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Welcome
Hello and welcome to the inaugural issue of Solutions,
Elite Office Solutions’ new quarterly newsletter. Each issue
will feature informative articles and helpful tips for streamlining
workflow, marketing your business, engaging customers, and
enhancing wellness.
Elite has been providing nonprofits, entrepreneurs, and
businesses across the country with outsourced administrative
support services since 1986. We specialize in providing
marketing, transcription, and virtual assistant services that give
our clients the freedom to focus on their core business without
the expense of hiring in-house staff.
Whether you need help with a marketing campaign, medical, legal or corporate transcription, or day-to-day administrative
tasks that you just can’t get to, Elite’s team of skilled professionals can provide you with the back-office support services you
need to meet your business goals. We’re (virtually) just down the hall, ready to jump in whenever you need us, but not on the
payroll when you don’t!
To receive a free consultation on how our experience can work for you and 15% off of one of our services, call 215-491-0400
and mention the Solutions newsletter. We’d love to hear from you!

Elite on the Street
Supporting Small Businesses in Bucks and Montgomery Counties
Escape the Fuge hosts BucksMont’s premier escape rooms and is
located at 780 Falcon Circle, Suite 116, Warminster, PA.
The Elite team had a great time unlocking The Secrets of the
Abandoned Circus escape room! The challenge to unlock the mystery
in under one hour was no easy feat, but the group relied on their
communication and problem-solving skills to get out just in time! The
escape room staff were very accommodating, and the facility was
clean and well run. We highly recommend booking Escape the Fuge
for your next party or team-building event!
For more information, visit escapethefuge.com.

Spotlight
Old Fogey Farm - Elite lends a helping hand to further this nonprofit’s
mission of caring for animals in need
It wasn’t that long ago that mama and baby goats Millie Lou and Lulu Grace
were living in dire conditions. Today, the pair know nothing but kindness
thanks to Old Fogey Farm, a nonprofit animal sanctuary in Egg Harbor
Township, New Jersey, that is dedicated to providing farm animals in need
with a peaceful, loving home.
The farm is the first recipient of Elite Office Solutions’ 35th Anniversary
initiative that provides a free marketing service to nonprofits or small
businesses in need throughout the year. “Many businesses and nonprofits
are struggling right now,” says Elite President and CEO Donna Littrell. “The
initiative is our way of lending a helping hand and saying thank you for a
successful 35 years.”
To boost the farm’s fundraising efforts, Elite’s marketing team created
a website where supporters can learn about the farm, make donations,
schedule tours, adopt an animal, and purchase a children’s book that tells
the story of Otis the steer, one of the farm’s most beloved residents.
Elite’s team also built an online store for the website where shoppers can
purchase hoodies, t-shirts, coffee mugs, water bottles, and other items
branded with the farm’s logo. Elite processes and ships the purchases and
sends the farm a check for the proceeds every month.
All donations and proceeds received by the
Rescued Old Fogey Farm residents
farm go towards the care of the animals. “We strive
Millie Lou and Lulu Grace.
every day to give them the life they deserve and all
the love in the world,” says sanctuary founder and
Chairman Christine Ross. “We are very grateful to Elite Office Solutions for providing us with
the tools to raise more funds and further our mission of caring for animals in need.”
If you would like to help support Millie Lou, Lulu Grace or one of their rescued siblings,
including 5 other goats, 3 sheep, Otis the steer, and a miniature donkey named Humphrey,
please visit oldfogeyfarm.org.
To nominate a small business or nonprofit to receive a free marketing service from Elite and
be featured in a future issue of Solutions, please call 215-491-0400.

Techbytes
Shortcut to Undo
Use CTRL + Z on a PC or
CMD + Z on a Mac to undo
the previous command you
entered on your computer.
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Marketing Matters
Need a Leg Up on Your Competition?
Make your business stand out with a value proposition. Your value proposition tells
potential customers why they should do business with you instead of your competitors.
To define your value proposition, make a list of all the unique qualities that set your
business apart from the competition. Then, communicate these benefits in clear,
concise language so it’s the first thing potential customers notice.
Need help defining your value proposition? Elite can help. Call 215-491-0400.

Wellness at Work
5 Tips for Creating a Healthier Work-Life Balance
Good health and hard work go hand in hand. Yet, many people don’t
consider their own wellbeing to be a priority. These simple tips for creating
a better work-life balance can help reduce stress and fatigue, increase
productivity, give you more time for yourself and your loved ones, and
improve your overall physical and mental health.
1. Focus on your strengths - Instead of trying to do everything yourself,
focus on activities you excel at, and consider delegating or outsourcing
everything else.
2. Prioritize your tasks - Limit time-wasting activities and interactions so
you can direct your attention to the people and activities that require it most.
3. Make time for yourself - If your workday never seems to end, establish a set time to unplug each day.
4. Plan a vacation - Plan and take regular vacation time to rejuvenate your body, mind, and spirit.
5. Practice self-care - Eat well, get enough sleep, and add exercise and meditation to your daily routine.

Insights
3 Fun Ways to Engage Customers on Social Media
1. Ask customers to submit photos of themselves enjoying your product.
2. Ask pointed (but fun!) questions.
3. Create a free download such as a white paper or an inspiring quotation.
The more your customers interact with you on social media, the more likely they
will be to help spread your message to their friends!
Visit our Insights blog at eliteofficesolutions.com/blog/ for more ways to engage
your customers. Need help with your social media? Contact Elite today!
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Follow us on social media or visit us online for
more small business solutions and marketing tips.

Solutions is published quarterly by Elite Office Solutions.
For address changes, to add a friend, or be removed from
our mailing list, email info@eliteofficesolutions.com.

Elite Office Solutions is "Your Total Office Solution"
Virtual Assistance

Marketing & Promotional Services

Our virtual assistants offer administrative and office
support. We're always available when you need us.

Our marketing specialists can help you expand your business,
increase brand recognition, and reach new customers.
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Brochures, flyers, articles, letters
Newsletters
Copy editing and proofreading
Research
Data entry
File management
Sourcing products and services

Marketing plan creation
Graphic design and copywriting
Website development and updating
Trade show and event planning
Print and promotional products
Logo design and branding
Email and social media marketing

Documentation & Transcription
Our team will convert your audio into documents – everything from medical, legal, and corporate transcription – including:
•
•
•
•

Independent medical examinations
Electronic medical records
Workers’ compensation
Court hearings and depositions

eliteofficesolutions.com
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Interrogations
Medical malpractice
Business letters
Conferences and meetings

•
•
•
•

Earnings calls
Podcasts and webcasts
Focus and research groups
Interviews
215-491-0400

