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best voicemail messages for business are essential tools for any professional seeking to maintain effective
communication with clients and colleagues. A well-crafted voicemail message can enhance your business image,
ensure customers feel valued, and provide clarity in your absence. This article will explore various types of
voicemail messages suitable for different business scenarios, offer tips on how to create compelling messages,
and present examples to inspire your own recordings. By the end, you will understand the importance of these
messages and how to implement them effectively.
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Introduction to Business Voicemail Messages

Voicemail messages serve as an essential communication tool in the business world. They provide a way for
clients and colleagues to reach you when you are unavailable, ensuring that important calls are not missed.
The best voicemail messages for business should convey professionalism, clarity, and a commitment to customer
service. This section will delve into the significance of voicemail messages and how they can positively impact
your business communications.

Types of Voicemail Messages

Understanding the various types of voicemail messages is crucial for crafting the most effective recordings.
Different scenarios require tailored messages to address specific situations. Below are the main types of
voicemail messages you may encounter in a business setting.

General Voicemail Messages

General voicemail messages are the standard messages that inform callers of your absence. These messages
typically include your name, position, and a request for the caller to leave a message. They can be personalized
to reflect your business's tone and culture.

Out-of-Office Voicemail Messages

Out-of-office messages are used when you are away from work for an extended period, such as on vacation or
during a business trip. These messages should specify your return date and provide alternative contact
information if immediate assistance is required.



After-Hours Voicemail Messages

After-hours messages are essential for businesses that operate outside of standard hours. These messages
inform callers of your business hours and encourage them to leave a message or reach out via email for non-
urgent matters.

Customer Service Voicemail Messages

Customer service messages cater to customers seeking assistance. These messages should convey empathy and
understanding, assuring the caller that their inquiry is important and that you will respond as soon as
possible.

Emergency Voicemail Messages

Emergency messages are crucial for businesses that may require immediate attention. These messages should
clearly instruct callers on how to reach you or another key individual during emergencies or urgent matters.

Tips for Crafting Effective Voicemail Messages

Creating an effective voicemail message involves careful planning and attention to detail. Here are several tips
to help you craft messages that resonate with callers and maintain a professional image.

Keep It Short and Simple

Voicemail messages should be concise and to the point. Aim for a message duration of 20 to 30 seconds. This
ensures that callers receive the essential information without feeling overwhelmed.

Use a Professional Tone

Your voicemail message reflects your professionalism. Use a clear and friendly tone, avoiding overly casual
language. This will help establish trust and make a positive impression on callers.

Include Essential Information

Always include key details in your voicemail, such as your name, title, and a brief instruction for the caller.
This could include asking them to leave their name, number, and a brief message so you can return their call
promptly.

Update Regularly

Regularly updating your voicemail message is vital, especially if your availability changes frequently. An
outdated message can lead to confusion and frustration for callers.

Consider Your Audience

Tailor your voicemail message to your target audience. A message aimed at corporate clients may differ
significantly from one directed to casual customers. Understanding your audience will help you craft a



message that resonates with them.

Examples of Best Voicemail Messages for Business

To provide clarity on how to implement the tips discussed, here are some examples of effective voicemail
messages for various business scenarios.

General Voicemail Message Example

"Hello, you’ve reached [Your Name] at [Your Company]. I am currently unavailable to take your call. Please
leave your name, phone number, and a brief message, and I will get back to you as soon as possible. Thank you!"

Out-of-Office Voicemail Message Example

"Thank you for calling [Your Name] at [Your Company]. I am currently out of the office until [Date]. If you
need immediate assistance, please contact [Alternate Contact Name] at [Phone Number]. Otherwise, I will return
your call as soon as I return. Have a great day!"

After-Hours Voicemail Message Example

"You’ve reached [Your Company]. Our office hours are Monday through Friday, 9 AM to 5 PM. Please leave a
message, and we will return your call during business hours. For urgent matters, please email [Your Email
Address]. Thank you!"

Customer Service Voicemail Message Example

"Hello, this is [Your Name] from [Your Company] customer service. I’m currently unavailable to take your call.
Your inquiry is important to us, so please leave your name and number, and I’ll return your call as soon as
possible. Thank you for your patience!"

