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Spring Newsletter April 5, 2010

Spring into action!

April prepares her green traffic light and the world thinks GO ~Christopher Morley, John Mistletoe
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Spring is a great time to step up and re-new marketing efforts.

Here are some great ideas for your Spring marketing campaign.

Concierge companies have a diverse number of services to offer and | have found that creating a
distinct flyer that focuses on only one target market at a time helps clarify your business in the eyes of
the customer.

#1 A Personal Bridal Assistant

Offer your services by focusing on one or many jobs on the Bride '* sTDpo '’ I i st

Special Moments Decorating



http://www.specialmomentsdecorating.com/

Planning a wedding is a daunting task. Many brides cannot afford a full-time wedding coordinator to

assist from beginning to end and some brides simply want to have control over every aspect of their

special day. Advertise a bridal assistant service to compliment your concierge business. Take some time

to canvas your local bridal shops, hair salons, spas, photographers and similar vendors and exchange

business cards with them. Ask for a reciprocal referral fee if you send business their way. Attend a

Bridal Show and meet other suppliers or arrange to participate in a bridal show. [tQ @great way to

market your services, although the price tag on booth rentals can be quite pricey.

Love is in the air and help is on the way! You can offer a little help or do it all.
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Planning the wedding C
Weddings are complicated.
Help create a timeline,
coordinate and manage the
process. Many young women do
not have the ability or a family
that can plan this special day
Establish a budget and manage
the expenses to stay within it!
Create a Timeline for the day of
the wedding

Create a complete list with all
the vendors with phone
numbers, cell numbers, email
address and street addresses.
Create a list with all members of
the bridal party and family
members with phone numbers,
cell numbers, email address and
street addresses.

Planning a shower

Planning a Stagette

Research reception decorators
Schedule appointments with
vendors

Finding a venue ¢ looking for a
suitable venue based on budget
or capacity

Planning appointments with
venues
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Coordinate payment for vendors
C checks, credit card numbers.
Creating unique wedding
favours

Addressing and mailing
wedding or shower invitations
al yl3s
coordinate with caterer
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Create seating arrangement
and name tags for reception
Sourcing caterers based on your
clientQ Budget and taste.
Checking references for
wedding vendors

Sourcing menu ideas
Co-coordinating caterer
Sourcing tableware rentals for
the reception

Purchase supplies needed for
the wedding

Sourcing props for the reception
Researching hotels or B&B
accommodation for out of town
guests

Researching rehearsal dinner
venues and menus

Planning a rehearsal in- home

party
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gifts for bridesmaids and
groomsmen

Delivering W ¢ K I Y gifts , 2 dzQ

Research Photographers
Make up artists

Make and confirm
appointments and send
reminders

Arrange transportation for out
of town guests

town guests
Florist

Limo service
Horse & Carriage
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Honeymoon planning and
itinerary

0 Pick up, deliver and return
rental or borrowed items

0 Arrange for set up crew and a

take down crew

#2 Spring Cleaning & Home Organizing Services are always in demand!
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Source an environmental
cleaning company specializing
in spring cleaning

Source window washers for the
interior and exterior

Source pressure washing
companies to clean gutters,
siding and sidewalks

Organize family homes and
offices

Organize Kitchens and Pantries
Spring clean vacation cottages
and rentals

oy 4

-

Here is a list of services that you could feature on a Spring Cleaning Flyer:

o

Take unwanted recycling to
various depots and charities
Donate unwanted toys to
charities

Arrange and coordinate a yard
sale to help clients sell
unwanted household items
Arrange for weekly gardening
services- grass cutting, pruning
and planting summer bulbs
Organize closets - Store winter
clothes and replace with spring
and summer wardrobes



0 Clean patio furniture Spring clean your car C arrange
0 Clean window treatments for detailing
0 Vacuum and rotate mattresses Time to rotate the tires on your
0 Inspect mattress protectors and car replace your winter tires
linens for repair or replacement Spring clean your Home office -
0 Clean winter duvets and Shred all the sensitive
sleeping bags documents, take the recycling
0 Paint the fence out to the curb, and put the files
0 Clean out the garage or that you need to keep for
basement business into carefully labeled
0 Clean your house plants bankers boxes so you can access
0 Clean out your medicine cabinet them for quick reference if

