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INTRODUCTION

The AMA Handbook of Business Documents is a desktop job aid for all corporate communicators. This book is a collection of guidelines and samples for creating a wide variety of business documents.

In addition to being the authors of the Administrative Assistant’s and Secretary’s Handbook, and The AMA Handbook of Business Writing, we are also the founders of a corporate communications consulting business with over 25 years’ experience working for many Fortune 500 companies such as IBM, AT&T, Sony, Chevron, Hewlett-Packard, and Cox Enterprises. In our work, we’ve developed hundreds of business documents including Web sites, brochures, reports, presentations, marketing plans, policy manuals, software tutorials, and training materials, In The AMA Handbook of Business Documents we take the best of these corporate business writing guidelines and organize them in a way business writers will appreciate.

Readers can easily find information on a particular document and quickly get back to their writing project. The book includes guidelines, tips, and samples of a wide variety of business documents, including annual reports, brochures, business letters, business plans, grant proposals, mission statements, newsletters, policies, press releases, proposals, résumés, surveys, speeches, training manuals, user guides, and white papers.

We believe The AMA Handbook of Business Documents is an essential desk reference for the following business writers:

[image: image] Corporate communications writers and managers

[image: image] Marketing writers and managers

[image: image] Human resource administrators and managers

[image: image] Sales representatives and managers

[image: image] Training developers and managers

[image: image] Technical writers

[image: image] Grant writers

[image: image] Public relations writers

[image: image] Administrative assistants
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ABSTRACTS

An abstract is a summary of a larger document, such as a report. Abstracts are also called summaries or executive summaries.

There are two types of abstracts:

[image: image] Descriptive abstracts are short summaries that appear on the front page of a formal report or journal article. (Figure 1.)

[image: image] A descriptive abstract does not summarize the facts or conclusions of the report.

[image: image] A descriptive abstract introduces the report and explains what the report covers.



Example: This report provides recommendations for the antivirus software currently available.



[image: image] Informative abstracts summarize the key facts and conclusions of the report. (Figure 2.)

[image: image] Informative abstracts are usually one- or two-page documents.

[image: image] Informative abstracts summarize each of the sections in the report.

[image: image] Sentence structure is normally complex and packed with information.

[image: image] An informative abstract is intended to allow readers to determine whether they want to read the report.

[image: image] An informative abstract is not treated as an introduction.

[image: image] Include any statistical details in an informative abstract.

Figure 1 Descriptive Abstract



Abstract

The U.S. Air Force Research Laboratory has been developing cost effective methods for gathering occupational and training requirements information. This information has most often been collected at an individual level of analysis focusing on the more behavioral aspects of work. Recent interest in both team and cognitive requirements for work has prompted renewed interest in team task analysis and accurately representing knowledge and cognitive components of work. The U.S. and Allied Military Services have pioneered the development of exemplar methods that serve as the foundation for recent advanced training. This paper highlights recent explorations and advanced training in team task analysis and cognitive task analysis methods. Implications for increasing the accuracy and efficiency of the requirements analysis process will also be discussed.



(Courtesy of the United States Air Force)

Figure 2 Informative Abstract



Summary

The U.S. Fish and Wildlife Service published special rules to establish nonessential experimental populations of gray wolves (Canis lupus) in Yellowstone National Park and central Idaho. The nonessential experimental population areas include all of Wyoming, most of Idaho, and much of central and southern Montana. A close reading of the special regulations indicates that, unintentionally, the language reads as though wolf control measures apply only outside of the experimental population area. This proposed revision is intended to amend language in the special regulations so that it clearly applies within the Yellowstone nonessential experimental population area and the central Idaho nonessential experimental population area. This proposed change will not affect any of the assumptions and earlier analysis made in the environmental impact statement or other portions of the special rules.



(Courtesy of the United States Environmental Protection Agency)


ACCEPTANCE LETTER

An acceptance letter is often written to formally acknowledge an employment offer, the receipt of a gift, or the appointment to a public office. An acceptance letter can also be written to formally accept someone else’s resignation.

Consider these tips when writing an acceptance letter (Figure 3):

[image: image] Begin the letter by thanking the person, business, or organization.

[image: image] Identify what you are accepting and explain what it means to you.

[image: image] Thank anyone who assisted you.

[image: image] State the terms as you understand them.

[image: image] If accepting an employment offer, summarize the start date, job title and description, compensation, benefits, and vacation days offered.

[image: image] Use a positive tone.

[image: image] Be gracious by showing your courtesy, tact, and charm in your writing style.

[image: image] Restate your thanks and appreciation in the closing of the letter.

[image: image] Use the spelling checker in your word processor to check for spelling errors.

[image: image] Read the letter for clarity and to check for grammatical mistakes.

