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The Situation

We’re locked in the office!

The only way out is to uncover the 4 keys to building 
a strong internal system.

Solve the puzzles before time runs out!



Puzzle 1: Time 
is Ticking



Important because:

• Keep track of due 
dates, meetings, 
and more

• Manage time 
efficiently 

• Reminder of events

Answer: Calendar





Puzzle 2: The Missing 
Link

Clue: A draft is written, but 
it can’t be submitted yet. 
One important step makes 
sure mistakes are caught 
and improvements are 
made. What comes next?

1.Draft Document

2.______________

3.Submit Document



Important because:

• Turnover

• Clear instructions

• Resources 

Answer: Review 
Document – 
Procedure Manual



Puzzle 3: Lost 
in Translation

Clue: Without me, 
misunderstandings 
grow. With me, 
teamwork thrives. 
What am I?



Answer: Communication

Important 
because:

Builds clarity
Stronger 

teamwork



Puzzle 4: 
Memory 
Matters

Clue: I’m your memory 
when you forget. 
Without me, details 
disappear.



Puzzle 4: 
Memory 
Matters

Clue: I’m your memory 
when you forget. 
Without me, details 
disappear.



Puzzle 4: 
Memory 
Matters

Clue: I’m your memory 
when you forget. 
Without me, details 
disappear.



Answer: 7 14 23 5 42 9 – 
Keep Records 

Important 
because:

• Organization

• Memory 

• Turnover









Final Unlock!
 The lock breaks open — 

we’ve escaped!

The 4 keys to a strong internal 
system:

• 1. Calendar

• 2. Procedure Manual

• 3. Communication

• 4. Keep Records
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