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14 point, bold, underlined, sans-
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Office Supplies Marketing Strateqy

ﬂ Heading style
Rationale

The new marketing strategy will focus on
raising corporate awareness of a limited
range of products which will be priced
cheaper than our rivals. This must include
rival vendors with low overheads who are
using the Internet as a medium and who as
a result managed to lower some prices
below those available in the ‘High Street’.
We aim to reduce profit margins on all
these goods, and where possible to undercut
all competitors, but at no time should profit
margins fall below a 10% mark up.

Graphic with text wrap

Heading styl
Corporate Strateqy % €ading style

The marketing strategy for these products
needs careful consideration. The aim is
to boost our company profile and create
new customers who can then be targeted
with other product ranges. One important
element of this strategy will be to build
relationships with the individuals charged
with the office supplies purchasing for
these companies. This one-to-one rapport
should ensure that we are seen as the
company who offers that personal touch,

Sales Team % Heading style

Fills 40%-60% of column width

as | Top of graphic aligns within 5mm of top of text
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contacts can be developed, other facets of
our business can be introduced to these
clients through well-established contacts
rather than ‘cold calling’. It is therefore
essential that we develop this marketing
with a range of existing products and
innovative ideas to save clients time and
money.

2 columns with 0.8cm spacing
Applied to this paragraph only

Each member of the sales team will manage a number of key clients. Those clients will not
be reallocated annually or bi-annually as has previously been the case, but will remain with
the individual sales staff to promote a sense of individual pride. The same sales advisor
will gross 0.5% of pre-VAT price for each sale they take. Developing this individual focus
will encourage staff to cultivate better client relationships in order to generate their own

higher salaries.

In addition to this, for each sale generated to another division within the company from this
contact (for example: if the graphic design department is introduced to a client and is given
a commission), then the member of the sales team from the office supplies department will
also gross 1.5% of the pre-VAT price for each future contract.

<today’s date> N

<student’s name>
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Although this may seem to be a large percentage of what could be some very large
contracts (if for example the design work included Hothouse designing and refitting a

client’s business premises), this could generate an additional corporate income of up to
£3,000,000 per annum.

4 Text inserted as heading style at this point

Initial Focus
The proposal for the initial focus will be on a range of adhesives and fasteners. The profit
margins of the initially selected products have all been reduced on average to between 15%
and 30%. Within these there are some individual products which can be marketed as
innovative and extremely good value for money. It is anticipated that the star performers in
this field are likely to be those listed below:

Re-Mount Spray Adhesive

Photo Mount Adhesive

above or below

Numbered list 1-5

Do not penalise if indented due to software

Pocket Mouse Correction Tape

A e

All-purpose Spray Adhesive

Product Codes % Heading style

Code | Product

A Velcro Table inserted, data from aca4code.csv
B Tape 5 rows, 2 columns

D Adhesive row containing C Clips deleted

E Correction style as body text with bold & italic top row

blank line above and below table
line spacing not assessed

Above are the proposed product codes for the selec gridlines must be shown

initial stage of the marketing strategy. Below is a
(percentage mark-up) of the products in each of these categories.

High cost items with a larger profit margin % Heading style

\| Page break inserted here
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Affiliate partnership accounts % Heading style

We also intend to offer the same sales incentives to business related websites which will
carry links to our offer pages from their websites. This is a simple and easy way for them
to earn money. By introducing others to the benefits of using Hothouse Design.co.uk they
can give their visitors access to over 23,000 low-priced office products.

Heading style
Crlterla % gy

Their website must be professional and maintain high standards in security,
performance and functionality which will be subject to our approval and
verification.

e Their traffic sho 500 unique visitor sessions per day.
e Their site does not contain any inappr: r any direct links to any sites

containing 1nappropriate content.
Bulleted list

What will we offer? % Heading style Do not penalise if indented due to software

e Rapid start up (target is within 5 workin

e All creative graphics, text li
by Hothouse Dest

motional information and tools will be supplied

e Regular monthly reports, showing details of their linked internet traffic

e Regular monthly reports, showing details of the sales generated by the link.

e Quarterly payment of their sales commissioi/\

Body text

12 point, serif font, fully justified,

no blank line before each paragraph
blank line after each paragraph (5 point)
Must be applied to all paragraphs

Footer

Date on left

Name on right

Page numbering in centre
Footer on all pages
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Hothouse Design

Office Supplies Marketing Strateqgy

Rationale

The new marketing strategy will focus on
raising corporate awareness of a limited
range of products which will be priced
cheaper than our rivals. This must include
rival vendors with low overheads who are
using the Internet as a medium and who as
a result managed to lower some prices
below those available in the ‘High Street’.
We aim to reduce profit margins on all
these goods, and where possible to undercut
all competitors, but at no time should profit
margins fall below a 10% mark up.

