Executive administrative
assistant Michele Ritchie
says:

"l finally found time this
morning to wrap up some
training I've been doing and
to read the latest edition of
The Effective Admin News-
letter. This is the first news-
letter | have received and |
was VERY impressed with
both the content and the lay-
out. What was more im-
pressing was how after read-
ing this I could immediately
put several items to use.
Thank you so much for cre-
ating and publishing such a
great newsletter!"

Danielle J. Turner, an execu-
tive assistant in Suwannee,
Georgia, states:

"I really enjoy this newslet-
ter! The articles lead me to

things | wasn't aware of and
remind me of standards that
can be forgotten with time."

Debbie Lynott, an executive
assistant to a president and
CEO in Jacksonville, Flor-
ida, said:

"l am always looking for
ways to improve my skills
and to learn faster, easier
ways to handle different job
functions. | also value ideas
from my peers on how they
handle their jobs. | was very
excited when | found your
product. It is a very interest-
ing read, and | have found
several helpful suggestions.”
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The Effective Admin
Newsletter — Advice,
Tips & News for Today’s
Administrative
Professionals

Dear Administrative Professional,

The award-winning The Effective
Admin newsletter is for adminis-
trative assistants, executive assis-
tants, secretaries, and all adminis-
trative professionals who want
job performance and career man-
agement tips.

This newsletter offers advice and
tips that...

e assist you with your day-to-
day duties, skills, and per-
formance on the job as well
as your overall admin career.

o help you stay motivated and
inspired on the job and in
your career.

e help you learn ways to do
your job better.

In the newsletter, you learn every-
thing from how to better manage
your work relationships to how to
best organize your work day.

You even learn what other admin-
istrative professionals are think-
ing and doing on the job when |
publish their dilemmas requesting
assistance from me, the Admin
Pro Coach, (answered in the
newsletter) or their responses to
short survey questions now and
then.

Your Issue Is Ready Now

The current issue is ready to read now. The Ef-
fective Admin newsletter is in a downloadable
electronic format (PDF file read with Adobe
Reader version 5.0 or higher). You can start
reading the current newsletter issue just sec-
onds after you subscribe online. Or if you make
payment by
e oo icon SO
: . mail, the pub-
N - lisher will e-
mail your first
issue after re-
ceipt of your
payment.

You can save
the electronic
newsletter file to
your computer
or print it so you
can re-read it

anytime you want.

Each issue is eight (8 1/2" x 11" paper size)
pages. It's published electronically six times per
year. As each issue is released, subscribers re-
ceive a username and password stating where
to download and or print the current issue.

Subscribe yourself for $15.75 or subscribe your
whole office staff for one flat rate of $134.00.
That’s for six issues per subscription.

To make payment online and receive your first
issue instantly, go to:

http://www.TheEffectiveAdminNews.com

To make payment by check through postal
mail, complete the form on the next page and
enclose your check payment with it. As with all
of its products, The Effective Admin offers a no
risk, 60-day, money-back satisfaction guarantee
for its newsletter subscriptions.

ORDER FORM

Make checks payable to Albee Pub-
lishing Company, LLC (U.S. funds
only drawn on U.S. banks).

Full Name:

Day Phone #:

(That’s for questions about your pay-
ment/order only.)

Your E-mail Address:

(Important: This is the e-mail ad-
dress to which your digital order will
be sent. Without it, your order cannot
be shipped. The newsletter is elec-
tronic format read with Adobe
Reader version 5.0 or later. Please
type or write your e-mail clearly.)

Payment Amount:

\ My payment is for a single annual
subscription of $15.75 multiplied
times quantity
(number of people you’ll be distrib-
uting the newsletter to) for a total
price of $ , Which is
enclosed as my check amount.

OR

\ rm choosing the flat company rate
of $134.00 for one year, which gives
me permission to distribute the news-
letter to as many people as | want in
my company at no additional cost.

Mail this completed form with your
check to:

Karen Porter

Albee Publishing Company, LLC
106 Michael Court
Bloomingdale, GA 31302



