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Navigating the complex maze of relief resources can be overwhelming. The SBDC is here to help.  
In this handbook you will find:
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Our professional business advisors and support team are available to you during 
this difficult and unexpected time. We are committed to sharing the most timely 

information in the areas of COVID business recovery. Meet with an SBDC advisor 
to go over financing options and resiliency strategies. We are here working 

remotely 8:30 a.m. to 4:30 p.m. Monday through Friday.

Request free and confidential advising by clicking HERE

Remote Office Hours: Monday through Friday – 8:30 AM to 4:30 PM

Telephone: 302-831-1555

Email: Delaware-sbdc@udel.edu

Funding  |  Employer Resources  |  Cybersecurity  |  Safety  |  Education

https://clients.delawaresbdc.org/mapresults.aspx?hideeventonly=y


OSHA
Workplace Poster
Click here to download
or go to: 
https://www.osha.gov/Publications/OSHA3994.pdf
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US Dept. of Labor
Workplace Poster
Click here to download
or go to: 
https://www.dol.gov/sites/dolgov/files/WHD/
posters/FFCRA_Poster_WH1422_Non-Federal.pdf
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https://www.dol.gov/sites/dolgov/files/WHD/posters/FFCRA_Poster_WH1422_Non-Federal.pdf


CDC
Workplace Poster
Click here to download
or go to: 
https://www.cdc.gov/
coronavirus/2019-ncov/downloads/
stop-the-spread-of-germs.pdf
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US Food & Drug Administration 
Workplace Poster
Click here to download
or go to: 
https://www.fda.gov/media/136812/download

6 delawaresbdc.org/disaster-assistance/  |  (302) 831-1555

https://www.fda.gov/media/136812/download


Find regularly updated information at our website.

State of Delaware
Reopening Guidelines
General, Business, & Industry Specific 
Click here to visit website
or go to: 
http://de.gov/phase2

DELAWARE'S=
REOPENING
G O V E R N O R J O H N C A R N E Y 
d e . g o v / e c o n o m y
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https://www.dshs.texas.gov/coronavirus/opentexas.aspx
http://de.gov/phase2


Delaware Division of 
Small Business
Reopening Checklist
Click here to download
or go to: 
https://business.delaware.gov/
coronavirus/covid-19-customer-
protection-standards/
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https://www.cdc.gov/coronavirus/2019-ncov/downloads/community/workplace-decision-tree.pdf
https://business.delaware.gov/coronavirus/covid-19-customer-protection-standards/


Delaware Health And Social Services
Behavioral Health Support Line
Click here to visit website
or go to: 
https://coronavirus.delaware.gov/mental-health-resources/
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As a company considers shifting long-term toward 
increased remote work, the business owner/
management should evaluate job functions and 
their suitability to be performed remotely.

• What functions remain as is with remote work?

• What functions go away with remote work?
Are there functions that need to be kept
on location?

• What new functions can arise with remote work?

• What are the physical, technological and other
needs to support those functions remotely?

• What metrics are appropriate for evaluating
remote job performance?

Tips for Successful Transition from Office 
to Remote Work Environment
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Cash Management
• Have financial records in one, easily accessi-

ble place. Review financial information daily
and forecast cash needed to operate your
business. Know your financial data well.

• Develop a relationship with a banker. Talk
to lenders about renegotiating existing loan
terms and interest-only payments for a while.

• Regularly review customer accounts and have
solid credit policies in place.

Pricing & Cost Containment
• Reduce unnecessary expenses like travel, entertainment and

other areas that do not contribute to revenue generation.
• Negotiate discounts with vendors when possible. Remember,

trying times impact them too.

Supply Chain Management
• Review inventory regularly. If your POS

system has an inventory management
feature, enter products as they arrive.
Your POS system will provide daily
inventory information.

• Eliminate slow sellers when reordering and
liquidate products that have been in
inventory beyond 90 days.

Marketing
• Communicate regularly with customers to keep relation-

ships. Talk about customer support, business hours, services,
special order needs, promotions.

