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Your Business Digest
We are proud to announce the launch of this

digest to update members on forthcoming
events, news, views and information.

But its not just for members. It's for anyone
who wants to succeed with their business. And
if you aren’t a member but like what you are
reading then think about joining.

The Local Business Network was created 12
months ago and the launch was held at
Smooth, the Mediterranean Café on Swansea
Marina. Some of us came in black tie and we
enjoyed some great dancing. It was a memora-
ble event.

Since then we have evolved and grown.

Changing to the Local Business Forum we are
quite laid-back. Meetings are structured but
there is time for anyone to speak, time to dis-
cuss problems and successes. | only hear posi-
tive remarks about the way we work together.

The Forum welcomes all and offers support
and will help promote your business. We have
run the Swansea Business Show, introduced
the Local Business Card and are planning both
a Local Business Conference filled with infor-
mation to help you drive your business forward.

Today'’s on-line marketing technology and
ideas are striding forward with giant leaps and
bounds. You'll find know-how articles that will
help you promote your business using blogs,
video and podcasts etc.

Starting with a 26 page issue we depend on
your support as contributors and advertisers.
We are keeping the amount of adverts down to
no more than 30% of the total pages. The more
articles you write the bigger the readership.

As an e-magazine our print-run is unlimited!!
We will be distributed to as many businesses
as possible introducing them to both the maga-
zine and Local Business Forum.

We rely on you our members and readers to
contribute articles. When you do I'll give you a
free half page advert.
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Fight your way out of the recession

Mike Leahy

In a recent survey | read, something like
87% of all small businesses cut out adver-
tising when cash-flow becomes difficult. So
where do they feel they’ll get new busi-
ness?

Talk to any small business owner and you'll
usually get the answer “l don’t need to ad-
vertise. | get all my work through referrals”
“I've got so much work | don’t need to ad-
vertise”.

Quite honestly this is a load of tosh.
And if it were true think how much
more business you’'d get from adver-
tising and be able to grow the busi-
ness.

Think about getting all your business
through referrals. You might be the
most active networker. You might
always be asking for referrals. You
could be in the type of business that
works well with referrals. But | defy
anyone to show me proof that they
get all their business from referrals.

So you do need to advertise but you don’t
need to spend much. Think about the differ-
ent types of advertising and you'll be sur-
prised to find some really low-cost ideas.
Stick with this magazine and you'll learn
some great ways of creating new custom-
ers. But first you need to get back to the
basics.

So start doing the simple things well.

Make sure you follow up quotes and esti-
mates within 24 hours of looking at the job.
Answer your phone or get an answer ser-
vice because potential customers are in a

hurry and just won’t wait.

Tell everybody you see what you do. Ask

for referrals and get satisfied customers to
write a testimonial (or write it yourself and
get them to sign).

Go to networking meetings and organise

your personal network of contacts. Net-

working is a great pillar of marketing be-

cause you meet people face-to-face, it's

low-cost and you can influence people to
help you.

And look at your advertising. You need
to be able to monitor it and check that it
is bringing in sufficient orders to make
a profit. Can you get better value for
the same outlay.

Constantly look for new ideas and don’t
be afraid to copy ideas. You can’t copy
exact layouts and words but you can
use them as a basis for creating some-
thing for your business. Why not keep
a box file and start putting cuttings into
it with any ideas that you see and that
you feel are good.

Write press releases and tell the world
about new ideas, products, services, peo-
ple in your business, moving to new prem-
ises, gaining exciting orders and so on.

Box clever. Win more orders. Fight off the
recession. Join the Local Business Forum
today.

Even if you see problems now you can
overcome them. The only way is to do the
basic things well and to take positive action.

Any help? Call me on 07976 364681

SPREAD THE WORD

Please pass this to other interested business people

United we will win the war and grow our businesses
Join the Local Business Forum
Call 07976 364681 or go to www.localbusinessforum.org.uk
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Local Business Card Available now for FREE

Over the years there have been a series
of schemes to help consumers save or get
better deals. Some of the most memorable
were Green Shield stamps and Airmiles to-
gether with the Nectar card and in-store
cards such as Tesco’s loyalty card.

I well remember Green Shield Stamps
where you were given small stamps like
postage stamps which we then stuck in
books (about A5 size). There was a
catalogue and we looked through

and chose a “gift”. We then started
saving the stamps until we had suf-
ficient. It was really big business.

And | think that that this be-

came Argos whom we all

know today. By the way their

marketing is great but com-

pare prices and | think you’ll

find that they aren’t the

cheapest.

The Tesco's card takes us to a new level.
Every time we use the card it builds up a
better picture or profile about us. Cards are
a personal history and you may have no-
ticed that offers printed out with your re-
ceipt are personalised in that they are for
products that we have bought in the past. |
also remember the “Gainers Club” which
was pre computers. You had a directory
and personalised card which you showed
when you shopped at directory members’
shops, and in return you had a discount for
your loyalty.

The Local Business Card is the new card
that will save you money and bring you
added privileges. There is an on-line direc-
tory so you can look up merchants dealing
in what you are seeking and a regular
newsletter so you can see special offers.

As a member of the Local Business Forum
can have a card or offer discounts free.
That sounds pretty good to me and for
some will be a sound reason to join.

All you need to do is register. So go to the
website now. www.localbusinesscard.co.uk

Our aim is to offer a wide range of services
whether you are looking for web design, a
meal, conference room or car rental, pho-
tographer or health products.

