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1. 

To: 

From:

Date:

Subject: Cost-cutting: Administration Department

Introduction

As is requested by Manager ____, this report is to examine ways of cutting costs in the Administration Department and explain the implications of these cuts for the running of the department. It is based on the results of a detailed questionnaire sent to all employees.

Findings

It is clear that within the department there are a number of areas where cost-cutting measures could be taken. The most significant areas of concern are the following: paper and refreshments

Recommendations

In order to deal with the issue of paper, it is suggested that the department installs a system to recycle all used printing and photocopying paper. It is expected that by adopting new recycling procedures, the department could save as much as 300 Yuan a month.

As for refreshments, it is recommended that tea and coffee should only be offered to employees during morning and afternoon breaks. At all other times employees should be required to pay for refreshments. This measure should reduce the company’ s monthly bill for refreshments from 310 Yuan to 520 Yuan.

Conclusion 

It is felt that the above measures will result in immediate and substantial savings for the Administration Department. Although theses recommendations are not expected to affect the running of the department in any significant way, managers should be prepared to encounter initial resistance from staff.

2.

The graph shows the amount of fast food eaten between 1970 and 1990 in grams per person per week. Overall, the amount of fast food eaten more than doubled.

The amount of fish and chips eaten declined slightly. In 1970, the consumption was about 300g/week. This fell to 220g/week in 1990.

In contrast, sales of hamburger and pizza rocketed. In 1970, very little pizza was eaten - less than 50g/week. This rose to 280g/week by 1990. In the same period, hamburger sales shot up by more than 500%, from 100g/week in 1970 to 500 grams in 1990.
In conclusion, although there was a big increase in the consumption of pizza and hamburger, sales of fish and chips decreased
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