TEST NAME "PRACTICE TYPING TEST"

When taking the test, type one space between words. Type two spaces
after the period ending a sentence.

[---START TYPING HERE

I

I

v

As you know, our organi zation has made a commtnent to
continual training of all personnel in an effort to maintain
our conpetitive advantage. W have maintai ned our edge
agai nst the increasing nunbers of conpetitors by staying
ahead technologically. This has contributed greatly to our
success in the |ast decade. Keeping up with technol ogy al so
means that on the job training is vital to a successful
conpany. Training nust becone an integral part of every
enpl oyee’s job requirenent. W have nade the effort to
ensure that all managers understand the inportance of
upgradi ng their enployees’ skills. Gven this, we are

pl anning to add new nethods to ensure the flexibility of
conpany training. To date, all of our training has been
done through classroominstruction or outside training

sem nars. Because this has worked well for us, we wll
continue to use these nethods but increase their

avai lability. W wll be adding new staff in many of our
plants, as well as second and third shift positions.
Because of this expansion, we are currently exploring
several new avenues to ensure flexibility with our new

trai ning nmethods. People who have visited the training
center recently nmay have noticed two new roons featuring

vi deo equi pnrent as well as several new conputers. These
training facilities were put in place to all ow enpl oyees
easy access to conputer training tapes. Qur video training
is currently limted to conputers skills, but we are
experinmenting with nore extensive video training tapes. |If
this pilot program proves successful, video training my be
expanded to cover a nunber of other skills used within the
conpany. Conputer-based instruction is another nethod we
are exploring. W have installed progranmer training
nodul es on sonme of our networks. These will allow enpl oyees
to train on their own conputers w thout having to schedul e
time wwth the training departnent. Again, we are
experinmenting with training froma nunber of different
vendors. Your feedback on all of these efforts or your
suggestions for additional training resources are nost
appr eci at ed.
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As a conpany, we constantly strive to inprove our products,
as well as our customer satisfaction. |In that spirit, we
are looking to inplement one of two possible plans to ensure
that these objectives are being net. One planis to forma
conpany review commttee consisting of production managers,
production-line workers, inspectors, and a consultant in
quality control. This council would brainstormways to
increase the quality of production and inspection nethods.
The comm ttee could al so make suggestions on the steps
necessary to achieve the desired results through new

trai ning nmethods and the purchase of additional equipnent.

A possible tinmeline would begin with the comm ttee convening
early in Septenber to draft ideas for inprovenents. At that
time, they could also designate teans to investigate

di fferent nethods for acconplishing the plans. The
commttee could neet again in Cctober to report back on
their findings and deci de upon new procedures for our

manuf acturing and inspection. Their recommended changes
could be inplenented in Novenber. Once the changes are
made, a future neeting could be scheduled to determ ne

whet her or not the changes are effective. At that tine, we
m ght want to establish the commttee as part of our
conpany. They could neet every nonth or so to ensure that
we are maintaining the highest standards in the quality of
our products and the satisfaction of our custoners. |If
necessary, we could maintain the consultant or hire a full-
time quality-control person to see that the recommendati ons
of the commttee are inplenented pronptly and effectively.
An alternative plan calls for a select conmttee of
executives to survey nmethods of quality control used at
conpanies nost simlar to our own. Such conpanies could

i ncl ude A ax Manufacturing, the Leviathan Corporation and

A ynpus Industries. Under this plan, the executive
commttee could conmpile a list of nethods used by our rivals
to achieve high quality. After all of the data are
conpi l ed, the executive conmmttee would determ ne which

met hods woul d best be adopted to maintain top-notch quality



in our products. Once the new techni ques are determ ned,

t he executives could purchase any necessary equipnment. In
addition, they may al so deci de upon additional training for
managers, workers and inspectors in order to put the new
met hods into effect. By presenting enployees with a

conpl eted plan, rather than asking for suggestions and
recommendati ons, we can save needed tine and the cost of
hiring an outside consultant. Under this plan, the
executive commttee could neet with managers and inspectors
weekly to see that the new nethods are being properly

i npl emented and that the quality of our products is
inmproving. Once the initial recommendations are

i npl enented, it mght be wise to begin rotating the
menbership of this commttee so all executives could becone
involved in the drive for higher quality. Rotating the
menber shi p woul d al so all ow executives to bring their
speci al expertise to the problem and offer sonme fresh

i nsights and suggestions. Please consider the two possible
pl ans and bring your thoughts to our staff neeting next
week.
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Beginning this year, existing |IRA balances, including noney
that originally came froma 401(k) or profit-sharing plan,
can be transferred into a new formof IRA called a Roth I RA
The transfer causes the IRA funds to be taxed as if they
were withdrawn rather than rolled into a new | RA. However
once the funds have been in the Roth IRA for at |east five
tax years, they (and any earnings) can be w thdrawn tax
free. That is possible if the noney is used for first-tine
hone- buyer expenses (up to $10,000) or if the withdrawal
occurs after you reach age 59, die or becone disabl ed.