The card is a key-fob so that you'll always
have it with you. And you don’t have to
show it before asking for a price. Get
the price first. We do
really want you to
have a good deal.

Ben Wheeler of Beach
Software has set the
website up working
closely with Matt Pugh of Star
in a Jar who designed everything relat-
ing to the scheme. | think it looks great
and is easy to use.

There will obviously be teething

problems so I'm encouraging you
to give it a try. If you have difficulties we
want to know so we can make improve-
ments.

Not a member of the Forum? Then you too
can register FREE for a limited period as
either as a card-holder or Merchant until
Christmas. Think about it! You can pick up
great discounts and offers without having
to pay the usual fee for a limited period.
But be quick.

Tell others about this scheme because the
more people involved, then the better for
everyone. In fact, as more people see the
window stickers and key-fobs then more
will be encouraged to sign up. We hope
this will become popular as it benefits eve-
ryone.
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If you think you getthe  best price
think again

The Local Business Card Is

THE only card you need

carry. And carrying it is easy

because it hangs on your

key-ring.

Look out for the window

sticker that invites you to

take a special discount or

offer.

Whether out for a meal, looking for a website,

want some printing or graphics such as a new sign,
banner or facia, want your accounts

Accounted, looking to get fit in the health centre and
your pocket than the Local Business Card is for you.
Inspired to help businesses sell or save and now
available to everyone this is a surefire winner.

Go to the website and sign up now. Normally £12.50
a quarter it's free if you register now (limited offer).
Sign up too if you want some really good marketing
for less than £1 week.

www.localbusinesscard.co.uk

The Business Card is FREE to Local Business Forum members. Sign up as a Merchant
and get more customers: sign up as a card-holder and make savings straight away.
Cards are despatched within 48 hours of registering.

All transactions are between the Merchant and Card-holder

Full terms & conditions are on the website.

Special : FREE uniil the end of the year if you register early
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Health & Safety - a Necessary Evil?

Health and Safety has become a dirty
phrase. One that seems to be a stumbling
block in all walks of life.

We now worry about our kids playing conk-
ers, being comforted by teachers: trees
with spine leaves cutting us: dustmen not
being able to pick up rubbish bags and
much, much more. Most of this being diffi-
cult to understand.

| feel that most of these mindless ideas are
brought on by over zealous council work-
ers sitting in their small ponds trying to be
big fish or afraid for their jobs.

So I'd ask you to question any health and
safety issue that you feel is adversely af-
fecting your business. Ask the simple
guestions “Why!” and “Can you show me
the wording or the actual legislation this is
based on?” And often the answer will be
vague and hang on the Health & Safety at
Work etc Act 1974. This is the umbrella
and outline upon which detailed legislation
is based upon or on which Approved
Codes of Practice (ACOPs) are written.

Now health & safety legislation in general
is good for everyone from employees
through employers and to contractors visi-
tors and the general public. It was originally
brought about to protect employees from
unscrupulous employers who put profit be-
fore safety. And of course in a pre-national
health society this did mean that if you
were injured at work, not only did you get
no free medical or financial assistance but
you probably lost your job as well. So not
so bad for the employer but terrible for
workers.

You probably don'’t realise it but the High-
way Code is a health & safety code of
practice that goes back a century. Think
what would happen if we decided not to fol-
low it’s rules and decided to drive on the
right, didn’t use indicators, ignored traffic
lights, drove on pavements or drove on the
outside lane on motorways when there is
no other traffic! Sorry! Isn’t the last one

And most new legislation still re-enforces
useful safety rules that would otherwise be
flouted.

So what do you have to do and what
should you do? And is it worth the effort?

What do you have to do? If you have a
business you must have a health & safety
policy and procedures. If there are 5 or
more in your business including directors or
partners then this must be in writing, must
be read and understood by all employees
and must be readily available for them to
read at any time.

What should you do? I'd highly recommend
that you have written policies and proce-
dures in place whatever the size of your.
Why, if there are a couple of you in the
business

Firstly as your business grows you'll al-
ready have a good framework in place that
you know is working. Secondly, you'll show
employees that you are taking their safety
seriously.

Importantly, thirdly you'll be set up to deal
with large contracts. Nowadays you usually
have to include health & safety information.
Be prepared and you’ll have a better
chance to succeed.

And Fourthly you may find that you can get
a discount on your insurance if you can
show a satisfactory health safety policy. In
addition, if you make a claim you’ll find the
best support you could have is a suitable
policy or procedure in place.

So there are 4 good reasons for having the
paperwork in place apart from employee
safety!

Now what should you include?

It shouldn’t be a copy of another compa-
nies. You can take another policy and
change it to suit your business. It should
give names of those taking responsibility
and it should have a date for review which
shouldn’t be more than 12 months.
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Health & Safety - continued

You can put this together yourself but go
to a qualified consultant and they’ll write a
bespoke policy for your business and com-
ply with legislation. This shouldn’t be
costly. You might also consider employing
the consultant to deal with queries and
problems that might occur on-going.

There are also alternatives such as the
Federation of Small Business who include
a free advice line as part of membership.

www.health-and-safety-adviser.co.uk are a
local independent consultancy.

Small points to remember.

If there are 5 or more working in the
business including directors , partners
or owners then you must have written
policies and procedures which are
readily accessible to all staff. The leg-
islation doesn’t mention if you have
under 5 in the business but take it for
granted that you must have policies
and procedures, even if they aren’t
written.

You must have your health & safety
statement on display showing the
names of those who are responsible.

There is a new Health & Safety
poster which you can purchase. How-
ever you can still use the old version.
Both have to be filled out and dis-
played in a prominent place.

