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10. Press Releases 
 
Press releases, also known as news releases, are brief documents that are used to 
communicate news (not advertising) to the media. Although a one-page news 
release is the most basic of publicity tools, it is also one of the most powerful 
documents that your company can possess - IF it is used correctly. Just one news 
release has the potential to receive publicity that reaches thousands of potential 
customers. 
 
Your press releases will provide publicity that will: 
 
� Increase your sales 
� Increase traffic to your Web site 
� Give you and your company recognition and credibility 
� Increase your profits for a relatively low cost 
� Save money 
 
Press release distribution is an extremely cost-effective 
Internet marketing tool. It can build more credibility than any 
other Internet marketing technique because most readers are 
more likely to trust independent authorities such as 
reviewers, columnists, reporters or broadcasters than an over 
hyped advertising message. A well-written press release can 
dramatically expose your company to the masses, and greatly 
enhance the image of your business. 
 
10.1 Writing An Effective Press Release Or News Article 

 
Although common practice in the corporate world, press releases are an example 
of an all too often overlooked potential for business growth, exposure, and traffic 
generation. 
 
Press releases, done correctly, can garner the online business significant, low 
cost marketing via interest generated in writers and editors across the globe. 
These interests can develop into stories, features, or even a mere mention that 
can send traffic counters reeling, and sales through the roof. 
 
Developing an effective press release is an art form all its own. The content must 
be creative, eye catching, and somehow moving to the reader. Though this 
sounds much like the creation of a successful marketing campaign, the idea here 
is to assemble a final release that communicates ideas and features in a manner 
that makes the copy of interest to the news-hungry. 
 
One of the most important lessons that you need to learn is that writing media 
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releases is all about developing a persuasive communication within the 
framework of a traditional news story format. 
 
Editors will quickly trash media releases that make outlandish promotional 
promises -- "the best ever," "everyone wins," "one-of-a-kind," "changing 
humankind forever." Instead, you must think like a reporter. Media releases must 
follow journalistic style in order to be given any kind of consideration. How do 
you accomplish this task? Here are some tips: 
 
Collate and organize your facts 
 
Contrary to what most people think, a journalist actually spends the bulk of his 
time in collating information and facts. When everything is ready, it is not 
uncommon for journalists to finish writing the story in just half an hour. 
 
How should we go about collating all the information and facts surrounding a 
particular event? A simple rule of thumb is to find answers to questions 
pertaining to the who, what, when, where, why or 5 Ws of the event. And we do 
not stop at just the absolute facts and figures. These must be presented in the 
right perspective relative to some industry norms, trends and statistics. You may 
have to undertake some researches by going through past industry and 
newspaper's reports. 
 
Identify your story's angle 
 
Now that you have collated all the relevant facts and figures, the next step is to 
identify the "angle" or headline of your story. A good story angle must have the 
following three attributes: 
 
� It must be the most important fact in your story. 
� It must be timely. 
� It must be unique, newsworthy or contrary to industry norms and trends. 
 
This story angle must be presented in the first paragraph as well as the headline 
of your press release. Most newspapers employ an "inverted pyramid" format 
that presents the most important information in the opening paragraph, follows 
by other information that support or develop the key points raised in the first 
paragraph. 
 
Create a catchy headline 
 
By all means, keep your headline short and simple using less than ten words. It 
should convey the key point raised in your opening paragraph in a light-hearted 
manner that catches people's attention and imagination. 
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Write in third-person voice 
 
Unlike an emailed newsletter that is written in a personal voice, a press release 
must be presented objectively from a third person point of view. 
 
The reason is obvious. Every journalist has a duty to provide his readers with 
impartial facts and figures. He must not be seen as endorsing a company's 
products or services. 
 
Some of the guidelines are listed below: 
 
� Refrain from using any sales pitch in your press release. 
� Remove "you", "I", "we" and "us" and replace them with "he" and "they". 
� Provide references to any statistics, facts and figures raised in the press 
      release. 
� Refrain from expressing personal opinions, unless they are done in quotes. 
� Draw conclusion from facts and statistics only - not general opinion. 
 
Provide "quotes" from the newsmakers 
 
As a newsmaker, put your most important message down into a quote. Reporters 
always use quotes from the newsmakers to add an authority voice to their 
reports. If your press release contains quotes that are important and relevant to 
the story, chances are high that they will be replicated in full in the published 
article. 
 
Provide additional background information 
 
You should end your press release with an appendix that provides brief 
background information on your company, newsmakers as well as who to 
contact for further information. 
 
Identify your readers 
 
Do you understand your consumers well? As marketers, it is important for you to 
recognize the profile and buying behavior of your consumers. Information such 
as their age groups, interests and preferred media would come in handy when 
you want to reach out to them effectively. 
 
The key to an effective communication, whether verbal or written, lies in 
presenting your messages to interested audience or readers. Whenever possible, 
you should only send your press releases to those media whose readers' profile 
matches that of your target consumers. 
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You must send your press release to the right persons in order to increase the 
chance of having your story published. Look through the chosen newspapers 
and identify those reporters who cover events or activities that share the same 
theme as your products or services. You can identify the reporters by the 
articles' byline. 
 
Prioritize your messages 
 
Before you start writing a press release, you should list down all the relevant 
facts and details on a piece of paper. This is a good writing practice. It helps 
you organize your story better. I encourage every writer to make it a habit to do 
so. 
 
How should we go about collating all the information and facts surrounding a 
particular event? A simple rule of thumb is to find answers to questions 
pertaining to who, what, when, where, why or 5 Ws of the event. And we do not 
stop at just the absolute facts and figures. These must be presented in the right 
perspective relative to some industry norms, trends and statistics. You may have 
to undertake some research by going through past industry and newspaper's 
reports. 
 
The next step is to evaluate and prioritize the facts according to their relative 
importance in conveying your intended message to the media. The most 
important fact will form the basis for your story's angle. 
 
Relate message to readers 
 
What you want to say about your product or service may not be the same as 
what your readers want to know. What this means is that you and your readers 
may look at the same event from totally different perspectives. 
 
To kindle your readers' interest, you must present your intended message from 
their perspective. If you have done a good job in understanding your readers, 
you should have no problem in empathizing with their view and interest. 
 
Remember that practice makes perfect and the best way to learn how to write an 
effective press release is to observe how business news are reported in the 
business section of your newspapers. 
 
10.2 Press Release Distribution 

 
Press Releases should be distributed to various publications. Smaller companies 
should start local and small. Here are some distribution tips: 
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� Local and/or small media are most likely to be interested in your story and 
it's the perfect way to hone your release writing skills. Try local newspapers, 
trade journals, industry specific magazines, websites, radio shows, and television 
shows. Don't send your release to just anyone, or you could be accused of 
spamming. 
 
� Always remember to get specific contact information for your press release. 
A release address to a particular person will receive a lot more attention than a 
general release sent to the media outlet. 
 
� Familiarize yourself with the editor or reporter's work. Find out the method 
she prefers to receive press releases. Don't automatically send them by 
email...some will prefer mail or fax. Find out their deadlines. 
 
� If you are sending your release by email, never send an attachment. Copy 
and paste your release into the body of the email. Never send a bulk email. 
Address emails individually 
 
� For your local media, check the publication or their website for information 
on how to submit a release.  Do a search on popular search engines for websites 
in your industry that might just be interested in running your story. MediaPost 
(www.mediapost.com), which is an extensive directory for US media, may be a 
good place to submit press releases. 
 
� Submit your site to a few online newswires and news websites. There are a 
number of sites that require payment. However, there are a few good free 
websites as well. Some of these are 
www.prweb.com, www.free-press-release.com, 
www.usanews.net and so on. 
 
� If your budget permits, you may contact a 
good Press Release Agency. Such agencies 
distribute your press release to various industry 
specific websites and publications for a fee. 
However, care should be taken while selecting a 
PR agency. Some of these may just spam instead 
of targeting various sources. 

 
10.3 When Should You Distribute Press Releases? 

 
Press Releases should be distributed every time something newsworthy happens 
with your website or products. The key here is newsworthy. A press release may 
easily be considered spam if the reader feels that the content of the press release 
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is not interesting. 
 
Given below is a list of events when a Press Release can be distributed: 
 
� The launch of your website 
� When you add new services & products: 
� When you arrange events like public speaking engagements, open houses,      
      seminars, fairs and so on. 
� If your company creates new partnerships 
� When you run contests on your website 
� If you are arranging fundraisers & donations 
� If your company or product gets a major award or accomplishment. 
 
Press Releases can be an effective tool for marketing your products. As 
discussed, you can hire professionals to create a valuable press release for your 
company. However, this would add to your costs but nevertheless, it definitely is 
worth it. 
 
In the next chapter, we will discuss a very interesting form of marketing known 
as Viral Marketing. Viral Marketing is probably one of the cheapest forms of 
marketing, yet extremely effective. 
 