Anot her maj or benefit of a Roth IRAis that unlike a regul ar
| RA, there is no requirenent to begin taking m ninmm
distributions froma Roth IRA at age 70. |If you don't need
t he noney, funds inside a Roth I RA can potentially continue
conmpoundi ng tax free for many years |onger than they could
in aregular IRA. To be eligible to convert (or roll over)
your current IRAs to a Roth IRA, your nodified adjusted
gross incone for the year of the conversion can be no nore

t han $100, 000, and married individuals have to file a joint
return. The sanme $100,000 limt applies to single and
married taxpayers. |If you would like to transfer funds into
a Roth I RA but your inconme is above $100, 000, you may still
be able to do so. That is because the opportunity to
convert is based solely on fitting bel ow the $100,000 limt
in the year of conversion. Thus, even if you regularly have
nore than $100, 000 of inconme, you may still qualify by
shifting income out of (or pulling deductions into) the
appl i cabl e year. Suppose you are trying to squeeze within
the $100,000 Iimt this year but it |ooks like your nodified
adj usted gross incone mght conme in at a little nore than
that. |If you are self-enployed and use the cash nethod of
accounting, you may be able to delay sending bills this year
so the revenue is not collected until next year. O perhaps
you can reduce this year's incone by fully funding a
retirement plan such as a sinplified enpl oyee pension (SEP)

I f you work for your own C corporation, you m ght consider
taking a reduced salary this year and then paying yourself a



bonus in January of next year. This can be done as |ong as
the salary adjustnents stay within the bounds of what the
tax | aws consider reasonable conpensation. |If you are

enpl oyed by soneone el se, you may be able to reduce this
year's incone by contributing nore of your salary to your
retirement plan. Another possibility is to take ful

advant age of a flexi ble spending or dependent-care account
sponsored by your enployer. Finally, if you' re already
retired, you may be able to reduce incone by shifting any of
this year's planned IRA distributions to next year. On the
other hand, if you're over age 70, you will probably stil
want to take your required mninmumdistribution this year in
order to avoid a penalty. For investors it may be possible
to reduce sone investnent incone this year by buying one-
year Treasury bills that will not mature until next year.
You can al so convert taxable investnents into tax free
muni ci pal bonds. Because capital | osses offset capital
gains and up to $3,000 of ordinary incone, this may al so be
a good year to dunp sone investnents that have dropped in
val ue. Assum ng your incone this year will be no nore than
$100, 000 (or that you can get it there by noving inconme and
deductions around), the real issue becones whether it makes
sense to convert part or all of your IRAs to Roth |RAs.
Several factors need to be considered before reaching a
conclusion. How long will you likely be |eaving the funds
in the Roth IRA? Wat is your tax rate now and what do you
estimate it will be when withdrawals are taken? WII| you
have to use funds fromthe IRA to pay the tax due at
conversion? Cenerally, you will see a significant benefit
fromtransferring funds to a Roth I RA when you (or your
beneficiaries) will not need to take withdrawals fromthe

| RA for at least 10 to 20 years. You will also benefit if
your (or your beneficiaries') tax rate when withdrawal s are
taken in the future is no less than it is at the tinme of the
conversion. You will not benefit if you cannot afford to
pay the tax due on the conversion with funds from outside
the IRA. In fact, if you do not have outside funds to pay
the tax at conversion, that al one can make a conversion to a
Rot h I RA unfavorable. Funds withdrawn fromeither a regul ar
| RA or Roth IRA to pay the conversion tax will normally be
subject to an early withdrawal penalty if you are under age
59. In addition, if the withdrawal is froma regular |RA,
income tax wll apply to the anount withdrawn to the extent
it is not attributable to nondeductible contributions. A
Roth IRA's two biggest advantages are the ability to take
tax-free wthdrawals (if the conditions we discussed
previously are satisfied) and the fact that there is no
mandatory distribution rule at age 70. Because of these
benefits, a Roth IRA can potentially be used to accunul ate a
much | arger amount of funds for your own retirenent or



future generations than if the noney is left in a regular
| RA.
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Probate is the | egal process by which a court supervises the
distribution of property left in a will as well as that
property left by those who die intestate, without a wll.
This process nornmally takes a consi derabl e amount of tine,
nmoney and effort but can be avoi ded by careful planning.

