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(0 O A0 Do you know how to file things according tO the* Filing Instructions” [

LucyO

00 O BO Sorryd 1 don’  t know.Could you tell me about it[]

00 O AO Certainly.There are four points you should keep in mind when you file documentsd information and
other things.[0 [0 B[O What are the four pointsC]

O O AO WellO the four points arel] keep the documents in each file in chronological orderD remove all the chips
and pinsCd punch the documents evenly and place them squarely in the folder.CJ [0 BCI And what is the last point
O

O O A The last point is the most important.You should always remember that* one customer——one file” is
theprincipe. O DA OO OOOOOOOO" OOOO" ODOOOOO
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