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Down to Business

Create a Routine 

Humans are creatures of habit. We fall 
into patterns and routines we follow 
every day. Many of those patterns are 
unplanned. They just happen. Rather than 
fight this tendency, learn to use it. Decide 
what kind of routine you want to follow 
each day and make a conscious effort to 
turn that plan into a reality.

Keep a Daily Schedule 
Most of us have a schedule of meetings 
and appointments we keep track of 
throughout the day. Use your calendar 
to plan out the projects that are on 

your plate. Include time for some of the 
things you might not otherwise get done. 
Knowing what you’re going to do and 
when you’re going to do it will help you 
get more done over time.

Prioritize Your Day 
What are the most important tasks you 
need to accomplish today? And what’s 
your best, most productive time to handle 
them? Prioritizing your schedule will help 
ensure you get done the things you need 
to get done, ideally with time left over to 
tackle less pressing concerns.

Whether it’s a task at work, time with the kids at home, a stop at the gym, or 
a side project that always seems to take the back burner to “more important” 
things, managing time is a challenge many of us struggle with every day. If 
time management eludes you, here are some tips that might help you out:

MANAGING YOUR TIME

More Time-Saving Tips 
 
» Start your day with an easy win to 
build momentum and confidence.

» Check in throughout the day to see 
how you’re doing with the things you 
set out to accomplish.

» Reshuffle and prioritize. Life 
doesn’t always go as planned. 
Use your check-ins to reprioritize 
your list and alter your game plan 
accordingly.

» Plan tomorrow today. Before you 
leave the office, take a few minutes to 
review your day and make plans for 
the day ahead.
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Know Your Audience 
The most successful direct-mail 
marketing campaigns target 
specific audiences based on their 
likelihood to show interest in 
the products you sell. While 
broadcast media works on volume 
and promises a large number of 
eyeballs for your product, direct 
mail is more targeted. Fewer 
people may see your campaign, 
but each impression is more likely 
to reach a qualified set of eyes.

Grab Their Attention 
With direct mail, you have just a 
few seconds to capture someone’s 
attention and encourage them 
to look inside before they move 
on to the next piece of mail. A 
compelling headline or graphic 
can mean the difference between 

a lukewarm response and a 
successful campaign.

Call Them to Action 
What are you hoping to 
accomplish with your campaign? 
How do you want recipients to 
respond? Provide a clear and 
concise call to action that will 
compel a prospective buyer to visit 
your website or give you a call.

Track Your Replies 
The only way to know how 
effectively a mailing worked is 
to track the results. Coupons are 
an excellent way to monitor the 
effectiveness of your campaign. 
Asking new customers how they 
heard about your company is 
another way to get a sense of how 
well your marketing efforts are 
paying off.

Direct mail remains a staple for many successful companies. Used in 
conjunction with channels such as social media, direct-mail marketing 
can build brand awareness and increase sales. Here are four keys to 
leveraging direct mail more effectively:

“If you really look closely, most 
overnight successes took a long 
time.”

 — Steve Jobs

MARKETING 
MUST-HAVES

Business 
Quotes

“There are two ways of exerting one’s 
strength: one is pushing down, the other is 
pulling up.”  
—Booker T. Washington

“Hope begins in the dark, the stubborn 
hope that if you just show up and try to do 
the right thing, the dawn will come. You 
wait and watch and work: you don’t give 
up.”  
—Anne Lamott

“The secret of change is to focus all your 
energy not on fighting the old but on 
building the new.”  
—Socrates

“Chase the vision, not the money; the 
money will end up following you.”  
—Tony Hsieh

“Ideas are a commodity. Execution of them 
is not.”  
—Michael Dell

“It takes strength to be kind; it’s not a 
weakness.”  
—Daniel Lubetzky

“A man who carries a cat by the tail learns 
something he can learn in no other way.”  
—Mark Twain

“It’s hard to beat a person who never gives 
up.”  
—Babe Ruth

Print Advantage

MANAGING YOUR TIME
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» Roughly 10% of the population is 
left-handed.

» Around 2% of the world’s population 
are redheads.

» Birds rely on gravity to push food 
through their esophagus. Without it, 
they would choke on their food and 
die.

» The average person blinks between 
15 and 20 times per minute. All told, 
we spend about 10% of our waking 
hours with our eyes closed.

