Information Sheets – correction exercise

Welcome to EduTek
We hope you could enjoy working with us. We know it can take a while to used to a new work place so here are few note to help familiarise you with our building.
Hour
The building is opened from 8am and 9pm. If you need access at other time you may contact our staff Edward at 9876 2341.
Eat and drunk
Our company have provide a microwave oven and fridge to you. Those are locate in the kitchen on 3/F. You may storage food and drink for lunch in the fridge. Please request Mandy for a plastic storage container which you must mark clearly with your name.
Smoking
You MUST NOT smoke anywhere in the building. However there have a 'smoker corner' in the garden behind the building.
Equipments
Your cubicle have a desktop work station desk and drawer. The main office have a printer and copier near the door. Please kindly request to Michael for your copier PIN.
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Welcome to EduTek
We hope you will enjoy working with us. We know it can take a while to get used to a new work place, so here are a few notes to help familiarise you with the building.
Hours
The building is open from 8 a.m. to 9 p.m. If you need access at other times, you can contact the caretaker, Edward, on 9876 2341.
Eating and drinking
There is a microwave oven and fridge in the kitchen on the third floor. You can store food and drink for lunch in the fridge. Please ask Mandy for a plastic storage container, which you must mark clearly with your name.
Smoking
Smoking is prohibited in all parts of / Smoking is not allowed anywhere in the building. However there is a smokers’ corner in the garden behind the building.
Equipment
Your cubicle is equipped with a desktop work station, desk and drawers. There’s a printer and copier near the door in the main office. Please ask Michael for your copier PIN.
