
Are you a small to medium-sized 
business owner seeking the same 
level of support as your larger busi-
ness counterparts? We can help 
you to be more efficient, flexible 
and profitable by providing pro-
fessional Administrative Support, 
Systems Development and Marketing 
Graphic Design services in an alter-
native way - Virtually! 

Administrative Support, Systems 
Development Services & More...
■  Activity Time & Analysis Tool 
■  Systems Dev. & Organization 
■  Program & Event Planning
■  Media Planning & Coordination
■  Internet Research
■  Vendor Pricing & Negotiations
■  Letters and Contracts
■  Mail Merge, Forms & Surveys
■  SOQ & Proposal Content
■  Project Experience Profiles
■  Professional Resumes for:

Businesses & Individuals

Marketing Graphic Design, Writing, 
Editing, Production Services... 
■  Logos/Letterheads
■  Newsletters
■  Brochures/Flyers
■  Display Ads
■  Manual Covers & Content
■  Charts & Graphs
■  Presentations & Signage
■  Website Content/Editing

By organizing and handling the 
work that is taking away your time 
and energy, our goal is to be of 
value by creating a collaborative 
partnership with you on a retained 
and ongoing basis. Spend your 
precious time within the core of 
your business, doing what you 
really enjoy, like marketing your 
business and increasing your prof-
its! Imagine an alternative way of 
working. Go Virtual!
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