You don’t have to have first aiders if
you are a low risk business and the
emergency services are close-by.
You do have to have appointed per-
sons who are responsible for keeping
the first aid box filled, checking the
accident book is completed, complet-
ing any other documentation and con-
tacting the emergency services.

If you work outside your premises you
must carry your own accident book
and first aid kit, although you can use
another businesses if it is offered.

It is often Insurance Companies that
insist on extra safety rather than
health & safety legislation because
they want to protect themselves from
claims where possible.

Heath & Safety saves lives and prevents
injuries.
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Join the Successful Business Mutual Help Community

The Local Business Forum is new, is different and is working for our members. We’'ve now
got some experience as we launched a year ago.

Different in that we support each person within the group to help them reach their targets
and goals. Different in that we are relaxed. Different in that the annual membership is just
£250

Working for our members in that everyone can showcase their business and are en-
couraged to build up a large personal network.

Working for our members by discussing their problems and successes, goals and tar-
gets and looking for ways of overcoming or reaching them.

Interested? Joining is simple , just complete the membership application form over-
leaf.

Meetings are twice monthly. We want to grow by opening up other Groups in different ar-
eas. Membership gives you access to all Groups, all meet  ings.

Meetings allow all members to showcase their business. There is then usually an open
meeting to discuss local and individual personal issues. This is followed by a member or
guest speaker giving a detailed insight into their business or explaining an issue that is im-
portant to other members. Then there is general networking, as in talking and building up
trust in each other.

Members are encouraged to work with other members on joint promotions and ventures.
Special groups are encouraged and these can meet separately

Benefits to you?
Free page on the website to promote your business
Opportunity to promote your business to a wide range of businesses
Low annual membership fee
Mutual help Groups means you get help with your business
Privilege benefits with the Swansea Business Show
Free reqular full-coloured A4 e-magazine “Your Business Digest” brimming with arti-
cles, stories and know-how pertinent to your business.
No need to bring along referrals to meetings but recommendations and introductions
are welcomed.
Special offers and discounts from other members
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Join now and reap the benefits.

Once you've signed up you can recoup your membership fee by introducing new members.
Every time you introduce a new member and they've paid up you'll get a £50 Finder Fee.
So four sign-ups will not only pay for your annual membership  but do four people a real
favour. We want to grow and the Finder Fee is our way of thanking you and showing our
appreciation. Remember! You will be helping each person you introduce.

FREE Web page

You can set up your own free web page on the site whether a paid-up member or not
(although this is a limited offer). Just go to the site www.localbusinessforum.org.uk sign up
using an e-mail address and password, then just follow the instructions. Your page can be
changed or updated at any time and is in plan English, no computer language is neces-
sary. In fact, if you have any queries or want some help I'm here for you.

Our pro-active website is filling with member pages, photos & video, forums & blogs. There
is an Event page where you'll find not just our events but others too.

There will be many other features on the website so watch out for further information.

FREE “Your Business Digest”

The ultimate magazine for your business. More editorial than adverts . ideas that will help
you improve your business management and turnover, finances, health & safety, and hu-
man resources and much, much more. A4 size, full colour e-magazine, which means there
are no print costs so we can give you really low cost advertising.

There is an opportunity to advertise at low, low investment. For example a full page advert
for paid-up members is just £40. Ask about other size adverts. We plan to distribute to
members and local businesses through as many e-mark eting streams as possible

Swansea Business Show

Not just another exhibition but a place to build new joint ventures, meet and make new
customers and to invite existing customers to meet in a great environment. Special stand
prices for members that can be beaten.

Finally, | believe that this is a great opportunity for you to take networking to a n ew
height . To work with a group that is interested in you and your business. To work getting
joint ventures up and running. To work towards growing your business, increasing profits
and improving cash-flow. At just £250 a year and FREE meetings including refreshments
can you really afford to miss out. To join just complete the membership application form
overleaf and send it off with your cheque for £250. Deferred payment is available.

| really look forward to seeing you at meetings and helping you and your business. Should
you have anything that you'd like to discuss do call me on 0 7976 364681.

Kind regards

-
Mike Leahy
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Local Business Forum
Membership Application Form

| apply for membership of the Local Business Network and

agree to abide by the aims, ideals and rules as outlined at
the bottom of this form. These may change as the Network evolves. As a
member | understand that my annual fee will be £250 per annum.

Name
Business

Address

Postcode
Landline
Mobile

e-mail

Sign
Date

Annual membership is £250. Meetings will be held regularly twice a month but the time and venue will be
set by the Local Organiser and group. Meetings must include an opportunity for every member to promote
their business in a 45 second slot and there will be brain-storming session. Leads and referrals are wel-
come but not essential. Each meeting will be sponsored by a member who will give a 20 minute presenta-
tion about their business. The sponsor charge is £50 to cover room hire and light refreshments. Shortly
each member will be issued with a card and can visit other groups, paying just the meeting fee. The Net-
work is for the mutual benefit of all members who will have a FREE profile on the www.
localbusinessnetworking.ning.com and are encouraged to take part in the forums. The Network was cre-
ated and is organised and managed by Mike Leahy, 9 Eastbourne Grove, Sketty, Swansea, SA2 9DR. Tel:
01792 549803, whose decision in any dispute will be final. Errors and omissions excepted. Your input is
welcome and appreciated
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Proof Reading Tips to improve your readability

By Matthew Pugh of Star in a Jar design consultancy

Proof-reading is the key final element of
successful copy-writing. You can have the
most persuasive headline in the world, but if
you have a typo in the middle of it, you will
distract people from absorbing the message
you're trying to convey.

