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What you’ll learn from this module: 

 You are extended an invitation to attend THE JV 
PROFIT WORKSHOP AND COACHING PROGRAM. 
Meet others motivated to make explosively 
profitable JV deals. Register at:  
http://www.jvprofits.co.uk 

 The last steps to Fully establishing yourself as a 
Master JV Guru . 

 How to outsource much of your daily grind work so 
that YOU can focus on putting together 
outrageously profitable JV deals and take a long 
holiday. 

 Ways to have others fulfill customers’ orders while 
you spend your valuable time leading and growing 
your already highly successful business. 

 The best way to begin your next lucratively 
profitable income stream that will double or even 
triple your email list and paying customers. 
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Add Time to Your Workday By Portraying the JV 
Guru You’ve Become and Getting Others to 

Accomplish the Daily Tasks 
One of the biggest 
challenges facing 
small businesses 
today, especially as 
they start growing 
larger, is how to 
integrate and 
automate key 
business management 
systems and software 
— customer 
relationship 
management (CRM), 
financials, e-mail, 
contacts and 

calendaring etc. The idea is for everything to work together efficiently 
and not end up creating extra work or new problems. Learning how to 
effectively leverage your time and money is how you grow your 
business. Period. 

In your last JV Profits module, your goal is to firmly establish yourself as 
the guru of gurus both in your chosen niche and as a joint venture 
leader. 

It’s time that you stopped running the daily JV business and put others in 
charge. I’ll show you how to do that. It begins by you perfecting your 
leadership skills and then delegating daily responsibility to others that 
you personally select. 

You might ask why you would want to do this? The answer is simple, 
you’ve become a business leader and it’s time for you to further your 
business growth and take the next step in growing your business empire. 
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After you take a well deserved holiday, it’s time to turn your attention to 
begin a new business that will double your income (maybe triple it), and 
double your already established business acumen. 

The Optimal JV WorkShop 
What if I introduced you to another highly profitable line of business 
where you already have 95% of the needed skills to be hugely 
successful? 
 
When a Pal told me he Was Making $48,353.00 a Month ‘Working’ 
Just an Hour a Day, I Laughed Loud and Long. His Response? He 
PROVED it to me by Showing me Bank Statements Going Back Over 
Four Years. 

During That Time He’d Averaged $50,000.00 a Month!!! ($112,000.00 
Since Jan 2007 Alone!) And Get This... he had NO STOCK, NO 
PREMISES, NO STAFF and This WASN’T Gambling, Internet, e-Bay, 
Licensing or Anything I’d EVER Seen Before. The Clincher? He Put 
NONE of His Own Money Into The Deal – Someone Else Picked up ALL 
His Costs While he Banked The Profits! 

Needless to say, I was very interested. And to my fortune, he showed me 
every detail about how to go about it myself. I did and it was an easy to 
master system that he taught me. 

It’s such a powerful money making 
system that I put mine together and 
once again had time on my hands 
because the system virtually runs itself. 

I’ve used that free time to create a 
course to teach others how to make 
$50,000.00 a month or more.  

Here’s just a slim hint of what you’ll get 
from the JV Workshop course: 
 Put none of your own money in 

the deal! Someone ELSE will  
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pickup your printing costs. Someone ELSE will happily pay all of 
your postage costs.  

 Someone ELSE sorts the list for you (you pay nothing – not even 
the standard list rental).  

 Someone ELSE does all the work of mailing the letters, 
collecting the response, shipping out the packages and 
banking the money. 

 Someone ELSE hands you a red-hot product to exploit. 

Start collecting Checks for $14,946.21, 
$23,037.28, $41,113.18 – five hundred 

GRAND a year in checks all for sitting at 
home and tapping a few keys on your 

laptop in under an hour a day. 
You’ll definitely wanted some of this! 

As I sit putting this last module together, my computer is dinging product 
sales at a rate of about one every 30 seconds. Sounds just like a cash 
register going CHA-Ching, CHA-Ching. 

Listening to that wonderful sound, I can’t decide if I should share the 
website that will get you started now, or wait and show it to you at the 
end of the module. 

You’re a smart businessperson, able to make the right business 
decision, so I’m going to give it to you now. You deicide if you’re more 
anxious to finish this module or see how you can reap huge benefits from 
the JV workshop I’m offering to you. 

Be warned, if you go here, you may not come back to finish the module. 

http://www.jvprofits.co.uk 
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Getting Others to Do Your Daily Tasks 
If you’re still with me, here is part of what we’ll cover in this module. It’s 
intended to free up your time so you can further improve your JV skills at 
the upcoming workshop 
were you will learn the tricks 
and secrets others  
have uncovered as well as 
hone your skills to a razor 
sharp edge to keep you at 
the forefront as a guru in 
your niche. 

Outsourcing — the 
practice of using outside 
firms to handle work 
normally performed within a 
company — is a familiar 
concept to many 
entrepreneurs. Small 
companies routinely 
outsource their payroll 
processing, accounting, 
distribution, and many other 
important functions — often 
because they have no other 
choice.  

Many large companies turn 
to outsourcing to cut costs. 
In response, entire 
industries have evolved to 
serve companies' 
outsourcing needs. 

But not many businesses 
thoroughly understand the 
benefits of outsourcing. It's 
true that outsourcing can save money but that's not the only (or even the 
most important) reason to do it. 

Go From This 

To This 
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We’ll be getting into the detail that will keep you from making outsourcing 
mistakes. 

And we’ll be covering…….. 

Virtual Executive Assistants 
Your business is growing, and that’s great. You’d like to hire an 
administrative assistant to handle paperwork, letter writing, invoicing and 
other routine chores. But wait!  

Hiring an administrative assistant means wages, payroll taxes, benefits, 
additional office equipment and software, furniture and maybe even extra 
space. And that’s more than you want to take on. Hiring an assistant is 
suppose to save you time… not cost you more time. 
 
What’s the solution? Hire a “virtual assistant.” 
 
Virtual assistants (VA) are the new way for entrepreneurs and small 
businesses to get just the help they need at a reasonable price, without 
the extra hassles involved in sustaining that help. 

We’ll be covering everything in detail. When you’re finished you’ll have 
more time, be making more money, and ready to take the next JV leap 
by attending the JV Workshop you now know about. 

http://www.jvprofits.co.uk 

But first, it’s time to perfect your MASTER Guru image. 
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You’re the Master JV Guru Now 
As a JV guru, you have a 
growing network of JV 
partners. Remaining 
successful and exploiting 
what you have accomplished 
means being able to bring 
new JV partners up to speed 
quickly. 

An important habit you can 
develop is the tendency to continue building your network and 
relationships. Remember relationships? That were you started in the 
very first module of this course and it’s still about those relationships. 
Difference is, now you’re the one they are seeking out and you need to 
reward them for your success just as others have along the way. 

Train Your JV Network 
As I've mentioned multiple times, the downfall of most JV network 
marketers is that they fail to take the human element into consideration. 
Rather, they mistakenly see it as somewhat of a numbers game, where 
the only goal is to increase the size of the network at any cost. 

Rather than doing this, get in the habit of networking and building 
relationships. You can do this by making a profuse effort to gain the trust 
of every single person in your network. I personally suggest that you do 
the following in order to achieve this: 

1. Systematize Training. Whenever someone enrolls in your 
network, it is important that he or she immediately has access to 
the same training that all other members have received. You may 
want to do this by getting him or her to join an autoresponder 
course or to work through some e-course. Whatever you do, make 
sure that each member immediately has access to high-quality 
training.  

2. Contact All Enrollees Immediately. If someone enrolls in your 
network, contact that person within a day to personally greet her, to 
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explain who you are, and to explain what she can take advantage 
of as a member of the network. 

3. Use Databases. One of the best ways you can keep track of all of 
your network members is to actually write all of their names down 
in Excel, along with some pertinent information about them, such 
as previous experience, level of interest, etc. 

 
Most importantly, remember that you have to develop this as a habit, not 
just a skill. You will want to be careful to network and build relationships 
at every possible opportunity; additionally, you will want to find ways in 
which you can make these relationships mutually beneficial. 

Develop Leadership & Charisma 
Perhaps two of the most important traits you can develop as a JV guru 
are leadership ability and charisma. 

Charisma is not something easily 
attained – nor is it anyone thing, as 
many people incorrectly categorize 
it. Rather, you can be surly and 
loud-mouthed, but still have 
charisma. Likewise, you can be 
awkward or unconventional and 
still have charisma.  