Corporate Strategy

The marketing strategy for these products
needs careful consideration. The aim is
to boost our company profile and create
new customers who can then be targeted
with other product ranges. One important
element of this strategy will be to build
relationships with the individuals charged
with the office supplies purchasing for
these companies. This one-to-one rapport

as well as providing the cheapest prices
for the client’s products. If this range of
contacts can be developed, other facets of
our business can be introduced to these
clients through well-established contacts
rather than ‘cold calling’. It is therefore
essential that we develop this marketing
with a range of existing products and
innovative ideas to save clients time and

should ensure that we are seen as the
company who offers that personal touch,

money.

Sales Team

Each member of the sales team will manage a number of key clients. Those clients will not
be reallocated annually or bi-annually as has previously been the case, but will remain with
the individual sales staff to promote a sense of individual pride. The same sales advisor
will gross 0.5% of pre-VAT price for each sale they take. Developing this individual focus
will encourage staff to cultivate better client relationships in order to generate their own
higher salaries.

In addition to this, for each sale generated to another division within the company from
this contact (for example: if the graphic design department is introduced to a client and is
given a commission), then the member of the sales team from the office supplies
department will also gross 1.5% of the pre-VAT price for each future contract.
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Although this may seem to be a large percentage of what could be some very large
contracts (if for example the design work included Hothouse designing and refitting a
client’s business premises), this could generate an additional corporate income of up to
£3,000,000 per annum.

Initial Focus

The proposal for the initial focus will be on a range of adhesives and fasteners. The profit
margins of the initially selected products have all been reduced on average to between 15%
and 30%. Within these there are some individual products which can be marketed as
innovative and extremely good value for money. It is anticipated that the star performers in
this field are likely to be those listed below:

1. Re-Mount Spray Adhesive :
) / Numbered list 1-6
2. Photo Mount Adhesive ltem 3- Hook and Loop Sets inserted
3. Hook & Loop Sets
4. Spray Mount Adhesive
5. Pocket Mouse Correction Tape
6. All-purpose Spray Adhesive
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Product Codes

Code | Product
A Velcro

B Tape

D Adhesive
E Correction

Page break inserted and page orientation changed to landscape from this point

Above are the proposed product codes for the selected products which are to be used in this initial stage of the marketing
strategy. Below is a comparison of the average profit margin (percentage mark-up) of the products in each of these categories.

30.0%

Comparing Product Profit Margins

25.0%

20.0%

15.0% -
10.0% -
5.0% -
0.0%

Profit

Chart pasted here

Data must be correct

%Profit calculated on value axis

Product on category axis

No legend

Title and axis labels must be correct

Categories must be product names (displayed in full)

Velcro Tape Clips Adhesive  Correction
Product
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High cost items with a larger profit margin

Ref Typee Description

84486
55159
38477
55902

Cwww

<today’s date>

Scotch Magic Tape Strip Desk Dispenser Marine
PVC Case Sealing Tape

Poly Clear Tape 38mm x 66m

Scotch Spray Mount Adhesive 400ml Can

Data extract pasted here

Data must be correct

%Profit calculated correctly

Searched on Offer >=5 AND %Profit >20%

Sorted on Type (ascending) then Ref (descending)
Retail column deleted

Formatted in body style

Column headings bold & italic

Gridlines not important

line spacing not assessed
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Offer
6.09

5.99
6.00
7.99
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Purchase Profit

4.79 1.30
4.49 1.50
2.24 3.76
5.99 2.00

%Profit
21.3%
25.0%
62.7%
25.0%
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Affiliate partnership accounts

We also intend to offer the same sales incentives to business related websites which will carry links to our offer pages from their
websites. This is a simple and easy way for them to earn money. By introducing others to the benefits of using Hothouse
Design.co.uk they can give their visitors access to over 23,000 low-priced office products.

Criteria

e Their website must be professional and maintain high standards in security, performance and functionality which will be
subject to our approval and verification.

e Their traffic should exceed 500 unique visitor sessions per day.

e Their site does not contain any inappropriate content or any direct links to any sites containing inappropriate content.

