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From “Orientation” by Daniel Orozco 
Those are the offices and these are the cubicles.  That's my cubicle there, and this is your cubicle.  This is your 
phone.  Never answer your phone.  Let the Voicemail System answer it.  This is your Voicemail System 
Manual.  There are no personal phone calls allowed.  We do, however, allow for emergencies.  If you must 
make an emergency phone call, ask your supervisor first.  If you can't find your supervisor, ask Phillip Spiers, 
who sits over there.  He'll check with Clarissa Nicks, who sits over there.  If you make an emergency phone 
call without asking, you may be let go. . . . 

You must pace your work.  What do I mean?  I'm glad you asked that.  We pace our work according to 
the eight-hour work day.  If you have twelve hours of work in your IN box, for example, you must compress 
that work into the eight-hour day.  If you have one hour of work in your IN box, you must expand that work 
to fill the eight-hour day.  That was a good question.  Feel free to ask questions.  Ask too many questions, 
however, and you may be let go. . . . 
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