business Presentations Inventive Ideas
for Making an Instant Impact Sampson E
Kogan Page Mar 2003  Code: 8362 £12.99

The Easy Step by Step Guide to Giving
Confident Presentations Lomas B
Rowmark Oct 2002  Code: 8457 £9.99
Presentation Skills Siddons S
CIPD Sep 1999 Code: 8326 £6.99
Successful Presentation Skills Bradbury A

Kogan Page Mar 2000 Code: 8433 £7.99
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Successful Time Management
Forsyth P

In business, the increasing pressure to achieve makes
time management a vital skill. You need to be able to
work efficiently and effectively to ensure that your
desired results are achieved - both in your job, and in
your career. This book sets out practical guidelines to
help you do just that. Packed with proven tips and
techniques, it helps anyone to review and assess their
own time management and adopt new work practices
to improve it. There are time saving ideas, practical
solutions and checklists, plus great advice on: -
controlling paperwork; - getting and staying organized,; -
delegating and working with others; - prioritising to
focus on key issues and prompt the best results.

Code: 8434  £7.99

Kogan Page May 2003

The Easy Step by Step Guide to Communicating
With More Confidence
Rowson P

How to open conversations, keep them going and end
them when stuck with the bore!

How to enter a crowded room and not quake in your
shoes How to use clothes, colours and conversation to
improve your personal and professional life.

How to read and use body language to boost your
confidence, win more friends and close that deal!
What he says and what she says

Rowmark  Mar 2005 Code: 8465 £9.99

Management Techniques

Managing Change Burnes B
Prentice Hall May 2004 Code: 8152 £35.99

Managing Work Life Balance Cluterbuck D
CIPD Publishing Jun 2004 Code: 8323 £25.99

Rules of Management The Definitive Guide
to Managerial Success Templar R

Pearson Ed. Nov 2004 Code: 8340 £9.99
Solve That Problem Smith S
Kogan Page Jan 1997 Code: 8355 £11.99

Strategic Business Planning A Dynamic System for
Improving Performance and Competitive Advantage
Reading C
Kogan Page

Jun 2004  Code: 8378 £14.90

Successful Project Management Young T L

Kogan Page Oct 2000 Code: 3643 £7.99

TQM Total Quality Management Text with Cases
Butterworth Heinemann

Sep 2003 Code: 7587 £24.99

Time Management
30 Minutes To Manage Your Time Better Atherton T
Kogan Page Jan 1999 Code: 8381 £3.00

The Easy Step by Step Guide to Stress and Time
Management Lomas B

Rowmark Apr 2000 Code: 8462 £11.99

Instant Time Management Reorganize
Your Life and Work Clegg B

Kogan Page Mar 1999 Code: 8396 £9.99
Make Every Minute Count Haynes M

Kogan Page Mar 2000 Code: 8427 £7.99
Organise Yourself Caunt J

Kogan Page Mar 2000 Code: 8429 £7.99
Communicating

30 Minutes To Boost Your

Communication Skills Tierney E

Kogan Page Jan 1997  Code: 8405 £3.00

30 Minutes To Improve Your Networking Skills
Catt H Scudamore P

Kogan Page May 2000 Code: 8377 £3.00
30 Minutes To Make The Right Impression
Sampson E

Kogan Page Jan 1997  Code: 8379 £3.00

30 Minutes To Manage Information Overload Caunt
J
Kogan Page Jun 1999

Code: 8380 £3.00

Business Communication Hartley P
Taylor & Francis Dec 2001 Code: 5466 £23.99

Communication At Work Taylor J

Kogan Page Jun 2001  Code: 8412 £7.99
Improve Your Communication Skills Barker A
Kogan Page May 2000 Code: 8425 £7.99

Shut Up and Listen The Truth About How To
Communicate At Work Theobald T Cooper G
Kogan Page Mar 2004  Code: 8375 £9.99



i Managing People

Appraisal and Feedback
Making Performance Review Work
Fletcher C

Do your line managers use performance review as a
powerful management tool, or do they regard it as a
pointless form filling exercise to be checked off and
forgotten for another six months?A properly designed
and managed appraisal process is the most efficient, and
cost effective, means of identifying and managing
employees performance and development needs. It is
also the best method that you have to focus employees
on those activities that will deliver the greatest impact on
your business. With its combination of practical ‘hands
on' experience and research Clive Fletcher's book has
long been regarded as the leading work on this subject.
CIPD Jan 2004