Emergency Voicemail Message Example

"Thank you for calling [Your Company]. If this is an emergency, please contact [Emergency Contact Name] at
[Phone Number]. For all other inquiries, please leave a message, and I will return your call promptly. Thank
you!"

Common Mistakes to Avoid

When creating voicemail messages, it is crucial to avoid common pitfalls that can diminish their effectiveness.
Here are a few mistakes to watch out for.

Using Jargon: Avoid using industry-specific terms that may confuse callers.

Being Too Casual: A relaxed tone may not convey the professionalism expected in a business setting.

Neglecting to Update: Failing to update your voicemail message can lead to frustration for callers.



Overly Long Messages: Lengthy messages can cause callers to lose interest or miss essential
information.

Benefits of Using Professional Voicemail Messages

Implementing professional voicemail messages comes with numerous advantages for your business. Here are some
key benefits:

Improved Communication: Clear messages ensure that callers know how to reach you or receive
assistance.

Enhanced Professional Image: A well-crafted voicemail reflects positively on your business and builds
trust with clients.

Customer Satisfaction: Prompt and informative messages can enhance customer satisfaction and
loyalty.

Time Management: Voicemail messages help manage expectations, allowing you to prioritize your
responses effectively.

Conclusion

In summary, the best voicemail messages for business are essential for maintaining effective communication and a
professional image. By understanding the types of messages, implementing best practices, and avoiding common
mistakes, you can create messages that resonate with callers and enhance your business interactions. Investing
time in crafting compelling voicemail messages will ultimately lead to improved customer engagement and
satisfaction.

Q: What should I include in a business voicemail message?

A: A business voicemail message should include your name, title, the company name, a brief explanation of your
unavailability, and a request for the caller to leave their name, number, and a message.

Q: How long should a voicemail message be?

A: Ideally, a voicemail message should be between 20 to 30 seconds long to ensure clarity and maintain the
caller's attention.

Q: Why are professional voicemail messages important?

A: Professional voicemail messages enhance communication, improve customer satisfaction, and build trust in
your business by providing clear information when you are unavailable.



Q: How often should I update my voicemail message?

A: You should update your voicemail message regularly, especially when your availability changes, or if you
are out of the office for an extended period.

Q: Can I use humor in my voicemail message?

A: While humor can be appropriate in some industries, it is essential to consider your audience and maintain
professionalism to ensure that your message is taken seriously.

Q: What are some common mistakes to avoid in voicemail messages?

A: Common mistakes include using jargon, being too casual, neglecting to update your message, and creating
overly long messages that may confuse callers.

Q: How can I make my voicemail message more effective?

A: To make your voicemail message more effective, keep it short and simple, use a professional tone, include
essential information, and tailor it to your audience.

Q: What should I do if I receive a voicemail while I'm out of the office?

A: If you receive a voicemail while out of the office, listen to the message as soon as possible and respond based
on the urgency of the request. Consider setting up an out-of-office message ahead of time.

Q: Is it necessary to have a different voicemail for after-hours calls?

A: Yes, having a separate after-hours voicemail can help inform callers of your business hours and provide
alternative contact options for urgent matters.

Q: How can voicemail messages enhance customer satisfaction?

