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Austraian Gifts




	Incoming mail

Work sheet

      


	Name
	

	Department
	

	Extension No
	

	Date Worksheet Completed
	


Instructions

· Read the instructions given in the yellow column.  Ask the person organising your induction training assistance if required.

· You may need to refer to the Policies and Procedures Guide, job descriptions, the organisation chart and appropriate information on the Swaggies’ intranet.

· Use the right column to key in your answers.

· Print two copies:  one copy for your manager, one copy for your journal
· Give your manager your completed worksheet.

You should record in the comments field any specific action you would perform in sorting or dispatching this item of mail (particularly where the contents may be confidential).

	Mail item
	Person or department I would forward this to:
	Comment

	Job application addressed to the HR manager
	
	

	Invoice from stationery supplier
	
	

	Receipt from Mimosa Arts for artwork purchased last month
	
	

	Statement of account from East Coast Book Distributors
	
	

	Newsletter from WorkCover NSW
	
	

	Return to Work Plan for Joe Roberts (injured warehouse employee) from Comcare
	
	

	Postcard from John Little who is on vacation.
	
	

	Thank you letter from Carla White (in Adminstration) for the flowers she received from Swaggies during her recent hospital stay.
	
	

	Information regarding an increase in membership premiums from Healthy Members Private Health Fund.
	
	

	Retail trade journal
	
	

	Invitation to attend the opening of a new indigenous art gallery in Sydney.
	
	

	Revised price list from current stationery supplier
	
	

	Request for information regarding Khaled’s pay for the relating to child support payments.
	
	

	Brochure that includes information on discounted computer software packages
	
	

	Bolt sent from the manufacturer of the shelving system used in the warehouse to replace one that was broken last week
	
	

	Letter asking about the opportunity to undertake work placement for a student completing a logistics course
	
	

	A flyer advertising discounted safety equipment.
	
	

	Letter to Steve Parsons marked “Personal”
	
	

	Invitation to next month’s Chamber of Commerce meeting in Byron Bay.
	
	


Swaggies Pty Ltd is a simulated company used for training purposes only