Acceptance letters are typically written to accept:

[image: image] An invitation to a social event

[image: image] A job offer

[image: image] A request to serve in an honorary position

[image: image] A resignation

[image: image] An honor

[image: image] An invitation to a business appointment

[image: image] An invitation to speak

[image: image] A gift

[image: image] A proposal

Figure 3 Acceptance Letter


Evelyn Wauson

4212 West Church Street

Houston, Texas 77096

(713) 555-5555

October 20, 2014

Dear Mr. Harrison,

It was a pleasure speaking with you on the phone this afternoon. I am very happy to accept the position of LMS supervisor with Harrison Consultants. Thank you very much for the opportunity to join your team. I am excited about the possibilities for this position, and I am eager to work on the implementation of your new learning management system and corporate online university.

As we discussed in our conversation, my starting yearly salary will be $50,000. I understand that after being employed for 30 days, I will receive health, dental, and life insurance benefits. After working for Harrison Consultants for six months, I will receive one week’s paid vacation.

I am prepared to start work on December 1, 2014 as you requested. If there is any paperwork I need to complete before I start work, or if you need any additional information, please contact me.

I appreciate the help your associate Ken Knox provided by referring me to you for this position.

Thank you.

[image: image]

Evelyn Wauson




ACKNOWLEDGMENT LETTER

An acknowledgment letter is a response that clarifies what is expected from you. An acknowledgment letter should be sent within two days of receiving the original letter, report, order, or request.

Consider these tips when writing an acknowledgment letter (Figure 4):

[image: image] Include a short apology if the acknowledgement letter is delayed.

[image: image] If you are responding to a complaint, be courteous and apologize for any inconvenience or problem.

[image: image] Be sincere.

[image: image] The letter should be addressed to a specific person if possible.

Acknowledgment letters are typically written to:

[image: image] Accept a request to serve in an honorary position or a resignation.

[image: image] Express appreciation for a suggestion.

[image: image] Acknowledge a customer’s order or donation or payment of an overdue balance.

[image: image] Acknowledge the receipt of a report or letter, the receipt of a résumé, or the return of an item for refund, exchange, or credit.

[image: image] Confirm an appointment or meeting, a business agreement, or an error, revision, or correction.

[image: image] Celebrate an anniversary of employment.

Figure 4 Acknowledgment Letter


Isha Foundation

951 Isha Lane

McMinnville, TN 37110

August 20, 2014

Jeff Collins

3111 North Amber Lane

Nashville, TN 37213

Subj.: Tax Year 2014

Dear Mr. Collins,

Thank you for your recent donation of $500 for our outreach program, Isha Care. Your gift will allow us to continue our efforts to provide free medical care to the residents of rural Tennessee.

Your donation is fully tax-deductible, and this letter may serve as a receipt for your tax records. This letter also verifies that you have not received any tangible benefits in return for your donation.

Your generous gift assures a continued investment in the future of Tennessee.

Thank you.

[image: image]

Dr. Jane Morgan

President, Isha Foundation Inc. USA




ADJUSTMENT LETTER

Adjustment letters are responses to written complaints. The purpose of such letters is to acknowledge the complaint. The letter is also a legal document that records what action will be taken.

Consider these tips when writing an adjustment letter (Figure 3.5):

[image: image] Reference the date of the original complaint letter.

[image: image] The letter should review the facts of the case and offer an apology for any inconvenience.

[image: image] When there is no truth to the complaint, courteously explain the reasons as clearly as possible.

[image: image] When the customer’s request is denied, offer some compensation or advice.

[image: image] Take a positive approach to the letter to counter any negative feelings of the reader.

[image: image] The solution is more important than the reasons why something occurred.

[image: image] Cordially conclude the letter and express confidence that you and the reader can continue doing business.

Adjustment letters are typically written to apologize for:

[image: image] A defective or damaged product

[image: image] A missed deadline

[image: image] Making a mistake on a customer’s account

[image: image] A shipping error

[image: image] Damaged property

[image: image] Poor quality or service

Figure 5 Adjustment Letter


Snack Makers, Inc.

1234 West Main Street

Los Angeles, CA 90036

April 20, 2012

Mr. Carl Luntz

Store Manager

Luntz Grocery

2411 Third Avenue

Atlanta, GA 30134

Dear Mr. Luntz:

I would like to apologize for the damaged shipment of Humus Chips. At Snack Makers, we always try to package our product as securely as possible, but it appears this time we failed.

We have shipped a replacement case of Humus Chips today at no charge. You should receive them within two days. There’s no need to return the damaged product. You may dispose of the crushed chips anyway you wish.

Being a new company with a new product, we want you to know that we value your business and will do everything we can to make sure this doesn’t happen again.

In addition, I am crediting your account for $155 to reflect a 20% discount off your original order.

I hope you will accept my apologies and will continue to do business with Snack Makers.

Sincerely,

[image: image]

Morton Boyd

President

Snack Makers, Inc.




ANNOUNCEMENT LETTER

Announcement letters should be written in a straightforward and concise style so that readers can get information quickly.

