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LETTER FROM THE PRESIDENT

~ HOLIDAY EDITION~

I want to wish all at Data FormsCompany and their families a very happyholidayseason. At this time of the
yearwe take time to examine the past andfuture. We have had a lot of lessons in running a business this
year, with the changein the economy, butwe have learned and are strongerfor it.

With the systemsand procedures we havedeveloped over the last five years (an automated order entry
system, warehousing, computer supplies, composition and imprinting) we are at the beginning of an ex
cellentgrowth time for the Company. We have organized a Computer Demo room for showing computers
and supplies to customers, and for training personnel.

In my over20 years as President of Data FormsCo., Inc., I haveneverbeenmore positive about the future.
Pleasejoin me in this holiday seasonandgive thanksfor the health and happiness we all share.

SALES

This pastyear businesswas off withinour industry, but our
salespeople did an excellent job. The new peripherals and
supplieswill add to the currentproducts we sell, whichwill
help us in 1986.Tom Parker, for the many-ith time, lead our
Sales Department. We wish him and all salespeople a great
1986.

TELEMARKETING
A New Department for Data Forms

A lotof goodthings in telemarketing are breaking through.
By the time this article is printed, a big projectwith Eastern
Airlinesshouldbe up and running. Just what is this project?

Eastern Airlineshas hookedup a terminal and printer in the
DataFormsoffice (nearPatty's desk).This littlesystem is
directly linkedto Eastern's main computersystem in Miami.
No, the purposeof this is not so we can get an edgeon flight
reservations, but to allowtheir 4,700travel related service
companies, to order forms andsupplies through this system,
directlyto us. For example, when an Eastern travel agency
needsribbons, they type what they need into their computer
at their office. This order is sent to the maincomputer
system in Miami, and in turn sent to us and printedon the
printerat DataFormsthat Eastern suppliedus with. This
reporterthinks it wouldbe nice if this orderwouldgo beyond
the printerand into our orderentrysystemautomatically.

It also looksas thoughwe havethe sametype of deal going
on with American Airlines' 10,000travel related service com
panies. That means 10,000 morecustomers for Data
Forms!

And there's more.A few softwarecompanies are working
with us, supplying uswith their customers so thatwe can fill
their software printing needs.We may needthat second
floor at DataFormsafterall ...

WAREHOUSE

Our boys in Hudsonwork hard.Greg and Ben efficiently
manage30,000squarefeet of stockand customerowned
inventory. They processa whopping 40-50 ordersand
receive anywhere from 1-8 deliveries per day. Yet they
somehowmanageto find the time to field the numerous
calls that come from Brightondaily, and put upwith fre
quent problemswith the computer phone lines.

Let's not forget our hardworking boys in Hudson!

PURCHASING

The interviewee for this columnwas supposed to be Barry,
butdid you ever try to catch Barryand sit him downto inter
view him?Anyway, he prettymuchsummedup his Pur
chasing pointsat the CompanyAppreciation Partyat the
Ramada.

I finally trackeddown Sandyand she gave me some idea of
what the Purchasing Department is all about- some of the
projects going on right now are:

1. Preferred Vendor Listwhichwill give the Companya
bettergross marginin the endthroughmoreconscien
tiousbuying.

2. A pricing matrix of stock paperand labels to make
buying these items easier for the salespeople.

3. With the help of Jean Graef, a lot of inventory items
have been cleaned out of stock, therefore, freeing up
money which has been invested in these items for a
long period of time.

4. The be-all and end-all is to begin savingthe company
a lot of money andto makeData Forms morepro
fitable in a numberof differentways.



DATA PROCESSING NEWS

The DataFormsDataProcessing Department continues to
workon its myriad of programs andprojects to helpData
Formsoperate in a continually smootherand moreefficient
manner. Chiefamongtheseprojects is the newCUSTOM
ORDER ENTRY system which one industry insiderhas
classified as "state-of-the-art". This recently installed
system allowsthe salesstaffto enterallcustomorders
directlyon the computer to speed up orderprocessing and
billing. The systemisn't quitefinished yet but the work
continues at a steadypace. It is expected to be finished in
"at leasta week".