What will we offer?
e Rapid start up (target is within 5 working days)

e All creative graphics, text links, promotional information and tools will be supplied by Hothouse Design.
e Regular monthly reports, showing details of their linked internet traffic
e Regular monthly reports, showing details of the sales generated by the link.

e (Quarterly payment of their sales commission.

Check document for:

No widows/orphans

No isolated headings

Tables remain on a single page

Bulleted and numbered lists remain on a single page
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Printout of the second e-mail prepared and ready to send to autoresponder-

Check send to address: design.h@ucles.org.uk

Check subject line ICTCOREX

Check for attachment present

Could have any file name, check for document or dtp application extensions, zip files etc.

Printout of the file list from candidate’s storage area.

Check that the file ACA4GLUE.TXT has been deleted.
Check BACKUP folder has been created

Check printout includes contents of BACKUP folder which should include
ACA4SUP.CSV , ACA4GLUE.TXT and ACA4HD.JPG and a copy of the final
document (may contain others files/versions as well)

Check FILENAME is visible for all files
Check File Size is visible for all files
Check Date and Time are visible for all files
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Allow for paper feed inconsistencies with
printers — (the line length must be 15 cm)

Office Supplies Marketing Strategy — Phase

Heading style

<today’s date> N

Hothouse Design

Heading style

Evaluation of Phase 1

16 point, italic, sans-serif font, —

centre aligned,

blank line before heading (12 point)
no blank line after heading
Accept anomalies in first three lines

line spacing.

’:
|

Phase 1 of the new marketing strategy has been
implemented, its focus being on raising corporate
awareness of a limited range of products. This range
of products was to be priced lower than any of our
rivals, which was successfully achieved under phase
1. The products were between 2% and 9% cheaper
than all rival vendors with low overheads (including
those using the Internet as a medium) and between
7% and 34% cheaper than mail order competitors.
The profit margins as predicted were low but there
was a noticeable increase in trade on these products,
and more significantly 137 new customers. Given
the success of phase 1 it would be logical to develop
this strategy, replacing the product range in phase 2
from adhesives to folders and associated products.

Graphic with text wrap
Fills 40%-60% of column width

Top of graphic aligns within 5mm of top of text

As mentioned above, the phase 1 marketing
strategy introduced 137 new customers to
Hothouse Design. The initial profit calculations
for this phase would indicate that over the period
of the offers we have increased turnover by
approximately £67,000 and profits by
approximately £2,600. This figure is nowhere near
the predicted minimum profit margin of 10%
(which should have netted about £6,700) because

2 columns with 0.8cm spacing
Applied to this paragraph only

e rapid growth in business will be the need to recruit new
rted after phase 2 then it is likely that three or four new employees will be required. It would

New Customers 1 Heading style

Recruitment

Heading style

of the increased advertising costs attached to the
launch of this strategy. These advertising costs
(while higher than expected) can be sustained in
the short term (probably over the next 2 phases of
the strategy), providing they continue to
significantly increase our customer base. Should
the number of new customers fall below 40 per
phase then it is recommended that the strategy be
reviewed and if need be revised.

rease in

be anticipated that the sales team should increase by either one or two people, warehousing by one full-time
employee and dispatch by a full-time member of staff. The effects of this would obviously increase
overheads slightly, but the increase in turnover and profit can only be sustained by maintaining our high
standards of customer service. With this in mind our turn around time of 24 hours from order to dispatch
must be maintained if we are to increase the pressure on our rivals and reduce their market share.
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Header on all pages <today’s date> N
Name on left

Page numbering on right

Date in centre

It will therefore be necessary to place advertisements in the local and regional press for these three posts,
when the final decision on appointments has been taken. If at the time of interviews we decide that there is a
need for two sales staff, and there are two (or more) high calibre candidates then it would allow us the
flexibility to appoint two candidates rather than one.

Retention ﬁ Heading style
The strategy to give each member of the sales team the management of a iumber of Key clients seems to have

started paying dividends in terms of their morale and motivation. There has been a perceived greater
willingness to develop client’s accounts by those sales staff that had previously lacked the motivation that
now exists thanks to the financial incentives. This factor alone should mean that problems of retention of
sales staff should be minimized as each member of staff now has the ability to generate additional income
through internal corporate referral.

