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Cover Story

Your New Home Business
Starting a new business and want to know where to begin?
Here are a few tips you need to know.

Finance
Starting a new business cost money, also known as an investment. You will be charged for the following items that
will be necessary to run a business from your home:
 Business License
It’s not free...
 LLC or INC License
 Furniture—Desk, Lamp, Chair, Accessories
 Equipment—Computer, Printer, External Hard Drive, Calculator, File Cabinet,
DVD/CD Burner
 Supplies—Paper, Pens, Pencils, Pads, Rolodex, Files, Blank Disks, Tape, Stapler,
Mailers, Desk Calendar or Organizer, business cards
Those are the basics that you will need to get started. You will need more equipment and or supplies depending on the niche market you are targeting.
How can I do this without money? You can’t. The myth that you can start a
business in 20 minutes and make money without an investment is just that, a
myth.
Even if you have all of the above equipment and supplies you will still need to purchase your business license, website site hosting and marketing materials.
How much should I look forward to spending to get started? Depending on
what you currently have, for instance, let’s say you already have the office furniture, equipment and supplies. Then you would be looking at spending approximately $500.00 for your business license, website and marketing materials.
This does not include software upgrades, if you are still using MS Office 2003 or
later.
What do I need to start a home based business other than the equipment
and supplies? You will need to learn what it takes to become a home based business.
How much does this cost? This is not monetary, unless you are not interested in
researching for yourself.
If you decide that researching is not what you want to do then you are looking at
spending $600.00 or more in learning how to run a home based business.
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Cover Story
continued...

Your New Home Business
What if I do not have the money to do all of this,
what are my alternatives? The alternative would be to
get started by working under a company already established. This is known as sub-contracting.
If I do sub-contracting work, how does that help
me? By sub-contracting, with a well established company,
you will learn what it takes to work from home as well as
what you like to do the most while working at home.

It’s not free...

Not everything you want to do will be what you like to do.

Why is what I like to do so important? If you are doing what you like to do,
such as, teaching, typing or selling then you will be working for yourself for a very
long time.
If you are working from home and do not like the work, how long do you think you
would last?
It is estimated that home businesses close down within the first year because they
ended up doing work they did not like.
Why do I have to know all of this to get started? It is important to know the
basics of opening a home based business. It is also important to understand that
working from home can be rewarding as long as you understand that there is an
investment involved in opening your home based business.
When working from home you will be required to invest money and time. As the
old adage goes, “Time is Money”.
Calculate what you will want to charge per hour. We will use $25.00 per hour for
this example. If it takes you 5 hours a day for 6 months to research and plan your
business, then you have just spent $3000.00 on your new home business.
To finance your new home business is an investment in that business.
There is no such thing as a “Get Rich Quick” home based business.
Andrea Jackson, Owner of Action Jackson Virtual Assistant
www.actionjacksonva.com Action Jackson Virtual Assistants are here to help you
maximize your business growth and assist you in your daily administrative, social
media and graphic design needs. Visit our site today to see how we can help you
grow your business!
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Tech Talk
“10 Safety Tips To Keep Your Computer Running
Smoothly”
Tip #2 Keep your keyboard clean and get rid of dust
build-up inside the tower
Below is a link to a video which explains the importance of
cleaning your keyboard. Some people may think only of
cleaning their keyboard if they happen to spill some soda or crumbs between the
keys. Sticky keys make it hard to type. If you can’t type then you can’t work at
your computer.
By Jo-Carole Carpenter

Keyboard cleaning is important and should be included in your overall computer
maintenance plan. Besides your keyboard’s appearance, it is just healthier and
cost effective to take care of it.
Even more important is when you share your computer. Whether you share at
home with your family or with co-workers on the job, people have germs, especially this time of year it is always important to stay as healthy as you can.
Please take a look at the below video which explains how to clean your
keyboard correctly.
http://www.youtube.com/watch?v=wafB8IBkP0M
Now that you know how to clean your keyboard, you should also know how to
clean the rest of your computer. This will extend the life of your computer.
Here is another video with tips on cleaning your computer correctly.
http://www.youtube.com/watch?v=Wgt5mqZmOg&feature=PlayList&p=A637EC3FF3D7D4D7&playnext=1&playnext
_from=PL&index=39

Some cleaning tools you may want for your ‘computer toolbox’

 Anti-bacterial wipes
 Alcohol wipes
 Paper towels
 Canned compressed air
 Long handled brush with soft bristles or a toothbrush
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Tech Talk

continued...

 Lint free cloth
 Anti-static spray for electronics
 Anti-static towelettes
 Anti-static wrist strap
 Pc Tool set (demagnetized)
 Cotton swabs
JoCarole Carpenter, President of Shore Office Services. JoCarole is a seasoned
Virtual Assistant and entrepreneur with over 25 years of experience in upper level
management and administration. JoCarole’s specialty is providing solutions for
solopreneurs.
Copyright 2009 JoCarole Carpenter All rights reserved 2009.

Disclaimer:
The information in this article is solely my opinion only and as such, I hereby disclaim any legal liabilities or responsibility for the content in this document and any
video clips which are embedded in same document, any inaccuracies, typographic
errors, information that is not correct in any shape, way or form. Anyone reading
this document is doing so at their own risk and assumes responsibility for same. I
do not recommend any product or service that may be part of this document. I
am not dispensing any legal or professional advice, nor am I prescribing any treatment or strategy. It is advised that you contact a professional for any computer
technology problems or questions that you may have. Information is only given
for educational and/or entertainment purposes only.

TIP: Writing and submitting quality articles for inclusion in The
Virtual Entrepreneur can significantly boost highly pre-qualified
traffic to your website(s).
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Post Office Box 3326
Toms River , New Jersey
08757-3758

CONTACT US TODAY!

www.shoreofficeservices.com

We provide administrative, marketing, technology,
transcription and computer services.
Since technology now is such an important part of business the world over,
I decided to include virtual services so I can help my clients no matter
where they are in the world.
Services:
Administrative | Coaching Services | Computer 101 | Computer Services | Computer
Software Management | Concierge Services | Consumer Issues | Customer Service
Data Base | Digital Files - Going Paperless | Digital Services | eBay Listings & Sales
And so much more!!
http://www.shoreofficeservices.com

(732) 820-1391
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Book Review
Book Review contributed by Diana Buchanan

Birthing the Elephant; a book review for everyone who is
starting a new adventure in the virtual assistant industry
and SCARED TO DEATH!!
You’ve got your business cards printed, your website designed and your business
and marketing plans written. You are ready to accept clients but there is still that
feeling; the fear of the unknown. You have even done all the research and read
the books that inform you of how to run your business. But that butterfly feeling in
the pit of your stomach still remains. You decide to ask fellow virtual assistants
how they felt when they first started. What you discover is that you are not alone!
Your virtual friends assure you that it is normal to be fearful and have doubts.
With the assurance that all will be well you go forward with your grand opening.
Authors Karin Abarbanel and Bruce Freeman in their book, “Birthing the Elephant:
The woman’s go-for-it guide to overcoming the big challenges of launching a business” address the ups and downs of entrepreneurship. In their book they discuss
the feelings and emotions that are felt by most who decide to start their own business. The number one reason for the decision to become an entrepreneur is the
desire to be one’s own boss. For many the dream of working for one’s self is a vision of freedom and flexibility along with visions of success and a life of adventure
and excitement. While that can be a realized dream the authors give quick advice
to deal with reality of the challenges that come with owning a business.
The growth of the internet has allowed more businesses to start up but “according
to the U.S. Small Business Administration, one-third of all new ventures won’t survive their first two years and more than one-half won’t survive through year four.”
It is the authors goal to help new (and growing) entrepreneurs succeed. The first
part of the book stresses the importance of doing what you love and what you are
good at doing. Having a passion for your business goes a long way toward dealing
with the problems that will come up at some time or another. With examples of
entrepreneurs who have started their business and met challenges with their solutions, tips are given to help the reader learn from and apply to their own circumstances.
Once the reader has taken the leap to business ownership the authors give more
tips for each stage of the start-up. They begin with the signs that you are ready to
leave the corporate life behind, such as being out of sync with the corporate culture, being burned out and an idea for a product or service that just won’t go
away. After you have decided that you want to venture out on your own they give
tips on assessing your skills and assets. Once you have made the decision of what
your business is and you have taken the first step the authors give the four stages
of what to expect in “birthing the elephant.”
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Book Review
The first stage: your start-up, what you will feel is exhilaration, loneliness,
stretched to the limit and intensely focused. In stage two you run your own show
and may feel a sense of loss, image anxiety, mixed internal signals and a renewed
commitment. The next stage, the breakdown to breakthrough, your feelings will be
performance anxiety, self-doubt, the jitters, and finally determination. The final
stage is one of finding your rhythm and becoming more confident and pushing to
the next level. The authors list coping strategies for each stage as well as the
emotional components.
This book is a great resource and one that should be referenced often especially as
each stage is encountered. The authors offer much encouragement and with the
examples of entrepreneurial experiences the message is clear: feel the fear and do
it anyway. The book is like having a roadmap to success. Each chapter of tips and
checklists are invaluable and indeed a compass for steering in the right direction.

