[bookmark: _GoBack]To:	Sue Smith
	Joe Harness
	Joel Davidson
	Caroline Wolf
		
From:	Amy Scott

Re: 	How to Start Your Own Word Processing Business from Home

	Thank you for agreeeing to participate as a member of our expert panel on the topic,  “How to Start Your Own Word Processing Business from Home.”  As panel coordinator, I have developed a list of topics we might want to cover. Because of the enormity of this topic, I have proposed to the AWPP Conference Committee that we break this into a number of two-hour sessions: including an introductory session and several more in-depth advanced forums.

	 I would appreciate any suggestions you may have. Please call me next week with your comments, or fax them to me at: (020) 8951 1166.


Overview of 
“How to Start Your Own Word Processing Business from Home”

Setting up a home office
	Naming your business: professional vs. “cute”
	Where to order affordable business cards, letterhead, and more
	Invoices and forms you need to have
	Checklist of other essential supplies
	
Hardware needed
	Computer: 
IBM compatible vs. Apple Macintosh
	Printer: 
When only a laser printer will do
	Scanner (optional): 
What to look for in a scanner; why this is a nice service to provide your customers
	Fax or fax modem (optional): 
The easy way to communicate with your customers. You can receive work, send proofs, receive corrections, and send estimates and bills with the touch of a button.

Choosing software
	IBM compatibles: 
Windows or MAC?
	Word procesing: 
Microsoft Word XP for Windows or Macintosh, WordPerfect 9.0 for Windows; Lotus WordPro Millennium Edition. 
	Accounting: 
Quicken, Timeslips, etc.
	Drawing (optional): 
From Windows Draw to Corel Draw 10, there’s a wide range of features and prices
	Presentation (optional): 
PowerPoint for Windows or Macintosh, Freelance Graphics, Harvard Graphics.

Marketing your services
	Advertising: 
Do you need an agency?
	Public relations: 
How and when to write an effective press release.
	Public service: 
When donating your time can pay off in the long run.
	Networking: 
Joining business organizations and meeting potential clients. 
	
Helpful publcations
Word Processing: Your At Home Career 
By Carla Walker Wilson

	Using Your Word Processor to Make Big Bucks
				By Judy Allison Granger

	Working at Home
				By Wilson Reginald

	Word Processing: Your Future is at Your Fingertips
				By Gordon Dithers

Business Etiquette:
			By Joseph Dream 
