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T ATTH ITUTE T IATET Feel H a1 THT T[T §2 FIT 396 TT6 AN TAIE AT a7 Tt 82 Tgelt I
ffT g o2 sk e widrera seate @ g 87

o T forw et T qg=T Y| BT a1 g T ard =Rt e uw @ 59T sfee wr Seqre o § "W g
FTEd Bl 9T AT IOl ITITET Y HEAT T F7 FHIAT ATEd g Toreh Tor7 Tfesq & sraeaahar gl gl

o ufiade i Therar &t Afew 7 e wiwar wonfa w41 =8 9k § w1 =7 arer oft 561 5 81 ST a8 3@ &
e 72 wisransit &1 wveror w2AT g 3 a7 wnfu e & A gam ww @ )
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e STUATU ST o7 F¥| AT e WTHAT FTH FLAT 8, AT STIRT TH AR A & (o1 Tgel 7O Terhi bl TFAferd AT gR, i 394
HTEAH & ATT FHATAL T

Ta%7 3
T=NTR T TART FEAT

1.  @8E TS S F0 F FH GAT S TATT F G720 R0 FLA G| SRR FT AT Te0T A7 TEHT 0% TS 0 a9 AT 8, TAH0
{3 g AT e o FATC e o forw quisTors wH=That d uw Gt S o 8, A1 ATt FHET AT gHerst § 99 @ L,
T A AT ForT T 7T F2ar g1 S9 a1 % o fReen o S wafod #33 3w a910 e § 59 9 9 F60T {7 T4 9w gl

2. FHATRAT FT ITH AFLTHAT AT FLET TTH FAG| [ Hege T =97 T &, AfhT g2 o g a7 wedften e w97 faam
T T ST Fefe TTEE FAT §, AT STk wEiael | TSITET 31 JehdT 21 A7 Fege? § e e & 7 Faer qug £ 999 gl ¢, T2 AT+
FHATIAT FT amar § 5 o0 372 Iuerey qaid ST 3 % 978 H TaTg Fd 81 F AT A7 TIAY FTF THT [T HT|
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3. U FHATRAT T ST €T FTH FTT 6T AT9THAT 8, TR TG F2| ATHE S A9 Feg FTH 58T €T F FT @ Svg AT
IeaTaeh TRETAT AT 81 STITESHAT il TETET o T U Y a1 TR S96 G907 % 09 F10 F347 § 59 0 U e ar
AqIEHe T TEAT FTd THA| TH BT F AT BT ATT IS 5 [o10, ATF FHATIAT T TLT TR T ATG9THAT BT 21

o FUT - AYSIT FHATILAT Tl TLET T & FIH FTA il ATAT 37 6 (7T Wgeaqul €, AT Fael 3/ T FATT Foqe
ST TR o AT ¥ Fw

e  THTE I ¥ EAHE - F FHATILAT T AT SHA T ST Ao ST FAT THA TEATASN T HUTIET FET T ATAT & 2|

o FT IYFLUT UX TR FTA ATeN TRITH - ST FHATAT % SHHelT HgeT T ST T T § 9 I A9eiT, FIE B T
Taere 9T oft STy EIET AR A UF ST, AT HIad aqTdT gl AT FHATLT Fael F FTAFHT T A7 SHF TL
THH T THhA &, AT AT oI A=HATIT @I 3d & 7 Ivg ATH =q2f | ST qhelT B

o HEANITHF Tl - feeaw, N v 707 S SATaTids T qeah aiveaa? § fae 73, ofiT o FH=rtat #i
AT T g T % 20 AT A0 FHATRAT AT FTE TG o [o77 H1C T30 BT STANT Hi |

o TATST - AT AT T FATIS IT o SATHT gl o T ATAT Fe 3T AT ZI oh {77 FHTH AT TA7T

4. F9ud T &7 amew ST BT ST w1 gT g9 A " R AT FHARE TH-gHY F 97T I6-29 H @ hd g, I8
qfafara w1 F oy 5 w1 O 31 = €, 77 Soht § AT i 9% ==1 #7 w E
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TN T ST AT ST T, TeTedh, ST MY SEe S % qIEaT il U Troree T T T IR T ST Fe bl AT
AT & a0 9 3 o7 qaeT et F ot TR I B T T BT 5%, 9 A0 T T S8, 9T T8 YR AT T ATeE geqar
o a3 &)

5. ST9 FHATCET AT 2-F AT HT STAN F(0| STeEe, dST(eree, 16 3T Tihe foree S T 9% ST STl 99 AT a7 97T
ATIEST o LT T AT FIAT BT ITAHERAT 3 AT Aq7{7 37 &, Praer 7g gt grar g B oS v o qu9m 81 @ gl

6. fafore wrdswat F forw % Friwat & Faer ¥, a5 U w0 F a1 AfdeR w7 T Fwrider we ) f@fore v F g fema

T 1T TR, SRR % TN UTgE T T, U S ATEE AT FEEAT T AT § ST AT 6 o7 STANT FA & oy
Sfere orfReTTeT SfiY s 21 Fa-FEfore aiwee e ediehe Icaraear 9|
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farsterer sTrere SieFgaear & FrS off siegde ot grar 8 ST TTae F3 o o7y w1 F3ar g1 7 S1aer, HHI, SHA SATIE HATAT T
Ty AT T Seorg =9 steama 7 3T T4 {1 SHaard AT ToEe F YHE qewhi i a6l o qeq # HY T )

T SATAATAS THRAT Fearast (1Y) §9T¢ e 9% U G9gAd & & § HF Fdar g J7 g9t FH=Ams, Tao®, TgH JaT1 FH=EE, T80
e 3 AT ART T8 3@ & forg 6af¥d % g 8 & =rewama & fiaw us afear w59 Ao 6 st =nfgo) a2 9 e & oo ag
TRaRT T TATE FA % Torw gfreqor searastt % e sreme Y 3 =9 7 ff 718 F57 qhdr g1 =1 o F99 T 6 o7 JET w5 T 8,
T UF TAFT A & ®T H SAGHTT THAT TEATAA TATE T T 2, T TIHAT AT 2 3T Therar & o7y st wgeao 8

3FeT 1
TfeRaT 1 g FEAT

1. UF THEHE A FT ghgr w3 At g £ g # «fiw @ airar F S, a6 g F o s S F arey wme
FEAT TR, O 71T TR % ¥ &1 0T 3T SIS 3 A6l AT SiiY Sk qehrer a1t o arg-ar Tt off Sodt =a¢ 3 yaee &1
et AT gRfa F¢ S vl § gaoma F29 f araeasdmdr g1 ThHRar £ AT Fed a9 qEd § =9 AR b a1 Hifer ar
AATIATT e THGT BT STINT He HT AT FY| A AT F0 5 a7 Tt of wgeaqol waw 21 9fmT = fRet &1 a1e 78t
A
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o TF ¥ e SATI T1ee F arex & Frug-fEerasi 1 @ % oy § S S 3w afgdia e &= #2747 &)

Recsive documant

G S he st m
Warily document \ :
g T (sample: Medical Office Filing)
- Patint fiks . -
« Vendor purchase order
Madcal Bilrg
o Ensure 8l documents &% included
v Stmemment of services
= Biling nolce

o Invoioe
o |l pRpamock (s comphete
o Date fie regrster on foicer
e Fila in Medical Biling Fias
* |If paperwork 1S not complete:
< Date fie register on foksar snd weils “mcomphkess” n comments
o Fiie in Medical 8iting To Do basket

Patient Flles
o Ensure 21 e and filed cul propedy
o Pasent modical history
= Pasent viek Nistory

2. fafere wfwar f srEr a9 uF oie § 9% @ed F oy S forae & a=er qgaat 81 a8 "l ahnarst w1 s Hedrsy
FIA F AT H g AT Irg AST TEATAT a4 F o7 T 1 TGT ST T TF Brer #F & grer [Fafa vs safe afafate F fo s,
SEATT-ATYT TERAT & 9T &1 *fga el O, wfafafar & ffem ahrarett am w5 & e o, 3T S99 ¥ 9o UF 9% &0 g
FL|

o FT IHTANC % [oIT, ST FF AITT THRAT T&dTerl forg T g e Sfee staver ® weash whrar & fore us g =iy,
TR AT AR TiRaTelt | e forereqor aearast & 9Tt rgers S Hedt 2l

o UF AT A7 F &7 §, TAF TATIT T TATHTT Gl THAT AT FaT FIAT Tga¥ 2ram gl Tg THAT, 2T 39 St it g=1
FeTar g o =8 g =nfev, fraer =12 g1 g% 81

Focus an the scope of the process

This process pertains to flight record-keeping.
Unrelated records, such as the details of aviation
maintenance or quality control checks, are not
pertinent within the scope of this process.

3. RAT F I T AT F| AT TORAT T TH 9T F YEithd AT 7T § % STEenT U THE T9TT F) T, A wA F
o, sraeRt iR 3 aifega T 7 ©0% = § qiAriid s 7 sraeashdr g agt &, TRt F T $iY o Hgst £ agme w7
TRAT 90 e % o0 aredsr | T AT € 37 ST iEHAT TH g1 ST g A7 F#47 HeTa #ar §2 AST F AT HeAAAT AL, IAF ATGT
Y g7 U w7 fAoariad e F forg o # aehd g

o ITE, HHTIICH 3T AHTIICHE T AU HLAT AT F, f Tfrar g a3
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o UF faAfere SEer: 7 AT ST NS v & Hataq §) st R, S B o vawara 71 Qe FEe = F
Forawor, = s 3 T ® w98 2

1%

Flight record-keeping

4. =rEar giEHar w1 CEvorens w9 & 97 F| SFaEg TRt F 99 R F9 T S A, a8 w1 ger =g 6 a8 awag § =

T ST 7= €1 Tl a7 W A9t g1 AT Ul AfY AT qiuwre €% 95l 8, 97 U AT T @y F A= 9w g1 awar g e
T FET TRAT AT 2

e UF TS ATTHA HAETT THHAT HISfONT 2R

o TF A= g & ARG Fraary uiwAr weiree fawtE-fiftw Znf

5. TUF 97 & 92 [0 o1 SAren AT aEarE w7 U SOy are T T 9w #A A smaeashar g TR IET ITeT 1 3
TR SEATASIT U SIELAT ST Heh| SATTATA THRATar F fore STamr 3 ST amer 2 9T&w ¢, e 7T sroft wfaramstt &1 o=t stert
TEH T ZATT 1 ST AT ST F3d & 9 37 a1d 92 el F:3r T sy wiwam 3 foro qerer srférr awer # smar )

o 3argur F fory, sreaaTy withar wiefenT F gaw sr=at avg & TRarfue o smadie 9% ST 3R S 9T =91 H U A a9
o s Ao Arfeftrre (frduau) F =9 § F=iha frar JmEr gl

o g fAeew fafrs wawe & F1at #1 SR w2 % forw s "waTg awqel” 1 ST F7al § i 39 2041 % S daei &7 fearr
% for "sitsstaed T SEAT 8"| THF STArar, "Raw A" 7 IwAnT GhhAT § s e w e G sar g, & bt
T feedt & foro e At fFamm
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o I IR FEY IYART FohAT STTAT & 3T THICT UeF TR1aT § TEANT 3 ATehiaheor  forw srqapet 21
o ETATTH, STENT-3TENT HISTONT qahetahi & forT STeT-3tert Uferar e il 81 3aTee & forw, gfawrss wtefoh dw@s (uae)
v Stfeet a TiwRaret % wiefer F foru wftes garht § o frdfuaua £ e § aiveaaw feen gizfonr F o sfew
ITE E
T2
TRAT & AT 1 TTE HLAT

Shetch notes on the key companants of the pracess being documentad

* Printing out the form XYZ

* Determine personnel responsible for filling out
specific sections of form XYZ

* Create chain of custody for form XYZ

* Determine method for integration of form XYZ inte
Ming system

1. WITad SRt & T Jedl 9T Fed Shd wY| YT % gt darfad =7 F a § g9, Trar & o, w7y & fFEer F o,
farre e &A1 TR fHEver giataa w5 F=r v awaarEms T g a7 e seeer F o, see R @ F o
seutamte Are Rt g1 % &

o TFHATESE N T fUT FAT
o wIH UFHATESE & ATy sqAnT #r avA & forw e St i Aeiha w1

o Wi wHEATESTE % forw Rrae # e aed
o el freew § it waaTEste F W & forg fAfar fatha =

Fowehart St Matics Offce it
[Ty — .
[ ——
e —— (oo
Mervd bwy E—
——

2. YTHAT FT U FEFT TTET a1 TF =0T, T F B T ITh 419 Gl qigd THhaT AT FT TgAT HETaT J978 Fed 6 o
AT HE F ATT HTH F7| AT F¢ 6 ot grore 907 g 3@ S ShaT § ST AT F Tt fHAT S a9dr g1 39 av, At §
etarer Freft & off Fredss s frar ST war 8, 7% gt #2918 g gu w=q 98t €1 39 I w7 & o, e Rt
T, T gTeeals a1 Ggant AiFedd F START T T 2|
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o ITH FT T FFT 0 WTHT F arasz, =0 I # 42w varg v wdiwt w1 TR FIAT BEASHT g1 AT g (9 B awt
FIE, B T B, TR O / o g E))

Outine the technica toos for th proces

Upon completion of the flight, pllots shall utilize
flight record computer system on airplane tablets
to print out form XYZ.

3. uhHar F for Tedeht ITHTO AT ViR Fe| T aEQE § FegeT, ArFeadT, ThdiE, aTed si Tgi I {3 aremeor R s a1
Y AT ATIH B T 81 AT ST 2T, AT 3T Tg A7 o 7 T & 1o ag STH gl 29T g, T8 8 @ar 7w, TRFiser &
HaEfera ST amTa, i AT a9 g 9T FEl F A ledT / T FAT

o ITTEI: ITIH o T g UT, ITIE TFTATESE T HH e F2e o T gars STgre &t Taeied u¥ 359 Hls Feges qoret

T ITART F4|
" ) Tata) &
| constuetadecisionmatrix L. a
S. Leomn Develcp
Figure % Applcabity matrix
dafon Mo
oo Mty SR M
[Se— Aot Wisibey A Lmre Aee b
3 1 ey 1t Rt x » . ~ » atannd
oy e - * . J . - Corm Uy ]
" X . . . - . Wl -t
YV — S —, = . . . Ak
:‘ (S L . " VWer ]
)‘"“" X . . . treaban
N L 0 Owe Srww ]
[ro— x . ) e bacams
Ot Ml Or ]’;—'l A % e e ]
I in0)
|D Viow image al h_..l e

4. uF Aot A w1 [t w9 v ot §feem 7g Ratfa w3 #1 v gwe g g =31k & # § Fof G s a6 8,
S FT T ART v o i w1 e 81 e Aoy &fem § sifaw swor v srderi-waw #1 gwed 71 e w9 o7 R T A
ERR A

o 33TEW F forw, TavETs F forw vt feam # we e, forve <fex, watters yerers e, 7gf 9% % wie f9se a6 onfHe
EUGEEA
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39T 3
AT IIHAT TEaTasT ferer

This introduction provides pertinent background
data and justification for improving the flight
record-keeping within Blackhawk Inc. At Blackhawk
Inc, improvement of the flight record-keeping is

mandatory, and this process will ensure
standardization.

1. uF gf= o awamest &1 uF ava 9= gugfi ft S i 9T a9ar g 5 St & g6 @=red & o whiEr agert
1 g1 ferd TRt it Tg=T Y ST R g, AT S AT FH R O G0 1 TwH vk g off onfier 21 wehar & 6 w g € e

g WiRaT T Tl gl 8, AT @I aLih F T BT gl
o i s 3 foru S =T asaTastt 2, 7 U e 31 HehdT 8 ST ST Y ersaracil il Fa AT gl

o ufv= FU FHATRAT T THT FATLTLOT 39 F for7 U Feefia T 21 ThaT g ST 9L SHET T 9 F2F § 47 751 &l
AT B

o UF AYAT =g Fwfrid F qwe oF g7 awar € 78 TRET sdwatE 3% F fiav S A v ¥ g F o st

T I27 ST =i weTe Far €1 sAwetd o °, 32 Rawie-hfT § guw wfvard g, ¢iv ag whear s getia
F

2. U TEATAS HI (ALAT HHAT ST WA F TS TG FHL| ATH T ST A7 Aled 37 FO0ET &, 3T ST Fd g, F0-37-
=T wrrafreRT o B3 afbam 8 o gt &1 7g = &1 Wi 81 st whear ate 1 i fea a9, @ Aied § T w7 7 37
FTATE AT ST AT TTET FAT §, IHEAT T FAT ATHT FY TH T UL, A T THAT AISORT Aiweaaw a7 Bt o= J& e &
FIFEAAL AT ITANT Lk TATAT ST AT TR T qierer 7w Ieqre ST oI |
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 Assign the roles related to specific processes

* Pilots shall fill out post-flight form XYZ, and note
any irregularities (00:30).

* Pilots shall place form XYZ in the maintenance
inbox, signing the check-in form (00:05).

* Maintenance shall sign-off form XYZ when all
irregularities are inspected and corrected.

* Maintenance shall turn over form XYZ to flight
record clerical staff for proper filing (00:05).

3. fafors wleramst & getera qfeerrei v s :21 Fof o9 9o R D9 97w [Seew g g, S rEsr s f S
ot Bra 8, T ifaw srgetes & F arer ART W1 i ggE whear F dE, 78 9 v ° q\Hreas od i @i it 1

Tt g1 Foreft oft forame &t 99 gor F¢ ST sraeT® a1 aveaw ARl iR arer w2 AR g 7t g9 g1, 91 Tew TiEHar F forw sraegs
T T ATAT 6T TZATT FL| Tk AT AFSTSA AT Z1 Tl &

o UTHHE YIEE-FeTee WY UsFaaTsere W, i et o srfe=rfaar (00:30) o< e &

o UTIAE AF-3F WIH (00:05) U¥ FEATHAT FXd U TELETT o TAG(FE H UAAATESIe 6 €9 § 7|

o T UFHATISE HeAH ATSA-3F FIH g1 qdT st==foaarstt w1 Ader siw geme B sirar 21

o TEYETT 3=q wEeT (00:05) F forw Sem+ fiate forfues =it & &9 § uaaress & &7 § aae ST

Mr. Johnson in Office 123 will separate and file
documents.

Flight record clerical staff will separate and file
documents.