Timothy Austin

To helpquicken the paceDataProcessing Manager
TimothyOstrom and DataProcessing Lackey AustinHoli
day havebeensurgically joinedat the waist (seepicture).
Inspired by the computer science conceptof "networking",
this projecthas beendesigned to helpspeed up the time lag
between command decision-making andprogramming out
put.Be sureto stopby and say hi to "Timothy Austin"
In related news, Christopher Ostrom, Timothy's older
brotherandGeremaya's younqer.son, hasjoinedthe D.P.
staffas programmer and nightoperator. Christopher's chief
responsibilities will be running-all the nightlychainsthat
tabulate the day's activities andcomplete the CUSTOM
ORDER ENTRY system. Itwas alsoannounced that
Timothyandhis lovelywife Melissa's unborn childwill also
bejoiningthe DataFormsDataProcessing Team.The as
yet un-named child's main responsibility will be maintaining
DataForms myriad of programs and projects and
completingthe newCUSTOM ORDER ENTRY system. Be
sure to stopby andsay hi to bothChristopher and Baby
Being Ostrom.

IMPRINTING DEPARTMENT

Thereare several exciting developments in the Imprinting
Department. The first and mostexciting newsis the arrival of
the Payroll OrderSystem packages. Thisoffersthe
customer a package consisting of several forms including In
voices, Payroll Checks, andAccounts Payable Checks. Bid
ding is now in process for a majorStandard Register
package, whichcouldmeanthe addition of another shift.We
shouldbe hearing theoutcome in the nearfuture.
Possibly the mostthrilling newsto comeout of Imprinting in
a longtime is the adventof a newfashion plate! Don, how
canwe concentrate on our work?There's just something
abouta tie!
Last, butnot least,Donwantsto thank Imprinting for a job
welldone.He's verypleased with the Innoprint machine and
the excellent qualityit hasproduced. Anyone withquestions
or anyoneinterested in seeingthe equipment in action,
pleaseget in touchwith Don.He'd be happyto giveyou a
tour of theshop. .

COMPOSITION

In our rapidly changing world, Composition has undergone
quitea few changes whichhaveresulted from greatad
vancesin technology. Our CompositionDepartment has
adjusted verywell to thesechanges andhas shown a great
interestin learning aboutthesedevelopments as theyoccur
andworking with them.

Denise is a fantastic typesetter and hasbeenwith Data
Formsfor almost5 years. Shehasdeveloped speed, ac
curacyanda greatworking knowledge of the Com
pugraphic equipment, which is a greatassetto Composi
tion.

Mollybegan with no background in typesetting andthe
knowledge and experience shehasgainedwill alwaysbe a
greathelpto Composition. She is verywilling to experiment
with newmethods which haveresulted in less timeon
variousprojects.

Barbarahasbeenwiththe companyfor almost10years
and is very knowledgable in all aspects of the Composition
Department. Shewasthe first to workwithandto learn
aboutthe Proformer and hasdoneexcellent workdesigning
anddeveloping various itemsfor our company andour
customers.

Pamhas beenwiththe company almost5 yearsand is very
versatile in the Composition Department. She is verywilling
to experiment with newprojects and this has helped her to
growand learnmanynewaspects of a changing depart
ment.

Jack, the newest, yet familiarface in the Compo Depart
ment, hasbeenwith DataForms for 2 years. He is quitean
experimenter in hisdesignworkand otheraspects of the
department. He is the comedian in the groupand lightens
the load in the day to day rushschedules compmustmeet.

Anne, the overseerof the group, is very pleased with her
department and speaks very highlyof the team effortthey
haveachieved in theirdailyactivities. Sheappreciates their
cooperativeness and hopesonly to continue to growand
learnas technology changes andexpands.

ACCOUNTING/OFFICE SERVICES

Inorderto makeyour communications with the accounting
department go smoother, the following is a listof thewho's
who in the department:

AccountsPayable - DaveDesroches/CesarRondinelli
Inventory - Bob Geraghty
Freight - Cesar Rondinelli
Billing - Carine LaMonthe
Credit - DebbieTrench
Typist/Billing - Jean Burger
Bookkeeper/Insurance - PegConnors
Filing/General Clerical - ConnieFaldetta

The most recenthappening in accounting is having
everyone settleinto theirnewpositions andget comfortable
with the department andthe company. Theywill be working
togetheron the Policy& Procedure Manualin the near
future.

Carol Rudick, alsoa memberof this department, is keeping
up her usualgoodjob of switchboard operator, receptionist,
package senderouter, etc., etc.