Code: 8316 £26.99

Managing Talented People
Getting on with and Getting the Best
From Your High Performers
Robertson A Abbey G

Highly talented people have very
different values and motivation
from the majority of people. More
is expected of them and they
expect more in return. They are often high-
impact but high-maintenance too. The manager of a
talented team needs to learn quickly how to spot and
respond to talent, how to encourage it to grow, whilst
gently directing its course. The manager of talent needs
to be able to cope with the fact that certain members of
the team may be in some respects brighter and more
able than they are - and they need to be comfortable
about that. The manager must be respected and be the
person that the talented individual is happy to be led by.
This is the book that explores what talent is, how to
recognise it and how to deal with it on a day-by-day
basis.

Pearson Ed. Mar 2004 Code: 8334 £16.99

Problem People And How To Manage Them Honey P J
CIPD Feb 2002 Code: 8327 £19.99

HR Management

Team Building Maddux R B

Kogan Page May 2000 Code: 8435 £7.99
Accelerating Performance Powerful New Techniques
to Develop People Rostron S S
Kogan Page May 2002 Code: 8357 £19.99
Coaching Made Easy Step by Step Techniques That
Get Results Leibling M Prior R
Kogan Page Apr 2003  Code: 8360 £15.99
Dealing With Difficult People Lilley R
Kogan Page Nov 2001 Code: 8413 £7.99
Developing Your People Pain Free Solutions for Busy
Managers Siddons S
CIPD Mar 2001  Code: 8318 £19.99
Developing Your Staff Forsyth P

Kogan Page Mar 2001  Code: 8415 £7.99
The Easy Step by Step Guide to Handling
Confrontation Williams G

Rowmark Jun 2002 Code: 8460 £9.99

Empowering People Smith J

Kogan Page May 2000 Code: 8417 £7.99
How To Motivate People Forsyth P
Kogan Page Mar 2000 Code: 8422 £7.99

Improve Your People Skills Honey P
CIPD Mar 2001  Code: 8319 £19.99

Instant Coaching Inspire Others to Reach Their
Potential Now Birch P

Kogan Page Feb 2001 Code: 8389 £9.99
Instant Motivation Clegg B
Kogan Page Jan 2000  Code: 8393 £9.99

The Manager as Coach and Mentor Parsloe E

CIPD Sep 1999 Code: 8322  £6.99

Mediation for Managers Resolving Conflict and
Rebuilding Relationships at Work Crawley J Graham K
Nicholas Brealey May 2002 Code: 8451 £14.99

Motivating People Maitland |

CIPD Publishing Nov 1998  Code: 8324 £6.99

Performance Appraisals Motivate People, Create
Productive Appraisals, Performance Management Havard
Kogan Page Nov 2000 Code: 8430 £7.99




Self Improvement

Be Positive Clements P

Kogan Page Mar 2000 Code: 8408 £7.99
Boost Your Self Esteem Caunt J
Kogan Page Nov 2002 Code: 8410 £7.99

Brilliant Future Work Out What You Want and
Plan How to Get There Sangster C
Pearson Ed. Nov 2001  Code: 8345 £12.99

Its Your Life What Are You Going To Do With It?
Grant A Greene J
Pearson Ed. May 2004 Code: 8339 £9.99
Control Your Blood Pressure Keeping A Lid on
Hypertension Hicks R

Infinite Ideas Oct 2004 Code: 8443 £12.99

The Easy Step by Step Guide to Being Positive
And Staying Positive Rowson P
Rowmark Oct 2002 Code: 8464 £9.99
Transform Your Life Become The Person You Want To
Be Ferguson P
Infinite Ideas Oct 2004  Code: 8447 £12.99
Your Career Your Life Raddon R
Gower Jul 2004 Code: 8440 £20.00
30 Minutes Before Your Job Interview Lines J