4.  feeTet 3 foru SRty % ofrdeh forem ¥ sredsh wiawaT § ontfirer 2 arer =AY qe= <) T FH=T i SAfRere e iy
gt #31 f&fere arfea =afret  aom, T foro S 3 ofidet £ wg=m w27 agaz g1 fafere amt #1 g a7 e wwar
2 T =Y T & AN TR O T AT o9 T, i =rie a7 ahwAr w R e )
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o UF AT forehst: AT 123 H =T ST TEqTaS ST T T He|
o uF 3= oo et fiate ferfushirer =TT SeaTasil &l ST 3 HIET |

When pilot tempo does not permit timely
completion of form XYZ, co-pllots can fill out
the form

5. TUF ATATE 3T AT Rl e AqaTHT S| STTATIT FIEhT o Gt § S =l TRaT 1 F9 @7 &Far oo, zaen fore us
i farfader g@T AT = aqam § 7g o aarr SEr =AvtE G G aw A afedat w7 g w3 A aqata g, S ey
#T a7 ke €, ol S oft Srgerr i Oe) € TE 2, S eidd: |ag w4
o FE-TEIT AGHTAL T ATATE THAT TT 4T FHiad FEAT AR, e & = forw Arar sfw w17 qai % forw sqrast o enfaer
2l
o Ifg qRadei a1 AT JHI U2 Squitd T STar g, a7 TRadet wf S w2 & o ST ot gz w1 390 B s
BT 3 I AT Y|

o TETEIU: T TTANAE SFIT UAHATSSE BIH T THT TT qIT F4 41 SATAT T2l 2dT &, qT Tg-ITI7E HIH 97 Fd &l

6. U WISA FT THAT FE| S AT AT AT THRAT TEITAT T FE AT 3, AT AT Tg @ F o7 [=ar g 35 e gv
AT FeAT 7 FEI-A2T = fFT § 9T F1ars 1 w7 wgl S 81 3t wder w3 F oy, sy S 7 ffee aeafs e
Fearfat & aga sHa|rr IhFT F Y=d| F7 w2 F oy "iee w1 ST 367 31 UAT FA F SOy A0 Ated ¥ wAeqfs, e gRt 4T
ATIAT ZhS] AT AT fAshTere § wag fHenfh
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TRIT TEATAST TTohi T 3T AL % qTieheh ATHH & oA & ST U THAT FT GFAdrias @ F9 & (o0 sraeqs ) uF qiwar
TEITA AT FTAT STt AT |9t g1 Fed 7, Al sraat ag atia w2 v sraeasar grft & #47 =i #1 Q27 F2 7 sraea+dr g,

3T T2 F U ariEeE STaw, oY ARdTIEE T g Y SIEmH FAT G R I G aTd1 A e § T@d gy, A oo
AT T ST 37 3 7T 32 7 a1 § F % forg s semee s=mT 59 21

9T 1
T TTHAT TEATA [ FEAT

1. JToRaT &7 wg=Te | A g o U AT § 22 9ar € o7 UE THRAT ST § a9 99dT 8| T SEE | AT 8
o TTEAT FAAAT
o TET FWATAT H@AT
o UF UF forgr
o TH I Y& FL

2. AT oMY {3 raes areet At R St i sraeTeRar SR ST 9t dEreet % ar ¥ | g srae qred w39 TR A O
T T ATFLTRAT SR TR AT U AT ATSA S| THH QT TATEAT T THAAT ST THT FH AT T e T T F0I HAT 31
ATALTF THTLAT F T I | AT 2
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e UTEAT AFTAT: YTHT, UTEAT, T/, GTAT THTH F aq, FIey, T, T0T
o ITEA FAATAT H@T: aTed, foreter, Tor (e Sfiv v T, ATATATT FHTIAT T AT
o o for@AT: F@T T AT FIUA, FIS, FAR AT G

o IH U FAT: TH U<, TH [Faeh, TH a9 T Fog AW, THT

3. o T 9% e #Y) THE gee o o 9%, S Ag " # ATST FHT o T AR T S 390w w8 oY 3% arTh
o= % are § ugd ¥ & 9T 99T 81 A8 A9 AR a8 Mo # ° gew w5 gohdr § 5 SO S o ST s arieer e i
ATTLTFAT § 3T I TV SATTHRTET SATTRT BT § TeAH 3T qhedT 21
o 3aTE F forg, A% ST Uk ArHTer ot F forT qTedT v T F Gk o a1 § U THAT SEdTe ford T & ST @ ae T
TRl STTAET & AT Al ¥ THaT 3, AT 3T 9T "3 S S 9Teal T TRATIT FTAT AT & 3 0wy 3 "W aiza” w1
e AT 1"

PVOWS& +I‘HQ_,

4. U ofidw AUl gT TR TEdTa 1 wqg ofidw Ay smaeTewdar gt @ S 77 aqrar g T sy R wfEar w Feew 3w § we
Fratfea Fe % for 3 et sty SforaT aarerst 1 47 Fga1 AT, 39 a7 | |19 {5 o7 47 9724 & [ o0 To® F8 F3| IIgeo

o forT, =T S SRt SEATasT 1 "ITET S0, "STEd AT HE," A7 " oo ford” &g @R g
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o 3o offh 3T =Tt o forT sTReITeHs F T ITART FE | ATTHT TThHAT TEATAT Uk GdHTT FTel TRAT F AT F 24T AR,
ST T, e, T, AT "o SIraeRT STel TSR % =On T A w29 q9Te 7 STANT S AT ATl

5. ST UTSH AT SRS FA F 7 a7 Tf=a T START FE| AT THRAT FEATerT T ST ST Tg FqT T AT &
FEATAST FAT LT FT T ATTH TS BT AT ST AR T ATF TR H, TR hT ATAAT TaT FAT U =7 (3= 8 arfer
ATTHRT TS AT TEAT ATE| AT TTSh( o 7T U FTHEAT ST T AT FY 7 T T7H o1 T T T9rHeT Fik |

o 3TV % forw, S/ ww wikar aEarast er foRar A & S sarar g 5 arear FR a9 Sar €, 97 977 9 U9 FE 996 8, 5
"OTET FATAT STET o7 HhdT &, AT TTET 7 S8 ToeT AT FH T A 81 T8 UF GHedT & Fiih Imedr S agd
FATAT SATAT & IT g ACH BIAT 8, FIS T Al TEaT 1o o Fohe v it et o €1 Ifha SR o qredT 7 92t aiih 9
AT &, T ATTRT TTEQT ATThT T2 T STAT 2T TATATAT Z T

39T 2
Y TFoRAT T T HLAT

Biw;‘« down He process

1. bR 1 A=) S90St F 9 R G, 5 o aoie s i wrferer w7 7 81 i F w2 FEat o o = G T oF #w wwd
F| T8 UF [E-orEe o g o iR e STar 1 ST R S UET R 8, 397 TR T wie, ST 9 R qHE 7 R rorer w4
IaTgeer F forw, af% oo s =Te 8 56 aredt 9 a9 S 2, 97 o o a9k 8
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HATAT TET

T ade feret T 28 aret & 9¥)|

A T FAT 79 ST IF T THT =T F
KUSIREEDE

TEAT T AT # T

ST T ATST FH F7 4

st U SR JHE F forw 3 )

¥ o us FicieT ® qreqr 7 arel et

step by step process

2. U FEH K H T UF G AR T AL AT T GA AT GRA, T ATTH qTSHT AT QI FEA T AGLARAT g, I a@ S
gt w1 5 700 § €| =9 a1q o2 o= w5 997 50 79 § 98 I1 918 H AIGT UF FEH & F o7 7g SATE qHe { A

TETEOT T, ST I 9TeaT a=Te 7 TORAT 7 90 2 T2 3, a1 3T §19 T g {5 a7 I %7 T F79 T 98 a7 918 §
ITET & a8 e % o areet i sar 3 o srfere ey 7 arar 81

7% sy S ST 7 399 2 T 8, 98 VT =i § SRR it § A7 SR o faET 9 99E w7 99 8, 97 ST o
FEHT % % I =T A | Afieh qawa 39 fr sraeahar g7 qedl g1 ST & for, 7f% o U Al gAY § ST 7 auie
T T RITAYT T T2T & 36 S0 T 4y a1 ST 8, T ATThT TT TH T I 547 SR ¥ Fg IH A H3A g

ST T3 ST SO STHRAT H FEH T 8, Tg, T, A St o AT H HH| ST A0 T T F 6T 5, w7 AT wel
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additional information

3. =t AT Frs AfAw SRy 39 At sraegewar g, 7 Fatha w60 9fkn F aw # 5§ a9 i 7 Ratfa s # 1 am w51
5 = wierar & Fr g A g1 78 Raifia w2 7 e w2 5 717 g g S ueat f o R UE wew w7 w8 Uge wAr
gl

o IaTEYO F oW, AT qTEAT T UTR H TS THT ATT TTSHT I TS HE FLA il TATg & TR 31 AT, 3T TTSHT I
AT T T & ToF T T & ITT (e & Tgel ITedT & UF e il 57 e

o ft iy v g T F v srow =ty weer i Fwrforer ¥ 5 A T g @ g1 s gy ot 7 Ay off
T I FAEATE T T TAT, T UF ZET AT AT T TR0 S AT |

4. IO =0 O AR | AT FIT O =JYOn o oY U ST ST JATE FEA F AT, ATRN I T4 A0 a7 e weAr
BT ST STRAT ATl | Telsh F20 § T ITSH1 1 Tg FHAT § I FA 6 (o7 STARM ST aniiet g7 =/ w & wee =7

T 9 2T TR STTU) fraET Ser 21 3aAt fega g it arferer )
o SETEYU F forU, ST AT Tl T Uek a1 &l {AehTer ST TT & 93 T qelTg 39 &, a7 SRl I Fg il Maeashar gt

TR ST 3 e ITShT T ST e AR ST TTSht bl Fd § (he ™7 TI=T STSAT AR AT ITSh( R TTEdT TR 1T 12
T AT F I % oI U o2 FlRT1e HT STINT Fe 6 (70 g Tohd 2
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onv:Jing examples

5.  SETEIT | IR0 ST TISHT T Fg UHT 2 % [0 U w0g 5= urd #9 § 7ag ¥ a9 2 O qHEAAr i g1 Foar gl
I IITELT AT START FEA T TATH FE ST ATTh TISHT o (o0 FaTET S 2T 78 0= § A0 g i35 o e gk &t aoie w7
& ST IITA0 R g & Hated 2l

o Zargw F forw, afe sy wrst T a7 FHATY T Ffrer F ¥ T 6 gHAS FA F forw gHied w FEFC TR F forw, 9v =y

AT T TR F IITETOT KT STANT Fleh adT Tehd 8 T e gamar ¥ smaeashdT 31 9% Ueh Herd AT STl e #:vd J
AT I 3T IH 9 T STANT FiTeh Svg GHIEEH Tl Hal i F T § 738 Fd|

oubl%kooﬁﬂg Advice

6. wweaT amw garg 3| ST G TAfadl F AT H qE S ART 6 TR QT HA BT TG THT T @ A7 g w7
T AT I SEATA § T ATHTRT TATIIT R TS FOd 81 ATTHT T TR 7 99 (Rl Th =207 § FTH FLA FT Th qEHT Ao
TFHAT & AT AT AT TEATAS & Aq H T TTAFE TG F T g1

o TETEYV % oI, omas TET FRO § 6 Sgd  ART SO TTEAT &1 SATere TahT & &, Fi1h 3 T5HT T FAT O 1 g1 47 s
TT AN TH A F T TG Fd g FANh o T FHEF Tl 9gd 238 F 7E ol
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3T 3
TEITAST T GATH HLAT

1. SISl SE9THdT BT 98T Tade ATTHe Y| TR U 97e3 § ST 19 <@ & YATg H7 9ga¥ a1+ § Hag Fd gl T o ATThT
TR H T F3A AT B & a7 TREdT STl T0F FT § HEg FT Thal gl ST F oI, AT T+ 9T 7 2120 §2 Fed 6 o
TqATE & T & THY T2l (% 3T ITdT T Iaerd Tt & T ) 3T, AT 107 TSl T e A2 IF 9T T T8 § T6d @ 30 F
T e H e § ST G &1 TIHAT TEATa H STANT FA o oI g 77 375w qiade orex ot &

Simyh, language

2. (AT AT &1 9 TATG| T FHT o6 ToIT T THHAT 7 q0 F2d THA, g GATHT FLAT Agea ol g 6 rTem g7 3790
ST AT Q167 TSR AT T THA o {70 TITH 8 & Tga A1 TS (TFHATHT ATUT) T ITANT FIAT TISHT HT TRl H THAT
T 9T T FeraT g1 ST [H<ert & 7Teaw F Uz & forw v e o v 97T v 6% a9 F TS A7 e w4
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o IfT AT STt TERAT FT AviA FA F T uw Ay orex AT IUANT FA ¥ s;aeFwar g, v gEtEa w7 G o =8 e
Tt & forg afearioa #wed €1 Igreeer & foru, afy arear s ff f&fdr w1 avfe e sro, av st 77 wwe i sraegewar
ST 3R "arer T2 a7 ool T 2

[N |

3. THAT FT O w7 AT FAT Tgeaqel g T sraes g afvia wiEar v srdes e w arerd we aRdargad AT S
AT 1 AT FIT TATT T FH H Te&H =TT FHT TTAT FLh ATh FIT AT e TTHAT T GIT FEA FT TATH FL {7 Fefel T FIT
TR T TS STTRTET T ST |

o ST o ST STt whRAT T qEYeA FA &, Fe o ST ST A= g AT ST Fg S AT Aot o o STEr g qwdy 8, 39
TEATAA & TITH F

o T e iy ofF st itk & wherer e F forg ) TR e o sy s T aeror e & sroer kAT aedTerr ®
e ot srferss adawar iAtera g1 Tl &1 ST T aforg TERAT H7 T F7 & o7 379 | F7 3T w2 & forw forey
EERIRIECIRE o ke E

Knl—AiJ,Ol\!ul\I
H has been said Hhat Kool-Aid makes the

wovld go 'vound. Let i be advised, however,
Hhat without the proj hdsadliudhm.

the great Amevican :z: Mﬂuugm

Simi Pkking H\& proper {:. of ﬂanring

the shdf M ide an
foea Msabais Bores Proch J‘-F:L’;f .
M‘M‘ A :\:MA m MM
L3
usually van under 05 cats, - "

4. NI TEITAT HT ATEAT FE| AT AT TOERAT TEATA FT STFNT H2 T FIST F ST T, ATTHT TH TTEAT FET 6T a9THmaT

BT TRt 21 SITEL0 F forw, 7t straer ThFaT SearasT &1 Fme AeTede % oy UHue 9t May F = § wetug G S g, v
ATTERT ST wiorers o fReraent v aufer wea s 7g gt we it sraegswar grft & st searas sa9 fear g1 afT s G
FTATZE F oI SO TEATAS T STANT A7 ¥ 8, AT ATTHT SATAT STFLTFATI T G FEA 5 (7T ST TEATAA F T AT FZAT G171
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o STHAT TEATST Yedeh AXRITE H U ST FL0T T AU H¥ Thel @ AT Tedsh FL07 U H&AT AT qoie fog F 0% &1 ThdT 2l

T AR UF AT B & ST aeqat T daret £ w7 71 foht F o fAega e &=t w1 F forw fwmea Gy E) s areer
G T F9T0 ST & 32 fonareti &0 9r S €1 F =@ S a1y arzed, 97, 9gad-ged, fafr st siv adiemy & e &
Fre o e Afde 7 81 UF F7 9T UF FIIAT TTeT § S @ s fE3enar |1 7 F=97aT 81 a9 F7 AT SFqele a
AT FA % o0 S STeRT-3renT fashedt § & o7 ot 21

T4 1
ATHEIE T F T FF AT ST A HLAT

1.  UF FF SR SFE | AL 3T UF 6 F7 ITTNT F T 8, al AT (b § 9 AHe I ST [ash | TE o ueh feft 7
IYART T T 8, TT AT ST F =t a0 i # &L siresha 9% feres 41 [ 2rear o fFars 3

o ST U B fa T S e Rt & B wee & S R ash e 9 g §) A A #, v e o)

o Afer o afST Treare Y mfteqr Y 3f7 STUAY URE F AATSE F ATT Uk KT FAT F| I AT ATAT 6 OO w4t g F AT
@, g AT 379w T AT 9T AT AT AR 2

o I IS F ATHT IT TAA [oeAsh Y TOTH 3T ITANRT FHXAT ATEd 8| THH SIFgHE G ST

o FT F TS T ITANT Fileh SFICE FATAT 21 3T AT ATTLTRATAT hT TIT FA o [oIT TS T ATord Hee o (o7 Taer
Twur et T ST Y THS B
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I R LOGO
G 1ERE
A a0
rregvy spany Name]
A Wy Yiogw)

3 1 Addrmss, City, ST 19 Code)
“ [phane) Fax [fax]
1

1. R [Centact Hame]
oo [Compary Heme)
A TN [Street Address)

S

y i [City, 5T 1P Code)
a7 [phone]
o Custoster 1D Do)

vt Mot t

2. Y IS AUTATIT el ThIA F 1T 9% "I Fremse” uw foFereh ¥l IO SaTaet F Y92 AThTT 3 AT 1 TR Fe 6 forn
gt T+ faereut T ST F|

o TfIT % FHUL AT T IT "R 2M2he ¥ fokersh ¥ | ST Arehre 67 Hrerey 7|

o UL ATT T F FIA H "HISA" A U2 o e | e 7Tior fasedi § & U 94, A7 G147 92 AT § To97 F:7 & o

FEeH A" U7 fFte H3|

PURCHA!
‘

ne)

DATE: |

y, ST 2P Cade]
]

Mame| SHP  [Comtact Mare)

) Nane) TO  [Company Hame]

Jovess) [Strent Addrass) BT SueTase
2 caoe (e, 511 Coto BT

[phane)
0 (Mo} Cantsener 10 (1o, |

3. fIeames i geaa™ 99701 JfF 7 Traee v qrferT §, 78 Rt oY vl § ARy 8 F 997 {1 greAith, 39 RITLvHTA B
fore Riearee avaere & Fg & # fRETs 98! T 9o 31 @ThT §uTfad wd a0 eareea @aT srae forg e g1 Fear 2|

o Tl v Ri=amEd I@AT A= 2, 91 T2 Shia & o a¥ dier "Saa Tou” & AT 36| THE dgd AIh TE Rere” & #fiw U
"3 & fwETE T

o "RWTET " X A w

o X TH ATHI UF ATHA (@IS 3, ST Fegar & & ared”| 30 = e ¢ 7 "= Rreare=a" 7741
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o 7T AT Y SATHHTY 1 e qH RITeTew 3@ ITuH| F7 Ar=9r fe FTF F T2t o9 3vg e & 597 FT T gl

= Corgran Pt S —— Zhturtaoin s lRaen
Bl Chacge Petane = o g' &l a8 as E o O Pt it B Wi Tea
Mt 5 Bt Panay v ' oo
LSBT IS
M™MIIN/, A
Insert Pictures r
A vy 43 o [
ATE: |
>,
VENDOR le]
B Mowia ﬂ\(’
Bl ot Cation o e e e e bt e i e 3]
% ) Codel
o Sy e
e e ey
R Customer 1D [No.]
Y Pt Put
i SHIPPING METHOD SHIPPING TERMS [ DELIY

4.  FF QA IT AIAT FHAAT FT AW TG | T T I TZe-TFaah F3 ST Fgal &, "ATHT AN a2t 87| aig-or7 7oy &, "= ag”

| ST I FET HTSAL 6 ATLAH F QT FA IT ATSH ¥ (o0 Uk i & oI I JTSH F4F § A7 g1 FF AT 92 39 A
T ATSH FL 3T FA T T =T AT 2

o IS I AlEE | A AT TaATOrd w7 & qiEwferd Fm A ST agd 987 41 9gd SET 8, a1 T S 2 H STAN FH
AT F, ST ST e F =1 3 60 O Fie 99

_

Tt tll -3 < A A M B ST N0 BRE N0 o aseccsen amscoen sssccee AAB
Bl wmn v A-Beuu . Yamewt TCommud {Cwemn . Do an. ¥ diuie

wwn Foms
£
nExe

Puppy Pampering
| The Best a Pet Can Get |
[Street Address; City, ST ZIP Code]

Phone [phone] Fax [fax]
[email]

VENDOR  [Contact Name)
[Company Name]
[Street Address)
[City, ST ZIP Code]
[phone]

Customer ID [No.]

5.  FHOAT T TN 21T R AT STH I U AT 8 S T onfAer AT Ared 8, 97 " TR FE A arel @ a7 s w1

ST TH 22T Y| FfX ATTR T UF A1 & AT AT TH AT Tt HIAT AT 2, a1 A1 9 e F¢ 3fT 29 ger 3| | 98 =7 a2 il
AT T AST F 2T &



-\ 60 HATAT TG

[rev NN M ! FH T ot amote s i AaBE
— PNy IS (T v 1 s - e Vodivg) Sanh

Puppy Pampering
The Best a Pet Can Get
123 Doggee Dnve, Puppyville, PA, 19123

Phone 1-800-PAMPERME
groomer@puppypamering.com

VENDOR  [Contact Name]
[Company Name)
[Street Address)
[City, ST ZIP Code]
[phone] ‘
L CuctomerIDINA

6. ST T T AT Y IGT SR | T T AT g ATt Y@t UT G F si AT et o A 9 o $eg /e we
forw 1= it oot u= fEerR ) AT BT TG, B AG a9 w4 T ATTR T UH AT SIAT S0 IAT &9 R | S AT zAw f FGhfy oft
AT T &9 Agl FHIAT AT 8, a7 39 9 FFereh ¢ 3iiv 378 g2 4

o ITTEAW F forw, AT ST 3 UF T[T AT BT AT a97 W27 1 A AT Fwoer, oft Fuiiar, g, faft uge, 123 =hf
gTea, TitaTed, 1w, 19123, %I 597, 1-800-T9%H, 3f7 -8 74T, groomer@puppypamering.com T TTH &5t H|

TEHT 2
T | T QLT TAAT I HLAT

L HE N Y onn ateoten wssscn wirer AABE s cscie st
L - Mraw . ot YOmct Mesnam. PDam. Viasteg) Saadn

DATE: [CLICK TO SELECT DATE]
|

SHIP  [Contact Name]

TO  [Company Name]
[Street Address)
[City, ST 7P Code)

-
L)
o

[phore]
Customer 10 [No.]

