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CHECKLIST

BEFORE YOU LEAVE
FOR THE HOLIDAYS:

SHUT DOWN YOUR
COMPUTER

OR USE THE LOWEST
POWER-SETTING

TURN OFF YOUR MONITORCS)

UNPLUG PERSONAL
PRINTERS OR SHREDDERS

UNPLUG CELL PHONE OR
IPAD CHARGERS

UNPLUG KETTLES AND
COFFEE MAKERS

CHECK THE BREAK ROOM
AND KITCHEN T0O

LOWER BLINDS TO RETAIN
BUILDING HEAT

ENSURE THAT ALL LIGHTS
ARE TURNED OFF
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