
format documents for university 
students – all without seeing them 
in the office. 

Will our fi les go with you?
Yes, everything will come with 

me. The entire content of the 
Vancouver office is coming: two PC 
stations, two printers, scanner, and 
fax machine.

Where is the Montréal offi ce?
A few blocks from the corner of 

rue St-Denis and rue Sherbrooke 
(almost right downtown). I’ll be 
in an apartment in a three-story 
brownstone, with a separate room 
for my office (yippee, I get to move 
the desk out of my dining room!). 

How will we get work to you?
You can fax or email. You can 

use an overnight courier. You can 
send your stuff two-day express with 
Canada Post. And of course there’s 
always regular snail mail.

Questions?
I’m looking forward to hearing from 

you ... please call with questions or 
concerns. And I hope to see you in 
Montréal as you pass through on your 
travels. Drop in for tea J. Before June 
13th, you can reach me at (604) 738-
5640. After July 2nd, call me on the 
toll free line at 1-877-700-5640. 
Or email info@totheletter.ca 
(the email address 
remains the same).
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Shelley plans 6 month working sabbatical ...
I    ’m planning to go to Montréal on 

 a six month working sabbatical 
 to study French and enjoy the 

fabulous city. 
Not to worry, though, because 

“To The Letter” is coming with me. 
In fact, not much will change 

for you. I’ll be working Monday to 
Friday, from 9 am to 3 pm Vancou-
ver time. I’ll be doing the same jobs 
for the same clients as when I’m in 
Vancouver.

I will still type, print, courier, 
mail you hard copies, email you 
PDF files, and I’ll still deal with my 
fabulous printer downtown. I will 
manage your websites, design and 
mail out your newsletters, format 

long documents, and I’ll still answer 
the phone every day when you call.

When is this happening?
Starting July 1st. The office will 

be closed for the last two weeks of 
June so that I can drive across the 
country and set up the new work-
space. This will replace my usual 
vacation that would normally take 
place later in the summer. 

Therefore, the office will close 
Friday, June 13th at 5 pm and the 
newly located virtual office will 
open Wednesday, July 2nd at 9 am. 

How will this affect us, your 
clients?

It shouldn’t affect you much at all. 
Just pick up the phone and call me 
toll free 1-877-700-5640 any time you 
like J. I’ll be at my desk Monday to 
Friday from 9 am to 3 pm Vancouver 
time. Because of the time difference, I 
can use my mornings to study French 
before you’re even awake.

Is this any different from how 
we deal with you now?

Not so much. Right now my clients 
deal with me almost exclusively by fax, 
courier, email and telephone. I have 
clients I’ve never met. Even some of 
my regulars, who I work for every day, I 
never actually see in my office. 

For example, I book appoint-
ments for a consulting group, I 
check email for a geologist, and I 



Email November 9, 2002 ... This is my official response to your Lobster Chowder Party Invitation – thank you, and, yes, I 
will attend! Looking forward to mingling with your interesting mix of clients. Enjoyed receiving Word Around Town and 
congratulations on your 7th anniversary! It’s such a joy to use your services and to refer people to you. I am still handing 
out copies of [the newsletter we did together] and everyone comments on how great it looks. ... Nora

Email December 3, 2002 ... Hi Shelley, I hope this finds you well! Thank-you very much for inviting me to your lobster 
chowder party – I really enjoyed it! The lobster chowder was lovely! ... It was very fun to meet some new people, and just 
to chat with you in a truly “non-work” way! Thank-you also very much for the cookbook – it will be a gift to my mom as 
well as to me! ... Blessings, Glenna

Email January 11, 2003 ... The newsletter [you designed for me] looks fantastic! You have added glitter wrapping to what 
was previously a plain (although pretty informative) package. Thank you! ... Susan

Client Testimonials

What are your favourite website bookmarks that you use all the time?

I use the internet for both personal and commercial banking almost every day. I know lots of people are nervous about 
doing banking online but I even fi led my tax return online (and then the $ was in my account 5 days later). w I never use a 
paper phone book any more. Instead I visit www.mytelus.com/phonebook for both residential and business listings. w I use 
the net for movie listings, also through Telus, at www.mytelus.com/movies. This way I can check out Fifth Avenue Cinemas 
and The Ridge easily. w I listen to CBC radio online (www.vancouver.cbc.ca) and check TV listings on the Globe & Mail site 
(www.theglobeandmail.com/entertainmentTPTV) w Finally, I arrange for my couriers online (VIP for within Vancouver, and 
FedEx for everywhere else). I also check postal rates on www.canadapost.ca when I need to send packages.

Q
A

Do you have a question you’d 
like to see ad dressed in the 
next issue? Fax your ques-
tion to 1-877-700-5655 or email 
info@totheletter.ca

QA&
Answers to your software ques tions

Thanks to Bill Downey for the great cartoons