Consider these tips when writing announcement letters (Figure 6):

[image: image] For positive announcements, make the letter inviting and to the point.

[image: image] Build morale, confidence, and goodwill.

[image: image] When announcing achievements, try to motivate others to achieve the same goals.

[image: image] Use the announcement to promote your business.

[image: image] Include enough information so that you don’t have to answer questions about the announcement later.

[image: image] When announcing bad news, be considerate and respectful.

Announcement letters are typically written to announce:

[image: image] A new address

[image: image] A change in company name

[image: image] The business schedule

[image: image] A new hire or promotion

[image: image] An employee’s special achievement

[image: image] A retirement

[image: image] A new product

[image: image] A new store opening

[image: image] A layoff

[image: image] A store closing

[image: image] A new policy

[image: image] A contest winner

[image: image] A price change

[image: image] Bad news to employees

[image: image] A training session

Figure 6 Announcement Letter


System Golf Supplies

4143 Green Avenue

Baltimore, MD 21205

May 22, 2012

Ms. Susan Jones

Manager

Jones Golfing

1322 North Pleasant Street

Baltimore, MD 21075

Dear Ms. Jones:

Due to increased costs for materials used in our manufacturing process, we must unfortunately increase the wholesale cost of our products. We have examined other ways to reduce our manufacturing costs; however, we have been unable to reduce costs enough without sacrificing quality. To maintain the superior quality of our products, we must raise our prices. I have enclosed a new price list that will go into effect on July 1, 2012. Any orders placed between now and July 1 will be honored at our previous prices.

We want to thank you for your business in the past, and we hope you understand the necessity for this increase.

Sincerely,

[image: image]

Carl Richardson

Sales Manager

System Golf Supplies




ANNUAL REPORT

An annual report is a document used to disclose corporation information to shareholders—a state-of-the-company report. All U.S. companies that issue publicly traded stock are required to file an annual report with the Securities and Exchange Commission (SEC). The document that is filed with the SEC is the Form 10-K.

Many nonprofit organizations, foundations, and charities produce annual reports to assess their performance. Nonprofit annual reports include the following sections (Figures 7–11):

[image: image] Letter from the chairman of the board

[image: image] A description of the charity, its causes, actions, and accomplishments for the year

[image: image] The financial statement:

[image: image] A letter from the organization’s CPA

[image: image] Income statement

[image: image] Balance sheet

[image: image] A list of directors and officers

If a company is privately owned but has more than 500 shareholders and over $10 million in assets, it is also required to file an annual report.

In addition to Form 10-K annual reports, the same mandated corporations must also file a quarterly Form 10-Q as a quarterly report.

The annual reports required by the SEC follow a strict format and include the following sections (Figures 7–11):

[image: image] Business overview

[image: image] Risk factors

[image: image] Unresolved staff comments

[image: image] Properties

[image: image] Legal proceedings

[image: image] Submission of matters to a vote by shareholders

[image: image] Market for the company’s common equity

[image: image] Related stockholder matters

[image: image] Management’s discussion and analysis of financial conditions and the results of operations

[image: image] Disclosures about market risk

[image: image] Financial statements and supplementary data

[image: image] Changes in accounting

[image: image] Controls and procedures

[image: image] Other information

[image: image] Directors, executive officers, and corporate governance

[image: image] Executive compensation

[image: image] Security ownership of stock by management and certain beneficial owners

[image: image] Relationships and related transaction and director independence

[image: image] Accounting fees and services

[image: image] Exhibits and financial statement schedules

Figure 7 Annual Report Cover Page

[image: image]

(Courtesy of the U.S. Securities and Exchange Commission)

Figure 8 Annual Report Table of Contents

[image: image]

(Courtesy of the U.S. Securities and Exchange Commission)

Figure 9 Annual Report Letter from the Chairman

[image: image]

(Courtesy of the U.S. Securities and Exchange Commission)

Figure 10 Annual Report Organizational Overview

[image: image]

(Courtesy of the U.S. Securities and Exchange Commission)

Figure 11 Annual Report Overview of Organization’s Performance

[image: image]

(Courtesy of the U.S. Securities and Exchange Commission)


APPLICATION LETTER

In an application letter (Figure 12):

[image: image] In the first sentence, state what you are applying for.

[image: image] Explain the reasons you are applying and be specific.

[image: image] Give the reasons why you are qualified including your experience, qualifications, accomplishments, and goals.

[image: image] Identify the response you would like to your letter.

[image: image] Identify the date you need a response.

[image: image] Reference any other materials included with the letter, such as a résumé, job application form, letters of recommendation, or work samples.

[image: image] Include your contact information and when you are available.

[image: image] Close the letter with a thank you.

