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BUSINESS SERVICES 
 

 BUSINESS REPORTING   

Proposals, statistical analyses, spreadsheets, after-action summaries 

 

 BUSINESS PRESENTATIONS   

Excel, Word, Power Point  

 

  CORRESPONDENCE     

Letters, Memos, Minutes, Agendas, etc.  

  

 COPYING   

Collating, Stapling, Distribution, black and white and color 

 

 COURIER SERVICES  

 

 FAXING   

In-and-out, approval routing 

 

  MAILINGS    

Merging, Folding, Collating, Stuffing, Stamping, Metering 

 

  NOTARY PUBLIC ON STAFF   

 

 SCANNING SERVICES   

Archive Processing 