-discard outdated pills and
medical products

required. (CRA needs files to be
kept for 6 Years)

Martha Stewart Household cleaning tips: http.//www.marthastewart.com/how-to-video

POLL
The main reason | want to organize my kitchen is:

1. To make entertaining friends more enjoyable 17% (411 votes)
2. Set a good example for my kigso that they agree to organize their rooms! 11% (270 votes)
3. Create more usable counter spacécm cook or bake 49% (1162 votes)
4. Give up the "I can't deal with this kitchen; let's eat out" habit! It's too expensive! 16%
(372 votes)
5. Kitchen? What kitchemZannot find my way into it! 6%

Total Votes: 2356

(141 votes)

#3 Spring your clients into an Organized Home Office

Free yourself from
cleaning out your
files, forever!

Insurance.

A ChildCare/School ‘
‘



http://www.marthastewart.com/how-to-video
http://www.napo.net/

Living and working in an organized environmenti s
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If you want to work more efficiently and feel less stress it may be time to completely overhaul your

home

of fice and st r emodusoperandiy o ur

Storage Solutions:
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One of the most common problems for my clients is the lack of storage they have for their
supplies and files.

1.

2.

Ensure you have a large enough desk and sufficient filing cabinets to contain your

personal and business files.

Buy lots of file folders with coloured tabs so you can colour code your paperwork into

categories

Buy a selection of small containers or boxes to hold pens, staples tape and other
necessary supplies in your desk drawers. Dollar stores often carry a wide range of plastic
boxes and containers ideal for the home office.
Purchase 4 desk top upright holders or tray-style baskets to utilize for incoming mail, to

do work and completed work.

Purchase a good quality paper shredder

Purchase a large waste paper basket

A good sized cupboard, armoire, dresser or shelving to house your computer paper,

binders, books etc.

Invest in a comfortable office chair and good task lighting

The first Step is the hardest!

Pick up a number of empty boxes or laundry baskets and bring them into your office.

Take everything off the top of your desk

Take everything out of your desk drawers and file drawers and put it into boxes.

Wash your desk top and drawers with an antiseptic cleaner & wipe dry.

Take the items that you have to use on a daily basis out of the boxes and put them back on your

desk and in your drawers.

Do not put anything in your desk t h at
those rocks you collected on your holiday or the shoelaces you bought for your tennis shoes!
None of these items should be in your desk.

The PURGE!

Once you have the incidental items sorted and in place, you need to turn your attention to sorting
the paper and files. This is the most time consuming part of the home office organizing process.
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In an effort to save time and money, this is a step | always recommend my clients do on their
own.
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1. Pullup a chair and put an empty box or two on either side of you with your laundry basket

full of files in front of you.

2. Start the PURGE! One by one, look at the papers or files and put them into one of 4

boxes:
e To keep in your office
e To keep in storage
e To Shred
e To Recycle

Once the purge is complete, deal with the boxes, immediately. Shred all the sensitive
documents, take the recycling out to the curb, and put the files that you need to keep for
business into carefully labeled bankers boxes so you can access them for quick reference if

required. (CRA needs files to be kept for 6Years)

Now you are ready to organize the remaining files. Many desks have two file drawers. In my
desk | use the right side of my desk for personal papers and the left hand side for business

related information.

Organizing your Personal Office Files

Colour coding is an effective way to quickly find what you are looking for. The Ereedom Filer
System is very effective. If you do not want to purchase the system, you can create your own
with colour coded tabs and folders using the following guideline as inspiration.

BLUE
Tax papers

By Law we need to keep records for 6 years.
Put into 7 sections labeled 017 07

Keep tax info for 6 years and then discard

Everything for the tax man goes into this
section

Donations

Tax deductions

At the end of the year, take all the BLUE files to

your accountant!

RED i Stop do not remove!
Permanent Records
Children doc.

Pets

Medical

Warrantee

Wills

Passports

PURPLE

Resource File

Clippings & Information to Read
ORANGE

Remove and Replace Files
remove 007 and replace
Insurance papers

Licenses

Administrative records

GREEN

Monthly Files Even Year (back up set i Odd
year)

Label header files - January thru December
Utility bills
Piano lessons

Horse boarding

wi t h

608


http://www.freedomfiler.com/
http://www.freedomfiler.com/

Gym fees Etc.

