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] Automatic bulleted lists Automatic numbered lists
[ Border lines Tables
[] Built-in Heading styles

Automatically as you type
[~] Format beginning of list item like the one before it
[ set left- and first-indent with tabs and backspaces
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Navigation ae

Search document P~

Headings  Pages  Results

4 General Administration
Contact Information

FACILITIES

OFFICE
The Consolidated Messenger front office and lobby is located at the front of the building and serves as the main

entrance for our office employees and our customers.

The front office space consists of a counter with three stations, each with phones and computer terminals with
high-speed cennections. The lobby provides a package preparation area and bins of retail items (envelopes, tape,

Page |2

4 Facilities marking pens, etc.) for and a bank of mai The waste r the package preparation
Office area should be emptied every night or more often as needed to ensure a neat appearance. The retail bins should
Warehouse be checked and restocked throughout the day as needed. The office employees are responsible for both of these
Phone System activities.

. - "
Qrlering Stationery: and SUppls The office hours are from 8:00 A M. to g:00 P.M_, Monday through Saturday. Customers who rent mailboxes have

Bisiness Stationery access to them 24 hours a day.

Office Supplies
4 Accounting WAREHOUSE
Bookk
et The rear of the building contains the warehouse, which occupies the major portion of the building space. The
Accountant warshotise ks divicled into four saparate areas: Receling, Shipping, Pacikaging, and Invehtory storage.
Bank
4 Shipping . The Receiving area censists of two loading decks (also used for Shipping), and a 12 x 22 ft. area with
b et racks for holding incoming packages. The racks are divided by shipping company
Receiving Pac toship . The Shipping area just opposite the Receiving area shares the loading dock space and also has a 12 x
. 12 ft. area with racks for holding packages waiting to be shipped. The racks are divided by shipping
Receiving ltems to Packag... company
. ;
Fiacessiing riders . The Packaging area has two tables, and two racks that contain various size boxes, bubble wrap, tape,

P Assessing an Order Styrofoam peanuts, and labeling materials:

Creating an Invoice . The Inventory area has three racks for overflow supplies.

b Processing an Invoice
P et a3fs IfE were eIl @
AfSfS TgEaEm cr @B SRR BTAET @Trow GiftR Witz | AIBEART (TSI JE IEE

3G BB QI @ 1 @ @@ 91 ([T THES wyEa I GG QIR 2 59 31 517fS
TMEBAIET (FTCo I FE )

Paragraph ? X

Indents and Spacing  Line and Page Breaks
General
Alignment: Left :|

Level 1 v | [ collapsed by default
Body Text

QOutline level:

Indentation Level 2
Level 3
Left: Level 4 Special: By:
- Level 5 [
Right: Level 6  (none)
Level 7

[] Mirror indet | ayel 8
Level 9

QPRSI THEAB AMGBIET FISER 1@ 73 (AT A6 IR IR
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