Worksheet Four: The Manager’s Desk

	Item on Your Desk
	Appropriate D

	Pile of junk mail
	

	Memo outlining new vacation policies
	

	Note to get John’s project information from last year and send to your manager
	

	Accounting department’s new policy book (needs to be read so that you are up to date, although it will not directly affect your department)
	

	Note to deliver documents to Sharon down the hall
	