P R ML e

1. 7 QST HEAT FAT0| A" 3 SR "[A1]" Fe ATt YT 9 e w0 28 w5 w O AT S AT e HedT 3 % 8, 39 T e
AT F FH T & o FrE off srewr-=aiiE Fire Ay #7 g 1 AT U AT aFEE 6 /T ST A1e0 S ST AT %
forT arw=t o ST 2 qTlR ST ST & SR S A o {oIT R STaer HEATSl AT STANT T Hqehl
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B S|

LR PO U [US— 1Y Q- ——

toa-=axlim b b

e PO, # 147450
OATE: [CLIGK 10 SELECT DATE)|

snp [Contact Name]

TO  [Compary Name)
[Sereet Adaress]
[City, ST IP Code]
[proce}
Customer (D [Ma.]

2, i =T "t 9% e 3 @ F=E F ATl @1 U7 e #Y) TTeA UL 9T s | ATTRT Uk heieX Q@ 9Tl 39
ffer =7 == 3 O o s e 3 forw Ut AT 9 €1 a9 =9 Aty # e s Tere 97 W ST

-l — — ——

Fuppy rampering
The Best a Pet Can Get

123 Doggle Diive, Puppyvile, PA 19123
Prone 1-S00-PAMPERME
proomer@puppypamarnng com

VENDOR | Joha Doe hi
Pet Supplier Inc. 10
456 Animat Avenus
Fuppysile, PA 19123
1-800-PAW

Custemer 1D ABC123

3. ToraT ST EreT #) Seg "R e % o Areet 9% e w0 S99 Ared 9% fFew w7 S wedr g o R w At 5|
AT T ATH T e (STEH AT =T T L ¥ 81 I T 37T BT Fa¥ 7ot e % forw i areat o= G :31 7f2 sarrer a3

TH HUAT F T ITEE HEAr g, a7 36 AT & i

o IaTEYwl % oy, Wi & fiF =T IR ST g feRaT o AT ST a9 i ast w9, S ag qrerq 1e] Argaadt, 3% oY aar S
AT F TET 8, 3% 456 Ufawer waeg, vofifaer, fiw 19123)

T v s s BADL w—— o c—— o
o4 Bizaip p . - ous - iy e N e

L TP

~-

P Alex Tucker

o X972 e,
&89 Man Street

123 Pupgyvile, PA, 18123

1-ED0-PUSAR

Cuitemer 10 DEF454

SHPPING TERVS

. . ("

4. " ST qaEfie w0 T AR H SEERT S9TiRd w3 F o avedt av s w56 e ofn ofiw et w9 TS wi
IAHRT AT ST B Fa¥ a9 Fe| Ate T aar frfeeT oo & 5y &, 97 AToehy Hiem 357 FeA1 2T 377 6 SR § ST g
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o I A AT ZIATE HY ST "fOrT 2 3w "=t T ATH" Flt 2

o "TTfERT STFTI" F ST A" T U FHAE

o 3T afewfod " AT "aTd AfeAfera w1 ¥ G FY) Tg &Y FH AT AT ATE AT AT AT A AT ST T AT F AT
e famas €, a1 3T ST & @ 6 o7 o ot fafeiT oar SaeeT gl 2 7 a9 &l

o IH A FT A FX AN FgaT € FoF "FAT T ST TEF A9 H HUTET TRT HA| SATH G AATE ML AE A § I FAwHT

o grezfarT Ay "faw g, # awe o fafehT vgw =T

o ITTEIW & forw, AT AT aodt 0T F 919 ITH AT K 91T I UFrsee & aor 70 aeft e €| ag oo srwrsée,
ot srTsed 9, 789 W9 wie, aofifady, T 19123 % AT &fiT 0d % |19 #7 AT u7 UF "fae” T a=rs|

o o wo— v AJBE

LUSTOmer (1 ASLYLS

WAPPING NITHOO PP ING TERMS

Frionty Shpping, USRS J ] Fat sripping rate $5.66 ]

Qry TE™ ¢ DESCAFTION -

5. forfor ffer s ordt i Sary & afvsiod w9 39 39 97 G w5 Sy i @i wedt § o s9 ares w7 w5 e
faRaT T START FTAT AT &1 FATRT ordt st w41 0H Amra, THROET srareaharsdl ofiv S=aT % geaiar ST STaHTr orfae g1 3 d +,
Reftady i a6 a1 F¥) I8 a8 I g ST AT /I TTH F 0 STHIE Fed &

o IETEYl  forU, =T qHT ST Y 7 =T 7, 98 Sear & o quadiue 3 oy srerfrerar farfd 3w oo 5@ § 5.95 i we farfu
L 9TH 27 Tt 21 F3fer % aga, =g "arafierar farfuT, quadioe” ot w5 s oabt F agd a8 "wae fafiT 3 $ 5.95" a5 wa)

=TT — Eae]

b A i e 4

1 Pawe sered e cophe of pour et
1 Erter 1R orcer 1 SCCOrcuate WIEY the prices, Lerrm
Qaiwary memind. ad TR RThve et b
1 Plems redify s snewdienety f pou eee unabie (0 18 06
s thed
. Sl b cavepen e
e
[3twet Addemii)
[Oty, $T TP Cade)
Prane (ptwwn| Fos (Tes] At ey

6. oW sfiw o e w4 3rere % = 9T 6, Arewmive 98 9§ 0 T HEa 67 oaF e §) R ST T 99 g, 97 o
B R L ERIEE LRI EC RIS IR I IEC AR R R L]
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——i - WS a4 Y e s e o AQBL wam— i

i aeme s Bp-A e e
Pemry vy VG T Pt aiepmng e 93 04
n Mar [Eete i) ) T s A 10Tl
0 Srempeotild | Packegs =f 1 Botie of Scratchy Sty [T o

7. S ScATEr H ST w RSre AT w7 T 1 TE eeH F oy st i v 9fvh o w2 S o =9 w5 e uw et weAr
FTEd &1 /AT, A7 i seed & 96T a1 F3| AT Ja¥ 391 F3, S U §ed7 g ST fawar f&ferg scmet £ = F:37 F ore s
FIAT | AZEH FT AT &S Fid| THTE AN, AT T ¥ TF THTE o o1 0T 21 4| O AT Tt a1 H, 7 37 F47 Threai & o
F & Ieg o7 F747 =T8T 2

o I YWY F AT IITEYO |, A AT T 10 avet H Tot & S $ 12 3 orw 2 3 Topor 7 I=01 1T 8

e TTHAT Tgd, TE 5 a1 HIT (FF1Th 5 Tohol x 2 dTet ST Tohot = 10 )|

o 3TeH HaY % dgd, a8 "TATHI123" Tt H, ST Ieara o forw fenar #7 srgew qav g

o f3Eww % qEd, a8 "B g AT 2 FIAel o Tehsl T ATH T9 HAT

o THE U F qgd, a8 $ 12 F w9 HM

e T AT & dgd, 98 $ 60 (5 Tt x $ 12 = $ 60) T FMI

~ & -~

T e | wcon v wmizm ARABL wwoe conn s

2 e
2 s

u T bmons | Vit Tt PR S T T— -~

SUBTOTAL )
SALES TAX | 3.60
TOTAL AN}

8. w7 e % forw et Y TR | TAH TG, FT AL T ATF FIT T 6T TS GHT TR T AR AT FAISHL IT-TRT AT 0T |
T3 WL T AT FT T TUAT FL|



HATAT TET

-\64

o 3T & forw, =HT qww F forw Aver #F Tof AnrT $ 60 21 R 7 6 widera skt #7 ($ 60 x .06 = $ 3.60) ST 81 F
AT % fore 3 $ 63.60 2

Ta%T 3
AGTHT TIFEAIL & T TH FF AT TAT

|+ [« NS T Ty

nturt
@ QU(kBOOkS SN BUSKESS ACCOUNTAWTS PO AN ACCOUNDIWT  LEARN 3 SUPP(

T2.699(year
G et

MEGA MONSOON SAL 70%* off

Running your business is what you do best
Love doing it with QuickBooks.

Limiod penoa offer
R

Start Free T

1. 99 @R AFadT FT ITIN Fh GUaTT AT T9T0| FGe STTETT G20, Teael oY fosht afga s ot fwte-weam =i
T F2T & o0 € T F qiFeaae TRTH FT ITINT 2 8| (S AT Tgel T S A9 TR @rdr Taid F o fFg® S srai
TIFEIT FHT ITAN F7 T &, T 376 G AT 2Foele T START HIAT GALTSF § FATH s7eh Fft faomar sk, farfir oq s fafemr
SITRTET Tgel 7 g1 foreew ® givn o sroet i Roare 3 e sraer s smeer st s oft ok e e )

It con vrad
uppliers oo
Camtuovwwrs Wappdomes i res Othar
Jnbiled Last 365
$ Batch e
OPEN PUACHASE ORDERS PO AMOUNT

2. g ¥ UF F9 <9 A0 G H7 aard 5 o e Ry 35 % g o siSe aemn Jred ) Bokarstt w waw w5 w5
AR TATE A " Araer a0 2T werdar 2
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3. U fawar #1 waT w1 "R weg # i eTed g u¥ e #1 orwh gy 9@ § IwAn R arw ady et i uw g
ATt 39 foeRaT 1 == ¢, e o T w7 ST ST A1 &1 TOIedt FUAT F AT i fndT F 9 F 9T F qee w: aiegde
F

ol vius SbTTSEER
- atee
@ :
Prsaatt o g o
o e
@ L Ly vape

o

X

4.  HT FHT FAIHT HY| ATH FET @S T T ATA F (o7 TF AT FT T FLF 6 70 FAT T STST AT AT ITAR FE| T
FeRloTH g, AR T TR T 91 AT U =g (A= &1 A ATThT F AN T Araeht fEefiar feqret & foF 97 # wag s, S
o 2roft % gy ==t i g7 @ 2

Wrtay sadvms Tayee Prrtese Crone ewie

fons Ticomr L] uTOM

D R L
Awx Tucher
pard s

v Accourtd delalls

5. "forT " ST ST H| Hfh ATt AT T ATH ST TAT T F gf o H §, TAIT fFenaad et St it STy & arey 56
HFIT Tl T FIAT 1 FTeaiteh, Are o et Forer o 9= forfor 6w 7 2, a7 3T I=i Yaer 3 o o7 Ue e 9 7 99+ ¥ T
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T & straer oY wreet, fasRarelt sie =TT i g 81 T THH § UF 99 A7 T4 Y G @ I AgAA T H UF ART T AL
EET

Ship to Purchase Ocder date
Atax Tucker s | 29072018 -
R
Aex Tucker < me >
XYZ na,

DESCAIPTION 3t

6. w7 seer TR T ada Aty § Rrew wa: a7 o i, 7% 9T v s [ e w5 9 8, 97 T o9 feee = g
FTFA A &S AT TR 2

o TTHE HIAUTHT | I+ FfF F oI TF g & ST F1IAT =7 F [Fefia awg & swaer 1 @1 w27 & forg fGorar v
AT 8, TATOT ST T 391 1 T8 g Tl gt AT

niméescom’! T/ creating -4 punchiare  order-n. Quithbook '
purchase order date is correct. This is the contract date. Often, the date
sets contractual terms — such as the number of days that the item needs
to be shipped within.

|8. Confirm the purchase order number,

The purchase order number, or P.O. number, uniquely identifies the
purchase order document. QuickBooks sequentially numbers purchase
orders for you and places the next number into the P.O. No. box. The
guess that QuickBooks makes about the right purchase order number is
usually correct, but if it isn't correct, enter the repiacement number.

7. Confirm the vendor and ship to information.

The Veendor block and the Ship To block identify the vendor from vhom
you are purchasing the item and the ship to address to which you want
the vendor to send the shipment. This information should be correct if

7. U BT AL HEAT AT F| e wa=riord w7 § U w7 sreer wear Ay w9 feew wf0E w97 s g a9 v e
T AL T AT IAT S| AT T2 LT F FH TCAT TS0 Al H2AT § T ATTh I U ST ATHFHIT TFEHAT g, qT AT AT & F F:7
H HEAT T AT TR 2
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v teate

8. 37 FEqEH AT geag F R AT SMET FAT AT F| ATH G FEET AT TE FAT AT AT AU FA F o0 "wT swaer A
3T % o9 7T ITINT FL| TAF Uik § U g 7|

o IEeH HHT T S MTH AT AT 3T a8 AT omfoer w4 o arT o7 2 72 2
o e qoF (UF % forw AR 399e F4| T waatierd =7 & fAearia gea it Tt TH1E qo7 HT /A7 F O F2F FHdT g

0. ¥ e fife ¥ 3w Agst| F raer it gre wh ffe #3a % forw fie aea ux fFas F3) ora fOorar 1 uF g€ & 99 9% 3 a1
TATHE HT THT § ST TAFLIAD BT TST T F1 AT TEehalsh TOITAT H ST & & T FT A9 T T T Aot

o T AT AP AT fAeew 7 arew et % forw @S ofiw F1 Y )

o T AT Ao *h forw @gst o TAT I ¥ TET BT At a9 F forg ek E fi=w e |en

fasta Ay F9 fore

T ATI - o AT U2 AT % € § ST SATGT 8 - U Tq1as @ S qgahiaan a1 T faremr % qaedi & = safes d=m F oo
e oTfEr IR BT ST g




68 HATAT TET

39T 1
e faora A & foras i s FAT

1. 3T FIE AT A 6T AGeTHKT g, AT T FL| ATE ATTRT FFHT Ageaqol SATaETiaT AT & a7 | 9T &9 F F dR1 1 92e
FIA AT AFTITHRAT §, T HET AT UF 3¢ fa=m g1 afe ana argeer & forw, sroe war=me &7 forfera Rt wamr =g € a1 =med &,
qT AT Fael Ueh <k % A1 HATE HT TR

o TN, Tw ATHA! #, Tg T 39 A0t & ey a1 et = forw srfers orer g1 warat g e smoet seed gl

o TEF FATHT, T FAFNT FHT # AT % o7 ag wrarawefier 21 aedt 1

purpose of the memo?

encouraging all staff and interns not to leave their
unwashed, food-stained dishes and silverware in

the sink.

2. foraw % O sre sEed ff 9= w0 e [Afre 329w F g u%, STk HHT T At Sii¥ @ s a5 aohd g srferter
TeRTY F o7 et s 7 o 7o g

o U AT AT THTYTT & Y&qTd Fea % forw) 3argew F forw, afe sroehr @vrar 8 & e S € B shawerzw % oo aregferr
FHEATAT T F2 FTH AT ST FHAT 2, T AT 379+ 3= 7 vk J647 # forg=r =7red €, o7 =9 o909 iy #7997 994 81

o UF AR T FA % {oIT| IITL F forw, U AHT AT STHY F¥ae  forw fSoraemiat v e #7377 UF 99
T T T g o et T giee 2 1T 28
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o UF FTE WA FA F form Fr aar § 6 o7 o geAREt A grer & § g2 oy "eAr F anw # svwe #+ % forw a|y
AT =T, THRET T 9 92T T "R §, S T RA1E T weRd @ A1 el st o fArenet f fRdre o a2

topic?

dishes in the sink.

3. 7o fowe i |fers w91 g1 wahar & T oo g | aRTSTStt Y aTstiv Ty #°¥ 77 8 ST o9 agATREt, aiEt, a1 ATt S
oft =T AT § 0 T T 8, Ive ATST FLA o (o7 HHT ST 7 AT {&=T ST FhaT g1 gTefith, 7g 47 v o sgrare 69y ok v
2 T Hiad gMET AT

o =T FARRAT G Sre SToal & Ugd & forg &fer, g o s ST J1R0; 57 YT, AT Fgeaqul SRl F1 da@r e
FIAT AT 21 THT A7 Hiad T F 78 qAfa w3 7 ggg fHonht & sroer g yma sfw aw= @17 31

audience?

All Staff and Interns

4. IO IET 9T AR FE| AT ATIETAE HET AT AT, G 37 T qt wariad 290w F wAried T, 3Hiy g7 39 SAfn & a1 H AT |
T ST SATTHT HAT TTH FHT

o 3argwr & forw, afT ey erow A fEaT v FreasRTetie Sewfad F A Fratas § o o v st aret i AreEr a9
F A ¥ forg ¥ €, q7 AT U STeNT ThTT T AT99 [orel, THh qaAT § ST 3T 3797 TAIeF Tl T+ HgiAi Al 1= &
Tt 3 9T 7 o w2 2
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39T 2
HTYT F9TT i Ao T Ir=qor AT

Hey guys! TGIF, am | right? Anyway, | wanted to tel
you about an important business matter.

It has come to our attention that there has been a
pile of unwashed dishes that accumulates in the
sink by the end of each week.

1. UHT AT ¥ T ST AgT AHEAE Bl AH T L, ATRT 197 ey o Tt e Antaw, O ot 9@ araewr oo qra § s
T F Tgd ATAF FATEl oI F F=AT AT

o ITTEAW & for, "ar el ESHTEUT, FAT § GEl g0? 99 off, § U UF "gca ol SATHT IS qIH & A1 | TqT Agav
am”

o THF I, 30 &g ¥ AfATe wTe Y H Tieree Sre % forw st Redre 3 |re asft v wae #w F forw form =T 2

| think we'll all be so much happier to keep a clean
and hygienic sink.

We are introducing a new policy that mandates that
employees wash their dishes as soon as they are
done with them, keeping the sink clear for other uses.