Assistant2YourSuccess
When You Don't Have the Time...I Do
As a busy professional your day is filled with tasks to do, delegate or defer. Your
resources may be limited but that doesn't have to keep you from getting every‐
thing done that you must get done. That is why Assistant 2 Your Success is here
for you. When you don't have the time ...call Assistant 2 Your Success.
Assistant 2 Your Success is a virtual assistant business which assists businesses in
getting tasks or projects done, so that you can focus on the bigger picture: Grow‐
ing your business. I am in business to assist your business to grow and succeed.
Assistant 2 Your Success
Diana Buchanan
785.393.5562
diana@assistant2yoursuccess.com | http://assistant2yoursuccess.com/
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Amplify Your Business with our Podcast Production Services


Podcast production packages for the new or seasoned podcaster.



Audio editing services for audio projects, like audio books, podcasts and conference calls.



Podcast production support including audio uploads, guest research and more.



Guidance and support through consulting for those that want to produce their
own podcast, but just don’t know where to start.

We make getting your audio project off the ground as effortless as possible. Oh,
and we make it fun too! Click Here to Get Started.

Increase Your Visibility with our Video Production Services


Video Editing Services for your digital video projects.



Storyboard collaboration helps you with creating a vision for your project.



Video Tutorials teach your clients how to use your software or website.



YouTube Support including video uploading and subscriber management.

Get in front of your clients in a whole new way with video marketing. We make it
easy and effortless.
Never has marketing been so easy – or so much fun! Click Here to Get Started.
D. Victoria
PO Box 414
Landing, NJ 07850
Telephone: 973-288-1298
http://www.mypodcastharmony.com/trueharmony/
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Virtual Protocols
By Mary Ruth

Virtual business has its own culture and customs.
This blog is written for virtual assistants
and their clients. From the long view, a
VA has much in common with her clients.
She or he operates a business, which
requires planning, executing, marketing,
recording, reporting – just like any other
operation. As a colleague in small
business, a VA often is more a partner
with clients than a simple vendor.

The main characteristic that a VA has in
common with clients, however, is
enthusiasm for working virtually. It’s a choice a person can make to bypass the
downtown office, the commute, the corporate wardrobe; it’s a choice to do
business remotely, on our own schedule, in our most conducive surroundings. The
virtual choice is made by both a VA and their client; both consciously and
strategically elect to use the internet as the conduit for their businesses.
To date, only a small percent of business owners have made the conscious
decision to work with a virtual team. Such a plan requires flexible thinking and a
can-do attitude. But the savings (on all levels) allowed by virtual structures will
soon make them much more common.
Anticipating that many more business owners and managers will seek virtual
solutions as we move into 2010, it may be helpful to offer the following
considerations for anyone considering this vital new method for GTD. While
partnering with a VA is in so many ways more efficient than traditional office
situations, the virtual workplace structure requires re-visioning some basic ideas.
1. Your VA is incredibly skilled, but she’s not a mind-reader. Before you try
to work with a VA, be sure you can articulate your needs with extra-sharp
precision.
What you do, your daily chores, should be as closely aligned as possible with what
you are really good at (and like). The same goes for each member of your team.
As a virtual business, you compose a workforce in which everyone loves his job
and feels supported in his life choices.
Now, the cool thing about the internet is that it opens up the range of your choices
as an entrepreneur. If you need the most expert authority on residential roofing
systems, for example, you can find that person.
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If you need a VA who speaks Italian, excels in legal research, has a background in
medical records, or is trained in real estate, you can find that person.
So before you send out your RFP, take the time to organize your operations in
precise compartments, and map out how the communications and work will flow
between these virtual components. If you formerly parceled out the work in an
in-person, around-the-office way, very likely it needs to be re-configured to work
best in the virtual world. Write job descriptions for each member of the team,
include requirements for communications with you and fellow team members, and
be as specific as possible about your expectations.
2. By the same token, a VA must be utterly specific about her skills and
capabilities. People won’t find you, or won’t be magnetically attracted to you,
unless you closely match what they’re looking for. And as any VA can tell you, no
one wants to find themselves in the awkward place of having accepted work that’s
beyond her capability. Making a perfect match is the ultimate value of the internet.
If you are vague, or if you over-promise, your gig will be up very quickly.
Authenticity, remember, is the ticket online.
3. Both VA and client must commit to careful courtesy and listening, for at
least the first few weeks of the relationship, to determine a flow of communications that suits their purposes. There’s no sense demanding a certain way of doing
things; listen well and find common ground, or part ways. No matter how perfect
the match may be in technical terms, if it doesn’t work on a friendly level, it won’t
be productive. And every match is unique, so no rules may be set down.
In this new world of virtual business, it is required that every relationship be
evaluated on its own terms; every relationship is unique. We facilitate the process
by reviewing websites and portfolios in advance, of course; but in the end, it’s a
question of your heartfelt response. In the end, all you can do is give it a try and
part cordially if it doesn’t work out. But also notice that if you focus powerfully on
listening, problems with communications often disappear!
The virtual path is the path of the future, and our routines will adapt as new
methods are adopted. Be aware that working virtually takes a bit of getting used
to, and soon enough you’ll find yourself accustomed to this more efficient and
economic solution.
Mary H. Ruth is a virtual assistant specializing in copywriting, editing, and online
inbound marketing. Are you maximizing your potential through captivating copy,
or undermining it with ineffectual messages? Discover the power of speaking your
mind, and writing it too. Please visit http://www.writingVA.com for help with
optimized web content, social media updates, blogs, plans, product descriptions and all the innumerable ways written communications matter in your business.
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Virtual Office Goddess: (vûr ch - l) (ô f s) (g d s)
A being of supernatural administrative powers and attributes of business acumen with a particular talent for
small enterprise support through virtual assistance.
Why hire a mere mortal when you have access to a Goddess?

VA TIP OF THE MONTH

Change your mindset from ‘employee’ to ‘business
owner.’ Many 'new' VAs still have the employee
mindset. It is up to you to set the tone for your client/VA
relationship; helping clients to recognize the difference
is your job. Setting out the parameters of the business
relationship as part of the initial client consultation will
help prevent future misunderstandings. Make it clear
(in a subtle, friendly way, of course!) that your
relationship is similar to that of a doctor, plumber, car
mechanic, etc. You don't tell them how to do their job
and they don't tell you how to do yours.
The Virtual Office Goddess, LLC provides bookkeeping and
office support services to small and sole-proprietor businesses.
Visit us today at www.virtualofficegoddess.com or
call us at (303) 437-3712 and schedule a free
consultation to discuss how we can help.
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ACTION JACKSON
VIRTUAL ASSISTANT
VIRTUAL ASSISTANCE AT YOUR FINGERTIPS
If you can think of it we can do it for you!

What our customers are saying:


Andrea Jackson of Action Jackson VA is the epitome of a professional VA.



Andrea is such a great person to work with and I value her independence and
creativeness.



Thank you so much for the great service.

Our Services
Accounting Services

Online Services

Administrative/Clerical Services

Photography Services

Bankruptcy Assistant Services

Small Projects

Coaching Services

Transcription Services

Document Creation Services

Real Estate Assistant Services

Marketing And Social Media Services

Contact us today for your free consultation!
Phone:1-800-745-0742 Website: www.actionjacksonva.com
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The ONE Self-Sabotaging Thing You Do Every
Day That Keeps You From Making 7-Figures
QUOTE: "Most people confuse wishing and wanting with pursuing. You must place
your trust in ACTION." - Price Pritchett
I've been hearing this one question a lot recently: "Fabienne, what did
you actually DO to multiply your 1ncome so quickly? How did you get to a
million and can I do it too?" Well, the answer is "Yes, you can do it too" and it's
important to realize that it comes down to several different things: Authentic and
compelling marketing, systems for everything, a team, different sources of
1ncome, leverage, etc.
But, believe it or not, those are actually the easy part, because you can be
shown exactly how to do this (I show you how in my Workshop-in-a-box). The
difficult part is actually a two step process, two steps that seem very simple on the
outside, but that few people actually DO anything about. In fact, this process is so
deceptively simple that most people ignore its importance and look for something
way more complex. But it comes down to:

1. Make a decision
2. Do what it takes
I know, it might seem like child's play, but most people never actually get
clear about WHAT they want in the first place, and then they don't make a
commitment to getting it. So the first thing to do is to decide that you are going to
reach a big goal. Then, you must be OK with doing whatever it takes to get it, as if
your life depended on it.
Believe it or not, that's where most people fail in this process. They throw
out a lofty goal, but when it comes to actually DOING what it takes, they let their
mindset and their fears get in the way. The ideas and opportunities to reach that
big goal are right there, smack in front of them, but they don't take action on
them. I saw this happen recently with a client. She asked me, "Fabienne, I set this
huge goal for myself, and the year's almost over, but I'm not even halfway to
reaching it. What happened? What am I doing wrong?"
The answer I gave her was that, despite the lofty goal, her BEHAVIOR
hadn't changed very much. Despite progress in other areas, she kept stopping
herself, and kept doing the same things, worrying about the same things ("not
knowing how", "not enough money", "not enough time", you know the drill...)
We'd given her all the different ways to make her goal happen quickly and
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The ONE Self-Sabotaging Thing You Do Every
Day That Keeps You From Making 7-Figures
two-fold, but she never implemented the ideas. The HOW was right in front
of her, but she got in her own way, and essentially sabotaged her potential
1ncome by not taking action on the idea. And that's one thing that I've gotten
really clear about recently. The "how" is always right there, right under your nose,
ready for the picking.
In fact, there was a time in my own business, not too long ago, where I
could never have imagined making this much in one year. But the opportunities to do so were already there. In fact, one idea that I implemented last year
was an idea that I'd had 4 years prior. 4 years!!! And that idea was one that would
have brought in a ton of money back then. Sure, I researched it, did a little bit of
due diligence, even asked my ezine subscribers if they had resources and got tons
of them. I went as far as investing in the resources I needed to take advantage of
that opportunity.
Then, guess what happened?
Nothing, nada, zip. I never did ANYTHING about it. I let the opportunity get
stale and covered with dust, and it's because of several different obstacles:

