


You haven't banged your
head on your desk in weeks.
Your forehead is as smooth

and unlined as a baby's. And

you're not talking through
clenched teeth anymore.

At PHG, our sole focus is making your life easier.

By creating Patient ID products that are intuitive instead of
intricate, we can help your hospital run more smoothly, more
efficiently and more safely at every point of care. We don't sell
products, we offer solutions.

On the following pages, you'll find ID bands, labels and laser
paper that work with any system, any printer, anywhere. We
are also proud to offer software and systems that simplify the
admissions process and are guaranteed to de-crazy your day.

Forget ‘easy as ABC’, we want your job to be as easy as PHG.

Let’s get started.




Welcome to life
with PHG Technologies.
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20-101W
PATIENT ID LABEL
WHITE PAPER / 12 HOLES

Simple, versatile design requires only one printer
tray for form and ID labels.

Specs: 8.5 x 11 in.
27 1x2.5in. labels
3 .4375x2.5in. labels
2 .75x3in. labels
1 .75x1.5in. label

Packaging: Box (1000 Sheets)

1-9 10+ Pallet (PF) 50 boxes

111.49 99.88 4,700.00 (94.00/bx)

20-101B

PATIENT ID LABEL
BLUE PAPER / 12 HOLES

Versatility in blue.

Specs: 8.5 x11in.
27 1x2.5in. labels
3 .4375x25in. labels
2 .75x3in. labels
1 .75x1.5in. label

Packaging: Box (1000 Sheets)

1-9 10+ Pallet (PF) 50 boxes

111.49 99.88 4,700.00 (94.00/bx)

04

20-101Y

PATIENT ID LABEL
YELLOW PAPER / 12 HOLES

Versatility in yellow.

Specs: 8.5 x11in.
27 1x2.5in. labels
3 .4375x25in. labels
2 .75x3in. labels
1 .75x1.5in. label

Packaging: Box (1000 Sheets)

19 \ 10+ \ Pallet (PF) 50 boxes

111.49 ‘ 99.88 ‘ 4,700.00 (94.00/bx)



20-102wW

MULTI PURPOSE LABEL
WHITE PAPER / 12 HOLES

Popular one size for a variety of uses.

Specs: 8.5 x11in.
30 1x25in. labels

Packaging: Box (1000 Sheets)

19 10+ Pallet (PF) 50 boxes

111.49 99.88 4,700.00 (94.00/bx)

20-104W

PATIENT ID LABEL
WHITE PAPER

Great for clinics and short-stay patient situations.

Specs: 8.5 x4in.
3 1x2.5in. labels
3 .5x25in. labels
2 .75x3in. labels

Packaging: Box (1000 Sheets)

1-9 10+

57.26 51.29

20-105W

PATIENT ID LABEL
WHITE POLYESTER
Moisture-proof, scratch resistant polyester labels

for laser printers. Maintain image without need for
protective shield.

Specs: 8.5 x4in.
3 1x25in. polyester labels
3 .5x2.5in. polyester labels
2 .75x 3 in. polyester labels
1 .75x1.5in. label

Packaging: Box (1000 Sheets)

1-9 10+

126.80 116.23
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20-106W

REFRIGERATOR / FREEZER LABEL
WHITE POLYESTER
Special adhesive sticks to cold, wet and frozen

surfaces. Originally designed for use with breast
milk containers.

Specs: 8.5 x4in.
6 .5x7in. polyester labels

Packaging: Box (1000 Sheets)

19 10+

126.80 116.23

paper

poly

20-109W

PATIENT ID LABEL
WHITE PAPER / POLYESTER / 12 HOLES

Paper labels for charts/forms and polyester labels
for ID bands without protective shields.

Specs: 8.5 x11in.
27 .95x 2.5 in. paper labels
3 4375 x 2.5 in. polyester labels
2 .875x3.75 in. polyester labels

Packaging: Box (1000 Sheets)

19 10+ Pallet (PF) 50 boxes

134.47 123.27 5,870.00 (117.40/bx)
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20-110W

MULTI-PURPOSE LABEL
WHITE PAPER

Specs: 8.5 x4in.
4 1.65x 3.9 in. labels

Packaging: Box (1000 Sheets)

1-9 10+

57.26 51.29




20-111W

MULTI-PURPOSE LABEL
WHITE PAPER

Now that's easy.