• Strengthen digital communications and online presence.
Use various channels to reach your audience – website,
social media, email.

• Watch for new trends and look for opportunities to provide
solutions.

• Publicize staff safety protocol information with customers.

Managing Operations During Covid-19 Checklist
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Checklist for Managing in Times of Financial Difficulty

While profits may be the measure of success, it 
is cash that determines the business survival. It is 
very important for the viability of your business to 
convert your customers outstanding debt into cash.

Prepare regular cash flow forecasts. 
If your business is having cash flow difficulties, you 
should be preparing such forecasts on a regular 
basis. They will show the likely extent of any crisis, 
and how long it might last.

Keep an eye on your entire cash cycle. 
If you are in a difficult cash position, skew pro-
motions towards those services or products which 
consume less resources or which can be turned into cash more 
quickly. In other words, generate cash through sales but don’t 
undersell your products or services. You must make a profit.

Measure and reward the right behavior in your staff. 
For example, sales commissions should only be paid on receipt 
of payment, not necessarily when a sale is made. This will 
encourage sales staff to focus on making sales to customers 
who are most likely to pay.

Make full use of your terms of credit as this 
amounts to an
interest-free loan. 
Don’t pay your suppliers too early or outside 
of your agreed credit terms. Be seen as a 
solid, dependable customer. Having a good 
reputation will give you better scope for
negotiating deals and favorable credit terms.

Don’t let personal draws get out of hand. 
Ideally, the owners should take a modest but 
regular wage and leave the remaining cash 
in the business. Keep fringe benefits or 
withdrawals of stock to a minimum.

Don’t hide your problems from the bank. 
Keep the line of communication open. Demonstrate that you are 
on top of your business and understand your cash flow. Show 
you can provide financial information if you need to ask for 
temporary relief on loans.

The importance of financial management cannot be over emphasized, 
especially when business conditions become difficult.

Ideas to improve the cash position of your business.
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Checklist for Managing (cont.)

A profitable business is generally a successful 
business and your margin is a measure of 
that success. 
Prepare financial statements on a regular basis. 
These will give you information you need to 
determine your overall profit margin and where 
costs can be saved. They can also be used to 
determine the margin on individual products and to 
compare how your business is performing against 
industry averages.

Focus on boosting profit. 
Retained profits is an important source of cash to meet 
your obligations and it can also be used for investments. 
To maximize profit, you need to focus on sales that give 
you the highest margin, not just “sales”. The only exception 
to this rule is when you deliberately set out to achieve 
another aim such as liquidating inventory to make room 
for profitable products.

If possible, don’t discount prices on lower 
margin products or services. 
Use an alternative strategy, such as bundling in 
support services for a higher price. This is an 
especially valuable strategy with slow moving 
lines as it justifies the investment in them.

Understand the profit contributions of each 
of your products, and your main customers. 
This will show you where to best focus 
your efforts and identify opportunities for 
improvment.

Don’t discount unless you can achieve the same 
or better gross profit margin. 
It may require large increases in sales to generate the same 
amount in gross profit. While some price discounting may be 
required to get shoppers’ attention, a much better approach is 
to deliver the discount through, for example, an add-on product. 
This should deliver more dollars of gross profit to the business. 
See the effect of discounting on gross profit below.

Ideas to improve the profitability of your business

13 delawaresbdc.org/disaster-assistance/  |  (302) 831-1555



Checklist for Managing (cont.)

The essential principle is to have the right level of 
inventory to satisfy the needs of your customers 
and to have room for new items.

Keeping inventory levels low reduces the amount 
of money you have tied up, thereby freeing cash 
for other uses. 
It also helps to keep your storage and merchan-
dising costs down and reduces your risk of 
carrying “unsalable” stock.

Get rid of slow-moving and obsolete inventory. 
Either put it all in a clearance bin so you can convert it to cash 
or write it off and destroy it to clear storage space. Carrying 
too much inventory means you are tying up cash. Removing it 
will help you focus on the inventory that generates the cash and 
margins that keep you in business.