 
 

 

 

 

 

 

 

 
11. Viral Marketing 

 
Viral Marketing is defined as “Any advertising that propagates itself the way 
viruses do”; E.g. When Hotmail users send e-mails, they “infect” the recipients 
with the tagline at the bottom of their messages. Viral marketing denotes any 
strategy that encourages individuals to pass on a marketing message to others, 

notes:  
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 

 
 
 

Viral Marketing 

 

11 

How are you going to make your story relatable to your reader?  
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 
 
_______________________________________________________ 



 

10 

creating the potential for exponential growth in the message's exposure and 
influence. Thus, the name “Viral”! Viral Marketing is also called V-Marketing, 
organic marketing, word-of-mouth marketing or word-of-mouse marketing. 
 
Viral Marketing works best when it induces Web sites or users to pass on a 
marketing message to other sites or users, creating a potentially exponential 
growth in the message's visibility and effect. In simple words, you pass your 
message on to 10 other people – each of these 10 people pass on that same 
message to 10 other people and so on. Such collaborative communications, by 
nature, needs others in the chain. Everyone simply tells everyone else. ICQ, a 
service that prompts you when selected friends or colleagues are also online, is 
an example of a service that is viral by its nature. Its users want to tell their 
friends about it so that it will be more useful to them. 
 
Viral communication is clearly an enormous opportunity for creating brand 
growth. Get it right and the rewards are enormous. Your consumers will spread 
your message for you, at astonishing speeds to a phenomenal number of people. 
Get it wrong and your carefully crafted proposition will get little further than the 
marketing director’s in-box. 
 
11.1 Viral Marketing Is Not A Pyramid Scheme 

 
MLM (Multi-level Marketing) has its own detractors as well as champions. It is 
important to point out here the main differences between MLM as is generally 
practiced and the viral marketing concept that is being discussed here. Just as 
MLM differs from the infamous pyramid money making schemes (that were 
grand con efforts), viral marketing is significantly different from MLM. 
 
The major criticisms against MLM are two: 
 
MLM thrives on an unending infinite multiplication through down line 
proliferation. At the same time, what is being marketed is a physical entity. The 
participants in MLM are oblivious of the fact that there is a limited supply of the 
products and there seems to be no one controlling the chain and ensuring that 
supply can be matched with demand. If the market were to get over saturated, 
and there is no supply to meet it, the people at the lower rung of the chain are 
going to get burnt. Those who joined early have nothing to worry as they have 
made their bucks from their down lines.  The criticism thus is that the persons 
who started this and the early perpetrators in the chain have not pointed out to 
their down line that there is a limit to how far the chain can actually see 
fulfillment. Moreover, the participant has first to pay a deposit to join the chain. 
As long as he/she can see their returns from the deposits coming from their down 
line, everything is fine. When this stops (due to supply constraint or failure of 
the primary seller), there would be large number of participants at the lower 
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rungs who paid deposits expecting to recover it from their promoted down lines, 
but cannot do so. 
 
The second criticism arises from the fact that what the participant is earning 
from is from the participants’ down line and not from the actual sale of goods or 
any tangible value. Thus what is being marketed is a dream and the economic 
theory tells us that this cannot go on. 
 
Well, viral marketing, as we are discussing does not suffer from any of the two 
lacunae. What you are selling is primarily information, and the transactional cost 
of either supplying the information or of spreading the message is very low. 
Thus the risk factor is practically negligible. There is no supply constraint. You 
can sell as many copies of the e books as there would be persons that you can 
find in the chain. Moreover, there is no deposit being asked; the upfront 
investment, if any, is minor. You will not be faced with a situation where you 
have signed up down lines, but have nothing to offer. Also remember that 
content that can be offered can be as varied as you get persons to join the chain. 
 
Secondly, the earnings being made are from tangibles. They are from real people 
visiting sites and subscribing to the information that is provided or through 
buying of other goods and services that were advertised. This is not a get-rich-
quick scheme. It is one of those wonders that are offered by the internet medium 
and technology. 
 
11.2 Viral Marketing Through E-books 

 
Viral Marketing can be performed in several ways. Many of these different 
forms of viral marketing have enjoyed enormous success over the years. Viral 
marketing has been applied to emails and the World Wide Web alike. Another 
proven technique is the use of E-books as a powerful tool for Viral Marketing. 
 
Ebooks or Electronic books are self-contained "executable" files of HTML. This 
HTML may be a web site you've created or HTML you've specifically prepared 
to be compiled into a downloadable .exe file for distribution. When downloaded, 
this file will self install on your client’s desktop. 
 
Ebooks are very similar to normal physical books in the sense that they are rich 

in content. They are a huge resource for information. Anything 
you can put in a physical book, you can put in an Ebook. If 
your site is about tropical birds, why not write a tropical bird 
guide. If your site is about web design, you could write a 
beginner's web tutorial. 
 
An Ebook basically is a packaged offline web site that allows 

notes:  
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 

 
 
 

Viral Marketing 

 

11 



 

12 

authors a great deal of flexibility in presentation of content. Ebooks can be 
downloaded from your website and stored and read offline at any time. Ebooks 
come with user friendly navigation tools that lets the reader skip to any page or 
search for any keyword in the Ebook. 
 
Ebooks can be completely interactive with the Internet and can contain live 
links, graphics, forms, JavaScript, embedded video, audio, animation and more. 
Hyperlinks and internal search engines enhance navigation, allowing the reader 
to find items of interest quickly and easily. Ebooks combine the functionality 
and purpose of physical books along with complex software. 
 
Ebooks will play a very important role in Viral Marketing over the next few 
years, no matter what the product or service offered by a company is. How can 
your business benefit from the Ebook direction especially in terms of Viral 
Marketing? Read on to find out. 
 
Why Are E-books An Effective Viral Marketing Tool 

 
Here’s how viral marketing with Ebooks works. First of all, it is essential that 
your Ebook contains interesting information. It is very difficult to market 
something if it is of no use. Readers of your Ebook should get to learn something 
from the Ebook. In this sense it is very similar to a physical book. A reader 
would throw away a book after reading a page or two if he/she finds it to be 
boring and dull. The same is the case for Ebooks. No one would want to 
download your Ebook if it is not rich in content. In other words, your Ebook 
should have some useful information that the reader wants. 
 
To use Ebooks effectively as a viral marketing tool they should be offered to 
visitors of your website for free. The production and distribution costs of an 
Ebook are generally very small. This is what makes it an effective tool for viral 
marketing. 
 
The Ebook would have the layout and feel of your business service or product, 
which would familiarize readers with your brand. The Ebook you create would 
have a message promoting your website and a link to it. This will bring back the 
reader to your website and create an opportunity for more business. Thus, 
Ebooks can contain advertisements or links to your website that would persuade 
the reader to come back to your website. For example, a footer on every alternate 
page can have some message about your business and a link to your website that 
would interest the reader and encourage him to visit your website by clicking on 
that link. 
 
How does Viral Marketing come into the picture here? How do you ensure that 
Ebooks can be given to more and more readers and in turn generate traffic for 
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your website? A very simple way of doing this is to allow other visitors to your 
website to either download your Ebook for free or sell at a very nominal rate and 
then allow them to sell the Ebook to their customers. Be sure to include 
hyperlinks to your web site all over - at least one in every two pages. Also, you 
can include brief advertisements and all kinds of other things. The advantage of 
such a strategy is explained in the above paragraph. 
 
Your customer can either upload the Ebook on his/her website or offer it 
individually to his/her friends through email in the form of an executable file. 
Note that Ebooks can be created in the form of executables (.exe) with the help 
of various software. These software(s) are explained later. 
 
To make the Ebook more appealing to your customers you can offer them 
incentives. For example you can offer your customer a commission every time a 
person visits your website through your Ebook on your customer’s website. 
Tracking software can be integrated with your website that would give you a 
detailed analysis of all your visitors and track the website from where they were 
directed to your website. 
 
This will allow not only your direct customers but also customers of other 
people selling your Ebook on their websites to come back to the source of the 
Ebook, which is your website. This will benefit your customers in two ways. 
First of all he/she can sell your book at his/her own price. The second benefit is 
that every time your customer brings in traffic to your website through your 
Ebook, he/she would get a commission. Your customers can again employ the 
same strategy and allow their own customers to market the Ebook, thus, making 
the Ebook viral. 
 
To further benefit from Ebooks, allow your customers to copy, change, and co-
brand the Ebook, which would contain a few ads and links about their own sites 
in addition to your own links. This will also help your customers to generate 
traffic for their websites. This is a proven strategy and should be employed. 
 
Ebooks are one of the best promotional tools online. With its vast variety of 
uses, just one quality Ebook development and distribution can produce an on 
going viral marketing tool that will work 24 hours a day, seven days a week and 
multiply itself by leaps and bounds. 
 
Tips For Creating An E-book 

 
• The most important aspect of an Ebook is the content. Unless, the content is 
well written and interesting, you would find it hard to attract customers. The 
importance of content in your Ebooks is already known. 
• The format of the Ebook is very important. You may create an Ebook using 
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Adobe Acrobat (.PDF format) or as a solid .exe file. An .exe file is 
recommended. . The main advantage of using PDF is that it works with almost 
all operating systems whereas executable files generally cater to only Microsoft 
Windows users. A more detailed explanation of all popular formats for creating 
Ebooks is given in the section 2.1.4 – Comparing different formats for Ebooks. 
 