Specs: 8.5 x 11in.
10 2x4in. labels

Packaging: Box (1000 Sheets)

19 10+ Pallet (PF) 50 boxes

111.49 99.88 4,700.00 (94.00/bx)

20-120W

PATIENT ID LABEL
WHITE PAPER / POLYESTER / 12 HOLES

Paper labels for charts/forms and polyester labels
for ID bands without protective shields.

Specs: 8.5 x11in.
27 .95x 2.5 in. paper labels
3 .4375x 2.5 in. polyester labels
2 .75x3in. polyester labels
1 .75x1.5in. label

Packaging: Box (1000 Sheets)

19 10+ Pallet (PF) 50 boxes

134.47 123.27 5,870.00 (117.40/bx)

paper

poly

20-121W

PATIENT ID LABEL
WHITE PAPER / POLYESTER / 12 HOLES

6 in. polyester label provides maximum print area
for patient ID. Clever design allows label removal
with liner to aid in attachment to ID band.

Specs: 8.5 x11in.
27 .95x 2.5 in. paper labels
3 .4375x 2.5 in. polyester labels
1 .875x 6 in. polyester label

Packaging: Box (1000 Sheets)

1-9 10+ Pallet (PF) 50 boxes

134.47 123.27 5,870.00 (117.40/bx)

paper

poly

o
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paper

poly

20-125W
PATIENT ID LABEL
WHITE PAPER / POLYESTER / 12 HOLES

Design provides polyester lab specimen labels in
addition to patient chart/ID labels.

Specs: 8.5 x11in.
24 .95 x 2.5 in. paper labels
2 .875x3.75in. polyester labels
9 4375 x 2.5 in. polyester labels

Packaging: Box (1000 Sheets)

19 10+ Pallet (PF) 50 boxes

222.49 199.31 9,379.50 (187.59/bx)

20-126W
PATIENT ID LABEL
WHITE PAPER / 12 HOLES

Perforations allow for 3 sets of 3, 1 x 2.5 in. labels
to be removed from the sheet with liner.

Specs: 8.5 x 11 in.
27 1x2.5in. labels
3 .4375x25in. labels
2 .75x3in. labels
1 .75 x 1.5 in. label

Packaging: Box (1000 Sheets)

1-9 10+ Pallet (PF) 50 boxes

112.57 100.92 4,755.00 (95.10/bx)
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20-131W
PATIENT ID LABEL
A5 / WHITE PAPER / 9 HOLES

Designed using A5 dimensions for use in standard
printer trays.

5.8 x8.3in.

9 1x2.5in. labels

3 .4375x2.5in. labels
2 .75x3in. labels

1 .75x1.5in. label

Packaging: Box (1000 Sheets)

19 10+ Pallet (PF) 50 boxes

65.58 58.75 2,764.50 (55.29/bx)




paper poly
| |
20-180W 0O o0 o o o~
PATIENT ID LABEL °
WHITE PAPER / POLYESTER
LASERBAND® REPLACEMENT / 12 HOLES L
Label replacement for LaserBand®. Clever design
allows label removal with liner to aid in attachment (e}
to band. You pick the ID band.
(e} .
Specs: 8.5 x11in.
24 1x2.5in. paper labels
4 4375 x 2.5 in. polyester labels
1 .75x 6 in. polyester label o
Packaging: Box (1000 Sheets) —
1-9 10+ Pallet (PF) 50 boxes o
139.11 130.55 6,149.50 (122.99/bx) L
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20-150W
PATIENT ID LABEL
WHITE PAPER / 12 HOLES

Simple, versatile design requires only one printer
tray for form and ID labels.

Specs: 8.5x 11 in.
28 .94 x 2.55 in. labels
2 .437 x 3in. labels
2 .875x3in. labels

Packaging: Box (1000 Sheets)

1-9 10+ Pallet (PF) 50 boxes

111.49 99.88 4,700.00 (94.00/bx)

20-150B

PATIENT ID LABEL
BLUE PAPER / 12 HOLES

Versatility in blue.

Specs: 8.5x 11in.
28 .94 x 2.55 in. labels
2 437 x 3in. labels
2 .875x3in. labels

Packaging: Box (1000 Sheets)

1-9 10+ Pallet (PF) 50 boxes

111.49 99.88 4,700.00 (94.00/bx)

20-150Y

PATIENT ID LABEL
YELLOW PAPER / 12 HOLES

Versatility in yellow.

