Welcome Back! 

From all at <YOUR BUSINESS>
We hope you had a relaxing and fantastic holiday.

When you take a break from the business you sometimes need a bit of extra time to catch up on post, emails and other jobs which have piled up whilst you are away.  Or perhaps you had a blinding moment of inspiration whilst sitting on the beach? 
Please accept this voucher for one free hour of virtual assistant help to get you started on your To Do List…
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I r e e Send your tasks to email: XOOMXX
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And if you are lacking in inspiration on how to use your hour, here are some of the tasks we’ve recently completed in under an hour for our clients:

· Finding a new broadband supplier

· Researching and writing a newsletter 

· Booking their next holiday

· A marketing mail merge to send to existing clients

· Sending out a press release for a charity

· Arranging a series of meetings and appointments

· Creating a PowerPoint presentation with pictures and movement for a showcase exhibition

· Preparing automatic follow ups to marketing queries

· Typing up a 15 minute report (which the client estimated would take him at least 2 hours to do!)

Remember – all you need to do is put your To Do list on an email to us…

Speak soon,

<YOUR BUSINESS NAME>
P.S.

We’ve also included a couple of business cards – remember we are always looking for great new clients to work with – tell your friends how excellent your VA is!