Maintain necessary inventory.
In order to maintain sales momentum and ensure customers are 
never disappointed over the products that you offer.

Tighten the purchasing of inventory. 
Knowing your historical sales by product will help 
you buy the right amount. Carrying not enough 
inventory may discourage customers as you may 
not be immediately able to satisfy their needs and 
carrying too much means that you are tying up 
cash that could be put to better use.

Negotiate deals with suppliers but avoid 
volume-based discounts.
When money is tight, there is no point investing 
in next month’s inventory without good reason. 

Instead of volume discounts, try to negotiate discounts for prompt 
settlement (unless your cash position is poor) or negotiate for 
smaller and more frequent deliveries from your suppliers to 
smooth out your cash flow.

Don’t let discount prices drive your inventory buying decision.
Buy inventory you can sell at a profit in a reasonable time frame.

Control Inventory
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Focus on the additional profit from sales. Don’t 
think that more discounted sales are the measure 
of success.

Don’t chase just any sale; chase profitable sales. 
The only exception to this rule should be when 
you deliberately set out to achieve another aim 
such as getting rid of dead stock or building 
market share.

Create added value with your offers. 
For example, provide a gift or bonus with certain purchases or 
a discount on a second item. This tactic is especially effective if 
you can bundle slow moving or dead stock at a discount togeth-
er with a full price item. You are delivering customer value while 
making a sale of an item you might not have otherwise sold.

Encourage companion selling and up-selling by 
your sales personnel.

Use in-store signs to highlight the product of the 
week, or today’s special. 
This is a very low cost way of generating traffic 
and interest in a retail environment. It might get 
customers into the habit of coming back tomor-
row for the special of the day.

The best run businesses use these ideas during 
the good times as well as the bad in order to maximize their 
profits and minimize risk. Using them can help your business to 
emerge in a much improved

Checklist for Managing (cont.)

Improve Sales
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Delaware Restaurant Association

Guidelines for Re-Opening 
Retail Food Establishments 
Click here to download
or go to: 
https://www.delawarerestaurant.org/welcome-back/
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Visit our website at https://delawaresbdc.org/disaster-assistance/  for: 

Upcoming Trainings or Events

Past Trainings or Events

For a FREE consultation with an expert business advisor at 
the SBDC, call  (302) 831-1555

Reopening Advice and Training
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The Delaware SBDC delivers training programs and FREE professional consulting services to help innovators, 
startups, and existing businesses (with 0-500 employees) formulate and execute strategies to grow and 

succeed. For over 35 years, our innovative, inclusive, and impactful solutions have helped grow Delaware’s 
economy. The SBDC is the only statewide, nationally accredited program that provides high quality one-on-one 

consulting, training and information resources. If you want to start or grow your business, contact us today!

Delaware 
Small Business Development Center (SBDC)

MISSION
To create value for Delaware by engaging, 

challenging and guiding businesses to 
grow, prosper and achieve their goals.

VISION
To be recognized as the premier regional business 

development resource to help Delaware’s entrepreneurial 
community formulate and execute strategies

to grow and succeed.

NEW CASTLE COUNTY
Delaware Technology Park
1 Innovation Way, Suite 301
Newark, DE 19711
Phone: 302-831-1555

KENT COUNTY
Delaware State University
Bank of America Building, Room 108
1200 North DuPont Highway
Dover, DE 19901
Phone: 302-831-1555

SUSSEX COUNTY
103 West Pine Street
Georgetown, DE  19947
Phone: 302-831-1555
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Building the Delaware Economy One Business at a Time

Delaware SBDC
2020 Annual Report
Click here to download
or go to: 
https://delawaresbdc.org/wp-content/uploads/2020/05/
Annual-Report-FY19.pdf

Excerpt from 2020 Annual Report, Delaware Small Business Development 
Center and Procurement Technical Assistance Center 
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