Notice on Reinforce in Environmental
Remediation of Office Area
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In order to reinforce in environmental remediation office area,

standardize work order, and create good working atmosphere,
relevant requirements are hereby notified as follows. J fu&& 7r/A
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Office areas mentioned in this notice include: all departments
centralized office area, sector independent office, old office areas,
and public areas of various office places. A3 %1 B 3R A XA #:
AWIERAAR. MIIBLHIAE. BHAR. EHAFH
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1. Office area facilities and goods should be kept clean and tidy, free
of dust and stains. 7+ X R XM AR F T ERE, TARL.
2. Responsible departments shall strictly control outsiders and
irrespective of who wander in and out or move around in office area.
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3. It is strictly prohibited any gathering and making loud noises in
office area. FEENAREERE. AFER,

4. Documents, materials and other items on the desk should be placed
neatly. A% BB XM FREW & N EHCEST.

5. Cabinets, file cabinets items should be segregated, neat and orderly.
TRAE. XHEANRNSXER. EFHFT.

6. Wires and network cables laying should be neat, tidy and not
messy. H%&. WE&ABRKEMN DEE. 0. FXKE.

7. Safety helmets, gloves, and flashlights in operating room and
central control room should be placed in grid cabinet, and safety
helmets in centralized office area should be placed in work station or
gridcabinet. /MR E . FEENNLXLWE. F2. FRRAERE
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8. All departments should increase their awareness of safety and
energy conservation, and turn off power and lights after get off work.

Under clear weather and sufficient light, lighting in centralized office

area should be turned off. |7 EEZ LB RFEEIR,
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9. It is forbidden to gather for meals, snacking, or make loud noises
in office area during working hours. T4E bt & 251 E AR B A
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10. Trash cans are placed under workstations or desks, not in aisles.
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11. Centralized office area and independent offices must not have
sundries stacking. % AR R A E AL BAH HWETR.
12. Potted plants should always carry out maintenance. No debris in
the pot and surrounding area should be clean; dead green plants and
flower pots should promptly clean up in time. & #4854 & wt % 3
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1. Heads of departments are primarily responsible for workspace
environment management and employee code of conduct, should
consciously reinforce management and promptly correct improper
behavior. B-MITHTAR P ARFRFEMR TATANLEEN
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2. General Manager's Office comprehensive inspection team will
conduct special inspection of office environment from August 1st -
10th. Inspection results will be reported on company’s website and
included in department’s monthly assessment. %&£ & &RE4H
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