Kogan Page Jan 1997 Code: 8401 £3.00

30 Minutes Career Kit Box Set Lines J Sampson E
Kogan Page Jan 2003 Code: 8402 £9.99

30 Minutes To Get Promoted Cambridge D
Kogan Page May 2000 Code: 8404 £3.00

30 Minutes To Prepare A Job Application Lines J
Kogan Page Jun 1997  Code: 8383 £3.00

30 Minutes To Prepare The Perfect CV Williams L
Kogan Page May 2002 Code: 8384 £3.00

Brilliant Answers to Tough Interview Questions
Smart Answers to Whatever They Can Throw At You
Hodgson S
Pearson Ed. Nov 2001 Code: 8344 £8.99
Brilliant Interview What Employers Want

to Hear and How to Say It Jay R

Pearson Ed. Nov 2001 Code: 8346 £9.99

Techniques for Coaching
and Mentoring
Clutterbuck D Megginson D

The aim of this book is to
provide the coach or mentor
with a wider portfolio of
techniques and approaches
to helping others than would =
normally be gained from practical
experience or attending a course. In compiling these
techniques, the authors have drawn on experience from
their coaching and mentoring activities, and added to
these with the help of other experienced professionals
within the field.

Butterworth Heinemann

Dec 2004 Code: 8330 £19.99

30 Minutes Before Your Job Interview Lines J

Kogan Page Jan 1997 Code: 8401 £3.00

30 Minutes Career Kit Box Set Lines J Sampson E

Kogan Page Jan 2003 Code: 8402 £9.99
30 Minutes To Get Promoted Cambridge D
Kogan Page May 2000 Code: 8404 £3.00

30 Minutes To Prepare A Job Application Lines J
Kogan Page Jun 1997 Code: 8383 £3.00

30 Minutes To Prepare The Perfect CV Williams L
Kogan Page May 2002 Code: 8384 £3.00

Cultivate A Cool Career Guerrilla Tactics For
Reaching The Top Langdon K
Infinite Ideas Jun 2004  Code: 8445 £12.99
High Impact CVs Make Your Resume Sensational
Middleton J
Infinite Ideas Oct 2004  Code: 8448 £12.99
30 Minutes To Boost Your Self Esteem Cleghorn P
Kogan Page May 1998 Code: 8406 £3.00

Detox Your Finance

Infinite Ideas Oct 2002 Code: 8444 £12.99
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Recruitment

The Easy Step by Step Guide to
Recruiting the Right Staff Dukes C
Rowmark Mar 2001  Code: 8456 £9.99
A Managers Guide to Recruitment and Selection
Dale M
Kogan Page Feb 2003  Code: 8373 £26.50
The Selection Interview Hackett P

CIPD Publishing Sep 1998 Code: 8328 £6.99

Staff Recruitment & Retention
A Good Practice Guide

Inst. of Housing July 2004
Training

Assessing The Value Of Training The Evaluation
Process from Training Needs to the Report to the Board
Rae L
Gower

Code: 7998 £25.00

Dec 2002 Code: 8439 £49.50
Training For Dummies Biech E
John Wiley Apr 2005
Self Improvement

Brilliant Job Hunters Manual
Your Complete Guide to

Getting the Job You Want Fagan A
Pearson Ed. Dec 2002 Code: 8350 £12.99

Marketing Skills

The Easy Step by Step Guide
to Marketing Rowson P
Rowmark Jan 2000

Code: 8315 £14.99

Code: 8452 £11.99

The Easy Step by Step Guide to Writing
Advertising Copy Brooks P
Rowmark Jun 2002 Code: 8454 £9.99

How To Beat Your Competitors Benchmarking

Performance Borrowing From the Best Raising Profitability

Fisher J G

Kogan Page Jan 2000 Code: 8418 £7.99
The Marketing Plan
A Step by Step Guide Westwood J

Kogan Page Feb 2002 Code: 8352 £17.99
Entrepreneurship

How To Generate Great Ideas Hawkins B

Kogan Page May 2000 Code: 8419 £7.99
Innovation Harnessing Creativity for

Business Growth Jolly A

Kogan Page Jan 2003 Code: 8371 £25.00

Unleash Your Creativity
Secrets of Creative Genius
Wright T Bevan R

In Unleash your Creativity, the authors offer practical
but inspiring ideas that will help us discover our inner
creative genius and get those juices flowing. With
their guidance, readers can build into their
professional and personal life, techniques that will
transform the way they think. In Unleash your
Creativity, the authors colourfully reveal how to:-
Discover creativity in the workplace - getting the best
from yourself and your team- Find the best
surroundings to be creative- Battle with thinker’s
block- Empower your mind with mental exercises- Put
your creative genius into practice- Work with others
for collective genius.