• Make sure your source code is protected. This should be done for security 
      reasons. Your source code may allow unauthorized users to hack into your 
      website which is the last thing you would want from a marketing campaign.] 
 
• Allow icon customization (allow using custom icons for your EBooks). 
 
• Allow resizing of the compiled EBook to the preferred size. Resizing and I 
      icon customization basically allow your customer to change your Ebook 
      according to his/her preference. You should allow your customers to 
      reformat and edit content from your Ebook. However, care should be taken 
      that they are not allowed to delete advertisements and links to your website. 
      Making links and advertisement un-editable can be done while creating the 
      Ebook. 
 
• Allow co-branding of your Ebook. This is a very successful strategy and 
      gives your customers a huge incentive to download your Ebook and pass it 
      on to their customers. 
 
• Create an Ebook search function. This provides easy navigation. Readers 
      should be able to skip to any page in the Ebook directly. They should also be 
      offered keyword search functionality that enables them to search for a 
      particular keyword in the Ebook. 
 
• Support Flash Files, Shockwave, JavaScript, DHTML, Audio, Windows 
      Media, Midi Files and other formats. 
 
• Insert a tracking feature in your Ebook that not only tracks users 
      downloading your Ebooks but also provides different statistics. 
 
There are many Ebook generators available on the Internet that provide the 
functionality described above. You can also start your Ebook campaign by 
buying Ebooks from other users and then reselling these Ebooks. 
 
EBook Generator Software 

 
There are several software packages available online to assist you in compiling 
your Ebook. These generators assist you in each of the functions mentioned in 
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the above section on Tips for Creating Ebooks. 
 
The Prices range from $30 to $149. 
 
E-ditor: This is a nice ebook compiler that includes a step by step interface that 
will guide you through the entire process. Unlike other programs, this compiler 
comes with five "skins" to enable your ebooks to have a unique look. It also 
includes a pop-up message box that loads prior to your ebook loading when your 
ebook is launched. This box can contain system requirements, copyrights or 
whatever text you'd like. 
Cost: $97.00 
http://www.e-ditorial.com/  
 
Ebook Edit Pro:  This is a great ebook compiler. Not only is it easy to use, but 
it also includes a pop-up message box that loads prior to your ebook loading. In 
addition, you can select which buttons you would like to be displayed such as, 
navigational, print and home buttons. It also has an added feature that enables 
you to include an affiliate ID within every ebook you create and make money for 
referral sales. An Affiliate ID is given to any user who joins the affiliate program 
provided by Ebook Edit Pro. Any eBook you sell or give away will have your 
affiliate ID embedded. If someone clicks the link, you will earn commission if 
they purchase. Ebook Edit Pro also has a free demo on its website. 

Cost: $64.95 
http://www.ebookedit.com/ 

  
Activ E-book: The great thing about this compiler is that it assigns an ESBN 
number to each ebook you compile. It also has a free demo that is fully 
functional for up to 10 files to be compiled (including graphics). You can create 
and distribute ebooks with the free demo, but you must register the software if 
you'd like to sell your ebooks. 
Cost: $29.95 
http://www.ebookcompiler.com/ 
 
WebCompiler: This program is a little complicated the first time you use it 
however, once you've figured it out, you can easily create an ebook. This 
program will allow you to use your own product icon and also includes a search 
feature. 

Cost: $149.00 
http://www.webcompiler.com/  
 
 

notes:  
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 

 
 
 

Viral Marketing 

 

11 



 

16 

11.3 Viral Marketing through Emails 
 
Email is one of the best ways of spreading your message - it's fast, cheap and, 
most important of all, it can be viral. Have you ever sent a message to your 
friends, maybe a joke or a story, only to have it sent back to you days later with 
several other email addresses in the CC field that you don't recognize? That's 
because your friends have sent it to their friends, and these friends in turn have 
sent it to their friends and so on. The Email chain is endless. 
It's fair to say that email is an ideal mechanism for viral marketing, because a 
message can be spread to multiple recipients almost instantly. 
 
Email allows us to touch people at any time and in any place. Email enhances a 
whole dimension of branding by allowing our brands to be directly connected to 
the times and places in which we deliver them. Because we can touch people 
more precisely, we can brand ourselves more precisely as well. 
 
Email that you send to your customers and friends, if interesting, would be again 
forwarded by your customers and friends to their own customers and friends. 
 
A good illustration of viral marketing through Emails is through Ezines and 
newsletters. The term Ezines is coined for publications sent through Email. 
These publications could be anything – articles related to your website or 
business, press releases for a new service offered by you or any other write up 
inviting people to visit your website. 
 
Email Newsletters Or Ezines 
 
We had a whole chapter on Newsletters. However, what we didn’t discuss then 
is that newsletters can be a great viral marketing tool. If your newsletter contains 
information of value, such as tips, hints, news or tutorials, you'll find that 
subscribers will forward it on to others.  
The use of newsletters can also help build content for your web site which 
increases search engine visibility. Another great benefit is that your newsletters, 
or ezines or ebooks will proliferate links on many sites that point to your site. 
Several leading search engines, primarily Google use Page-ranking algorithms 
that measure how many links point to your site and rank your page in search 
findings accordingly. The way to do it would be to promote uploading of your 
material on your customers’ sites. 
 
Most importantly, a newsletter should contain valuable information, not just 
sales copy - otherwise interest will quickly drop off and you'll be getting a 
number of unsubscribe requests. Worse still, your ezine will be deleted as soon 
as it arrives; leaving you with a valueless list that only sucks up your time, 
resources and bandwidth.   
Ezine Advertising is one of the most powerful ways to market and promote your 
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products and or services. There are literally thousands of electronic newsletters 
on the Internet with millions of people who subscribe to them. Placing ads in 
online newsletters is an inexpensive way to reach your target market quickly -- 
especially when you compare it with other forms of advertising. 
 
In 2002, ezine publishing took a quantum leap, as its status evolved from 
"amateur's hobby" into becoming the most powerful marketing tool for business 
online. Email newsletters have come of age, and increasingly, more ezines will 
take this route, as subscribers prefer them to drab, lack-luster text-only ezines. In 
the coming year we'll see more ezines published. 
 
There are tens of thousands of Ezines being published every month, with a 
collective audience of millions. And the editors of most of those Ezines are all 
looking for quality content for their newsletters. 
 
If you master this technique you can get your name and your website URL in 
front of 100,000 or even a million readers. Right now there's a shortage of good 
Ezine Articles. So, if you write well and you know how to do research on the 
Internet, there's a huge market waiting for you. 
 
However, Ezines and newsletters can go unnoticed easily. People get a lot of 
junk newsletters which they delete without looking at them. Subscribers would 
only subscribe to Ezines which are actually useful to them. Besides, it's very 
important to inform subscribers exactly what you will be doing with their details 
as the Internet is rampant with mailing lists being sold off by web masters. 
Savvy surfers are becoming more selective in what they'll subscribe to - they'll 
expect some sort of commitment that you won't be distributing, selling or renting 
their email addresses. 
 
Tips For Creating An Ezine And E-mails That Are Viral 
 
• Pick a topic that you know something about and then go to the Search 
      Engines and find as many websites as you can that deal with that subject. 
 
• As well as collecting information for your article, make a note of any URLs 
      that offer free resources dealing with the topic of your article. Include those 
      URLs in your article. 
 
• You should choose a topic very carefully. Once the topic is selected, doing 
      enough research on the subject is vital. Organize the material and write in an 
      interesting style. Make sure that you provide links to free resources. 
 
• The content in your Ezine should not be pure sales copy. There has to be  
      valuable and genuine information. Promotion of your product or service  
      should be subtle. Viral marketing using Ezine is different than running an E  
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      Mail marketing campaign that blasts millions of mail messages to  
      unsuspecting readers. 
 
• At the end of your article, attach a 5 or 6-line 'Resource Box' that includes 
      your website URL and/or your email address. 
 
• When you have finished your article, do NOT send it off straight away. Let it    
lie fallow for 2 or 3 days and then come back and read it again. You'll be amazed 
at the improvements you can make. Those final improvements are what make the 
difference between an article that gets published and one that doesn't. 

 
11.4 Viral Marketing With Affiliate Programs 

 
Affiliate Programs create powerful alliances between an online merchant's web 
site and various "affiliate" web sites. Affiliate programs as discussed earlier, are 
a great marketing tool, especially due to the fact that they are viral in nature. 
 
However, affiliate programs are attractive only if they offer useful and valuable 
incentives to the customers. The best form of incentive would be cash in the 
form of commission from product or service sales. This is a great incentive for 
your customers to join your affiliate program and spread your message in turn. 
 
Tips For Making Your Affiliate Program Attractive 

 
Here are some tips to help you in attracting customers for your affiliate programs 
on your website. Doing some research would help you immensely in increasing 
traffic to your website and making the affiliate programs as viral as possible. 
 
• The most important aspect of any affiliate program is the incentive. You 
      should offer better incentives than your competitor sites. Money is the 
      biggest and best form of incentive you could offer your customers. Offering 
      a percentage of your sales revenue resulting out of each successful hit can be 
      a great incentive. 
 