Being charismatic more importantly 
involves being confident in the type 
of person you are and then being 
able to repeatedly and consistently 
convey that image to members in 
your JV network. If you can do this 
clearly and boldly, people will want to follow you, regardless of your 
personality. 

Have you ever noticed how some people captivate everyone they speak 
to? No matter what they look like or how much money they have, they 
can walk into a room and instantly be the center of attention. When they 
leave, people think highly of them and want to emulate them. That's 
charisma, a sort of magnetism that inspires confidence and adoration. 
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Like beauty, luck, and social position, charisma can open many doors in 
life. Unlike these other qualities, anyone can become more charismatic. 

Steps to Becoming Charismatic 

1. Relax. Charisma is all about channeling your energy to other 
people. If you channel stress and anxiety, people will be repelled. If 
you channel relaxation and tranquility, people will be attracted to 
your calmness, and they'll want to be more like you. 

2.  Look confident. Charisma isn't the 
same thing as confidence, but  appearing 
confident can make you more 
charismatic because your confidence will 
put others at ease and inspire faith in 
your abilities. 

• Improve your posture. Nothing 
conveys confidence like good 
posture. Stand or sit up straight, but 
not rigidly. When you meet 
someone, give a firm handshake 
and look the other person in the 
eye. Display positive body 
language while you're talking to 
someone and even when you're just waiting around. Sit 
facing the person or people you're talking to, uncross your 
legs and arms, and keep your hands away from your face. 
Look at ease, and don't fidget or convey nervousness. 

• Be anyone's equal. No matter to whom you are talking, treat 
them as an equal. If you're talking to a potential employer, a 
group of wealthy donors, a child, a stranger, or an attractive 
guy or girl, for example, don't put them on a pedestal or talk 
down to them. Be respectful of other people, of course, but 
respect them as equals, and expect that they will accept you 
as such. 

3. Get in touch with your emotions. Research has shown that 
people who are generally believed to be charismatic feel emotions 
strongly, and they are also able to relate to what others are feeling. 
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Ironically, in many societies, the suppression of emotion is 
considered desirable. Don't be afraid to feel anger, pain, sadness, 
or elation, and don't be afraid to communicate your emotions. Also 
be aware that there is a difference in suppressing your emotions 
and controlling how you express your emotions. It is this control 
which is truly desirable. Always be genuine - fake emotion rarely 
appeals to anyone.  

 
4. Match your body language to your speech. Perhaps the defining 

characteristic of charismatic people is the ability to use body 
language effectively when communicating. Gesturing is important, 
but good gestures aren't arbitrary. 

 
• Watch how other people gesture. Notice how some speakers'  

gestures appear fake or out of sync with their message. 
These people come off looking shifty or uncertain as a result. 
Other speakers use body language exceptionally well. These 
are generally the more effective communicators and appear 
more trustworthy and competent. These people are often 
successful actors, religious leaders, and pundits. Look for 
good and bad examples of the use of body language. Pay 
attention, and learn. 

• Think about your own gestures. When you speak, does your 
body language back you up, or do you look nervous, 
uncaring, or bored? If you're passionate about something, do 
your gestures communicate this, or do you play it cool? 
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• Practice in a mirror. Watch yourself in the mirror and give a 
speech or even pretend to hold a conversation. What are 
your eyes doing? How about your hands? Do you look like 
the shifty politician or the charismatic one? Could someone 
know what emotion you're trying to convey even if they 
couldn't hear you? Practice regularly, and make note of what 
you need to improve. 

5. Think before you speak. Reduce the fluff and filler material in 
your daily communications. Try to make every word count, and 
think about how you're going to phrase something before you open 
your mouth. If you 
don't have 
something 
important to say, 
remain silent. With 
continuous effort, 
the right words will 
come to you more 
easily. It may seem 
surprising but 
limiting the amount 
you talk will make 
what you have to 
say more 
interesting. 

6. Speak with conviction. Like gesturing, the way you say 
something can be just as important as what you say. Say 
something important and say it with conviction. Speak at a relaxed 
pace and speak clearly. From this baseline, vary your tone, rhythm, 
volume, and pitch to emphasize your most important words and to 
keep your speech interesting. Record yourself speaking, and 
ensure that your phrasing complements your message. 

7. Treat people as they want to be treated. Make each person you 
meet feel as though he or she is truly important, regardless of your 
first impression or that person's reputation. If you make people feel 
good about themselves, they'll be drawn to you and hold a higher 
opinion of you.  

Think Before You Speak 
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• Listen actively when others speak. Give someone your full 
attention when he or she is speaking to you. Make good eye 
contact, and nod in agreement or make brief interjections, 
such as "I see," or "Okay," to assure the person that you are 
listening and you're interested in what he or she has to say. A 
brief touch on the upper arm can emphasize your agreement 
or empathy with something someone says, and it can make 
the person feel connected to you. 

• Make people feel special. Learn and remember people's 
names, and address people by their names. Smile genuinely 
when you greet someone. Compliment people freely, but 
genuinely, and accept compliments graciously and without 
any fuss. 

Charisma Tips 
 Developing charisma is an art. The general guidelines above can 

help you be more charismatic, but your charisma must come from 
within you and must reflect you as an individual or it will appear 
fake. Fortunately, everyone has the ability to be charismatic, and it 
simply needs to be coaxed out. Practice and take note of what 
works and what needs improvement. 

 Don't mimic others. People with well-developed charisma have a 
remarkable ability not only to sway people's opinions but also to 
cause others to emulate their personalities and even gestures. At 
the same time, however, research has shown that charismatic 
people do not emulate other charismatic people. Their individuality 
sets them apart. 

 Have a message. Don't be afraid to be controversial, to push the 
envelope. If you believe in something or feel strongly about it, 
communicate that in a respectful way. Your charisma will help 
people be accepting of your ideas. 

 Take an acting class. Actors and charismatic people use the same 
techniques to captivate their audience and evoke emotion. 

 Join a Toastmasters Club to develop communication and 
leadership skills with others who have similar interests. 

 Put it all out there. People tend to hide thoughts and feelings from 
each other without any bad intentions, but everyone warms up to 

http://www.wikihow.com/Listen
http://www.wikihow.com/Smile
http://www.wikihow.com/Compliment-People
http://www.wikihow.com/Be-Sincere
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someone who is totally honest without being awkward or weird 
about it. Some things would be weird, but wording them right can 
be a bit charming. Of course, there are a few exceptions; don't say 
anything that will make people feel uncomfortable or want to leave 
and back away from you. 

 Being charismatic isn't the same as pleasing people. Charismatic 
people don't care about what others think. They are just totally 
charming and charismatic on their own. 

 Another path to developing charisma that is truly effective is to 
meditate and to lighten up. Dropping seriousness and self-concern 
makes one more charismatic. 

Lead Like the True Leader That You Are 
Leadership can be defined as one's ability to get others to willingly follow. 
To fully develop your leadership characteristics you need to work on 
these traits: 

1. A leader with vision has 
a clear, vivid picture of 
where to go, as well as 
a firm grasp on what 
success looks like and 
how to achieve it. But 
it’s not enough to have 
a vision; leaders must 
also share it and act 
upon it. Jack Welch, 
former chairman and 
CEO of General Electric 
Co., said, "Good 
business leaders create 
a vision, articulate the 
vision, passionately own 
the vision and 
relentlessly drive it to completion." 

A leader must be able to communicate his or her vision in terms 
that cause followers to buy into it. He or she must communicate 
clearly and passionately, as passion is contagious. 

http://www.wikihow.com/Meditate
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A good leader must have the discipline to work toward his or her 
vision single-mindedly, as well as to direct his or her actions and 
those of the team toward the goal. Action is the mark of a leader. A 
leader does not suffer “analysis paralysis” but is always doing 
something in pursuit of the vision, inspiring others to do the same. 

2. Integrity is the integration of outward actions and inner values. A 
person of integrity is the same on the outside and on the inside. 
Such an individual can be trusted because he or she never veers 
from inner values, even when it might be expeditious to do so. A 
leader must have the trust of followers and therefore must display 
integrity. 
 
Honest dealings, predictable reactions, well-controlled emotions, 
and an absence of tantrums and harsh outbursts are all signs of 
integrity. A leader who is centered in integrity will be more 
approachable by followers. 