2. WTAATHE ATHT F AN F T T 3T forgd & i qraerets 9 F =TS0 ¥ T8 GT97 FT ITAN FF F T9d 8, 97 e TG AT
T Frterer FAT S TAH TS | AU AT HT AT FIA F {0 TEAT AT qGAT AT 39

o TATEIW F [T, T W YFATT FT Fo(erell FIS TgAT Hl AT 2 & a1 "HH ar & 6 g7 T agq gor gnr" 9 aar
EETl

o THF I, TZ @ % 10 AHATT F T F47 FI 27T g o A7 FATHT AAGA TRl § T HHATRIT DI IAhT THE Al
THET H TE FATAAT 6 STAA T &7 ATl 8, 37 A A2 T 6 ardes A9 7 g
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Studies have shown that when a sink is empty,
people are more likely to wash their dishes
immediately,

3. HeRd FATFATL FT ITANT Y| ST AT TIET FT ZATAT < 3 AT T BT FT HF 30 2, TV ST ATIT HT ST FAT FIATHT FE ST
TS T aardr g & sra Fr A g

o Iareww & foru, et wame w3 "gaT fAewut & sare, " AT "SHT g TmT R U srEeTe  weha feam g L

——

oo b o e WondPad
\\(ﬁ:ﬁ >
f"Caubu

I
| B Udexx 2+

4. TF ITIH WIve AT AT AR A1 SATTH AT 0 TEAT SAET 2T AN, TG, ATTHT AATEF Bl Five FT STAN FA & =T
FRT - 11 a7 12 &g 719 2

e SUHI UF §A Wive AT ST I AT S o6 215w = TAA| 7 Fi0T &9 S "Hela" ®ie & 979 G- 1 997 ol §
(T AT =H FAA § AT ATRT ASATSH SSTAT AT

5. I AT F {oIT AT TSI FT STINT H2| 1-35 HT JIS ATaAT0% J6T % forw Bfore gar €, gt e ores-Teeheor frawi
H 22 =ATTH AT & T (H-Ta= 4 HHT TFee ST 21 Jad 8 (ST  forw, 1.25 29))



72 HATAT TET

6. I TEATAS T RT-EU ¥ fas e AT A1 U Sao-E0e A2t g 2| I% "eAt & 9 @ F o, fve-ere o G w,
TR STENT-3TENT T¥RITE AT AT % S T =1 GIE 3

e STHAI U¥ ST 3T TXRITH Hl SS€ e ol IS AITHAT Toi 2l

39T 3
I fasae A9y i =T FEAT

Memoranoum

1. (9 ATYA HT A HL| F5 AAT-3ET ThTE o AT TATATE Z| A AITE o o1 Ueh AT Rl FEdTerel &l 792 &9 F ofi®
AT

e ITTEI F forw, "HHT" 21T L AT TF F offdf ow "Fro="

o Ig TE T & T o ofveie v g H wEAT Ared € A1 GreAr Ared g1 S w1 UF sr=ar A ares gy v R
FTITIR FHT T ST HLAT S AT i1 i ferts a= T 21

2. o9 HAT HT T | e AT F gl W H AR 6 A TG e ATTHA g1 ATRU| H STHT ATE % A0 | TAT TeF %
I 7 srfer fErega STt TaT w4
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o 3 form: 3= 7+t F AT 3 of i WeTH FL ST ATTHT STTI 9T F4I7

o I AT T ATH ¥ ofieie w=Te Y|

o AT U7 3fi | AT TSI &Y - I QqTTH FHeAT 7 et |

o T TUw % AT ¥ ue wterw, st g Afere fEwr wem w7

o a7 & TR ooy Y Ay R A7 e (1 o & "efae F e w5 8) % | SR w5 o 9 2

Memorandum
To 0 ST i s

Pram: Ane Lix Uxecitove Asnistant to the Peeident
Qate: )y 15,2012
Scbipct: Dahes in the Sink

3. ST STHERAT AT T AT | FA| AT w7 o 39 a6l A7 o w3 § ree Gia a7 sterae w1 SraeTEwar gl T
SO o [T &7 et 39 AN as 1A e, g ST 97 g

o fy g &Y il = wwrfara €, A1 o= ATIA T SATIE T F AT @IS ATATAF AT 2

o T STeal | HHT T WY ATAT A ATHT BT FTUH, 377 Ivg AT FIF AT Ivg &A1 A 7 T&A % foIT STrers T g1 el 3l

Memorandum
T [Profasvcr Nechael Alleyi

4. I STEERAT AT H ARMF orT Sureh AT oY of vt T SUART w91 Tgh a9 O SR S0 1w S F A7 eqEr THH-AT 5
MY 92 &, T e forfed == &7 & oTfers si=iiF Taar 9a9 d=a7 8| JIEI0 & o, o g § e o2 39 "qFadT" g
TH &, AT A ST F IReAT F forw, T et e A7 e Few F w0 F qariad w41
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o AT gt H Fft 3 forw STt W qw T e ® T ot A s sreata ofidw arfae w4

Memorandum
To: [Frofessor Mich sl Allwy)

>

From Lm:{ﬂ feese CTR

:..t.g\:'ui-:mg-.‘ 10 Nessarch How Creds Was Awarded
//'r_‘l the Discovery of Nucless Hysion

5. 39 An ® i ofids 9% oty ¢ g T ey 7T # forg w2 81 AR o s wratery W At R A Ay 9w ) €, v
=7 3fera w7 et Fwear € Aot 81 ST TIREe 97 ove Fe % forw awer ATt SAeh STy §9ad: SAeht HOAT i Aa€rse
I 3feated 2

o 3T F forw, T I aTe U=t 87 afe g, a7 I8 S AI-Us-Hr § Hafsq AT U =g A= gl

o IeT ofiTier AT 32 IO F forw, F U ITeAE AT S §2 AT T, TV I AU ATIA H TH qA¥E o AT FLAT IATHT Fl

Memorandum
50! AN Staft and Intares

From: Ara Lughy, Executive Assistant 10 the Presdent
Date: July 1S, 2012
Zubject] Dishes in the Sink

6. TesFe AT T &A1 F fore| T ag AT F2AT A1ed & 3 sroehi o wfvs, safe d@fem § 09 o aga 9= 781 81

o IETEYV F oI, "FAT HAETH" Tgd AETE B, ¥ AT S Ao § Fm waveg A7 G H oA WrEAl F Aeaw ¥ @ 7 @,
T IR TTE ATTH AT A7 ST F2A | IR BT et B
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o T AZAT SR "UTEH AT o faeare % forw sti= 9w serfay fars)

Memorandum
Tec AR Seet anet imberms

Froen: Rrw Latky, Exetutive At 3 The Preshhns

Date: My 55 2042
Sabgact: [ribws in the Sew

15 OUr wRarton Ut S e Sewn 3 ple of
avnmhed Cuher Ut sccarsdein 1 e ek by the oo

T ye—

75

7. SAfvETed gred a7 A= w3 37 g 97 AT At g 6 e srae "wer i e el e, o B et S erfeemes % |y

TEQT FAT AT & AT Tl gTeAith, eT w6 T =7am % F799 § =7 QIARTaATen ¥ STy 7l 7 Srefy 21

o Ig WEcAYU AT HT FATIHT FeA T Ueh A AT FUAT T &, AT Tg 2T 39Tkl 6 forw &g grar =i fF F 719 s

T TET 8 7 7g e g

8.5 & yget, gfi=raTews g i AT #Y) O fora @i G5t F oY o 3597 Fl T7Y 'Y & a9r0)

o IR & forw, "H forg w2T § F#ifH ... aR=a Al § ATHhal FAT SFHIE H HhdT &, ST U | ST STaa e Y& HEAT

=T

9. uf=aTcHs @< &1 e T e A9 % Tgo @< ® a4t fFawor ofw / 77 q99 Je w2 i sraeqdmar gl 21

% iy coome 10 O afiertion that thare has been & ple of
wrwashed dishes That accumulstes in the siok By the e
of each week It has gotten 50 Bad that washing one's
fands in the kitchen sink becomes an uncomiortatle
wrdurtaiey

1t has come to our attention that thens Sy been 3 ple of

urrakalind dishes that pccumubatn in the Sok by the s

of eath week. It has gottan 0 bad that washing 2's
hands in the Richen sink becomes an uncomiortable
undertating. Thermefore, we are Ftroducing » new paficy
that mandates that emplopess wirkh thair didhes as 000
35 they are done with them, keeping the sink Cear for
other uses
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11. =f% srq gagfE siw ofrdant wr onfoer T wrga € av vk o e smeariEes Jre § T2 @ g AR ST F A9l w
g g2t ® faarfora R ST s 8 aThh aTaeat SETT # SEETT 9 ST I= T 896 A 32 IT @ U¥ AT ANMHL I FATIT

AUt fAgst AT a0 § 79T F T4 2|

[Fomd Bapna

All food exuemés, regardiess of amourt, must be
sceompanied by an itemized recsipt. Employess will not be
reimbursed for food expenses thet are not accompanied by
an ftemized receipt, regardless of the amount of the
Sxpense

Nonfood Expanses

Al monfood experses of more than 55,00 must b
accompanied by an temized receipt. Employees will not be
reimbursed for nonfood expenses of more than $5.00 that
are not accompanied by an itemized receipl. Employees will
be reimbursed for nonfood expenses of $4,99 or less that
are reparted without 8 receipl. Howsves, employess are
encouraged to inchude receipts for all nonfood expenses,

12. fafore Su-ofide ford| gfAfarg #3 3 TeF Su-de F7 wrwe T 2901 % fory =0 )
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i/

o ITTEIW & U, oI FHTATAT F A Faw & F # forga qwy Fefoteg g+t su-ge anfaer g7 g+ 8 "g9 T4 Sty
& for 7o ©me," AT 7 O A % o wgeaet Al siw wraters st w1 % o awavE!”

13. 99 19 o T TR § F ToF § A0 arer o 3| ToIs ST-6< A7 TLRITE FT TgaT a7 2900 6l a7 A1

I G T qeF &g 77 grm

refore, we ew

eoducing
T NS TNT eVEROVEes winh Theit thihat 35 5000 25 Ihey
done with themn, beaping the unk clear for other vees.

#a 2

wumra?:-o m-unwwh-d\a'wumwmﬁ--q, ;’;\2“,"‘
ey L0 it o e 0 Mgy

d Very GarEas o0 53 lewan thaer

utwashed food-tared dabes and sharwers s S vk, Coowenely,

Sraches 2aee o that whan 3 sink is ampty pasole are more Foly
A =3

salutoas

o TR A¥RITE IT ST STAA & a1 1 (2% ek o= uw e frr s =rfgm)

Food Expenses

= All food expenses, regardiess of amount, must be
accompanied by an itamized mceipt

+ Employees will not be resmbursed for food expenses that
a'e not accompanied by an itemized recsipt, regardiess of
the amount of the expense

Nonfood Expenses

« All nonfood expenses of more than $5.00 must be
sccompanied by an itemized receipt

* Employees will not be resmbursed for noafood expenses of
more than $5.00 that are not accompanied by an itemized
receipt,

* Employees will be reimbursed far nonood experses of
54,99 or less thatare reported without a receipt.

H; ) areenc ged ta indude receipts for

all norfood expenses

14. T gtz T ITART F 2 A= w5 AT o0 Aol [&gsh # SRR F3AT 9124 & a7 AT JAe TI5e FT ITTNT FHLAT JT
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g WTAF T8 HrT FBre-ea F forg € oo s % == R s 2

sample memo - Fall Clathes Uine Promotion

Hy refocusing sur adwertising efforts of cur new line of
Rkt ] clothing we will be atide to macivnize the sxposure of

our product to our target mushet end theewioew Increaye

our sales. Tapping inmo the trevds of young sciults wil
help us gain market shace and sales through efective
advertsing,

16. =f= aroerr STier SRTUTE Y SArEeTHAT 8, 7 T FE| GIHTATIT, AT AT ATI | ST ST T4 2, 3H G99 § aqTe B Araeqshar
TE &, T AT AT TH TF TY F qgd 7@ H FHAE 2 3l

~The changes outlined above apply to ai expernse reports
ML vubmittod on o afor Feeuary 1, 2003, Employees

Pould cootact thais superviier of Human Resounes
Lanprmen bative i thary havw guestions

sample momn (Changes in usgense regort snenipt pelicy)

gratfer, 7t sroes g Steafa Sy stfea oY, a7 7fe sraw ue s 7 stfars Jra 99T §, 91 7 e o ggeaget
faigell &1 9erT § FaT § AEEe g1 g gl

17. UF FHIA @< A7 GUTE ST F¥ | TgT T {3 ST 9 STo7 e @ o S99 68T # Teqa iTdT 97 7gl g, I o7oft off v
THTIA T U T8 THTH 2 61 Araegehar g1 Feferfea & an § 9=
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T & FAT 9T AT 82 FAT MU T Y F2A o Forw yraenatsti 7 sraeasar g2 #47 3w va [fsra 3 9 same 3=
=rfeu? 7t gf, 97 37 ¥7° 7 & F4T0)

TfT ST FIE FEATS T AELTHAT TRl &, AT U AT THTTA TTEAT 1A F2 S {36 "H 36 9% 00 747 Fed § qo g AT

18. T =TE AT AT FE| AW qAL T ATT AT 6 ST H STIAT GZT ATH AT SEATEAL SITSAT AG9AF A1 | IeATTh, LT ¥ Toh arTeh &
T LT SITELT T qTeA HeAT Tad e gl



HATAT THET 79

TfT T siro=Tle =7 & geare Fed 8 (SIe0 F forw, "aray, it fRwe), 91 He w6 e w1

gl aF {3 ST AT ZEATAT AT BIE I &, T AT TEATAA o6 3 H AT FATAT T AT FTAT AT T &

Attached: XYZ Resultsl, Januacy- May 2015

(A=

19. T off sre=rdie F e & a7 3 Af S 7O HAT F AT HIE HeAwE TR AT 8, S T, ITE AT RO, 7 379 Ay

T H TH UY &A1 3| IS0 & [, "HA;: qrferat 1|

STTHT HAT 6T A(ST H 7 stz 7 Ioerg FeAT A0

I % forg, At T oo FHATRAT 7 ANTHT FTATT F Fad & a8 § gar+ & fow forg v €, a1 a0 [ufefaa 7=
forg wera 2 g0 fAuTEl 3 ofd a5 =erdl TRAT o |17 THTH g9 7 T20ET T@d 2"

.

——

20. FATIT T LT T THEAT FL| AT IS T T, &7 F TS HeAT AT F | TeAToT e T e a1 sATehe o &9
T agr g, T aaer = e e gfeat 721 2, 3w 7g ©F amft aw=r 7 ardr 1

7f3 75 a0 F wi daa"efie 921 8, a7 ST YA TR F 78 9T 9% U o[ 92 o= 31| 7% o9 v 47 37 " arg
TR & oY T T T 2, T AT TATaAT e HedT g oree S F § siedT F¥ f2Ar om

TfT AT wergaefier ST 8, a7 eraet et fr AT 3= G i s fore Jey i aedier w7 asar 8§ s areeft a7 sifaw
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fasa SAw %9 o

IS ATTATT! AT | FF AN A7 S0 ATAF H e 2, g a e ao6a 81 72 giatea s % forg &6 sraes et sia
F=ET AL & TTH gU 3, STl Ivg, T, HLT 3fT FLATS T T 6T SAITHAT &1 THH AATAT, ST TTET T ITTNT FIAT 3T T

ST o foreft smarerTtaes SHer | FFT QTR AT AT STEY FIAT ATThT HET FT THdT g AT STt HueT Toraw sqfeata w1 f{ator siw
TELETE F THRAT B

39T 1
TS T7F, G i< FTLaTs, T9T H9T AT

Marketing meeting 6/7 at 3 PM, Can you attend?

Recipients

Marketing meeting 6/7 at 3 PM. Can you attend?

1. 6-8 9re= & fower & SHer &1 AAfAd ¥ Tg AT Far a1 ¢ 5 s Gt foroer =i enfver =68, it $oer & v fow a8 2
S srear T ST ashar 21 s faoe |@fer s (&g 9% gM7 91U &Y 78 SH F qeF 9397 Al SRR H3AT A1) et G
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an emall to a colleague asking for data
you need 1o finish a report might lock
like thia;

Jobn,

I'm working on the report for our prapossd 1o
XYZ, Inc. and really reed the figures from the
markating anshysis you ran. Could you get those
o me by the end of the day 50 | Gan wrap T

up? As you know, Tes report ts crucial if we wani
10 land that co-branding dead with X227

Best,
Jare Doa

2. U | FL| AN A B, T T FIH S0 T H SATST THT Tl a1 AT &1 I SHA T IqAT of Brer 474 fora=m &
e THT FEAEwr 93T F3d F0T T T G| $9F AT Bie o &g I% g A1l

o {UAT SHW W F Tge, T ¥ 9% v ey oft s Sty 1 /e ) srwdie 9%, iy e srfafw A siw-a i
SITIRT<T &1 3, 7 59 2eT &l

o Ty ANT UH SHA I ST T T FHITALT F & S i = a1y a7 398 F7 gil AT ST TAT ¥ T &, T g UF -
wfer siiw fg 1 waw T v sy fanfAder 31 T TATE F SATT T UET F a6 §, F w9 g2 & o Amar g2 #
TH FAH T F4T T @1 g2 § S Fg W@l E, 5w F T FEAT ATRU? AT FaH F47 & S q2H / 72 / gH o T raedshar

ER?" ETAiTH, TE Ea -0 9% AN 21aT &, IH -4 L qal o1 agd [(4edTe i HOT Fav &, JT 0 TghAl ol @rd
geIATE ZqT 2 forae et ag o 99 21

~ Example of a Business Marketing Email

Dear Mr. S. Richards

With reference to your phone call today, | am writing to inforg
you about our newdy launched product titled 'XYZ Coffee’
was launched in the market just a couple of days ago

15th March, 2010. According to our markst research, it's
selling ke hot cakes in the market,

We're also glad to offer incentive based discounts to the
buyers:

* On a purchase of 1000 pc you are entitied to a discount of
10% on the invoice value,

[ N

3. o« ford arfe =& e foram ST ae o 59 a2 Friars Y ST @) YT T START ¥ ST ATTh q15F il Sl STeed i
SITARTEY SToal & YT F § HEE S| UF Fo SHl H qae Fgea ol ATl a7 STt &l e i

o AW AT EHH A ST 57 UT HF FIA H HTAAT F ToI0 gefe UiEe 3T diee e T STAR H3|
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The agenda for the marketing meeting
15 in this URL: http:/iwww.domain.com/index.html

- e - B - - - -

4. TATTT AT AETHE AT F¥, I THA TS% T SHA HT ol & HHATCAT F H 7= (W) Fooe a7 Bt o7 S0t § sreadie
o forg aree v Fft oft AT T F:

o TSI AU HTATead FT IITELIT
o “HTfET HTET F7 TS TH W THF AT Google.com/sample H §"

o "IUU doF F for wsteT sy 4 A AT Sy T EH 7 21"

Elizabeth: Would you prefer | go down path
A or path B here?

5. TTY ®T Y IF FLATS & (o0 g ST T FTEd @ 1% ITF | TS &7 Tg AqH1 7 R0 & T 5 ua f[ofa, 27 9erg, v The,
T UF GHE F oI O 72 g {19 37 o m &9 7 0 o 77 #97 8 ST 0T =A12d §, Sa9TqHAT AT ST FA g

o (X AT FE AR AT AT T & AT ¥ & F TAT 499 &7 F Ageaqut g1 i, forx o ¥ forw e f&farg =afe & sraegarar
&, SEET AT THRAT AT F3| ST ForT: "UiersTa: F41 T 76 F37 3 § 727 A 97 997 B 97 J13?"

o Fafousd wT , AT STUHT SHA foheft AT % for e & g et freft &7 gied 2 w1 8, a7 908 =9 F S8 31 oo #
T TEA ATHT § "TEATSAE" F & § AT 1|
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39T 2
ra=TReraT s SeaTRE S F1 a9 T@_ T
G

Thanks for the snakee you senl I'm sorry to say that two
were dead. Send more soon, piz. Talk to ya later!

Thank you for your shipment of the four ball pythons to cur
store, Peats Alive! on March 2, 2015, Unfortunately, two of
the snakes appear to have been hurt during the delivery
and were deceased when | openad the snake crate | would
like for you fo send two replacement snakes as soon as
possble. Please email me or call the store with further

nuinetinne fr in maks srannsnwnte fnr 8 new chinmsat

1. T ST F% T TN FE| ATTH SHA BT T TR A7 THeT TgaT AR UF AATATE Y &3y &< 7 79 #:39) $79e |
STAATCH AT AATTATE TTUT AT QI T3 F ST 6 R FY| T off F9 g7 d=e o7 dferqarstt & =0 718 @, of Fars a1
FTFTIT TFAT AT ST T 2

o 3ETEYW F forw, ey S0 sy F forw agd st to=TiiE §: ST g7 99T T #e F {70 gerars)| 47 7 F2d gU @ ¢ % &
T A FIAT STo7 &1 9oi| a78 H AT a7 Hedrl

o TUwer EH T UF T AfdF sfro=rii Hehw: 2 9T, 2015 T Y26 AT ATHE gL T2 FTE Fiel IS 5 79 forwe
% forw ervrama) gt &, 27 979 FReftas F 09 Fe €1 T0 ¥ $iY T 5 GG F IAHL AT ren qr 7 gq O F =D 5 o
e § og AT FUeerade 7 99| FOAT G2 SHA H3 AT FIT HT AR o T F q19 Fie w2 A7 UF A0 FAq8z F forw sraey 3|

o FH-FH uF AfIF sHTTRE T T § "Aw HY gg-Atywt F avy 5 A == avg ¥ 9w 8 o7 Afw 7w w
HERfA" & STET 21 gTeAieh, 975 Sferaaretl 7 ITTET 7 ¢, Ul arFi &1 ST ¢, ST AT g fF 7 ford e e s
I T IETET A5l AT

EXSMpIESEa BUSHESSIMStKEtig Eail

Dear Mr. S, Richards

With reference to your phone call togay,
you abaut our newly launched product
was launched In the market just a couplp
1.8, 15th March, 2010 According to o
saling ke hot cakes n the markal.

