
& Keeping our systems safe 

We1 do what� C.rl to&� 111&1 W'"1'$1&T&8/e�bu!we1-...ed)<lu'h!;). 

We\\91t)t(l�l;n;\f\llh:1.n)cn8<.m3fthwl �u CQ'l ,lC;OOIISOS gqji;rn$i( ilnd� 
-yc,.1 ll nood 10 Cit«$ ii� Nt Pl1'$0t"8.I 10 you, to aOOOEG W �""' Olld V.e,.p
It\,?, I.ft� IOOkE,;:l .-.h3l'! )'OIJ're r« U:lf'Q i'l€<Yl, 'iEEt yo.x f)�I � you 'fWWd 'JO,.l'o.KI 
txml: PN IN.al;-�ilM dcn'tGhflil a,xt�9il...+JEn1::1101118:I,

lfy«tt;%1l8Q.a YlUII� tN1 lhr;1e\OOIJ'l,1t«U'(V�. 1:11 \IOV � Q1 a,c:por1dil!k
koiQw V$11)\'il/ �ti 

&,Accessing our systems 

So thd,_'red:ibiu h,c,p lhccog,nmolcrl�hlJI yoliie:-r(b extrnpb. f )'OU'"'cn 
h(Me:y ¢febtie01 rem wr.rk: die t<>dct,.009>31 we � nood 10 � ,p.. wcrke111st 
0000-Jrt/Jf�ll'I. 

A't'IOl.l�l �r'l'llq reix htlll\el. �� it,11"l«l1:)(f' lh:it 1J'&j hM Ill& 8'!tl'e le9).I hl� 
8S �y � brn (If «ml'� Th;(i v.h't' If'& hlpcrta/11 IO� 11181 €1100' 
«rm�t1e�1q,,ai.e.,i:,�CMa'dk'COld«tJtarrdOOl'l'f'l'lll!ta1kr'a!Yi009. 

&,Personal use of systems 

lfSlrelOU118«-6)Qetn5foi�...s9r�U'W:llil'l;�d)'()IJrv.riroho.lr.
mbng� 
.. p:m,ne' Cff'l'b-. tbdb:I �• h lhe 1111bpcll t-eocb: 

\13110:......ll((fo�e .J.lh "JWIIM'.rk"¢0AYl'llfl�$! 
U$& � 00 (lll"ifMI: cl'ld 

• U$oll nut QCt'll�Yilj,.¢11rPOiaeG, )WI �COITltOOI t\ildlho �
�Gl.li::lo
��v.lth�OOfflregjo1tk:ns...-,d�d,Ja;oi�.....-t\o.rcC11'P9J¥d€!1t\8ild 
�p,Ji::iee 

w you l:<e&di Ui3 ,:,Oley. we mav need 1c> moot "'111'1 VW unoor <u dtlOl)fl'""f pol¢'/ M'l.::h 
ml\' $WI' n )('l" Otrn$$e11,

£nterusirwnenl s�!ll:etn 

SOCIAL MEDIA: SAWY 

\\\, �"Y,()�I tlold I() b.id � �I WI:! CM� f)fM<J. /1,s 811 «hi,& b<tw-(1, (IOcial 
meehlffl 1.a>ffitlutllil»Jtal lh�fab�fwe N.\'lil �ofi.f-&,�•�sllb1 it BIii, It's 
iml)O!tMI rsuee<Hl'IU'I& i\'111""9(.U'KI lh:t�whywe've«•t W.&:ll'l'le 1oadf:li!1)S r.o hel)ytu 
un:leti,lcn:I ho,,y lo we oocicl rrcdfl pocititdyl'.tilst 0\100� <bni,ve b«.r 1q:ullllbi � 
tl)o(,,,.OOl\f'l:¢t;;,:l,Oue,. 

Wel<roWU�M!l.Cfleci60Cilimeicta 
p�oi.ll'aeondl!'UIC:�� 
1<>(11ol!Jw.Y1•1nd��"',� 
TN!U¥, U'lh!<lh. G� 81\Clb� 

If you 1-.-.COll)' 

¢f.J"l$!11iCfhe food::>ook: tor 
us_w�'d!O'..e IOlv.a'ilbut 
we'dht,:,hcc,'ilhom 
y).llr.l)el"&M itet-001 ae 
part ¢1 s ,..ide au:teooo on 
�mc:d4'1. 