3. Dedication means spending whatever time or energy is necessary 
to accomplish the task at hand. A leader inspires dedication by 
example, doing whatever it takes to complete the next step toward 
the vision. By setting an excellent example, leaders can show 
followers that there are no nine-to-five jobs on the team, only 
opportunities to achieve something great. 

4. Magnanimity means giving credit where it is due. A magnanimous 
leader ensures that credit for successes is spread as widely as 
possible throughout the business. Conversely, a good leader takes 
personal responsibility for failures. This sort of reverse 
magnanimity helps other people feel good about themselves and 
draws the team closer together. To spread the fame and take the 
blame is a hallmark of effective leadership. 

5. Leaders with humility recognize that they are no better or worse 
than other members of the team. A humble leader is not self-
effacing but rather tries to elevate everyone. Leaders with humility 
also understand that their status does not make them a god. 
Mahatma Gandhi is a role model for Indian leaders, and he 
pursued a “follower-centric” leadership role. 
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6. Openness means being able to listen to new ideas, even if they do 
not conform to the usual way of thinking. Good leaders are able to 
suspend judgment while listening to others’ ideas, as well as 
accept new ways of doing things that someone else thought of. 
Openness builds mutual respect and trust between leaders and 
followers, and it also keeps the team well supplied with new ideas 
that can further its vision. 

7. Creativity is the ability 
to think differently, to 
get outside of the box  
that constrains 
solutions. Creativity 
gives leaders the ability 
to see things that others 
have not seen and thus 
lead followers in new 
directions. The most 
important question that 
a leader can ask is, 
“What if … ?” Possibly 
the worst thing a leader 
can say is, “I know this 
is a dumb question ... ” 

8. Fairness means 
dealing with others 
consistently and justly. 
A leader must check all 
the facts and hear 
everyone out before 
passing judgment. He 
or she must avoid 
leaping to conclusions 
based on incomplete evidence. When people feel they that are 
being treated fairly, they reward a leader with loyalty and 
dedication. 

9. Assertiveness is not the same as aggressiveness. Rather, it is the 
ability to clearly state what one expects so that there will be no 
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misunderstandings. A leader must be assertive to get the desired 
results. Along with assertiveness comes the responsibility to clearly 
understand what followers expect from their leader. 

Many leaders have difficulty striking the right amount of 
assertiveness, according to a study in the February 2007 issue of 
the Journal of Personality and Social Psychology, published by the 
APA (American Psychological Association). It seems that being 
underassertive or overassertive may be the most common 
weakness among aspiring leaders. 

10. A sense of humor is vital to relieve tension and boredom, as well 
as to defuse hostility. Effective leaders know how to use humor to 
energize followers. Humor is a form of power that provides some 
control over the work environment. And simply put, humor fosters 
good camaraderie. 
 
Intrinsic traits such as intelligence, good looks, height and so on 
are not necessary to become a leader. Anyone can cultivate the 
proper leadership traits. 

Being a leader is not an easy task; that is why there are so few great 
ones. But if you can apply the above to all facets of your life, you will 
become a leader on every front. 
 
And while it may require a lot of work on your part, in time, these habits 
will become like second nature to you and you will have the world 
coming to you for guidance. 
 
Now get out there and lead. 
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Outsourcing to Stay Ahead of the Game 
Yes, small to medium sized businesses can benefit from outsourcing 
too. More and more of them are turning over parts of their operations 
to outside experts, allowing owners to focus on critical needs and 
growth. 

Following the trend of larger companies, all business owners are 
outsourcing a range of services, from HR to finance and accounting to 
customer services. But the outsourcing process requires some time 
and investment to find the right vendor, build a working relationship, 
and allow your employees to adjust.  

How to Evaluate Outside Experts 
Often outside experts can perform services faster or more cost-
effectively than your in-house staff. Here you'll also find advice about 
charting a path through the come-hither promises often made by 
outsourcing services. 

First, define your core services. Those 
that made your company  what it is – JVs. 
Generally, the smart strategy is to hold on 
to operations or areas that  define the core 
mission of your business. Then, consider 
outsourcing the other operations that are 
not as strategic. 

If, for instance, your point of difference is 
customer service, make sure you have enough friendly and attentive 
full-time employees to make good on that. If, however, you promise 
rock bottom prices (which you shouldn’t be doing), then relying on an 
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outsourcer, such as a Web-based virtual assistant, an automated 
phone system or an overseas call center, might make more sense.  

Also, think through potentially outdated conventions about on-staff 
specialists, especially given the reach and effectiveness of today's 
desktop technology. Traditionally, small businesses have outsourced 
payroll and human resources services.  

But owners can now tap outside facilitators for a much greater range 
of services. For instance, entrepreneurs with strong sales often 
assume they need a full-time bookkeeper to oversee the books. But, 
in fact, you can be running a $3 million company and still not really 
require a full-time bookkeeper. Such services have little to do with the 
volume of sales and more to do with the level of accounting activity, 
such as invoicing, bill paying, payroll, and the like. Companies with a 
full-time bookkeeper can save about $35,000 a year by using 
outsourced bookkeeping services, say, a half-day a week. 

Know the Level of Service Before Fully Committing 
 Outsourcing's advantages will vary with the 
services, the kind of JVs you run and, of 
course, the quality of your provider. It's 
worth your while to move slowly and commit 
little by little. Don't sign two-year contracts 
before testing performance and the 
relationship. 

To get a feel for the process and to 
accustom your staff to the idea, first try 

outsourcing one stand-alone project. Maybe year-end taxes or 
something else that’s suitable. If it works well, then move on to hiring 
professionals for other areas or ongoing 
needs. 

Why It Pays to Outsource Your 
Payroll  
There's more to managing small business 
payroll than writing checks and handing them 
out to employees on time. You need to keep 
accurate records, calculate and pay payroll 
taxes, and communicate effectively with 
employees. Many small business owners are 
finding that they can simplify the process by 

Stop doing what 
others can do easier 
and better than you 

can 
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using an outsourced payroll provider to manage the entire process 
cost-effectively and efficiently.  

Outsourcing your payroll can provide your small business with a 
number of important benefits:  

Save time. Using an outsourced payroll solution is typically more 
efficient for a small business than processing payroll internally. 
Leaving payroll to experts frees up hours that you can devote to other 
important parts of your business. Whether it is your time, staff time, or 
a combination, chances are the hours could be better spent winning 
more business, improving customer service, fine-tuning business 
operations or launching a new JV deal. Among the areas where 
outsourcing will save time are: 
 Processing payroll  
 Cutting and distributing paychecks  
 Calculating and paying withholding and employment taxes 
 Preparing and distributing year-end tax forms  
 Handling employee payroll inquiries 

Save money. Many business owners underestimate the cost of 
processing payroll internally by failing to account for all hours spent 
and resources allocated to pay employees and maintain payroll 
paperwork. A thorough cost assessment usually proves that a small 
business saves money by outsourcing the processing, tracking and 
filing of payroll documents. To assess your own internal payroll costs, 
consider: 
 How much the time spent is actually worth: consider the cost of 

your time and the time of anyone who processes or "touches" 
payroll. Often, many people in a small company are involved in 
the various parts of payroll processing.  

 What savings would outsourcing provide: since an outside 
provider can handle all the responsibilities 
involved in managing payroll and 
answering employee questions, a small 
business can often eliminate or reallocate 
an internal payroll resource. 

Avoid penalties. Calculating employment 
taxes, insurance,  and filing payroll-related tax 
paperwork can be more than just a hassle. If it's 
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done incorrectly, your small business may face penalties and even 
interest on money owed since the mistake was made. In fact, it is 
estimated that one in three small businesses receive a tax penalty 
costing over $750 each year. Outsourcing payroll does away with the 
risk of many of these costs and hassles because: 
 An outsourced payroll provider calculates payroll taxes, based 

on its expertise and close tracking of regulation changes. 
 Monthly or quarterly employment tax reports are managed by 

the payroll service, ensuring they are submitted correctly and on 
time. 

 Payroll providers may assume penalties that come as a result of 
incorrect tax calculations. 

 End-of-year paperwork are handled directly by the payroll 
provider, so they are sent out on time. 

Why It Pays to Outsource Your Accounting 
Accounting is an important part of a business as it 
makes you understand your current finances and 
allows you to plan accordingly. But, if you are doing 
too many things at once, you cannot concentrate on 
the things that you do best. 