A: Voicemail messages enhance customer satisfaction by providing clear information, ensuring that inquiries are
acknowledged, and setting expectations for response times, which helps to build trust.
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WALES, Book Description: Unlock the power of effective communication with Communication for
Professionals, the second instalment in the Business Professionalism series by Anath Lee Wales. This
essential guide is designed to elevate your communication skills, providing you with the tools needed
to thrive in the modern business world. In this comprehensive book, you'll explore: Introduction to
Business Communication: Learn the foundational concepts, including Encoder/Decoder
Responsibilities, Medium vs. Channel, Barriers to Communication, Strategies for Overcoming
Barriers, and the dynamics of Verbal vs. Non-verbal Communication. Structuring Business
Communication: Understand the structure and lines of communication within an organization, define
your message, analyze your audience, and learn how to effectively structure your communication.
Developing a Business Writing Style: Discover the roles of written communication, characteristics of
good written communication, and strategies to develop an effective writing style. Types of Business
Writing: Master various business writing formats, including Business Letters, Memos, Reports,
Emails, and Online Communication Etiquette, ensuring you can handle any writing scenario with
confidence. Writing for Special Circumstances: Gain insights into tactful writing, delivering bad
news, and crafting persuasive messages tailored to specific contexts. Developing Oral
Communication Skills: Enhance your face-to-face interactions with guidelines for effective oral
communication, speech delivery, and active listening. Doing Business on the Telephone: Learn the
nuances of telephone etiquette, handling difficult callers, and leading effective business
conversations over the phone. Non-verbal Communication: Understand the importance of body
language, physical contact, and presenting a professional image in business settings. Proxemics:
Explore the impact of space, distance, territoriality, crowding, and privacy on business
communication. Developing Effective Presentation Skills: Prepare for public speaking with tips on
managing presentation anxiety, using visual aids, and leveraging technology for impactful
presentations. Conflict and Disagreement in Business Communication: Learn about conflict
resolution values and styles, and strategies for managing cross-cultural communication challenges.
Communication for Professionals is your definitive guide to mastering the art of business
communication. Whether you are a seasoned professional or just starting your career, this book
provides the essential knowledge and skills to communicate effectively and confidently in any
professional setting.
  best voicemail messages for business: The Second-Best Business Book Ever Written Tom
Marks, 2024-07-16 Honesty in thought leadership matters. And so does seeing the light. Honesty, in
its purest form, is a key characteristic of all thought leaders, so I’m going to hit you with the truth.
Many business books today are written for the purpose of winning more business for an author, or
acquiring new speaking gigs, and anyone who fits into that camp is A-OK with me. It’s a smart move.
But after more than four decades in sales and marketing, I’m beyond those goals. Frankly, it feels
great that I’m not anchored to those intentions anymore. I have only one intent in The Second-Best
Business Book Ever Written, and that’s to teach the ins and outs of thought leadership to as many
people as possible because that’s how corporations, and the individuals who run them, succeed.
There’s a process to becoming a thought leader; it’s methodical, detailed, and rewarding. After all,
where’s the amusement in being a price-chopper? Or even a technology leader where the tenure is
as short as my nephew’s attention span? The greatest thought leaders started sharing their thinking
2,500 years ago through the teachings of my four favorites: Socrates, Plato, Aristotle, and Aspasia.
I’m going to travel with you down the thought leadership road, known as the Via Egnatia, from the
foothills that rise above Athens to the skyscrapers that tower above Madison Avenue. And along the
way, I’m going to show you how I did it for Fortune 500 companies, and for small and midsize
businesses, with a few wild detours along the way. By all accounts, the Green Bay Packers future
Hall of Fame quarterback Aaron Rodgers was born with a rock-solid throwing arm and an annoying
chip on his shoulder. I’m no Rodgers fan; after all, I was born and raised in inner-city Chicago and
have been a Bears fan since birth, but I recognize greatness, and Aaron Rodgers is a great football
player. Some of his other qualities? Not so much. But these aren’t lessons about tackle football.
They’re insights about leadership; about what happens off the football field, and on a more