Wh!r'I I.ting fv.f'll, 
pl� ero&u1e d-.;,t 
�00\\e.o·f)!'OOI 
q:>iftOl'lflOO -01.I bOOal 
o-Qlle,odate � 
CO(M'let'O 'Min Qr 

IOgC>3, 810g""8 (JI <Me( 
·-·

F!Drn;rnbor; "'f,NI )00 
ll(J)l,;h mq'\ te QIIQld)\) 
II) 1COO bt· lt'ff'lf (Bild
ll'O'O riw,lt» ;ulicit,co
)9.1 lrurlde�:,w rno:it-,\
f)Ot(M11ti'lgtltllle.
Of c:oJtj f:q p,:;ncciwd
1.0 b&-drn�10W
�n«OQllti¢'1$-,.flh
YCllrCwmir'5M:inlllll. �
�<ii� (T" 
}'OOr � «,fltJ;\,.."1, 

OOr� bP'WC03'00J0¢ 
a'lCI neEd3 to� htn:1183 wTb o.,a 
-'GOl)O.l bo;d,!�pdb(,il1n:iy 
ancvit to� m.«r<IJct 
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OUR REPUTATION: 
WAX, POLISH AND SHINE 

Hi;<,;\ wh;,·,; 'Pl o:&" h� 
\�tHl-khQl)?8w'U'«ll $fl WldJlng 
yo.t(lll)pt\yJl'81(ple,681J,ff'llb,��I.I 
o:ntnue to m81<8 o.r � &n�. 
To�us.d'�thl3,�&<'.Y+'ld.l 
ttr,Ui'lg �kh ll'll)' � OJI buEt\008 
""'"''""'" 
\\t!E,it you � a p� comectbn 
,,,tt;. e �:le, o' 0.1$\:111*, � "9'1')WI 
m\1l"lt'IOVmcw.1te�wewr.n1 (o 
8'ISl.n thltwe(IJ) tMi �ttf"Wlg�rt;I a-<>ld 
Q)'lti'13dH:€tEIS1b?l"oreN!yirf&&. 
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Wli€(,;,)'O.l'lle"'°"b"Q�,1o?lw 
Pf,)'1\1)8,.cr)O.J're-et�a(IO()t)j 
a<em('M'ehrdlt�O'C41�01;,,akt(J 
w.,n)Ct'IO.Yb€41.i(et-M<•at"""OI 
&.¥ � WOl'k do�). y�rl'l..a et!Wie 
ffl'f(Xlfbelltt.lb.. i&&:m!iltil'Qwe CM 
� � d. ll\�.._ •'°' yw �bn'T
bet\M i'\ a Yb/ 1hal dcE8 ror OOUI.IJ t>i'rl 
r.ufepua:!alcr�orCU"lll'Je� 
Y41h (U' Ei/l!j:�. OJSl{-r.,($ Of �pier$. 
-U-U� Ylhy, ilyo., b,:tia»:u' d�'l It .;..th 
r.u'IEt.lMor!tiSpo60,: wemiiyMJl'f'U" 
� UQo«I$ nieoordu::l 

£nterusirwnenl sy!ll:etn 

GIFTS: WHO DOESN'T 
LOVE RECEIVING THEM? 

$,;)ri;;,!i-"n,,eeus(Qtil�W�� 
8g:t'Y.iee«e.y1:>&ecrn�wthyw 
m:l ir.& aeNce y::-cttc p,o,,Ung. 111£11 ll'll'f 
.-ell( t> �' yo.i � oft Ct hoo,.;Wty t<>
ttleilk,p.,J. W& Ni<V181'6�-we 
jtS ooed10�eu,e11\!f� g:nawici 
�1)'8.e 8C)f:r'tP'ltt.€ IO�,

Th.t{t� oot .1.....,a iifl��Eod In ft1r1ty 
p..p«, ootohEot,)1)1.lepoi ll'lem, � 
�i:,dwr,e�n;,s, 

ltt�, rll)orwrtkyw f)f8f1Jc,,e ct1
y<:M �doeen't: 

g"Gor-;i� ;igili or hcgp�y 
in <:omeel5cn ._..,,lliliili"' yoor �m@rli that 1$ il<ely to be 
W0M £!00 0'mmrwlh01.11 fat 
hEJ,.,hQ oowroo h <:� oi e 
SEinJCt �,;r. 

W,o u (ll)0;f'I a gtl Ill" hcc.pillllty h 
o:nnllilCdOO v.ith us a-yo.II ,;m;:b,,wnt 
� rw mow ()( $1A()8Ct it 18 otliffld 
a bai-g gi<,<;in in tvllm .Jc:, c,o:nll'IQl'Q;IJ 

....... , .. 

