
To: All Staff Administrative Memo Ate 

STAFFING: ៈ - Bou Saroeun is now working in the editorial department full-time. Sopheap is now working as the receptionist. | 

areas. In this regard, please take note of the following. Some are old, some are new, some are trivial 
and badly written, but should have a sound explanation behind them. 

DESKS: Each journalist now has his/her own desk. You can do as you like with your own desk. 
Others should please respect these areas as private spaces. | . 

are two pens hanging near the phones for use while you are there. Please keep all these things by the 
_ Phone when you leave. 

newspapers, dictionaries and other reference materials, If you need to take any of these materials to 
another location, please replace them when you are finished. There is a box on top of the filing cabinets labeled READ FILE. If you receive a document you 
think of interest to others, deposit it in that box. Sopheap will file it in the Read File. 

FILING: When you are finiished with documents, they should be filed appropriately. If you 
are not sure how to file them, Place them in the box marked FILE on top of the filing cabinets. With 
reference to filing, please consult with Michael on how the System works. It is to the advantage of all 
if time is spent to ensure Proper filing for future access to documentation. 

TRANSLATION: If you have documents to be translated, please give them to Chanrith or 
Chavirak. If they are not around, please leave them in the box on the filing cabinet marked 
TRANSLATE, with a note which says when you need the translation finished. Chanrith and 
Chavirak must check this box regularly, and be sure to complete the translation by the time requested, 
or notify the journalist about when it can be completed. 

COMPUTERS: When you are finished using a computer, Please turn it off. This is very



be turned off first; then the UPS; and finally, the stabilizers. Please ask Kathleen to show you how to 
do this. 

If you have any technical problems on the computer, please inform Kathleen or Peter. What 
may seem a small proble to you could be the sign of a larger network, or virus problem which needs to 
be checked. 

Please keep food, drinks and cigarettes away from the computer tables and equipment. An 
accident — particularly with liquid could be disasterous. There are small tables next to each computer 
which you can use for glasses and ashtrays. 

POWER: If you are in the office and the power goes off, you will hear a beeping sound coming 
from the UPS. You should immediately save your work and shut down your computer. When all 

are all correct, your word document will print from the paper tray on Auto Select. If any of this is not 

carefully replacing the cartridge. Failure to do so may jam and/or scratch and /or damage the printer. 

Used Paper to be discarded should either be thrown away in a trash bin; or, if the Paper can be 
used for scrap, place it in the box in front of the Paper shelves. Fax paper is kept under the fax machine. Be sure to put in the correct way, or it will not print. 

COMMUNICATIONS: 

There is a fax on the 426568 line on the editorial floor, and one on the 428309 line on the ground 
floor. The fax on the ground floor is for receiving only. If you answer the phone on one floor for a fax 

only. As this is filtered through one connection, you must do so through Kathleen. To prepare an email,



will send it as soon as possible. If it is urgent, please be sure to mark it urgent, or else there may be a delay up to one day, depending on my schedule. 
Personal emails: I have recently gotten a quotation for individual email numbers at $10 per 

SUPPLIES: Office supplies are kept in the cabinet next to the printers. Please use them reasonably. If we are missing something that you need, please inform Narith or Nara. 

SECURITY: 

Advertisers: to James Shelton 
Subscribers: to Narith 
Book and PPP Volumes Inquiries: to Sopheap 
Researcher and others who want to read backissues use the set of volumes near the door, either there, or at the big table. An Index is available and is kept on the shelf with resource materials. Printing /Layout Inquiries: to Kathleen 
Individuals with appointments or inquiries should be directed to the appropriate person. Miscellaneous inquiries should be directed to Kathleen or Michael 

someone will be there; or ring the bell once to get the attention of someone who is in the office; or call Michael or Kathleen on their mobiles. 
Please remember that the office is also the residence of Michael who occupies the top floor. Nobody is allowed on the upper floor without his permission. 

I greatly appreciate your cooperation on these matters in an attempt to keep the office running as efficiently as possible. If you have questions, suggestions, comments or concerns, or disagree with any of these or other administrative issues, please let me know. 

... Kathleen