1. My excuse of "not having enough time" to implement it
2. My fear of failure
3. Essentially, my belief that I wasn't "good enough" to succeed with it
And so, I never achieved the 1ncome potential that this opportunity had in store
for me. I'm kicking myself now, but at least, I took action 4 years later.
Here's the thing: you must realize that the ideas that are given to you are
not just silly ideas. They are divinely brought to you. My mentor always
says, "If you are given an idea, then too you are given the way to achieve it. You
wouldn't be able to have the idea without also receiving the 'way' to accomplish it
too. It's universal law." And that's really important for you to remember.
Until you are ready to see what's already right under your nose, without
discounting it as "not feasible", you aren't going to grow. Remember that
the idea you got in the shower, or the idea your mastermind members brainstormed with you didn't actually come from them or you. It was divinely given
THROUGH them.
And you are given ideas like these ALL THE TIME! It is the Universe's way of
guiding you on a daily basis, literally pulling you by the hand and pointing you in
the direction that will help you accomplish your dreams, but the question is... are
you listening? Are you going to do something about it?
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If you're not where you want to be financially in your business, one of the
major reasons is your non-action. If you're still at the same place you were before, it's because you're unwilling to take advantage of the opportunity that is
right in front of you, and has been for a long time.
And I know you're probably tired of hearing, "To get different results, you
need to do things differently", but in my experience (especially last year) it is
absolutely true. To get a quantum leap in your business, you must be willing to DO
what you haven't done before, to be courageous, to walk into the opportunity and
even to walk into the fear you have associated with it.
And please don't let the simplicity of what I'm telling you undermine the
importance of the message. This 'arrogance' of thinking, "Oh, I already know
that!" is another form of self-sabotage and it's keeping you from making a whole
lot more in your business. Here's an example: Someone told me last year that
some of this is "basic" stuff. That they'd already knew this.
Frankly, I felt bad for this person. I almost wanted to say, "OK then, if you
already "know" this, what's YOUR 1ncome this year?" You see, your 1ncome
will be your gauge to see how much you "know" this stuff. If it's not where you
want it to be, then you don't "know" it yet, you've just "heard" of it. In fact, you
don't "know" anything until you live it, breathe it and take action on it day in and
day out. Makes sense?
Fabienne Fredrickson, The Client Attraction Mentor, is founder of the Client
Attraction System?, the proven step-by-step program that shows you exactly how
to attract more clients, in record time… guaranteed. To get your F.R.E.E. Audio CD
by mail and receive her weekly marketing & success mindset articles on attracting
more high-paying clients and dramatically increasing your income, visit
www.ClientAttraction.com.
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Press Release
FOR IMMEDIATE RELEASE

ILVAC GROUP TO HOST VIRTUAL ASSISTANT
EVENT
December 15, 2009 ~ Chicago, Illinois.
ILVAC (Illinois Virtual Assistants Connection) group is currently organizing a networking and education event to be held April 9 & 10, 2010. The event will be held
in the Chicago area at the Crowne Plaza, Rosemont, IL.
The purpose of this event is to provide a unique networking opportunity combined
with an educational conference. This event is for all virtual assistants; veterans,
new virtual assistants and those just thinking about becoming a virtual assistant.
The event will begin with a networking dinner with a speaker on April 9, 2010 and
will continue with numerous educational session options on Saturday, April 10,
2010. Guest speakers will also be featured throughout the day on Saturday.
ILVAC is a group of Illinois virtual assistants who share the mission to further educate and promote the virtual assistant industry in Illinois and virtually everywhere.
If you are a virtual assistant or are interested in becoming one, join us for this
powerful event. Early bird registration opens December 15, 2009 on the ILVAC
website (http://wahpforums.com/ilvacconference-registration).
###
ILVAC (Illinois Virtual Assistants Connection) is a group of Illinois virtual assistants
who share the mission to further educate and promote the virtual assistant industry in Illinois and virtually everywhere. If you are interested in sharing our mission, or would like more information about ILVAC, visit our website at (http://
wahpforums.com/).
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You've Got Mail!: Thunderbird Email At Work
By Mattie Stokes
There are a lot of ways you can use your Thunderbird email client, with Lightning
and ReminderFox add-ons, to help effectively manage your daily schedule and
calendar, increase your productivity, and save you time. I've used Thunderbird
Email Client for several years now and have been pleased with its performance.
Thus, I will focus here on how to make use of some of its features:
Use Your Inbox To Create Reminders, Events, and Tasks
Reminders, events and tasks can be created either manually or using emails in
your inbox. From an email message: right click on any email in the mail list or
within the body of the message itself, then choose “convert to ...” from the
context menu in order to create an event or task or choose “Add A Reminder” from
the context menu to create a reminder. Either action opens a form populated with
most of the info from your message. Add info as needed and you're done. If you
set a 'reminder' interval, reminders will pop up automatically.
Create Templates
Do you find yourself sending out the same message over and over to different recipients, e.g., responses to a request for more information or confirmation of an
appointment? Well, use the following method to speed the process: Compose an
email with the desired body text then save it as a “template” under the appropriate email account. Next time you have to send the message, just get it from the
templates folder, add the recipient(s) name, revise body text if needed and then
send.
Automate Task Lists
Make a list of all the tasks you do on a regular basis, e.g., writing your blog post,
writing an ezine article, backing up files, etc. For each task, click the Task icon in
Thunderbird, add the task once and specify the date the task begins and ends,
how often you want to repeat the task, how often you want to be reminded, and
any descriptive detail you want to add. The task reminder will pop up at the allotted time and date.
Create Rules/Folders for filtering emails
Creating specific folders and filtering rules for clients, vendors and other important
people or subject areas is a terrific time-saver, making it easier to sort and retrieve information. First create the subfolders you want in your inbox section, and
then create the rules/filters to be used to automatically sort email into a specified
subfolder. You can find specific instructions here (http://kb.mozillazine.org/
Filters_%28Thunderbird%29).
Set Up Signature Files
Whenever you compose a message or reply, Thunderbird allows you to automatically append a different customized closing signature for each of your email
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You've Got Mail!: Thunderbird Email At Work
continued...

accounts. The signature can include contact information, quotes and any other
information you may not want to re-type every time you send an email.
Create as many signatures as you wish. For detailed instructions on how to
create signature files in Thunderbird here is a link to the Thunderbird Knowledge
Base (http://kb.mozillazine.org/Signatures_%28Thunderbird%29).
Create and Use a Mailing List in Thunderbird
Mailing lists are used to send messages to groups of people. You can create a list
either with names from an existing address book or manually. Using existing
addresses will invoke auto-completion while typing in new addresses will
automatically create a new address card.
Once you complete your list and are ready to send out mail, simply select the list
you want to use and click on the “Write” button on the toolbar. If you do not want
your recipients to see each other's address; enter your own address in the “To”
field, then on the next line for recipients select “Bcc” from the dropdown box, and
type in the name of the mailing list you are using. Check out this link for more information.
Contact Management
Though Thunderbird contact management capabilities are not on the same level as
more robust address books, it gives you a good starting place for collecting
address and contact information. You can collect addresses as they arrive in
whatever address book you want and also create distribution lists as you go. Not
only does Thunderbird transform URLs and email addresses into clickable lists but
it also shows a "GET MAP" button to Google Maps for a physical address if one has
been added on the address card.
Got Thunderbird Mail? Need a way to handle your email more effectively? Why
not try out some of the tips above?

©2009 Mattie Stokes.

All rights reserved.

About The Author
Mattie Stokes assists self-employed business owners to develop and implement
solutions that help their businesses thrive and survive. Mattie may be contacted
at Web: www.JustInTimeVA.com | Email: mstokes@JustInTimeVa.com
Blog: Home Business and Small Office InfoCenter

“The greatest value of the process is not what it does to
your schedule, but what it does to your head.”
Franklin Covey~
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Just In Time! Virtual Assistance
... when time and money count!

Not enough hours in the day?
Wearing too many hats?

You need a VA! ...

A skilled independent entrepreneur who lets you spend less
time on non-billable tasks and more time marketing, creating
products, and meeting with clients.

Contact us today!
Email: Info@JustInTimeVA.com
Visit our site for more information!
http://www.justintimeva.com

Providing your
company with the
top mailing lists!
Whether you are looking to grow your
customer base, improve your ROI, enhance your
team's direct marketing skills, or gain competitive
advantage, Top Mailing Lists helps you succeed
through its vast array of resources.

www.topmailinglists.net
THE VIRTUAL ENTREPRENEUR © PAGE 22

The Virtual Entrepreneur Word Search Puzzle

ACROSS
2.) 1+2 is a way to _____.
4.) Having this allows you to show your client you
are a good business person.
5.) We keep our telephone numbers and ad‐
dresses in these.
10.) This is used to send information through a
phone line.
11.) Academy of Virtual Entrepreneurs
12.) _______ is money.
13.) The Virtual Entrepreneur
14.) When we keep on learning we are gaining
more ________?
16.) We do this in order to have a hard copy.
17.) You should do this at about noon.
18.) To give your oath.

DOWN
1.) We send these monthly, weekly or yearly.
2.) This is what we sign in order to secure a cli‐
ent.
3.) We have to do this in order to file our taxes
and determine our profit and losses.
6.) To send a message over the internet.
7.) We do this daily in order to gain more atten‐
tion to our business.
8.) A portable computer.
9.) Collection of funds for a long period of time.
15.) VOIP and Telephones are used to do this.
19.) We keep this on hand to check off as we go.

