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GRAMMAR/MECHANICS CHALLENGE — 1

TO: Jocelyn Smith-Garcia
FROM: Kevin West, Manager
DATE: November 4, 200x

S
SUBJECT: SUGGESTIOI\}\FOR TELECOMMUTING SUCCESSFULLY

To help you become an effective telecommuter, Jocelyn, we have a few suggestlons to
share with you. | understand you will be working at home for the next & mgnths The
following guidelines should help you stay in touch with u{and compleﬁ’e your work
satisfactor'.{/’i

board

ly
e Be sure to check your message-bored dallygénd respond |mmed|at<;\to those who

are trying to reach you.

three + Gh
e  (Check your e-mail at Ieast,B'tlmes a da§{9 answer all messages promRIy make sure

that you senfcopys of relevpnt messag(,&_to the appropriate officestaff.

e Transmit all spread sheet work to Zachary Jacks,e’n in our computer s serwces
departmen{9 he will analyze each week'’s achwtys{énd update all mvento,ys

e Provide me with endAo;\week report@gl;]dlcatlng the major accounts you serviced.

In preparz}g your work area, you should make sure you have adequate space for your
computer,)\orinte,r)\fa%and storage. For $ecurity reasons_yﬁtﬁ{e workingarea should be
off limits to your family and friends.

We will continue to hold onceAaAweek staff meetings on Frldayp?at 10 a.m—tr+heR
-mo&mﬁgDo you think it would be possible for you to attend forZ’of these meetmgﬁ7
The next one is Frlday November 17t.h«Q

| know you will enjoy working at homeaJogF\yn. Following these basic guidelines should

help you accomplish your workga’nd provide the office with adequate contact with you.
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MADISON FINANCIAL SERVICES

Interoffice Memo
DATE: July 20, 200x
TO: Jeannine Horn, Manager, Human Resources
FROM: Douglas Waterson, CEO v
Securu\ wikh Betber Flrewsalls

SUBJECT: Eeemg Payroll Data Besaduse-of-Hacking

Mn July TSGZ/the software database

maintained by Quantum data serwces for {-he—pempeee—e?,preparmg payroll for our
ed
employees was accessed |Ilegally We €id-net learn,about the "hacking” of the system
exomined ks

-u-mﬂ’yesterday when Quantum rrade-a-examtraton-e-thetr system.

Vv numbers
Our employees payroll records include social security #s; eme#eyeeg’addresses and

pay«:eﬁ’lnformatlon such as various deductions. A review of the %—hw%?e%—eiﬁ@-e%
names in thé% Sritabase shows no damage to t-he—deicg/or modification of the data. We
dert think their was -ary-malicious intentied to destroy er—a-ee-i-hﬂe&e?/the data. Individual
bank account information eeel—seeh—mfee?/for employeeseez-not part of the file. It

appears that names may have been copied, hovvevers\no other information was lost.
3 carefully

The compute&s hold@g the database were immediaflgl taken off-lingfand rreticuloisly
examined to aseertair whether any data were -teund-t-e—be%:orrupted New@more
extensive firewalls have been addedglo provide better $ecurity. Hewever because of
these changes, payroll records will neTbe avallable%eieﬁe July 24t-b?l -

me
A letter from +ryselto all employees as well as the same message on the company

/ntranet will heneeter-t-h?éo out this &W%ﬁ&ﬁﬂg—t@%&@&e& Qlease do what you
reduce

can to mRiiZe concern among employees Ensure-them that+here-personal data have

not been harvested@%nd that we have-teeif(-approprlate steps to prevent

future hacking. | appreciate your help.
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GARTH |. PETERSON

CERTIFIED FINANCIAL PLANNER 3392 Econlockhatchee Trail
Orlando, FL 32822-6588
(407) 551-8791
garth.peterson@florcom

Current date

Mrs. Julie Noriega
392 Blue Lagoon Way
Orlando, FL 32814

Dear Julie:

Fh-ie—‘rs—te—i-n&wm—yeu—t-he?gs your}éinancial yglanner, I’'m happy to respond to your request for

clarification on the ]‘ax status of eBay profits.

probqblg knows
As you traH-prebabilii—are-aHlreadyaware-of you can use eBay to clean out your closets
o !

oL are

Y L
ean-also-be-usaRto run a small business. ¥ewr smart to gnquire about your tax liability.
Although there-R no clear line #aR separates fun from profit or a hobby from a businessé\gbne
a e
thing is Cer;i\nAthe IRS ta>§§ all income.