�O'�agt'lorl�ty� 
oegow.10rei'l¢oonoooonwtttua 
Cl)'0.11 � toiflll.a'lCe 100 
OJlc('.l(N;ofll��OM: 

• � � 1€$$ i...A),.((11lty' tley 1'$,e 
dooi'Y.<I agl'!-0r �ty tt«n �u 

II )QI O' 8 ool�a.:1 � � IJfl.( ot fT
l"o;p-t.;lty tl\iC cbeen'I "lit .._n, w--�in.is 
(Of)\).llitAlr,«(!ldoowl'O, � ne€d b l;I. 

'l'Qtrl'l'l!lf'l80'J'kn::,,,r;!�QoolA\$, 
�I.IINSJ"ll � NQi\or�\1.tty 
� If )OU cb. you 11'11)' bl-� lo <e'IJ.lm t. 
¥inf)11RmYSrcd.yi� tom.. 
eo"W9 tr(IJ troo.t � � dfl1:1 pclb, 
asgossmltoo'ldlx:t.An(�gils 
m..ct bo l:ispd by yet¥ 111.-gcir orto llw
G(IITCHI"-¥ ��1$1", 



HOLIDAYS: REFUEL AND 
RECHARGE THE BATTERIES 
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Mks11""' CWl...0 

MAINTENANCE 

,&Problem solving: Things you'll 
want to know about fonnal meetings 

���be�hf,e,ood 
.MW&rrtlffN)odtoW)QJ111'00!tlh 
�Abl;cnoca, Ori.ilgP�,or 

�-"""'-"""'""' 
bTl'IQI � � qn;1 QPl)(IM n 
osim\N W1tf. Woth:l.qt l Yl'0Uldbo � 
10o;!plll9hlmhli ;M�i,QOm'l'O"I 
1n<fllu:dcy, 

'i\hl:le""" dtdxuo�• hftlpdq, 
w;'toootrabnnglo,11'1hb!Mll"CIU!i'g. 

IIWi'ng )'«.110• � 
Wo1 � �ile io)O,I bmn: o «a:Crtl 
o:tf)Gl'ng lli'IIII lho ln:4f"tl kl dxM.f cn:f 
gi,e fOU twov.«m!J rJa/f/ nr:M:»d tl1l.t 
meo!ilg� � 
lhert.1111-....a hob:bcty�)QI 
niftt:--to��-,,.,.� 
e.j:t°in N� w.a::,re<J, ltetroeW(J. 

ComponiCll'II 

'lb.l¢if'lbjrg�a�ootoa 
b'IMlnwd'll) ll'eCClll'flMO'lff8/ 
beeihcf a cd� a tm:b uiion 
� Thllfe ft&/00 � 
\ld'llmwe ti ycu 1:1 O'l:Xltle s dikma 
OO!llptWlion ii we lhnk !mt )'OJI d'lG!IM 
«ttlP«)b'IIM'I�� YCU'lp1(:t)OO� 
l'fJ,J M'J(KKCOl'l'f)Mbn kr'tllppon. 
Thal�inc.dtluq,fucyciin't� 
(11.18iJticF18 a'I yo.rb#lltf 8l 1h& �. 
Th(,/f Ofooinebeabbtok!Mwth)O.t 

°"""'"° 
'wwl00nttli$dh#q\liimwr,'EJ'I 
dcfr-i�poMl,ij,of M)'�me:d:! 
Ill a � o � or� 

........ 

'lbt,.cb:i:bfiotyou�wtlo 
docidorl na! vio lrd<o � a� 
flldW't todaoM 1heilaJl!88gfffla 
tt-cptOGMS-\<eueiod. Wo1 'ftm� loyoo 
¥ting)'CIUIOmt.lGC lodo:dx,i,iyo.r� 
R!IOt,frq 1M � meeoig � IN.'/ 
C001i1n ll�Q\lh!J� Cl"�!I 
a ei.b:lil!llcodlbetitootcar,c,. W,w.l 
W-oonyou hv.tti"$ ¢1'et.f'tl'!��ae 
BOOOtul�wurf\''Ml!i'I�� 
cdlho.llf=pcdmceli-Q. �r»d:le­
""'·c,;,qtil lti;,10YJ!lnp;n,onor<NO 
11-e&�. llWe'MlbeOOlttliet� 
"""""· 
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