The Answer key will be provided with a new puzzle in the next issue so, stay tuned!
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Subscribe to The Virtual Entrepreneur
About The Virtual Entrepreneur
Whether you are just starting out in your new virtual
business or you’re a veteran virtual entrepreneur you will
benefit from the TVE!
You will find helpful tips, tricks and how-to's as well up to
date articles
written by VE's just like you! These articles will encompass all facets of
working virtually.
We are dedicated to helping promote, assist, and create new avenues for
your virtual needs.
If you are interested in submitting an article or want to advertise in our
EZINE please email andrea@tvemagazine.com
Advertising Rates are as follows:
1/4 page - $25.00 per month
1/2 page - $50.00 per month
Full page - $75.00 per month
VA & VE Directory - $24.97 per year
Deadline for article submission is: The 9th of each month.
Deadline for advertisements is: The 13th of each month.
We hope you enjoy the TVE and if you do, please send us a note to be
included in an issue :)
Sincerely,
Andrea Jackson, Publisher

Sign up today to receive your copy of
The Virtual Entrepreneur!
To unsubscribe click here.

Celebrating the Virtual Entrepreneur In You!
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The Virtual Grant Writer: The Series
Research Hound

It doesn’t matter who you are or what you have chosen as your profession, every
day of your life you perform some sort of research to get an answer to a question
that you may have thought up. Although, the answer to your question may be important to you, the most critical part of the process is the journey you take to get
there. If you can, for a moment, picture a police dog that has been exposed to
the scent of a criminal at large. The police officer may take a piece of clothing and
put it to the hounds nose so that it can become familiar with the smell of the object for which they are looking. The question in this case is where is the suspect,
and the scent in the clothing is intended to lead the hound to the answer. As the
dog begins to search the area where the suspect may be lurking, its frame of reference remains with the scent with which it started out. The trained dog hunts
until finally it reaches the source of the smell, the suspect.
The key to the above illustration is not the dog, however, the training he received
to find his answer. The dog knew where to go and how to get there. Research is
not easy, it requires skill and consistency. There will be many places that you can
go to answer a question but, as you uncover the layers you must be able to decipher, with a skilled eye, reputable sources and those that are bogus. Booth,
Colomb and Williams in The Craft of Research state:
“Doing research carefully and reporting it clearly are hard work, consisting of many tasks, often competing for our attention at the same
time. And no matter how carefully you plan, research follows a
crooked path, taking unexpected turns, sometimes up blind alleys,
even looping back on itself.”
So how do we determine where to go to answer our questions? You know what
your question is, so it would seem to be a no brainer that you know where to go to
find the answer, right? Wrong. The answer to your question can be found in millions of places such as the internet, books, academic journals and periodicals; it is
your job to determine which is the best source.
Where do I go?
The internet offers tons of information, however, one has to be careful not to limit
themselves to it solely as a resource. Of course there is good information available to us on the web; but, there is also a lot of information out there that has
been taken from other sources and manipulated. So when using information from
the web, be responsible and double check the sources that are referenced.
And how do I get there?
As we develop our research skills, it becomes easier to determine the path that we
should take to move in the appropriate direction.
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continued...

If, by chance, you venture in the wrong direction, all is not lost. Over time you
just become better at getting to the source of your “scent”; like the hound, our
research ability gets better. Remember, even if you lose sight of what it is that
you started out looking for, there’s always a way to get back to where you started
— just return to the “scent” and begin again.
Research is hard work, exciting and rewarding. While solving your problem remember to find enjoyment in the process of discovering the new and exciting
things to which research will lead you.

Always looking out for
your best interest!

Contact us for more information and a free 30
minute consultation.
Who is Attentive Assistance?
Your virtual assistant who will give you expertise in all areas of administration
and grant writing. Take a a closer look at our services page for a more detailed
list of the items you can remove from your "to do" list. You will receive our cus‐
tomized designed plan that will allow your small business to reach it's maximum
potential. You can rest assured that Attentive Assistance will get the job
done. Our motto is that our client's needs are of the utmost importance and we
will gain your trust and loyalty with our professionalism, attention to detail and
dedication to help you achieve your mission.

Attentive Assistance, LLC
Phone: 813-957-6043 | cathrynbranch@attentiveassistance.org
http://attentiveassistance.org/
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Why are you
unique?
You may know the answer to this question, but do your customers? TargetStars'
mission is to discover the essence of your company and create marketing strategies
that will ensure your customers and you both share the same answer.
You are probably wondering, “How do we accomplish this feat?” Our services are
dedicated to answering the following questions:
 Would you like a report that enables you to see which areas your

competitors are failing to meet within your industry so you can capitalize
on their mistakes?
 Do you want to know which industry or location would be most profitable

for you to start or expand your business?
 Do you want to learn how to capture the attention of your target market?
 Are you tired of promoting your business by yourself, but cannot afford to

hire employees?
 Would you like to jump on the social media bandwagon, but do not know

or have the time to learn how?
TargetStars ability to customize our services in order to get you the answers you need
is what makes us unique.
The marketing, market research, and virtual assistant services we provide will enable
you to effectively promote your brand.
We specialize in maintaining the delicate balance of simultaneously attracting and
retaining customers.
You have nothing to lose and everything to gain when you work with TargetStars
because our goal is to help you capture the right stars (aka your target market).
Website: www.targetstars.com | Email: targetstarsinfo@targetstars.com | Phone: 877.427.2261 ext 6
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5 Lessons I Learned From Blogging
By LaTosha Johnson
Every day people share information via various social networks such as Twitter,
Facebook, etc. on why you should have a blog (especially a company blog). Yet,
you hardly ever see articles that share lessons bloggers have learned from blogging. I wanted to take this opportunity to share the lessons I have learned from
blogging because one week ago was my blog’s anniversary.
I have always had a passion for writing and finally decided to channel that energy
into a blog. From a business standpoint, I know that having a blog is essential because it serves several purposes such as demonstrating your industry expertise,
generating interest in you or your company, connecting with prospects and customers, etc. In case you are experiencing some reluctance in jumping on the blogging bandwagon, I believe it is a worthwhile endeavor because blogging will teach
you the following lessons:
Inspiration Comes In Many Forms: Many do not blog because they do not
know how to come up with blog topics. At times it can be overwhelming to generate ideas for your blog because you are putting so much pressure on yourself that
you are inadvertently causing your mind to shut down. When I get like this I force
myself to take a time-out because staring at the computer is only going to frustrate you. I have a variety of activities that I perform during my time out such as
reading other blogs, exercising, etc. The best ideas come when you are not intentionally looking for them.
Write On: One of the main reasons I started this blog was to share information
that I felt would empower and encourage people. I wanted to be more than a logo.
However, you have to realize that there will be times when you put your heart and
soul into writing a post that you may consider to be a “masterpiece” and still not
receive the attention you anticipated. It can be disheartening to receive a negative
comment or worse — no comment at all. However, this is still no excuse to avoid
blogging. One of my favorite blogs, Men with Pens, wrote a great post about comments. People often do not leave comments for various reasons (check out the
comment section of their post at http://menwithpens.ca/build-blog-community)
and this is not necessarily a reflection on your content.
Patience: When you first start blogging you may feel that no one is reading your
blog. Therefore, many often give up right before their blog starts to pick up momentum. You have to have confidence in your capability to write quality content
because it takes time to build up your community. Do not blow your opportunity
by posting content just for the sake of posting. This will not only hurt your credibility, but waste your readers’ time.
Expand Your Network: Blogging requires you to be willing to put yourself out
there. Having a blog has introduced me to incredible people who I otherwise might
not have had the opportunity to meet.
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continued...

I met many of these people by commenting on other blogs, Twitter, forums such
as the VAF, etc. In my experience, I have found bloggers to be extremely helpful
and always willing to provide you with great advice.
Exchange ideas: One of the main reasons I enjoy blogging is because I truly enjoy learning. I enjoy researching different topics and listening to various points of
view regarding that topic. I like sharing information I learn with others because
my desire is to help people and, of course, I incorporate that mindset into my
blog. In my opinion the only way to learn more about a topic is to talk with those
who are passionate about the subject and a blog is an excellent platform to facilitate a conversation.
Some concepts and tools that I have found to be extremely useful in blogging:
Self-hosted WordPress Site: If you want to have some flexibility in how you
customize your blog, you should use WordPress. It is extremely simple to use and
has a myriad of themes and plugins that allow you the ability to make sure your
blog reflects your personality.
Editorial Calendar: You want to keep the content on your blog fresh and relevant. Using an editorial calendar will keep you from repeating the same topics.
Rod Kirby’s video at http://www.rodkirby.com/archives/1720 does a phenomenal
job demonstrating how to create and use an editorial calendar.
Linkedwithin (http://www.linkwithin.com/learn): If you do not want to feel as if
your old posts were written in vain, this widget gives new life to those posts. Underneath your current post, this plugin shows older posts your readers may be interested in based upon how they are categorized or tagged in how they are related
to the current post.
Flock (http://flock.com/): This social web browser enables you to easily locate
pictures and videos to insert into your blog — without having to have multiple
screens open (I will be writing a blog post on this browser). This browser has enabled me to keep track of all my RSS feeds while keeping in touch with what is occurring within my social networking sites — all on one screen.
Wordtracker Firefox SEO Add-on (http://www.wordtracker.com/academy/
firefox-addon-seo-blogger): You want to make sure that you increase your post’s
chances of being ranked in the search engines so you need to keep track of your
keywords. This plugin easily enables you to do so.
Zemanta (http://www.zemanta.com/): Having a great picture to accompany your
blog post can reinforce the viewpoint you are attempting to convey. However,
searching for the “perfect picture” can be incredibly time consuming. Zemanta takes care of this for you by generating pictures and smart links
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based upon the post. Having smart links in your post will result in more traffic to
your blog.
I could go on and on about all the lessons that blogging has taught me, but I feel
that the aforementioned reasons and concepts are hopefully enough to entice you
to start a blog. In case you are wondering why I did not write this post on the actual day of my blog’s anniversary, it was because on this day I received a link to a
post that reinforced the reasons why I blog. Amber Hunnicutt wrote a post (http://
hotmommasproject.wordpress.com/2009/12/01/latosha-johnson-a-true-hotmomma-on-realizing-her-dream-job/) commenting on a post I wrote called Life is
NOT an ATM (http://www.hotmommasproject.org/caseview/LaTosha-Johnson-TargetStars,-Inc--Life-is-NOT-an-ATM.aspx )(which happens to be
my favorite post) and how my post inspired her to pursue her dream.
I truly hope that if you are on the fence about starting a blog, whether it be personal or for your company, surrender to the peer pressure and hop on the bandwagon (companies should consider hiring a ghostwriter if their staff does not want
to blog). I guarantee this will be a ride you will not want to miss.