Specs: 8.5x 11in.
28 .94 x 2.55 in. labels
2 437 x 3in. labels
2 .875x3in. labels

Packaging: Box (1000 Sheets)

19 \ 10+ \ Pallet (PF) 50 boxes

111.49 ‘ 99.88 ‘ 4,700.00 (94.00/bx)



20-153W
PATIENT ID LABEL
WHITE PAPER / POLYESTER / 12 HOLES

Paper labels for charts/forms and polyester labels
for ID bands without protective shields.

Specs: 8.5x11in.
28 .94 x 2.55 in. paper labels
2 437 x 3 in. poly labels
2 .875x3.6in. poly labels

Packaging: Box (1000 Sheets)

1-9 10+ Pallet (PF) 50 boxes

139.11 130.55 6,149.50 (122.99/bx)

20-153B

PATIENT ID LABEL
BLUE PAPER / POLYESTER / 12 HOLES

Blue, because not everyone wants white.

Specs: 8.5x11in.
28 .94 x 2.55 in. blue paper labels
2 437 x 3 in. white poly labels
2 .875x 3.6 in. white poly labels

Packaging: Box (1000 Sheets)

1-9 10+ Pallet (PF) 50 boxes

139.11 130.55 6,149.50 (122.99/bx)

20-153Y

PATIENT ID LABEL
YELLOW PAPER / POLYESTER / 12 HOLES

Yellow, just because you might like it.

Specs: 8.5x11in.
28 .94 x2.55 in. yellow paper labels
2 437 x 3 in. white poly labels
2 .875x 3.6 in. white poly labels

Packaging: Box (1000 Sheets)

19 10+ Pallet (PF) 50 boxes

139.11 130.55 6,149.50 (122.99/bx)




20-602W
ID CARD

WHITE PAPER / POLYESTER

For making wallet sized ID cards or badges.

Specs: 8.5 x11in.
2 3.375x2.125 in. poly cards

Packaging: Box (1000 Sheets)

19 10+

603.45 555.56

}

20-113W

THERMAL LABEL
WHITE POLYESTER / ROLL

Designed for use with Zebra® QL series printers.

Specs:

350 per roll

1 x 2 in. direct thermal labels per roll
.75 in. inner core

2 in. outer diameter

Packaging: Case (36 rolls)

,,,,,,,,,,,, 1-9 10+
S 119.20 115.09
20-114W

THERMAL LABEL
WHITE POLYESTER / ROLL

Designed for use with Zebra® QL series printers.

Specs:

280 per roll

1.25 x 2 in. direct thermal labels per roll
.75 in. inner core

2 in. outer diameter

Packaging: Case (36 rolls)

1-9

10+

133.03

128.44




20-115W
THERMAL TAG LABEL
WHITE POLYESTER / ROLL

Butterfly design allows printing on both sides.
Slip on over .625 in. tyvek® / polyester or infant
foam bands.

Specs: 500 per roll
1.25 x 2.25 in. (folded/assembled)
1 in. inner core
5 in. outer diameter

Packaging: Box (4 rolls)
1-9 10+
145.43 127.25

20-500W C___ )
THERMAL LABEL :J[: ,,,,,,,,,,,,,
WHITE POLYESTER/ROLL P
Popular size for a variety of uses. [:]:

Specs: 2500 per roll :]

.5 x 2 in. direct thermal labels [:]

1in.innercore D

5 in. outer diameter :}

Packaging: Case (12 rolls) [:]
1-9 10+ )
242.64 222.36 :] """""""




PEDIATRIC WRISTBAND
POLYESTER / WITH SHIELD

Clear protective shield for printed image on paper
label. Lightweight and durable, with blade-cut
edges for comfort.

20-201W  White
20-201B  Blue
20-201G  Green
20-2010  Orange
20-201R  Red
20-201Y  Yellow
20-201P  Pink
20-201L  Lavender
Specs: 625 x 7 in.

Packaging: Box (500 bands)

White

G

1-9 10+
34.60 31.94 | white
37.07 34.22 | colors
ADULT WRISTBAND

POLYESTER / WITH SHIELD

Clear protective shield for printed image on paper
label. Lightweight and durable, with blade-cut
edges for comfort.

20-203W  White
20-203B  Blue
20-203G  Green
20-2030  Orange
20-203R  Red
20-203Y  Yellow
20-203P  Pink
20-203L  Lavender
Specs: 1x10in.

Packaging: Box (500 bands)

1-9 10+
51.90 47.91 | white
59.32 54.75 | colors



ADULT WRISTBAND
POLYESTER / WITH SHIELD

Clear protective shield for printed image on paper
label. Lightweight and durable, with blade-cut
edges for comfort.