• Apart from the normal incentives offer something unique such as cash 
      awards and bonuses for three customers who are responsible for bringing in 
      the highest traffic or highest business to your website. This would provide 
      greater motivation for prospective customers to not only join your affiliate 
      program but also refer your website to more people. 
 
• Most standard affiliate schemes reward only the subscriber directly 
      responsible for bringing more traffic. Develop a second and third tier 
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      incentive program for your affiliates. In other words, reward both the affiliate 
      responsible for bringing visitors to your website as well as the other person 
      who had originally referred this affiliate. Let me illustrate this strategy. Let 
      us say John referred Max to your website and your affiliate program. Max 
      liked your affiliate program and joined it and eventually bought your product 
     or service offered on your website. In this case, John would get a percentage 
     of the profit. Now let’s say, Max referred your website to a friend of his – 
     Harry.  Harry visits your website – likes your product – and buys it. A single 
     tier incentive program would reward Max by giving him a percentage of the 
     profit generated. A two tier incentive program would offer Max a percentage 
     of the profit as well as John a percentage of the profit because John referred 
     Max in the first place. This strategy is expansive but very fruitful. 
 
• The above point can be explained in simple terms as “Make it as easy and as 
       natural for affiliates to promote your product or service as possible, by 
       letting your affiliates benefit those whom they refer”. This will encourage 
       your affiliates to convince more people to visit your website and even join 
       your affiliate program. 
 
Keep updating the content of your affiliate program. For example, if your 
affiliate program is subscription to a paid or even free newsletter, make sure that 
you update the topics and content of the newsletter constantly. The content 
should always be informative and unique. 
 
You can offer incentives to your customers and affiliates for getting your site 
visitors by sending referrals to their friends, and you can also provide incentives 
to get these friends to respond. 
However, if you make the incentives for both parties the same, then there is no 
reason why a friend will become a carrier. 
 
The trick is to make the incentives for each party different, and make the 
incentive for the carrier greater than the one for their friends. This has the effect 
of motivating each friend to then become a carrier. 
 
 
 
 
 
 
 
 
 
 
 
Using E-books For Affiliate Marketing  
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Let us discuss of all the ways that an e-book could fit into an affiliate marketing 
business. 
 
If you've been delving into affiliate marketing at all, you're no doubt aware of 
the viral potential for e-books, first of all as affiliate products. It's the affiliates 
who make them viral, after all, passing the word about the product to their 
website visitors, e-zine subscribers, and clients, in hopes of earning a 
commission from a sale. 
 
Then, reseller licensing of the e-book product, or allowing those who buy the 
books to give them away, adds another viral layer to the promotion.  In either 
case, there's now even more incentive for the book to be pushed along. 
 
The possibility of re-branding the e-book (that is, customizing certain portions of 
it, or changing the affiliate link coding so that the current host of the download 
can gain from the affiliate commissions) also adds pass-along momentum. Re-
branding might be offered for a low cost or even for a free Ebook. 
 
Let me explain the concept of re-branding further. If you've created a useful 
Ebook which also promotes your products or services and where affiliates can 
change the links in your book to point to their affiliate links, you can let your 
affiliates give this book away to their visitors and subscribers, so that they are 
giving their visitors something useful and they have the chance of selling your 
products to them as well. 
 
A merchant's affiliates, or an affiliate's sub-affiliates, could use their own links 
instead of the author's.  If there's another goal that overrides the affiliate 
commission, or perhaps if only some of the affiliate links will be re-brandable, or 
the downloader who re-brands a link will have to purchase the product first in 
order to use or evaluate it, then the loss of immediate affiliate commissions can 
be amply made up for by the viral spread of the book. 
 
Free as well as “for sale” ebooks might be used by affiliate merchants to 
promote their offerings.  An e-book can be a report, a catalog, a sales 
presentation, a detailed list of features, and so much more – the possibilities are 
endless. It could be whatever that is helpful to your visitor and your customer.  It 
can contain graphics, hyperlinks and, with some compilers, even animated 
graphics and multimedia stuff. 
 
You might create e-books around a subject that pertains to your affiliate 
program/s.  Your affiliates can then create "adjunct" e-books around your 
program offerings.  For instance, a businessperson whose core is consulting of 
some kind might produce a book that elucidates the importance of his service in 
achieving clients' greater success.  Another could write a book on how to use her 
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product to its fullest advantage.  Or an in-depth discussion of an interesting issue 
could lead into a mention of the product or service "in the background". 
 
Either an affiliate or a merchant can use downloadable ebooks to enhance the 
attractiveness of his/her website or ezine, of course, as an incentive, or to 
engender a feeling of trust in his/her visitors/readers, by providing good 
information and advice therein. 
 
This technique certainly trains affiliate program merchants to help their affiliates 
to become more acquainted with viral marketing. Using ebooks as a source of 
affiliate viral marketing can only increase traffic and in turn profits for your 
website. 
 
11.5 Viral Marketing On The Web 

 
How many times have you followed links from one site to another and another – 
only to end up at the first website? The World Wide Web is easily one of the 
best mechanisms for Viral Marketing. 
 
As discussed earlier, the simplest and most obvious way of getting people to link 
to your site is to make it an incredibly useful site packed with informative 
material. This takes advantage of the main reason people use the Internet - to 
find information. If you narrow down the focus of your site, you have a much 
better chance of being found on the search engines, and by those who are 
looking for the specific information you provide, and hence your chances of 
being linked to increase greatly. 
 
Another strategy that would immensely help is increasing the link popularity of 
your website. You want to be found wherever possible and appropriate, 
throughout the Internet. If your competition is there, you should be, too. Inbound 
links from other websites to your website provide two benefits: increased traffic 
to your web site and increased rankings in search engines that calculate inbound 
links in their algorithm, like Google.  
Like you, other site owners are trying to increase their link popularity and 
require reciprocation or give preferential placement of your link on their site if 
you provide a link in return. This means you need a page or directory on your 
site to provide reciprocal links. Creating a links page or directory within your 
site makes your site more content rich and certainly more viral in nature.  
Also, you can encourage your visitors to link your website to theirs. This is only 
possible if your website is useful to them and rich in content. Sometimes, 
providing incentives to visitors for link reciprocation would do you a world of 
good. You can encourage visitors and other complementing sites to reciprocate 
your website’s link in return of commission and “giveaways” for each person 
visiting your site through their link. This strategy may pay rich dividends. 

notes:  
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 

 
 
 

Viral Marketing 

 

11 



 

22 

 
11.6 Word-of-mouth Viral Marketing 

 
Word-of-mouth is considered the very best marketing, because it is unsolicited. 
Here are some ways to encourage friends to share with friends, and use their 
network to promote your site. 
 
• Install software for website referral. Such software allows visitors to  
      recommend your website to their friends and customers. It is imperative that  
      your website is informative and useful.  Try and provide something unique  
      on your website. This could be a new product or a new service that would   
      interest your visitors and encourage them to spread the word for you. 
 
• Make it easy to e-mail or fax your web page to a friend. Encourage readers to  
       e-mail your web page to a friend. This is similar to recommend your site, but  
       allows your visitor to send specific content as well. This is easier to  
       accomplish without a database-driven site. 
 
• Create Email newsletters and send these newsletters to your friends and  
       customers. Always encourage readers to forward your e-mail newsletter to  
       their friends. Do this at the end of a newsletter, and you may jog some    
       readers to do it immediately. It's easy to do. 
 

Create attractive Press Releases with a link to your website and send these to 
customers and friends. Press Releases are very viral in nature. By providing a 

link at the bottom of the press release, you ensure that the reader would click on 
the link and visit your website. It is a good idea to submit your press release to 

publications that have the same type of target audience as you. 

 

11.7 Measuring Viral Effect and Performance 

 
As with any marketing campaign, tracking the results and optimizing 
performance over time is absolutely necessary. Understanding how viral and 
effective your marketing campaign is crucial information, not to mention 
interesting. You may be reaching a huge audience with your viral campaigns but 
the key is to analyze how many of these actually visit your site.  You may have 
the right viral marketing strategy but somehow your message may not be 
efficient enough to bring back visitors to your website. Fixing it could increase 
your sales by 200%. This is just an example; there are many reasons why you 
want a detailed analysis of the viral effect and performance of your campaigns. 
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Thankfully, sophisticated viral marketers can track insightful and actionable 
data that can be used to evaluate performance. Important metrics to analyze are 
pass-along, click-through, and conversion rates. Marketers should separate the 
click-through and conversion rates by original customers from referrals and 
evaluate their respective performances. These metrics will alert a marketer 
about the offers and customers that drive the highest ROI. 
 
 
12. Creating A Hot Software Product With No Programming Experience 

 
Producing an information product is easy. If you can read this book, you can 
write an e-book. There are really no special skills required beyond the ability to 
write and some basic knowledge about the subject. Producing a software 
product on the other hand does require some special training. It needs someone 
who know how to program, who understands how a computer works, and who 
knows how to construct software. It’s a fair bit more complex than putting 
words on a page. It’s also much more profitable.  
 