» Nintendo was founded in 1889 and 
sold playing cards for decades before 
entering the video-game market in 
the 1980s.

» Giraffes don’t just have long 
necks. Their tongues are also long, 
averaging 18-21 inches.

» Crocodiles can’t stick out their 
tongues at all. A membrane holds 
the tongue to the roof of the mouth 
and protects their airway when 
swimming. Alligators, however, can 
move their tongues.

» Every area code has nearly eight 
million possible seven-digit 
telephone numbers.

» The smell of fresh rain on previously 
dry ground is known as petrichor.

GRAND FORMAT CREATES 
A VISUAL IMPACT

Did You Know?
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Sun’s Grand Format team had the opportunity to print and install a 
branded vehicle wrap for Lexington Medical Center’s mobile MRI 
unit. This unit will travel around Lexington County to give patients a 
convenient alternative to in-hospital imaging services. Our Grand Format 
team used the HP 360 Latex Roll printer to print this wrap. Keep an eye 
out for this mobile MRI unit on the road!
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Business 
Funnies®

Average Time to Resolution    
How much time do your representatives 
spend resolving customer issues? Which 
issues take the most time?

Cases Escalated   
What percentage of customer-service calls 
are escalated? Make note of patterns in these 
cases and empower your frontline workers to 
handle them.

First-call Resolution  
What kinds of calls are being handled 
quickly? What kinds might be managed 
more effectively?

Survey Scores   
Follow up with customers after each 
encounter with your team. Find out what 
they liked, what they didn’t like, and what 
you might do better. 

Looking to track your customer care 
efforts more effectively? Here are a few 
key metrics to start:

“Occasionally I need something gooey to 
help me stick to my diet.”

Service Metrics

MAILING  
DEMYSTIFIED

Featured Product

Customer Care

CASS Certification   
CASS Certification—The Coding Accuracy Support System (CASS) is a 
U.S. Postal Service program designed to ensure that address-matching 
software (particularly ZIP+4) is as accurate as possible. CASS certification 
means that a piece of software or service has met specific guidelines and 
that users of those services could potentially qualify for discounted postal 
rates as a result.

EDDM   
Every Door Direct Mail (EDDM) is another USPS program designed to 
save businesses money on their mailing costs. With EDDM, a company 
can send a mailer to every house on a given route without having to 
buy a mailing list and at a reduced postage rate. Size limitations are one 
important consideration, but the program has proven popular.

Understanding the ins and outs of mailing service programs can save 
you money on your marketing.
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Easing into Better 
Health
If you’re contemplating healthy changes to 
your diet or exercise routine, here are a few 
quick and easy ways to start:

Take the Stairs  
Start small if you have to. For example, 
if you’re going to an office on the fifth 
floor, walk to the third floor, then take the 
elevator the rest of the way. Walking down 
stairs is easier than walking up stairs, 
too, and still provides health benefits an 
elevator ride can’t match.

Park Toward the Back of the Lot 
You’ll usually have an easier time finding 
a parking spot and that extra shot of fresh 
air is physically and mentally beneficial. If 

it seems too daunting to park so far away, 
look for a spot a little closer to the door but 
still farther away than you normally park. 

Replace One Coffee or Soft Drink a 
Day with a Glass of Water 
We all know the benefits of drinking water 
but often forget to actually do it. Replacing 
a single drink with a glass of water is a 
pretty pain-free way to start. Try switching 
out with water that second cup of coffee 
in the morning or the drink you order at 
lunch.

Go to Bed 10 Minutes Earlier 
Most Americans don’t get enough sleep, 
but trying to change sleep habits too 
quickly can lead to difficulty falling asleep. 
Easing our bedtime back by just a few 
minutes each night, however, allows our 
internal clocks to reset gradually.

Health & Wellness

Keeping track of your busy life, and the 
lives of the people close to you, isn’t always 
easy. Life360 allows you to stay up-to-date 
with friends, family, and colleagues. The 
app provides real-time location sharing, 
alerts when someone in your circle leaves or 
arrives at their destination, tracks your lost 
or stolen phone, and has automatic crash 
detection (for when you’re on the road). The 
app offers several free services, as well as two 
levels of paid subscription.