You have nothing to lose and everything to gain when you work
with TargetStars because our goal is to help you capture the
right stars (aka your target market). To learn more about TargetStars and to speak to them about your business needs.
Website: www.targetstars.com
Phone: 1-877-427-2261 ext 6
Email: ljohnson@targetstars.com
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Continuing Education for the Busy VA
by Gabrielle Owens
The bottom line is that if we, virtual professionals, stop learning for just one minute, the world will pass us by. New discoveries are made every day that impact
our way of doing business, what we can offer our clients, etc. We must never rest
on our laurels, because this business is just too competitive. Countries like India
offer their services for pennies on the dollar. So how do we compete?
We must offer something better – something unique.
One way to do that is to specialize. You must find a
niche and become the most proficient VA in that niche.
One way to do that is to take continuing educations
courses that will grow your knowledge in that niche.
Busy business professionals must balance their ongoing
continuing education needs with the rest of their busy
lives. Online education provides the convenience we VAs
need as it is designed to fit “our” schedule. We choose
when to take a class.
Wikipedia describes it this way: “Continuing education
is an all encompassing term within a broad spectrum of
post-secondary learning activities and programs. The
term is used mainly in the United States and Canada.
Recognized forms of post-secondary learning activities within the domain include:
degree credit courses by non-traditional students, non-degree career training,
workforce training, formal personal enrichment courses (both on-campus and
online) self-directed learning (such as through Internet interest groups, clubs or
personal research activities) and experiential learning as applied to problem solving.”
If you do not have a specialty or wish to find a specialty, you can sub-contract
your services to other VAs. But if you wish to specialize, online education is one
way that will help you find your niche and grow in a special field.
Many states require their professionals such as Realtors, Medical Specialists, Educators, to continue their education. This ensures that they will provide the very
best services to the people in their communities. We as VAs should do no less. If
we want the top dollar, we must be able to provide our clients with the very best
work.
First, find your niche then find a source for education in that field. One new
source is the Academy of Virtual Entrepreneurs (www.aove.org). This online
institution has some of the very best brains in the business on their faculty list.
Check them out!
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Call
Today
www.theofficevirtuoso.com
Our Services:

You can put your trust in The Of- Spreadsheet
fice Virtuoso.
Design

Internet
research
Word
Traditional
In today's fast-paced business Processing
research
Data Entry
world, we provide
Calendar
prompt, professional service and Transcription management
Power Point Appointment
exceptional quality.
presentations scheduling
Corresponden Meeting
We have over 15 years of
ce (personal coordination
administrative support
or business) Reminder serexperience to rely upon.
Copy
vices
proofreading Travel
Editing
Our unparalleled service,
arrangements
Event
competitive prices, and overall Contracts
Invoices
Planning
value are why our loyal

customers won't go anywhere
else.

PO Box 471

(708) 385-2920
kvargas@theofficevirtuoso.com Midlothian, IL 60445
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The Twitter Workshop Part 4
by Jo-Carol Carpenter

Below is our December video showing Derrick VanDyke demonstrating
how Twitter Listbuilder works.
http://twitterlistbuilder.com/video1/
Twitter Lists 101
Straight from Nick Kallen on Twitter.com.
Soon to Launch: Lists

My name is Nick Kallen (@nk) and I'm the project lead on Lists, a new feature
we're testing with a small subset of users. The idea is to allow people to curate
lists of Twitter accounts. For example, you could create a list of the funniest Twitter accounts of all time, athletes, local businesses, friends, or any compilation that
makes sense.
Lists are public by default (but can be made private) and the lists you've created
are linked from your profile. Other Twitter users can then subscribe to your lists.
This means lists have the potential to be an important new discovery mechanism
for great tweets and accounts.
We started working on this feature because of the frequent requests we received
from people who were looking for a better way to organize information on Twitter.
Of course, that means not just twitter.com—the Platform team will follow up in a
few days with information on the Lists API. This will allow developers to add support for Lists into your favorite Twitter apps.
We're just doing limited testing for now. But once we've tested the feature out a
bit, we'll launch it for all accounts!
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How can a Twitter List help you?
Twitter Lists will organize you by grouping together people into a strategically defined List which is created by you. Trying to keep track of tweets in your tweetstream is certainly a challenge for most of us. Everyone’s tweets are intertwined
and it is one giant firehouse of information. It’s like rush hour on the freeway
where everyone is driving over the speed limit to get home. Only this is the Twitter freeway. I know I miss a lot of tweets because I don’t have the time to track
them anymore. I just don’t have the time to fit one more thing into my day. It is
estimated that by the end of 2009, there will be 18 million people with Twitter accounts which means even more tweets in our Twitter stream. Twitter Lists will
definitely streamline this whole process for everyone while saving us a lot of time
in the interim.
What types of lists are there?
1. Lists which you create under your user name. You add in the user names of
people that you want to add to your List.
2. Lists which other people create which you can follow.
What is the first thing I need to do when building my list?
Go to your Twitter Home page
On the right-hand sidebar you will see ‘Lists’ directly underneath your Saved
Searches

 Click on ‘New List’
 Give your List a name – note that your user name automatically is filled in for
you so your List name will appear following your user name.
Type in the description
Choose to make your list public or private. I made mine public.
Click on create List
Your List is now created and it has its own URL
You are now asked to add people to it.
Your new List can be found on the right-hand sidebar underneath ‘Lists’.
By clicking on your new URL it brings up a new page. You can now see your









List URL, description and your followers and following and your tweets. There is
also a search box to find people to add to your new List. Also given is a link for
you to click on that will take you to your ‘following’ to find people to add to your
List. You can also add people by clicking on their Profile.
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I just created my own List which is called @ShoreofficeSvcs/va-stars.
If you want to create another List you will have to click on the List link right underneath the name of the List which you just created.
If people that are in your List have a private account, you will not see their tweets
unless they have given you access to their account.
You can be following hundreds of people but your List will only include tweets from
the people that you added into your List. So now you can get your tweets quickly
while feeling confident that you are not missing important tweets to your twitter
stream.
Finding people to add to your List

 Click on your followers and pull down the list to look at who you want to include
from this group. Just click on their Profile.

 You will see the little Lists counter on the right side of their image. Click on the

arrow and add them to your new List, it’s that simple.
 Now do the same with people that you are following.
 Check out your friends’ Lists and see if you want to follow people from their
List.
 Check Lists that other people have and see if there is anyone that you would
like to put in your List.

Go to http://www.listorious.com and check out their Lists. They have an
extensive listing in all categories. Click on something interesting to you
and then you will see sub-listings. You should find everything you are
looking for right there.

How do I keep my Lists private?
You can choose to keep your Lists public or private; it’s all up to you. But keep in
mind the following factors:

You can change your List to public at any time then back again to private if this
is what you want to do. But if you later decide to change it back again to public
your followers will no longer be allowed to follow you, they will have to re-follow
you. So take some time to think about the Lists that you want to create and who
you want to put into these Lists.
THE VIRTUAL ENTREPRENEUR © PAGE 36

The Twitter Workshop Part 4
How many Lists am I allowed to have?
Currently, you are given 20 lists with 500 user names for each List. This is a total
of 10,000 names. Don’t forget the more people you have in your Lists means the
more time and effort it will take you to sift through it all. The KISS principle
should be remembered in this situation.
What type of lists should I create?
Before you start thinking of creating your own List, you may just want to check
out Lists other people have created first. It may just be easier for you to just follow someone else’s List instead of creating your own. But just in case this is not
what you have in mind, I also have some different types of groups that may interest you which are below.
Possible Lists of people include the following:
 People in your own geographical location
 People working in the same industry
 People in the same target market
 People that you want to meet
 People you would like to build a relationship with
People that can help you in your business
How do I spread the word about my Lists?

 Submit your Lists to Listorious.com in addition to other List directories.
 Share your List on your social media sites and don’t forget to include your List
URL
 Tweet your Lists
 Share your List with your email database
 Blog about it
If you belong to a forum, post your URL for others to check out

How do I follow other people’s lists?