With the right software product, the sky’s the limits for profits; Bill gates 
proved that. But Bill Gates didn’t become a multi-billionaire by just being a 
great programmer—most decent programmers will tell you he’s barely that. 
And if you’ve been using Windows for a few years, you’ll know exactly what 
they mean.  
 

 
 
 
It’s that combination that we’re going to put together in this chapter. 
There’s no two ways about, you’re going to need an idea. You might have one 
already. Lucky you! But if you don’t, it’s time to whip out your pen and paper, 
and start scribbling. There must be some kind of tool that you wished you had 
on your computer, or a program that you use every day that just drives you 
crazy. Maybe you wish your Media Player stored favorites better, or there was a 
graphics program that was as simple to use as Paint but as versatile as 
Paintshop. Put down your ideas and then check out the competition. 
 
Do a quick search on Google to find out what other products are already on the 
market that are just like the one you want to create. There’s no point in putting a 
ton of effort into creating a product that’s already out there. Check them out, 
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He became rich by combining some basic programming talent with some 
outstanding marketing skills.  
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figure out what’s wrong with them and aim to create a new version that’s just the 
way you like it.  
 
(You'll also need to be sure that competition is selling. If they aren’t finding a 
market, what’s the chance your program will?) 
 
12.1 Building an Outline 

 
Programmers always begin with a written outline—at least the good ones do. 
When you come to hire a programmer, the better your outline, the easier the 
project is going to be and the more successful the outcome. 
 
 
12.1.1 Feature List 

 
Just as it sounds, the feature list is a list of all the benefits you hope your product 
will contain. Put as many down as you can think of. You’ll find that the list will 
come in handy not just to explain to your programmer what you want your 
program to do, but you’ll also use it when you come to put together the 
marketing material. In effect, you’re writing a list of unique sales points. 
 
You might end up with something like: 
 

• Capable of handling gifs, jpegs and bitmap images. 
• Easy, one-click picture editing. 
• Simple to use, fast to learn... 

And so on... 
 
I usually find that this is the most enjoyable part of the whole project. As you 
come to think of each little feature, you’ll find that you actually get quite 
excited. The project will begin to form in your mind and each feature should lead 
naturally onto the next. 
 
12.1.2 User Stories 

 
Here we get into more detail. User stories describe the program from the user’s 
perspective. For the programmer these are the best way to understand precisely 
what your program is expected to do. For example, you might have a user story 
that ran like this: 
 
“User right-clicks on image and receives a menu offering Edit functions. The 
user can then effect a change to the whole image by clicking on one of the 
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options.” 
 
The user story has to be clear enough to be easily understood by the programmer 
but detailed enough to provide guidance. You want the programmer to be able to 
look at it and say, “Hey, that’s cool!” 
 
12.1.3 Data Directory 

 
And this is where things get complicated. Most software programs work at some 
level by storing and retrieving data. If you don’t put the right data in the right 
place, you’re going to get the wrong results, bugs and delays. 
 
Personally, I leave this to the programmer. If he can’t get it right, what chance 
do I have? 
 
12.2 Study Competition 

 
The only way you can distinguish your software product from that of your 
competitor’s is by formulating unique functionality into the software. What is 
the most pragmatic way of devising a unique offering? The answer to this is 
plain and simple. Study your competition! This is probably the smartest thing 
you’ll ever do. Make a list of all your competitors and their offerings. 
 
Look out for news items and case studies on your competitors. These would give 
you a fair idea of what makes them stand out and what doesn’t. Sometimes it is 
also possible to study customer reviews of software products offered by your 
competitors. This sort of information is invaluable. It will help you in offering 
your customers something your competitors don’t. 
 
Assessing the competition also will also help you in deciding what kind of 
software product you wish to develop. For instance, sometimes it may not be 
worth selling a particular kind of product if your competitors are dominant 
market leaders and cater to a high percentage of the market segment. An 
example of this would be an accounting system or a word processing application. 
There are many standard accounting systems easily available in the market. 
Also, MS Word is dominant in the segment of word processors. 
 
12.3 Determine Pricing 

 
Studying your competition also gives you a fair idea of what should be the 
pricing of your product. The key is to price your product competitively. You 
may offer a lower price for your product or offer it at the same price but have 
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additional promotions or discounts. Apart from this, your break-even cost also 
plays a major role in pricing. Moreover, the break even cost may be a good 
indicator especially if your product is completely new in the market. 
 
The formula for calculating break even cost is 
 
Initial Software Cost + Upgrade Software Cost + Package Cost / Profit per 
Sale = Sales Needed to Cover Cost 
 
Initial Software Cost is your investment into the core software. Upgrade 
Software Cost is your investment into additional features or bugs that need fixed. 
You might determine that you need to add 3 or 4 major features and fine tune 
other features based on customer response. Package Cost is your investment into 
packaging your software – this includes hosting costs, marketing material, 
documentation, web site design, and some other costs. 
 
Ideally you should estimate the profit per sale to be enough so as to reach break 
even after around 25 to 30 sales. Again, while doing this you need to keep your 
competitor’s price in mind. If you offer a niche product, customers may be 
willing to pay more. 
 
There is no simple answer to how much should you charge your customers for 
your product. A client based software could be charged at a higher price 
compared to a web based software. Besides, you can also have different versions 
of the same product. The basic version would have the most common 
functionality and would be priced the lowest. Premium or advanced versions 
would have much higher functionality and would be priced higher. 
 
12.4 Choosing a Programmer 

 
No one’s expecting you to sit down and code this baby by yourself. There are 
plenty of people who can do a great job in a decent amount of time—and 
sometimes even for free. 
 
Why would a programmer who usually charges about $100 an hour work for you 
for nothing? Well, that's where things get interesting... 
 
A great programmer is a genius at coding. He can put 
together 1 and 1 and make it equal 10 or 11, or whatever 
two is in binary. That’s his job. But few of them could sell 
you water if you were dying of thirst in the Sahara. They’ll 
tell you what water’s made of and design a program to 
count the molecules in the bottle but they’ll have absolutely 
no idea how to persuade you to buy it. 
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In effect, you’re going to offer a programmer a joint venture: a collaboration of 
his programming skills with your marketing ability. Neither of you will make 
any money with a program idea alone. But together you can make a fortune. 
 
That’s what most corporate programmers dream of. They’re just dying for 
someone with a great idea to come along and help them with the marketing. It’s 
a match made in Silicon Valley heaven. 
 
So where can you find these freelance programmers waiting to hit the big time? 
Again, Elance is a pretty good place to look. Many of the programmers 
advertising there are professionals who have made their money and are looking 
for a lower stress level than the 9-to-9 that most computer companies expect 
their whizzes to work. Many will expect payment but you should be able to find 
some looking to code for a 50/50 split of the profits. 
 
Scriptlance is even better. This works in pretty much the same way as Elance, 
except that it’s targeted precisely at programmers. Again, you just submit a 
description of your project and wait for programmers to bid on it. As with 
Elance, the person you choose will depend in part in their price and in part on 
their experience. 
 
Now, I’m not going to claim it’s a walkover to find a programmer who will work 
on the promise of future profits. They are out there, but you’re not going to 
bump into them on the street. Most of the programmers on Elance will expect 
payment—and that’s fair enough. 
 
But there are plenty of programmers who have been waiting years for the chance 
to come up with that one idea that will give them a constant income month after 
month for no extra effort. 
 
Be careful who you choose though. There’s nothing worse than picking up a 
duffer who isn’t prepare to put in the time needed to make the deal work. Ideally, 
try to find someone local; the whole process is going to go much smoother if you 
can create a decent personal relationship.  
 

 
 
If you’re going into a partnership with someone, they have to believe in the 
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And most importantly, make sure your programmer is genuinely blown away by 

your idea.  
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project as much as you do. In some ways, this is an advantage over paying 
someone to do the job (this and the $5,000 it would cost). When someone is 
truly captivated by the idea they have the motivation to do it right. 
 
When you find a programmer who sounds interested in working with you ask the 
following questions: 
 

• Have you programmed a product like this before? (There’s a fair 
amount of specialization within programming; if your 
programmer hasn’t worked in this field, he might have no idea 
what’s needed.) 

 
• How much experience do you have? (Some newbies will work for 

free to fill their portfolio; that’s fine for you, but it might take a 
little longer). 

 
• How would you improve the product? (Every product can be 

improved; be suspicious if the programmer says it’s perfect.) 
 
• How long will it take? (Take too long and the market could 

change—or fill.) 
 

12.5 Developing functionality 
 
It goes without saying, but you want to make sure that there is a level of interest 
within your target market for the software you plan to develop. Again, studying 
your competition is essential to ensure that your product is sustainable. After all, 
you would need to at least provide as much functionality in your product as your 
competitor.  
 
The best way to assess what kind of specifications and functionality should go 
into your product is by asking your prospective customers themselves. A good 
strategy of achieving this is by surveying your existing customers and visitors on 
your website. You could have the survey on your website itself of Email all your 
customers with a list of specifications for your software product – Just ask them 
what functionality they would prefer at a given price. Don’t name the software at 
this time - just list the features and give a short description of what it will do. 
That should be more than enough to peak your customers’ interests and generate 
a response. 
 