Application letters are typically written to apply for:

[image: image] Employment

[image: image] Admission to a school

[image: image] Admission to a club

[image: image] A foreign work permit

[image: image] A grant

[image: image] A scholarship

[image: image] A travel visa

[image: image] A special program

[image: image] Credit

Figure 12 Application Letter


1322 Forest Lane

Dallas, TX 75214

August 11, 2012

Michele Phillips

APS Software

13211 Greenville Avenue

Dallas, TX 75212

Dear Ms. Phillips:

I am writing to apply for the position you advertised on Monster.com for a quality control manager. As you will see in my résumé, I have the experience to fill this position.

For the past ten years, I have been working in the information technology department at Hopewell Industries where I have been a software developer, project manager, and manager of QC Testing. My experience has ranged from coding, to managing teams of programmers, to creating test plans, running tests, and managing testers.

Recently, Hopewell Industries decided to outsource the IT function to IBM. While I am sad to leave the company, I am looking forward to a new assignment with fresh faces and new projects.

I have heard about APS Software in various trade journals and would be very interested in becoming part of your team. APS is well known for innovative quality products, and I am excited about the possibility of becoming a part of your success story.

I hope you’ll give me an opportunity to discuss my qualifications and experience. I can be reached at (214) 555-5555 after 6 p.m.

Thank you very much for your consideration for this position.

Sincerely yours,

[image: image]

Alice Grassley

Encl.: résumé




BROCHURES

Brochures are often used by businesses to advertise products and services. There are several different types of brochures:

[image: image] Leave-behind brochures are left after a personal sales presentation.

[image: image] These focus on a full description of the product and its benefits.

[image: image] They echo the sales pitch given by the salesperson.

[image: image] Point-of-sale brochures are designed to catch your interest while waiting in line to check out in a store.

[image: image] They are visually appealing with a catchy headline.

[image: image] Inquiry response brochures are sent to people who have asked for information about a product.

[image: image] These brochures focus on a sales pitch that encourages the reader to take the next step and purchase the product or service.

[image: image] Direct mail brochures are sent to potential customers along with a sales letter.

[image: image] Sales support brochures are used by salespeople during their presentations.

In the planning phase of brochure creation, consider the following:

[image: image] Determine what you want the brochure to do: get orders, inform, get appointments.

[image: image] Determine the audience for the brochure and why they should be interested in your product or service.

[image: image] Develop an outline and divide the content you want to cover into sections.

[image: image] Consider the style of brochure you plan to create, and think about the content that is best for the cover, inside pages, and back cover.

[image: image] Also consider content that is suitable for any sidebars.

[image: image] Determine whether photography or illustrations can be used.

[image: image] If photography is used, also include captions for each photo that focus on benefits.

[image: image] Photos should be at least 300 dpi resolution in order to print with the best possible print quality.

When writing copy for a brochure, keep the following in mind (see Figures 13 and 14):

[image: image] Write from the reader’s point of view.

[image: image] As the reader unfolds the brochure, present the information in the order that a reader would want to receive it.

[image: image] On the cover or first page of the brochure, motivate readers to open the brochure and seek out additional information.

[image: image] For a brochure longer than eight or more pages, include a list of contents highlighted in bold and separated from the rest of the copy.

[image: image] Describe the product or service in terms of what it means to the potential customer.

[image: image] Focus on the benefits rather than the features.

[image: image] Include helpful reference information that will make the reader want to keep the brochure on file.

[image: image] Write in an informal matter-of-fact style, as if you are having a one-on-one conversation with someone.

[image: image] Share your emotions and enthusiasm about the product or service.

[image: image] Don’t waste time on all the details; instead, focus on the key selling points.

[image: image] Organize the content into easily identifiable sections.

[image: image] Ask for an order and provide simple instructions on how to order.

[image: image] Make a persuasive sales pitch.

In designing the brochure and doing the layout, consider the following:

[image: image] Study brochures from other companies and determine which designs are effective and which are not.

[image: image] Avoid packing in too much content.

[image: image] Empty space is okay.

[image: image] Avoid using too many graphical boxes and lines to separate chunks of content.

[image: image] They tend to make your design look cluttered.

[image: image] Use a consistent typeface throughout the brochure.

[image: image] You can change fonts within the same typeface family in various places for emphasis.

[image: image] Consider different fonts, font styles, sizes, and colors for key selling points and headings.

[image: image] Use these techniques sparingly for greater emphasis.

[image: image] Avoid all caps. Use bold style instead.

[image: image] Avoid underlining. Use italics style instead.

[image: image] Avoid putting text over images unless you make the image at least 80% transparent.

[image: image] Avoid putting text columns on the first page or cover.

[image: image] Use no more than 10 words on the cover.

[image: image] Don’t use more than two or three sentences per paragraph with a layout that is no more than nine or ten lines of type.

[image: image] Add a space between paragraphs and do not indent the first word.

[image: image] Use only one space after a period before starting the next sentence.

[image: image] If you have to start a sentence with a number, write it out.



Incorrect: 50% of the homeowners experienced hail damage.