To: All Employees

From: Jane Love and Patty Parker

Title: Our Trip to Eastern Airlines (Miami, Florida)

RIPLEY'S BELIEVE IT OR NOT

Our departurefrom Data Forms (Boston, MA) took placeon
September9, 1985at 1:30p.m. We had smoothsailing to
LoganAirport but found the parking lot at the Eastern
AirlinesTerminalfull. We proceededto the central parking
lot, parkedon level 3 and beganour walk with full bags to
the departuregate. As we got out of the garage the
downpourbegan. Soaked,we arrivedat the gate to find our
shuttle to LaguardiaAirporthad beencancelledand
rescheduled for 5:00 p.m. becauseof severe
thunderstorms. Wantingto get on our way, we rescheduled
with a stop in Philly, then on to Miami. No problem- we
could still be in Miami by 8:00. We boardedthe 727 aircraft
only to find, by way of announcement, that Phillywas closed
also andwe had to wait for clearance in order to take off.
After two hoursof waiting (no cigarettes or beverages
allowed) we took off for our Philly destinationknowingwe
had missed our connecting flight.We arrivedin Philadelphia
at 6:30p.m. to find that there were no more direct flights to
Miami and that we would have to make anotherconnection
in Atlantaand then on to Miami (or so we thought).

Our arrival in Atlantawas scheduledfor 9:07p.m. and with
any luck, we could make a quickdash for a 9:14 p.m.
departure. Of course - more difficulties- we had another
delay becausetrafficwas backed up and we did not leave
Philly until 8:15 p.m. We arrived in Atlantaand had been
told we could still make the 9:14flight. At this point, we did
not believea word they said and came to find that our belief
was true. Theplane had left onlyminutesbefore our ar
rival. We rescheduled for an 11 :00p.m. flightdirect to
Miami and beganour venturetoward the gate. Unsuspec
tingly enough the gate was at the other end of the airport
and we had to take a train to get to it. By this pointwe were
draggingour too heavy bags on the ground when we reach
ed the train terminal.We boarded, standing room only, ar
rived and walkeda half mile to the gate. Not to our surprise,
the flight had beencancelled. They suggestedwe run to
anothergate, take a flight to Fort Lauderdaleand they would
bus us to the Miami Airport. Notwantingto sleep in the
AtlantaAirport, we dashed to the gate and boardedyet
anotherairplane. This flight left at 11 :20 p.m. to arrive in Fort
Lauderaleat approximately 1:00 a.m. Smoothsailing once
again, we began lookingfor the bus. We locatedan Eastern
Rep, she pointedus in the rightdirectionand we came to
find the buswasfull. Not being alonewith our troubles,
some very kind,angry passengerswho were already on
board decidedto take a cab to their destination. This meant
there were two emptyseats which we immediatelyclaimed
as our own, only to wait another 45 minutes for the bus to
depart. The bus driver took it upon himself to make sure
everyonehad put their luggageon the bus and had also
gone to the bathroombeforewe could leave. Exhausted, we
contemplated a cab but decidedto wait becausewe would
never have been able to get at our luggagewhich had so
kindlybeen shoved to the back of the compartment.

Hysteriaset in andwe finally made tracks to Miami Airport.
We arrivedat 2:45 a.m. - time to find a cab. It was the
easiest thing we had done all day. In 10 minuteswe

were at the hotelhopingour reservations were still good.
They were, but much to our dismay, the man at the desk
spokevery littleEnglishand was not interested in our tale of
woe.

We made it up to the room which was surprisinglyvery nice
and made arrangements for an 8:00 a.m. wake up call.
Sleepcame very easy to both of us and the next waking
momentwe had was not until 10:00a.m. Wenevergot a
wake up call!!

We called Easternto apologizefor missingour 9:00 a.m.
appointment. They were very sympatheticand rescheduled
for later in the day.

Nowwe were hungry. Room servicewas definitely in order.
We made the call and spokewith anotherSpanishspeaking
fellow, who decided, because it was 10:30, we had missed
breakfastand he would only prepareus one omelet.We
couldn't have the "ALL DAY" breakfastbecause the chef
had left. Not in the mood to argue, we agreedto the one
omelet and a LARGE pot of coffee.

Fromthis point our trip went much smootherand our visit
with Easternwas worth the trip. The eveningallowedfor a
nice dinner and early to bed for anotherworthwhilevisit with
Eastern. Our flight home was nonstopand took only 2 hours
and 40 minuteswith no problems. We were reallyglad to be
home.!

P.S. We came back to the hotel afterour first day at Eastern
only to discoverthat GarberTravel did not includethe cost
of the hotel on the voucherwe had beengiven to present.
Ourroom had not beenpaid for.Just one moredilemma
to add to the excitementof our first businesstrip.
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HOLIDAY RECIPES

FourRosesEggNag (15 cupsof punch)

Beat separately, yolks andwhites of 6 eggs. AddV2cup
sugar to yolks while beating. Add V4 cup sugar to whites
after they have been beatenstiff. Mix egg whiteswith yolks.
Stir in 1 pt. cream and 1 pt. milk. Add 1 pt. Four Rosesand 1
oz. Jamaica Rum. Stir thoroughly. Servevery cold with
grated nutmeg.