12.6 Creating A Work Agreement 

 
Even if you hire a programmer through an established freelance site like Elance 
or Scriptlance, it’s still a good idea to draw up some kind of legal agreement. 
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The last thing you want to happen is that you reveal your idea for the greatest 
software product since Windows and watch some programmer put it together, 
cut you off and sell it to the highest bidder.  
 
When you’re entering into a business relationship like this with a total stranger, 
it is definitely worth paying a lawyer a couple of hundred dollars to draw you up 
a basic contract. 
 
The agreement should contain the following: 
 
A Confidentiality Clause  
 
If your programmer spills the beans, he gets twenty years in a Turkish prison. 
That would be nice, but pretty unenforceable. A whopping great financial 
penalty is enforceable though and par for the course in a work contract.  
 
The information you share stays between you. If the programmer tells someone 
else and you lose money, you want to be sure you’re going to be compensated. 
 
Payments 
 
If this is going to be a cash job, you want every penny put down. You don’t want 
to release your product, watch it make millions then get hit with a lawsuit from 
your old buddy claiming 50% in royalties. If you’re paying, the product is yours 
and so are the profits. 
 
On the other hand, if you’re not paying, the product isn’t yours.  
 
If you’re working on a profit-sharing scheme, you’ll have to negotiate who gets 
how much of the profits and for how long. You’ll definitely have to make sure 
that that’s all put down clearly in the agreement. 
 
Timeline 
 
Creating a software product can take a fair bit of time—at least several months 
and much longer for really complex programs. Before you write the contract, ask 
the programmer to tell you how much he thinks each section is going to take and 
include those in the agreement. You could even put in penalties for failing to 
meet deadlines, just as you would if you were hiring someone to fix your house.  
 
In my opinion though, it’s better to be flexible about deadlines. All sorts of 
unseen problems can crop up while you’re putting together a program—maybe 
you’ll have some changes; maybe the programmer will have some suggestions—
and these can have an effect on the timeline. As long as you seem to be heading 
towards your target release date, and as long as your programmer isn’t stringing 
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you along, I’d advise being flexible about the scheduling. It’s better to get a 
great final product than a quick one. 
 
12.7 Packaging Your Product 

 
You have created a great product and are ready to 
market it. However, before you start marketing your 
product you need to package it well. If you sell a 
product that can be downloaded directly from the 
Internet you need to also provide proper 
documentation and licensing information along with 
the software files. If your product is such that it has 

to be shipped to the customer, apart from documentation, licensing information, 
software files on a CD, you also require to box up all the contents properly. 
 
Documentation consists of all manuals required for a layman to understand and 
use the product well. Without detailed documentation, your products value 
would be “zero”, even if it’s the best product around. Documentation generally 
consists of three guides: 
 
� The Set Up or Installation Guide, which explains how to set up the software 
     on the customers computer 
 
� The Tutorial, which explains how the software can be in a day-to-day basis. 
       It would also offer guidance and tips on how to perform certain tasks. 
 
♦ The Reference Guide, which is much more detailed and describes each of the 
      functionality fully. This manual requires maximum time to develop. 
 
To create a box for your product, it may be best to hire a professional to design 
and develop the box. However, if you are familiar with tools such as Photoshop 
and are creative, you may design the box yourself. This will save you money. 
However, this should be done only if you are confident of developing an 
attractive box. 
 
Finally, you should always include licensing information with your product. The 
licensing information would lay out all the terms of the agreement between your 
company and your customer. 
 
12.8 Customer Service And Support 

 
In order to develop a good relationship with your customers, you must provide 
them with quality customer service. Let them know that, should they have any 
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questions or problems pertaining to the product, they are free to contact you. 
Provide them with all of your contact information to make the process simple. 
Make sure that you have a good customer support group ready to help. Reply to 
their support requests as quickly as possible and assist them until the problem is 
resolved. 
 
Customer service is one of the most important factors in determining your 
customer's satisfaction. Even if you have a great product, if your customer 
support isn't good, your sales will suffer.  Good customer service is perhaps the 
most important way to build your credibility with the customer. When you are 
doing your business online, building trust and credibility is the most important 
factor. Prompt customer service can make the difference. 
 
For every dissatisfied customer, you can expect to lose one hundred new 
customers. Why? When one customer has a bad experience with your company, 
you can be certain that they'll tell everyone they know about their bad 
experience. It will travel through the grapevine and ultimately cost you sales. 
 
Follow-up with your customers and ask them how they like your product or if 
they have any questions. This is a great way to not only provide good customer 
service, but to also obtain feedback about your product. By listening to your 
customers, you will know exactly what they want, what they're having problems 
with and how you can develop a better product. 
 
By following up with your customers and providing great customer service, you 
are creating a life-long relationship. Satisfied customers are more apt to purchase 
your new products in the future. Treat them with the utmost respect and go 
above and beyond the expected. 
 
Your customer and support service should include: 
 
� A 24 hour toll free number 
� Email support that is quick and efficient 
� Online chat support 
 
Provide An FAQ 
 
Before the clients purchase the software product from you they will probably ask 
a few questions regarding any concerns they have about your product. 
 
During the first few weeks of business you will experience similar questions 
constantly resurfacing. You would be fairly well advised to put this regularly 
asked for information on your website to reduce your administrative workload. 
Your interested parties will be happy to get the answers to their questions 
answered immediately; and you didn't even need to lift a finger. 
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Have a detailed FAQ page that tries to offer clear explanation of your policies 
and rules, how the product works and what are the most common problems that 
customers may face and how they should tackle them. Such measures will really 
reduce the need for your costly support time. 
 
So now you know all about marketing on the Web. You also know how to create 
a couple of great products that generate cash constantly. With information 
products and software products, there’s no limit to the amount you can sell. You 
don’t need massive warehouses to stock your goods, and you don’t have to deal 
with postage and shipping or anything like that. You just have to set up a website 
and keep the traffic flowing. It’s a completely automated system that brings me 
money week in, week out. 
 
But it doesn’t happen without some effort, especially at the beginning. In the 
next chapter, we’re going to look at the best way to manage your time so that 
your business becomes as profitable as possible as quickly as possible—and with 
the fewest headaches as possible. 
 
 
13. Managing Your Life When You Work From Home 

 
At the beginning of this book, I pointed out that not only does my Internet 
business bring me a decent chunk of money each month, it also brings me time. 
Now that my system is set up, all I have to do is check that my affiliate partners 
are sending me cash, suggest the odd joint venture to a partner, and stay in touch 
with my customers. I rarely spend more than three hours in front of my computer 
each day. 
 
But it wasn’t always like that. It took a lot of effort and a lot of work to get into 
the position I’m in now. When I first started, it was a bit of a struggle to organize 
myself. My first website took ages to launch and while the other ones went up 
quickly, my family went days without seeing me. 
 
Let’s be frank, if you don’t set up your business properly right at 
the beginning, you’re going to make your life much harder—and 
your income much lower. 
 
The problem is that until now, you’ve always thought of your 
home as a place to relax and the office as a place to focus and 
work. Now you’re going to have to focus at home—and that’s 
not an easy shift to make. You need to keep the same rhythm 
(without stopping to watch your favorite daytime soap!) and the 
same kind of discipline you had when you had to commute every 
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morning. 
 
The first thing to do is to give yourself an office. I’m not talking about a laptop 
on the coffee table or a corner in the library; I mean a proper room with a door 
you can close and a desk full of goodies: from a computer with broadband to a 
place to put your safety clips. If you don’t have a spare room to start with, then 
use your bedroom. But if you’re serious, think about finding an office once your 
business gets running. 
 
The next thing you’re going to need is a schedule—a realistic one. This is one of 
the greatest challenges when you begin working for yourself. At the end of each 
day, I’d make a list of all the tasks I was going to do the next day. If I got half of 
them done, I was lucky. I spent weeks frustrated and grumpy. 
 
Once you get a feel for how long each task takes you, whether it’s approving a 
new site design, planning a new marketing program or answering customers’ 
emails, set yourself a timetable and keep to it. Turn off the radio, shut the office 
door and get to work! And at the same time, don’t get annoyed if the day ends 
before your work does. 
 
13.1 Balancing Your Business And Family 

 
Of course, all work and no play makes Michael a dull boy. And it doesn’t do 
much for his wife and kids either. 
 
When you have a family as well as a business, time in the office is time away 
from the family, and it’s hard to know when to stop. You can easily find yourself 
in front of the computer at midnight and all weekend too. Sometimes working 
from home seems to be a double-edged sword. If you spend too much time with 
your business and not enough time with your family, the most important 
relationships in your life can suffer. But if you spend too much time with your 
family and not enough with your business, the success of your business can be in 
jeopardy. And, since your business is likely your main source of income, its 
success can also determine the wellbeing of your family. Tricky. 
 
Fortunately, it doesn’t take a superhero to make the work/ family division work. 
All it takes is some patience, a little savvy scheduling and a lot of willpower. In 
fact, if you have the time to read the following tips, then you have the time to do 
them! 
 
