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Move Out
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AUTOMOBILE WORKSHEET
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Chapter [ :

) < 6. - 1OF mides |
PR 7. i r days) 57 widea
8. el efficiency (m.p.g.) ) 3
9 r month (line 7 divided by line 8) /3

I

EEFORE MOVING Ol 1'

- Cost of automobile %
Sales tax (8.2%)

s License & registration | a5

| Insurance for 6 months %10

- (Total auto expenses | %07 41 ]

v~

Manthly fuel cost (line 9 x line 10) $6.3

| Wit the mame ot vons uraace compuny, the ghon 3. and the comass | 12, Monthly maintenance (line 1 x 01) (E3a
| Xine X5 Tan £ lan Cur H 13. | Cost of one month of auto insurance o

| Xoo o Tan's wore componty Mt i 14, Total auto expenses for one month

| okVrone ¥ - 75,5920 |

| Home Phume B 3921505 !



Chapter 2

X.X.T: she/he needs the basic high school education; know
how to typé fast; office; and the most imporant is:
she/he needs to mwa@mam
M.C: that's what | do!
© X.X.T: Wonderful!

M.C:So.mmmm-lmynudnm
each day? :

X X.T: 8 hours. 8 am. to3 pm.

M.C: How many days a m&n a secretary”

X.X.T: Except weekends, total is 21 days a month.
M.C: Do you have normal holidays for the members?

X.X.T: Yes, we do. American holidays & the Chinese New
Year for two days! That's a special thing for our member!
M.C: Do you give extra Money for a member who has done
a great job?

X.X.T: Yes, we think this will improve the members’
efforts!

M.C: Oh! Thank you a lot! It seems really great for me. 1
really want to try to do it!

Job Documentation

Michelle Cui = M.C.
Mr.Tan =X X.T
M.C: May 1 ask some questions about your company?

X.X.T: Of course, please go ahead.
M.C: What does your company do?
X.X.T: We do the business between China & United States.

M.C: Do you have the other company in China, or
America?

XX.T: Yes, we do.

M.C: Do you have many members in your company in the
United States?

X.X.T: We do have members. but not that much. We are
looking for a secretary.

M.C.: What should a secretary do for your company?
X.X.T: she/he needs to answer the phone ; get mail; clean
or for

office; fix planning; type
the other membery of this company.

M.C: what should a secretary know about?
Lol

X.X.T: Great! How about next Monday, come to our
company building, we will talk about it!

M.C: Sure! Good bye!

X.X.T: see you!

’ ' L8
Emplovment Apphication
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Domicile

WORKSHERT

First/last che posit
Number vf rntaes (include vourvetf)

Your i s1s (dividde Time 15 by bin
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DOMICILE WORKSHEET
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Utilities

Chapter 4

., Cable
.| Onliae service

T THTTIES WORKSHEET

Put 2 ehect in this bov i all your utilities are covered by
Your moathly reat.

@J()E, MOVING OF a

Utilities deposit and turn-on fees 30
Phone instatintion and deposit 1437
Your costs (add 20 and 21 and divide by live 16) | 4]/

3. Gaslelectricity 350
_Garbage

et 0 e AFT

Watec/sewage Lecladed i Ao P
c4ay

Phone - basic

. Phoae - addifional services %5 o0 mopobiy
7

Phose - long distance %9%

- Total (add Fines 23 through 30) 4% %7
- Your cost (divide line 31 by line 4, g

16)




Essentials
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