Not e: Only keep the current yearo6s utility bills as wel!/ as the
Organizing your Ho me O fBlusinessofifes.
A typical Business will need to keep all their records for 6 years.

Here are the typical labels you will need for your files.

Accounting & Bookkeeping Telephone

Accounts payable Travel Expenses

Administration expenses Utilities

Advertising & Promotions Rent

Automobile expenses Revenue

Bank Accounts Client files

Bank Service Fees Client Invoices

GST Business Resources

Visa Account Research information

Donations Marketing information

Equipment Media & Press Releases

Insurance Clippings & Information

Internet Employees

Legal Expenses Management salaries

Licenses & memberships Meals and entertainment

Office expenses Payroll Records (El, CPP, WCB, Employee
Benefits)

Tax records
Uniforms

Arrange the files in colour coded groups or in alphabetical order. Il tds best twomuuse a sYys

feel will work more effectively for yourself. Keep personal files in one drawer and business in another.
The Work Triangle
Letbdés recap what we have compl eted:

The desk is clean.

The contents are purged and edited

The surplus papers are not in the office taking up valuable space

Your desk drawers have the bare essentials in them



Your files are separated into Personal and Business for quick reference.
Your specific files are categorized and easy to find.
Everything is eerily organized!

In order to maintain a harmonious work environment, you need to establish a system for filtering the

barrage of mai | and documents that wi || inevitably st
outstretch your arms, while sitting at your desk, everything you should need on a daily basis would ideally
be within arms reach. I f you donét t waorkthianglé. once a da:

Youdve G®openydarmaillover the waste paper basket and discard the envelopes immediately.
This simple task alone will eliminate a ton of clutter over the weeks. You have 4 choices:

Handle it
File it
Delegate it
Get rid of it

PR

Tip: If there are more than 2 pages in the envelope, immediately staple them together. Now you have one
piece of paper to deal with. ZIP Lock BagsKeep a box of Zip Lock bags on hand and keep all your small
personal and business receipts in separate bags, labeled for your accountant.

Separate your mail or documents. Into the 4 baskets or stand up folders on your desk:

INCOMING

HOT FILE

TO DO FILE

. FILING

Place Bills that need to be paid and documents that have to be dealt with immediately into the HOT FILE

basket.

PR

Once they are paid, put them into the FILING basket. It is important to manage your hot file everyday.
The TO DO FILE will hold your less pressing work.
FILING Basket - Mail or documents that need to be filed go here.

Maintain it! Maintain your organized office by filing your papers every day. Clean your desk before you
leave the office every evening. Arriving to work at a clean and orderly desk in the morning is a great way
to start your day. Just to keep you in the mood, splurge and buy one or two nice decorative frames or an
office accessory to add some personal pizzazz to your office.

In summary:

A cluttered and disorganized office can result in lost documents and unnecessary charges for late

payments. Frustration and stress often hound unorganized people who waste 10% - 20% of their time

looking for lost items. Make the commitment to take control of your personal home office and set aside

some time every day to keep your work area neat and ti



Networking!

Networking is an important aspect for any business, therefore we would like to network within our own
directory and introduce our members to each other, with the hopes that when your clients need
assistance in other provinces that you will turn to our directory and fellow members. After all, isn't that
what this is all about? Of course you already know us. My name is Mary Ann Westendorf, | own The
Bizzy Butler and we service Vancouver and the surrounding area and Amanda Odreilly owns and
operates Balance InStyle, Wedding InStyle, and Events InStyle which services the Greater Ottawa
area and Naples, Florida.

Please Welcome our New Members!