If you are not good at accounting, outsource this task 
to an accounting firm. There are many benefits to 
outsourcing accounting to a professional firm. It frees 

up your time and helps you save costs.  

When you outsource the work to someone else, you have more time 
to work on your business. Also, you don’t need to spend money to hire 
a full-time staff to work on it.  

Outsourcing accounting gives you many of the same benefits as 
payroll but includes a new important one discussed in number three 
below: 
1. Save money.  
2. Save time. 
3. Understand more about your business. A good accountant can 

point out important issues and give you sound 
recommendations about your company finances. They will tell 
you how to better manage your cash flow by cutting down 
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unnecessary expenses and make your company more profitable. 
With the financial reports, you will understand more about your 
business. 

What the Right Outsourcing Accountant Can Do For You 
 Vendor management 
 Invoice processing and payment 
 Credit control and collections 
 General ledger activities 
 Fixed asset accounting 
 Cost accounting 
 Period end closing and financial reporting 
 Management reporting 
 Financial planning and analysis 
 Project accounting 
 Tax accounting 
 Management and administration support 

Why It Pays to Outsource Your Information Technology 
Infrastructure 
It’s highly unlikely your business can afford to staff a large IT  
department but, as IT gets more sophisticated and more complex, the 
need grows for 
technical expertise 
in a host of different 
areas. It's practically 
impossible for you 
to manage all their 
IT needs these 
days, which is why 
outsourcing or 
complementing 
internal IT 
resources can be an 
efficient option, 
leaving you free to 
focus on running 
your business. 

With IT outsourcing you put your complete IT infrastructure in the 
hands of a Managed Serviced Provider (MSP). Outsourcing has a 
number of benefits: 
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 Perfect for those who don't have their own internal IT 
department. 

 Offering flexibility for those who want to take away the 
headache of managing their IT infrastructure. 

  Delivering reliability, accountability and cost visibility.  
 Fixed monthly costs, which covers all support.  
 No leave or absences of IT staff.  
 Reduced costs on training and manpower.  
 Increased security.  
 Access to a specialist knowledge base.  
 Obtain needed project management and implementation 

consulting expertise.  
 Leverage the provider's extensive investments in technology, 

methodologies and people.  
 Reduce the risk of technological obsolescence. 

Outsourced IT support gives you expert on-demand services to assist 
your current IT department:  

 Delivers exactly the cover you need, where and when you 
need it.  

 Offers better control of overheads.  
 Provides on-demand access to a highly skilled knowledge 

base. 

Why It Pays to 
Outsource Your 
Data Management  
Do you create and 
archive a lot of 
documents and 
electronic files? Then 
outsourcing data 
management could be 
right for you. 

With information systems 
spread throughout your 
organization and 

Send and receive all your data, from 
anywhere at any time and with any 

one 
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business data defined differently within those systems, it sometimes 
seems impossible to synchronize information across business units 
and applications. To address these data integrity and quality issues 
requires the proper management of master data. 

Benefits of outsourcing data management: 
 Improve efficiencies with a single version of critical reference 

data.  
 Enhance the integrity of data supporting regulatory compliance 

requirements.  
 Understand information relationships across the enterprise.  
 Reduce costs by correctly and completely capturing data once.  

Integration and Data Warehousing services help you develop an 
underlying infrastructure that provides well-integrated, high-quality 
data to applications, processes, and people. Working with your 
business and IT groups, our service consultants assess your 
information needs to identify areas for improvement and help you 
identify, transform, and integrate your disparate data via data 
warehouses, data marts, and other information repositories. Through 
these services, you can design and deploy the technical, process, and 
organizational architectures required to capture, manage and deliver 
information across your organization. And they offer a complete 
outsourced data warehouse operation to meet your specific business 
needs. 
Key benefits: 
 Support sophisticated analytics and diverse user communities 

by integrating massive volumes of data quickly and seamlessly. 
 Stay ahead of changing business needs with an agile, scalable 

data integration environment.  
 Consolidate data infrastructures and tools to take cost out of 

operations.  
 Deliver insightful information through on-demand reports, 

dashboards, and analytics. 
 

Fulfillment is another form of outsourcing that we’ll cover next. 
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Fulfilling Your Customer Orders – Making It Much 
Easier on You 

Strong ecommerce fulfillment services can make your online business 
or break it.  

When business owners think about ecommerce, fulfillment services 
are often out of sight and out of mind. Companies are so concerned 
about getting orders that they neglect to consider how they're going to 
fill them. Big mistake when your busy growing your business.  

Product fulfillment may be one of the last steps 
in the purchasing chain, but it's also one of the 
most important. After all, it's often the final 
touch-point between you and your customers. 

This is one step in the process that you don’t 
want to get wrong. 

You Have Several Fulfillment Options 
When it comes to online fulfillment for ecommerce websites and other 
online businesses, reliability is key. And while there are several solid 
choices available to you, there are basically five options for handling 
online fulfillment:  
1. You can handle online fulfillment yourself, which allows immediate 

shipping and gives you control over customer service. But you’ll 
have to hire and manage staff to do this. This is probably not the 
best option for your bustling and growing business. Ask yourself if 
you  can you deliver the stellar shipping performance that today’s 
consumers demand? 

2. You can outsource order fulfillment services to local suppliers in 
order to free up storage space and save on shipping costs.  

3. You can choose to handle online fulfillment via drop shipping, 
sending select products directly from your distributor to your 
customer. But this seriously limits the products you can offer. 
Seldom a good choice for the niche marketer or a JV that is 
creating it’s own products. 

4. You can outsource ecommerce fulfillment services to fulfillment 
companies, which store and ship all of your inventory for you. This 
is probably your best choice and we’ll go into it in detail. 



Fulfilling Your Customer Orders – Making It Much Easier on You 

27 
Copyright © 2008 - 2009 Lazer Marketing. All Rights Reserved. 

5. You can use fulfillment vendors to dramatically expand your 
business to other geographical regions like the United Kingdom 
and down under. We’ll also explore this exciting option in 
detail. 

Meeting Customer Expectations 
Successful fulfillment of a customer's order is about meeting their 
expectations in terms of delivering the product on time and keeping 
them informed of any unforeseen delays. Here are some tips to help 
ensure that your fulfillment process provides a satisfactory conclusion 
to the whole purchasing cycle: 

 Process all orders at a line-item level, so that each individual 
item ordered is clearly identified. This is particularly important 
where a multi-item order is placed and one or two of these items 
are out of stock. 

 Personalize orders so that the customer feels that full account 
has been taken of their individual needs. 

 Track the status of the order so that any customer enquiry can 
be resolved promptly and efficiently. Formal tracking of progress 
ensures that any problems arising out of non-delivery of the 
order are quickly identified and remedied. 

 Communicate the order status to the customer to ensure that 
they are kept fully informed of progress. Many carriers now use 
email to notify a customer that an order has been dispatched. 
Others have implemented online tracking systems enabling the 
customer to log on to their website in order to check progress. 

 Turn the order around quickly, preferably within 24 hours. The 
customer will be keen to have their order delivered as soon as 
possible, so any delay in actually dispatching it will have a 
negative impact. 

 Consider your packaging not only in terms of ensuring safe 
delivery, but also in relation to branding on the outside and what 
you can put inside the package that might increase the likelihood 
of additional sales, e.g. brochures and special offers. 

 Be practical about delivery and ensure that you set realistic 
customer expectations in terms of the likely delivery date. 

 Manage the differing scales of business by ensuring that you 
have sufficient resources to handle the peaks and troughs of 
demand. 
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 Choose the right carrier if you decide to outsource your 
distribution activity, especially if your product requires special 
handling. 

 Handle returns efficiently and effectively and ensure that any 
customer dissatisfaction is professionally resolved. 

Automated Order Processing 
The first stage of the fulfillment cycle is the way in which your 
business processes a customer's order. 

How your business handles orders has a major impact on customer 
service, from encouraging initial interest to prompting repeat business.  

While several factors - price, quality of product or service, range of 
goods, stock availability - are vital to achieving sales in the first place, 
a responsive, fully automated order fulfillment procedure plays a key 
part in overall customer satisfaction. 

You need to know exactly how well your business deals with order 
handling before you can make improvements. You should 
evaluate how orders are processed by: 
 Identifying the connections between sales, planning, purchasing, 

etc. Tools such as flow charts and activity diagrams can help 
you map out your processes and highlight the links. There are 
simple software tools available to help you do this. 