Frere-af® a number of factors #eRhelp determine whether elhne?dyeour hobby should e~sheutR
= r

ou Should consi

AR be considered a business. To use eBay safeﬁg\the following questionsAeheﬂi'd—be-
=onstdersds :

krock
1. Do you run the operation in a businesslike manner? Do you keep records, 4s-yew+ profit and

loss {-FeeeJ@& or de-yoRkeep a sepeﬁrate checking account?
o)

2. Do you devote aﬁo‘[ of time and effort to eBay? If you spend eighteen hours a day selling on
oL are
eBa;g\the IRS would tend to thim?yeuﬁin a business.
Do you yoor

3. Seme-peopte depend on the income from-tei eBay activities for their livelihood?
—>

4 $4-
‘Are you selling items for mgrect)h‘?n they cost you? If you spend feur—aettarsfor a ¢arage
. WS . ‘ .
ﬁ[ale vase and sell it fg;e-f-fﬂy—daiaﬁ%\the IRS would probably consider this a business
transaction TAIl profits j€ taxableayfven for eBay sellers who are just playing around. If you
wish to discuss this Mﬁ-\please call me at 551-8791.

Sincerely,

Ao Cudaasens

Garth Peterson
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FOREST FINANCIAL SERVICES

3410 Willow Grove Boulevard
Philadelphia, PA 19137
215.593.4400
www.forestfinancial.com

June 9, 200x

Ms. Bonnie Jeffers

First Trust Guaranty, Inc.
1359 North Grand Avenue
Walnut, CA 91790

S
Dear Ms. Jeffer:
o\ﬂoreciafe uaour

We
o our merger with Capital One.

patience wi-t-h—ue?auring +I=re—Hﬁﬁe-?/

' ecouse
agenlfb} packages will be delivered to you next week. Due—te—the—taet—t-ha?’new forms

had to be prmted@stf’ve do not have them immediately available.

Mheu-g-h—we—ee-e-eet—eﬁe&aé@%é@—eemm-esien-ephg/we are able to offer new agents a

60/40 commission split. Iheu:e_apﬂ'two new agreement forms t-ha?ehow this commission

then
ratio. When you get—Feael-y—tgwgn Mew agent have-he# fill in these up,| to ) date

forms.
compﬂefea\

When you send me aﬁ/e*ecuted- agency agreement,)\please ma-lee—every—e#eﬂ-%gtell me

What-ageﬂeﬁ'package was assigned ‘fe—t-he—ageﬁ?éﬁ—ﬂee—ﬁei—ferﬁ—ﬁat—yetreeﬁi—yeu

-@@H%Ked—#%—fb%aﬁeP?/We need this information to distribute commissions #—am-
ﬁomﬁ‘z

Cobh

A/f you have any questionsddeﬁ*l—heeha%e—ee—eeu—ee-me.ﬁ/
¥eu+s~veﬁ3' incerely,

Prren xéifvm}oknf\
Brian Simpson
Senior Sales Manager
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DATE: March 2, 200x
TO: Department Heads, Managers, and Supervisors

FROM: James Robbins, Director, Human Resources %’?\

SUBJECT: Submitting(Appraisals JPerformancel by April 1517{'

-He-a-eebe—%n-ﬁepmed-tba%erformance appraisals for all youg;! employeesg;re due,beieﬁe?/
=5
April 151?. These appraisal,are esfpeoially important-aﬁd-eeseﬂﬂe?{his yearg:?eoause of job

ie, N
changes, new technolog/s,\and beeauee—e;ofﬁce re%rganization.
)

'Y
To complete your performance appraisals m—bhe?r’nost effectiv%wafyeu-&hewé?;ollow the

procedures described in our employee handbookglet me briefly make_jr,eview o?’those

rocedureS(ﬁ/
P A

three four .
1. Be sure each &Hd—eveﬁ?émployee has a performance plan with,& or Amain objectiveA

2. For each objective make—a-nja,ssessmemzﬂhe employee on a scale of 5 (consistently

e
exce)eleﬁs requirements) to 0 (does not meet requirements at al

ﬂ ?
theee the employee
3. ¥e-u—e-heu+e+7i;entify ﬁ strengths that hé bringsLato the job.

theees the employee
4. Name Qg skills that/€ can improve. These should pertain to skills such as )lime

[
I\/Ianagement rather thén to behaviors such as habitual lateness.
Meet with the

5.A][he employee sheué-be-met-m-thjt; discuss hﬁ’appraisal.
6. Wend the completed appraisal to this office.