Life360 
Android & iOS

Tired of having to track your online 
purchases across multiple websites? Arrive 
package tracker from Shopify makes the 
process easier. With Arrive, you can track 
all of your purchases on a single app from 
multiple merchants, including Amazon, 
eBay, Walmart, Etsy, Wish, and more than 
400 carriers, including UPS, USPS, FedEx, 
Amazon, and DHL. Notifications and 
tracking tools make it easy to know where 
your packages are in transit, and when you 
can expect them to arrive for delivery.

Arrive 
Android & iOS

Ambient sound can help people relax and 
sleep better. That’s the inspiration behind 
this app from Fitness22. With 70 naturally 
recorded ambient sounds, users can create 
sound mixes to suit their preferences. The 
app runs in the background, even when the 
display is turned off and the phone is locked. 
It also has a timer and alarm clock to further 
customize the experience.

Sleep Pillow  
Android & iOS

Apps Scene

Making significant changes is never 
easy, mainly when those changes 
involve entrenched habits like diet 
and exercise. Sometimes, the best 
way is just to do it. Other times, 
small, subtle modifications can get 
the ball rolling and lead to noticeable 
improvement down the road.
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Model Accountability 
A team is only as effective as its 
leader. When people see you holding 
yourself accountable, they’ll know 
they can trust you and will follow 
your lead. When you fall short, own 
up to it. When you expect extra 
effort from your staff, put in the 
extra work yourself, too. Set the 
mark for accountability on your 
team and raise it.

Celebrate Wins 
Offer praise and encouragement 
whenever you see others on your 
team holding themselves accountable. 
When someone accomplishes a goal 
or completes a difficult task, praise 
them in front of everyone. Provide 
incentives and work together as a 
team to make accountability a crucial 
part of everything you do.

No Excuses 
Stop making excuses for yourself 
and those around you. Encourage 
your team members to do the same. 
Rather than coming up with excuses, 
if a project goes off track or falls 
behind on budget, look for reasons 
why it happened and for ways to 
ensure it won’t happen again.

Avoid the Blame Game 
While it’s important not to make 
excuses, it’s equally important not to 
focus too much on assigning blame. 
All that does is cause resentment 
and bitter feelings, which helps no 
one. Acknowledge your role and 
responsibility when things don’t go as 
planned and encourage your team to 
do the same. Work together to pick 
each other up and keep moving in a 
positive direction.

Measure What Matters  
by John Doerr

“Ideas are easy. Execution is 
everything.” This simple mantra 
has guided John Doerr throughout 
his career. Doerr began as an 
engineer at Intel during the 1970s. 
He was an early investor in Google 
and Amazon. Today, he’s put that 
philosophy to print in his best-
selling business book, Measure 
What Matters.

So, what are OKRs? In the most 
straightforward terms, they are 
objectives and key results. The 
“objectives” portion provides 
the “what.” Objectives state the 
shared goals of everyone within an 
organization. Doerr says objectives 
must be “significant, concrete, 
action-oriented, and (ideally) 
inspirational. When properly 
developed and deployed, they’re a 
vaccine against fuzzy thinking—
and fuzzy execution.”

Measure What Matters is filled 
with examples of companies and 
organizations that have put OKRs 
to work to achieve audacious goals. 
Doerr explains in great detail how 
the process works and how it can 
be adapted for a wide assortment 
of situations, even for setting and 
achieving personal goals in life.

ENCOURAGING 
ACCOUNTABILITY
Accountability is essential to effective teamwork in any walk of life. The more 
we take responsibility for our decisions and actions, the more trust we gain 
from the people around us. As you work to strengthen accountability among 
the members of your team, here are some tips to get you started:

Books in Review
At the Office
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SUN SOLUTIONS IS PROUD TO BE A 

*Please note that anniversaries are recognized beginning at 3 years, followed by 5 
years and then onward in increments of 5.

March Birthdays

March Anniversaries

Cat Woodyard 03/01
Larry Conard  03/06
Maria Martinez 03/10
Teri Jackson 03/14
Alison Ellisor 03/25

Linda Scott 5 years

Gary Hair 03/25
Leslie Gifford 03/25
Wendy Cook 03/26
Gail Downey  03/27
Christie Huff 03/28

Jonnie Burns 5 years
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Check out these liquid gel pens that write in the color they are! Not 
only are the pens comfortable to use, they write so smooth, and 
look amazing too! Buy these promotional products with YOUR 

COMPANY’S name and logo as a great Easter treat! 

Contact your sales rep. or call today to order: 803-791-1786! 

Promotional Products