But there are some simple ways to suc-
cessfully proof-read your material and avoid
the reputation-damaging embarrassment
caused by mistakes.

1) Don’t rely on on-screen spell-

checkers.

They’re a useful tool, but a spell-checker
won't be able to tell you whether you're us-
ing the right “their”, “there” or “they’re”.
Grammar checkers are usually very limited
in their application. Unfortunately when it
comes to proof-reading, there are no short-
cuts.

2) Take a break.

If you've been staring at a computer screen
or reading and re-reading your article for
hours, you'll start to miss spelling errors
and bad grammar. Extraneous words often
creep into your text when you do multiple
revisions, but because you’re so familiar
you simply don’t see them. So, take a
break - at least half an hour - and come
back to it fresh.

3) Double and triple check your head-
lines, titles, chapter headings and so on.
Most highly visible mistakes happen here
because you're so busy looking at the body

copy, you don’t actually read the headlines.

4) Start at the bottom and work up.

It's time-consuming, but when you read a
document backwards, you have to read
each word individually, and that’s when you
notice the hard-to-spot typos (like writing
‘order from’ instead of ‘order form’l)

5) Get to grips with grammar.

If, for example, you don’t know when or
how to use apostrophes, then it's time you
learned. Any basic ‘teach yourself’ guide to
English Grammar will contain a relevant
section. Buy yourself a copy and read it
regularly.

6) Always proof-read your copy again.
Make sure you proofread again when your
designer gives you proofs back before they
go to print. Without wishing to be mean to
Graphic Designers, they often see copy as
blocks of text which need to be slotted in
and around the design. As a result full
stops, words, and even sentences, might
get ‘lost’ during the design process.

7) If you don’t have time to do it your-

self, hire someone.

Professional proof-readers are fairly easy
to find (just Google them) or ask a friend,
colleague or business associate. Here at
Get the Writing Right, I'm always happy to
provide quotes for proof-reading. Just give
me a call. Matthew Pugh, www.starinajar.
co.uk

Write articles and grow your business

Write articles and get them published on the internet with your name, website address and
bye-line. Make them available for anyone to use provided they use the links and your
name. Learn to become the expert and you'll get new people to your websites through

these links . Make your articles information or interest, no sales pitches. Show that you are
knowledgeable on your subject. Build up trust in what you do ad your business. Use spell-
check and get someone to read and correct if necessary.

Yet another example of helping you build up an e-marketing list, new prospective custom-
ers and cementing established customers.
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Swansea Business Show
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continued

From concept to completion the Swansea
Business Show took just 12 weeks and was
staged on Friday 15" May at the Dylan Tho-
mas Theatre from 10am until 5pm. This is a
classic example of how local businesses can
come together and work to a common goal —
beating the Credit Crunch.

There were 49 South Wales businesses with
a wide range of products and services looking
to sell or work with other exhibitors or visitors.
The Show was the brainchild of Mike Leahy
who runs the Local Business Forum and who
helped organise the Federation of Small Busi-
nesses Road to Success Show last year. Un-
fortunately the FSB have had other priorities
this year as South Wales hosted their annual
National Conference at the Celtic Manor and
were heavily involved.

It was at a Forum meeting back in February
when some members were feeling the effects
of the national economic climate that the idea
of running this Exhibition first took root.

Mike Leahy explained “I'd worked on both the
previous two years exhibitions and found they
were really successful. My members were
aware that the FSB were unable to have a
Show this year and it seemed obvious that
the Local Business Forum should pitch in and
take some positive action. When | floated the
idea at the meeting it was like a light being
switched on. The meeting atmosphere sud-
denly electrified and everyone was very posi-
tive.

“This positive feeling has just escalated
through the weeks and the Show has been
promoted to members of The FSB, Mid &
West Wales Chamber and the Best of Swan-
sea and Neath so that probably more than
10,000 e-mails were sent out. And a week
before the show | suddenly found that we had
run out of stand space. What an achievement
by the Local Business Forum.”

Exhibitors were both large and small, and the
number of Government Agencies can be
counted on one hand so that this is truly a

business-to-business Show ranging from
the largest car rental company in South
Wales, through web designers, an Indian
restaurant, African outside caterer and
Starbucks with food tasters, human re-
sources and plumbers, graphic designers
and international artists, an incredible For-
mula racing car simulator, the major recruit-
ment company for disabled people sign
companies and video producers, health &
safety trainers and marketers, Mrs Bucket
Cleaning and Maintenance, and both SIFE
and the Bright Futures Students’ Society
from Swansea University, together with
Uni-bus — the network bringing Swansea
University and local business together. And
much more.

On the government front the E-crime team,
the Welsh Assembly and South Wales Po-
lice Force working in partnership, will be
available to talk about all types of problems
local businesses are facing when they use
the internet. This is becoming a major prob-
lem and the Local Business Forum fully
backs and takes positive action to support
and promote the small E-Crime team. If
you have a problem go to the Show and
talk to John Cherry or Karen Burch.

Speed Networking was a great opportunity
to meet other business people so a room
was set aside and sessions took place
throughout the day. The big problem is that
often visitors don’t talk to other visitors and
this is a classic route to overcoming this.