We look upon appraisals+ie-a tool for helping ee-eb?v,vorke;\assess -h-igperformanceg;)(nd
u

enhance-h-i%utput. If you would like to discuss this fg{rther, please-ele—net—heeeka-te—t-eZall

me.
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January 20, 200x

Mr. Jason R. Weingartner
3201 Rose Avenue
Mar Vista, CA 90066

Dear Mr. Weingartner:

SUBJECT:  Your February SJLetter Reqguesting Information About New AIIANatural
Products

= — S
our new line of freezeAdried back packing foods meetAthe needs of older adults and

young people as well. RS here are answers to

yOLPF;? guestions about our produots/:\
— e
e Our aIIAnaturaI foods osontains?:wo preservatives, sugars,,\or additives. The jnclosed

list of dinner items tellAvvhat foods are cholesterol-, fat-, and salt-free.

¢ \y
e Large orders rec{i@ve a five percent discount when they're placed direc}\with

Ouitfitters, Inc. You can also purchase our products at Malibu Sports Center, 19605
Pacific Coast Highwa%MalibuACAg’QOQGS.

o Ouffitters, Inc., food products are made in our sanitary kltchens which | personally
u S
supervise. The foods are flash frozeAln a patented vagum process that retamA
freshness, textureAand taste.
)
o Quitfitters, Inc., food products are made from choice ingredients that combineaf

)
good taste and hea/l{ul quality.
e Our foods stay fresm?énd tasty for up to 18 months.

Mr. Wemgartneg\l started Ouffitters, Inc., five years ago because e#—t-he—@aet—t-haj
dlscermng back | packers rejected typical camping fare. Its a great pleasure to be able

-&t—t-h-ie—pe-rﬁ{—m—t-rmeto share my custom meals with back | packers like you.

| hope you'll enjoy the enclosed sample mealy “Saturday Night on the Trail” is a four-
coarse meal complete with fruit candjs and elegant appetizers. Please call me
personally at (213) 459-3342 to place an orderg/or to ask other questions about my
backpacking food products.

Sincerely,
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ConEx

Consolidated Express

Current date

Mr. Robert T. Hesser
111349 Pinestone Court
San Diego, CA 92128

e
Dear Mr. Hessyr:

Beginning Febrary 15 your rates for ConEx domestic services will change to those in
averoge
the /nclosed %ate agree ent. These new rates reflect an, irtrease
e Cen . e
betwekn 3% an 49%_however rates for Conkx standard overnight service +s
decreasing for heavier weights,and ConEx express saver rates are staying the same

A

for heavier weights.

Conkx eﬁ)ress saver gives you )CCMOHEX value for your les<1 urgent shipments. It aferds
ee
fey for delivery magbusmess days at some of our most affordable rates
S
ever,\yet it offer,such ConEx extra™s as commijed de||ver»\24 hour access to shipment

mformatron and our money, back guarantee.
A A
oc Whose
Because we recognize the growing number of business-whe—é work extends right

through the week endAConEx announces a welcome mnovatrory\Sunday dellvery
Starting I\/Iarc:h TOﬁsmpmemS dropped off or picked up on Frlday or Satq@rday can be
delivered to-ﬁﬁy—U S metropolitan areas on Sunday via ConEx priority overnight

. 20 , .
service— for a+twerby-dolar special handling fee.

Enhancements to our V\/eb#%ite (www.conex.com) makeg/using ConEx easy and fast. In
addmo%ConEx gives you alot of ways to satisfy your customer&expectatrons,\wh|ch

range from reliable on, trme dellveryﬂto consistent,dependable handling. We appreciate

A
yog\chosmg ConE{and strive to-a#%e@-s meet your express shipping needs.

Sincerely,
Dt W )éémr/é/bée

Donald M. Humphries

Enclosure
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DATE: August 5, 200x
TO: Arthur W. Rose, Vice President
FROM: Jessica Thomas, Market Research

SUBJECT: ANALYSIS OF GATORADE XL

, O, . me . -
Here is a summgry of the research of James WI||I§3;nd g»»y‘eet-fj}‘fegardmg the reduced,,
sugar sports drink being introduced by our No. 1 compititor, Gatorade.