 Considering linking your systems to those of your customers if 
you operate in a business-to-business environment. Find out 
what systems they use and determine if yours are compatible. 

 Asking staff for their input - they may be able to help you identify 
problems and solutions. 

 Encouraging customers to give you feedback on how their 
orders were handled. 

Linking Processes and Tracking Goods 
Linking processes and tracking orders are important in allowing you to 
predict delivery times earlier on, so you can keep customers updated 
on where their goods are and improve your service. 

This can be achieved through a single, shared database as long as 
your staff is trained to keep it up to date at all stages of the process. If 
you outsource your delivery requirements, many companies now offer 
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delivery tracking as part of their service, which you can use to advise 
customers. 

Outsourcing the Delivery of Your Goods 
If delivery is central to your business then you might want to consider 
the use of a third-party logistical and distributional service. This will 
enable you to focus on your core competencies, such as optimizing 
productivity, increasing revenue and controlling costs, while exploiting 
the third party's logistical expertise. 

Why Outsource? 
The demand for order fulfillment solutions is growing with the 
requirement of e-commerce providers to serve the small-package, 
individual-oriented needs of their customers. 

As online sales increase, several factors combine to put new 
pressures on order fulfillment systems. These include: 
 An expanded selection of products sold online. 
 The need to move a large volume of small parcels. 
 Rising customer expectations. 

Outsourcers have the ability to share warehouse space and resources 
among other online merchants.  

Choose the Right Outsourcing Partner 
Businesses find that it's relatively easy to distribute products in bulk 
through traditional distribution channels such as wholesalers and 
retailers. However, if you are a smaller web-based business selling a 
wide range of products that need sending to customers' homes, 
distribution can be more difficult, particularly if you also have to deal 
with the associated inventory control and customer support. 

If you are considering outsourcing your fulfillment services, then you 
should look for a partner who: 
 Is dedicated to ensuring that your brand name is properly 

represented. 
 Understands e-commerce market opportunities and offers 

reliable back-end technology to support the fulfillment activities. 
 Has experience in inventory management, logistics, information 

systems and customer service. 
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 Is able to move goods effectively and efficiently in order to meet 
customer needs, both now and as your business grows. 

Tips & Tactics For Evaluating Fulfillment Vendors 
 You or your staff needs to be able to track customer packages 

even if it is the responsibility on a fulfillment vendor. If 
something goes wrong, your business is 
the one that your customer will contact.  

 The customers need to be immediately 
notified they have placed an order and 
the status of the order until it arrives.  

 When choosing order fulfillment 
services, consider vendors' locations. 
Think about where the majority of your 
customers are located. Are they mostly rural or urban? Use the 
answer to look for a vendor geographically located as close to 
your customers as practical. Balance the cost of maintaining 
two or more inventories so that you can have product shipped 
from different parts of the country. 

 Evaluate online fulfillment companies for space. Learn how 
large their warehouse is and make sure they can accommodate 
you as you grow. Still, be careful not to choose a company 
that's too large for your current size, as many product fulfillment 
companies require a minimum order volume and charge extra 
when you don't meet their target. 

 If you decide to outsource your order fulfillment services, make 
sure your chosen vendor gives you a dedicated account 
manager who can address problems directly and offer 
solutions. 

 The best online fulfillment companies guarantee their services. 
Look for companies who promise 100 percent precision when it 
comes to order accuracy and delivery time. More than that, 
though, look for firms providing multiple shipping options, 
as flexibility is key. 

 Ask potential online fulfillment companies for references; ask 
those references about the company's accuracy, prices, and 
customer service. 

 Look for ecommerce fulfillment services that include not just 
shipping, but also returns. 
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 While free shipping can be a differentiator for your company 
within the online marketplace, charging your customers for 
shipping and handling can help you pay for the costs of 
outsourcing your online fulfillment services. 

Delivering Digital Products 
Using the Internet to buy digital goods means that your customers can 
have the products delivered directly to their computers. Examples of 
such products include software, music, e-books, reports, and training 
materials. 

There is a variety of approaches that can be taken for delivering digital 
products. 

Email 
Smaller files such as e-books can be delivered directly to the 
customer via email, with the customer receiving their book after 
purchasing the product from the e-commerce site. The advantage of 
this method is that it is very simple to set up. However, it is time 
consuming to manually send each product via email and the file can 
easily be shared with others. 

Autoresponder 
Once a customer has confirmed their purchase you can connect the 
order form to an autoresponder, which will send them an automatic 
email. This will contain a download link, which they can then use to 
download the digital product. This is obviously a more automated 
option, though there is the potential for the product to be subsequently 
copied and distributed by the customer. This issue is addressed by 
digital rights management software.  

Download Page 
It is possible to set up a simple payment system on your site using a 
facility such as PayPal. Once payment has been approved, customers 
can be automatically directed to a download page where the file can 
be downloaded, possibly as a compressed zip file. 

Shopping Cart Software 
A number of e-commerce providers offer software that delivers 
downloadable product files and protects against unauthorized digital 
product downloads. This type of software can be a fully integrated 
function of the shopping cart product. After payment is processed, a 
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password and link to download product files is sent to the customer as 
part of the receipt. 

You will also need to think about how to protect the copyright of your 
data and prevent illegal distribution of your digital products. In its most 
common form, digital rights management (DRM) protects intellectual 
property by either encrypting the data so that it can only be accessed 
by authorized users, or marking the content with a digital watermark, 
so that the content can't be freely distributed. Increasingly, DRM also 
provides tracking capabilities to identify who is using what content, 
where and when.  

Digital Rights Management 
Major problems associated with distributing digital products via the 
Internet include protecting the copyright of data and preventing illegal 
distribution of this data. Both of these issues are addressed by digital 
rights management (DRM) technologies. 

In its most common form, DRM protects intellectual property by either 
encrypting the data so that it can only be accessed by authorized 
users, or marking the content with a digital watermark, so that the 
content can't be freely distributed. Increasingly, DRM also provides 
tracking capabilities to identify who is using what content, where and 
when. 

DRM can allow the release of multiple versions of a single document - 
each group of users is permitted to view only the version appropriate 
to them. In some contexts this can be used simply to restrict 
disclosure on a need-to-know basis. However, where the content is 
itself a saleable product, it can help create new business. This could 
be by offering the recipients of a free summary version of a research 
report the chance to upgrade, for a fee, to the full report. 

DRM systems can protect against the following threats to your digital 
rights: 
 Render rights cover simple acts such as displaying content on 

a screen or playing it through an audio system. These are fairly 
easily protected by relatively simple encryption-based 
systems allowing only the appropriate users to render the 
content. 

 Transport rights relate to the ability to move or copy the data. 
Again, this involves simple forms of DRM. However, in this area 
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it can be difficult to balance the rights owner's interests with the 
user's legitimate expectations, e.g. to make backups. 

 Derivative work rights cover the ability of users to modify or 
extract the content and use it in another way. Here, there will 
need to be flexible ways of identifying separate parts of the 
content, tracking the different ways in which they are used and, 
where necessary, collecting payment for them. 

Used creatively, DRM can do much more than protect intellectual 
property and commercially sensitive material - it can also protect and 
even enhance revenue. 

Handling Customer Returns 
Not all customers will be happy with the quality of products purchased 
via the Internet and there will undoubtedly be a certain percentage of 
defective or damaged products, irrespective of the quality or type of 
product being sold. 

The fulfillment process must therefore include the capability for 
handling the returns. This should include giving the customer the 
option to have a replacement item supplied or their money refunded. 
Agreed procedures should be in place to facilitate either option.  

It is important that your business record the reasons and frequency 
with which individuals or companies return goods. If your business 
runs a customer relationship management system then this is the best 
place to do it. 

Only Use Advanced Technology Vendors 
Many fulfillment vendors are stuck in the old habits of warehousing 
and haven’t kept up with technology. They can’t track parcels real time 
and some don’t use bar coding to help you keep track of inventory 
levels. Avoid these vendors at all costs. 

Be sure the fulfillment vendor you select is an advanced order 
processing system delivering all aspects of inventory management 
and order fulfillment including shipping, receiving, returns, and stock 
control with managed on-line systems that are fully integrated with all 
products.  