13.2 Know How To Say “NO” 

Not easy to do, especially when you’re just starting. But if something doesn't fit 
into your schedule and impedes on another activity you've already planned, just 
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say "no." For example, if a client calls at six in the evening and pleads with you 
to have a teleconference with him at seven, but your son's basketball game starts 
at the same time, you’re allowed to reschedule. Clients actually like to work with 
people who sound busy. 
 
13.3 Take a day off from work at least once a month 

How often have you said: “I wish I had my own business. Then I could take a 
day off whenever I wanted.” Now you can do it! Chances are, you’ll be working 
more days with your own business than you would when you were employed by 
someone else. If you don’t take the weekends off from your business, make sure 
you take at least one day a week for no work and all play. Then, on top of that, 
schedule one day per month for a mini vacation. 
 
For one day, do no work whatsoever and spend all day with your family. That 
means  no computer (unless you’re helping your kids with homework or playing 
games), no business phone, no fax, no meetings, and no paperwork for one entire 
day. Have fun! I do. 

 
13.4 Learn how to compromise 

If you learn how to successfully make deals with your family and clients, you'll 
see how simple it is to balance your time between both. Running a home 
business and a family can be tricky, and that frustration does no one any good. 
It’ll cost you clients and create a frosty atmosphere in the house. 
 
If a client, for example, gives you a week to complete a project, and contacts you 
two days before the deadline saying she needs it right away, don't let your 
frustration show. Offer her what you’ve got and tell her you’ll send the rest later. 
She should be able to meet you halfway. The same is true of your family. 
 
 

 
 
 
 
 
 
 
 
 
 

 

  notes:  
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 

 
 
 

Managing Your Life When You Work From Home 

 

13 

What are you going to change to integrate 13.1-13.4 into your life?  
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13.5 Maintaining a Positive Attitude Is Good For Business 

And the end result of managing your time properly should be fostering the right 
attitude for business. Here are six ways to build a positive attitude. 
 
 
1.  Be Committed 

It took me a couple of years to reach the point I’m at now. I could have 
given up any time before I got here and I had a million different reasons 
for doing so. But I knew what I wanted and stuck it out. That’s the first 
key to success. 

 
2. Accept Challenges 

Being your own boss and owner of your own online business can be 
scary and a bit intimidating. It takes guts to leave a 9 to 5 job and start 
your own online empire.  It takes guts to have a dream and to go for it. 
You ultimately determine whether your business succeeds or fail. 

 
3. Be In Control. 

Keep your mind focused on important things. Set goals and priorities for 
what you want to do and accomplish. Develop a strategy for dealing with 
potential problems—and when those problems surface, feel confident in 
your ability to handle them. The worst you can do is fail. 

 
4. Don’t be too Critical 

There is no use criticizing yourself once you’ve made a mistake. Saying 
“I should have landed that account or handled that situation differently” 
is not going to make any difference at all. It’s just going to drain you of 
your energy and discourage you. Simply learn from your mistakes and 
move on. 
 

5. Practice Makes Perfect 
And stop worrying about getting everything right. It’s not going to 
happen. If Time Warner can buy AOL, you can create a website that 
bleeds cash. Just keep trying. 

 
6. Ask for Help 

You want to work for yourself not by yourself. There is nothing wrong 
with asking for help. Don’t think you’re incompetent simply because you 
can’t do it all. Professionals hire other professionals to do the job 
properly. Don’t be afraid to bring in a specialist when you need it. 

 
If I have to warn you that there’s nothing more important than getting the work/
family balance right, then the chances are you’re going to learn the hard way. I 
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went into this for the money. But there’s no question that the greatest benefit my 
business has given me is the extra free time I have to spend with my family. I’m 
sure if I put that time into building more websites or creating more products, I’d 
make more money. 
 
But there’s more to life than money. 
 
 
Conclusion 
 
 All You Need To Skyrocket Your Web Profits 
 
In this e-book, we’ve looked at a whole range of different ways to make money 
on the Web. We’ve talked about search engine optimization, affiliate programs, 
joint ventures and even e-books and software programming. 
 
It should be clear that at the center of the book—and at the center of all your 
online marketing efforts—is traffic: hits to your site by potential customers. 
That’s what all the marketing chapters in this book are about, bringing people to 
the site so that as many of them as possible will buy. As you build your online 
business, concentrate on marketing opportunities that provide targeted traffic. 
 
You should also concentrate on programs that are multi-level in nature such as 
affiliate programs. If you are doing all of the work yourself, your income will be 
limited by your time and resources; when you bring others into your program, 
your income potential becomes unlimited. Affiliate programs increase the ways 
you can turn your traffic into cash, and that’s what money-making on the Web is 
all about: buying traffic and earning from it. 
 
It should also be clear that the most lucrative opportunities are those that have a 
repeat customer component. It costs less to maintain a customer than to find a 
new one. That means it’s always smart to take opportunities that generate repeat 
business. It’s also worth creating a newsletter that keeps your customers 
informed, in touch and in your revenue stream. 
 
And the more revenue streams you have the better. On the Internet, as in the real 
world, chances come and chances go—online, they just come and go a lot faster. 
If you are diversified, you are more likely to survive market dips that would 
otherwise shut you down—and that will certainly already shut down many of 
your competitors. 
 
It should be clear now that a lot of what people have said about online business 
is a load of old bunkum. You can see that it’s possible to make money; you can 
see that you can do it by yourself, right now; and you can see that whether or not 
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you succeed is entirely up to you. 
 
You can also see that the following myths are simply untrue: 
 

♦ Your site has to have millions of page views to make money.  
It doesn’t. Small sites with good conversion ratios can make more cash 
than large sites with lots of click-through traffic. 

 
♦ Ad revenue and affiliate revenue don’t make money. 

They do, if you know how to use them. 
 

♦ It’s easy to make money: just put up a website and the money will 
roll in. 

If only that were true! Making money on the Web takes time, effort and 
investment. 
 

Contextual Marketing – The newest concept 

 
This is a newly emerging but extremely targeted and effective form of promoting 
your online business. Consumers download specific software from a contextual 
marketing network organizer (such as Gator Corporation, Hotbar, Save, or 
WhenU) at no cost and install it on their desktops. When the consumer is about to 
make a purchase for a specific product or service or is placing a search query for 
that item, the software will beam advertising messages from suppliers of that 
product or service, offering some incentive to the consumer such as discounts or 
promotion offers. Through this facility, the advertiser (supplier) is getting an 
opportunity to promote his offering to a targeted consumer and that too at the 
point of sale or when there is an intention to buy. Thus contextual marketing 
offers a highly targeted marketing tool that connects the supplier with a genuine 
lead and spurs transaction. 
 
The effectiveness of contextual marketing can be seen from the fact that response 
rates and conversion rates are from 5 to 20 times higher than the results from 
conventional online advertising. 

 
Automating Your Website – E-Business Automation Systems 

 
There are hundreds of websites emerging online everyday. Some survive, some 
don't. Of these new businesses, many are one-person bands. Some are 
partnerships as well as a handful of others have formed a company with the view 
to operating 100% online. 
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The part which makes or breaks a business like this is the website management 
and maintenance. Don't assume that once the site is online, your work is 
completed. If people are to return to the site, it will need to have fresh content in 
order to make the site "sticky". Since this is the most important part of your 
online business it is very important to be able to keep the administrative tasks to 
a minimum. One of the best ways to achieve these objects is to automate all 
possible marketing as well as administrative procedures of online selling. 
 
The ultimate in automation is when all automated functions can be pre-
programmed to be carried out at regular intervals with an in-built scheduler. You 
can go on holidays and have everything carried out for you in your absence as if 
you were sitting at your terminal for the duration. There are many E-Business 
Automation Systems available that automate the entire web marketing procedure 
along with many of the redundant administrative tasks. This is like running your 
business on “Auto Pilot”. One of the most popular tools is discussed below: 
 
QuickPayPro.com 
 
QuickPayPro is a remotely-hosted ecommerce automation system that includes a 
shopping cart system, secure, real-time credit card processing, digital product 
delivery, affiliate marketing system, ad tracking, mailing list manager and email 
marketing autoresponders. 
 
This system is available at a reasonable monthly cost and is easy to set up on 
your website. Some of its other features are: 
 
� Sell digital or "real" products and services. 
 
� Single-product order form or full shopping cart version. 
� Secure, real-time credit card processing, with or without a merchant account. 
 
� Supports payment gateways such as 2CheckOut, PayPal, PaySystems,  
      Revecom, Authorize.net, QuickCommerce, EMS and SkipJack. 
 
� Digital product delivery with automatic download link expiration. 
 
� Two-tier affiliate marketing system with real-time statistics for both your  
       affiliates and yourself. 
 
� Option to export affiliate commission payments to upload and pay via  
       PayPal, or import into Quickbooks or other applications for automated 
       check writing. 
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� Ad tracking system and sales calculators for web site and email advertising. 
 
� Unlimited email mailing lists. 
 
� Unlimited sequential follow-up autoresponders. 
 
� Mail merge personalization. 
 
� Customizable order and thank you pages to fit your site's look and feel. 
 
� Remotely-hosted - Manage account using any web browser. 
 