 Check other people’s Twitter pages that you are interested in. See what Lists

they are on and then follow those same Lists. By clicking on someone’s List
counter on their Profile page it will let you see which Lists they are on and Lists
they follow.
 Find a List you want to be on and request to be added by asking the List creator. If you don’t get added on then you can follow that List and build up a relationship with the people that are important to you that are in that List.
Lists allow you to follow other peoples’ Lists while not following every person in
that List.
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Note: your following count does not increase when you follow a List.
What if you are put in an ‘undesirable’ list?

 If it is a public list you can ask the creator of that List to remove your name

and you will still be able to follow them.
Or you can just block them. You will then be taken off their List and they will not
be following you anymore. You will have to go to the right side of their user profile
and block them using the drop menu.

JoCarole Carpenter, President of Shore Office Services. JoCarole is a seasoned Virtual Assistant and entrepreneur with over 25 years of experience in upper level
management and administration. My specialty is providing solutions for solepreneuers. Courtesy of www.shoreofficeservices.com. All rights reserved 2009.
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How to Create a Company Name
By LaTosha Johnson
“You will never get a second chance to make a first impression” is one of my favorite quotes. It is imperative that you keep this in mind when choosing your company name.
You can have the best product in the world and it will all be in vain if people cannot remember your company name. The name of your company sets the tone for
your brand. In order to make sure your brand gets the attention it deserves, make
sure you follow these five steps when you select your company name:
Tell a story: Whole Foods. Fruitful Yield. Trader Joe’s. What images come to
mind when you hear the aforementioned company names? You are probably thinking about fresh fruit, vegetables, and organic food products. If you want to become part of your target market’s evoked set, you need to make sure that the
name you choose is associated with the images you are attempting to project.
These images should reflect your company’s personality and spark a conversation.
I get compliments and questions regarding my company name and I am often
asked to explain the meaning behind the name. My company name is a combination of the word ‘target’ and ’stars.’ In marketing, the individuals or businesses
one hopes to gain as a client is referred to as your target market (hence, the
‘Target’ part of our name). The second half of our name stems from my childhood.
Ever since I was a child, I have always loved looking at the stars. In fact, one of
my favorite quotes is to “reach for the stars.” It is every entrepreneur’s dream to
capture as many clients as they can, so we refer to our clients as stars. However, I
am aware that not everyone can be our customer; therefore, I have to concentrate
on capturing the right stars. I usually get the nod of approval and the conversation
usually leads to the person wanting to learn more about the services I have to offer.
If you want people to talk about your product or service, then make sure that your
name will pique their curiosity and encourage them to interact with you to find out
more about your company.
Minimize the guesswork: Try to include the type of product or service you provide within your company name. Obviously there are companies that do not adhere to this rule and use the owner’s name or create a brand new word like Nike,
Zappos and Etsy. There is nothing wrong with doing this, but you may find it to be
easier to play it “safe” by referencing the service or product in your company
name in order to cut down on the confusion (i.e. MarketingDivas). However, be
careful not to be too specific when choosing your name because this will
cause problems if you choose to expand your products or services.
Is it KISS (aka Keep It Simple Stupid) proof?: Gaining your target market’s
attention can be difficult, so do not add to the problem by choosing a name people
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continued...

cannot pronounce. When you encounter a word you do not know how to say, how
does this make you feel? Most people would answer embarrassed.
Is this how you want your potential customers to feel? My guess would be no, so
do not allow them to be put into this situation.
Get it approved: You will be able to confirm how well you followed the first three
steps based upon the reaction you receive from your family and friends. You will
without a doubt come up with some names that may sound great to you, but leave
your family and friends with confused looks on their faces. Their honesty will save
you from choosing a name that does not capture the essence of your company.
Search and Secure: Once you have finally decided on a company name, you will
need to make sure it is available. Start your search by checking out the following
places:






Secretary of State — check here if you plan to incorporate or become a LLC
County Clerk — check here to see DBA (doing business as) names
Your website hosting company — check here to see if someone is using the
name for their URL.
NameChk and UsernameCheck — these two sites enable you to see if the
company name you seek to register is being used across social networking
websites.

If the name you have chosen is available, you should secure your name by filing a
trademark or servicemark with the United States Patent and Trademark Office
(USPTO). Local businesses may not feel it is necessary to file with the USPTO.
However, you can still get some protection for your company name by filing your
trademark or servicemark with your state (i.e. Illinois charges $10.00).
Choosing your company name can be overwhelming, but you want to make sure
you get it right the first time so you can save yourself the hassle of rebranding
later. You never get a second chance to make a first impression and following
these tips will enable you to step out in style.

You have nothing to lose and everything to gain when you work
with TargetStars because our goal is to help you capture the
right stars (aka your target market). To learn more about
TargetStars and to speak to them about your business
needs.
Website: www.targetstars.com
Phone: 1-877-427-2261 ext 6
Email: ljohnson@targetstars.com
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We are here for you!
Working to assist your business
when you can’t!
Call today! 1-919-287-7232
Virtual Assistant,
Real Estate Virtual Assistant,
Virtual Bankruptcy Assistant
Visit our site today!
www.vickiofficesupport.net
Email us today!
vicki@vickiofficesupport.net
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Time Management Tools: Convenience or
Trap?
By Michael Lickteig
Remember when the freezer needed to be defrosted and the oven needed cleaning?
Do you recall having to get out of your car to raise the door before you could park
in the garage?
Who has spent time with a garden hose, watering the lawn?
How many of you know what it meant to “wind your watch?”
Anyone under the age of 40 likely never performed any of these chores because
advances in technology gave us devices to liberate us from such mundane tasks.
The overriding purpose of garage door openers, self-defrosting refrigerators, selfcleaning ovens, timer-controlled lawn sprinklers, electronic watches and hundreds
of other handy tools was to save time by eliminating tasks that could be automated. The promise behind this purpose was more leisure time.
Our home life has benefited from the automation of simple duties, although we are
still lacking in free time. While as much attention has been devoted to making jobrelated tasks easier, the results are less apparent. The personal computer was
supposed to make work paperless, but most offices still line the walls with filing
cabinets. Cell phones made land lines obsolete, but many of us still have a “home”
or “business” phone. The functionality of Skype lessens the importance of cell
phones, but they are fast replacing computers as the tool which connects us to the
online world. Email superseded snail mail as the primary means of written correspondence, but we still check our mailbox every day to see what the United States
Postal Service delivered. Many consider email slow and obsolete, preferring text or
instant messages. Skype can handle that, also.
It would be erroneous to claim that electronic and digital tools haven’t made our
working lives more efficient, but it seems as if they should have helped us more.
Why hasn’t technology impacted our work lives to the same degree it has improved our personal life? There are several reasons.
We can’t trust our technology as much as we need to do. The most sophisticated technology the majority of us employ in our business is the computer, and
as amazing as our PC or Mac may be, it is far from perfect. We allow for a higher
failure rate for our computer than for the devices we use at home. If applications
quit without warning or the computer screen occasionally freezes, we have learned
to accept that as the norm, however frustrating it might be. Subsequently, we
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Time Management Tools: Convenience or
Trap? continued...
don’t award technology the same degree of trust in our work environment that we
grant it at home. We don’t check the refrigerator every few hours to satisfy ourselves that it’s defrosting; we just trust that it is. We aren’t outside raising the garage door to ensure it will open when we need it. We accept the technology behind
these devices as sound and trust in it. If our home appliances don’t work, we arrange for their repair.
In the world of business, stakes are higher and the costs of mechanical, electronic
or digital failure greater. Because a computer is so temperamental, we respond by
backing up our files to an external hard disk or CD, but for many it means hard
copies of files. We have as much paper in our office as we ever had because we
don’t trust electronic files to be fool-proof. Since we are saving files in multiple formats, we risk losing time rather than saving it. Forty years ago, the Xerox machine was the most important piece of equipment in our office. Ten years into the
21st century, we are still using it; our trusty copy machine now supplements disk
and online files.
We don’t retire old technology when new tools are developed. In an ideal
world, new technology would supplant the old, and everyone would use comparable equipment. This doesn’t happen, sometimes due to the urge to remain in our
comfort zone, and in part because of a need to access the same technology our
clients and providers use. How often do we find vendors who only accept orders
via fax? Not as often as we used to, but they are still around.
Skype and instant messaging functionally replace email, but how many of us still
have at least one email account? Who has more than one? Most of us do, with a
distinction between personal and professional use. We might have more than one
cell phone, a land line, and several ways to text or instant message, all with the
intent of ensuring we don’t miss anything important. Cell phones and netbooks
augment our online capabilities but don’t replace our PC.
We embrace each new technological development to both remain ahead of the
curve and make ourselves accessible, but are afraid to jettison the old tools because a client may still use them. We find ourselves subsequently spending more
time checking and responding to messages in multiple formats. The easier it is to
communicate, the more time we lose.
Technology inhibits our time management when we use it compulsively or
without discretion. Before the advent of email, the post office delivered mail to
us once a day, six days a week, and that was sufficient. In large companies, someone usually worked in the mail room opening envelopes, sorting and routing letters. Work routines allowed us to attend to correspondence at a set time each day.
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Time Management Tools: Convenience or
Trap? continued...
Now we are barraged with correspondence in multiple formats. How often do we
check email? If a pop-up on our computer screen informs us we received an
email, how many of us read it immediately? How often do we hold email
“conversations”, trading multiple messages with one person over a period of time?
Instant messaging features include telling us who is online at any given moment,
and sometimes offers a “buzz” function to get our attention — it won’t even let us
ignore it! Unless we have a method for dealing with a constant stream of written
communications, it will consume our day.
If we get a call on our cell phone at an inopportune moment, do we answer it anyway? A cell phone should be a tool to allow you to reach others more easily. It
should not be a tool for allowing others to reach you at any time, day or night. We
have convinced ourselves that everything requires an immediate response, but it
doesn’t. If you check for phone or text messages at regular intervals, your colleagues and friends will learn your patterns and adapt. They will either learn to
contact you at a time you are likely to answer the phone, or they’ll determine
when you check for messages and return calls.
For the Virtual Entrepreneur who communicates without face-to-face contact, communication tools are essential to our success. If our cell phone is our business
phone, it isn’t practical to be unavailable to potential customers. We can make our
tools work for us; however, we must not become their slave. We must minimize
the interruptions and redundancies technology interjects into our lives that reduce
our focus. We can be more effective in our business by maintaining a time and
place for dealing with the inevitable distractions. How can we accomplish this?
Use as few tools as possible in your work. I was once offered a business card
that listed four different telephone numbers: corporate, business, cell phone and
home phone number. This card also provided a web site and an email address. I
stared at the card in disbelief, realizing I still didn’t know a reliable way to reach
this person if I really needed to do so. Who could predict how long it would take
her to filter through messages left in so many places, or if it was easier to reach
her one way than another? Make it easy on yourself and run your business
through minimal communication venues. Use the other tools when it is the only
way to communicate with clients. De-emphasize or shut down superfluous web
sites and links. Too many avenues for communication make it harder to reach us,
not easier.
Tell friends and acquaintances when it’s a good time to reach you. Working
from home or on your own schedule is innocently seen by many as an invitation to
interrupt your work. Sometimes friends even justify the interruption by
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Time Management Tools: Convenience or
Trap? continued...
proclaiming, “I thought you could use a break.” Keep your productivity high by
minimizing distractions. Let associates know that just because your cell phone is
with you and your computer is on doesn’t mean it’s a good time to talk. Tell them
you will get back with them when you are free.
Don’t use technology compulsively. Check email at regular intervals and resist
the temptation to look for new messages every few minutes. If you have several
email accounts and multiple web sites where messages can be left for you, soon
your time will be consumed by navigating from one venue to the other in search of
messages. It shouldn’t be necessary to check for messages more often than every
few hours at most. Respond to all your messages at once to avoid having to return
to them later.
Don’t feel everything requires a response. Solicitors, jokes, or even “hi, how’s
it going?” messages sometimes just don’t warrant a response. I removed the
“leave your name and number and I’ll return your call as quickly as I can” message from my land line. Phone tag is one of the great time wasters, and if someone wants to speak with me when I’m not available, they should feel free to try
again later or tell me what they wanted in their message. Rudeness is not being
advocated, but occasionally a call doesn’t need to be returned until it’s convenient
to do so. A promise to call back as soon as possible allows someone else to impose
their schedule upon you.
When you need to concentrate most, turn everything off! To assume you
must be there when some calls or Skype's, or, when they send an email, text or
instant message is to short-change yourself. Stifle all the rings, buzzes, beeps,
pop-ups, tones and other indicators that someone wants a piece of your time.
Sometimes things must get accomplished, and it is fine to let the outside world
wait while you tend to business. When the pressure is off, see what messages
were left for you.

