TO:  FINANCIAL SECTION PARALEGALS
FROM:  MARY COOK
1/24/2001

RE:  PROCESSES AND TRAINING

As mentioned in our prior meeting Mark has asked that I work with you in implementing processes, training, and evaluations that will assist us in our work.  Further, please feel free to discuss with me any issues, ideas, or questions you may have in respect of your desk and the group.

Please provide to me by February 2 the following in writing:

1.  A short synopsis of your desk duties, generally and any specific facets of the group's work for which you are particularly responsible.

2.  Describe for me how the "rotation" and any other "process" functions you may have developed within the group are handled or currently implemented.

3.  List any ideas you have been considering for the group that you think will help efficiencies/workload/job performance.  For example, we have previously discussed a check out system for the blue files, forms, scheduling.

4.  Advise me of who your assistant is and how you utilize the assistant assigned to you; whether you do or not, whether when you try, the work does or does not get done, etc.

5.  List the areas in which you think training is appropriate.  

I plan to commence a bi-monthly "working" lunch meeting where we will discuss issues, coordinate the implementation of ideas, and train together.  After your comments are received, you will be notified of the first lunch.
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