important playing field; about greatness in sales, marketing, and business; and about thought
leadership, the single most important differentiator in the business playbook. Or, as Plato not so
recently said, obviously unaware of Aaron Rodgers’s famous retreat into darkness, “We can easily
forgive a child who is afraid of the dark; the real tragedy of life is when men are afraid of the light.”
I’d like to shed some light on what’s required in business, but frequently misunderstood. What every
salesperson needs to know, but doesn’t always know how to achieve it. And what every marketing
expert wishes they had in their bag of tricks. To simply say that thought leadership is an essential
part of the disciplines of market leaders is like saying a stick is an essential part of a Popsicle. Well,
it is, assuming you’re not interested in taste, color, packaging, name, price, quality, and the beat
goes on. Tom Marks survived forty-seven years in the advertising business and has lived to write
about it. He’s the founder of TMA+Peritus, one of the leading marketing, thought leadership, and
corporate ethics firms in North America and has won more than sixty-five American Advertising
Awards for his writing. He spent many years on the professional speakers circuit and survived that,
too. His thought leadership workshops for Fortune 500 companies have brought him national
acclaim and has made him a favorite among the nation’s CEOs.
  best voicemail messages for business: Ultimate Small Business Marketing Guide James
Stephenson, 2007-01-01 The second edition of this comprehensive guide introduces new marketing,
advertising, sales and public relations techniques to the 1,500 proven ideas from the first edition. It
adds dozens of new high-tech strategies required to stay one step ahead in today’s highly
competitive global marketplace. Off- and online resources have been updated and new
ones—including blogs and new websites—have been added.
  best voicemail messages for business: The Art of Smart Marketing What Small Business
Owners Must Know to Get Customers and Sell Products ,
  best voicemail messages for business: Start a Small Business David Weller, Vera Hughes,
2015-08-27 'Hits the bull's-eye with every chapter... Very highly recommended.' - The Independent
This is a fully updated new edition of the bestselling guide for anyone who is thinking of starting
their own business. It covers both the strategic and practical issues in the ideal level of detail for
budding entrepreneurs, and is full of insider tips which will help give your business the edge in a
tough marketplace.
  best voicemail messages for business: 301 Smart Answers to Tough Business Etiquette
Questions Vicky Oliver, 2010-10-06 Knowing workplace etiquette can get a person a raise or
promotion--and can keep him or her from getting fired. Oliver tackles the topic in this savvy
resource.
  best voicemail messages for business: Business goals 2 Gareth Knight, Bernie Hayden,
Mark O'Neil, 2005
  best voicemail messages for business: The Art of Voice Acting James Alburger, 2014-08-27
From basic acting techniques and exercises for keeping the voice in top condition, to marketing and
promotion of the actor, The Art of Voice Acting covers it all. Now in its fifth edition, this essential
book is packed with expert advice on job opportunities and career management tips; it is the ideal
resource for anyone wanting to maximize their success in the industry. Complete with a companion
website and QR codes that link directly to additional material such as audio for every script included
in the book, more exercises, and voice relaxation techniques, this is the complete package that gives
voiceover actors, and those in related fields, a clear, no-nonsense introduction to the business and
art of voice acting. New and updated in this edition: All new scripts and voice exercises More voice
and acting techniques Coverage of new trends, including online demos and online auditions
Additional coverage of audiobooks and new information on home studio technology All new
contributions from some of the top voice talent in the world
  best voicemail messages for business: Battleground: Business Peg Thoms, Michael
Walden, 2007-10-30 Business is one of the most potent cultural forces today, profoundly affecting
every facet of our lives whether we are working in a corporate environment or not. This book
surveys some of the most controversial issues and topics central to the contemporary business



world. Included are more than 70 alphabetically arranged entries written by expert contributors.
Each entry explores a topic's relevance and influence, highlights opposing viewpoints, provides
sidebars of interesting information, and lists resources for further research. For students and
general readers, this book is an engaging, accessible, and essential resource on the role of business
in society. Globalization. Outsourcing. Downsizing. These are some of the economic issues at the
center of today's society. Time after time, we see that business is one of the most powerful forces in
the modern world, profoundly affecting every facet of our lives whether we work in a corporate
environment or not. Because in one way or another the world is all about economics, students need
to understand and appreciate the role of business in their lives. This book overviews the most
important topics and issues characterizing the role of business in today's society. Included are
alphabetically arranged entries on more than 70 critical issues or topics central to the role of
business in our lives. Each is written by an expert contributor and provides a summary of the topic's
relevance and influence, a consideration of opposing viewpoints, and a list of resources for further
research. For students and general readers, this book is an engaging, accessible, and essential
resource on the role of business in everyday life.
  best voicemail messages for business: The Young Adult's Guide to Starting a Small Business:
101 Ideas for Earning Cash on Your Own Terms Atlantic Publishing Group, 2017 With the minimum
wage being what it is and the job opportunities seeming less than ideal, it might seem like a good
idea to start making cash on your own terms. This guide will give you 101 ideas for starting your
own money-making business. We cover options such as pet sitting, babysitting, and tutoring in great
detail. You will learn how to use the Internet to help you make money with options such as surveys,
advertising, blogs, and social media. This book not only covers how to make your own money, but it
also teaches you how to save it and how to make it grow by creating a budget, all presented
specifically with teenagers in mind. This book contains inspiring stories from young adults who have
started their own businesses. If you have been hitting the pavement but are coming up short in the
job department, all is not lost. With this guide in your back pocket, you can start making money on
your own terms without having to depend on your parents.
  best voicemail messages for business: Web Design and Marketing Solutions for
Business Websites Kevin Potts, 2007-11-25 The best business websites serve their readers with
strong content, well-architected design, and a focus on usability, readability, and accessibility. This
book covers the fundamental aspects of building a website that works for the company, not against
it. It covers the essentials of strong copywriting, and then dedicates several chapters to designing
user-centric About, Products and Services, and Support sections. Your visitors come to your site
because they are interested in your business and are therefore potential customers. This book covers
taking advantage of that traffic by expanding the company's story through a corporate blog and
using testimonials, case studies, and other third-party validation to reinforce the marketing
message. With this knowledge, you will be able to create and maintain a highly professional,
polished business site. While a pleasing website is essential for any modern business, creating it is
only a small piece of the online strategy. This book also discusses search engine optimization, using
e-mail and RSS to communicate with customers and prospects, and advertising the corporate
domain with paid search placement, online banners, text links, and more. The primary theme is
using your corporate website to market the business effectively, from designing intelligent product
pages to writing compelling e-mail newsletters. This book explores those ideas and offers compelling
advice on how to take full advantage of the Web as a marketing medium.
  best voicemail messages for business: The Art of Voice Acting James R. Alburger, 2019-03-25
The Art of Voice Acting covers all aspects of the craft and business of performing voiceover. This
sixth edition is reorganized and completely updated to include the latest information on how to get
started in voiceover, performing techniques, setting up a personal recording space, voiceover
demos, the basics of running a voiceover business, working with agents, unions, and much more.
Dozens of URL’s are included with additional resources and several chapters include all new scripts
written specifically for this edition. Two new chapters include contributions from some of the