For exanpl e, bank accounts and resi dences owned jointly wl|
pass directly to the survivors outside of the probate
process. The proceeds of life insurance policies wll

i kewi se go directly to nanmed beneficiaries w thout passing
t hrough probate. However, even where probate can be avoi ded
by such neans, it may be wise to have an attorney draft a

wll. In that way, you can determ ne precisely how your
property will be distributed anong your heirs. 1In the
absence of a will, state laws wll determ ne the division of

your property according to established | egal guidelines.
Typically, a surviving spouse would get half of your estate,
and any children you have woul d divide the other half
equally. Next in line for inheritance would be

grandchil dren, followed by parents, brothers and sisters and
other relatives of the deceased. In the event that a person
dies intestate and there are no heirs who can be traced, the
property of the deceased goes to the state. Oten the
conplexities of probate are such that only an attorney
famliar wth the process can be reasonably certain to avoid
potential pitfalls by drafting a valid wll. 1In order to be
valid, a will must be in witten form An audio tape or
video recording wll not suffice. The wll nust also be
signed by the person nmaking the will and by two or, in sone
states, three conpetent wtnesses. The naker of the wll
must al so be conpetent, not insane, senile or nentally
inpaired. Oher matters that should be included in a wll
are the nanes of all beneficiaries, what you wsh to | eave
to them and who woul d receive the property if they should
predecease you. A guardian should al so be nanmed for any

m nor children you may have, if your spouse does not survive
you. The sane person or another guardian can be naned in
the will to manage the children's inherited property. Most



i nportantly, an executor should be naned who will list the
assets of the deceased and carry out the directives of the
will. For any trusts created by a will, the wll should
name trustees whose responsibilities it will be to

adm nister the trusts. Al so recommended is the nane of a
residuary | egatee who will receive that portion of the
estate that is left after all bequests of specific property
itens have been made. This portion is frequently the

| argest and those who get it are the ones the deceased
intended to inherit the nost. In nost states, you can spare
executors and trustees the expense of posting a bond to
guarantee that they performtheir jobs properly by stating
inthe will that no bond is necessary. |In any case, those
named in the will should be selected carefully. An
effective executor should be efficient, capable and fair in
order to prevent del ays, resolve conflicts and reduce the
cost of inplenenting the will. Executors nmay or may not be
beneficiaries or get paid for their efforts. However, sone
states stipulate that if the will does not specify paynent,
a specified commssion will be paid to the executor based on
the size of the estate and the court's estinmate of

reasonabl e conpensation. |f the executor nanmed in the wll
is dead or refuses to serve, the court wll appoint an
executor when the will goes to probate. In such cases, the

beneficiaries can nom nate an executor by filing a petition
with the court. Against the possibility that a nanmed
beneficiary may be dead when the will is executed, it is
generally considered wise to nanme alternative beneficiaries
and to specify how long they need to survive the deceased in
order receive the bequest. An ultimte beneficiary nay al so
be nanmed who will receive the residuary estate on the chance
that all the beneficiaries naned in the will are dead. In
nam ng guardi ans, good judgnent nust be exercised to sel ect

i ndi vidual s who can provide for the proper care and
upbringing of the surviving children and for the responsible
managenent of their inherited property and financi al

support. These obligations can be assuned by the sane or
different individuals nanmed in a wll. They can also be
undertaken by the court if the will is silent in these
matters or those nanmed in the wll are dead or unwilling to
serve. In the case of a child s personal guardian, the
court will usually favor the choice nade by the | ast
surviving parent. In certain cases, a court may deci de that
the best interests of the children nay be served by soneone
ot her than the person nanmed as personal guardian. This is
al so true of the property guardian. |In the event that you
do not nane the personal guardi an or anyone el se to handl e
the property you |leave to a mnor child, the court wll
usual |y appoint a conpetent adult famly nmenber to handl e
the noney. In sone cases, however, an attorney may be



appointed to adm nister the mnor's estate until the child
reaches the age at which the state mandates that he or she
nmust be given the noney renmai ning fromthe bequest. An
alternative to using a property guardian is to | eave
property to the child under |aws adopted by nost states that
all ow you to appoint a custodian who has wi de authority to
handl e funds for your child wthout strict court supervision
and accounting constraints. Another option is a children's
trust where a trustee is selected and given authority to pay
for the child' s general expenses and education fromthe
assets of a trust set up on behalf of the child. Such a
trust may be established as part of your will or outside of
the will.
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The patient is a male, w dowed businessman, born January 12,
1928, who has been di agnosed with prostatic carcinoma and is
being regularly treated with flexible signoi doscopy on
account of perianal disconfort. The patient was observed
for several years to present an increnentally rising |eve

of prostatic antigen and negative interval biopsy specinens.
A course of radiation therapy was conpleted this year after
a positive biopsy report for local prostrate cancer.
Subsequently there has been no evidence of netastatic

di sease or of constitutional or skeletal synptons, and the
patient appears to exhibit excellent nental health.

