EXPLANATION AND DETAILING 

OF SERVICES OFFERED AT TRIPLE DELIGHT – VIRTUAL OFFICE
1. E-mail Response Management.   Client sets-up a filter that forwards e-mail to us.  We respond and follow-up as necessary.  

2. Faxing.  Using the client’s fax/letterhead, we compose the correspondence.  Client may also compose and then e-mail to us.  We fax the document.  Customer is billed for two (2) work processes. 

3. Data Entry/ Database Management.  To access databases, client must give us remote access to any already existing databases.   Raw data sent to us in hard-copy format or electronically is input into a database format (MS Access)

4. Data Storage.  Data is stored as requested (origin may be work which we processed or that which the client has sent to us.  Client is billed per length of time the process takes.  Data is stored on CD or DVD, or e-mailed.

5. General Word-processing and Copy-typing.  Direct and straightforward typing and simple word-processing/formatting

6. Proof-Reading And Editing (Various Documents, Photos, Etc.)    These should as far as possible be forwarded preferably via softcopy.  We proof-read completed works or works in process sent to us via post, courier or electronic medium fax, e-mail, disc).  

7. Drafting Of Correspondence.  We draft the document, relay it for ratification.  Client signals acceptance.  We finalize and send forward on their behalf or send back to the client.

8. Enhanced Word Processing.  Reformatting, reconfiguring and editing .

9. Report Writing.  Preparation of simple standard reports (not involving significant and extensive financial data.  

10. Desktop Publishing.  Client supplies raw data (or existing sample document).  We may also compose the document (brochures, call cards, flyers, programmes…)

11. Document Translation.  Where it is necessary, we may need to recompose/rewrite the ‘English’.  If such is the case, two (2) work processes will be billed for.

12. Designing Of Powerpoint Presentations, Electronic Forms.  Client provides content as far as possible.  We prepare the presentation, store it onto CD or relay via e-mail.  


Electronic Forms.  We design/compose the forms based on data supplied.

13. Freelance Copy-Writing.  We cost the job based on what is involved (subject matter; intended use, research involved, format, etc.)

14. Document Printing.  We will not normally handle print jobs, except by special request and where the nature of the job requires such.  
15. General Transcription Of Audio Files.   Will work with material from tele-seminars, web conferences, online videos, mp3 files, wav files, CDs, audio files cassettes, etc.  (Please ensure that the latter is of sound quality.  Kindly duplicate if you need to do so.  We will not accept responsibility for corroded/corroding material sent to us.)  No reel-to-reel tapes, please.  The job will be costed according to time taken to process.  
TO BEGIN THE PROCEDURE CLICK HERE
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For an Estimate (including package deals)





Contact Us


Phone: 868-393-3907, 868-643-0241


Fax: 868-643-0241


E-mail: � HYPERLINK "mailto:admin@triple-delight-tt.biz" ��admin@triple-delight-tt.biz�
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