Text inserted as heading style at this point é
Phase 2

The proposal for the phase 2 focus will be on a range of files and folders. The profit margins of these
carefully selected products have all been reduced to an average mark up of 40%. This compares to the phase
1 mark ups which averaged 15% and 30%. Within these there are some individual products of which we hold
a large stock. These products should be the star performers of our advertising campaigns and represent good
value for money for the customer. It is anticipated that the star performers in this phase are likely to be those
listed below:

1. Superfine A4 Pockets Numbered IiS.t 1'_5_
Do not penalise if indented due to software
2. Eurofolio A4 Ring Binders Red Do not penalise if additional blank line

. above or below
3. Elastic Assorted Folders

4. 1000 Page A4 Transfer Case 100mm

5. Carrydisc Assorted Folders

—| Page break inserted here
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Product Codesﬁ Heading style

Code Product

Ring Binders
Plastic Pockets
Transfer Folders
Elasticated Files

| Table inserted, data from acb4code.csv
5 rows, 2 columns
row containing A Carry Flap Folder deleted
style as body text with bold top row
blank line above and below table
line spacing not assessed
Above are the proposed product codes for the selected p gridlines must be shown
marketing strategy. Below is a comparison of the avera
in each of these categories.
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Other low cost items with a large profitymarqgin
Heading style

Affiliate Partnership Accounts

We have now launched the affiliate partnership account which offers the same sales incentives to business
related websites which will carry links to our offer pages from their websites. This was conceived as a simple
and easy way for them to earn money. In the first month though we have only had three enquiries from
webmasters and as yet no affiliate partnership accounts have been opened. One of these enquiries was from a
website that had direct links to other sites containing inappropriate content so would not have been accepted
had they applied. The other two sites were initially checked. It would seem more appropriate to do the initial
checking of the websites only after the owners have applied for affiliate membership rather than the current
system of checking the site when they show initial interest. We propose to change our procedures in relation
to this during the next 4 weeks. The criteria that we decided would be used included that the site should have
traffic in excess of 500 unique visitor sessions per day. We have also discovered that whilst we would like to
maintain this as a criterion, there is no way that this can be accurately checked given our current levels of
technology and resources. We must also be prepared to offer this facility over the next two months and
should it prove unpopular with webmasters because of our strict criteria, we should be prepared to cancel this
element of the initiative rather than lower our high corporate standards.

Body text

10 point, serif font, left aligned,

no blank line before each paragraph
blank line after each paragraph (10 point)
Must be applied to all paragraphs
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Hothouse Design
Office Supplies Marketing Strategy — Phase 2

Evaluation of Phase 1

— Phase 1 of the new marketing strategy has been
implemented, its focus being on raising corporate
awareness of a limited range of products. This range
of products was to be priced lower than any of our
rivals, which was successfully achieved under phase
1. The products were between 2% and 9% cheaper
than all rival vendors with low overheads (including
those using the Internet as a medium) and between
7% and 34% cheaper than mail order competitors.
The profit margins as predicted were low but there
was a noticeable increase in trade on these products,
and more significantly 137 new customers. Given
the success of phase 1 it would be logical to develop
this strategy, replacing the product range in phase 2
from adhesives to folders and associated products.

New Customers

As mentioned above, the phase 1 marketing of the increased advertising costs attached to the
strategy introduced 137 new customers to launch of this strategy. These advertising costs
Hothouse Design. The initial profit calculations (while higher than expected) can be sustained in
for this phase would indicate that over the period the short term (probably over the next 2 phases of
of the offers we have increased turnover by the strategy), providing they continue to
approximately £67,000 and profits by significantly increase our customer base. Should
approximately £2,600. This figure is nowhere near the number of new customers fall below 40 per
the predicted minimum profit margin of 10% phase then it is recommended that the strategy be
(which should have netted about £6,700) because reviewed and if need be revised.
Recruitment

One effect of the rapid growth in business will be the need to recruit new staff. If the same increase in
turnover is reported after phase 2 then it is likely that three or four new employees will be required. It would
be anticipated that the sales team should increase by either one or two people, warehousing by one full-time
employee and dispatch by a full-time member of staff. The effects of this would obviously increase
overheads slightly, but the increase in turnover and profit can only be sustained by maintaining our high
standards of customer service. With this in mind our turn around time of 24 hours from order to dispatch
must be maintained if we are to increase the pressure on our rivals and reduce their market share.
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It will therefore be necessary to place advertisements in the local and regional press for these three posts,
when the final decision on appointments has been taken. If at the time of interviews we decide that there is a
need for two sales staff, and there are two (or more) high calibre candidates then it would allow us the
flexibility to appoint two candidates rather than one.