Oct 2004

Infinite Ideas Code: 8446 £12.99

Small Businesses

Be Your Own Boss McMullan D

Kogan Page Oct 2002 Code: 8409 £7.99
From Acorns How to Start Your Brilliant Business form
Scratch Woods C
Pearson Ed. Dec 2003 Code: 8338 £9.99
The New Business Road Test What Entrepreneurs
and Executives Should Do Before Writing a Business
Plan Mullins J
Pearson Ed.

May 2003 Code: 8333 £21.99

Smarter Business Start Ups Start
Your Dream Business Smith J

Infinite Ideas Nov 2004 Code: 8449 £12.99



Small Businesses

Sales & Management Selling

The Easy Step by Step Guide to Successful Selling
Rowson P
Rowmark

Apr 2000 Code: 8453 £9.99

Personal Development

30 Minutes Before Your Job Appraisal Forsyth P
Kogan Page Mar 2000 Code: 8400 £3.00

30 Minutes To Brainstorm Great Ideas Barker A

Kogan Page Jan 1997  Code: 8407 £3.00
30 Minutes To Get Your Own Way Forsyth P

Kogan Page Apr 1999  Code: 8403 £3.00
Assertiveness Gillen T

CIPD Publishing Feb 1997 Code: 8317 £6.99
Develop Your Assertiveness Bishop S

Kogan Page Mar 2000 Code: 8414  £7.99

Instant Brainpower Tune Up Your Thinking Now
Clegg B
Kogan Page Sep 1999 Code: 8388 £9.99
Learning Maps and Memory Skills Svantesseon |

Kogan Page Nov 2003 Code: 8426 £7.99

Managing Yourself Pedler M Boydell T
Lemos & Crane Oct 1999 Code: 8153 £12.99

Stay Confident Caunt J

Kogan Page Mar 2001  Code: 8432 £7.99

Management & Marketing

Growing a Private Company Commercial Strategies
for Building a Business Worth Millions Smith |
Kogan Page Jan 2001 Code: 8366 £16.99

How to Succeed and an Independent Consultant
Work With Your Clients and Promote Your Business
Foster TR

Kogan Page Sep 2002 Code: 8370 £13.99
How To Write A Business Plan Finch B

Kogan Page Jun 2001 Code: 8423 £7.99
How To Write a Marketing Plan Westwood J

Kogan Page Apr 2000 Code: 8424 £7.99

Quick Answers to Small Business Questions
Facts at your Fingertips Alsbury A

Pearson Ed. Sep 2001 Code: 8331 £17.99

Small Business Websites That Work
Get Online to Grow Your Company
McManus S

How can you manage website designers if you don’t
understand the technology? How can you create a
website that increases your business's profits?Will a
website designer understand your business and your
customers as intimately as you do? Even the best
designers probably have no background in marketing,

no previous contact with your target audience and little
experience in setting a business strategy for a website.
That’s why it's important that you learn enough about
how the Internet works and how your business will
benefit from having a website, to manage the design
team. Packed with practical tips, checklists, and
numerous examples, Small Business Websites that Work
will walk you through the decisions you need to make in
commissioning a website for your organization and
managing the team responsible.

Pearson Ed. Aug 2001

Code: 8332 £19.99

Smarter Business Start Ups
Start Your Dream Business
Smith J

More and more start-ups are not surviving beyond the
first twelve months of operations and for some, the
failure of the business leads to bankruptcy. So, with all of
the odds apparently stacked against you should your
idea remain just that - an idea? No! New businesses can
be incredibly successful. Like anything, you have to use
the tricks of the trade and ensure your idea stands the
greatest chance of success. Smarter Business Start-ups
will show you how to plan effectively to create the
business you want, help kick your competition into touch
and fund the right sources of finance. But just as
important as this, it will show you how to sustain your
passion for the business and have fun!

Infinite Ideas Nov 2004 Code: 8449 £12.99







