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[ 0 1 office procedures J 0 O OJ 00 badgen. O O 0O O O O
Employees should wear their badges at all times in the building. (I [
OO000000000000 coworkern. OO Shelly always
goes to lunch with the same coworkers. U O O O 0 0O OO0 O O
000000 dresscode U 0 I O We have a casual dress code.
DO000000dododn escortv. 0O Jenny, could you
escortourvisitortothedoor? U U D OO OO0 O OOOOOO
inventory n. O O The company doesn’ t need to keep inventory,
unlike its competitors in onlineretailing. D O O 0 O 0O 0O OO O
DO0000000000000 meetingroom O OO Let’ s
head over to the meeting room where we’ Il have more space. [1 [
Jo00o00ododododd punchind OO O Jason
usually punchesinaround 850 am. U 0000000 OO0 O
000000 receptionistn. U 0O OO OO OO AsSam came in
the door, the receptionistgreetedhim. D U OO0 OO0 OO0 OO
00O 00O requisition form O O OO You need to fill out the
purchase requisition form and have it signed by your supervisor. [
DO00000000000000 security guard U O 0 [
There are two security guards inthe lobby. D OO0 OO0 OO0 OO
security system [J [0 I [ Cary put his key card into the security
systemslot. D 00O 00O0O0O0OOOOO shreddern. O O
[ Our shredder is broken, so I’ |l tear these confidential



documentsupmanually. 1 0 OO0 00000000000 MO
OO000000o000o0 stockroomn. OO O You can walk to the
stockroom to see if there’ sany toner cartridge left. 1 00 OO 00 O O
DO0000000000 swipecard O L What if I lose my
swipecard? U 00O 0O O0OO0OOOO 100TestD O OO OO
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