20-205W  White

20-205B  Blue

20-205G  Green

20-2050  Orange

20-205R  Red

20-205Y  Yellow

20-205P  Pink

20-205L  Lavender

Specs: 1.25x 10 in.

Packaging: Box (250 bands)

19 10+

41.51 37.19 white
46.28 41.46 | colors

White

ian

ADULT WRISTBAND
POLYESTER / WITH SHIELD

Clear protective shield for printed image on paper
label. Extra length for large wrists.

20-206W  White
20-206B  Blue
20-206G  Green
20-2060  Orange
20-206R  Red
20-206Y  Yellow
20-206P  Pink
20-206L Lavender

Specs: 1x13in.

Packaging: Box (250 bands)

19 10+

32.98 30.45 white
36.67 33.85 | colors

White

BlK

15



PATIENT ALERT WRISTBAND

POLYESTER / WITHOUT SHIELD

May be used to call attention to fall risk, allergy,

DNR, etc.

20-301W  White
20-301B  Blue
20-301G  Green
20-3010  Orange
20-301R  Red
20-301Y  Yellow
20-301P  Pink
20-301L Lavender
Specs: .625 x 10 in.

Packaging: Box (500 bands)

White

G

White
1-9 10+
. 707 | 322 |whie
i S 39.55 36.51 colors
ADULT WRISTBAND

POLYESTER / WITHOUT SHIELD

May be used with polyester patient ID labels.
(i.e. 20-109W, 20-153W, 20-105W)

20-302W  White
20-302B  Blue
20-302G  Green
20-3020 Orange
20-302R  Red
20-302Y  Yellow
20-302P  Pink
20-302L  Lavender
Specs: 1x10in.

Packaging: Box (500 bands)

1-9

10+

44.48
51.90

41.06 | white
47.91 colors




ADULT WRISTBAND
POLYESTER / WITH SHIELD

Clear protective shield for printed image on paper
label. Lightweight and durable, with blade-cut
edges for comfort.

20-303W  White
20-303B  Blue
20-303G  Green
20-3030 Orange
20-303R  Red
20-303Y  Yellow
20-303P  Pink
20-303L Lavender

Specs: .625 x 10 in.

Packaging: Box (500 bands)

1-9 10+

White

A
GIESl

42.02 38.78 | white
44.48 41.06 colors

INFANT ID BAND
TYVEK® / WITHOUT SHIELD
TAMPER EVIDENT CLOSURE

Designed to provide a “flat” surface for barcode
ID label.

20-304B  Blue
20-304P  Pink
20-304W  White

Specs: 625 x 7 in.

Packaging: Bag (200 Bands)

1-9 10+

10.93 9.79

Blue

Pink White




White

ADULT WRISTBAND
TYVEK® / WITHOUT SHIELD

Lightweight, soft band maximizes patient comfort.
Ideal for use with polyester patient ID labels.

20-306W  White
20-306B  Blue
20-306G  Green
20-3060  Orange
20-306R  Red
20-306Y  Yellow
20-306P  Pink
20-306L  Lavender
Specs: 1x 10 in.

Packaging: Box (500 bands)

19 10+
. 25.70 22.84
Lavender
ADULT WRISTBAND

TYVEK® / WITHOUT SHIELD
TAMPER EVIDENT CLOSURE

Lightweight, soft band maximizes patient comfort.
Ideal for use with polyester patient ID labels.

20-306WT White
20-306BT Blue
20-306GT Green
20-3060T Orange
20-306RT Red
20-306YT Yellow
20-306PT Pink
20-306LT Lavender
Specs: 1x10in.

Packaging: Box (500 bands)

1-9

10+

25.70

22.84




ADULT WRISTBAND
POLYESTER / WITHOUT SHIELD

May be used with polyester patient ID labels.
(i.e. 20-109W, 20-153W, 20-105W) Extra length for
large wrists.

20-308W  White
20-308B  Blue
20-308G  Green
20-3080  Orange
20-308R  Red
20-308Y  Yellow
20-308P  Pink
20-308L Lavender

Specs: 1x13in.

Packaging: Box (250 bands)

1-9 10+

32.10 29.63 | white
34.68 32.02 colors

White

G

PEDIATRIC ID BAND
POLYESTER / WITHOUT SHIELD

Lightweight and durable, with blade-cut edges
for comfort. May be used with polyester patient
ID labels.