Correct: Fifty percent of the homeowners experienced hail damage.



[image: image] Consider the use of multiple ink colors and colored paper.

[image: image] When creating a layout with photography, don’t position the photos so that they are creased by a fold in the paper.

[image: image] Use desktop publishing software such as Microsoft Publisher, Adobe InDesign, or QuarkXPress.

[image: image] Set the paper size before any design elements are created.

[image: image] Confirm that the printer will be able to print on the intended size paper.

[image: image] Allow for print bleed in order to achieve edge-to-edge printing.

[image: image] To create print bleed, expand your brochure design slightly beyond the edge of the paper with nonessential design elements to allow for trimming.

[image: image] Proofread your final design several times to avoid printing a brochure with a mistake or typo.

Figure 13 Brochure

[image: image]

[image: image]

(Courtesy of the U.S. Department of Education)

Figure 14 Brochure

[image: image]

[image: image]

(Courtesy of the U.S. EEOC)




End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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Invoice Number Date Amount

31431 05/22/2011 $2,134.99
31523 06/15/2011 $3,332.21
31731 08/01/2011 $2,451.31
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Production Category Amount
Producer Services $2,800
Design, Analysis, and Research 2,800
Scriptwriting 2,800
Production Equipment 4,200
Production Crew 16,000
Talent 1,500
Other Misc. Production Costs 1,350
(crew meals, videotape)

Graphics 1,250
Post Production (editing, music, 8,270
and master duplication)

Travel Costs (hotel, car, air, per diem) 5,880
10% Cost Contingency for overtime 4,685

and Videologies overages

Total

$51,535
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Demographic Local State National International
Population 1,032,967 2550063 | 296,410,404 | 6.451,392,455
Average age 284 285 364 269
Income. $74078 347934 846,242 NA
Male 50.1% 50.1% 49% 50.4%
Female 49.9% 49.9% 51%) 49.6%
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5509 West 3dth Street
Dallas, TX 75214
July 7, 2014

Michasi J. Dty

Inteligent Computer Systems

3121 Moris Lake Drive, Suite 211

Dallas, TX 75212
‘Subj; E-learning developer position
Dear M. Dufty,

1am wriing to appiy for the positon you advertised n the Dallas Morning
News for an e-learring dveloper. As you'llsea in my résume,
1 have the experionce 1o fil this positon.

For the past five years, | have been developing e-isarning courses for
thves diferent companies: IBM, ATT, and Cox Enterprises. My experience
has ranged from instructional design, techical witng, graphics
production, mulimedia production, and learring management system
support

Currently, | am working as a contractor for Cox Enterprises, where | am
finishing a one-year assignment developing traning for Oracle Financials.
1 have also recently developed documentation and training for PeopleSot
‘and for Hyperion Planing. | am curently the lead instructional designer
on the Oracle Financias project that will conclude a the end of July.

Inteligent Computer Systemsis famous for your innovative IT secury
systems and networking products. | would be proud to be partof the ICS
team. | hope you will give me an opportunity to discuss my qualfications
‘and experience. | can be reached at (214) 585-1212 ater 6 p.m.

Thank you very much for you consideration for this position.

Sincerely yours,

i%mWﬂfé/né

ins
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Meeting Called By: __ Session #: Date: Starting Time:

Mark Rivers 1/28/2014 9:30am.

Location: Dress Code (optional): Ending Time:

Central Park 12:00 pm.

Conference Room 11a

Meeting Objective and Scope:

JAD Session—The Big Picture.

Time. Topic. Leader
:30-9:35 ‘Welcome and review agenda. Mark Rivers

9:35-9:55 Basic data flow for enroliments. Ritva Porter

9:55-10:15 Ongoing data requirements Ritva Porter

10:15-1035 Basic data flow for pay processing Ritva Porter

10:35-1045 Break

10:45-11:10 Basic data flow for 401(K) billng. Ritva Porter

11:10-11:30 Basic data flow for termination processing Ritva Porter

11:30-11:50 Basic data flow for loans. Ritva Porter

11:50-12:00 Wrapup Mark Rivers

Facilitator: Time Keeper: Scribe

Ritva Porter Debra Millr

Attendees:
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PeopleSoft Basics

Changing Your Password

‘Changing Your Password

Step 1 Navigate | - Fromine PeopieSft homs page ek he Change My Password nk
to'he Change e ol ar

PasswOrdBA0S. | 1ng Ghange Pasevord page disiays

Note:You can o change your passuord rom the Genera Profe
Inomstonpage

Changepossword

= Keyyour cutent passwerd o e Current Password bor.
Ky your now pasword ot New Password box.

- Keyyour now pasword sgain o th Gonfim Password bx.

+ Cicktha Change Password buton.

Your passuos s immadatalychanged in PaopeSft and th Passuord
Saved age dplays

P

word Saved

¥/ oursasswad s sucas sy oun canges

eword R o Remermber:
- YourUsor D and Passord canno ot sams.