Chutneyand CheeseSpread

1 cup shreddedsharpcheddarcheese
1 8 oz. pkg. cream cheese
V2tsp. curry powder
V4 tsp. salt
1 cup scallions, minced (greentops too)
1 jar mangochutney (8-10oz.)

1. Cut the softenedcream cheese into the chedder
cheese. Add curry powderand salt. Blend together until
smooth.

2. Spreadthe cheese in a serving bowl. Sprinkleabout
half the scallionsover the top of the cheese and then
carefullyspread the chutneyover the scallions. Top
with remaining scallions.

Serve with party round breador an assortmentof crackers.
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The EDlployee Appreciation Party

Ben and Peteplay "Name That Beer"

"Honest, honey, I would neversmokeor kissstrangewomen!"

Engaged? Whatengagement?

Martywitha pairof Jeans

Winnerof thePattyParkerlook-a
like contest

Runner-upsto the PattyParkerlook-a-like contest

Is thisa long story, Barry?

"...over a 5 year period, eachdrinkcosts
.0763cents..."

"...that Willie betternot be late in
the morning!"

Why is thisguysmiling?

r::F



EMPLOYEE UPDATE

WELCOME NEWCOMERS

Data Formswelcomes its new employees: Cesar, Carine
and Bob in the Accounting Department; Jerry in Imprinting;
and Christopherin Data Processing.

ENGAGEMENTS

Since our last issue, three sales supportpeoplebecame
engaged. I wonder if there's something in the air in the sales
area!! But, these engagementshave some shady areas to
them:
First there's Patty - Nowwe haven't seen any sign of or
heard any tales abouther "phantom fiance" but still she
claims to be engagedand has wedding plans for
September. Well, we'll see!
Next there's Laura- Now to keep up with Patty, Lauraar
rived one morning with a beautiful engagementring and
claims that "Bill" bought it for her, but we wonder if she's the
one gettingthe "Bill" for it.
And finally there's Sandy - Now Sandy seems to think she's
getting marriednext Octoberand we still hadn't seen a ring.
But, 10' and beholdshe arrived one morningwith a shiny
diamondon her finger. Do you think maybe its rented until
this issue goes out???
We're only kidding ladies - A very special Data Formscon
gratulationsgoes out to eachof you!!And, thanks for being
good sportsabout this.

A NEW FACE: IN THE CROWD

Geremayashavedhis beard off for the first time in several
years andwhen noticing he looked a lot likeTimothy is
quicklygrowing it back again. (I don't blame him.) Stay
tuned to see what happens!

GLAD YOU'I,:U: ALL OK

I think it was just afterJim mentioned that there hadn't been
any real sickness around the companyfor a long time, that it
really hit the tan!
Anne Kearney ad a bad fall and received severalstitches
around her eye. (It's a good thing MultiGroupis her
customer)!
DebbieTrench was rushedto the hospital, and true to
Debbie's style, had to really make it flashy, completewith
ambulance, fire enginesand policecars with flashing lights
and sirens, of course (anything for attention). She also owes
her life to a fellowemployeewho will never ever let her
forget it for a minute!!
Cathy Ferreirawas out for a couple of weeks after having
surgery and now she's lookingjust fine.
Sean was also out for a few days and now he looks - well he
still looks like Sean.
Seriously tho', we're glad everyone's back to normaland
healthyagain.Stay Well!!

... AND SHE CROSSED THE FINISH LINE!

BarbaraWalsh ran in a 5 mile road race in Octoberand she
DIDN'Tcome in last, (I think there was a senior citizencon
tingent behindher). Only foolin' Barb, congratulations on
crossingthe finish line.

GOOD-BYE FLORIDA

Good luck in future endeavorsto Carole, Angela, Sam and
Joe!! By the way, Carole's last day was her 10thanniver
sary with Data Forms.

DEAR GABBY

Dear Gabby

I've discovereda terribleproblem
at Data Forms. Things just don't
seem to be in order, meaning the
file cabinets. Wouldn't it make
more sense to have them in se
quentialorder insteadof random
ly placed aroundthe office. Maybe we should file the file
cabinetsbefore we file anymorejackets. I think it's time to
draw a new map of the file cabinetpositions, or put them in
some order so that the job of jacket pulling can be made
easier for those of us who do it less often than others.

Any solutions???

P.S. The mail boxes aren't in any specialorder either, what
can be done???