20-310W  White
20-310B  Blue
20-310G  Green
20-3100  Orange
20-310R  Red
20-310Y  Yellow
20-310P  Pink
20-310L Lavender

Specs: .625 x 7 in.

Packaging: Box (500 bands)

1-9 10+

39.55 36.51

White

Green Orange

19



20-311RA

ADULT ALLERGY ALERT

WRISTBAND
RED TYVEK® / WITHOUT SHIELD

Specs: .625 x 10 in.

Packaging: Box (800 Bands)

1-9 10+

45.56 40.51

20-311YF

ADULT FALL ALERT

WRISTBAND
YELLOW TYVEK® / WITHOUT SHIELD

Specs: .625 x 10 in.

Packaging: Box (800 Bands)

1-9 10+

45.56 40.51

20-311GB

ADULT BLOOD ALERT

WRISTBAND
GREEN TYVEK® / WITHOUT SHIELD

Specs: .625 x 10 in.

Packaging: Box (800 Bands)

1-9 10+

45.56 40.51



20-321

INFANT/NEWBORN

ID BAND

WHITE / FOAM / WITHOUT SHIELD

Soft foam to protect infant's skin. Secure closure,
but removeable to resize/reposition.

Specs: 1.25x5.5in.

Packaging: Box (24 Bands)

1-9 10+

19.17 17.65

u'al':l
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INFANT/NEWBORN

ID BAND
FOAM / WITH SHIELD

Soft foam to protect infant’s skin. Secure closure,
but removeable to resize/reposition. Shielded area
to protect .875 x 2 in. ID label.

20-322W  White
20-322B  Blue
20-322P  Pink

Specs: 1.25x5.51in.

Packaging: Box (24 Bands)

White

1-9 10+

27.19 25.83

21



White

Z-BAND® DIRECT THERMAL

WRISTBAND

POLYPROPYLENE WITH UV OVERCOAT /
ANTIMICROBIAL COATING / TAMPER
EVIDENT CLOSURE

20-651W  White
20-651B Blue
20-651G  Green

Specs: 1.25x 11 in.
1in. core
5 in. outer diameter
200 bands per roll

Packaging: Case (6 Rolls)

1 2+

427.40 364.40 | white
449.50 382.50 | colors

Z-Bznd is a registered trademark of Zebra Technologiess International.
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Z-BAND’ DIRECT THERMAL

WRISTBAND
POLYPROPYLENE WITH UV OVERCOAT /
ANTIMICROBIAL COATING / TAMPER

EVIDENT CLOSURE
20-661W  White
20-661R  Red Stripes
20-661Y  Yellow Stripes
20-661B  Blue Stripes
20-661G  Green Stripes
20-661P  Pink Stripes
20-6610  Orange Stripes
Specs: 1x11in.

1in. core

5 in. outer diameter
200 bands per roll

Packaging: Case (6 Rolls)

1 2+

422.28 358.80 | white
443.40 376.74 | colors




20-662

Z-BAND' DIRECT THERMAL
WRISTBAND

WHITE / POLYPROPYLENE WITH UV
OVERCOAT / ANTIMICROBIAL COATING /
TAMPER EVIDENT CLOSURE

75x 11 in.

1in. core

5 in. outer diameter
200 bands per roll

Specs:

Packaging: Case (6 Rolls)

sgtent Smith, John
08 1025/70

s M

yergies: Penicillin

Case 2+
422.28 358.80
20-663

Z-BAND' PEDIATRIC

DIRECT THERMAL WRISTBAND
WHITE / POLYPROPYLENE WITH UV
OVERCOAT / ANTIMICROBIAL COATING /
TAMPER EVIDENT CLOSURE

1x7in.

1in. core

5 in. outer diameter
300 bands per roll

Specs:

Packaging: Case (6 Rolls)

Case 2+
550.80 468.00
20-664

Z-BAND’ INFANT

DIRECT THERMAL WRISTBAND
WHITE / POLYPROPYLENE WITH UV
OVERCOAT / ANTIMICROBIAL COATING /
TAMPER EVIDENT CLOSURE

1x6in.
1in. core
5 in. outer diameter

350 bands per roll

Specs:

Packaging: Case (6 Rolls)

Case 2+

626.52 532.38




20-505W

CARBONLESS PAPER
WHITE / 23# / FRONT & BACK COATED
5 HOLE TOP PUNCHED

Specs: 8.5x 11in.