Some Warnings 

 
The fact is, just because you can make money on the Web, it doesn’t mean that 
the streets of the Internet are paved with gold. Like any opportunity, there are 
scams and hazards. As you set up your Web business it’s important to stay alert, 
use common sense, and keep your feet firmly on the ground. 
 
First of all, don’t be tempted by get-rich-quick schemes that promise you instant 
wealth with no investment of time or effort. There are lots of these on the 
Internet. One of the most popular are those emails that fly around every now and 
then from someone claiming to be a wealthy political dissident who’s having 
trouble getting a huge sum of money out of their (normally African) country.  
They’ll ask you to open an account put some money in it and they’ll add the rest 
in return for a fat commission. 
 
Lots of people have fallen for this scam. It’s real. And real stupid. 
 
As soon as someone tells you they can make you rich—all you have to do is 
send them some cash—be sure they’re trying to scam you. The Web is just like 
the real world: if something looks too good to be true the chances are, it is. 
 
And just like the real world, It takes money to make money. The Internet has 
provided a very economical way to do business and there are some inexpensive 
Internet marketing options; but marketing is imperative to the success of an 
online business and productive marketing campaigns do require some cash 
down. That might be money for search engine campaigns, payment for a 
programmer or a Web designer, or even just the fee for your hosting company, 
but you will need some money to get started; you get nothing for  nothing. 
 
I’m not going to promise you that there’s no risk involved here. There is. The 
size of the risk depends on how much you want to invest. You can start small 

notes:  
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 
 
______________________ 

 
 
 

Conclusion 

 

II 



 

42 

with a cheap hosting company, a site you create yourself and so on. You’ll still 
make money like that; it will just take you a little longer. Alternatively, you can 
splurge right from the beginning by getting a pro to create your site and 
marketing it hard from the get-go. It’s entirely up to you. 
 
Me, I started small and spent more money as it came in. How you do it will 
depend on how much spare cash you have and how confident you feel. 
 
 
Checklist For Launching A Successful Internet Business 

 
Keywords and phrases  
 

Have you developed the key words and phrases that will ensure good 
placement in the search engines? 
 
Remember, you can think up keywords yourself, you can see which key 
words your competitors are using, or you can simply pay a specialist 
company to find them for you. Once you’ve submitted your site to the 
search engines in all the keyword categories you want, it’s crucial to 
monitor your traffic carefully. 

 
Optimization  
 

Have you identified what you need to do to ensure that your site is fully 
optimized? Do you have the means or resources to effectively complete 
the task? 
 
Once you’ve figured out the keywords, you have to decide where to put 
them and how. You also have think about link exchanges to improve 
your ranking even more. Remember, the more sites link to you, the 
higher your position in the search engines. 

 
Content 
 

Have you developed content that is not only attractive to your potential 
clients, but also search engine friendly?  Do you have content and tools 
other than your main text that will assist with search engine ranking and 
drive visitors to your site? 
 
Content has to contain persuasive sales text with a fine scattering of 
crucial keywords. You also have to update it as often as necessary—not 
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so often that it gets in the way of your business, but often enough to keep 
fresh traffic pouring in and the site interesting and attractive. 

 
Traffic and promotion plan 
 

Do you have a plan for promoting your site and driving traffic to it? 
 
There are all sorts of ways you can bring traffic to your site. In this book, 
I mention just a few of them—the ones that I’ve found the most effective. 
When you set up your Internet business, you should have your entire 
promotion campaign planned out in your mind. You should know which 
methods you want to use, and what to do if they don’t yield the results 
you want in the time you want. 
 

Target Market  
 

Have you identified your target market?  Do you know how to reach 
them?  Do you know what they want?  Do you know how to attract 
them? 
 
The more finely you target your marketing, the greater your sales rate 
will be and the higher your profits. Those high profits begin with a clear 
understanding of who your ideal audience is. Make sure you know your 
market before you even build your site, and keep it in mind as you 
prepare your promotions. 
 

Time 
 

Are you prepared to put in the time required to make your site a success?  
When the site launches, will you be ready to roll? 
 
The biggest investment of time comes before the site is launched and in 
the period immediately after it launches. First, you have to do all the 
research. You have to understand how you’re going to break into your 
market, and know exactly what you want your online business to do. 
Once your first sites are built and launched, you have to do all the 
marketing. Only once it’s up and running will you be able to relax, move 
into monitor mode and begin thinking about your next opportunity. How 
long that takes depends on how much time you invest at the beginning 
and how successful your marketing efforts are. It usually takes a few 
months. 
 

Advertisers and Affiliates 
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Have you identified advertisers and affiliates who will promote your site, 
your products and your services? 
 
You can start looking for advertising opportunities and affiliate programs 
before you even launch your site. The more prepared you are when you 
launch, the quicker you’ll be able to move from inception to income. 
 

Opt-In Email  
 

Have you identified features for your site that will build a marketable opt
-in email list?  Have you though about what you’re going to put on your 
pop up and how you’re going to manage the list when you get it. 
 
The people on your opt-in email list are like a little pool of potential 
customers—and repeat customers. The more people you can bombard 
with your marketing material, the more money you’re going to make. 
Ways to trap email addresses should form a part of your site design. 

 
Monitoring 
 

Have you identified monitoring features for your site that will provide 
you with information about your target market?  Do you have a way of 
knowing who has visited your site?  Do you have a method of collecting 
data from your visitors to help you improve your site? 
 
The Internet changes constantly. One week, you can have top rankings 
and a sales rate to die for; the next week, your site be down on page 
fifteen with traffic made up of  spam from Romania. You have to keep 
track of your traffic, and be prepared to make changes to your marketing 
plan. 

 
Joint Ventures 
 

Do you have an idea who you could partner with to offer complementary 
services that bring real benefits to you, your partner and your users? 
 
Joint ventures are your partnerships for success. They allow you to pool 
resources with other entrepreneurs to bring real benefits for all of you. 
Start by talking to the people who send the newsletters you like to read 
each week. Then move out into people who provide complementary 
services to the ones you offer. As you build up your business, keep your 
eye open for new opportunities all the time. 
 

Vision 
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Do you know what you want to achieve and what you’ll do when you get 
there? 
 
If your goal is only to make money, you can achieve that in your first 
week on the Web. Most of us have bigger goals than that though. 
Whether you want to be the Bill Gates of online marketing or simply set 
up an automated revenue stream that will bring in a constant flow of cash 
with very little maintenance, you can do all that on the Internet—as long 
as you know what you want. 
 

Costs Budget And ROI 
 
We have looked at various strategies and options related to Internet Marketing. 
One of the key factors while devising your strategies is your cost budget and the 
ROI you get from it. In this guide, we have studied a number of different 
techniques for marketing your product or service. The importance of each option 
is closely linked to your own objective, and consequently your budget in terms 
of management time and expenditure. 
 
Marketers would be interested in knowing the results of any campaign and most 
often the result is desired in terms of increase in company revenues. Name 
recognition, brand image creation and other outcomes are important; however 
the bottom line is sales. ROI should be able to determine your website’s 
conversion rate in terms of the ability to persuade your visitors to take the action 
that you desire them to take. At the same time, the success in terms of increase in 
sales depends on several other factors such as the competitiveness and value in 
your product or service offerings and the quality of your website to induce the 
visitor to take action. 
 
Focusing your marketing campaign is crucial to ensure maximum ROI. Your 
marketing strategies should be able to target prospective customers that are most 
likely to buy your products. You have to introduce the right product to the right 
person. 
 
Perhaps the whole promotion cost for small or midsize companies may come to a 
minimum of $2500 plus the consulting and the services cost and the production 

costs. Remember that budgets for marketing will just 
zoom up as you go along the way. In some cases the 
final cost could be three times the above number or 
even more. Whether this budget is right or not, 
depends on what you perceive as the market 
potential for your offering. You may choose to 
pursue only a few of the strategies mentioned in this 
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guide and still get reasonable success. 
 
The key is to make use of some of the tracking tools mentioned for each of the 
strategies. For instance, tools that measure the traffic coming to your website and 
identify the source of the traffic. In other words, tools that tell you what search 
engine did the visitor come from, or which ad/affiliate program directed the 
visitor to your site. Moreover tracking tools can also tell you what the visitor has 
done online, including page visits, time spent, actions taken (relevant for e-
commerce sites or query/contact forms) and so on. 
 
Proper analysis of the data available is required to relate the traffic history to the 
revenue results. 
 
Being a successful Web entrepreneur doesn’t require massive amounts of 
investment or a genius idea. It simply requires some initial time and effort. It 
requires an understanding of how business works on the Web, and it requires the 
drive to succeed. 
 
 
 

Are you ready to begin? 
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“Employ thy time well, if thou meanest to gain leisure” 
~Ben Franklin 

 
List below what you have gained the most from volume 
III: 
 
1.___________________________________________ 
 
2.___________________________________________ 
 
3.___________________________________________ 
 
4.___________________________________________ 
 
5.___________________________________________ 
 
6.___________________________________________ 
 
7.___________________________________________ 
 
8.___________________________________________ 
 
9.___________________________________________ 
 
10.__________________________________________ 
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