voiceover world’s top professionals. Additional content can be found on the Voice Acting Academy
website at AOVA.VoiceActing.com. This is the perfect tool for aspiring voice performers, radio
announcers, and stage and screen actors.
  best voicemail messages for business: Business 布卢姆斯伯里出版公司, 2003 责任者取自版权页。
  best voicemail messages for business: The Survivor's Guide to Business Travel Roger
Collis, 2002 * Fully updated new edition from columnist Roger Collis
  best voicemail messages for business: Everyone Wants to Work Here Maura Thomas,
2023-04-18 Be the leader your team wants to follow You want to be the kind of leader that leaves a
legacy of positive impact. You want to lead an exceptional team so you can power your
organization's success and unleash the hidden potential in every team member – including yourself!
So how do you realize these goals? In this expansive guide, expert Maura Thomas explores how to
combat insidious problems that are costing your organization millions. You can change the status
quo with her step-by-step guidance to energize your team, and provide greater focus, transparency,
and accountability in the organization. Leaders and aspiring leaders like you will discover how to not
only extinguish—but prevent—the dozens of fires that pop up all day. You can transform a stressful
culture into an empowering one, or a great culture into one where top talent is lining up to be a part
of your team. Imagine having consistently productive and satisfying work days, and contributing
even more to the organization—but in a way that's inspiring and motivating instead of overwhelming
and depleting. The techniques in this book will not only help you, your team and your organization,
they'll boost your ability to contribute in a positive way to families, your community, and the world.
  best voicemail messages for business: It's Time to Talk about Race at Work Kelly
McDonald, 2021-05-11 It's time the business world got the actionable, impactful, no-cost strategies
needed to increase diversity and inclusion in the workplace Many white leaders want to create
change but don't know how to do so appropriately and effectively. How do you know where the blind
spots are that can create obstacles for people of color? Your intentions may be sincere and heartfelt,
but intentions aren't enough. In It's Time to Talk about Race at Work, acclaimed speaker and
bestselling author Kelly McDonald delivers a much-needed roadmap for business people. This book
will help you successfully create a fair and equitable workplace that recognizes diverse talent and
fosters productive and constructive conversations in your organization. It's Time to Talk about Race
at Work does not approach diversity from the standpoint of social activism or an HR perspective.
Instead, this book shows you exactly what to do and how to do it so that you can make real progress
on diversity and inclusion, regardless of the size of your organization. The author's clear, real talk
style makes it easy to learn: The costs and risks you're incurring if your organization lacks diversity
How people who don't consider themselves to be racist may still have diversity blind spots How to
start the hard conversations you may not know how to approach The STARTING Method—an
eight-step framework that shows you how to ensure your diversity and inclusion efforts are effective
How to recognize the excuses people use to avoid taking action on diversity and inclusion How to
address the issues and comments that come up when employees feel nervous, resentful, or
uncomfortable as you make headway on diversity in your organization Perfect for executives,
managers, and leaders in organizations of all types and sizes, It's Time to Talk about Race at Work is
also for employees who want to improve their organization by leading by example.
  best voicemail messages for business: FROM GRADUATION TO CORPORATION Andy Teach,
2012-04-04 The second edition of the popular career advice book, From Graduation To Corporation,
is a comprehensive guide to success in the workplace and is specifically tailored to college students
and recent college graduates. It is an invitation to the Millennials (Generation Y) to go inside the
head of a corporate veteran. By examining the thought processes of a senior executive and learning
from his experiences, recent college graduates can be better prepared to narrow the gap between
their expectations and the expectations of their supervisors. This edition contains additional
information on job search websites, social networking websites, college career centers, career fairs,
dining etiquette, and the different generations in the workplace. Other key areas to career success
include tips on resumes/cover letters, networking, interviewing, dealing with difficult people, dating