Signed,
Confused

Dear Confused,

Fantastic Ideas!! Since you show such an organizational
quality in your way of thinking , and you are so obviously
affected by this uncoordinated filing structure, why don 't
YOU do it!??! Please respond to the PMS 151 mailbox
when you are ready.

Dear Gabby:

We are two professionalwomen working in an officewith
one male. Gabby, he wears his ties loose at the neck and at
certain times during the day he raisesone eyebrowand
smiles at us. DO YOU KNOWWHAT THAT DOESTO
US?? Other females in the companycome by and peer in
our windowand tell him how nice he looks, but we have to
work with him. It's distracting, Gabby - What shouldwe
do????? S

igned,
Trying To Stay Cool

Dear Hot Women,

Although your problem is happening in the office, I think it
is of a more personal nature. I might have decided not to
print this letter , but it is just like a problem we have here at
the news office . Therefore , it struck me as an issue pro
bably troubling offices around the nation.

The problem at our news office is not that women are ad
miring my loose tie, raised eyebrow, smile, or even my
charming personality. They are continually gawking at my
beautiful silky, curly, blonde hair! Women, I know it 's
tough , but I, like your handsome friend with the tie, find
this distracting !! I can never get any work done because
of constant whispering and giggling.

Girls, if you would focus on your work you wouldn 't notice
the other women "peering in" at your " claimed territory".
If focusing on work is too difficult, why don 't you both go to
the horse and buggy shop and buy some blinders??!!



TURKEY TIPS FOR CHRISTMAS
Holidays are a busy time for everyone. Choosing, preparing and cooking the
turkey are all important partsof holidaypreparation. Hereare some helpful hints
that will take the mystery out of making your "big bird" a real success.

Complimentsof Stop&Shop

*approximately for 325 degreesF.oven uncovered
...AND IF ALL ELSE

FAILS, MAKE
RESERVATIONS!

TEST FOR DONENESS

Duringthe last hour of
roasting or duringthe last
30 minutesof microwaving:

- Meat thermometer in
serted into the thickest
part of the thigh (not
againstbone) should
register180-185°F.

- Drumstickmeatshould
feel very soft; use cloth or
papertowels to protect
your fingerswhen
testing.

- Movedrumstickup and
down. If done, the joint
shouldgive readilyor
break.

Stuffed
Hours
4 -5

4 1/2 - 7
51 /2 - 7

61/2 - 71/2

Unstuffed
Hours
3 -4

3 1/2 - 5
41 /2 - 6

51 /2 - 6 1/2

Weight

8-12Ibs.
12-16Ibs.
16-20Ibs.
20-24 Ibs.

ROASTING TIME*

HOW TO ROAST A TURKEY ...

Everyonehas theirown methodof roasting the turkey. The most
commonmethodis open pan roasting. Placethe turkey, breast
side up, on a shallowroasting pan. Brushwith meltedbutteror
margarineand bastefrequently. Coverbird loosely with
lightweightfoil (dull sideout). Roastin 325°Foven. Duringthe last
45 minutes, uncoverand roastuntil turkey is done.

Otherpopularmethods include the coveredroasteror commercial
bag method. These methodshelp reducecookingtime. If usinga
commercial bag, be sure to follow packagedirections.

Factors affecting roasting times are variationsin ovens, shapeof
turkeyand degreeof thawing. These variationsmake it important
to beginchecking for donenessabout 1 hourbeforethe endof the
recommended roasting time.

TURKEY TIPS

Howbigshould the
turkeybe?

The question of size is an easy
one. If you allow 1 lb. of turkey
per person, you 'll be assured
of moderate leftovers.

Howshoulda turkeybe
stored?

Turkey is perishable and
should be refrigerated or
frozen soon after purchase. If
it is to be roasted promptly,
place it on a tray in the
refrigerator. Otherwise, store
in freezer at O'F or lower in
original wrapping.

What is thebestway to thawa
turkey?

There are three recommend
ed methods of thawing turkey .
The method used will depend
on the length of time and
amoun t of space available .
Do not thaw poultry at room
temperature.
Leave the turkey in the
original wrap and use one of
the following methods.
No hurry: Place on tray and
thaw in the refrigerator for 3 to
4 days. Allow 24 hours for
each 5 pounds of turkey .
Fast: Cover with cold water,
changing water frequently.
Allow 1/2 hour for each pound
of turkey.
Faster: In the microwave oven
according to manufacturer's
direction.
Refrige rate or cook turkey as
soon as thawed.

from the PMS 151 staff:

Sandy, Judy, Pam, Denise, Timothy,
Patty, Anne and Dave.

~ See you
Next Issue

The printing was done complimentary
from our vendor Gibbs Printing Co.


