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Objectives:

n

Develop a system for organizing 

your office. 

n

Learn how to have easy access to 

the items you use the most.

n

Prioritize your work flow.

n

Eliminate the feeling of overwhelm.
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What To Do With All 

Those Catalogs?   

n

What is the best way for your 

needs? 

n

Prioritize! 

n

File primary suppliers using a 

different color folder or sticker on the 

catalog. Keep primary suppliers in a 

separate location.

u

Keep favorite supplier catalogs and 

fast service catalogs in a ready 

packed briefcase.
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More on Catalogs: 

n

Date stamp catalogs in case the 

year isn’t in clear view.

n

Keep special offers inside the 

catalog or in a separate file by 

category. Mark expiration date on 

specials.

n

Pull out special offers for select 

clients. 

n

Read the order entry instructions!
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Catalog Filing Methods:

n

File by UPIC or alphabetically.

n

File by category.

n

File by ASI number. 

n

Cross reference catalogs storing 

one set alphabetically or by ASI # 

and another by category.

n

Have a separate file for holiday 

gifts ideas and specials.
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Receiving Catalogs:  

n

Request from supplier.

n

Pick up at the show.

n

Order mini catalogs to send to 

clients and keep in your briefcase.

n

Keep extras of favorite suppliers. 

n

Most catalogs are online at the 

supplier web site. 
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Separate Favorite 

Suppliers:   

n

Have a favorite list of suppliers 

in each category.

u

Mugs

u

Clothing

u

Paper

u

Office

u

Writing Instruments

u

Etc. 

Keep these in a separate area!
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What To Do With 

Samples:  

n

Have an identification system: 

Supplier name, ASI# or UPIC.

n

File in shoeboxes, bins  or bargain 

store see through containers.

n

Store larger samples on shelves, 

pegboards or hang in a closet.

n

Have spec samples made with the clients logo.

n

Take advantage of self

-

promotions.
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Working With Samples: 

n

Expensive samples can usually be 

returned within 30 days with 

authorization.

n

Regularly send samples to 

customers to:

u

Stay in contact

u

Minimize clutter

u

Help sell more
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Self

-

promotion 

Samples: 

n

Show you believe in what you sell!

n

Pick two or three items that reflect 

your brand and what you love.

n

Leave self promotions after every 

sales call.

n

Send out unique self promotions.    
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Clean Out Samples:   

n

Clean out samples on a regular 

basis. (Samples can change from 

year to year.)

n

Donate to a charity.

n

Give to clients, friends, family.

n

Have a garage sale.

n

Sell on an Internet auction site.


Slide 12


[image: image12.wmf]12/7/2004

12

Tips For The Office: 

Divide your day into 3 parts.

«

What will generate income? Do 

these first: 50

-

60% of your day.

(

Sales Calls,Orders Entered, 

Invoicing, Follow

-

Up).

«

Business 

–

Building

-

Marketing: 

20 to 30%.

( 

Networking, Lunches, 

Seminars ).

«

Everything Else:10

-

20% 

(those 

unimportant emails, time

-

wasters).
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Block Time: 

n

What’s the best time to reach 

clients by telephone? ( first thing in 

the morning or the end of the 

business day. ).

n

Schedule appointments during 

non

-

rush hours.

n

Group errands: Post office, bank, 

office supplies etc.
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Use Technology: 

n

Use a Contact Management 

System: ACT® Outlook ® 

Time Savers:  

n

E

-

Mail Filters 

n

Folders

n

Spam Filters

n

Voice mail

n

Auto Reply
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Have A Ready Packed 

Briefcase: 

n

Self promotion leave behinds

n

Mini Catalogs

n

Notepads

n

Pens

n

Fast Service Catalogs

n

Made in the USA
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Use a Notebook:  

n

Keep a spiral bound notebook near 

your phone. 

n

Date each page: Write important 

information from each call. 

n

Save notebooks for future 

reference.  
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Be Flexible: 

n

Don’t schedule too tightly.

n

Have time for yourself.

n

Get help! 

u

College interns

u

Moms with school age kids

u

Retirees
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Take Time For Yourself: 

n

Spend quiet time with yourself. 

n

Exercise in the morning. 

n

Have lunch with friends or 

business associates.

n

Walk around the block.  

n

Above all

--

believe in yourself and 

the value you bring to each and 

every client!     
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Thank You! 

n

Rosalie Marcus, professional 

business coach, is the creator 

of:  

How To Make More Money In 

Promotional Products Sales: 

The Ultimate Profit

-

Boosting 

Program.

n

Available at the PPA Bookstore  

or at PromoBizCoach.com. 

n

Reach Rosalie at: 

Rosalie@promobizcoach.com

215

-

572

-

6766
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Make 2005 Your Best 

Year Yet! 

n

Join My  Virtual Success Team! 

u

Focus, gain confidence

u

Sell more with less effort

u

Have a supportive network 24/7

u

Get more and better clients

All you need is a telephone and the 

Internet to participate!

