Best Reasons To Make
Island Desktop Your
“Virtual Office”

We are professionals and will make your
work look top-notch. No one will know you
don’t have a secretary (or use outside help) ...
you will look like a pro!

You can work with us at any time of the day
or night, even weekends and holidays!

You can bring/email/snail mail/ or fax work to
our office

We can pick up and deliver your work to
your home or office (local)

We believe in supporting other Coronado
businesses

We understand what it takes to market in a
competitive world!

We take American Express

You don't have to provide us office space or
equipment ...or share your private office &
equipment with anyone else!

You don't have to worry about slow periods
when you can't quite justify hiring an em-
ployee. You pay only for productive time: no
payroll, taxes, workers compensation, break
time, sick leave, or vacations.

Virtual Assistants don't work the typical 9 to
5 workday. We are available when you need
us: 24 hours a day, 7 days a week! We know
that your business does not always follow a
"normal" workday schedule!

We are NOT a temp agency. We are subcon-
tractors.

We can come "troubleshoot" problems you
are having with your computer

We love to work with Senior Citizens who
need to get started using a computer, email,
etc. (Simple, fun & non-patronizing tutor-
ing!)

We have state-of-the art equipment

with the latest & greatest software

Hotel Guests & Conference Attendees wd-
comel!

All files virus checked

You get personalized attention and privacy
is given during your scheduled appointment

Confidentiality of your documents -
and your business - is completely guar-
anteed

We can work at YOUR office or home

We rarely say “no”...if we don’t offer a ser-
vice, or know the answer...we know some-
body who does!

We have been in business since 1997

We have many references from
Coronado businesses and residents

Email: info@lslandDesktop.com
Web site:
www.lIslandDesktop.com

Let Island Desktop be )

your office
"behind the scenes"

SO you can concentrate on
YOUR business!

Island
Desktop

Coronado's #1

* Virtual Secretary
* Office Support

* Web Design
* Notary Public
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Coronado's Virtual Office

Web Design & Hosting
Deskiop Publishing - Graphic Design
Complete Secretarial Support
Motary Public

(619) 522-WORD

www.lslandDesktop.com

Located in beautiful Coronado, California, ls-
land Desktop specializes in Virtual Office Ser-
vices, Desktop Publishing and Web Site Devel-
opment. Basically, if it has to do with any sec-
retarial service, printing & designing docu-
ments, or computers...we are the best you can
find, without hiring an “in house” employee.

Island Desktop

We are committed to being your
"behind the scenes" office support,
allowing you to focus on your business
while we take care of the details.

Everyone who works for Island Desktop is an
expert in their field, with "real world" business
experience. Every project is completed with
speed, accuracy, design creativity & confidenti-
ality.

We promise to offer superior products and
services with the highest integrity and honesty
to every customer, on every project. That is
our pledge to you!

Software

MS Office, Publisher, Front Page, PowerPoint,
Windows (98, 2000, XP), Adobe Photoshop,
lllustrator, PageMaker, Acrobat, Quicken,
America Online, IE Explorer

Hardware

Color printers, FAX, scanner, micro & standard
transcribers, typewriter, PC Format com-
puters , wireless Internet, laminator, copy
machine, CD Burners, Digital Cameras

Word Processing—Type approx. 90 wpm
- Databases & mailing lists

- Financial Reports & Proposals

- Form letters (mail merge)

- General Correspondence

- Meeting minutes (available for on-site “live”
transcription for meetings & seminars)

- Typing on typewriters (those pesky job
applications!)

- Adobe Acrobat forms downloaded and
completed (ex. online job applications)

Legal Secretary

Completion of pleadings, filings, complaints,
motions, wills, trusts, agreements, contracts,
dictation, transcription & correspondence

Web Sites
Island Desktop creates & maintains business &
personal web sites, including e-Commerce

- We achieve top search engine rankingsto get

your site noticed!
- Whether you have an existing site that needs

a "tune up" or you are a first time Internet user,

we will create a site that will get you results!

Transcription

- Micro & standard tapes

- Legal, Medical, Personal, Government

- On-site Meeting Minutes — We'll bring our
laptop & printer to your meeting or seminar

Desktop Publishing
Flyers, brochures, business cards, invitations,
menus, newsletters, more!

PowerPoint
Impress them at your next meeting or class
with a professional PowerPoint presentation!

California Notary Public

Anything & Everything
Computers! Deskiop Publishing,
Secretarial Service, Web Sites,
Computer Train & Troubleshooting
California Notary Public

Notary Public

We make house calls, hospital calls, and will
go to your bank or office if a notary is not
available. Evening, weekend, and “over the
bridge” appointments available.

General Information

Contracts: Major jobs will require the
signing of a simple contract prior to
beginning work.

Retainer plans: are available if you have
regular office support needs. Have Island
Desktop “on call” if you regularly require
immediate office services.

Proofreading: To err is human, to forgive
divine...but to correct later is expensive!
Client is responsible for the final
proofreading of their document(s). Please
read your work carefully.

Turnaround time: Please give us a specific
date you need your project.

- Rates assume 24-hour minimum
turnaround

Hours: By appointment; Please call before
"stopping by."

Payment: Cash, checks and American
Express accepted

‘Rush, evening, weekend and while-you-
white rates are higher.

-Full Payment Due Before Final Work is
Released

-Minimum charge any project: $20

-50% Deposit required on all jobs over $100

Location: We normally work at our office,
on our equipment; We will gladly come to
your office if you prefer, for an extra fee.