We're also glad to offer incentive based discounts to the
buyers

* On a purchase of 1000 pe you are entitied to a dscount of
105 on the invoice value

2. AT EHA THAE Fé| I F 1w, 78 RS w2 F o o= 999rg yome 3 756 ArTer SHer ¥ A0 A7 Fi=t o Teraat
ATTH Tl & T ATk faA-Foe 1 SR 72t Rt T €1 i SHA FEAT | UE aqAl ST oo T g AT AT S0 § U
2, AT THHT ITART F3] G SATRLOT AT A T F I Haer 7 7 FT 07 ST T 997 2 &, Ao, afe d9e g1 v T SATH
THEF HT ITART F7 |
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o AR T A wEAT ¥ AN A Sher A 7 F AT AT Sher AT = F wgeAqwh 3, A7 AT Felt = (a1 FE =T FOAS &
TR TH TELE A 2

e 3

=R srfvrares s gaTae F fore gt s

TTHEAT & T2 AT T F AT I, AT ST IHTEA T THTIT FHT ST F Fad g1 Faterfad 3= o o et 61 us
FeofY y&TT FT B

Sampla Eattap About Resalvad issua

Daar Ma. MeDonad,

| am wrting to folow wp on our descussion st Wednesday
As you requestsd, | Sled i work onder with #he facitiss
dupiesrent ragarding the damage 1o the scsnding
RECHANOr you reported

An exarminaton of the escalmor foond thant thero was a
shoetace caugM in e gears. Sad shoetacs fas Tince been

ok the Hator wass beslod 10 enpre
Ihis woudd not happen agen. | dm pleasad 1o report that Pe
1Rsls wera passed with Pyng colors. and the escalator has
S smsmimiid

1. SATHETET & AT STUAT SHA 5 FE| ATHATET HILTT ST SHO=TeF gMT AR 3T HI9T F HIH o ey 9 fowey =7fwr & faar
T H ATH F AT F TR g T Al off F2 Thd 81 Flt sty srammr a7 ot srfAfEe =aftr o g3 39 % oo am & sreargasrar w8t

& 2
o STYETEH F T I &
* TS AT,
o fvETad,
o fUwst iy,
o AT FFTaT,

Sample LetteFABGUE Resolvad [Ssua

Osar Ma. McOomald,

1 am writng %0 foliow up an cur deossson (e Wednesdoy
Ad yong tecpanied, | fad @ work crdie with Ihe (ecitne
9= 10 the

RSCAI pons Tportad

A auaninaion of he sscalator lund thal Bwim was o
shoolace caught i e goors. Sud shostace has sinoe been
TAMoved, And INe SScaior Wid 400 xtanamaly 10 desre
s wondd not happen agan | am pinssed 30 roport that o
1651s ware passed with Miying colors, and tho escalator has
Bemn o penes

Thank you for bemging th iszue to cur semion. Please |
cominue 12 aform us should you have any other problems in
2. TF THTIA F AT SHA THTH Fe| Th TR TOTI 377 3fw Foha § o S0 T0Ta 81 747 81 St SHA 7 GHTIT "g[THRTHATT"
AT "EATTETET " SH UF AH T THATTT HT g TS0 FE TRAT S, TS ATh SHA HT THTIT T&TT FA & (010 Tk "qa 8 " qIAT
ST 2



HATAT THET

o T HWTHAT THTIA:

o T AT WIATHAT FT SAATT T,

o T syrer & T s oftwr wT=Te T A,

e IUAT HHY I F [0 gvgaTe,

e T AT faawa &1 "5H HIA T 479 & % 17 geaaT” Fgahe 70 Ted AT Hl THTH F Thd 2|

3. ST AT for@| SHA F Siq H o7 A7 forer 3ta 81 FE SR T SO U SqAT0d geaneds. T&TT Fee hl STAid ad g oI
STHT THT F AT AThird grar g1 gfera & B st afafrar € sfomrfiawar S8 F fFawor & 8o @t 21 s a7 @ 219

ST oftder et stear sraam & a7 el U =afer & S99 ® Ta S " €, S ST T2 (AT §, St SO TgeT A Aol Uh

Sample Letter About Resolved Issue

An examination of the escalator found that there was a
shoelace caught in the gears. Said shoelace has since been
removed, and the escalator was tested extensively to ensure
this would not happen again. | am pleased to report that the
tests were passed with flying colors, and the escalator has
been reopened.

Thank you for bringing this issue to our attention. Please
continue to inform us should you have any other problems in
our facilities.

Sincerely,

Property Manager

Novak Skyscraper Construction

qgFHT 7 SH H STIH o a7 & o s wfafee Tea 2

o Ty gEaTET faweT 2

o =9 fFmy (Faw shu=iien)

o =i Ry (=T FH shv=TF)

o I FHY (FT AATIHATIF)

o S (JATTHATIF)
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Subject: Meeting About New Internet Service Provider 1/8/2013

Mz, Jones,

| have been researching our choicas for internet providers over the past
week, and | wanted 1o update you on my progress. \We have two options,
H C. Cable and Toll South. Both offer business plans. and | will go over
the pricing of each plan at the meeting an Tuesday. Both of the options |
listed have comparable speed and data usage offerings as well | calied
your personal provider, GoGo Satele, but they did not have any busi-
ness offerings. They primarily do residential mternat

service,

| will talk with Joe and Susan i T about these oplions and get their
suggestions. | will also sand out meeting requests to everyone, including
Me. Morris in operations. If you have any questions prior to the meeting,
please let me know,

Respectiully,

Tina McAden

Administrative Assistant

Jones Office Solutions
hitp:/iwwew.ionesofficesolutions.com

4. O TEET F A FE TSR TE F  GAE F#) 6 F fEwer F e uy, o o0 R da, Fe qaw, war v
FTETEE FTHT T AR T& FAT A2 Thd 21 T Tg T8 AT ¢ R 1T 19w qfereptor SHAT oo #5347 9124 &, a7 39
ST AR SHA ZeATeAe H FFTAT ST T 2l



U FOAT T TS FATIET @AY § ST A= AT T THAT Y TR @1 TGS i ufiagd 3TE F Sraaad & AT 9=
FATETIH TATAT 3T Tea el T T HISRT AT 1 ATTF FA7 6 o0 39 sream § =747 B 1w vy &7 9gq 78 g

i

TF JATEISH HIA & HEROT & (o0 UF A0aF Faq gl J93ared H7 ITIN FATars, SAavasi, Faraen, o fEwarer, 7
STAATAT, HAT 7o, TS 5T AT STTET 31 T AW U2 T8, FEal ST Tiat F G &= § 98 978 9T g1 8

U1 LLARE .
-

Fre AT o forw wa=Tiora d=or gl

F T AT I T T AT AT AT AT F 7T AT S0 2d 2| Fft-Foft e 7 e, gars agi, a1 S23met =i 71
FT AR ST st & forg fRsmes fram St €1 S o A A1 fer o s 5 o wrdfore 2 g, S ardie
FE F ¥E H AT ASUHSH AIAF Gole I¥ 7@l S1a7 21 S wrer 7 v, Bt i seameq & g2 Gft oft g wrar, afEr amsf,
T qTeH, Tehl, AT TATE {IA T 1 Thd &1 AT SRS § U JAETSE 1 AT o6 &9 § Faidd FBham ST a6 gl

LR

ufeTE w7 ¥, aavgrsy 19 @ aarsdy o dedl adredt # si=nfiw wifa i qEera & agdt wfigew #1 uF wqE fFEr O q@ | = w
T AT A STANT F& AT AT
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IATETSH & A T4 AT THTE g FATH SART FAVETSH o [T & 9121 39T, o7 qATeee farew # fv=wes & a4t ai= y=i &7
wfafafera o T om f9=wes § 39 qafer F TAgTSy i TFE T & F FSATIT AT AT, AR e fF TagrSH AferT Frates 2|

e greH, f9=eeT|

FATETSH AT HGAT & AT TRAST ATFAT 1 ATAIT & &, T FAAAT FHT FAT 67 0T F a1 § TFH TEAH eael (TF
AT ATAT) F FTT FTH FHIA 6l AT 2 &1 IIAET % e, UF gigare ffeed F =i aige 92 wiFHared & 3ced & o

AALTF & T TF T TF T ATS FT TS Al THAT ST TFHAT &1 TILETSH FT ITANT TSI H ATATS TIA AT F21T FI 6 o7 off
T ST e 2

TE AN H TS WTer &1 ITATa 3% GaeT o = iagar 7 qater 7 sraegevar gl 8, St o Reswea si ey, J397grsy a1
ITART FET ATAT H ATHTAT T FARIT F o6 Forw 3w 1 Fahar 2

fasht & forT |1t 1 weeH

T [ AT % g w=2fehg e 9 78 9O "/ gT- S 6 FE\ad F9rE sArssT 7 Her Arzew| IAHT T e TATAATAT AT,
AferT Irgie seforaa arararE it dfert = foram)

AT F Hiedt e § R Flae T TgaT Tl JIEIST A7) Teds e 9T Uge ¥ g 97 JI¥ersd ¥, 94 v+ 1855 F fawqa
FTEH FALETSH T AT gF o, A 38 @ed g9 § T8 A1 3T @i 0| Tg TH YR F a97ersd o7 S| s8aers v
i # SEAT F7 o gy Rurdde ©=r anagay F19mW a9 & oo aha fram
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AEACH ST AAESH

T et =T F v e fF 3 Reeft o miErt F o dow wuaer a9 U stet qiuw o g uw 5=t s el A S asar
oIT| A= | A AT AT HE TFCIATAT G oo 3w 721w o

TS TATETSH SAFARIE FIE 3T TEAe e & F T gl Tg 1860 # It 7 3T T=H 92+« UT &1 & o0 F=1T TAT 91| T8 e
T F A /AT A1t S H7 At g, o qiédT wie % 91 23 S At e & 91y 9 22 81 agiy gfa AT ofiw Anee #
STHA THET & AT Staq § T 9

IS At AT

TS T T F2 T [T 3297 7t F forw wrer &1 fafmr, st sl siw §fr om = 96 g feeee 4 Reead e &
T TIAT 2139, AT 2T i oae gT3d oI 98T HY T qa9 ST zared o

A T IR

TAT g H THE TEIT F FT AT T AT 3T T94T 9T TEe Yo Javgred w1 AR fEvge i deeey v & A
AT EHTH F G TR AT 9T See T AT (A [RTRT T F ST AAEISH 1 UH Hgeaqul a9z A7l 1890 F T9rw A
U< ATEA YA FAAT T TGS SIPaiIe T2 I2T &1 AT 9T: T T aTelT SATaH i@ T Sa7red a1l

e IITRTSH fUsTeT AU Fad U< To it Fa1 % o A=y, arfies o7 feiFaem e Yoa g1 1865 § a9T0 MU A1 JIvEed | o
T AqT| UISH T8 F U6 Taehl oTa+T ot ot =0 Jaegrsa &1 fAnior $2 3 gt & o 17 o) =9 v % =19 o 91 918 F &9 2

TEL & ATRISH

I T TAETSH THN T2 TALETSH H AT IHRT T T4T 9T T 8 oIt ST Zia-fordie i d=or F o B wa om
FAAFRITT TTLETSH TH THE % o- AT Agea ol g FA1Th & 1761 § farsrares &arer & ffaq 92 a9 717 4|

ST 3% ATge TITet
TEH ATH TR AT Tl & 8 T &
o Tore YART e H AT, STEA-34, TT2A-Y, TAA-SIW, TUAGF ST [EATHI 0T TaTg ATHHT &

o Ffechaw YT Y o aoT oY qeelt awet i TR A U, e F arr g w1 STAIRT w2

o TSI UF AAVETSH F ¥ WeTor 1 UF g el g1 Sir=dr §

o AT forve Hisqe (A< F T FhaTel U% TUeia @St =7afead ¢ & a1 T fohr v ffreew )
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o FfEeer FTed TH HH T Re it U ol a1g F ey a7ar

o FfEHeT FTHH TF €T F FTS F AT UF HEATIT FG-7 & IT ATgH ol Uk J@elT F I 21 2l

T "I U AT =T IR T U TR ST SIS HT AT-S(e T THISAT § AT ST1aT & @i frfisr & gger s angdt red, 2re ar
AT AT H @I ST g Fea T HOat sfi Sevee gaer fandrell §eF €9 § HST-o & SaTd & IS0 &1 376 TS ATAE oF FHT
FH AT HE AT H AT HTT &, THEF A9, F A A< I Toh AT &7 TEqA % (8 T AT &7 The AT T | FE qed SHeT-of FT Jurred’
AT E| I e, T, foek wiegm, o wliar, i s, Feaw, o i S At fB&fer sie gee sienfiehy &1 o= ot
21 TF TALEISH F A& TAF YAHS I UF KT HH % A1 4T AU FIETSH AT T et g7 qhar § 5 A7 w1 aqraeni
AT AT i AT Fd €, A1 9 deer f oty wr feew § i ge o s #

T JAETE H arft fRem i ST us Saversa yEee TrTe) (SSeauHue), Uk ST HATerd Shees ST T aHiead e S
AT g1 7T FHT AN KT AT F0h TS T2aT § U™ F ST IS avad RS F3h 9éiw gl 9910 T & for
T UHUH HT ITIT Fd gl

FT IAEISH 3T Fies CR

Flee TS FIU IR AT G208 Far g1 Fofifaa seror srsfer, 92+ & fie afa #1 g F71 § 7eg F7dT1 8| T ICay #1 |
A I¥ U A & wfar F o wE T2 AT St 81 @ g AT IRt A7 -25 °C F FH AT aTIHE A ST HwaT gt gl

FTog TS TSN T FHAl 1 2o e 3fi¥ T01 & & A 37 T80T 3 ML 9 A6 [FAqd #31 § 7w Fwear g1 et &
TR A qo U T F o7 Thal FEat F7 ITET F3d H7 Ta9< THear g1 SUHhTen F1 HIHal & 7 IA-FgE & 97 G g
FTAT FE3T AT A BT g

JTIHTT T TATT T F o7 STarar si s 8T i 9% files TS S9vgied § SN 3 SiTa 81 A= Yhsrie v 2,
AT T I § MY TH AT ¥ 37 A=<k THT 8, Al g sreaters e oft 8 =i 3 & aryr fafia g 1w s fedes
Trgor =T TohaT & S 37 wftera wEw ST 81 5% F TR R Fwe i AT aroat a7 sagrsa & G gt fr w@me F
fer gegerer oft weert 21

Flee TS AALEISH § &1 {& THTY o Tefrae Torreft &7 ITART Foham ST &, U aTsT Sraseiroor Sorrett (Foue) sie arey St ot
()| Froue, grerifs qEmTes T 7T 8, e § wrht fRwrrt § o maty w1 9 3y e f aears #var g1

TEEAT 3 forT sraessh ATIHT HSTI0T 3 q8 3T IS % Y1 I 9T F57q7 31 g 9% 9%, IS & d19 T9E eI &, arer 9514 S[r
shfe g & (S T3 wer e |fesa), @mer wared o st Stifag 921 § o 32 ot 7 ft =7 & "efera G smar g (@9 a1 sl
AT IcATR), 3% 71t FSoeehr e aroeme 92 s & 19 grar 8 (S 7w, darE))

Flee TS AT AHATT & oI T UF Fgd ol Hged Ul T2 8| T U q&d & % qTI-H1 U qTSATE F F AT ATRLY, AT ATSAT 6
forw st & gere 21, i Aate sty i sraff gn
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FATETIH FT TG Fd q9T, ATF FaAT i St 7 a9 o7 gegisa #Harat § oaw i, =dhe, siaed, =
AT, =T, S Wi oAt F#3 T% 81 99dT 21 UF FOUA, AT 3T ScHTaF Ja7aTsd qaT=T agaaTHl F14 &, AT Te e
FAer U 8, TSRt e ek ST ST FHATAT 31 TI AT T TET F¥d gU U 3Tl 14 FY Tl 2l

39T 1
ATTETST GLEAT Tl AT THHAT 34T

1. FALETSH FT AT, T=g ¥ AT TG | AT 37T TEAT T el 37 Al T TF ST ATRUN TEAT H T AT JT 1 i il
AT 7 3 srgt anr [ e g1 a9 G5 art A, ared o, $i sreafas geaeme wet 3 e F Ay Hrema w1

o Tl T AT ATEA A & FUT F hayel AT At ITHeor g7 Tt giAferd #31
o TENS AT AT EH S & forw fame it SR1g 7 a7 3270
o T AT WY UX FE T TATHT L, AT Ive HIS FAL F ATT FAL FL|

2. gfafarg w¢ & aft e § S Terr {1 I AT ATF FHATAT T STRIA AT ITh TALT F ITE § SANTEF Heoh qashdl AT
FIIEAT T GLEAT T TRTAT S| FATET F 5 T T 12T ST & 7 TH19T Foat Fl Qd g (93T JTaT § 3T TGS § Hle FaL &
REAR ]




-\ 92 HATAT TG

3. TTHTT FTLETSH AT TATAT T FHATRAT 7 TrATErT w3 Tl JoCETST FHATAT T TICETST TRAT T I% T F AR
AT AR i forfera =0 & qf® et =nfeu & seeiv wata wfveror ym fram 21 s srmft 2= & 2 = ot €, saform s
AT FTAFH T AT TG FT A, Tga, T T TGN H7 o S F IFa TR 92 AT H5d FEAT AU SATTR ANS-S 1 LT
T U ATATT AT oTier et Arten, oo =gy afgat 1 FArs 7 S0 AT o S &7 @2t § 4 T@AT

o T AT wT F AT FUAT F ATET U FLEAT FIAHH (A0 FAT =78 Tohal 31 TEAeq0r ATt foenferg s 3 forg #rerer sames
2 AT I FL|

o siteTe uforeror wx A= Y, S ot sfverer arnft (fifRar s fe-srse) F1 @udia e f squta 3 qwar @ a1 S5 w1
T TGT ST Fh1

4. it w¢ fF AfFeher ST T ST F2 916l FHATT Sh F TR 1 UF FHART ST AL TSH TR KT HATAT FT LG &
- FhieTTe, HehfAse A1eY, Toffaed weae, fordes, 23T Tuv, oy - 39eh vt & g g & wfrfera g =nfau siw =fx sweaegs gr av
JHTIOT g1 AR

o HATHa F 3 = FHATAT T GALT T TZAT FYA, Ieg T ST 3, FLEAT STIEIHIA T TTAT FLA ST ANS-S 1 &7 7 fere
2T T o fer sferferd e s g
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o If% ATER AT ITHTO (S T UF wrhforee) v @=Tiera FA 6 TSmO sraeTs 8, av SeRr ARy qearfud 1 5 wEerat 3
=& wiereror &7 e G 31

5. et (et &1 an) #31 UE Fw # A qe § a=4 F o e v ww € S e gore 9w ¥ dd S 99 g1 a8t
I i ART FE=TRat @ Fafia = & qren Fet i sEear #29 gU e d9d 39 U qear et @ anp w4
AT 7 Sora e Jrer BT forT eroere 7 99y

o I FHATIAT T SHIH qLeATHF e S 13 & 2refi, -9 3 S, FraT 997 Y AT gware 9% farfara w4

o AT F o wrhforee a7 ster HefaY Sitavesl i1 TAXETSH F AT A 30 T F STHLI &l EATATART F & o7 et
TS A T ST e o forw S & wferfera frar smar 2

NN <

e
- ——

 SEIYCHEK

e

6. fafaa qrar sr= #w2d) gRfea & & 99 53 swiag 21 5% Fafa =7 & 19 79 F 79 § @9 F o g awe,
o=y, SUHTOT T AT T T Y Tt i AT a4

o T oY erfered A wroaT HeAT it £ e, wiaeamaw a7 weena w30 argdt 97 arzed, Rad §97 si SqraH foe
T T T ST AR

o I gfAfaa wea & forw fF 78 Joes % vl U= e § gz qEierd 8, TeA SUHI Y gIrd Fi|
o TRt off e o T qeeaT maet | qEa anfier g
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39T 2

1. 19 FHATRAT & A7 Y ®T F G418 FE| UF TFA JALGTSH GATAT FATH % {70, STahT 70 AT HT AT ¥ Ta1a 37 6
ArFeTFAT g 57 AT F=aredt arer et oft F=m % fore v siom-2 AT R w2 a7 o= #73) omT Afw et #r v et ate F
AR F ST fevouft a7 qerme 3 i srqufa ff T g 81 389 o G aHeTst F g 7 g FHAT A eIt 7 Aae a9 8