The system needs to be fully integrated from the time your goods 
reach the warehouse until they are received by your customers. This 
means scanning barcodes and never having warehouse staff or 
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anyone else need to hand enter any data. That’s how mistakes 
happen and customers are not at all forgiving when a mistake occurs 
with their order. 

The type of automation you expect from your fulfillment vendors is: 
 Streamlined order management and fulfillment. 
 Unified view of the customer across multiple channels.  
 Integration of marketing, customer transaction, and customer 

service channels.  
 Real-time operational visibility and access to customer 

transaction data.  
 Accommodation of complex business rules and exception 

processing.  
 Flexible integration with leading retail/distribution applications, 

including: warehouse management, logistics, finance, tax 
reporting, credit card authorization, merchandise planning, 
enterprise retail systems and list management.  

 Immediate inventory reservations/available to promise/inventory 
management. 

What your customer should experience during the sale: 
 Fast and easy order taking for new and existing customers.  
 Advanced searching of products and available inventory.  
 Suggest cross and up sells.  
 Take coupons, redeem gift certificates, or apply customer 

credits.  
 Discount specific items, total order or shipping prices manually.  
 Detailed audit trail of CSR comments and payment history.  
 Real-time integration into credit card merchant services for fast 

and easy authorizations, captures, voids, and credits.  
 Add / edit customer information on-the-fly.  
 Easily signup customers to mailing lists or email campaigns. 

Customer Service  
 Comprehensive customer and order searching.  
 Powerful access into customer order history.  
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 Full online customer access to order status and shipment 
tracking.  

 Easily provide order status and tracking information over the 
phone or by email.  

 Real-time view into inventory status and status of back ordered 
items. 

With national fulfillment fully covered let’s turn to how you can 
dramatically increase sales from JV sales by providing stellar service 
to the UK and Europe…….  
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Amazon Merchant Accounts – Another Massive 
Income Stream 

I mentioned earlier that bringing on a fulfillment vendor is a great 
opportunity for you to expand your JV deals to acquire customers in 
the UK and Europe and beyond. The best way I know to successfully 
do this is by using Amazon’s fulfillment service. 

Amazon’s Pro Merchant Account 
Amazon.co.uk is the 14th most visited site in the UK and they offer the 
Pro Merchant account for small, medium, and large retailers that want 
the advantage of reaching millions of customers from a single web 
site. In the last 12 months, 76 million customers made purchases from 
Amazon.com websites. 
 
Unlike eBay, there are no listing fees or credit card transaction fees on 
Amazon.co.uk. There is a monthly flat fee of about £28.75 (about $40 
depending on currency conversion rates) and a closing fee only if your 
products sell. The closing fee ranges between 6 – 20% depending on 
the category you are selling in. Amazon.co.uk calls the closing fee a 
referral fee. 
 
The eligible Pro Merchant account categories are: 
 Automotive Parts 
 Baby Products 
 Books 
 Camera and Photo 
 Consumer Electronics 
 DVDs 
 Health and Personal Care 
 Home and Garden 
 Music 
 Musical Instruments 
 Office Products 
 Software 
 Sports and Outdoors 
 Tools and Hardware 
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 Toys and Games 
 Video 
 Video Games 

 
Creating an account to sell on amazon.co.uk is very similar to eBay 
and you will easily understand it. Just look for the “Sell Your Stuff” and 
“Amazon Payments” buttons to register and you can have products up 
for sale in a matter of minutes. Next, we will focus on the features and 
options that amazon.co.uk offers. 
 
Product Ads on Amazon  
Like any decent e-tailer today, amazon.co.uk offers a pay per click 
program that they call Product Ads on Amazon. More people probably 
start their online shopping search at Google than at Amazon.com 
these days. With Product Ads, Amazon is fighting back. Anyone who 
searches for a product on Amazon today will find either products that 
Amazon sells or ones that its merchant affiliates sell. Now Amazon is 
saying that any Website that is selling something related to its product 
categories can buy an ad that will show up as a highly targeted 
product search result, along with all the items on Amazon and its 
merchant sites.  

 

That means you can either advertise your Amazon Pro Merchant 
account or advertise your independent web site if that is what you 
prefer. What’s more, you won’t be asked to pay Amazon an affiliate 
fee or even register as a merchant if don’t want to. This could just be 
another merchandizing channel for your own website or your eBay 
listings. I wonder if Amazon realized eBay listings would start showing 
up in their search results? 
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Deliver Your Goods  
        to Amazon 
 

The same as most PPC campaigns you only pay the super small fee 
when someone clicks on your add and is delivered to your site. You 
control the amount that you are willing to pay for each click through 
and a better feature than found with most PPC programs, you can 
control advertising budget on a daily rather than monthly basis. 
 
Below is an example of how a PPC ad will appear on Amazon. 
 

 
Fulfillment by Amazon 

Here is an outstanding way to break into the 
UK and European markets. One of the 
biggest disadvantages to selling 
internationally is the amount of time that it 
requires to deliver your goods overseas. It is 
all about meeting and exceeding customer 
expectations and they want to order your 
product today and receive it in the mail in 
just a couple of days. With the Fulfillment by 
Amazon program, you can jump into the 
enormous UK and European markets and 
still provide stellar delivery service. 
 

Fulfillment by Amazon UK: 
http://www.amazon.co.uk/gp/seller/fba/fulfillment-by-amazon.html 
 
For Fulfillment by Amazon EU, I suggest you contact an Amazon 
representative and have them help you set it up. The multiple 
languages spoken across Europe can make this more of a challenge 
but it is very doable.  
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Amazon 
Stores 
Your 

Goods 
Fulfillment 
by Amazon 

    Customers 
   Place Orders 

Fulfillment by Amazon comes with the Amazon Seller Central 
management tool to upload or create your inventory and listings in 
their system. If you want, you can identify items that you do not want 
Amazon to fulfill but you can still list them on Amazon.com but deliver 
them yourself.  

Next, you identify which items you want Amazon to fulfill and which 
items you wish to fulfill yourself. The items that you want Amazon to 
fulfill are 'converted' in their system to Amazon Fulfilled Network or 
AFN status. Your products will be designated a destination at the 
Amazon fulfillment center depending on what the item is, what its size 
is and your location. 

Amazon then provides you tools to create item listings and shipping 
labels and see the status of your shipment and receiving into their 
fulfillment center. AFN items that are in transit are not available for 
sale until they are received. Once these products are checked into the 
center they can be managed using special inventory, order, and 
shipment information tools in Seller Central. 

Amazon receives, measures, and stores your products in secure, 
climate-controlled fulfillment centers. Seller Central will notify you 
when your inventory arrives and is available for purchase online. 

When inventory arrives at the fulfillment centers, 
they will check it in and confirm its size. If you have 
created an offer listing on Amazon it will 
automatically appear on the Amazon.com Web site 
as available for sale. Amazon stores inventory in 
the fulfillment center either in bulk or in individual 
"pickable" locations. 

Each night the amount of 
storage space you use is 
calculated and averaged at 
the end of the month. You 
only pay for the average 
amount used. Not for 

unused space. 

Your products are now available for purchase 
through Amazon.com or any other sales 
channels you are using that links to your 
Amazon listings. On Amazon, each listing will 



Amazon Merchant Accounts – Another Massive Income Stream 
 

40 
Copyright © 2008 - 2009 Lazer Marketing. All Rights Reserved. 

Amazon Fulfills 
Your Orders 

show that it is fulfilled by Amazon, so your customers are confident 
they will get what they ordered when they order it. 

On Amazon.co.uk, Fulfillment by Amazon products are available for 
the same types of shipping promotions and methods that Amazon 
items are. In most cases, this means buyers can combine these items 
with other Amazon purchases and may even qualify for free Super 
Saving Shipping. Subscribers to Amazon's Prime program will see 
free or reduced shipping. 

All Fulfillment by Amazon items are displayed with prominent logos 
and explanations on the Web site that inform buyers that the product 
ships from Amazon, and buyers receive return and customer service 
directly from Amazon.com. 

Whether customers purchase through Amazon.co.uk or through your 
own Web site, Amazon will pick, pack, and ship your products to your 
customers. 

Once you receive an order for your product, the fulfillment process 
begins. Amazon.co.uk orders are automatically relayed to their 

fulfillment centers. Merchants who sell 
Fulfillment by Amazon products on other 
channels can submit order information to 
Amazon.co.uk using a form, file feeds, or 
Web site integration. With each method, 
Amazon immediately processes the order 
and picks your item from its storage 
location in the fulfillment center. The item is 
then combined with the buyer's other 
Amazon purchases (if applicable) and then 

professionally packed by Amazon. 