Retention

The strategy to give each member of the sales team the management of a number of key clients seems to have
started paying dividends in terms of their morale and motivation. There has been a perceived greater
willingness to develop client’s accounts by those sales staff that had previously lacked the motivation that
now exists thanks to the financial incentives. This factor alone should mean that problems of retention of
sales staff should be minimized as each member of staff now has the ability to generate additional income
through internal corporate referral.
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Page break inserted and page orientation changed to landscape from this point
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Phase 2

The proposal for the phase 2 focus will be on a range of files and folders. The profit margins of these carefully selected products have all been reduced to
an average mark up of 40%. This compares to the phase 1 mark ups which averaged 15% and 30%. Within these there are some individual products of
which we hold a large stock. These products should be the star performers of our advertising campaigns and represent good value for money for the
customer. It is anticipated that the star performers in this phase are likely to be those listed below:

1. Superfine A4 Pockets

2. Rexel A4 Budget Pockets

3. Eurofolio A4 Ring Binders Red / Numbered list 1-6

Iltem 2 — Rexel A4 Budget pockets inserted

4. Elastic Assorted Folders
5. 1000 Page A4 Transfer Case 100mm

6. Carrydisc Assorted Folders

—| Page break removed from here

Product Codes

Code Product

Ring Binders
Plastic Pockets
Transfer Folders
Elasticated Files

mg|Q|w

Above are the proposed product codes for the selected products which are to be used in phase 2 of the marketing strategy. Below is a comparison of the
average profit margin (percentage mark-up) of the products in each of these categories.
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Profit margins - Files and Folders Chart pasted here
Data must be correct
50.0% %Profit calculated on value axis
Product on category axis
40.0% 4 No legend
& 30.0% Title and axis labels must be correct
QE_ 20.0% Cgtegorles.must be product names
(displayed in full)
10.0% —
0.0% T
Carry Flap Ring Plastic Transfer  Elasticated
Folder Binders Pockets Folders Files
Product
Other low cost items with a large profit margin
Ref T Description Offer Purchase Profit %Profit
29701 C nomy Punched Pkts Pkd 100 1.29  0.16 1.13 87.6%
24405 B B ing Binder Black 9.49 0.52 8.97 94.5%
24406 B 9.49  0.52 8.97 94.5%
24407 B 9.49  0.52 8.97 94.5%

Data extract pasted here

Data must be correct

%Profit calculated correctly, 1dp, % format
Searched on Offer <=10 AND %Profit >80%
Sorted on Type (descending) then Ref (ascending)
Retail column deleted

Formatted in body style
Column headings bold
Gridlines not important
Line spacing not assessed
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Affiliate Partnership Accounts

We have now launched the affiliate partnership account which offers the same sales incentives to business related websites which will carry links to our
offer pages from their websites. This was conceived as a simple and easy way for them to earn money. In the first month though we have only had three
enquiries from webmasters and as yet no affiliate partnership accounts have been opened. One of these enquiries was from a website that had direct links
to other sites containing inappropriate content so would not have been accepted had they applied. The other two sites were initially checked. It would
seem more appropriate to do the initial checking of the websites only after the owners have applied for affiliate membership rather than the current system
of checking the site when they show initial interest. We propose to change our procedures in relation to this during the next 4 weeks. The criteria that we
decided would be used included that the site should have traffic in excess of 500 unique visitor sessions per day. We have also discovered that whilst we
would like to maintain this as a criterion, there is no way that this can be accurately checked given our current levels of technology and resources. We
must also be prepared to offer this facility over the next two months and should it prove unpopular with webmasters because of our strict criteria, we
should be prepared to cancel this element of the initiative rather than lower our high corporate standards.

Check document for:

No widows/orphans

No isolated headings

Tables remain on a single page

Bulleted and numbered lists remain on a single page
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Printout of the second e-mail prepared and ready to send to autoresponder-

Check send to address: design.h@ucles.org.uk

Check subject line ICTCOREX

Check for attachment present

Could have any file name, check for document or dtp application extensions, zip files etc.

Printout of the file list from candidate’s storage area.

Check that the file ACB4PHAS.TXT has been deleted.
Check BACKUP folder has been created

Check printout includes contents of BACKUP folder which should include
ACB4SUP.CSV, ACB4PHAS.TXT and ACB4FOLD.JPG and a copy of the final
document (may contain others files/versions as well)

Check FILENAME is visible for all files
Check File Size is visible for all files
Check Date and Time are visible for all files
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