2. AR ITHIEATIL T ATLTEHRTT Al ST TATEAT FHATIT T AT L ST GAAT T F TqF T GATAT FLd 2 e iy 3 forg gty
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o ITTEIW F forU, AT THIEH HTE AHATE T Tgd SToal Al [ohdl § FAITh I (T FHTH FreT AT gram gl 37 T, T
T AATT TAIEH FIE STAAT AT ITHIE F7 Tl & 9 IHF TTH Tracl g a2 FTA FH § — o UF qT H TI7 T &l
ST 2T = T 81 T S, AT THI SAAT H T aaray § ST a27 g5 gt g, 91 A2 agd A=l a1d gt ahe’ g,
AT T TF LT ATT 1 Tl &, ST HZH F I I § — IS0 & [0, T U FHI T Hohd &l FaaT g, o faft a6
THAT & 7T 2|

4. AU T EFAET B AT ST Sfed 7 w3 Rt sraer ft afE=ras dwar # s w1 us SRt afemr 78 g e
SRS AT AT T AT SEHT TART F AGHTAT F fed qoF F i1 srw) Fg Bl seprem (e o sietre 2i91) S & 31=T
ST Tealdl aHaaT YToT STRTT T &, ST STThT et o TG Bl AT o ToIT W HIeT S=0Th % qoha g1 UET &7 W LT gt foer
AT g1 ETATTh, o |, 7g T8 T@AT Agea ol 8 3 T qod S Sfed 7 TAeed F3d § i T 929l §, T8 UF =gl a7 g %
TREET THATET THTAT Hod | FThT FH AT ATEF 2|

o TRt mramTa i T eeraT Y SRR S & AT e % o7 U 3T ST ITHI ST Tl aeaT Fageet gl
Tg ITFTIT ATTHT UF AR FA4 A1 TGAfT 3ar g, Fre =l srewma F Ftw i ofmq =il a7 Tqqe F0F TF Fweaies
TRAET THAEY ST FT TAqT ARG ST TH AT FIT A T ISR 6 9T o AT F|

AT €1 i T F& B

AT Tieh, AT THT T2ih, U 9753 g STt TN SAferd STt AT Sra 7T F ¥ Seacl AT T2ish il ATAT T 999 F7d & forg B smar
g o areft #7 srearft = ft, a7 wiwarse i GWTEET B 79 F F o gT 9% T M7 AR Eiwase ¥ Wi g (At 3 'y
TU T TaT BT T & GLAT T2l W | =% Sa-7g1d 4 e § 7eae § a7 I8 qAtead w3 & o & smqfasar & it
& ooy et fEaeor & weftear ® Ieuamas ST T@q % o waty wg AT oY gt gnl 36 Hat & & AT FAT HgeA ol |, FFirh
TEA FH T TOMAT | FAT S T, T AT Sracl AN a9 SIS SATTR FIT O1AT ST AT AT T2l ATTh HaT el (AT T
Fraet aTe Tetwemse T FX TR 3), T 6 aiadaefierar, =i e gug fi aRadadiear o e wam)
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T 1
AT & FLEAT T&1h T fAerior

7
7 =3
; Sl
\

of supply cycles 'l
that will result |
\ inastockout. [

A

(" percentage
|

1. TE(HMSE F T91 % qLh & Feihd w0 % foro ofagres air siv aiedashierar v ae faterfa woer vs [fda =% @ @<
T ITH 2 o 7T sraessh Tl T STATT ANTUs - T2 Argfd =wt 7 Siqerd S afiomeasy wefwrse grm

OF ITEM
AVERAGE _ _ TORAS C PERIOD

ODEMAND ~NO. OF DA MAT PERIOD

AGE OF ITEM
NDAR MONTH _
N THAT MONTH

2. iEd "R MytRa ¢ s /it v i afer & soaes G s arft i et ST AT S Ao wmaqT gl g1 U G g s
At srafer % forT o sreew 3 o STFWT T = w77 8, S 5 U Fefew 91 a7 i & Ay 37 o7 fawor % fi= 7 s, o e sa
TR Tt &1 9fa fo Iwnr e 3 forw farfore #3912 awqart & o - S 3 frow & e ® & g9 & e aie - Tiogttees /i
TRT Y 0T e 3 T T srar Anteeld TaT Fet

FUTURE _ AVERAGE _ DEMAND CREATED BY
DEMAND DEMAND THE LARGE ORDER

EXAMPLE

« AVERAGE _ DEMAN ATED BY
DEMAND THE LARGE ORDER

3. 3w =7 ¥ w=iw awqa * oo afasy £ g 9 B w31 wdt-weft ag wiasy & 97 o feme s sttt aw= § arar 31 saeer
F forw, afy aro e ziaties w1 AR #7887 o U a2T siew A €, 91 T 39 sie7 v fSuie § e Ared| o7 ’yA 6, o
ST HT T AT FA 3 T T2 ST g7 a8 T8 i § |2 Fohdl 2l
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DEMAND VARIABILITY
AVERAGE DEMAND - DATA POINT
EXAMPLE
AVERAGE D
ATA PO

PR B P

SQUARE EACH DIFFERENCE

DIFFERENCES =12, 5,7, 13,5, &
144 64, 38, 189, 25 25 9,
AVERAGE OF THE SQUARES

144+ GA+ 4D+ 16F+ D5+ 75+ 0 + 169 + 400 + 121 + 81 + 196
=121 .

SQUARE ROOT OF AVERAGE
127= 11 STANDARD DEVIATION OF DEMAND

Wow = [arars Sarey Som

4. =T qiadTefieraT i TOET FE| SET T AT FAe TaAT a4 TRl gl TS 7§ qE-me e a1 -t aredfe 1 ¥ sar-
FET AT €, T ATTHT TH AT 0T H ST FTAT SR TR AT § 5 1 FaT 97 5 o7 e O q477 T2t g1l 9 § 7746
e &7 o e % U Sresfie F 1 STER w9 OF w5 (TF 8, a9t 90 e oot 39 # 39 w1, R i = vedEedr (v §
) g1 AT % G AT ITART FY:

o THF HT AT (ATHT TF THIE, T+ AT AH) T¥ 6 T & &I F F3| gAY I1220 & forw, 7 o FF 72 af wmg 20 7fAe 21

o woIF TeT &g 3w i & = oot siaw Ratfa w3 sargwo  forg, =fy anfess #ir 8, 28, 13, 7, 15, 25, 17, 33, 40, 9, 11
¥ 34 THTE 8, AT 20 F eA¥ g 12, 8, 7, 13, 5, 5, 3, 13, 20, 11, 9, 3% 141

o YTUE AT F THMAT K| T IITL0 |, T ITM: 144, 64, 49, 169, 25, 25, 9, 169, 400, 121, 81 i< 196 g

e T % SIHT T AUET FE| SHE- 121

o ST FT YA | T ATTHT T T AIAH (A=l g1 54 11

Z:SCORE = 3»
PROTECTS FROM
1 Z-SCORE =1 STANDARD DEVIATION OF DEMAND

EXANPLE

11 STANDARD DEVIATION OF DEMAND

Z-SCORE = 11

5. 3O AT FTCET A7 ([Heifd F¢, I STe-Th1<| HAT FCF, TT AS-ThIT, T F HIF =60 T2 3MLTRT 31 1 HT TS-ThIT TR THT
F 1 |7 o= & s=mom
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THTY AT H, FfF ART &1 A9 fF=ed 11 o7, T8 UF AH [A=eld F 979 & o7 AT &iF & TeArar et swrear 6 11
THTSIT 1 o STTUIT, FREAT T21eh 6 1.22 THISAT  SAS-TRIT il ITST 2 FT TS-FA1T g

HIGHER

Z-SCORE = lo hiny

GENERALLY REGARDED
165 Z-SCORE _ a5 ACCEPTABLE EVEN
FOR IMPORTANT STOCK

6. =7 S Sre-eRT i Jorer F2 TE §, SH U AT | ATTRT STS-EH1 ST ATee ST, AT Tl ATSE B ohl F9TAAT IAAT g B
M| ST A |, AT UTgH AT T Treadl AN &l Hferd FEAT AT 3T 99 a9y & o stfes geq % a1 w2i® 7 18
THIAT % 0 UF Ig -0 ATEd 81 1.65 FT SIT-FA1T, 95% ATHTAATH F T 6 T HA TSI HAT, STHAN T Agea ol £2ia & forg
T T AT SITAT 81 TH AT |, THHT A 2 6 T 18 THREAT (11 x 1.65 F AAF [AA), GRAAT TiE AT 38 THEAL A FA
(SfTEr FRT + AT Tela) TeiF FAT T TET qqraT AT 2 3 SIe-Th1e 39 SramT F Saferd g s o /i 7 027 #7 9a6d 8

o 1 FTS-THIT =84%
1.28 FT J=-Fh1T = 90%
1.65 FT JE - THIT = 95%

2.33 FT =T = 99%

T 2
e 9T F o s

: LEAD
TIME

FACTORS THAT MAKE IT VARY

PRODUCTION DELIVERY
DELAYS DELAYS

MATERIAL
DEFECTS

1. smafe afadaefiaar % oo ara & sprft awg § Fwrew) die quw7 98 a97 gra1 § ST A1 Rl Arsen w7 IcTed FI AT AT T F
Aot o 8, 59 a9 9% a8 arged g1 § AT 7 i sifaw wreew iy fasht 3 for S g 81 5 w1 € S e g % o Age ae
T FHIOT T T 3
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o ITUTEH H &Y - Y sy T it Seuras whwaAT afiadefier 8, a1 e st awe warfad g1 ST 31 S SeTaT, S gy
siew FoFT ST 77 Seamat Y Searae whhaT {9 g1 "t )

o  TTEAT T - AT AT 10 THTSAT FT S I & 3T 2 TATY &, AT ATThT ATTRR 2 THTAT ¥ T TeAT FXeAT R

o fReftadt # 3 - forfiw wwer & wedy o=y qwa ® ofve foer g ft swfte Y S "t €, s Irpfae sraarett v gEarer ST
ATATIN wreaTat | fefiady # e 347 g1 7t 2

SYNC STOCK WITH SUPPLY DELIVERY CYCLE

STANDARD DEVIATION OF DEMAND
SQAURE ROOT OF LEAD TIME

EXAMPLE

wdd dlevintion on »

f devinlion on ¢
e waes X months

2, S AT AT = % T I Tier AT (¥ H| THT F 6 {70, Aoy e a0 7atey § 7 @1 6 o7 o q1eh fa=ree &y
FHTATIT F 1 ATLTFAT SR AT THT F AHA GILT AT WIAF (A= 0 7T % TR (AW 1, =707 4 F T0T) 7 [0 H|

o THF HAAd g o fT stra ATf¥ra sreme X v fA=e iy ot i 8, i ot 99T 2 7L o, 91 T 7 oo v ar
3 =T T O

o AT TUeel ITTETW T SYAW FYd g, THHT aaad 2: 11 x 152 = 15.561

o ofie qwy FT ST TAwTe AT H wiiafda FeAT gt w¢ S sraw i % "o Ge=em 1 fatfia w3 & oo soemr frar am
argeer F forw, af sroe ArfEe s a% " e i Tt i @i e qwg 10 3T o, av e <fie wwe w320 wEie '
afiafida FEAT I8 & - AT 10 T 30.42 (TF 2 # siterd o) 7 i e smom

STANDARD
sé%%rg = Z-SCOREX JLEAD TIME X DEVIATION
OF DEMAND

EXAMPLE:
=165X v2X 11

25.67 UNITS

3. TH UF AT T g w7 # [HHTET e 99 % Q0 7R 6 AT U AT T2l (e iid we o o gEt 7 SiE a9 8
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o AT T(F = TS-TEHIT X VAT TTEH x AT fSHTE &7 fa=rem

TATE I |, T(ha3E 95% THT T T9 % (01U, IH 6 THT 1.65 (FE-FRT) X V2 (e T809) x 11 (W7 FT g6
=) = 25.67 =TT T gTAT Teid T SraedTwar gril

IF LEAD TIME IS THE PRIMARY VARIABLE:

STANDARD
SAFETY

= DEVIATION ., AVERAGE
STOCK ~ Z#SCOREX "GrieaD X DEMAND
TIME
EXAMPLE

=1.65X .43 X 20
= 143 UNITS

4. TXAT TIF AT AET AT F B T e g0 arafiw =97 1 afy 7 fuw & SR ofie qww =7 g, 91 srae ofie 99T % 9
T T SUART 0k AT Taieh T TUET e T sraeTarar g =« Rafa 7, o 73 grm:

AT Tl = A THT x ET T FT TS-THT THT AT A=

o ITTEY F forw, AfX 1.65 % SIT-ERIT T «1&7 g, T 3frad 7T 20 IfHe wi 718 &, 37 9 e it s\t 7 2, 1.5, 2.3, 1.9,
2.1 ﬁ2.8ﬂ@%ﬁaﬁ$wvﬁgm§,ﬁﬂﬁﬂﬁ€ﬁ=1.65x.43x20=14.3?{ﬁ'€|

— =
( STANDARD
LEAD TIME  |nev/|ATION OF
SAFETY _ . X STANDARD A )
=2-SCORE X L +| LEAD TIME
STOCK DEVIATION
OF DEMAND: |X AVERAGE
\_ DEMAND _/

=1.65 X V(2 X 11%) + (.43 X 20)*

= 29.3 UNITS

5. T erEw Y Ruie T § wade fear F® oo S @i w1 3w #21 afT fie qwg o 9 vw-gey § wad =7 9 e

BT 8 (AT FA=reor 32 Aol e Tedsh & o7 SIemT-31erT 21 €), a7 9T s Se-waie g O i 3w smaft afadasfierar & it &
RT3 AT & I fRT ST g, A

AT Tl = TS-Fh1E x (3 a0 x ReFere atw Rwis w5iaw) + (e awg &1 g Freew v vas faie w@hiaw)
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o THTY 3T H: FqT&AT Tl = 1.65 x V[(2 x 11 &) + (.43 x 20) &F] = 29.3 THTLI

Z-SCORE

SAFETY _ [x \LEADTIME | | oranNDARD DEV'AT'Oﬂ

STOCK = |~ STANDARD | ¢ OF LEAD TIME

DEVIATION
_OF DEMAND./ k AVERAGE DEMAND

(' Z-SCORE \ [~

=

= 25.67+14.3

= 13.97 UNITS

6. e quy =i 7 gftadasiierar o et TomTet i AR w37 JT Frew T we §1 2@ e g 6, gy aue e s e

T AT T TRt 7 TATET F2d €, T AT STTT AT AT TATH GLEAT TR TSI F F (o707 ST AT Teish T T0T
T T AALTAHAT TR TH AT H:

o TXAT TF = (VT-FFIY x eT 22w x FRHiT F7 AT°= fo=a) + (Se-Th1T x Sied AT &1 71F o= x sfwd qim)
e ZHIY IATEIVT H: FI&IT Tl = 25.67 + 14.3 = 39.97 Tz

T8 3
AT T T AFLIHAT &l FH HLAT

1. % 9 % forU sraeT et T i S AT FH HIAT SO BT 9T agd AT welh g § Tedl and # gia gl Ty a8 uh
AT AT et woe % o araet g1 a1g @ Fg qi} wiharse T UHAT T8 8, qfew Tgsd qaT AT Y Tradl AR Al drord
FLAT 2
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If you are using
safety stock in
less than half of
your supply cycles,
you may be able
to cut back

2. TRAT FE(H o AT STANT AT FFRITHT Y| 9T Aieer T F qaTias T2909 w2 T27 82 TS g, q7 TR 99 S =5k o AT arer
w8 ® queaT i T START FEAT AR T AT FEAT i T FH STAN HT T 8, a7 A7 Fhaar oft oz @ 8, Sa¥ FeldT % T gl

Demand
variability

3. wir # gfiadasfierar & = 7w &7 fiw qw 7 gftw O gar § T qeer s i 97 qfdE g9 984T g1 6
REdTsiedT T TH FT q AT FF AT Tl TG Tebdl| T &H1 qod, e T80T, AT IATRd 60 ST 7 Iearal i arnft & Areqq &
AR F2=T ST HHa B

Lower lead time
to as close to zero
as possible

)
|| Tighten your
|| supply chains
andyO\:“’ ‘
producuon

4. e eTed w2 & o w9 Fw3| FR fe 6T o AT, a7 SO gt w2 fi A raegwmar et gil, FiH qN F AL I IS
T SeaTied AT ST "ear {1 o, e wug & Fw0 off o T8 G S wewar B, St S dwa g1 3aer 9 AT U A
ST FATH T T A=l ALHT §| THRT T g T AT ATThT YT FEAT ST AThT Searae TiwArst w6 1 2|
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U Al lower the amount
\ \, \, of safety stock
i 7you need on hand

5. ITee a1 q&7 7 forde #3172 ATeF TAT F IF T AT AAITHRAT AL 2 - AT TEIHIATSE A AT STAETT AT TSI FT @I
T FHTLOT TRt R - T ST T STS-FHIT T A= AT A THTATIT FT TR &, ST 3Th g1 § AqeqF qReAT i 67 AT &l
FH FIAT 2

' order-expediting
process

6. TF SATRI-THTT TOHAT T AR FE| A THAT TEIHATSEH T L 6 1T ST ST qoil T ITTE AT AT & T AT
AT 81 TSI, ATy AT T ATAE & AT AT T2l of ST AT SAALTFAT AL g, ST (AT w9 T qgra g °F vy §
T T STTET e o (o7 g AT AR gl g, T 6 q9g Teael § of ST o o1y S7ferh anTd greft 2

Make-to-order
(MTO)
production

7. U HEh-g-ATT (THETSAT) a7 Thier-z-aiv (Uweta) Scames Wikt § saena v &= #¥) afe A9 IeE @ a0 9% e @
THHT FA
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% forw Same 8, ST st 3 A ISi o forg grar g S o i = 4 98 @died 8, a7 UHEr sraent srfdrhter fReT weieh i TH FIA
ATHT 2, el UHETAT AT Fish a T TeaAdl § w9 (e 6 oy agata amm

TRAET TR 0 Y

TeALT TR a9 Teadl & ThET BT HaSq AT g1 AT O R A<, A/ @ g AT T9TET g1 Afedt F BT T gl
T AT T S ST AT SAAETAT % (o717 Tl Hehl=e Uk T2 THEAT 81 Tohedl g, ATohel ST Aifde? v f==rom &1 e srwear v
g FH AT ST qFAT 2

T 1
FHET = FTAFAT

1. =Tt & 3t 7 forferd s afarfera 90 wforerr i arfa-femor Friw Ford s F=riat F 9 F9E % AiEart o ==t
FA 7, S o AT aq7 g, TR F T 7w, M7 FoAr H Gy affewar F R gt

o ZTA-TrheTy TRy =TT T R & o s ST % e 3 v € i doet sweat & sefiear 7 9t )

o THE AATAT, T FTAFH FHATAT &l AZ AT H HEE T Tohel @ (% AL AT TAT F 8, FATg T8 7T FHATILAT IT ATZHT 6
Eiickall

2. T TEEH HT AT FY| FHAT AT F S T FH HA T T ST TEHT AT Tracl aF TgF 1 T ferd F2T 21
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Farer I AT AT ST H T & o A E, T St TE ar AR AR S T e AT 2 S R w9 ¥ qera T §
qT 3T &A1 TF TgH HT Tqa(8d Fe 9 &= F:2L Sei T 7 T E

3. ST ST ST AT o | UF AALETSH HT ITH &5 9 S © el a8t 777 § 3eadl J 2l 21 FH=ry frasie i1 &9 a7 =vra
2 & = § ffeaa w7 o € 99 T T2 A7 ¢ 37 g2 F O sr=en qay w3 €)1 399 Ted 6 T " v et | i
Wehe o AETeror it AraeTRAT T T TR AT TTE U FHATT AT SET AR ST 27 A0 T ITH F97 % FT8% HH F3dT 2,
T ET ST FEGAl 7 U HTAAT F A1

4. T Fe T w9 ¥ TR ST aEen | gIHT qRAT FHE ST FAT A0 F o0 U g J1eT g1 99 et w
& T F FAT0 T30 AT FAL TFAL HTH FY g 8 AT ST ¥ G| T8 FATAT, T T FHIAERT F [ AT AT T et

