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This Is being sentte all Supervisors in the division — '
Please forward what you feel is needed to your agents.

Juét a cbuple of items we need to taik about.....
1} We are apprbximaitely 216 days frem cur 2006 inspection. (JULY 17 - 28, 2008)

| will be assisting the Chicago Inspection as thd___JAuditor from January 23 - February 14 {to help out of course, bt to
also see what the inspectors will be leoldng for during the series of 2006 inspections)

PM depariure, | will be sending each Supervisor a section of the |Exce| Spreadsheet._This spreadsheetls

a internal audit which we have been maintaining for the past 18 months.] Each Supervisor wil) receive- the.secllon

coorisponding to the Supervisors Squad: | WoTld ask that-each superVisor review the sheet and have the. appropnale
Kents fix thi yellow box rtems {you'll undersfand when youl get the spreadsheet) A

o b7E
We would like to have aii of these corrections completed by February 14th. Superwsors ple sure that the agents

take care of these items. Some tems have been pointed out to the agents in the past by th staff with negative
resulls .

if somelhlng has been dcne but appears on the chart as not dene, please contact thel:]and have the situation
rectified.

| anticipate learning & Jot during the Ch|cagc Inspection and returning to SF with @ wealth of information to share. We
would like to have all the corrections done ASAP so we can move forward with Inspcect:on Preparation upon my retl.lrn

2) If anyone on your squad has obtalned| '
IT 18 EXTREMELY IMPORTANT NOT TO HAVE ANY GAPSIN THE DATES OF YOUR REQUESTS.... PLEASE SET

TICKLERS TC REMIND YOURSELF AND YOUR AGENTS WHEN| _ NEED TC BE RENEWED OR
ENDED.

AT THE END OF THE T MUST HAVE AN EC JN THE FILE STATING THAT
IS OVER. WE MUST HAVE AN ENDING EC FO IN THE
E FOR EVERYI
If we have a situation where your agent did not document the end, please
have them write an EC now, stating as ovar {give the approximate date) (if you

have any questions, call me please)

3) Some agents are using the wmng address when sending EC's ta[ : : | (try to-use the ponies, b
- attempts to stay on top of the changes) - B Hrc
b7E
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