- Pasowords must b0 a inmumo s andiornumbers o specal haractars. Atleast 2of
o7 charasars st s numbers.

- Th olowing chracters co b used i your passver:
1@ASHAE () _-m e\ (10) 17 <>
- Pasowordsar case senitve. PeopleSatgenerstd passwords a1l ppar case, You an
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Members of the Council

Mrs. Rutherford Tinsdale
Mr. Joseph Mapes

Mrs. Theodore R. Tollivar
Ms. Louise Alen

Mrs. Philip W. Grossman
Mr. John Stobaugh

e, Johnits MdCeEhR
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How to Take a Self Study Course

Welcome to Finance Training Self Study
i sl sy comne lows you o ety s you o ace. I oy ing
ratpiehit i e
How to Take This Course

Sty e e documentaton 20 ompete h ot cie, i sgulios 8 ol prcice.

Once you complete he o, you st et o he socoed qiz n S 2 s i 2 504 e
e e e e o slf

Online Simulations:

Throghon ety coue, you il be et i dmensiions ad he rcice he e conepts
3 imbtd nonnest

Self s atinesanizions s 3o 0 view cosst i e S I o Ty I mode

| Ty
I e e
e e

F Y T e ——————

Steps to run simulations and practice exercises:

1. Acess slin siomiaions ongh e et od selct e Ol
Simalatons

T —
5. Tis il e mionpsyer 3 e windore
4. From s windw, choue e opc you d e o view mcer S

oo i mote
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Changing Preference Settings

1 Logiato the spplcaion
2. nthe ApplcaionsHome Page, click Prefrences.

Application Home

3. The General Prferencespage s dapayed.
4 Do Fornar: Cuange o te desieed formt.
5. Timecone: Change i yous e zon.

6 Clck Appiy

Preferences

S o] [romonin ] (]|

T —

7. Veriy ot the message Cofirmaton. Updated sceessfull. appess o the op of e
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Goal Action Item Measure. Target Score
Description or Range
Meet or exceed Promote new Match or exceed | Maintain or exceed

projected visitor use
levels identified for
camping, cabins,
pavilions, boating,
and day use

facilties as they are
brought on fine

projected revenues

projected use for
3years

Organize and hold
a fishing derby

Establish partnership
with agencies, clubs,
associations, and
promoters

Schedule and
follow through on
a fishing derby

Hold an event each
year for 3 years

Organize and hold
ahaf triathion

Establish partnership
with agencies, clubs,
associations, and
promoters

Schedule and follow
follow through on
atriathion

Hold an event each
year for 3 years
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Expense type Current Proposed Net Effect
© © ©

Wages and benefits $183,052 $336,872 $153,820
Operating suppies/maintence 4,970 88,890 83,920
Utilities 10,425 23,725 13,300
Other costs.

(contractor/professional services) 2,250 9,600 7,350
Overhead 17,200 60,800 43,600
TOTAL EXPENSES $217,807 $519,987 $301,990
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‘The Find an Existing Value Page

Afe navigatng 1o  page or component, the Find an Existng Value page displays. Tis page
alows you to nput searc creria i order 1o acoess a specic employee' daa. i lso
Used o determine the page mode.

Primary Search Field: The pimary search il s th frst field on the Find an Existig Value
page. The EmplD fied i the primary searchfiedfor most records i PeopleSot .8
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For a partnership
State of

County of _ _

Onthe ___dayof 20, before me personally appeared
- ___tome known, and knownto me to be a
memberof ______________(name of partnership), and the
person described in and who executed the foregoing instrument in

the firm name of , and he (or she) duly
acknowledged to me that he (or she) executed the same as and for

the act and deed of said firm of (repeat name
of partnership).

Notary Public
(Seal]
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For a corporation
State of
County of __
Onthe __ dayof .20
-~ ___tome known, who, being by me duly swon, did depose
and say that he (or she) resides at : that he (or she) is

— (title) of (Company), the corporation
described in and which executed the foregoing instrument; that he

(or she) knows the seal of said corporation; that the seal affixed to said
instrument is such corporate seal; that it was so affixed by order of the
(title) of said corporation; and that he (or she) signed his (or her) name
thereto by ke order

before me personally appeared

.
Notary Public
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Walkthrough - Rounding

I this walkihough, you would use the ROUND, ROUNDUP, and
ROUNDOWN functions.

[ T——

1. Openthe Round Exercise.xis fle.

2. IncellC2, enter the following formula: =ROUNDUP(B2,0)
3. IncellC4, enter the formuia: *ROUND(B4,-1)

4 IncellC5, enter the formula: *ROUNDDOWN(B5,0)

s e £ =rounooown(8s,0)

C—— |

5342311780 § 342311800

$(1.295.371.21) $(1296.370.00
S (862,595 52)[S_(862,635 00)
5 1.265.161.07

3.96%

Average # o Dealers registered e

F R ———

olar, whilethe vaiue incell 4 i founded to the neares! whole number
(because of the -1) in the formula. The value in cell C5 Is also rounded.
Gown because of the ROUNDDOWN funcion.

