Summary of Manuals

| i :Important

NO. Title e ReRRRinEle D | shelf nio:
Purchased| Copy charge
(@  |Standard drafting procedure - 14|Administration Dept. | A3—
"® Employee manual . = 30 naistration Dept. Ag-é_
| 3 |Guide on filing | 24faaministation est. | A3-4
. 4 ga_ndard procedure of business documents o 15 nmm;r—n;nn Dn;:- m
5  |Contract samples (for trdmmg) - | aladminiswation Dept. | Ad-2
6 Examples UfIﬂdllClOUS clduners the1r mentalrl; dnd h;)w to wrr;ssponcl to lhem = 20 Administration Dept. A5-6
. 7 _ Stanci:;d_ usage of rubber stamps 7777777 - A 12|Administration Dept. 874;1
_-8 My number correspondence manual for SME - o B 3 e t.\J;;;s_l;aumEpl. Eﬁﬂl_
i E) - Stand-ar-d manner text - - pi 28 ;dminisl\‘aliun Dept. | A2-6
"”17077 E\mnlinf - o - 10]Administration Dept. AE-Z
11 |PM startup manual - 25 FM De];t o Ad-6
12 i gl;)gﬁn]gc‘ﬁi fﬂcfllty contract form and practlcal negotlatlon manual for SC store i ! - 4|PM Dept. ;7%
713 7 Cum;w el ot :1] I‘I']dn\.ldl on SC ledb]ng :trdtegy 1 . 5 PM Dept. A.i"-9
]? Tennnt mamg;ment n:gnual regardmg shoppmg centers and eaample; B . = 8 PM Iz)ent.i AI;S
15 L.msmg management pract]ce materials for rental oﬁu:e / retail building = W 7]7 77]71 PM Dept. Al-2
16 Tenant ‘management of rental bm]n;g_s admmlstratlon _/_e_xample collection = 12|PM Dept. Al-6
1'-?- . Tenant Leusmg ])ractlce manual for rental bulldlngs - R | 1_3 Pﬁ_Dept_ - PET
18 Cnmpensdtmn for removu] fee praLtlLe dOLUmEth for Real Estate ) 1 i 6|PM Dept. Al_—I()
19 |Real estate estimation practice of “rent revision” dc;,umien; :oigalon . 1 6|PM Dept. B1-3
20 Opermon ‘management manual dnci example w]]emun B ] g 78 PM Bepr .‘;\17—74
-21 Condominium mdnagemen-‘; and repair 2018 3 - PM Dept 8717-9
- 22- . Féeal-gsgnfé-leas-}:llg ‘Lroul-)l_e-QécA N . 7 ~|PM Dept. Bi-1
23 |Business of "notil‘ying" in the Real-estate rental industry . i 20 B PM I-)ept. o Al_*l
ﬁ4 Leasing management manual of bmldmgs N - = 40|PM Dept. AB-5
25_’ h:::llz‘s[fl;:rea‘izéigt reduction requests from tenants and data :ollemun of rent 1 ) }2 PM Dept. | A_I—S
26 |Real estate finance business termmology ] B L. 36 PM D_ep_L._ Ai*tl
97 5{8;]5}:5111(;]?;1;th of real-estate - Manual on negotiations of evacuation for the sake I 1 B 76 PMP%’DL? ) Al;l?
28 “Real estate utilization” busmu.ss model plan 1 16|/PM Dept. B1-10
i -25-3_ Su_bleasmg pra(__tlce-s sningon_.lnetngcl_;_and_oaer -trc»uble:: - = 10 PM Dept. Bf-ll
@)  |Internal manual b 15]|Engineering Dept{ A3-3
31 BM startup manual FoH ’ R, B = ___23 Engmeermg__D_er:t ) ;—\?5_
] 3; gn__siﬁmanual R = 16 Eng[neering Dept] A3-6
33 6- chome BUIldlng opemuon manu(ll ) A 26 anmeenng Dept A_tl—.5
34 Cdll center manual o 20|Engineering Be;n AE—&
. 35__ \Aanual on r_ev1ew1né bu-lld_lngt;o_lug__ = S = 20|Engineering Dept A5‘3
36_ How to view completed drawlng - B o = 1_9 Engineeriné-lj-ept ;’\_5-*2-
a7 Emergency response manual for duin.y manager R 3 i - _E-néin_e_e-'nng Dept - EH*_Z_
38 ] Equuﬁent trouble Q & A . = 11 Engineering Dep-t B_1—5
3{; Mialmn macllnn;])"illilng i gettmg in and ouiti - B = ﬁb Engineering Dept 34—6
40 Standard manual on estimation . - - 777776 ErEr;e:nnrg,:Bept ﬁ:rli
41 ) List (?quotatmn of unit pl_'l_':eg - 5 30 énéineél-ingbégt Aiﬁi-Si
_;2_ }S_amc_s-t;s-h_li;s_z[nd_f;uotutlon - = 10|Engineering Dept| B4-2
R 43_ About ofhce relocatlon % estahhshment B N D 2_0 En;ne_en_ng:_D;t AE*S_
44 Oﬁne relondtmn manual B = 20 Enginé;ng Dept } A?‘l_
;i{ Hospltal c]ennlng rndnud@tich;d?é@éng 7w17th DVD) ; - - = 13 Engineeringa.;nt . E?;g
46 |Hotel housekeeping manual (attached documents, \EILDVD) - E 15|Engineering Dept| gi;;f
47  |Construction related manual (insurance manual) 5 15|Engineering Dept| ~ AB-1
48  [Shin—ei’s business = 15|Sales Dept. B A2-1
49 |Collection of proposals to customers | oolsales Dept. | A2
50 Security operations manual = 10|Security Dept B4-4
5_1__- Basic drill order . - a = 22 S_Lc;'u_y Dept. AE*B
52 |Disaster / terr‘ongm countermea:,ure mdnual o . = 20 Security Dept. AB-5
i 53 Regeptmn operrl;nnb_ﬁdnual o u i 10 Seéu}lgy Dept. QTE -
54 |Receptionists manner manual - ] | 10[Security Dept. | A4-3
(Att.) 1. Storage location, cloud = Sharing = “Manual List”.

2. There are three very importand manuals marked with a O, read them carefully and comprehend them.

Translation: Administration Dept.,
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