There was a good turnout at the Show and
free tickets could be reserved at
www.swanseabusinessshow.co.uk, other-
wise there was a £5 admission charge.
Some free car parking was available in the
car park by the Dylan Thomas Centre sup-
ported by the Swansea Council
Mike Leahy told me that he was amazed at
the local business reaction. “I couldn’t be-
lieve how everyone has pulled together.
Running an exhibition stand is not just a
(Continued on page 14)
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Swansea Business Show continued

(Continued from page 13) liking and trusting someone before buying.

guestion of sitting there and waiting for Bringing business together through both the

visitors to stop. You have to interact and Show and the Local Business Forum is cer-

that is why | offered every exhibitor a tainly helping. Mike went on to say

copy of my cd ‘Running a Successful “Connecting people, supporting and promot-

Exhibition Master Class’ which consists ing each other is a sure-fire road to success

of a video filmed at the Liberty Stadium and that’s what | work towards on a daily ba-

and a 62 page downloadable book to- sis.”

gether with an mp3 of the video for lis-

tening to in the car’. | was anxious to do And he finished by declaring “The Show will

everything to help my members and the run again next year but be much bigger and

exhibitors in general” even better. | hope that the FSB will be as
supportive as we have so many joint mem-

Even before the day, this exhibition had bers as both exhibitors and visitors.”

been successful for some members who

have promoting it are already seeing an Swansea Business Show 2010 will be

upturn in their business just through talk- held at the Swansea Leisure Centre in

ing to others about it. Oystermouth Road on 12th March.

Watch for more information go to
“Positive action” and “by association” are  www.swanseabusinessshow.co.uk. This

probably the most important attributes exciting event will be twice the size of
for successful business in today’s diffi- the 2009 Show and is sponsored by the
cult economic climate. Marketing has Federation of Small Businesses.

changed from “Go out and sell!” to a new
(to some) way of building up knowing,

We are all looking for a bargain. We all want to cut costs and yet get the same service. It's
not always possible but here’s somewhere that is really trying.

Looking for a room to hold training, have a network event, presentation, committee meet-
ing, seminar, social event, breakfast meeting, for interviewing or to stage an exhibition?
Perhaps you just want to sit in the coffee lounge and have a one to one meeting?

The Dolphin Hotel is ideally situated in the heart of the city and offers excellent facilities at
a reasonable cost. Rooms for simple 1-2-1 interviews, boardroom style of varying size,
theatre style up to 300 and banqueting for as many as 280.

Call Chris Whiling, the General Manager, who will be pleased to personally show you the
facilities and discuss how to best meet your needs. You'll be pleasantly surprised at the
hire rates and | have negotiated with Chris special incentives when you mention the Local
Business Card. A free welcome coffee/tea and biscuits for each delegate at your first
event, a first-class lunch freshly prepared by the chef at a snip of a price and a very warm
welcome.

Call in and have a look around. You won’t go far wrong.
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Leisure Centre, Oystermouth Road, Swansea

Friday 12th March 2010
10am til 4pm

Following the success of the first Swansea Business Show the 2010
Show will be bigger and better. Over 100 stands of  varying sizes
This will be the major business event in South Wale s

Book and from 1st September Food Hall, Climbing Wall
Concession rates for Local Business Stands, Goodie Bag
Business Forum and FSB members Speed Networking
of first 50 stands (may be extended) Virtual Exhibition Opportunity

So register your interest now at Show Guide
www.swanseabusinessshow.co.uk Action & Activity

% & ()

)

Get your copy of this 37 minute video filmed in front of a Federation of
Small Businesses audience at the Liberty Stadium. - a 66 page
downloadable book crammed with information and ideas on how to
prepare, carry out and follow up an exhibition stand for maximum re-
sults without having to overspend.
This is a chance to build up new business through new contacts and
referrals. This is the time to cement ties with old customers so they
continue to use your Company.
Unfortunately, many people take stands, don’t know how or can’t be
bothered to do the groundwork and miserably fail by falling flat on their
faces having no return on their investment. That investment is not just money but the man hours in-
volved in organising and manning the stand. You can always see these people. They sit behind a
desk on the phone looking glum. An exhibition stand is like a stage and you’ve got to put a great
show on or you'll just get ignored.
Order from this magazine, save 25% and get  free post and packing. Just £14.94 inc.
Send your order to Mike Leahy, 9 Eastbourne Grove, Swansea, SA2 9DROr go to the special
page .............. ...t iiiiiiiiiiiienea....... @nd order on-line
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Networking Questions to Ask

AuGgusT 2009

Quotes to remember:
“To help other people you must help your-
self first”

“Man is not an island”

| think these two quotes go well together
and apply to networking. You might be at-
tending networking meetings and you may
be encouraged to give leads to others but
you’'ve got to encourage the others to pro-
mote you. This is not a get-referrals-quick
route but a get-referrals-ongoing-that-pay
way. You build up trust through getting oth-
ers knowing, liking and trusting you. We
aren’t islands, we do need other people and
so networking is important and a great way
to generate new business without spending
great wads of money on advertising.

Business networking is much more than
your 1 minute pitch, having a breakfast and
then waiting for referrals to stream in. It's
about awareness, giving, supporting and
working together for your mutual benefit. To
reach that end you have to learn about
each other and get to like and trust. You
won'’t be able to get satisfactory referrals for
someone you don’t like or trust and you
won't feel very happy either.

Remember that some relationships work
whilst others won't. If it isn’t going to work
then move on after you've given it a try.
And don’t take people on face-value, build
up a steady reputation. We've all seen the
dynamo networker who spends a few min-
utes with everybody talking about his busi-
ness but not listening, bragging about his
successes and then disappearing on to the
next person, leaving a wake of business
cards. Is that the sort of person you want to
work with?