In just under a yearjvs time,\Gatorade developed this new drink@it combines tegethe? a
mixture of 50 percent sugar and 50 percent artificial sweetener. Apparently\Gatorade
plans to spend over $8 million toelntrodugre the drmk}énd to assess consumers reactions
toit. It will be tested on the shelfs of conyjence storesAgrocerys and other mass

merchants in five C|tys in Florida.

The companys spokesperson said, “The ‘X' stands for excelent taste, and the ‘L’ stands
for less sugar.” Aimed at young adulPLwho don't like the taste of artificial sweeteners but
who Want to control calorles,\ The new sports drink is a hybrid sugar and diet drink. Our
studys show that sm;dlar drinks try’ed in this country in the 198(53Lwere unsugessful On
S
the other hand,a 50A0a|0r|e Iow,\sugar sports drink introduced in Canada two year,ago
= 2 . . = . . Cc
was well,\recewedeglmllar%ln Japan a 4Q.calorie soda is now marketed sucessfully by

Coca-Cola.

of
Hovveve;\our researoh+H—FegaLd_te trends and our analysis of Gatorade XL fallg‘to

indicate that this country‘é Consumers will be interested in a midcalorie sports drink. Yet,
)

Wall Streets response to Gatorades announcement of |t”gnew drink was-retufavorable.
_ Therefore we ‘thmk

at-we should

= -

take a walt‘a nd.see attitudeci'}’oward the introduction of our own lo W:\: ugar sports drink.
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DATE: November 9, 200x
TO: Mark Edelstein, President
FROM: Darmisha Pierson, Development Officer

SUBJECT: Progress Report on Construction of Seattle Branch Office

Construction of Vintage Realtys Seattle Eranch @ffice has entered Phase #u’-ee
oné

Although we are ¥ week tujehlnd the contractors original schedule,\the building should
be a?’eady for occupanci& on March 10.

Past Progress

Pha,z’e OPre mvolved development of the archltects plans,\thls process was completed
or)gune 5. Pha,z’e DNO involved submission of the planqglfor county building department
approval. Each of the plans Wemcethen given to the foIIowmg,Z’contraCtors for the-
%ese—e#—é&ei&i-qg‘?estimates,i\ David Gray Constructiongand Millennium Builders. The
lowest bidder was David Gray Construction}\ consequently,)\this firm began construction
on July 15.

Present Status

3 . . .
Phase three includes initial construction processes. We have completed the following
steps as of November 9:

e Demolition of existing building at 11485 NW 27 Avenue

. Exc vation of foundation footings for the building and for the surrounding wall
I.Y\ ton O

A teel reinforcing rods rﬂe-ta#egln building pad and wall

e Pouring of concrete foundation

one
David Gray Construction indicated that%ewas%week behind schedule for these

reasons. The bwldmg inspectors required more steel reinforcement thzfn was showeg
on the archltects blueprints. In addltlon,\excavatlon of the footings required more time
th,e'n the contractor anticipated because the 18 Jnch footings were all below grade.

Future Schedule

Although
m—sﬁfe—e#—fh@—ﬁaet—t-haif we lost time in Phase 3ywe are substantially on target for the

completion of this office building by March 1. Phase 4 includexthe following activities,i\
framing,)\drywalling,)\and 'rﬁs+a+ba+i~9H—e{9’pIumbing.
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EXECUTIVE SUMMARY

Problem

The U.S. tuna industry must expand |t‘%;Fnarkets abroadApartlcuIarly in regard to Japan,\
¢ne of the largest consumer"g—of tuna in the world. Although consumption of tuna is
decreasing in the United StatesAi-hey-&Fe mcreasmg in Japan. The problem thai—rg?or
the amencan tuna industry is developing ag(opnate marketing strategies to boost its
current sal |n Japanese markets Even%apan produces much of it's tuna
domestm;,ly %he:,c must still re\+e on imported tuna to meet Sem demand.