Done Deeds
Errand Services
Give Yourself
the Gift of Time

Done Deeds Errand Services is a full Butler-tailored Concierge Service Business primarily serving the

Vancouver and surrounding areas. The business is able to do almost any personal or business errand a

client needs. The team at Done Deeds Errand Services specializes in confidential specialty services

which means some services can be performed with the utmost discretion, professionalism & be

completely Butler-tailored to the client's service request. 'The Butler Will Do It!/6Done Deeds helps you

withthingsyouwi sh you didndét have to do or didnét want to do!
chores when you can utilize the cost effective and pr of
Errand Servicestodo itforyou. We 6 r e based i n Varilyseove Vaacouvaandthep r i m

surrounding areas - from Whistler to Hope

Done Deeds Errand Services

Sharon Tucker

Director of Deeds

Phone: (604)220-3350

Email: donedeeds@shaw.ca

Website: www.donedeedserrandservices.com

Jupiter Concierges Service

Jupiter Concierge offers a luxury hotel concierge service at your home or place of work. Jupiter

Concierge runs errands, shopping, transportation arrangements, pet care, and landscaping, senior care
and maid service. We also offer a secret shopping program. Sean has worked in the tourism and
hospitality industry for over sixteen years. Experience with: appointments, hotel bookings, arranging and


http://www.donedeedserrandservices.com/concierge-services
mailto:donedeeds@shaw.ca
http://www.donedeedserrandservices.com/
http://www.jupiterconcierge.com/

conducting tours & transportation throughout Metro Vancouver and Western Canada (Class #2; License
with Air Brakes). Sean also has experience with building management; he was owner and operator of
Victoria Street Apts. in Amherst, Nova Scotia.

Jupiter Concierge

Sean Colbourne

President

Phone: (604) 999-2936

Email: info@jupiterconcierge.com
Website: www.jupiterconcierge.com

You did WHAT?

WE WANT TO HEAR FROM YOU!

Walked on Fire!
Amanda, from Balance InStyle, recently attended the Tony Robbins event in Florida and actually

walked on fiery coals! Amanda continues to promote her new Venue, Events InStyle, and Weddings
InStyle and still finds time to raise money for Breast Cancer. www.shopinstyle.eventbrite.com

2010 Winter Olympics

The Bizzy Butler was able to arrange services and accommodation for a Sonoma California family during
the Olympics. My clients also needed a personal chauffeur for 12 hours, a wheel chair, a photographer to
take pictures of them in their new Olympic apparel and meal reservations. Thankfully, we did not need
snow tires or chains on the limousine!

Not in Kansas, anymore?

The Bizzy Butler had an interesting assignment last month. A client called from Wichita, Kansas and
needed 20 hard cover books. The Wichita branch of Chapters had sold out of their classic editions of
Madame Bovary and Pride and Prejudice. They were not able to bring any more in from their area and
suggested a call to a Canadian based Chapters. My client needed ten copies of each book for gifts for
her fellow teachers. Her husband suggested calling a concierge service in Canada and | was the lucky
number ! I was able to source the Yleg@hapteslstorerdandgéerondé b ool
in Coquitlam, BC. We brought books from Edmonton, White Rock and Langley. | bundled them up and
proceeded to get quotes from FedEx, Purolator and finally chose to expedite the parcel via Canada Poste
at half the cost! My client received the books, in perfect condition and was delighted with her Canadian
Concierge service!

Note: Chapters and IKEA are two stores that only accept personal shopping. No phone orders allowed!
Great opportunities for personal shoppers!


http://www.jupiterconcierge.com/
http://www.tonyrobbins.com/
http://www.chapters.com/

PLEAS E éend us your interesting stories and we will include them in our next issue!

It also gives our members a chance to get to know you and your business. It only takes a few minutes to
draft a short story.

Resources:
Associations

1. http://www.iceaweb.ohgternational Concierge & Errand Association

2. http://www.nationalconciergeassociatidvatiomal Concierge Associsi@hAugust 2010 Gderence
being held Washington DC

3. http://www.napo.mddational Association of Professional Orgafzmé@r2010, Columbus, Ohio

Conferenceletails http://www.napo.net/conference/current.aspx

4. http://www.organizersincanadaRaf@ssional Organizers in Catiddeember 2010 Conference,
Montreal, Que.

Spring is nature's way of saying, "Let's party!" ~ Robin Williams



http://www.iceaweb.org/
http://www.nationalconciergeassociation.com/
http://www.napo.net/
http://www.napo.net/
http://www.napo.net/conference/current.aspx
http://www.organizersincanada.com/