% TorT s 71 et Ft T qHIAT LN FAHE TR G FH OIS THIEAT 0 AT AT, T g HR =T 6 e Hohe 7 21

o ITEW F form, =TT v wforfera wea awa, onw 32 Tuw = 7 fewr g & G adft e wer R 8, 57 area i
famamd, i == o ww S & B 2w iy TrerET st A ST )

o T ER AT THEH AqTAAT § AR AT I I3 3T 6 a1 H AT F6a T T &
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5. HrAt ST T AT & R w7 39 T U 3y qod i aEqEt (A1 ATHT AT TET) FT EAGIT FIA b (o7 FET A | g R
= F, TS FTfeRor A1 Ugw F g TqY A AraeTqTwar gl 2l

o IETEY F o, ATEAT ST ATET o qgq g T il aeelt &l FEIT FL 3T Fael (ad= 17 Taewhi a7 THAeT 7 ATt T2
T

6. U T It FAARAT F S 0T F19 FT G121 @ﬁm‘%ﬁzﬁﬁﬁm,qﬁﬁ%waﬁrqﬁﬁaﬁﬁaﬁ%ﬁﬁw
#T STAATT T F| Teadl ST S 6 TR U 1<k I & AT 3 {or Foheft &7 &1 q2t SITaT €1 6 a7, H% AN 6 J1= "9 e Jaq”
FRreew T o7 T T FETET F S AR R A

7. UF FAA T2 A Ao (FT) TOrTedt 7 ITANT H3| TelF FHAT @Wﬁ?'ﬂ'ﬁw“%wmaﬁﬁaﬁ
T FXA AT Aver g & forw dreirue =  Areaw 4 3fF aaae i qefier S 6 Araedwar g Siever TR T OdqT a9 6
form s
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afae @ i Rre &1 srerae w1 7t Fafia =7 & uF framr § o3ty g grar 8, a1 ST FHe B =J T oo 39 AT
#T ST T T AEFLTHAT BT FHAT 21 |

o Ty AE F IO H THAT T F {0 srraesds v qrcafas qg= onfver g, F9 " # R 7w 3w v §, 7
IeqTe e ST | B g1 @ g

o el farsht o forw 3, STgt U FH=T T 9T U¥ ATg ZTT ST {0 0 37 &7 e & forw gz § waer w21 81 ge
F T Jegies 2 F3 A1 TS A9ad agd afass ST sdid g1 a7 o e 7 21

o fHAe § AT =9 Fd THT YT FHANT FT F44 | 9679 §, TH HIHT F¢| I % o, soshy w@=n1iai 1 afze a1
IeqTe fed F%A % o7 Taers i Fier FT T STa9Thar gf Tt 2l

o FHfre & frwal F A Tree f T FAAr T Hew T F FAherar F aRumEEEEy aEiE €2 $i7 AR Hwrars w19 92 8l
BETI

T4 2
g AT FH HAT

N

1. T AT AT FT TR % forw e @St =2 % waer g1 / A g1 ure e wirees W e st wy Mder § 5 T areet
T TARTA H3L FA110 I AT o6 WIEAT AT 1 FIAALT T o< qreht T1T qh 2 ARt A7 gor T Haw & O st gt
HeAaT TN T TqT R0 2T Ive 26 &5 T ATt 3 &0 Fig| A F AT FL h TATIAT FH g 3R Ivg, FS F @7 ST
=T
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2, AT FHYL 2T TAT AT ITTNT FY| AT F TG & T IThr afoig =7 F =t 6t S 20 8 1 FR0 g o6 S9TEET 79 81 et
T A FATT o o0 STefers eaaT 7Y, TU i Jqradt Tehd w1ud F¢ 3 TC TR0 &1 TE7ar & a1 8, o7 o Iociaashdran &
et g2 Ay

o U F AT AT AT &A1 § T, ST =T F oy o &7 w2y g1 v srfere ssrae vy €

3. FHATY SINTEFAT AT F9AAT TRTUN FHATAT HT F Fael g AT 1 TZAT = forw gfrfarg fBrar san =nfaw, afesw I oo wvere
7 3 =rEge § o % forw ff G AT =R @t Seew fee st F arfts o §, 99Ee 99 F S G & ad=E
AT AT F Torw # 1 arer o gRfem w3 & FE=rhat w7 w0 a7 59T, Gredt S agrar w241, SR A At s oty F
T H TqT 3

o FHATRAT FT I GIIGTEL FT TAT FIAT AMRT SAT: AGT F HIHh T a4, T99 RE@TE 37 &, TEAGH &7 F Fehd Toid 219 2,
FTE-TTT A & ATed &, AT AT qTgehl AT FHATRAT IT A9 T 8, T FeT &A1 § 70 &

o HfAtara #3 fF F=mer aeft urgent T ATHATET Fh qET a7 T, T ATAF 3T qF g7 T ATgh! T FETIAT FA F o7 IR

o HWTfT qhaHT 3T fAFraat & Freor, we it Fatfia 3 it =2t % o gk a7 S| A7 997 w31 gt &
AT FHATE ST 3 o6 %A, T, ST, o, a1 et v % e 9% Ggahi H7 THESA FLAT 799 2|
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4. T AT 1 A0 FE AT TR T FSAAT RN Fg AGAT § S A 6 O AR F T FST a97 9 i & o F wey #
it & oy Y, i SRR ' At F i AR FE At I 9T U gy € g S w9 A7 S S=5ar gl
o ITEHI FTXT AT MU AT &7 3 Haiel § UF AT AR FY| IITGL F o0, 3¢ THATSE FT3eL TL 3T Fre+ ol Fe,
Y T2 UF T & ST Irg ST T AT TEGSAT T ITH FLA T TIATT a7 3
o ITHT EH F AT I 98 T T Uk STET FF A @ ST T G FIT (hiedT &7 § o7 70 9=t i Jear
T A9 TEAT B

o sruTa FRuf % forg e sretmsl a7 o gt =Ry, SIfha w14 e 3 srura ¥ 2T 2

5. gAtaa F2 o FH=m =t F sEera 81 giatira w3 5 faEm ge, (e i $u9 % g9 #§ w2 At 97 e g1 Hfoee
T arzed Y fraar & gz gmr =Ry arfEF ger & faf, adwm Tua derwr ST g = w F G " 9|qr 96 96|
G T ¥ IS X F ATH TSI DT TATET F Tohd & FA110 A TG G T 3T HIS A7 44 AHT SATGT 2, T €I Ay
i =t T ST Tt gl

o FHHATHAT &I T AT H TSI FUA &l ANTEF AT AR, IT 3iaa NErIee g § 927 g7 A1)
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o THIM YA T T ATFLTHAT F ZIT ATTT T {IA T FIT & =TT ATZHT  IT6 T Tl &, TT AT THAL g AT Iq7
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4. BT IT T QA X AT &1 WA o T TEQaAl T (=T HEAT HT ATQLT T AT T F T2ih w7 H TEqaAl A7 Arae=gas®
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AR 3% wah (A safer § sfera et =1 et wear onfaer 1 eidl & At 7 TomT #32 F oy, et agetr svadl esay s it
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T 1
el SHAET AT T 0T

Inventory _ cocs & .

turnover ratio™
Average |nventory

1. =TT SAsaT AT A TRATHT S T 2 eEY w1 999 g % vw [fEa smta § fraet aw frE sraes a=ar § i st
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o T THAET ST Y AT F oG T F [ ST T 2
o ==L Y TumMT TRt g ferehy vy fererriora ween of oy St AT )

COGS =
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.-
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o s TS Form e T T + e 2 2
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$ 26,000/ $ 6000 = 4.33

o THHIAT T 12 WA T A=Ter § SAU=T Teadl T 4.33 7 I=7 e wieariua fBFm)
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-\ 158 HATAT TG

3T 3
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o IfT ST UF YEAL, FTX, FIET A9, AT BT 317 1T T GG FATT &, TET T AT J=d 8, T Teael Hf [t e =7
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o Irg v o vl Tedl AT TEHA AR T TG g1 AfT AT AT F FOT T T A @7 A 8, T A i UE ARt
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THT T HT FH FL BT A& TGAT AR



-\ 164 HATAT TG
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1. ST el fRETor sraregeraralt 7 et w9 afs soeh o FH=ET §, 97 AT FET AT 2T 6 [HATE 9T Tedl w geie
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How to make Sweet and Sour Fish
Introduction : J

Originally from China, sweet and sour dishes are
well-loved around the world. The combination of
the sweet and tangy sauce and the salty protein
is what people love about this dish from the East,
The protein could be pork, fish or even tofu.
Proteins are prepared the same way but the main
star of the dish is the sauce.

5. e = g w3 afi= sroes arent i Farar g B s e 3 A e § aum w00 o A a9 e A g v
st aforme @ g e v R srferamter AT wfi= g 39, AT srfeeter B 9w, zatern af=e § gl S 4T e
FATAAT oA T F)
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o TIToRetT T FoE 3T Steft U 9P i Tt fAew & ST agi AT I9gT F TS AT 98 F A7197 6 oIy 99 2

o IfT syuar wR=T ¥ UF WgA Ul AqTadl ATTH FIAT SA9TF AT @, AT SATHT 36 oI FZhl H 577 AN 1 A
TR AT AR gl af=rg #1 g far «am

I 2
e e feraer

Prepare the ingredients : J
1, Wash the fish thoroughly through coal
running water

2, Pat dry
°

2 3. Put it onto a plate
4, Pour lemon juice on the fish

5. Season It with salt and pepper on bath sides

6. Use hands to evenly spread the seasoning

1. 7 1 e weon ® S w3 g = § v & Awrars gy ARy, w Agil afT Sraes are Ti wwor v A7 <1 & qfded a8,
T HIET: TH G, FH Aol I TIST ST T 2

o IETEYU F oI, AT of T3 o oy o7 0 9T B, 39 9% (Aeer forg w7 81 UF Faw ST Fgdr § "I 6 HIA” Al Iy TadT
F AT AT TG ST UST HAw F UF A0 Faw g S @1 G oA € 9 % FAw 9% i 9g w7 ) w d9qh
FIAT| THF TATH, "UF FGH F & § Fal o FIAL A7 Fre" 3T Y 707 F &9 F "er A7 0% 07 Haw w4 o)
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7. Drain the can of pineapple chunks and put it
in a container

8. Save the liquid for the sauce later

9. Cut the carrots, celery, onion/scallion and
c cucumber into chunks

© 10. Slice the red and green bell peppers into strips
11, Brate a half tablespoon of ginger.

2, 34T 957 F T TAF =TT TEA F| ATF T {O@T TAT g FIH FRATS T g7 AT01 UET BRameli 1 Suanr ¥, ST s
qTEHT T I HTA T T T3 T E@rely 8, 51 378 F1 % I =TT A QT FA F o FAr AR

o et &7 AT FwAT AR, AT ALY, Ag Ty v AT Hi=wT A7 ST AR, THen Haed # s A i orsx 1

o 3T & forw, A AT & oo gy F = % AEer forg w7 € ST T a9 % Fiew & e ¥ UF FEH g1 T9 =q
o, "aRtere 3 e 7 STT= " AT "y T TS T /TS " o R o SATHTL BT ST AT AT § AT FTears a7 E

 smooth and has no

lm pour the slurry into the sauce
pan.
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AT g AWAE I F o qh aft avg T s FAgert A uga 781 Sa @) At sraes areent v R = i @ w2 % o $w S
ATATF ¢, qT SH STTAHTLT T FL01 F T ST ATTH |
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To make the sauce, combine the water,
the liquid saved from the pineapple,
tomato paste or the ketchup, brown
sugar and the ginger in a saucepan.
Stir until sugar is dissolved,

4. SO TSR AT AT H A FEA ATUT T STAR F4 507 A ff a9t qam g1 SATaTae wmat § g Bt off ersastrer a1 asbeiahr
9Tea] F THAT ATEA &1 AT SATTRT Teh ToheA 1T 9753 BT STANT AT &, AT Ueh Grel 3 Tt TRTOT Ja1 F4)

o IaTEYW F forw, Af ey Tt S W wA F AT H AEr forg 7 €, A7 ST gy AT FIGAT 5G] B STANT HIA i
AFLTHAT BT THAT &1 TE T d-aAvast THATT 7, 67 e & srareral § SEaaTe g aref 9757 3|

» check the collar's fit

v

= fit the collar properly

+ don’t fasten the collar too tightly

» avoid using a collar that's too small

5. T HIHT HLATS HT STAN Y| AH T 9T, Fq9 IS5l HT Tg TqHT Tga< gram g 6 Ivg w1 T F % for a7 Fizar =i,
FOTT THF {3 F F7 T F2| FA7 6 A A7 Fder agdr 8, T FwF 7 @ A A aEiewar § g1 AT T 39 a9 9% w7 @ 5 =
TEl AT 2, AT T I T T 3 37 39 off o7 T 8

o IRV F forw, AfY oy F F = F e forg w7 €, 7% FeAr agaw § 6 "wiaw & fe it oftw #3041 "wiew 1 3F e
FL" o AT "HAL AT AGA I A A STHS" AT TG e BT BT STAN FA F a4

You must push the lever

The lever should be pushed | 3¢

6. weaw e forE| T A" ST SO TS AT AT HATTAT FA T ATHIT 39T & 3 T T a7 ThT g T AT TAATH
AT T ITANT Fd 8, AT TTSF &1 2% & TqT a7 8 6 Ieg w1 T 7 F o 77 F37A7 A1fe, i F47 SIqa e o= g
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Substitute almond butter in case

of peanut allergies.

. 4

7. Tared ot Y| Fwg FTAT 6 oI, U F207 T F0 F HHE A G FA BT UF F Srerw TR G| =207 6 q7o foeheq J=re e
Ui qTesh 7 I Teh (% F 74 A7 4 T FAT 9784 2

o ITTEIW F for, AT oM Frelt 7 Herae i St St amme & ane # [Ager forg 7 €, a7 o9 39 a7 e v anfie s
T HH 3 STt ST fhaT ST ThaT & "HITFeAT TS o AT H STETH Foae & aaeft Fe"|

Step 5 : Cook the eggs, undisturbed,
until the clear edges turn white

8. gl HRETT g1 AT AT T TEAHTS e | ST AT "UF TEAIT U gl 9Ieaf o T 8" AT gl ot &g fer foram i
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o aferd gaATHr et ¥ oy, gfafem #% & ares v =7 7 3@ awar € 5 f ¥ 7291 99 w8, i} FRars oo av gni ¥
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w3
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® Introduction

v List of ingredients

v Preparation of ingredients
v Preparation of sauce

v Preparation of vegetables
o ¥ Preparation of fish

o v Conclusion
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AT TTShT o o7 9T 9 &R 2

2, forfed = F srae et &1 wama 3| 7t o o =7 § sy [REert 7 0o 781 #5296 §, q7 A d7 ST AqEer Fe
eI TET G| ST TS 7 TRT F F {70 STt 7 G laag Y ¢ ATTh! qdq10 5 F97 I8 T o’ TEaE o 2T 2

o ST ATY U fAGLT T TEEAT FTAT TS THhaAT &, WIHHE AT T o AT TfeeA 2
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First is to prepare the ingredients. Wash the

fish thoroughly through cesl running warer,

Pat dry and put ento o plote. Pour lemen jwice

un the fish and season with sait and pepper on

“

both -wufE:udy spread seasoning on the fish.

Drain the can of pincopple chusks and put it

in a conteiner, saving the liguid 1o b wied for

the sauce later. Cut the carrots, celery, onion/

I B30

scallion end cucumber info chunkg Slice the re
Lirehs x

and green bell peppers into mm{ Srate a

half tablespoon of ginger.

3. o1 3ot &1 eare F ATiRd FY) T ST AT weed} qfeAT AeaAT T @ F7 gais w gl @, S e e v
Tl AT FHSA BT AT 21 37, T2 gAtea &4 & T gfe-ae &)

o T STUHT U HUTEH HIAT IT AT Al &, AT T 37 el 7 T & forw v 7= ar #3A7 =712 5l

* onion or scallions
« a med! mof,‘ v'n el
* a tablespoon of tomato paste

« small ainger

e
o Ingeedients: o
. * 2 pounds of fish
™ * medium carrot
s * cucumber
» celery
. « red and green bell peppers
n
L
e

4. ALTF ITRTO AT AT ¥ T G omfarer 41 faere = & =i et 7 3 foro f&rferg susor 71 arft i sraeaswar gt g, v
T AT AT qTSeht o 7T g 21 aehet g1 T b7 7 (et Y epesa &7 A & qI0F Sh IToe w1 9F B F T ATy
T FT T

o T Thah W UF IRdT AT qg ww| TRt ger e # aredt T faa £t UF Gt TaT BT 2, T A 9 ST
% T & T T T HISAT T TohgT Y T 2

ingredients

L. Choos= a put with a lid

® 2 Add cold top water

® 3 Add sult for flavae (aptional)

© 4 Place tha put aver high heat

© 5, Notice when a couple little streams of

bithbles are rising
6. Turn down Yhe heat
o o
© | Warning : The pot will be too hot to touch
even before the water starts boiling

5. ST&l SUFH &, Jaranl | e fAEen w1 e F31 F a7, AT GggH T G @ o6 St A9 qge A e e T o, a9
e o 0 g0 wdy ALY A1 AT ATSHT I WAL F T R AT S ATATHAT 4T ol
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o Targw  forw, Ff% s Tt T IATe F a0k F A § Haer forw w8 €, 97 T e et onfier AT 978 /6 8 56 ot
T JATA T T2 &l da+ agd T8 &l ST

Tf3 s wikaTens qee, srfafis s i gvramret, a7 sfers frerrd S F T 1 T5arE ST A1ed 8, v Teud i o SRt
21 3w seara o forg FeRd § At arT g Aifew w5 € S saer v 8 5 S g AfE s st et o6 T A U e
T =TT €, TV AT AR THeT F & (0 T0T FHHTef| o797 Fgawiaal g1 o+ =i 1 Fom & foru 3@ & 747 7 agaq
Bl TS T TFGT TF TgA|

3FeT 1
I TEITT T AT FHEAT

1. e e A1 gwET 1 Reier #3) =J7g AT H6rad B gAaRdd w AT A6 F FH FT a2 § o [ €, 78 aaqr
TG 36 S H=T AT ) Y, A AT ST T2 1 TR gl FfR, geriih, AT v e A awear fHaer w5 i wrider w7
g, a1 =we

2. STUAT Y FE| TEATT forad & agel, g9t JeAt i ST FAT GRS w3 TRy, Taerewt, IT e o Heterd o F aTq i
T & FfAET F A H U o 3@ 5 F w7y w2 g
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o 3aTEIW F forw, Afe swoet «vvaT 8 T Yee T ST v T aEedT AR, 9T TEIS HHATAT F Tl aTd Fe| F FT Trad
B2 FIT Irgl SACNT-3TENT Fadwl o T FHL STl 9% HTH AT T2 STIh TEhHl F4T T &2 BT Tl § [ AT THgata
TUTEAT o ST AR €T FHT TTHAT 211

Company X has been using Caterer
for the past seven years. During this
time, the number of available entrees
has decreased from five to two. The
amount of vegetarian-friendly items
also has decreased with some days
there being none.

