In person tasks:
1. Card Task
[bookmark: _GoBack]Please organize these cards in alphabetical order by last name, when you’re done you will hand the cards back to me in a stack where “A” is in the front and “Z” in the back. When encountering company name(s), ignore the articles in the name. Do you have any questions?

2. Chronology folder task
Please organize the items in the folder by date. When you’re done the earliest date will be on top and the later date will be on the bottom. Once you’re done, on the post-it, please write the date range of the items.