5. Save your work by clicking File > Save As, and then changing the
name of the fle 0 ‘Round Exercise A" and then click the Save.
bution.

6. Close the spreadsheet by cicking File > Close.






ops/images/f0182-01.jpg
Managing
Performance
EVER YN

PART 3:
Evaluate for Performance

Training Guide






ops/images/f0109-01.jpg
Paste Special

O Allusing Source theme

O Al except borders

O Column widths

O Fopmlas and rumber formats
O Velyes and number formats

Operation
@ Nore: O Mukiply
Ongd Oowide
O subtract
[0 skip blanks: [ transpose.

(o]






ops/images/f0029-01.jpg
Tefy Wattins





ops/images/f0006-01.jpg
Vr. Jane Mw;gqn





ops/images/f0130-01.jpg
Tohn Davidson





ops/images/f0058-01.jpg
THIS AGREEMENT, made this day of 20,
between of , First Party (hereinafter
called the Seller), and ___acorporation under the lawis of the
State of _ . with principal place of business in

o (city and state), Second Party (hereinafter called the
Purchaser)

WITNESSETH;
WHEREAS the Seller has this day agreed to sand
WHEREAS the Purchaser is willing to __and
WHEREAS __: NOW, THEREFORE, it is agreed that

. WITNESS the signatures of the parties hereto on the.

date aforesaid

Purchaser

By__
President

[Corporate Seal]
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For an individual

State of
County of
Onthe ___dayof 20 before me came

known to me to be the individual described in and who executed the fore-
going instrument and acknowledged that he (or she) executed the same.

-
Notary Public

(Stamp and Seal]
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Task Due Date Comments

Mieston: eRecrut | &/9 Mark Lester is out for medical leave.
Query Development
Complete

Milestone: eRecruit 813
Technical Process Flow
Complete

Milestone: Coordination | 8/20 Outside focus group members are
of Division Portal links needed.

and URL changes for
eRecruit complete.
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Task Complete Date | Comments
Miestone: Completed | 7/23 No problems.
eRecruit system testing
7123 Report format issues were resolved.
Milestone: Simple 723 No problems.
Steps UAT complete
Milestor 7026 Data sync issue was resolved.

Compensation UAT
complete
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Inserting a HIRE Row

5 Inserting a HIRE Row

HIR HIR (Fire): Used to enter a new ires information into Peoplesoft
HIR ACQ (Acquisiton): Used only when instructed by Corporate.

HIR REH (Rehre): Used when arehired employee is not i the PeogleSoft
Carabaze.

Reminder: If the rehire is skeady i the PeopleSoft database, use the
acion/ressan of REH/REH. For complete instructons, refer t Inserting a Rehire.

Tip: 1F you have made an error or need to change any nformation on » hire row,
always contact your Benefts Adviso for 8 correcton. Th ensures that the hre
Fow s aiways comect.

step A: « From the PeopleSoft home page, use the folloving path to
Navigate to the |~ navigate to the Hre component:

Hire component. | pdminister Workforce - Administer Workforce (GBL)
Use = tire

The dd & New Value page displeys.
+ Clck the Add button.

The Name History page displays.
Step B: Enter | + Enter al requred data on each page ksted below.

theroqured | rview anyda clmans defed by th systam and ek
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4. Body Language
» Bady language is more important than words
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Managing Perormance Everyday

Quiz
Which Rating Error Are They Making?

1,

1. Bob's latest project was great. He did miss on projects in the first half of
the year, but he tumed around nicely. I'm going o rate him exceeded
expectations

‘. Rating effort rather than performance.
b. Recent work focus (Recency Efect)
. Haloor homs effect

2. Stan made some people upsat inthe process, but he did get the job done.
Tm going to rate him exceeded expectations

. Nonewsis good news
b. Halo or homs affect
€. Centraltendency

3. Sarais one of my best friends, even though her performance is fallng. Im
going o rate her mees expeciatons.

. Interpersonal relaions bias.
b, Justlike me or not ke me
. Judging by association

4. There are no superstars in by book
. Centraltendency

b. Judging by associaion
c. Sticiness

5. Janice and | used to work together at another company. We both
understand wha it takes to get ahead in this world.

& Leniency
b, Justike me of not ke me
. Centraltendency
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Evelyn Flo Boyd

12345 Heartsde Diive
Western Branch, GA 31234
404-565-1234

Experionce

2008-Present Lyon's St Photography
Acwortn, Georgia

Offce manager and assistant to business owner
Maintined fis and records, accounts recoivable, and customar database.
Assisted photographer with photo subjects, as well as sale of proofs.

and prins. Handied schedulng of business actvites, al correspondenc,
and travel arrangoments.

