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  Hi,




  




  Thank you for purchasing this book, I hope that you will derive great benefit from it. It was written for business people – for people who use the Internet, realise it’s potential, but who are spending so much time trying to get their business off the ground, that they are not sure how to promote it on line.




  




  And don’t have too much time to find out either!




  




  People who want the salient information of how to use the Internet to promote their business right now – at their finger tips. This book is divided up into 52 bite-sized chunks covering all the aspects of Internet promotion that you will need to know for the foreseeable future, so don’t worry about having to buy more books!




  




  There cannot be a book two like this with another 52 modules – ever and that’s a promise, despite the fact that the Internet is still evolving quickly.




  




  If you have any questions about the content of this book, or if you would like another point covered (not that I think I have missed anything out) please don’t hesitate to contact me on my private email address:




  




  owen@amiabledragon.com




  




  All the best,




  Owen.
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  How To Create The Correct Office Environment




  




  The office environment and the furniture in that office play a vital role in the productivity of that office. It also has a colossal influence on the well-being of the office workers which will also have a big effect on productivity.




  




  People have to be given the right tools if they are to be expected to do a job well and in an office environment, the various pieces of furniture are some of the tools.




  




  So, you, the boss, might think that you are saving money by purchasing cheap or secondhand tables and chairs, but that decision could cost you in lost productivity for the next ten or fifteen years. However, it is not only efficiency that you could be losing, your furniture choices could also be affecting the health of your employees causing them to experience aches and pains and even take sick leave. In the worst cases, you might even be taken to court.




  




  Yet all you did was try to save a few dollars on a couple of chairs.




  




  If you work for yourself, say, at home, this is equally if not more important, because if you are the only one in your company and if you get sick, your firm stops trading, which could affect your kids' schooling, your mortgage, your car payments and your future credit worthiness, if you do not have adequate insurance.




  




  Yet all you did was try to save a few dollars on a couple of chairs.




  




  It is imperative to establish the correct working environment right from the beginning. If you were a carpenter, you would not buy a rusty, secondhand saw and you would not buy yourself an old 386 computer to work at, so why not apply the same principles to the office furniture? Office furniture costs less than a new computer and will last at least three times longer.




  




  So, which items of furniture will you require to equip an efficient office? Well, it is best to start with the chairs and work up, assuming that the floor is even and not slippery or wet. For the sake of ease we will just talk about you as the one employee using the office.




  




  When you sit on the chair, you ought to be able to put your feet flat on the floor and there should be a back rest. You can go more deeply into it, but they are the minimum necessities. This is why many office chairs are adaptable, because they have to be able to suit a range of individuals.




  




  Then the table: it ought to clear your knees by at least six inches, but not be so high that you can not place your elbows on it without slouching. This will encourage correct posture, which will minimize the risk of backache or wrist pain. The desk or table should be big enough to hold all the items that you require to work on or with.




  




  Therefore, you should consider the footprints of your desktop's keyboard and monitor. Maybe add space for a laptop for file-sharing, a paper notebook, a reference book, pen holder, mobile or other telephone, a coffee mug and whatever else you use to do your job. The desk should not look permanently cluttered up, even if you are a disorganized person.




  




  It is a good idea to have a desk with drawers to hold items that you use regularly. Some desks are equipped with a small filing cabinet at one end and a set of draws at the other. This is handy and can save space in a small, home office.




  




  Even if you get one of these desks, you might want a full-sized filing cabinet anyway. That depends on how much paperwork your business generates. A full height cabinet means less bending and you can put the coffee percolator on it.




  




  Then you will require shelving. make certain that the shelving is installed at a height that is comfortable for the person who will use it most frequently and that there is enough of for predicted future use. Once you have your lovely new office set up and full of lovely new equipment, you do not want to have to begin drilling holes in the brickwork.




  




  Which brings me to power points. Make sure that you have plenty of them. Have them all around the room. I like to have a double socket just to the left and just to the right of my desk just above desktop height as well - very handy for plugging the laptop into or the phone, or a lamp or a camera, if you need one.




  




  Inexpensive Offline Marketing Ideas




  




  Every business must have some sort of advertising. Traditionally, this has been fairly pricey, but it need not be, if you are marketing over the Internet. This is great for the majority of Internet marketers, as most Internet businesses have a small to non-existent publicity account.




  




  Whichever type of business you have, you ought to consider advertising it on and off line. I find it easier to reflect on the off line aspect first, because there are fewer options than with on line advertising and they can often be rejected. For most businesses, off line advertising typically comes down to newspaper adverts, sign-written vehicles, free ads and handbills.




  




  These types of advertising are very useful for local shops and local businesses such as contractors, glaziers, hairdressers et cetera, but they are comparatively expensive. Here are a few unusual ideas for off line advertising:




  




  Try to give something away. This may sound expensive, but it does not have to be. For instance, if you run a pet shop, you could write a leaflet on how to wash your dog or how to get rid of lice. Promote this give-away on line, in your shop window and in the newspaper. Encourage people to come into your place of work to pick one up.




  




  Ask your local papers whether they print press releases. If they do obtain details of ideal length and content and send them a press release whenever you take on new staff, win an award or start selling a new product or service. Press releases should be free.