You need to be aware about any busi-
nesses you are going to support and rec-
ommend. You need to know about the per-
son so that you like and trust them. It’s just
not sufficient to pass leads across because

your reputation is on the line. And you don’t
want to waste time introducing businesses
if they can't fulfil orders or won't

meet the standards of the prospect.

Networking isn’t just passing on leads and
introducing business. It can be about mu-
tual support. We all need more than just a
stream of prospects. Perhaps you are look-
ing for a good plumber yourself, you want
to find a suitable venue to hold seminars,
you might want to know what makes a
good sales letter or perhaps you are look-
ing for a new employee and would like
someone who can be recommended.

1. What is the biggest problem you are fac-
ing right now with your business?

2. What do you need to resolve that prob-
lem?

3. Are there any alternatives or do you
have any options?

4. Who could help?

5. What would they need or have to help
and how could they benefit?

6. What are you doing right now to over-
come that problem?

7. What are 3 other issues within your busi-
ness that you need help with?

8. What is the next step that we should
take? This has to be a two-way relationship
SO open up about what you need or are
looking for. If you are going to set up joint
referral support then you need to know
about the other business’s offer, what type
and size customers they are looking for and
an indication of the cost. Remember, you
aren’t going to sell for them.

You are selling them as a supplier. You
need to know the costs involved although
you should never mention costs on behalf
of someone you are working with but you
want a feel. You want to make sure any re-
ferrals you make are strong and can pro-
gress because the prospect can make the
decision, has the funds and needs or wants
the product.

To get the information necessary to recom-
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mend someone you need to really know
what they offer. Ask them:

1. Who is your ideal customer?

2. What size business would they be?

3. What particular market segment would
they be in?

4. What in particular would they be looking
for?

5. How would you benefit them?

6. What sort of ball park cost would that be
to them?

7. Tell me about your business and why |
should recommend you?

8. What is your experience?

9. Do you hold any relevant certificates or
won any awards?

10. Can you tell me about some of your cus-
tomers?

11. Do you have any testimonials?

12. Is there anything | have overlooked or
that you want to tell me. Once again tell the
other person about your business and ideal
prospects.

This may seem like a lot of extra work.
And yes it is. But provided the other per-
son puts in the effort too, then it will bring
in rewards.

Next time we’ll look at ways to promote
other businesses without distracting from
your own sales efforts. This series will
show you how to really benefit from net-
working by producing more sales, reach-
ing your goals and mutual group support.

Coming soon

“How to Network” cd

When most people network they just
waste time and don’t truly benefit from
the experience. This cd consists of a
video filmed at the Grand Hotel, Swan-
sea plus a downloadable book . Tone-up
your skills and make each meeting work
better for you. Filled with practical ideas
that will put you light years ahead and
profit in your pocket.

Your Business Digest Get a FREE advert

& % 4
0 .787292:2:-
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Some Unusual Useful Ideas to Try

1. STOP SELLING?!?1?

Too many people sell rather than tell. You
need to tell about benefits because that’s
what they’ll buy. Can you make it so they
must have the item, or if a business then
really need it , although you can still ap-
peal to the Managing Director’s vanity.

2. START LISTENING

Become the best conversationalist by lis-
tening. Listening is an art. You need to
relax yet concentrate. What do most of us
do? We often think about what we are go-
ing to say next and usually miss the point
of what the other person is saying. And
show your interest by nodding, agreeing
and showing your interest. It can be hard
work at first but practice makes perfect.
Everyone likes to talk and express their
opinion. Be the speakers best friend and
listen. | guarantee you’ll do more busi-
ness.

3. KEEP IT SHORT

When selling don’t waffle on. It's too easy
to say to much but often difficult to be fru-
gal with words. say as little as you need
to satisfy the buyer and gain the order.

When pitching concentrate on being pre-
cise. If you waffle you lose the other per-
son.

4. ASK FOR REFERRALS

Every time you talk to a prospect (even if
they don’t buy) you should ask “Who do
you know who could use this . .. " and
get a pen out to write. A bit of pressure
often works wonders. When you have
those referrals, and try for at least two,
then call them and say “David Jones (use

Presenting yourself when presenting to an audience.
self when giving a sales pitch. Presenting yourself

“Interviewing & Presenting” training 1-2-1 or in gr
add a new dimension to all aspects of your business :
Call Mark Bennison on 07545 323380

the prospects name) suggested that you'd
be interested in . . . * So immediately
you’ve built up rapport and have in-
creased your chance of selling by 1000%.

5. TURN YOUR PHONE INTO A BUSI-
NESS DIRECTORY

You've probably got all your contacts
listed under their names for convenience.
Good thinking because it's easier to lo-
cate anyone.

but. ..

... Why not start listing your business
contacts under their trade as well and
continue to build this list of all those you
are networking with. Then, when some-
one asks if you know a good plumber, ar-
chitect or web designer you don’t have to
think. Phone memories are usually big
enough to list out hundreds.

Think how this will affect your relation-
ships. You will rise in other’s estimation.

6. UNUSUAL BUT EFFECTIVE

Why not give out a contacts card at the
same time you give out yours. Or even
give out that contact’s card to people you
know. And use a positive statement such
as “If you are ever looking for a good es-
tate agent then | can certainly recom-
mend John”

7. HAVE A PRINTED “WISH LIST”

Develop a list of companies you want to
do business with, have it headed “can you
help us”, put your logo, your name and
your contact number at the top, have it
printed large and take it to networking
events

Presenting your-
to your staff.
oups. This can really
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Proof Reading Tips to improve your readability

By Matthew Pugh of Star in a Jar design consultancy

Proof-reading is the key final element of
successful copy-writing. You can have the
most persuasive headline in the world, but if
you have a typo in the middle of it, you will
distract people from absorbing the message
you're trying to convey.