Interested? Contact : 

Rosalie@PromoBizCoach.com

or 

( 215) 572

-

6766
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What To Do With Samples:  

		Have an identification system: Supplier name, ASI# or UPIC.





		File in shoeboxes, bins  or bargain store see through containers.





		Store larger samples on shelves, pegboards or hang in a closet.



























		Have spec samples made with the clients logo.

		Take advantage of self-promotions.
















_1163924076.ppt


More on Catalogs: 

		Date stamp catalogs in case the year isn’t in clear view.

		Keep special offers inside the catalog or in a separate file by category. Mark expiration date on specials.

		Pull out special offers for select clients. 

		Read the order entry instructions!  
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Objectives:

		Develop a system for organizing your office. 



		Learn how to have easy access to the items you use the most.



		Prioritize your work flow.



		Eliminate the feeling of overwhelm.
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What To Do With All Those Catalogs?   

		What is the best way for your needs? 

		Prioritize! 

		File primary suppliers using a different color folder or sticker on the catalog. Keep primary suppliers in a separate location.

		Keep favorite supplier catalogs and fast service catalogs in a ready packed briefcase.
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Receiving Catalogs:  

		Request from supplier.

		Pick up at the show.

		Order mini catalogs to send to clients and keep in your briefcase.

		 Keep extras of favorite suppliers. 

		Most catalogs are online at the supplier web site. 
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Catalog Filing Methods:

		File by UPIC or alphabetically.

		File by category.

		File by ASI number. 

		Cross reference catalogs storing one set alphabetically or by ASI # and another by category.

		Have a separate file for holiday gifts ideas and specials.
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Separate Favorite Suppliers:   

		Have a favorite list of suppliers in each category.

		Mugs

		Clothing

		Paper

		Office

		Writing Instruments

		Etc. 



Keep these in a separate area!
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 Tips For The Office: 



Divide your day into 3 parts.

		What will generate income? Do these first: 50-60% of your day.    (Sales Calls,Orders Entered, Invoicing, Follow- Up).

		Business –Building- Marketing: 20 to 30%. ( Networking, Lunches, Seminars ).

		Everything Else:10-20%  (those unimportant emails, time-wasters).
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Self-promotion Samples: 

		Show you believe in what you sell!

		Pick two or three items that reflect your brand and what you love.

		Leave self promotions after every sales call.

		Send out unique self promotions.    
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Working With Samples: 

		Expensive samples can usually be returned within 30 days with authorization.

		Regularly send samples to customers to:

		Stay in contact

		Minimize clutter

		Help sell more
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Clean Out Samples:   

		Clean out samples on a regular basis. (Samples can change from year to year.)

		Donate to a charity.

		Give to clients, friends, family.

		Have a garage sale.

		Sell on an Internet auction site.
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Use a Notebook:  

		Keep a spiral bound notebook near your phone. 

		Date each page: Write important information from each call. 

		Save notebooks for future reference.  
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Use Technology: 

		Use a Contact Management System: ACT® Outlook ® 



Time Savers:  

		E-Mail Filters 

		Folders

		Spam Filters

		Voice mail

		Auto Reply
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Block Time: 

		What’s the best time to reach clients by telephone? ( first thing in the morning or the end of the business day. ).

		Schedule appointments during non-rush hours.

		Group errands: Post office, bank, office supplies etc.
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Have A Ready Packed Briefcase: 

		Self promotion leave behinds

		Mini Catalogs

		Notepads

		Pens

		Fast Service Catalogs

		Made in the USA
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Take Time For Yourself: 

		Spend quiet time with yourself. 

		Exercise in the morning. 

		Have lunch with friends or business associates.

		Walk around the block.  

		Above all--believe in yourself and the value you bring to each and every client!     
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Be Flexible: 

		Don’t schedule too tightly.

		Have time for yourself.

		Get help! 

		 College interns

		 Moms with school age kids

		 Retirees
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Thank You! 

		Rosalie Marcus, professional business coach, is the creator of:  How To Make More Money In Promotional Products Sales: The Ultimate Profit-Boosting Program.

		Available at the PPA Bookstore  or at PromoBizCoach.com. 

		Reach Rosalie at: Rosalie@promobizcoach.com



215-572-6766
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Make 2005 Your Best Year Yet! 

		Join My  Virtual Success Team! 

		Focus, gain confidence

		Sell more with less effort

		Have a supportive network 24/7

		Get more and better clients



 All you need is a telephone and the Internet to participate! 

         Interested? Contact : Rosalie@PromoBizCoach.com  or 

                      ( 215) 572-6766

                  