However, he has conpl ained of chronic | ower back disconfort
and stiffness sufficient to warrant an MRl which showed no
maj or abnormalities. He has had recurring back spasns and
stiffness but no radicular pain or past radicul opathy.

There has been no change in these synptons, but his current
mental health is good and he has a positive psychol ogi cal
attitude towards his cancer diagnosis. No nocturia or other
maj or voiding synptons are reported. Recent PSA equals 2.6.
A regul ar exam nation is recomended before the end of the
year. Oher nedical history includes renote tonsillectony
and adenoi dect ony and exci sion of basal cell carcinonma from
mouth in 1984. There has been no past history of urinary
tract infection. No current nedications are used. There
are no known drug allergies. Review of endocrine systens
reveal s no known di abetes or thyroid di sease. Patient had
positive PPD in 1965 after mlitary service, but chest X-
rays were normal with no I NH preventive therapy. No history
of asthma or other respiratory synptons. No cardi ovascul ar,
@ or GJtract synptons are present. No history of anem a
or other hematopoietic synptons. No headaches or other
neur ol ogi ¢ synptonms. Miscul oskel etal synptons include
apparent bicipital tendinitis on the right shoul der several
nmont hs ago but now i nproved. |In general, the patient
appears to be a healthy male. Vital signs are normal as
indicated in the attached report. Skin shows no rashes or
suspicious |l esions. No apparent |ynphatic synptons. Neck



and thyroid not pal pable. Lungs are clear. Heart rate and
rhythmare regular. Abdonen is flat and not tender.

Extrem ties present peripheral pulses 2+ and symetric with
no apparent edenma. Extremties appear normal except for
slight left bicipital groove tenderness. |n addition,
downward novenent on abducted arns provokes anterior

di sconfort. A neurol ogic exam nation was not perforned.
External genitalia appear normal. Rectal exam presents
slight diffuse prostate enlargenment with no areas of
hardness or nodularity. Stools were negative for occult

bl ood. Informed consent was obtained and di scussed for

fl exi bl e si gnmoi doscopy which reveal ed no nucosa
abnormalities or lesions. Mninmal edema of distal rectum
was seen but no erythema, friability or other markers of
inflammation. Inpression is of an essentially nornmal
rectosignmoid with no clear radiation proctitis. The
patient's habits and history reveal that he is a nonsnoker,
social drinker and takes no illicit drugs. He exercises
regul arly, taking extended wal ks and swinmng daily with no
[imting cardi opul nonary synptons. The patient's famly
history reveals that his father died in his |ate eighties,
after having been diagnosed with denentia related to

Al zhei mer' s di sease and colon cancer. His nother died in
her early seventies of breast cancer. A sister also died of
breast cancer. Another sister is alive and well but

possi bly hypertensive. A brother is alive with alcoholism
The patient's wife of thirty years died | ast year. One
grown child lives at hone, three others |ive nearby.

Overall the patient is a generally healthy man with
apparently localized prostate cancer follow ng unconplicated
radi ation therapy earlier this year. Recent PSA was nornmal .
Recent henobccult tests were negative and two stool sanples
submtted today were al so negative. Continued exam nations
with his primary care physician are schedul ed. The present
exam nation is intended to provide baseline data about the
patient that can assist in making future diagnoses and
prescribing appropriate treatnent. Included in the record
of this examnation are indications of the chief conplaints
of the patient including the nature and duration of the
synptons that caused himto seek nedical attention. Also
included is a detail ed description of the patient's illness
fromthe appearance of the first synptomto the present
time. The patient's nmedical history is simlarly described
in detail along with his personal history, including his
age, marital status, dietary habits, sleeping and exercise
patterns, daily routine and attitude toward life. 1In
addition, the patient's famly history is reviewed to revea
i nformati on about the health of imediate relatives, their
ages at death and the causes of their deaths. Finally, a
systematic inventory of bodily systens is provided to reveal



subj ective synptons that the patient may have forgotten or
consi dered too uninportant to nention.

IF YOU FINISH THE DOCUMENT BEFORE THE TIME IS UP, CONTINUE
TYPING FROM THE BEGINNING OF THE DOCUMENT.