Summary of Findings 00,000
This report analyzes the Japanese market,\whlch currently consumes six-huhdred
thedsand tons of tuna per yeargfénd is growing rapidly. In Japan, tuna is pnmarlI‘E used
for sashimi (raw fish) and car}ed tuna. Tuna is consumed in the food serwce industry
and in Op‘] 5. . Much of this tuna is supplied by |mportsAwh|ch W total
about 85/ of sales. Our findings indicate that not only will th|sAexpand but the share
of |mports will continue to grow. The trend is alarming to Japanese tuna industry
Ieaders@%ecause this important market, close to a gt;ilhorﬁf,rgi/ear is \ncreasmgly
subject to the influence of forfbgn imports. Declining catches by Japans own funa fleet,

as Well as a sharp upward turn in food preference by affluent Japanese consumers,
haecontnbuted to th|s trend. The demand for sashimi alone in Japan has increased -

erCent
theemeun-t-e?’w,{f in the past two year(g’

The U.S. tuna mdustry ar-e- in the perfect position to meet this demand. Fishing
technlque hae been developed that maximize catch rateﬁg'whlle minimizing danger to
the en\nrq{nent Modern packaging procedures assure that the tuna reaches Japan in
the freshest possible condltlon Let_ut_be_sald_tha-?ﬁapanese consumers have rated the
oAylity of American tuna h|ghAWh|ch has increased demand.

" Recommendations, e
andlysis,
Based on our ana#es,te we rec¢ommend the following ¢ marketing strategys for the U.S.

Funa industryj, _

1. Farm greater Supplfs of tuna to export.

2. Establish new fisheries around the World.

3. W&&he&l-d?’rgarket our own value,‘\-ddded products.

4. Sell fresh tuna directfito the Tokyo Zentral Wholesale market.
5

Sell to other Japanese markets also.

M
6. irect sales ehee»tel—lee-maelgito Japanese Z(upermarket chains.
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Honolulu-Pacific Federal Interagency Board
Policy Board Committee
Room 25, 310 Ala Moana Boulevard, Honolulu
February 4, 200x
Present: Debra Chinnapongse, Tweet Jackson, Irene Kishita, Barry Knaggs, Kevin
Poepoe, and Ralph Mason

Absent: Alex Watanabe

ed
The meeting was cal}\to order by Chair Kevin Poepo at 9: 02Aa m. m—th-e—mewn-gf

wé
Minutes fromthe January Gﬂfneetlngwae read and approve,

Old Business
Debra Chinnapongse discussed the cost of the annual awards Iuncheorg'fhat honors
red.

A
Major expenses includefjawards, leis, and oompl¢mentary lunches for the judges, VIP

outstanding employees. The ticket price -t-rekejdoes not cover all the expenses incu

guests\and volunteers. Honolulu-Pacific Federal Interagfznoy Board carf hot continue to

ticKet
make up the difference between income #em—ﬁeket%nd@ost?ier—ﬂae—&uneheen?’
Ms. Chinnapongse reported that rt-hed—eeme—te—her—anemtoa-tha%ther interagency

boards relied on membersvcontrlbutlons for their awards"’rrograms

their
MOTION: To send a Yetter to board members asking for-there contributions to support

n
the annual awards luncheon. (Chir}\apongse/Kishita). PASSED 6-0.

Reports
Barry Knaggs reported that the homeland defense oommlttee sponsored a get aoqualnted
meeting in November. More than erght—y- people from various agencjs attended

(it ha
The Outreach Committee reports that they—have-been asked to assist the Partnershlp

for Public Service, a norf‘proﬂt main | {Jand organlzatlon,\rn establishing a speakersv
bureau of Hawaiian Federai employees. V@/ould be avallable to speak at schools and

colleges about Federal jobs and employment.

New Business
The chair announced a yslanning Meeting to be held in March regarding revising the
emergency dismis(.)sal plan. In other D(tew E(usiness Ralph Mason reported that the staff
had purchased #ifty tickets for membersjand our committees to attend the Zig Ziglar
seminar in March.

ANext Meeting 3
The next meeting of the Policy Boaré Committee will be held in early Aprl at the Fleet
and Industrial Supply Center, Pearl harbor. At—t-hat—um{he meeting will lnclude a tour
of the Red Hlll undervground fuel storage faollrty

The meetlng adjourned at 10:25 aérbby Keven Poepoe.
Respectfully submitted,
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EXECUTIVE SUMMARY
Purpose of Report

The purposes of this report 15 1) o determine the Sun coast unrversrty campus
oommunltys awareness of the campus recycling program and (2)7('0 recommend ways to
increase participation. Sun Coasts recycling program was intended to respond to the
increasing problem of waste disposal, to fulfi it“’g social responsibility as an educational
institution, and to meet the demands of legislation that made-Pa requiremea?:fers'
individuals and organizations to recycle. .