  




  Next time their is a neighbourhood event, hire a stall and give a demonstration of what you do; take a survey of what you want to know; and hand out flyers. Stalls at Girl Guide Jamborees or Bring-And Buy sales are very cheap and you may meet thousands of people in person. Then hand out a press release out about the occasion.




  




  Offer to present a prize to a local charity event and / or have the tickets printed too. With your name on, of course. Hundreds or people will see you name associated with a good cause.




  




  Run a competition with a prize. Run it in the local paper or from your shop. As a building firm, we once offered a man Friday free for a day. It ran over a three week period and every week we asked for five trivia questions to be answered. The local paper ran it free of charge.




  




  Thousands of people went in for it and our cost was a day's salary. An old widow won him and she had him doing little odd chores about the house all day while she made him tea and sandwiches and had a good old natter. I think it made her year, but it got us a lot of goodwill and fantastic publicity.




  




  You could offer badges, coupons and novelties as lesser prizes




  




  Send out Christmas cards and promotional calendars to past and prospective clients. A calendar will keep your name before someone's eyes all year around.




  




  You could offer free seminars on the main features of your business. If you could talk in the community hall for thirty minutes, you could take questions and answers afterward. Try the local Women’s Institute.




  




  Some of these strategies can be used to promote an online business or website as well.




  




  




  
Offline Marketing Solutions




  




  Last time we looked at the list of inexpensive offline marketing ideas.




  Here it is again:




  




  01] Newspaper ads




  02] Shop windows




  03] TV




  04] Classifieds




  05] Press releases




  06] Radio




  07] Sign-written vehicles




  08] Free ads




  09] Posters




  10] Flyers/business cards




  11] Give-aways




  12] Demonstrations




  13] Promotional gifts




  14] Competitions




  15] Coupons/freebies




  16] Charity events




  




  Most local tradesmen will be doing two of these already: numbers 2 and 7




  




  So imagine the leap ahead of them you would be, if you did four? Or eight? Or all 16!




  800% more than the competition!




  




  01] Real ads, not classifieds. Our local paper will give us centre spread to say whatever we like about our firm for the price of one quarter-page ad. Do it once or twice a year to go over your recent achievements. You haven’t got any? Do some like 11], 12] 14], 16].




  




  02] Shop windows – this is a no-brainer – a postcard for £1 a week with your ad, phone number, email and website addresses. You always see groups chatting and studying these ads.




  




  03] TV sounds expensive, but the way to do it FOC is to invite them to a charity event or demonstration.




  




  04] Classified still work, but are expensive these days




  




  05] Press Releases – you must do these, but don’t rely on them for getting time-sensitive information out. Papers run them hen they are short of news. If you run ads or classifieds remind them about it if they are very slow with your PR.




  




  06] Radio – as with TV, but even easier.




  




  07] I’m sure you’re already doing this, but do you have magnetic or peelable ads for your car? Take them off when you go out at night.




  




  08] Free Ads – over-rated, but it’s free so you might as well.




  




  09] If you work on a site for a builder as to be able to put a poster on his board.




  




  10] Flyers and business cards – keep a few hundred in the van and when you do a job, leaflet the nearest 20 houses or so before you start the job. If you don’t have a sign to put up outside where you are working, make sure that your van is clearly visible.




  




  11] Give-aways – make leaflets on easy tasks that will not affect your business. Do one a month on topics like ‘How To Wire A Plug’, ‘How To Avoid Electrocution in a Flood’, ‘How To Change a Light Bulb Safely’ etc, etc. Write one a month and leave them on the counter in your office or shop. Invite people to collect the latest one every month. Give one with your recipt for the bill or and your invoice. Give them to teachers to use in their home Economics classes or whatever.




  




  12] Give a demonstration on how to perform a simple electrical task like change a fuse. You can do this at the Scouts, Guides, WVS, school.




  




  13] This is a great one: give calendars, pens, erasers, pencils, power-sensitive screwdrivers – whatever away to good clients or and prospective clients at Christmas. We gave two-inch penknives away one year with our details etched on one side. I know people who still carry them everywhere 20 years later. How can you beat that for £2.50?




  




  14] Everybody likes a competition. Offer a prize at a quiz night or run your own pub quiz ’sponsored by….’. Run one in the local paper {free} or run one for a local charity (and tell the press, TV and radio).




  




  15] Coupons and freebies – give a customer a ‘10% off if used within six months’ coupon. Offer a free electrical household safety check up with all jobs over whatever value. Have special offers: ‘All this month, 10% off new shower installations’.




  




  16] Charity – offer to give 5% of your takings one week/month to charity; offer to organize an event for charity; offer a free electrical check of a charity shop, but tell the media.




  




  There are twelve calendar months in a year or thirteen lunar months, if you do one of the above every month, plus the two or three you are already doing, you will be way ahead of the competition in offline advertising. Think about it and take action.




  




  Next time we will look at writing to sell.




  




  




  A Sales Letter, Ad, Flyer, Article etc




  




  Have you ever been reading an advertisement and know that you want to purchase the product? Then you step back a bit and wonder why you actually want that thing? The ad has put you in a trance, in a purchasing frenzy. Just how did the writer do that to you?




  




  The first thing to do is work out who you are going to be talking to. We do this every time we speak; we look at the person and make a judgment how to speak to that person. It is harder when writing because you cannot see who you are talking to, but you still have to try to do it. Are they marketers, are they mothers, welders, pilots, car-owners, who?
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