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Effective immediately are the following air travel guidelines.
Between now and December 31, only account executives may take
company-approved trips. These individuals will be allowed to take a
maximum of two trips per year, and they are to travel economy or
budget class only.
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Effective immediately are the following air travel guidelines:

® Who may travel:



Account executives only
® How many trips:

A maximum of two trips yearly
® By when:

Between now and December 31
® Air class:

Economy or budget class only
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374845 To clean the printer, you To clean the printer, do the
should first disconnect the | following:
power cord. Then you open | 1. Disconnect the power cord
the front cover, and the 2. Open the front cover
printer area should be 3. Clean the printer area with a
cleaned with a soft, dry soft, dry cloth
cloth.

2745 On April 3 we will be in Date City Speaker

Toledo, and the speakeris | April3  Toledo  David Lee

Troy Lee. On May 20 we will May 20  Detroit Lily Yang
be in Detroit, and the

speaker is Erin Win.




In the next training session,
the trainer will demonstrate
how to use video
conferencing, how to share
multiple programs, and how
to maintain an Internet
directory.

The next training session will

demonstrate

v' Video conferencing

v' Sharing multiple programs

v Maintaining an Internet
directory
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