
It is not hard to learn how to promote your 

business better, but the key to success is to make

it part of your daily routine. Just fifteen minutes a

day or a single task will help to keep your 

business profile high. This guide is packed with

simple ideas, many of which are low cost too. 

So, follow the ideas, plan in a daily promotional

activity, and your business will grow. 

Using this book
This is a workbook, so keep a pen with it, and

make sure you write all over it! Each written section

is accompanied by examples, so if you are not

clear after reading the text, read the example to

see how another business has done it. Try the 

exercises too – most of them can be done with just

a pen and this workbook, although you may then

need to go on and show what you have done to

someone else for a second opinion, or write 

something up on your computer, if you use

one. There are lots of online resources

to help you which you can download

from www.prbasics.co.uk.

Promotion — the basics
Here are a few basic promotion tips, so you can

get started right away. First of all, make sure 

everyone knows what you do. Do not be 

embarrassed to talk about your work. Use your 

networks — old friends, family members, people you

meet in a coffee shop or at the school gate - you

never know who may be interested in your product

or service. If someone asks you what you do, start

by saying "I run my own business". Then, explain all

about it. Prepare a 30 second sentence that sums

up what you do — you never know who you may be

speaking to. See the exercise at the end of this

section for more help with this. 

Always keep business cards in your pocket. This

saves you searching for a pen and scrap of paper

if someone shows an interest in your 

business. If you have single-sided business cards,

use the back to write down something personal,

related to what you were discussing. This will make

it more likely that the recipient will retain the card.

It could be extra contact details, a date, an event,

or a product recommendation. 

It is cheap and easy to run off sticky labels with

your logo and web address on and to stick these

on every letter you post — business or not. 

What’s my USP?
Now that you are thinking about how to tell people

about your business, it is time to look at what you

are saying to them. You may have a great business

with lots to offer customers, but can you get your

message across clearly and succinctly? A concise

sentence or two summing up what your business

offers is essential, for all your promotional materials

as well as face-to-face situations. 

Working out your ‘Unique Selling Points’ (USPs)

will help you promote your business, and show

everyone what is great about it. The example 

overleaf shows you how one business owner

worked out how best to put her business across.

Promoting your Business 9

GETTING STARTED

Getting started

� TWO MINUTE TIP 
It is free to put your business name, web address and logo at the bottom of every email you
send — and good advertising too. Think about other ways you can let people know about your
business by simply using your logo, labels and business cards. 

x
Download 
this from 

www.prbasics
.co.uk

Jane’s Toys
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Jane Porter
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Unique Fair Trade Wooden and Traditional Toys



Example: USPs
Jane runs an online toy store,

Jane’s Toys. She has asked

her friend to listen and make

notes while she describes the business. 

She says, "Well, we have lots of really nice

stuff. There are traditional wooden things, you

know, cars, trucks, and we’ve got some lovely

dolls – not the plastic ones, rag dolls you can

dress. We get them from a project in India, they

supply lots of our stuff, and it is all fair trade.

Lots of the things you can’t get anywhere else –

we’re the only ones who sell them in the UK.

And, um, what else? Well, we try to send things

next day so people get them quickly even

though we’re online and they are buying by mail

order – it is really important because lots of our

customers buy presents at the last minute. We

can even wrap things and sometimes send them

direct to the birthday child."

Her friend’s notes:

• Nice, wooden • Cars, trucks, dolls • India • Fair

trade • Online/mail order • Next day • Presents 

• Gift service • Stuff you can’t get elsewhere

Jane makes a list of the key words, drawn from

the notes:

• Wooden and traditional toys – covers the 

vehicles and dolls

• Fair Trade

• Unique – sums up "stuff you can’t get 

elsewhere" in one word

• Next-day delivery and gift-wrap service.

Using her key words, Jane comes up with a 

new phrase, which she will use on her website

and business stationery, in her emails and

advertising: Jane’s Toys, Unique Fair Trade

Wooden and Traditional Toys.

She will add, "Next-day delivery and gift-wrap

service" underneath the main summary of her

business where there is space on flyers and 

the website. 
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� EXERCISE: Your USPs
Now it is your turn. Try this simple exercise to

help you pin down what stands out about your

business. 

Sit down with a friend, and spend five 

minutes telling them all about your business.

Explain to them what you can offer and why

they should get it from you. Ask them to make

a note of the key things that stand out to them.

If you do not have a willing victim to hand, just

try talking out loud and jot down key words as

you talk. 
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After you have finished talking, look at the words noted down. Turn these points and phrases into a

few sentences, which sum up your business’s good points. 

Repeat the exercise with someone else, trying out your new phrases. It should take less time to get

your key points across, and they should be clear about the benefits you can offer. 

Now, break down the phrases that sum up your business even further. Highlight the key words and

use them to devise a slogan. 

Î THINK ABOUT... Getting an advisor
It is really helpful to have someone you can turn to for advice on setting up your business. 
Ask your local enterprise agency if they have any mentoring schemes, or start networking to
find an experienced businessperson who you can bounce ideas off on a regular basis.