Packaging: Ream (500 Sheets)
Case = 5 Reams

Case

141.16

20-506W

CARBONLESS PAPER
WHITE / 23# / FRONT & BACK COATED

Specs: 8.5x 11in.

Packaging: Ream (500 Sheets)
Case = 5 Reams

Case

128.94
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20-508

CARBONLESS PAPER

WHITE / 23# / FRONT & BACK COATED
5 HOLE TOP PUNCHED / DOUBLE
HORIZONTAL PERFORATION

Specs: 8.5x 11 in.

Packaging: Ream (500 Sheets)
Case = 5 Reams

Case

203.13



20-512WCP

CARBONLESS PAPER
WHITE / CANARY / PINK
5 HOLE TOP PUNCHED

23# Back coated white, front/back coated canary,
front coated pink, pre-collated.

Specs: 8.5x11in.

Packaging: Ream (500 Sheets)
Case = 5 Reams

Case

158.06

20-527W

CARBONLESS PAPER
WHITE / 23# / FRONT & BACK COATED
7 HOLE SIDE PUNCHED

Specs: 8.5x11in.

Packaging: Ream (250 Sheets)
Case = 10 Reams

Case

145.77

25



PRICING

When it comes to healthcare and patients, product quality reigns
supreme. And once patient safety, product durability and availability
are confirmed, cost enters the decision equation. PHG Technologies
is committed to providing high quality products at the most affordable
prices. Understand the need, design in simplicity, design out excess
production expense and deliver the best possible products at the
most affordable price — that's our goal. The prices in our catalog
represent our list price. Please contact us at 800 349-4531 to

receive contract pricing.

26

MADE TO ORDER PRODUCTS

So, you've scoured our catalog and didn't find exactly what you
need? Or, you've got a great idea, can't believe someone hasn't
thought of it before. Please give us a call - 800 349-4531 - and
let's see if we can get that product made for you. Our best ideas
start with listening to our customers. When it comes to Patient ID,
we know we've got a variety of good options, but we also know
there are a lot more customer circumstances. We're happy when
we learn our existing products will meet your current needs, but
we're just as happy to innovate when given the challenge to create

something new. Just let us know how we can help.

We're Listening.



| 4

EASYID® SOFTWARE PRODUCTS

PHG Technologies is also a provider of patient ID and forms
automation software applications. Starting in 1995, with our
first barcode patient ID application designed to replace
card embossers/addressographs, PHG has been leading the
way in efforts to secure positive patient identification. No mat-
ter where you are on the patient ID technology spectrum —
embossed image, linear barcode, 2-D barcode, RFID — PHG is

ready to discover your needs and help you meet your goals.

To learn more about our EasylD software applications
please check out our website at www.phgt.net or contact
us at 800 349-4531.

27






A LITTLE SOMETHING TO HELP MAKE WORK EASIER

HOW TO GO ON VACATION

WITHOUT DOUBLING YOUR WORK WHEN YOU RETURN

Now that you're making life easier
with PHG, it's time to consider taking
a break. A vacation is in order. But,
time off isn't always easy—it can
end up doubling your workload
when you return. Don't forego your
vacation for fear of playing catch-
up. Instead, take a few easy steps to

simplify your return.

Tell your coworkers the dates of
your vacation. Sure, you'll tell your
supervisor your time-off dates, but
make sure it's on the calendars of
your coworkers, too. Look together
at any deadlines or needs that will
arise during or around those days
SO you can strategize how to get
tasks done. By planning with others
in the office, everyone will be pre-

pared for your absence.

Share your knowledge and respon-
sibility with others. Okay, so you
are indispensable around the of-
fice. But, wouldn't it be nice to not
be the only one with answers? You'll
find life a lot easier if you make sure
someone else has access to your ex-
pertise. You can do this by creating

a simple list of situations that might

arise while you are gone along with
your recommended solutions. You'll
have fewer fires to extinguish after

your vacation.

Use technology to help you. Set
your email to reply to messages
with a vacation message. Custom-
ize that message with action that
can be taken while you are away —
alternative people to call, answers

to common questions, etc.

Look at your inventory. If you're
afraid you'll run out of product,
submit an order to us that can be
activated by a simple email or call
from one of your colleagues. You
may simply want to place an order
before you go, so you're sure to
have the products you need when
you return. There's no reason for
ease to end when you return from

vacation.

Don't worry. A refreshed and rested
you is the point of getting away. So,
turn off your phone and leave work
behind. Your work will look easier

when you return relaxed.
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