Amazon provides your customers with tracking information, customer 
service, and return service for all your Amazon.co.uk orders. 

All Fulfillment by Amazon packages include detailed packing slips and 
are inspected at the time of packing. Orders are delivered directly to 
the carrier of choice and shipment information is recorded in 
Amazon’s system with tracking numbers and updated order status. 
Merchants can manage their Fulfillment by Amazon orders using 
special tools in Seller Central and can replenish the inventory from 
their own stocks for additional sales. 
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You Get Paid 

      Happy  
  Customers 

All sales fees are deducted at the time 
of sale from the total amount the buyer 
pays for the item. The remaining 
balance is added to your Payments 
Account and can be disbursed to your 
bank account. 

Sales made from your own website or 
other sources will follow the payment 

polices that you have in place there. Amazon 
fees will be deducted from your Amazon 

Payment Account. In the event the other site simply links customers to 
Amazon.com to place the order, the Amazon.com policy applies. 

Your international customers receive the 
merchandise in a timely manner that keeps 
them happy.  
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Hire Yourself an Executive Assistant 
As a highly successful and financially rewarded businessperson, you 

deserve a break from daily and tedious tasks. 
By now you can afford to hire a virtual 
executive assistant to take care of the many 
tasks you no longer wish to do nor have the 
time to do. 

If you’re  working out of a busy headquarters 
office you may wish to hire a person that 
come to the office each day . But being the 
savvy businessperson that you are, you 
realize that a virtual assistant is only paid for 
the time they work. Whereas if you hire a full 
time person, you’ll pay even if you don’t have 
work for them. 

Virtual –v- Full Time Executive Assistant 
Cost Comparison Full-Time Employee Virtual Assistant 

Total Annual Labor 
Cost 

$60,000 $26,000 

The comparison is based on the full-time employee with 40 hours per 
week. You only pay for the hours a virtual assistant works on your 
assignment, so a full-time employee’s 8 hour day can equate to 4 
hours with an virtual assistant. 

Virtual Assistance for Real Results 
A Virtual assistant (VA) can be just the lifeline that your business 
needs. Too often small business owners are plagued with spending 
valuable time on administrative tasks that could be outsourced to a 
VA. 

Virtual assistants can improve your profit margins 
by enabling you to spend your time on higher 
value tasks. You can use a VA to handle billing, 
customer follow-up, project management, mass 
mailings, or even personal administrative tasks 
such as sending out your holiday cards.  

Virtual assistants can also perform more 
specialized tasks such as legal assistance, accounting or new 
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company set up. While the cost per hour for specialized tasks will be 
higher than that for administrative tasks, it is much more cost effective 
than onsite help or worse doing it yourself. 

Start-ups or small businesses often 
believe they cannot afford to hire 
help. One of the advantages of using 
a VA is that you are not committed to 
40 hours per week or even 20 hours 
per week. You can hire a VA for a 
project, a fixed number of hours per 
week or month or you can choose to 
have them on a monthly retainer. For 
example, a new business owner may 
choose to hire a VA for 20 hours per 
month or the equivalent of 1 hour per 
day. In this way you can delegate the 
tasks you choose and use the VAs 
time in the way that best suits your 
business. 

The cost of hiring a virtual assistant is lower than hiring an onsite 
assistant. When hiring an onsite assistant you incur the cost of space 
for them to work, equipment charges, benefits and workers 
compensation. By comparison, a VA is also a business owner and you 
are only paying for work performed. 

Virtual Assistants are organized and results driven. They are 
accustomed to working with clients by phone and email and have 
systems in place to ensure that tasks are completed on time. A VA’s 
business depends on service and results so their objectives are 
completely aligned with yours. 

Most importantly, you will be able to spend more time on the higher 
value tasks of developing new business and operating in your area of 
expertise and that is good news for your bottom line. 

Typical Tasks of a VA 
Secretarial / PA. Call minding, diary management, email 
management, book appointments and meetings, book meeting 
venues, book restaurants, organize and co-ordinate events, liaise with 
your associates, suppliers and clients, meeting agenda's and papers 
prepared and circulated. Take care of your travel arrangements 
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booking train tickets, flights, taxis, and executive cars, make hotel 
reservations and arrange passport and visa applications.  
 
Administration. Typing and production of business correspondence, 
reports, minutes, presentations, spreadsheets, newsletters, mailing 
lists and databases. Mailshots, filing, transcription, proof reading.  
 
Accounts Produce and mail out invoices, process supplier invoices 
for payment, record your income and expenditure, complete your 
expense forms.  
 
The Personal Things in Life. Birthday and anniversary reminders, 
gift ordering, sending flowers to your loved ones, book restaurants and 
theatre tickets, research your family vacation, online shopping, and 
arrange standing orders to pay bills. 

VA Networking Association 
The VA Networking was originally formed as virtual assistants and 
virtual personal assistants were becoming more and more in demand 
as small businesses began to flourish but there was no real 
association where prospective clients or existing and new virtual 
assistants could go for information, advice, recommendations and cost 
effective advertising. What the industry needed was a one-stop shop 
for both potential clients and virtual assistants alike. The VA 
Networking Association of Virtual Assistants was born. 

The VA Networking Association requires members to comply woth a 
code of ethics. 

Ethics of a Virtual Assistant (VA) 
 As a Virtual Assistant, I will maintain the highest ethics and 

honesty in all dealings with clients, colleagues and the general 
public.  

 I will seek to deal with colleagues, suppliers and employees in a 
fair and equitable manner, and maintain the highest standards of 
personal conduct to bring credit to the Virtual Assistant 
profession.  

 As a highly ethical Virtual Assistant, I will only take on projects 
that are within my abilities. If a project is not within my ability, the 
client will be notified immediately and I will provide 
recommendations for other highly skilled Virtual Assistants.  

http://www.ukava.co.uk/
http://www.ukava.co.uk/
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 Client information will be held in the strictest of confidence and 
will not be shared with others or used for personal gain.  

 I highly value each client relationship and will not place one 
client above another.  

 I will make a commitment to possess and increase the required 
knowledge, skills and training to be proficient and relevant in the 
provision of services.  

 I will be honest about my intentions and never misrepresent my 
skills, peers, or my profession as a whole, whether to networks 
or to prospects, clients, and the community at large (virtual or 
otherwise).  

 I will not knowingly be a part of any illegal or unethical activity.  
 I will promote the Virtual Assistance industry with the utmost 

professionalism and give of my knowledge freely to new and 
existing VAs and the general public.  

A Virtual Executive Assistant Success Story 
Here is the success story of entrepreneur Timothy F. 

I write this from under the awning of a waterfront restaurant in Athens, 
Greece. 

Looking over calm blue 
water dotted by white 
sailboats, I wonder about 
the island of Ios, where 
I'm headed in two hours. 
It's my first time in the 
Aegean Sea, and I'm not 
carrying a cellphone. On 
purpose. 
 
Emergencies? There 
won't be any. 

 
I have a virtual assistant in Vancouver who is clearing my inbox as I 
type, converting the hundreds of e-mail messages I receive each day 
into one daily 10-minute phone call, via Skype, for items to which she 
can't respond with pre-set rules and templates.  
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My physical mail is being forwarded to a start-up that scans non-junk 
mail and then e-mails time-sensitive documents to me as PDFs. 

Thirteen time zones away, Somya and his team of Indian MBAs are 
managing my Facebook and other profile pages for $4 per hour. All is 
well with the world. There are no manufactured emergencies, just 
breathing room to focus on feta and wine before returning to San 
Francisco in 10 days, refreshed and ready for new projects. 

The science fiction writer who coined the term "cyberspace" in 1984, 
William Gibson, once said: "The future is already here--it's just 
unevenly distributed." 
 
In the 1990s, pulling out a brick-sized cellphone in front of friends was 
sure to provoke smirks and questions like "Who are you, the 
president?" In 2008, not having a cellphone will likely earn you 
confused looks and references to the Amish. 
 
The future of personal outsourcing is already here, but it's in rough 
form. As one of my readers observed via Twitter: "In the old days, if 
you wanted a house--build it. Food? Harvest it. In 25 years, personal 
outsourcing will need no name, it will just be." 
 
