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HOW CAN WE HELP YOU?

101 Ways to Help you Grow your Business

Marketing & Business Development

1. Create & Send E-Letter/Snail Maill 12. Create & Maintain Press Release 22. Create Strategy for E-letter Campaigns
2. Manage Guest Lists Database 23. Coordinate Research

3. Receive & Track Responses 13. Webinar Planning 24. Design & Create E-letters

4. Call Center Support — Live Phone 14. Create Social Media Calendar 25. Send E-letters

Support 15. Research Content 26. Send Snail Mailings

5. Track Attendees 16. Webinar Hosting 27. Compile Mailing Lists

6. Follow-up with Non-Responders 17. Post Content 28. Create & Distribute Questionnaires/Surveys
/. Create Meeting Materials 18. Monitor traffic and respond to 29. Create Quantitative & Qualitative

8. Collate & Ship Meeting Materials comments Compilation Reports

9. Research & Order Giveaways 19. Blog posts 30. Networking Follow Up

10. Coordinate Social Media Contests 20. Create Custom Database 31. Appointment Setting

1'1. Help brand recognition via 21. Linkedin Outreach 32. Set up/Coordinate AV equipment for
comment responses & follow-up presentations and events

33. Help MC and field questions

Operations & Business Growth Consulting

34. Project Administration 44. Technical & Training Support 55. E-letter & Mail Campaigns

35. Event Organization 45. Contact Updates & Tracking 56. Follow-up & Thank You Letters/Cards

36. Back-office Workflow 46. Calendar Management 57. Website Content Updates & Management

37. Website integration into 47. Business Card Scanning/Database 58. Internet Research

companion software 48. Database & Data Entry 59. Supply Inventory Tracking

38. CRM management 49. Build Spreadsheets (Excel) 60. Research Supply Vendors

39. Full Administrative Services 50. Presentations (PowerPoint or other 61. Professional Live Phone Answering

40. Email Organization/Review formaits) 62. Voicemail

41. Phone Support 51. Generate Reports 63. Mailbox Services

42. Coordinate Conference Calls 52. Transcription 64. Mail Forwarding Services

43. Coordinate Appointments & 53. Mail Management & Forwarding 65. Outbound Callls

Meetings 54. Correspondence Preparation 66. Conference Room & Meeting Room
Rentals

67. Create Cash Flow Tracking 79. Accounts Receivable 90. Create Databases

68. Deposit Set Up 80. Accounts Payable Invoicing ?1. Create Targeting System

69. Monitor Cash Flow 81. Vendor Payments 92. Organize & Store Information
/0. Bank Deposits 82. Record Keeping for Tax Organizations  93. Retrieve Information

AR Iceligligle] 83. 1099s 94. Formulate Targeting System
72. Organize Project 84. Create Time Tracking Systems 95. Merge & Purge Files

73. Develop Project Timeline 85. Create Project Tracking Systems Q6. Import & Export Files (Multiple
74. Create Project Budgets 86. Budget Creafion Programs/Formats)

75. Manage Communication & Team 87. Financial Reports 97. Update Records

Meetings 88. QuickBooks Training 98. Compile Reports

/6. Vendor Analysis & Selection 89. Printing and Sending 1099s 99. Create Labels

/7. TSheets Training 100. Budget Reporting

78. Merchant Service Management 101. Invoicing
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