1997-2009 Third Coast Video, Inc.
Austin, Texas

Offce assistant
‘Scheduled clients and faciiies for video production and postproduction
facity. Scheduled freslance crews and equipment ental. Artanged
forshipping of equipment and travelfor crews. Also handled invoicing
and correspondance.

Education
1993-1997: BA. English
University o Texas
Austin, Toxas

References furnished upon request.
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MEMORANDUM

To:  Jane Crosby, Sales Manager
From:  Dirk Johnson
Date:  July 11,2012

Subj

Purpose:

Summary:

Discussion:

"Recommendation:

: Oklahoma sales trip

This is an update of my sales trip last week
to Okiahoma City.

1 called on four of our existing Gustomers and three
new potential Gustomers. The existing customers
(ABC, Dowd Electric, Pace Supplies, and Jumbo
‘Construction) all seemed pleased with our service.
The three new customers (Xecel, Jefferson Bingham,
and Winstead) are mainly interested in pricing.

Jeff Brown at Xecel showed me our competitor's
price list. Our prices are about 10% more. Jeff
expressed interest in doing business with us if

our prices were comparable. | believe the same
would be true for Jefferson Bingham and Winstead,

1 suggest we run some type of special sale or
promotion for a specific period of time to get these
guys to give s a try. Once they experience our
level of service, if our prices increase later, they
may not care.
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Revenue type Current Proposed | Nt effect
® © ©
General funds $103,095 364,765 5261670
10% of total incremental revenue 28252 66,572 40,320
Federal funds 0 0 0
Grants 0 0 0
Restricted funds (aw enforcement) 86,300 86,300 0
Other funding sources 250 250 0
TOTAL REVENUES $217,897 $519,887 301,990






ops/images/t0040-01.jpg
Investment Net cash mitial | Pay- [ ROl | IRR NPV
summary strategy | flow Investment | back' | (%) (%) ®
description © ©
Mountain View $239,160 | $4,666,000 20 5.13 3.04 $145,000
Atternative 2
Indian Bay 26,310 579,000 22 454 213 (50,000)
Rabbit Guich 25,300 434,000 17 5.83 4.07 75,000
Juniper Point 16,450 278,000 17 5.92 419 53,000
Knight Hollow 10,825 194,000 18 5.58 an 24,000
Strawberry River (165) 38,000 -230 -0.43 -0.43 (41,000
Above
Strawberry River 125 43,000 344 029 | -11.65 (40,000)
Below
Special events. 2,950 3,000 1 98.33 = =
Marketing - 6,000 o 0.00 0.00 (6,000)
TOTAL $320,955 | $6,241,000 19 — —_— $160,000

Payback s in years.

s Based on & 30-year fife (axcept for special svents and maskelingl.
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Begin project

August 8, 2012

Content research

August 8-17, 2012

Gontent design delivered

August 21, 2012

Design approval from BSP Energy

August 28, 2012

Scriptwriting and revisions

August 28-September 18, 2012

Script approval from BSP Energy

September 25, 2012

Location shoot in either
New Jersey or Los Angeles

October 1-5, 2012

Host shoot in Atlanta

October 8, 2012

Study guide production

October 8-26, 2012

Graphics production

October 8-26, 2012

Post production

November 5-19, 2012

Approval copy review

November 20, 2012

Revisions

November 26-28, 2012

Final master delivered

November 30, 2012
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5509 West 34th Stret

Dalas, TX 75214,
Juy 7, 2014

Michael J. Dutty

Inteligent Computer Systems

3121 Moris Lake Drive, Sute 211

Dallas, TX 75212

Dear M. Duffy,

am writing 10 apply for the position you advertised in the Dallas Morning
News for an e-learing developer. As you'llse in my résum, | have.
the experience to il this postion.

Forthe past five years, | have been devaloping e-learning courses for
three cifferent companies: 18M, ATT, and Cox Enterprises. My experience
has ranged rom instructional design, technical witing, graphics
production, mulimedia production, and learning managemen system
support.

Currenty, | am working as a contractor for Cox Enterprises, where | am
finshing a one-year assignment developing training for Oracle Financials
I have also recently developed documentation and training for PeopleSoft
and for Hyperion Planring. | am currently the lead instructional designer
o the Oracle Financias project that will conclude at the end of July.

Inteligent Computer Systems is famous for your innovaive IT security
systems and networking products. | would be proud to be part of the ICS
team. | hope you wil give me an opportuniy to discuss my quaifcations
and experience. | can be reached at (214) 555-1212 after 6 p.m.

Thank you very much for your consideration for this positon.

Sincerely yours,

7 Watking

ting

Encl: résumé
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AMERICAN MANAGEMENT ASSOCIATION

New York + Alanta + Brussels + Chicago + Mexico City » San Francisco
Shanghai - Tokyo » Toronto = Washington, D. C.