Based on the fast pace of technological change between 1998 and 
2008, I don't think it will take 25 years.  

Let's imagine one version of 2018. 
 
The Bureau of Labor Statistics has issued an official statement 
concerning the impact of Attention-Deficit Trait (ADT)--when over-
stimulating workplaces dehabilitates employees' efficiency and 
productivity--on a declining GDP, and even the Big 5 accounting firms 
have established divisions for Certified Information Managers (CIMs). 
Personal outsourcing has matured and consolidated, adopting a new 
name in the process. 
 
Recognized as adult-onset attention deficit hyperactivity disorder, ADT 
has similar biochemical symptoms to bi-phasic depression and has 
created a trillion-dollar market for the pharmaceutical companies that 
helped label and publicize it. Developers in India lead the pack with a 
third-generation medication that combines features of the stimulant 
drug modafinil with serotonin reuptake inhibitors traditionally used to 
treat depression. Its user base exceeds 250 million worldwide. 
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Hiring a CIM for e-mail filtering, scheduling and related information 
management is now as common as hiring a CPA for your taxes, and 
the former comes complete with the standardized certification, codified 
common practices and disbarment procedures that consumers 
demand. 
 
There is more good news. 

Despite a 40% drop in the value of North American currency against 
the euro since 2012, U.S. unemployment rates have been dropping for 
seven consecutive quarters. 
 
Chinese private enterprise, the second-largest owner of natural 
resources in both South America and Canada (after the Chinese 
government), encompasses the largest non-native population of fluent 
English speakers in the world. And they all need virtual assistants. 
 
Back to 2008: Personal outsourcing is still considered cutting-edge, 
but that doesn't make it ineffective. When planned properly, personal 
outsourcing can deliver 10 to 20 hours of free time per week with a 
simultaneous increase in work output. 

Need someone on New York time? Find a team in Argentina through 
Elance. Want to e-mail a 10-hour project at 5 p.m. and have it 
completed in your inbox the next morning? Send it to AskSunday in 
India and have them work on it while you sleep. 
 
You don't have to wait for the future to enjoy the benefits. 

Life for the successful JV businessperson is good. 
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It Ends By Taking the Next Step…. 
Congratulations! You’ve 
accomplished an amazing feat 
by completing the JV Profit 
Home Study Course and 
starting your incredibly 
successful Joint Venture 
Business!! 

You could very easily settle with 
what you’ve achieved. However, 
I’m certain you want to attend 
the up coming THE JV PROFIT 
WORKSHOP AND COACHING 
PROGRAM. 

Come and be with like minded people. These are people just like you, 
who enjoy a good stimulating conversation about the power and 
creativity of joint ventures. 

Here are only a few of the many many benefits you will enjoy: 

 A One-to-One - Personal Review Consultation (Value £500.00) 

 A 'Ready For Profit' JV Project to Get You Started 

 Give You a £6000.00 Sales Letter Written by Top UK 
Copywriter Michael Silk (Value £6000.00) 

 Set up Your List Building Tools and Auto-responders so That 
You Can Make Cash 24/7- EVEN WHEN YOU SLEEP! 
(Value £500.00) 

 Give You an Ultra-Lucrative ‘Back End’ Product FREE OF 
CHARGE! 

 My Financial Backing and Support (Value £10,000) 

Make plans and reservations now to attend by registering today 
at: 

http://www.jvprofits.co.uk 
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Evaluate Your Leadership Strengths 
 
No matter how successful and talented you are, you’ve made 
mistakes and have acquired some bad habits. Some are old; others 
have seemingly popped up overnight. Behaviors that may have 
worked well for you in the past can render you less effective in the 
present. 

The six areas leaders should examine are: 
1. Vision and Priorities 
2. Managing Time 
3. Feedback 
4. Evaluation and Alignment 
5. Leading Under Pressure 
6. Staying True to Yourself 

1. Vision and Priorities 
1.1. How often do I communicate a vision for my business? 
________________________________________________________ 
 
1.2. Have I identified and communicated three to five key priorities for 

achieving this vision? 
1.2.1. ______________________________________________ 
1.2.2. ______________________________________________ 
1.2.3. ______________________________________________ 
1.2.4. ______________________________________________ 
1.2.5. ______________________________________________ 
 

1.3. If asked, could my employees articulate my vision  
and priorities? ________________________________________ 
 

2. Managing Time 
2.1. How am I spending my time? Does this match my key  

priorities? 
____________________________________________________ 
____________________________________________________ 

 
2.2 How are my subordinates spending their time? Does  

this match my business’ key priorities? _____________________ 
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3. Feedback 
3.1. Do I give people timely and direct feedback to act  
upon? __________________________________________________ 
 
3.2. Do I have subordinates who will tell me things I may not want to 

hear— but need to hear? _______________________________ 
  

 
4. Evaluation and Alignment 
4.1. Does the design of my company still align with key  
      success factors? _______________________________________ 
 
4.2. If I had to design my business from scratch, how would I create it? 

How would it differ from the current design? _________________ 
________________________________________________________
________________________________________________________ 
 
4.3. Should I create a task force to answer these questions and make 

recommendations? ____________________________________ 
________________________________________________________ 
 
5. Leading Under Pressure 
5.1. Which events create pressure for me? _____________________ 
________________________________________________________ 
 
5.2. How do I behave under pressure? _________________________ 
________________________________________________________ 
 
5.3. What signals do I send to subordinates? ____________________ 
________________________________________________________  
 
5.4. Are these signals helpful, or do they undermine the success of my 

business? ___________________________________________ 
________________________________________________________ 
 
6. Staying True to Yourself 
6.1. Is my leadership style comfortable? Does it reflect who I truly am? 
________________________________________________________ 

6.2. Do I assert myself sufficiently, or have I become tentative? 
________________________________________________________ 

6.3. Am I too politically correct? ______________________________ 
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Outsourcing Questionnaire 
Outsourcing can play an essential role in business success. But 
before making the decision to outsource, it is essential to make sure 
it’s for the right reasons and will accomplish your goals. 
 
1. How will the outsourcing arrangement affect your service to your 

customers? ____________________________________________ 
________________________________________________________ 
 
2. How will it affect the quality of your products and services? _______ 
________________________________________________________ 

 
3. How will it affect staff? ___________________________________ 
________________________________________________________ 
 
4. Will it allow you to focus on your business’s core competencies?  
 
 
5. Does the outside organization offer more experience than you have 

internally?  ____________________________________________ 
________________________________________________________ 
 
6. Does the arrangement allow for flexibility you don’t have internally?  
________________________________________________________ 
 
7. Do you have metrics for success? __________________________ 
________________________________________________________ 
 
8. What would you do if the arrangement failed for any reason? _____ 
________________________________________________________ 
 
9. Will this give your business opportunities to innovate? _________ 
________________________________________________________ 
 
10. What will the financial impact of the arrangement be? __________ 
________________________________________________________ 
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Customer Order Fulfillment Vendor Checklist 
The type of automation you expect from your fulfillment vendors 
is: 

 1. Streamlined order management and fulfillment. 
 2. Unified view of the customer across multiple channels. 
3. Integration of marketing, customer transaction, and customer 

service channels.  
4. Real-time operational visibility and access to customer 

transaction data.  
5. Accommodation of complex business rules and exception 

processing.  
6. Flexible integration with leading retail/distribution applications, 

including: warehouse management, logistics, finance, tax 
reporting, credit card authorization, merchandise planning, 
enterprise retail systems, and list management.  

7. Immediate inventory reservations/available to 
promise/inventory management. 

What your customer should experience during the sale: 
1. Fast and easy order taking for new and existing customers.  
2. Advanced searching of products and available inventory.  
3. Suggest cross and up sells.  
4. Take coupons, redeem gift certificates, or apply customer  

credits.  
5. Discount specific items, total order, or shipping prices 

manually.  
6. Detailed audit trail of CSR comments and payment history.  
7. Real-time integration into credit card merchant services for  

fast and easy authorizations, captures, voids and credits.  
8. Add / edit customer information on-the-fly.  
9. Easily signup customers to mailing lists or email campaigns. 
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Customer Service  
1. Comprehensive customer and order searching.  
2. Powerful access into customer order history.  
3. Full online customer access to order status and shipment 

tracking.  
4. Easily provide order status and tracking information over the 

phone or by email.  
5. Real-time view into inventory status and status of back 

ordered items. 
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