But there are some simple ways to suc-
cessfully proof-read your material and avoid
the reputation-damaging embarrassment
caused by mistakes.

1) Don’t rely on on-screen spell-

checkers.

They're a useful tool, but a spell-checker
won't be able to tell you whether you're us-
ing the right their, there or they’re. Gram-
mar checkers are usually very limited in
their application. Unfortunately when it
comes to proof-reading, there are no short-
cuts.

2) Take a break.

If you’'ve been staring at a computer screen
or reading and re-reading your article for
hours, you'll start to miss spelling errors
and bad grammar. Extraneous words often
creep into your text when you do multiple
revisions, but because you're so familiar
you simply don’t see them. So, take a
break - at least half an hour - and come
back to it fresh.

3) Double and triple check your head-
lines, titles, chapter headings and so on.
Most highly visible mistakes happen here
because you’re so busy looking at the body

copy, you don’t actually read the headlines.

4) Start at the bottom and work up.

It's time-consuming, but when you read a
document backwards, you have to read
each word individually, and that’s when you
notice the hard-to-spot typos (like writing
‘order from’ instead of ‘order form’!)

5) Get to grips with grammar.

If, for example, you don’t know when or
how to use apostrophes, then it’s time you
learned. Any basic ‘teach yourself’ guide to
English Grammar will contain a relevant
section. Buy yourself a copy and read it
regularly.

6) Always proof-read your copy again.
Make sure you proofread again when your
designer gives you proofs back before they
go to print. Without wishing to be mean to
Graphic Designers, they often see copy as
blocks of text which need to be slotted in
and around the design. As a result full
stops, words, and even sentences, might
get ‘lost’ during the design process.

7) If you don’t have time to do it your-

self, hire someone.

Professional proof-readers are fairly easy
to find (just Google them) or ask a friend,
colleague or business associate. Here at
Get the Writing Right, I'm always happy to
provide quotes for proof-reading. Just give
me a call. Matthew Pugh
www.starinajar.co.uk

Write articles and grow your business

Write articles and get them published on the internet with your name, website address and
bye-line. Make them available for anyone to use provided they use the links and your
name. Learn to become the expert and you’ll get new people to your websites through
these links. Just make sure your articles are informative or interesting. Don'’t let them be
sales pitches. Get them checked out by a friend and do a spell check.

Yet another example of helping you build up an e-marketing list, new prospective custom-

ers and cementing established customers.
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Eating out can save

money!

Want a great meal?

| called in a Zaal’s restaurant at Sketty
Cross today hoping that Jack, the co-
owner would be able to sit down and
discuss an idea | had for him.

Wednesday used to be a quiet day so |
thought “No problem” but was | wrong or
not!

It was packed

and Jack was run

off his feet . Was

he complaining?

No he was trying

to catch his

breath. Apart

from a restaurant

full of diners there was a steady flow of
callers for take-away meals.

| can tell you right now that the food is
delicious—and that draws diners in. But
there is also a great atmosphere and the
service is second to none—attentive but
discrete.

And what’s more you'll get free pa-
padums and chutney tray plus a 10%
discount when you use the Local Busi-
ness Card. Incredible value.

Apply for your Local Business Card to-
day at www.localbusinesscard.co.uk. It's
free until Christmas if you register now
but hurry this won’t last long. And you’ll
start saving tomorrow. You can pick up
a card from Zaals. Call in any evening
except Mondays.

4

6

Don’t be lulled into a sense of false security. If you are doing well still strengthen
your sales and marketing and cut out any unnecessary costs. Make sure you

keep on top of collecting monies and be creative.
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Events & Information

Local Business Forum Forthcoming Meetings.
Meetings are held at the Dophin Hotel, Whitewalls, Central Swansea.
2nd & 4th Wednesday each month ~ Time 6 for 6.30 until 8.30 evenings

Paid-up members £3 Guests £10
Full details are on the website  www.localbusinessforum.org.uk
Meetings are scheduled for:  12th, 26th August, 9th 23rd September, 14th, 28th October
Agenda for each meeting will include:

1. Meeting with other members, Spotlighting your business, Presentation, General Fo-
rum, Close at 8.30

Members could arrive earlier or continue to work with others afterwards, coffees/teas etc
are available from the bar.

Guests are particularly welcome on any evening.
An Open Evening is planned before Xmas.

If you'd like to give a presentation at one of the meetings contact Mike Leahy . It should
last no more than 20 minutes and should be informative but include what members need
to know about your business to promote it.

Your input is invaluable. Please tell us about any events you are running, help you
want from members, new ventures you are starting, ¢ hanges in addresses, phone
or e-mal detail and anything that might be of inter  est to other members.

CLASSIFIED

Want to sell something? Rent out a property? Looki ng for something
for your business? Have services you'd like to bart er? Put a classified
up to 50 words and small photo here for less than a fiver.

Evacuation Chair for Sale almost new half price £35 0. Free training if purchaser lo-
cal. Comply with legislation on upper floors. Tel O 7976 364681.

