
EVERYDAY IN THE LIFE 

WI-IEN I CI-IAT TO A COLLEAGUE ... 

Am I discussing something sensitive? 

Is this a conversation we should be having in private? 

WI-IEN I I-IAVE A VISITOR ... 

Is the Front Desk expecting them? 

Have I left myself time to escort them round the building? 

Have I ensured they're wearing their security pass? 
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