http://www.aove.org
The Academy of
Virtual Entrepreneurs
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Virtual Teamwork
by Gabrielle Owens
Working effectively long distance is something
that we, as virtual assistants, face every day.
Does distance from our teammates make a difference?
Pros of Working Virtually
1. Lower Expenses. With no office space to rent
and no daily commute, working out of your home
can be less expensive than renting an office.
2. More productive. Your home is pleasing and comfortable. You’ve made it that
way so you could escape the hectic rat-race outside of your four walls. So as long
as you can ignore the distractions, you can probably be more productive in your
home.
3. Virtual Communication Tools. With Skype, instant messaging, email, online
whiteboards, video conferencing, etc. staying in touch virtually shouldn’t be a
problem. In fact, at some offices, employees find themselves chatting with one another over instant messenger even though they’re just a few steps away.
Cons of Working Virtually
1. Business Loans. Not every new business can be financially secure from the
start — many will need to seek funding. If you are starting a joint venture that will
require a start-up loan, most loaning institutions will want to personally meet everyone involved. Therefore, if you have a virtual “team” spread out across the nation (or world for that matter), this could be a problem. Most investors will want
the team working together after you close that first round anyway, so it might be
wise to find out ahead of time if you can all work well together.
2. The Virtual Office Isn’t Always Cheaper. Strictly looking at your budget,
nixing the cost of renting an office looks like a great deal. However, what you may
save on rent and utilities, you might lose on lost productivity. While some people
might be well suited to working at home, others can’t deal with distractions like
kids, neighbors, mailmen, TV and frequent trips to the kitchen, the phone, etc.
3. Face-to-Face. Online communication tools are pretty good, but nothing really
beats face-to-face contact. So much of human communication has to do with body
language and facial expression, that speaking in person can have real advantages.
4. Socializing. Working at an office can be fun. The tiny visits of co-workers discussing their weekend or planning their holidays have become an integral part of
our lives. Working alone and in separate parts of the world can get lonely for many
people and may negatively affect their job performance.
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Virtual Teamwork

continued...

So Can Working Virtually Work?
Clearly, based on the success that virtual teams have had, it is very possible to
find success with an all-virtual team. Being in the same city is not necessary.
The key to a successful virtual work environment is to create open channels of
communication. Make sure everyone feels in the loop no matter how far away they
are physically, and make sure your team can handle the unique pressures of working on their own. Plan ahead and have frequent online meetings to discuss issues,
problems, and your company’s direction. This will insure your company’s success
and continued growth in the future. The virtual world is here to stay.
Gabrielle Owens, Partner of Action Jackson Virtual Assistant
www.actionjacksonva.com Action Jackson Virtual Assistants are here to help you
maximize your business growth and assist you in your daily administrative, social
media and graphic design needs. Visit our site today to see how we can help you
grow your business!

Doing Graphic Design Your Way!
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7 Steps to Implementing Your Mobile Office
By Gabrielle Owens
One of the benefits of working for yourself is having
the ability to work anywhere and whenever you feel
like it. This means you can keep working even when
you have to be away from home. You can make the
most of your time away from your home office by taking your laptop with you and working on those projects
that have deadlines looming.
People consider themselves “mobile” with a lot of
equipment or a small amount of equipment. Some
people can accomplish quite a bit of work with a Palm
(handheld PDA), iPhone, or just a cell phone, while
others require the laptop with headset.
I’ve never quite mastered the “texting” technique and prefer to have my laptop
with me when I am away from home.
1. The Laptop
Number one for me and most VAs is the laptop. Ideally, you will have a powerful
laptop that can replace your desktop and become your primary computer so you
automatically have all of your files and necessary data accessible whenever you
need to dash out the door. Also, you can dock it at home so you can still take advantage of your big honking monitor.
If you plan to keep your desktop and use a second mobile machine, step two is an
option.
2. Backup Capability
If you are working on multiple computers, you have to have a system for sharing
files between the systems. This is extremely easy to do these days with services
like SugarSync and Box.net. For a monthly fee, these and other similar services
automatically backup and synchronize your data across multiple computers, and
even allow Internet access to your files.
Even if you have a laptop as your main computer, this is a great way to ensure
consistent backup and accessibility of your data in case of a system crash.
Another option is a remote (stand alone) hard drive. Make a habit of backing up
all your files daily onto a remote hard drive. This is just sound advice for anyone.
I was once told to back up my files every hour – face it, if you’ve been typing for
an hour and you haven’t “saved”, do you really want to retype all that?
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7 Steps to Implementing Your Mobile Office
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3. Getting Online while Away
There are a lot of wi-fi access points around that you can probably connect to in
order to work from anywhere, but in order to have a more stable and secure connection (which you need for a virtual office), you will need a high-speed mobile access card. You can get one from your cell phone service provider (or get access by
tethering your BlackBerry or iPhone), or from a company that offers pre-paid or
pay-as-you-go wireless access. Make sure you use a firewall and data encryption
at all times.
4. Trash the Paper
Inevitably, there will come a time when you’re working on the road that you need
access to some paper files back in the office. This can be a problem if you don’t
have another way to get that information. If you start to make a habit of making
all paper files electronic, you can create a secondary digital file cabinet, and eventually replace your hard copy files entirely.
I prefer to turn all my invoices, contracts, etc. into Adobe PDF files. I can have
them on hand, whenever I need to review them. (Think of all the trees you are
saving here.)
5. Get Mobile Phone/Fax Service
There are many online fax services these days so you do not need to ever miss a
fax – it goes directly into your email. Additionally, with MagicJack et.al., you can
always have your business phone with you.
6. Update Your Operating System and Software
Keep all your equipment up-to-date. If you do not use your laptop as your main
computer, turn it on frequently to charge the battery and apply software updates.
7. Peripherals
If you must have paper, printers have really become quite small for people on the
road. Other equipment you may want to consider would be a surge protector, an
extension cord, a wireless mouse, a portable scanner, and extra batteries/
chargers.
Gabrielle Owens, Partner of Action Jackson Virtual Assistant www.actionjacksonva.com
Action Jackson Virtual Assistants are here to help you maximize your business growth and
assist you in your daily administrative, social media and graphic design needs. Visit our
site today to see how we can help you grow your business!
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Celebrate Christmas with the
gift that keeps on giving!
Handbags for
everyone!
Designer Inspired,
Paw Print, Leather,
Celebrity, Wallets, Coin Purses,
Shoulder bags, Large and Medium Totes
and more!