A $urvey was conducted in an effort to learn about the campus communi#gg recycling
habits and tofrake-arn assesemen{-ef—thg‘r%\ar{r%?gatron in the recycling program+|=ra{—rs9‘
W@Zﬂ&éﬁ/ﬁduals responded to the Survey,\but-twen%yzeeven,%urveys could not be
used. Since Sun coast unlversrtys recycling program mclude . Oonly aluminum, glass, paper

and plastic at tnrsperm—rﬁ’trme,\these were the only materials considered in this Btudy.
p)
Recycling at Sun coast

Most Burvey respondgnts recognized the importance of recyclingg they stated that they
do recycle aluminum, glass, paper and plastic on a regular basis either at home or at
work. However most respondants dlsplayed a Iowﬁevel of awareness@)and use of the on
campus program Many of the respondants\%{aﬂa{e unfamilar with the location of the bins

around campus{fand tnerefore,\had not par'gglpated rqu“ the Recycling Program. Other
nvenie
responses indicated that the brns were not Jocated r-n-genveﬂeﬂr—reeauensg’

Recﬂbmmendations for increasing recycling participation
Recommendations for increasing participation in the Program include the follovvingbi
1. relocating the recycling bins for greater visgbility

- ing ot inconti | . -
2. develo of incentive programs to gain the participation of on,campus groups

3. training student volunteers to give on=campus presentations thatgive—ar?’explafnaﬂen—e#y
the need for recycllngé?and the beneflts of using the Recycling Program

4.we—sheu+§l ncreasegAdvertlsmg m—regare—egtne F’rogram
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MEGAN A. RYAN

EDUCATION

Coastal Community College, Miami, Florida

Degree expected Wune of2008

I\/Iajor Office Technology

EXPERIENCE:

e (Office /(ssustant Host Systems, Miami. 2006 tog'preggent -F}eeﬁeﬁﬁb-le—fef

entermé’data on Macintosh computer. -\—hed—t-oﬁnsure accuracy and completness

of data +ha{—was—te—be-eﬂ+e+ed7/ﬁcﬂe¥he#d-a+y—wae9;nalntalnmé'a clean and

well-organized office. Lalsc?’servea,as ¢ff|ce ¢our|er

e 56" out
Lechters Housewares. Miami Shores ?’ managed store in absence

D s?
at e, .and ..ropen and closgreglstfrs BaITnced daily redﬁots
Ordered som@ A-a-lee—had—te%uperwse ¢

employes earning rayﬂ|d promotion.
e Clerk typlst% Cruises Miami. 2001Entered guest data on

z e Answered
IBM PC. personallzed followup letters to customer mqwr/s

“$edphones. J-alee?’gandled all errands as courier.

STRENGTHS
Computer, transonptlon poofreadlngJ’

-S—a-ﬂ-type 50-we-v=de+|eeﬁ‘ﬂ=rmta;7’
+—&m—a-iast learner, and-verfaccuratey

Word, Excel,?,’lnterlﬁet
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4201 North Harrison
Shawnee, OK 74801
June 4, 200x

Mr. Anthony R. Masters
Human Resources Department
Biolage Enterprises

7246 South May Avenue
Oklahoma City, OK 73159

Dear Mr. Mastegs'\

e . . _ To inferview j\
| appriciate the opportumtyhﬁt—he—rmemev%/esterday,\for the newlyflisted Position of Zales
Trainee. It Was-reaJ-l-?é pleasure meeting yourse#’énd learning more about Biolage

Enterprisesgl/ou have a fine staff and a sophisticated approach to marketing.

Your arallels
YeuFe organization appears to be growing in a directionalfannef th at‘feaﬁa{els my

inte.re.sy@nénd career goals. The interview with yourea%nd your staff yesterday confirmed
mymlpositive impressions of Biolage Enterprises,}\and | want to reiterate my strong
interest in working wi%h—aﬁe?for you. Myﬁne?/ Hetall sated experience as a sales associate
with Sears@“plus my recent training in Microsoft Word and Excel would enable me to faké=
progress steadily through ygz%\g‘sggramse#ma& an\cj'gecgme a productive member of

your sales team +r-ne-time-at-at

\f
Again, thank,?fou for your%md—and@meiug’consideration. trthe-eventthat you need-ary®

additional informationjewmeﬂkye&%e—de—is—gﬁe—me—a%all me at (405) 391-7792.
)

Smcerly yours,
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