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These days we are so overloaded
with information that it's easy to lose
sight of the basics of running a busi-
ness, and you very quickly become
overwhelmed and suffer from informa-
tion overload! Just take a look at some
of the ebooks, products, ecourses etc.
you have stored on your PC - I bet they
all relate to marketing your business,
getting more clients, increasing your
income etc. but I bet NONE of them
tell you how to manage your business!

Building a successful long-term prof-
itable business isn't about "marketing"
your business, it's about "managing"
your business - the marketing comes
once you have your management sys-
tems in place.

You cannot begin to market your

business if you can't find the informa-
tion you need, don't know who you are
marketing to, and don't know where
you are in your business.

So, let's go back to basics and take a
look at the 3 key office systems you
need to "manage" your business before
you can start to "market" your busi-
ness.

Filing Management System
Creating and maintaining a filing

system is the very foundation that
your business is built on, so this is the
very first system you need to put in
place - an efficient and effective filing
system.

With a proper filing system in place
you will very quickly and easily be
able to find the information you need,

when you need it.
Contact Management System
After you've got your filing system

all straightened out, you then need to
set about organizing your contacts.
This is another crucial area of manag-
ing your business. If set up correctly
your contact management sys-
tem allows you to:

* Keep a note of clients, poten-
tial clients, and colleagues con-
tact information.

* Easily and effectively follow-
up with a prospect.

* Locate critical client contact
information quickly and easily.

* Build your business.
Financial Management Sy

stem

The is the final key office manage-
ment system you need to put in place
for managing your business. Once you
know where you are in your business
financially, you will be able to much
more effectively market your business.

Having up-to-date, critical, financial
information available at your finger-
tips allows you to efficiently manage
cashflow and be able to know straight-
away if you can take advantage of
opportunities that come your way.

So remember, go back to basics and
first "manage" your business before
you "market" your business.

Three key office systems you
need to manage your business

After the lon, lazy, summer you may have let your
office schedule slip-- follow these great tips and get
YOUR office schedule back on track!

1  Clear out your desk and files
Make way for those exciting new projects that have

been put on the  backburner over the summer. I recently
did this and apart from getting rid  of four grocery bags
of papers, I felt much more motivated to start those  proj-
ects that had been lurking for months! And it's amazing
what you come  across too!

2  Set up a Resource Folder
Keep track of those all-important pieces of informa-

tion that you come across 
daily. How? Create a Resource Folder:
- on your PC--store all those downloaded documents

and create a shortcut on 
your desktop so that you can easily access your infor-

mation. Go one step 
further and create folders within your folder, each

relating to a specific topic, i.e. industry news, marketing,
accounting--decide what works best for your business!

- in your Favourite Folder in your web browser--book-
mark those web pages that you find useful so that you
can easily access them again. Create subject specific
folders within the main resource folder.

- using a ring binder file--print out articles that you
come across while 

surfing or any emails that you may need to refer to
again; cut out useful 

magazine articles;
store newsletters, cir-
culars or magazines.
In fact use your
resource binder to
store anything that
you will want to keep
and refer to again!
Use divider cards so
that you can easily
access resources on a
particular topic.

Or use a combina-
tion of all three for
maximum efficiency!

3  Get back in touch
with your clients and
contacts

Now's a good time
to update your client
and contact database.
It's easy to let things
slip over the summer,
so drop them a per-
sonal note or email
and make sure that
the information you
currently have for
them is up-to-date--
and this will ensure
that your informa-
tion is accurate
when you come to
send those all-
important
Christmas greet-
ings!

4  Get your web-
site listed in as
many places as pos-
sible!

Update your
directory listings;
get ntered on new
industry directo-

ries; check backlinks--set up a spreadsheet to keep track
of all of this.

5  Get your finances organised
I know, it's summer; you'd rather be outside enjoying

the sunshine than  inside
organising your receipts.
Now's the time to drag out all
those  business receipts and
get your bookkeeping system
back on track!

Follow these simple tips and
you'll soon have your office
schedule back on track!

Top 5 strategies to get your
office schedule back on track!
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