3. UF GEEAT qUA [oE | SATAT TEATS 4F FA F (oI, a1 & 47 81 ¥ET 2, T a0 ¢ | ql¥ YrE e qaeai (S anfae g, =i,
TAT) T ATTHS FY) T R0 H, [T S 7 3 e, a9 =SSl 1 F80=70 59 T 8

o 3T F forw, o forg @aa g ‘ot U el | aut & FEIT ATS T ITART FT ol g1 T T0T F 210, ITered T2T 6hr
AT O F HeF AT 8l Te ¢l T3 TaAT F T ATRTETET TIot 7 Arr § T 7t o 871

| rec 1d that Company X switch to another caterer,
Company X has several other caterer options. Caterer W
and Caterer Z both offer larger menus and have
comparable costs to our existing provider. Furthermore,
because Caterer Z offers daily vegetarian, vegan, snd
gluten-free entrees, they could better meet the needs of
our workforce. Caterer W offers fower vegan-specific items |
but also could be a good choice. A survay completed in
2011 showed that 40% of our employees are vegetarian, 4
10% are vegan, and 2% are gluten-free, e

4. AT SUTT FATC| FHEAT T TgATH FA F a75, T =9 & ford & a7 F47 w2 7 T5q19 w27 81 999 v &g 3 917 ofie #+7
AT 9TTET o SATETY 9¥ 39 fAed 77 8, famamd)

o ZaTeW & foru, sy forg Wb €, “F W 3at § 5 FueT v gav Feww ¥ fam w7 AT v #§ 2 97T Feww e 2
FEIT T AT Fe¥T SIS AT T2 G 9T FG & AT FHATE HISET T&TaT % ToIT SHeAT TAATHT AT | THH STATaT, FA
FaT ST T ATHRTET, ST T qTh WA TEIT FAT 8, o gHI F1ATS il STETAT 1 Jgaq€ &1 F AT T T gl H2ZT
Teeq agd HH ATHTRI-(AfArg sgew yars F3ar 2, AfhT a8 off v sr=ar fodew 21 asar 21 2011 & 999 UF 96707 § 7ar
=T T ZATY FHATAT & 7 40% ATHETT &, 10% T &, 3T 2% e qF 217
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To ywitch caterers, wa will neec: 1. To end cur contract
with Caterer Y 2 Ask Cateress W and Z for trial tastings 3.
Choone ane of the ficems 4, Sign » contract with the chosun
firm, The costs should be comparable to our current costs
with Catorer Y. Al loog as we fisish our contract tem with
Caternt Y, therw should be ro financal penaltes.
Furthermare, if our employees like the new food more,
thee ] 1 1 Venly 10

5. U AISHT sl 0T S0 T =207 3¥ JEF T (2 HATaae THT JT AN T 0 F| AT ST ST g o1 o7 famgar 8, 396 910
T w21 e g =wont #i foraw a7 o= ) R stferes feeor yeqa 91 rae Iiad e o qo T ASIeiaTsT 7 Y AT g311a & o sraat 1
et g o e w81 w8
o Fawwl T e FwA F forw, g# smaeasar Rt 1. e AT F AT AU A FT THIE FIA F o707 2, Fedd T A AT |
ThEror % forw 97 3. WAl # ¥ U g 4. 9 U FH F A1T UF AA U ZEATAT FL| NG GHIT TAATT AWTAT T JoAAT
2T ATE o AT ST ATRUN ST TF ZH FaIT ATe F T AT A FAT THIT F2d &, T9 T IS @ 5 721 2T
FTRTI THF SAATAT, IR GHT FHATL AT AT T ATEh THE FLJ &, AT 370 BIIEIA T TGS § G F T HATAAT B

Potential Obstacles:

© The coat of the new priater (51200), The new sgepment would pay
for itseif within 5 months of use,

® The time assacinted with setting up employes workstations fr

* Tha reaistance of empioywe to changs and follow the |
procedures while there will atways be those resistanct to chaf
Initially, this is not » difficult od| to make. g
managernect may need 10 visit the sace with smaloyess who sre
resulardy found not sdhering 10 the new policy.

6. Twrfaa smufrat 7 Seorg ®¥) AaAT T F forg Gl oft gwfae srE=a ¥ an # auet Srrewar fRErd) A #HEiEt F =
ey SATT? IRTEW F o0, F@ AANT AT T Fedd F T F Thd 2| FAT AT e T2y ustet &7 7g Eeare e gom &
ST AT IcqTe To=Te qeferd 82 S Fawi % a1 § a7d < [S7eg AT AT TIS1Fe 5 77 AT /T THEAT b {17 4|

NEEDED: sub-committee for
caterer evaluation (4 people from |
different parts of the company),
2 hours for tasting, 3 hours to

R

7. AEAF ATHAT T / AT FHHAT FT Ioorg FE| AT AR TREa 6 orw amiEt i adw 91 qu F#HaiEt w1 w1 97 @ i
ATFLTHAT &, TT FCUT o AT T AT Y| THR AATAT, AAITF THT FT Jool@ e, FA11% ag dT T TA1E g1 TH THL T Aehforee

FATE| IETE 3 forw o forg w7 &
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o SEIT B FIIT HEATHA & (10 IT-AATT (Fot % faferer fGeat & 4 7m), =@  forg 2 =2, Rore forgw % forg 3 =2

As this proposal demonstrate, Caterer ¥ has
decreased Its entree offerings over the past7 years.

diverse options. | recommend that we do trial

tastings with these caterers In order to choose new
food supplier for this office. this in turn likely will' |
hoost employee satisfaction and retention.

8. iR T F AT U FL| AT S AT TIATH AR[ FIA BT FIAT 99T TG 7, TH T A AT F I AT A g FHgei
I: ITINT 3 37 6T T FHTIA AT o Fe| TH T FHIIFTET QL F & § 75| 1820 F forw:

o ST T 77 wedTa Wi Far €, Feww are T fUwer Arq aut § (Ul swHuE qerwen § FHI AT | FeH Teog AT ST
TS =7 & FirAq, srfar FEfere e e #wa 81 537 g3 8 6 29 30 Frtad & o us 79T @ren srdwar 99 &
orT = Fewd & AT =T A I Y| Tg TG § FHATT AE 3 TIALT0r F FRTET [

o TIfore Hifseh o7 AR T T Ioord Y| IITEIN o (7T, FAT ATTHT AT AR H Faldt FT? THT Ief|

o I[UITCH ATH T T@ifhd Y| FHT-FT FaeT UH qLIFT F A7 o1t & o g7 Ffea Tt av dweanst F arr Fyifa g #¢
T g1 AT T FH=ATT geft 7 gl FE, 97 T60HT Iead F3| T AT Faed ATATHT F & § FeaaTd g1 qohd 31

39T 2
YT TEATT ATAT FEAT

1. =H 9E % oI0 U GgaH] ITd F | ATAHET:, UF GgHH] 1 B S0 SATTRN I = 9 AACRT 39 3 o w21 amgg 7 wgad 2
7fT T 7L FT &, qTITHT AT 6 a H T AfT Araewy «wrar g 56 F 77 € i ongw e e U AEvIEs v g, a7 g
9% fa=m ¥ 28 a9, AT T 3 e it Juar TEd 8, AT THegHd 8, a7 STUAT ATadrel w1 e i<y = H e
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gluten-free entrees, thoy could better meet Ihe needs of
ourworkforce, Caterer W offers fewer vegan-apecific items
but also could be s good choice. A survey complated in
2011 showed that 0% of our empioyoes are vegetari
10% are vegan, and 2% are gluten-free.

2, AT Y| T 9T e 3T AT TEATT T JATL FL o & 30 U 0 7 28 g7 &, 97 57 T4Te, SATHT, GEhdT ST 98 T7T

T derfera ¥ T UF YT F 9gd A G0 OF gl qrgd @ AT ATTF THUF TH Tol U Hhd 8| A GG 1 T UF F &1 I8 F AT
T

3. TH TEET FT TAT FL| ATTH oRET & 56 ATTHT T&qT9 JAE S F a7, 78 [Heifia 3 5 arehr B =af3F #1280 seqa &e
IR Fg @Il |, g T § I T i 8 e Aoty <7 81 faes ared Sv=mwelt vt s Futaat §, ag e 6 o qfewe 2
Tt g o areafas FAorasat 3 &) 92t =it i Reiha w2 % o st o § 799 sEeme 1 uE a1 )

o UF AR I AT A g (* 98 ATE FI4 g, d7 a@ 1o FAT UF A<h Hi doF TG g1 AH q¥ T, TR AHA-TTH S T8
AZAT AGATE o AT BT STATT I & AT, TF YU FIAT A7 AT TG T 1, qT T SHA A5

gferar 9 9 forg

T TTHAT Tee UF e § ST ITATE & U (A1 T &l AT Fd1 &, AT 92 SR &5 §)| TIh 757 Iee 3T SSHTH Hraiad
F AT I, UF TiHRAT T (B s "Hoe 922" &gl Srar 8) Ude ameeh &y ghhar £ fosft o wmtvaa av g+t srfesrr f iy

T, =TT &Y TRAT FIRT ScaTted FRT o SeaTe % forT e =ram i Ui sraee foreT U Stfee o7 a6 A Arell IHAT 8, A6 ag
H UE AATF TEATAST Tl STTHAT HGea Ul 1 T FX0 Ueh THRAT Tee o 7 Uk Aahe TaTT Fe|
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1. TSt STeat & #h e wT one, T S o= i aS w0

o FUH YT FHTATAT T TAT FNTAT ATIT {3 ATTHT THRAT T ST e qL7eror § SITfHer T Fg Srohel ATThT FHTH A7)
AT FTH T UF e o, FoRefT off ST 27 otver it Fawat #7 3agt ¢, o7 S T o T F37d § 39 qioread w1

o =TIl T Yz TRl HAAT AT AHATI OAT GZ (T 6 o0 U Tée qeferg Fe & for, st 7 fomm 7 sraeasar g &
ATTHT TORAT SATARTR § 3T THHT T 36T 17 3

2, =TT =TT F AT A€ 3T a7 THRAT T TLEA H:3)

3. B HEIT ST ST T 1S AT G e aeamast 7 F4
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o  ZTAIH A UF Tl Tt T & forw &ire e 7t 8, foelt oft 71 ox Treewtsh S g &=t 9ot 8 A s wiar
& e o T o et et e, S 6 e wraters w1 srawd T § geaqul g 4 fH=T s 3

5. TF Y IS T HATAT <, AT AT T TehieT o ATLAH T AT 379 =7 T

o Tz ft g AT AT T@A gU, YT F THTT 21 HhdT g OrEes o1 o strares #7 v2 €1 37 Ueet il UgA o qIT gI
IS T T | TEd g0 &A1 & 3 STt gf & 31 4 2

o TR Uz AATAT I SMAATIF AT F SMALTF T2 AT ITAT AT ATHNT ¥ STTLTFAT At ZIAT &, SATheT TEqTaIst ST
o sie et oo it sraeTRaT ST 81 30 Uit T Uge "afie A ¥ oA " dfaa” F w9 7 ot wfwar
T ITEAT FF Tohal, T SHTATIE G I LT T T AT AT TR il Toe FEA F Tl

i

H“_,.:A_

6. YT FHTAT FT Uk AATqH Ude ATaed STAT FL
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Check Out the New
USPTO.gov

wwuunmeﬂwmmwu
\We polied hundreds of Users 10 CIede New
AaTigaton making £ wasier (0 AcCeas SeVEes
and pccamghen B3 11y Alvo more mekie
encty \'MlWNNUU“ﬂW‘l
Fing 8 fisk 1 0r feedback s4a 3t 1he 29 of
asch page 00 e beta sie

Check out the new
T SPTO.gov beta site
Dltector‘s = 3 ‘ +55 t_A 7>> pctér_\t's

7. ITETT F e F fory YT wrater § qerHel Y o7 s =i T sraed e Hi

o TH AR T TOHAT T U T9H, THH 29T T A, AT Tg AT FF THdT g T T F4T FT ThaT g AT a8 177
Tz TRt T AT | TEF AATAT, STHT U o7 T F2 67 siaezhar g & f&fer % FRavor & s arer i
I ATTH T 7|

=T FAstde T (Hroad), S srwdie a7 39 e TH 97 39 hare Sasrie TR 6 w9 § SET S g, U = e g
et IUET g gRta ww F o G strar & & some 3t feew # afvads Fete s awfeag a8 o =g B s § (S &
ArETFST 20000 T afveriia o o 8)1 Huedt i w@¥redares aiEd ydee (AT F 91 9ted 9@l gmr e, §oAas
STEETS TRATSA F TATAT T Tarerd w2t g, e fBeew T arse o et Tge ¥ IS HRreHTens He=dT # IRed, a7 TF IaH
F ftae giepfas afeds emfaer €1 gara §, siefrom gfads % a1 § R0 7 Teee Far g

St #7 3297, 77 AT FAT 8 T o it wraehiad THRAT T START Feah el 0T 6 AT ST2Rrent Sorret § et &
THRTHE TATT HF F FH 2| TF TEATH Gh(o0F Tol gl T, ST & o0, T FIE AAF 987 2T 8, AT ST TR AT FAT SR,
7T FE FT =T T8 AT ¢, qT 3MTF I8 T THaas grr Angul 6 oft, =8 w3 asft gfads seeft off omae % srefim 8

g w1 ff TET 7T g AR G feew § 71 3 dEvree F A atheet F o qged gfemdw e s a7 fEw ety yeae w
AT IO AT AR 3 Fwoeit § aefy 7 fa=r Freft sroems 3wy ariva B st =1fRw) sgaw &< o2 9w+ & fam, sfhowdt aa
ST o Y T FATET 3| AT THAT F AT, T FTAFH ATTHT FAAT T T T al HeIAT AT F FATOT



HATAT THET 207

'/."
'
/ .
d v
- '///
/""

&
<

1. 39 wi¥ REpee BT =39 (FRTHHT): T8 T YT F U g1 GhdT § STel Hle THET 7T G (aq THEAT hf UH et hf 7=
¥ T 8 i T F S FTer TATET T LA (AT FH FLA) F 7T UF 0\ TG 9T g1 ALTHRAT o TR SATa|a® Ao
TROTTHEET S B qhd T g e agraed TR F oy e Seme (ST, e, aaaaT) il saedsdr gt aTedd T9TEt (47
et et =7 smEETEE awiart g B T afead ) F Fweer smeuwEt ff sraeTe 21 a3l

2, FFFET TR T Hd I ¥ TREAT Fe 7 (4ol 7 91 9% U SATGErias o grav €, g AR s a1 0 T Sar
g1 7t o T 37 Rafaai § sref aiads #2712 § g @i=n 39 @ (9% a7 YOIt 6f faherdr) g, T87 &= e a7 i sy faamn
F T A, Tfew ST % A1 TgdT g UH a9 gid @ o ThhATet 1 ggo 7 fawtag we & o g e smar g 9 &
ATITARTAIT TOTAT o6 Tt Ste Tferdd, it srfereeor o qw Y qvarg o T, Fofr srsft oft sraem yaew % arr wmar 2

3. fawme afrsET s #3: afied #1 s (aferr afga) uF sred-fAEiena w1 g1 st aiEdT (F6T Tred g A Ruafa
H) I FTAT HT AFAE 9T T (e FBFhar Smar 1 Stk 72 9orrett FBrawfeg 1 S 8, 91 S STt i arsdt 9 6 i
T HEAT AT €
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ez arsdt greT fRsrea By arw &, e 41 arddt grr i = AnferR (Srnrwater) g SErtad BT I 2, ey s
ITTRTHATH o TS T T 797 2, 30 ffaw Ioure ST g0 TAIad g1 T AT 0 479 <47 g {3 90 Jgara JisEr

i

T hange Aavisry Bord

4. B AASHE 2 AT FE WS v=ATES AT (HUET) SeArad H e § wger qeft afiad= i £ aHer #ar g1 o 917 a7, dudt §
Farferer i, qusifer sie fErerasrar % &t arer SARTT 7 U @qg ATTHe SR ST F1 U THhAT Y 9ae & 3o § qivad i
TqteAT AT T qIF Tg g2 AT 91 99 F adt mivRm S fi g i iR s R g, s e &
TTqTe e St & FReft off qear (et 21 |kt 8) 3 forg g # 81 e S st afede s ST § aiad T sega S
ST T YT I gl AT ae Tt Sariad fRaement & for §=1e, Sherd FsT ST frateage & arg & et o
e 2 for o2 et i1 e o w2 f sraezwar grft 21 vt a7 Fatha @ % oo frar @i g F e aRada sta g - =
ot a=ar €1 R ST @ 21 At aiEds garet 8, 97 Huedt g Fatfha v F T of Seew 2 @) T, 17 = uw
T Foi 8

5. aREdd FT AR FL: q( HUET TREd w7 AT AR AdT 8, 97 S0 gHiEE § (A8 gHT ST § i T FEHt B FH T8l
T T € AT "= A AT 981 a9TE T 7)) S e S A 39 qEt A S A F oy ww 3 S s et F qwe uw
ook w1 T & & FFrar srovm) afs afveds 1 6ol <F St 8, a7 st [eiia 81 a8 S 1 9% /e 18t g & o

FTATeIT I FITAT TAT 8, BT 1% ag §9a g T Fuet ¥ g waeai & o fero=rar § S F1aivadd % g Aa9q+ g,
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At o sfereRTiea Huet gfafafest & =0 & sufRaq a8t g, afes Ao fFdws (vauas) & =9 §) afteds 58 an G Smar 2,

=eHferee T W qATETRT § e dudt g sqarfed o st B o ) o af w1 & 928 & yataa B sar =Ry i
AT TTHAT HT S T T HAT ST AT

6. afvorme £ R w4 a1 qr aftady #7 f@aar G g7 F awaargds ar) T @ o, gfewds F ST g2 F a9y G T
o7 518 Fratvaae 3 0 2% T 73T o, afvady &7 39 & & 912 a0 B @ o7 S5 w=wm 9T T@w o, UE g 9Ee e
ST et 3 ST aivad 1 arae o o @ o, a1 e ' Rl 7§ afvad| w1 s qget o ar on A @ o e 5
FTTH Tt AT ST FHT| TR0 ST ot B, 98 TEArESt i HUeT § a7 o TA7 1 HUSAT T 3T SATAFRE AT QAT R Gt e
A e Saee YT § 39 TR AT SUE w #f7 9T e & foru R g (S AT 91 U sE=rterd Tera a7 49T wEienT
Foreew 21 weraT 8, e wffee szt & forg seamastt it 97U wE ST =)

7. TF aHeaT yeee § ufvadd: I g 9t {2t AT qaT Huet aieEdat F soEd § & S aree artd G off ofiedT ®
AT Tt TATaT 7 STeNT 3T ST 6| g ST AT graT & {3 et afad= 3 sraisria I9mEt f1 d A8t <@l ST 8, Jfh
qETIF TOTOET § THEATs 6 S § Tga™T a7 g1 Sargww F oy, fft Seme & #2 fiesd #1 Sied § STanharst 9% yeget
THRTHF T Al T TFAT 8, AR A Aeas 9T AT TATET T THhdT g S T STANTRAre & o7 €% g v #ver derrfera
foreew 3 =y errforer gt €
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8. Ty wT Hiuwdl #7 Aife F: T 9 FW T FH UF 1€ HUHGT F UF At T8 AT w7 F Ty st G s
1T & @sft afads sorae aaTT Siv Suasy g1 Tois Tiade SIuiad qEaras i S+ a8 qEAfea wed & forg & S =i &
3t gEaTerT SIE # B S wrateaad & qRers S ¥ aETesiiEd 2l

St ST AT weree Tk § gET W F:

ears e smea et a7 rfawtor =R & & srfernier 7 weem FA A7 FaT w9 | FOwe a8 5 areh e SeaTat o7 daet
W HY ST T 2, T G UF a1 SfOeqt o7 § qgEEn Sar gl 39 av H grEAr qged W 8, FIeE TEE 06 Searat & i
Tt w9 F Fhaet sr=edt wfafram 39 €, 78 ae == &7 & 907 § G=riera Far g1 FSil Hr U ST 0T F 97 @1, ATeh
T, ST ATEqd § HIAT T@aT g1 AT FIT @R[ 36T ST e g7 &6y soeft #aT % a7 ofiT T el / STAnTEware / Raemat f
TTATHRTSl ST ETeoTTel F w7 fAEa & &, FTh FaT SAR H g1 6 A7, TaT gHAT TTeh 6 [o10 AT T, T8 AT gl
FTRUN ATEH TS AT Tarere it TATefear 7 77 7 UHAT T 3

A1
TorTa wishaT =1 REwor ST

1. 98 (37 yrarfaear) ff 1 siw ff 2 Tearelt 9% STEEE Uy Fw31 s qrier i Retenas Ter it ater w4, o 37 adt f9r F
TS UF T3 il HTEAT F4 ST 39 G2l Fl g Feed § AT 7|
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2. gY THTT MBS TN THETHE FL oAlT Irg AFd HY| AT foohar, Ufeasherd 919, TTes (TAAET) T a0 F SAqETT avfiad FHAT
FTed &1 =7 wiwar % forw, sraenr fwr At grm:

o UT UF AT H gS T @ HeAT e aAW! / "IWAL / GET H Ao

e TUE F HTT TeAT YT T S & Hag H HHAATT &

3. TS AT THg F ol FEO T Ao 3| Faifg w¢ fF smses #t gom Iareeer # oy, o ar ww € 6 e v awe §
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