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Follow your Dreams! 
 
The business climate has been pretty turbulent recently, with the 
banking crisis followed by a downturn in the economy.  
 

What does this mean? 
 
Firstly, you’ve got to hang on to your dreams, they still exist whatever 
else is going on around you. Don’t lose sight of what you are trying to 
achieve, stay focused.  
 
Secondly, in a changing economic climate, be prepared to be flexible 
and ready to adapt to whatever life throws at you. Now is the time to 
be strong.  
 
To help you address what’s important, we’ve put together a “tough 
times” checklist to focus on the actions necessary to shape up. 
 
If you need to discuss what’s important to you right now, please 
remember we are here and willing to listen. 
 
 
Whatever happens over the next few months, please remember we 
are here to help! 
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5 Top Time Management Tips 

1. Delegate - Divide your work into 

what you must do and what others 

can do for you.  

2. Organise your work space - 

Categorise all paper on your  “To Do" 

list. Consider a less paper office and 

use an electronic filing system where 

everyone knows how to retrieve it.  

3. Incoming calls break concentration -

 Use voicemail for 2 hours per day. 

Stack up calls and deal with them in 

a batch at a convenient time to you.  

4. Manage outgoing calls - Group calls 

and set aside a block of time to make 

them.  

5. Junk Email - If you get lots of 

irrelevant emails, take the time to 

remove yourself from the 

distribution list or send to your junk 

mail folder. 
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Tough Times Are Ahead? 
All the economic indicators tell us that we are looking at some tough trading times 
ahead. In that regard, we have prepared a “Tough Times Business Checklist” which 
we hope you will find useful as you look at ways to keep your business successful in 
this environment. 
 
Please review the ideas we have presented and talk to us about how we can help 
you with implementation.  We have helped a number of clients recently to control 
their costs and maintain their revenue base. 
 
What is really important is that you take steps now to make sure your business is 
“ship shape and Bristol fashion”. 
 
Please let us know if you need help. 

 

No.  Action Item Completed 

1. Review your Budgets and set realistic and achievable 
targets for 2009. 

 

2. Get rid of can’t pay/won’t pay customers.  

3. Review debtors list and chase up overdue invoices.  

4. Offer existing debtors extended payment terms and/or 
discounts. 

 

5. Make sure your terms of business contain explicit 
payment terms. 

 

6. Assign responsibility to one individual for invoicing and 
collections. 

 

7. Agree extended payment terms with all suppliers in 
advance. 

 

8. If appropriate, review banking facilities and discuss 
future needs. 

 

9. Put extra effort into making sure your relationships with 
your better customers are solid. 

 

10. Review and flow chart the main processes in your 
business (e.g. Sales processing, order fulfilment, 
shipping etc) and challenge the need for each step. 

 

11. Encourage team members to suggest ways to 
streamline and simplify processes (e.g. sit down and 
brainstorm about efficiencies and cost reduction). 

 

12. Review your list of products and services and eliminate 
those that are unprofitable or not core 
products/services. 

 

13. Establish your key performance indicators  (KPI’s) and 
measure them on a daily basis e.g: 
Á Sales Leads generated 
Á Orders supplied/fulfilled 
Á Cash balance 
Á Stock Turnover 
Á Debtor Days 
Á Gross Profit 
Á Net Profit 

 

14. Pull everyone together and explain the business 
strategy and get their buy-in. 

 

 
 
 

  

 

Here Comes  

Windows 7! 

The Windows 7 prototype is up 
and running and was shown at 
a recent  Microsoft developer 
and hardware conferences in 
Los Angeles.  
 
Unlike its predecessor, Vista, 
Windows 7 is looking like it’s 
going to arrive quickly with 
commercial release due for 
early 2010 – just three year’s 
after Vista’s launch.  
 
Vista was delayed by a rewrite 
to tighten the operating 
system’s security but it has 
failed to impress users.  
 
Windows 7 will build on the 
fundamental improvements to 
security, reliability and 
performance made in Windows 
Vista, Microsoft said. The 
changes to Windows 7 will be 
made much less profound, so 
there should be fewer 
compatibility problems with 
device drivers and applications 
that users experienced with 
Vista.  
 
The most innovative element of 
Windows 7 are touch-sensitive 
screens. This means users can 
sweep their fingers across the 
screen to move items, or resize 
them by squeezing their fingers 
together on the surface.  
 
Let’s hope it’s better than 
Vista! 
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Five surgeons are discussing who makes the best patients. Singapore 
surgeon declares:  "I like to see accountants on my operating table, 
because when you open them up, everything inside is numbered". 
Johannesburg surgeon replies: "Yeah, but you should try electricians! 
Everything inside them is color coded." Frankfurt surgeon observes:  
"I think librarians are the best, everything inside them is in alphabetical 
order." Dubai surgeon points out:  I like construction workers. They 
always understand when you have a few parts left over." 
 London surgeon shuts them all up by claiming: "Politicians are the 
easiest to operate on. There is no guts, no heart, no brains and no spine, 
and the head and the derriere are interchangeable." 
 

One for your Bank Manager! 
Dear Sirs -  In view of what seems to be happening internationally with 
banks at the moment, I was wondering if you could advise me correctly. If 
one of my cheques is returned marked "insufficient funds," how do I 
know whether that refers to me, or to you? 
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