Visit us today and have your gift
delivered before Christmas!
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Client Communication Problems?
by Mary H. Ruth

not to do

Some thoughts about what

Things are going along swimmingly with you and your client when
you begin to notice a change. Something occurs to interrupt the flow,
and all of a sudden you are unsure of what you thought was a steady
relationship.
Maybe there's a misunderstanding of some kind. Maybe your client says something
critical in a harsh way. Or doesn't answer your emails or calls. Or becomes argumentative, micro-managerial, or otherwise disagreeable.
In short, in one way or another, communications with your client are compromised, and you're left wondering what's going on, and unsure about how to respond.
An impetuous personality will be angry when a client changes up like this; the
more judicious types will be at least mystified if not miffed. In any case, there's
reason to pause and consider first what not to do.
DO NOT:
1. Freak out. Clients come and go and the only constancy is change. It may be
emotionally wrenching to modify your partnership or even to part ways, if the time
has come; but it's all just part of the journey. The communications problem may
have a very innocent explanation. Or if it does impact your work, you'll figure out
how to deal with it. Often, if your client is backing out, this loss is making way for
something new to come along.
2. Respond at all if you are in the heat of anger. No matter how strong your
urges, wait. After an hour or a day you may be calm enough to attempt a response.
3. Assume anything. This is a very challenging, even aggressive direction, but
once you start working with it, you'll understand its wisdom. Do not assume anything. How much are you assuming in the situation? Be as discerning as Sherlock
Holmes in this. You may think you're seeing everything as it really is, but it's very
likely you're taking some things for granted. Try to reduce your assumptions. Get
the facts.
4. Challenge your client. Instead, ask questions that are aimed at making them
comfortable with telling you frankly what's going on. Often, the client won't be
clear themselves about what's happening in the relationship; they may not easily
perceive or express changes in their lives. If you are accusing or otherwise put
your client in a defensive position, you've already lost.
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First and foremost, be open and kind.
5. Lie down and get run over. If the client continues the communications sabotage; if you realize you misunderstood something and need to correct the situation; or if the 'rules' have changed in any way that will no longer work for you, bid
your cordial farewells, as soon as is reasonably possible. Don't waste your precious
work time on contracts that peddle backwards.
Have you had communications problems with clients? Or if you're a business working with a VA, has this happened to you? How did you handle it?
Working on the web is like inhabiting a new planet, and we all must figure out the
roads and routines that work best in this environment.
Mary H. Ruth, Owner Virtual Writing and Communication Solutions— Helping small
businesses to express accurately and powerfully in writing of all kinds, with special
emphasis on social media marketing. http://www.writingva.com/

The Virtual Entrepreneur on Twitter
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Support for Small Businesses
and Professionals
Virtual.
Services are provided virtually, primarily via internet, email,
and telephone; and saving you and the environment tons
of headache and cost.

Writing.
It's striking that technical wizardry like the internet actually renews our dependence on writing, an old-fashioned skill. Website content, social
media updates, articles, blogs, e-books, and even the tags for your
video and photo uploads all lean heavily on the written word. Are you
maximizing your potential, or undermining it through weak writing
online?

Communications.
You are skilled and professional. You love doing what you do. Your products
or services are useful to many people; you help to make life a little bit better for your customers.
Nonetheless, your special gifts and talents won't earn you a cent unless
people know about them. Marketing - defined as sharing information
about you and your offerings - is essential in any business.
What's more, if you are to achieve higher levels of success in today's global
economy, sharing information and instigating dialog with peers and the
public at large are necessary activities, to position you as an authority in
your field.
And on top of that, if you aim to establish your business so that it runs
without you, in-house communications of every stripe become crucial. Are
you organized enough to achieve your goals?

Email mary@writingVA.com
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Academy of Virtual Entrepreneurs

http://www.aove.org
Registration begins December 15, 2009
Click Here to register.
The AOVE is dedicated to providing virtual entrepreneurs with the most up to date
educational courses and resources available in today's virtual world.
The AOVE offers affordable live training, video training and one-on-one training in
a friendly environment. This allows our students to learn at their own pace, on
live tele-seminars, one-on-one training, video training or in groups.

Learn what you want to learn without hassles, hidden fees, and
membership fees.
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Bankruptcy
Bankruptcy
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Assistant
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Bookkeeping for VA’s
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COURSE OFFERINGS
Social
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Grant
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Authors
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Tips
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Booklets
Booklets
Booklets
Booklets

Adobe
Adobe
Adobe
Adobe
Adobe

101
102
103
104
101
102
103
104

101
102
103
104
105

MS Office Word
Ms Office Access
MS Office Excel
MS Office Publisher
MS Office Power Point
MS Office Outlook
MS Office OneNote

To learn more about
how AOVE can help
you, please visit our
website at:
http://www.aove.org
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Photoshop
Illustrator
Dreamweaver
In-Design
Acrobat Pro 9
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Academy of Virtual Entrepreneurs

Meet the Instructors of the Academy of Virtual Entrepreneurs
Carol D'Annunzio, VA,
VAA

Phyllis Jackson, NYPD,
VAI, MVAC

Cathryn Branch, MPA,
VA, CGW

Andrea Jackson, VA,
REVA, VBA, MVAC

Lily Chambers, VA, VPA

Rebecca Thompson, MS,
BS, CSMS, Master Certified
MS Office Specialist, VA

Trena Stubbs, MS, BA,
MVAC, VA

Virginia McKinney, BA,
VA, VAA, CIMS
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Academy of Virtual Entrepreneurs

Meet the Instructors of the Academy of Virtual Entrepreneurs
Marian Harmon, CVA,
CPSA

Danielle Cuomo, MS, BA, VA,
CMS

Diana Buchanan, BA,
VA

Andrea South, AA, VA, VWD

JoCarole Carpenter, VA,
CCT, CMT

Kristina Andaya, BA, VA
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The Virtual Assistant Directory
Action Jackson Virtual Assistant /Andrea Jackson
Las Cruces, NM 88001
Phone: 575-636-2379 Fax: 435-518-0747
Website: www.actionjacksonva.com
Email: andrea@actionjacksonva.com

Virtual Writing and Communications/Mary H. Ruth
Snow Camp, NC | Phone: 336-376-6757
Email: mary@writingVA.com
Website: http://www.writingVA.com

Apex Virtual Assistance/Trena Stubbs
McDonough, GA 30253
Phone: 866-926-7362| Fax 770-406-2319
Email: support@apexassisting.com
Website: www.apexassisting.com
A-South Design/Andrea South
Phone: 575-636-2379
Website: http://asouthdesign.com/index.html
Email: andrea@asouthdesign.com
Offsite Office Professionals, LLC
Virginia McKinney | Petersburg, WV 26847
Email: virginia@offsiteofficepro.com
Fax: 505-212-2924|Website: www.offsiteofficepro.com
The Virtual Office Goddess LLC / Lily E. Chambers
Phone: 303-437-3712 | Boulder, Colorado
Website: www.virtualofficegoddess.com
Email: Lily@virtualofficegoddess.com
Shore Office Services/Jo-Carol Carpenter
Post Office Box 3326
Toms River , New Jersey 08757-3758
Phone: (732) 820-1391 Office (800) 403 2334
Website: www.shoreofficeservices.com
Email: info@shoreofficeservices.com
Target Stars/LaTosha Johnson
Website: http://www.targetstars.com/
Phone: 877.427.2261 | Fax: 740.422.2261
Email: targetstarsinfo@targetstars.com
The Office Virtuoso/Kathleen Vargas
PO Box 471, Midlothian, IL 60445
Phone: (708) 385-2920 | Fax: (708) 385-2920
Email: kvargas@theofficevirtuoso.com
Website: www.theofficevirtuoso.com
Uniquely40, LLC | Phyllis Jackson
Brooklyn, NY 11238 | Toll Free: 1-800-648-1093
Email: myofficeemail@uniquely40.com
Website: www.uniquely40.com
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The Virtual Entrepreneur Directory
All Source | Handbags and More
Email: thehandbagsource@hotmail.com
Website: www.allsource.weebly.com

Top Mailing Lists | Helping you grow your business!
Phone: 1-800-745-0742
Email: andrea@topmailinglists.net
Website: www.topmailinglists.net

To get listed in the
VA & VE Directory Email:
advertise@tvemagazine.com
Calendar of Events
The ILVAC conference will be April 9 & 10, 2010.
The conference will be held in Chicago at the Crowne Plaza,
Rosemont, IL. (http://www.crowneplazaohare.com/)
The website to register is http://wahpforums.com/ and then click
on the "Events Registration" tab.

Registration begins: December 15, 2009
Academy of
Virtual Entrepreneurs Link for registration:
http://www.aove.org/registration.html
Classes begin January 15, 2009
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HAVE OFFICE, WILL TRAVEL…VIRTUALLY!
Sunrise Virtual Solutions is an off-site,
Virtual Assistance, independent contractor company.
I work from my fully equipped office to yours, helping
business owners and others with administrative tasks,
bookkeeping, web design, and transcription services.
With over 20 years of diversified experience and
professional skills, I am well qualified to meet the
needs of business owners in almost every
non-managerial aspect of their businesses and offer
cost-effective assistance with non-managerial duties.
Open Monday through Friday:
9:00am - 5:00pm
(Extended hours and weekends available by appointment.)
Phone: 712-560-4083

Email:
jules@smunet.net
Website:
http://www.sunrisevirtualsolutions.com

