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google docs or office live

network drive

dropbox.com
ftp://file-exchange.coloradocollege.edu
yousendit.com, ge.tt, letscrate.com
link to website
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salutation

specifics

. length

. content

. generally one subject per email
Long URLs - NO!
PROOFREAD
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From: Weston Taylor & Recall This Message Sent: Thu 12/13/2012 10:52 AM
To: 'C] Pascoe'

Cc

Subject: RE: Technology Costs

EG  Rezend This Message
View in Browser

ZJ Other Actions

with th li smore of
rough ballpark figure for just th

ware, though

Let me know if there's anything else | can do for you

WEston

From: CJ Pascoe [mailto:cejae74@gmail.com]
Sent: Thursday, December 13, 2012 10:36 AM
To: Weston Taylor

Subject: Re: Technology Costs

Hi Weston,
Unfortunately, this is for a project that wouldn't be housed here at CC. That's part of the long story, that I'm moving to take a job at the University of Oregon at the
end of this school year (it's not official, as T haven't signed anything yet - but most everyone around here knows...). Ithink I'm going to try to ask for five-ten licenses

plus computers to run the programs on or the remote desktops...

Unfortunately I need to provide some of these costs by tomorrow - so next week 1sn't great. But that's not a problem - I'll start poking around and looking at costs
online tonight.

OnDec 13, 2012, at 10:21 AW, Weston Taylor wrote:
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Dear Harry,

You have been accepted into the Hogwarts
School of Witchcraft and Wizardry.




Best Practices

Limit email
checking to 1-3
times per day
Archive emails
once a year
Immediately delete
unneeded messages
Shut off email
alerts

Blinstead of replying

all, start a
forum/discussion in
PROWL; better still
start it as a
discussion in the
first place

o flag & prioritize



4 Tech Tuesday