Some bi-lingual tactile signs Disabled toilets, rec eption, lift, ground, first and sec-
ond floor etc with raised text and Braille. Self-ad hesive. Blue with white text and
white border. £7 each including post and package. T el 07976 364681

Plants for Sale. Architectural and garden plants. C  ontainer planting and mainte-
nance. Garden Design. By the professionals. Call Ro b or Andrea on 01792 406161 or
07788 988857
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How to make a podcast for less than £5

Modern technology moves at a staggering pace. |
can actually remember making a crystal set in
around 1950 and lying in bed with my ex RAF
headphones on listening to Dick Barton, Special
Agent. | can remember a friend making a basic
recorder that was the size of a packet of 20 ciga-
rettes using small tapes that he’d made by cutting
down tape from a reel-to-reel tape. | can remem-
ber my first job in a bank where we wrote up the
ledgers by hand using a fountain pen and where
we had one mechanical calculator because there
were no electronic ones! | can remember buying a
musical pocket calculator in about 1968 and
showing it around as a marvel. | remember being
given an original Japanese Walkman the year
they were first manufactured. | remem-

lowing you to add in

music sound effects
together with more
voice tracks.

When you download

you'll be directed to
pick up another bit of software called Lame. Just
follow the instructions.

Buy a cheap microphone. My first was about £3
that | bought at Maplin. I'm now using a micro-
phone that still only cost £19 and is a clip-on with
around 2 metres of cable. Make sure it has the
right jack-plug to fit your computer “sound-in”
socket.

ber making radio style programmes and
sending them out to friends on cas-
settes.

How technology has changed.

Now you can produce a professional

“Initially quality is

actually producing &

ow plug in, get Audacity up on the screen,
hit the record button and away you go.

less important thany Just speak into the microphone. When

you've finished hit the stop button on Au-
dacity. Then press the play button and lis-

recording” ten

Now here are two things to bear in mind.

quality radio show, an audio postcard or newslet-
ter and have it available world-wide to download
for listeners to hear in their car, whilst our walking,
at their desk or in bed. And this can be recorded
on something about the size of a credit card and
not much thicker.

So how can you produce a podcast for just a few
pounds at your desk? Today I'll tell you about the
equipment and software you’ll need and how to
get basic recordings. Next time we’ll go into edit-
ing, good content and presentation. The third seg-
ment will be about how to use podcasts to build
up customer loyalty, increase your visibility and
generally make the most of your recordings.

So how do we start?

All you need is a computer (pc or laptop),
some free software, free copyright free
music and a cheap microphone. Later
you'll certainly want to buy a better mi-
crophone which may set you back

about £150 and if you start using a

radio microphone then around £450.
You'll also want to get some copyright
free music and possibly sound ef-

fects.

The software | recommend is Audacity at www.
audacity.co.uk. This is the most popular, is free,
simple to use , and can edit to a high degree, al-

Remember that banks are not our friends. They only
When times get bad they are predators of the worse
out for hidden rising interest rates and other char

Firstly we always find fault when we hear our-
selves: and secondly your first efforts will un-
doubtedly be a disappointment as far as quality is
concerned. But take no notice of either.

You'll get used to hearing your voice and begin to
like it, and anyway your confidence and diction will
improve. You'll also get technically better and I'll
be telling you about hints and tips that'll improve
the way you record. But more importantly, quality
is less important that actually making the effort.
Now why not keep a copy of this first recording to
refer back to as you progress. On the “File” drop-
down menu click on export, decide where you
want the file to be and save as an MP3 file so it
can be played on any MP3 player.
I
am now producing a short video training film
that shows you how to make a simple re-
cording. Watch out for more info.
AudioResources

www.audacity.com

Make a podcast. It's easy. The leading

FREE software. There is plenty of help-

ful instruction around.
For individual help call Mike Leahy on
07976 364681

want you to believe that.
kind. And right now watch
ges. You have been warned.
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What's your biggest problem or worry?

Every business owner and manager has a BIG worry or problem that
causes unnecessary stress. Many are in denial orwo  n’t do anything
about it. And the sad thing is that in 99% of thet  ime these BIG worries or
problems can be resolved fast and painlessly. What' s your biggest prob-
lem or worry?

If you don’t want to openly tell us about it that's fine. But if it's some-
thing that we can help you with then call me in the strictest confidence. |
will try and help. I'll try and help you one-2-one or guide you in the right
direction.

If it's something that is common with others then w e may be able to set
up a discussion group and find some answers: withou t others knowing
that it's your worry or problem.

And once you've talked to someone (me in thisinsta  nce) you'll feel bet-
ter, even before we've come up with an answer. Eve  n if you just want
someone to listen get in touch. Just talking throug h a problem can help
you find your own solution.

Take back control in your life. Call me now.
This is another service for Local Business Forum me mbers.

Call or text me , Mike Leahy, on 07076 364681 or e- mail me at
ask@mikeleahy.com.

Remember! A problem shared is a problem halved

o 3
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Leading local company Aquatherm offers
full system design, installation, commis-
sioning, servicing and maintenance of
plumbing, heating and gas services.
Comprising of a small but friendly team,
serve the local people of Swansea, Llanelli,
Neath & Port Talbot , and surrounding ar-
eas. Aquatherm offers free domestic esti-
mates and advice , including health
checks. They work for both domestic and
commercial clients providing twelve
months labour guarantee , with a unique
selling proposition “When Pride Comes
Before Profit ” and their business ethos is
“Punctual, Clean, Efficient ”

Call Tony Nash of Aquatherm Plumbing
& Heating on 0845 263 2547 NOW.
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1)

Whitewalls, Central Swansea

3 955))

Great personal
service putting you first

5673 8455







