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Lower Story Skylights Inc. keeps their files in a system of 3 file cabinets as shown below. The first cabinet holds all the company’s Financial and Accounting information according to the categories listed below.  The second cabinet holds all the company’s Client information in alphabetical order.  The last cabinet holds all the company’s Vendor, product and purchasing information according to the categories listed below:
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	A1
	Accounting 
	C1
	A-G
	P1
	Vendors

	A2
	Investor Relations
	C2
	H-P
	P2
	Material/Inventory

	A3
	Tax and Government
	C3
	Q-Z
	P3
	Marketing Info.


The following files have been deposited into the “To be filed” basket for you to file.  Indicate which drawer (A1, A2, A3, C1, C2, C3, P1, P2, P3) each goes in:

a) A summary of Investor holdings from Fidelity Investments Inc.

______

b) A list of the print ads for our product called the Sunset Model

______

c) The Customer file for James P. Quenton




______

d) The Vendor file for Sorenson Plastics Company



______

e) A table of information titled “Accounts Payable, February”


______

f) A page of instructions titled “Payroll Taxes”




______

g) A table listing all the products in the warehouse



______

h) The Customer file for Hildebrand & Son Inc.



______

i) The Customer file for A.R. Berry





______

j) The price list for Ads on local television stations



______

k) The Customer file for Betty Mavis





______

l) The Latest Bank Statement for the company




______

m) The schedule for the Stockholders Annual Meeting



______

n) The Customer file for Samantha De La Cruz



______

o) The Product sheet that describes the material we use as light fixture covers _____

There are a number of clients already in the client file drawer (shown below). For the files you placed in the Customer files above, please indicate where the filed items go with respect to the files currently in the cabinet.

	Able, Mathew

	

	Baker, Amie

	

	Cosgrove, Sam

	

	DeLaChut, Connie

	

	Gravenstein, Sarah

	

	Jacobs, Bernie

	

	Peters, Melanie

	

	Sims, John

	

	Veralli, Cindy

	

	Yarborough, Jessy
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