at work, how to act in meetings, dress codes, how to stay organized, how to ask for a
promotion/raise, Internet/email/telephone etiquette, and Andy's 73 Corporate Commandments. What
makes this book unique is that the author not only gives us his refreshingly honest account of his
climb up the corporate ladder, but also discusses his fall from the top rungs. After working for the
same two bosses in the same department of a major television and motion picture studio for over
twenty years, Andy Teach found himself on the unemployment line. Find out what he did right and
what he did wrong so that you can reach the top rungs of the corporate ladder . . . and stay there!
  best voicemail messages for business: The Ultimate Guide to Sales Training Dan Seidman,
2012-01-11 The Ultimate Guide to Sales Training is the go-to reference for sales managers, sales
trainers, sales coaches, and sales consultants who want to increase a sales force's productivity by
using these proven techniques: Building Mental Flexibility Anchoring Concepts for Easy Recall
Encouraging Behavioral Change Covering a wide range of topics, The Ultimate Guide to Sales
Training shows how to develop a selling system, prospect effectively, and qualify and disqualify
prospects. The book also covers information on using power questioning techniques, handling
objections, and includes solution selling guidelines and ideas for creating and delivering potent
presentation practices. In addition, the author covers such hot topics as managing reps attitudes and
how to close the sale. He also includes suggestions for overcoming buyer resistance and making
change occur as well as getting beyond barriers that block decision-makers, and much, much more.
Praise for The Ultimate Sales Training Handbook This book should be on the desk of every sales
manager and sales trainer. Dan Seidman created a treasure chest of ideas, concepts, skills-sets and
motivation tools that are ready to be converted into cash. —Gerhard Gschwandtner, founder and
publisher, Selling Power Magazine Sales professionals throughout the world will discover
performance improvement through this training encyclopedia. Dan Seidman is helping make sales
training a major strategic driver for all organizations. —Tony Bingham, president and CEO, ASTD
Each chapter just might be the one piece that plugs the gap in your team's performance. Dan is truly
earning the title Trainer to the World's Sales Trainers. —Willis Turner, CAE CSE, president and
CEO, of Sales & Marketing Executives International
  best voicemail messages for business: Commerce Business Daily , 2001-03
  best voicemail messages for business: The Unofficial Guide® to Marketing Your Small
Business Marcia Layton Turner, 2006-12-18 From the author of the successful The Unofficial Guide
to Marketing Your Small Business, this handy guide provides detailed information on low-budget,
high-impact marketing techniques that produce near-immediate results. Small businesses need a
quick return on their marketing investments, and this book shows the best ways to achieve it. Small
business expert Marcia Layton Turner puts her wealth of business knowledge to work for business
owners who need results now. The Unofficial Guide to Marketing Your Small Business provides
comprehensive, straightforward coverage of everything small and large businesses need to know
about the vital basics of effective marketing. Marcia Layton Turner (Rochester, NY) is the founder of
her own marketing consulting firm and a small business expert who has been profiled or quoted in
such publications as Money, Entrepreneur, and USA Weekend. She is also the author of The
Unofficial Guide to Starting a Small Business (0-7645-7285-7), from Wiley.
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