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EMAIL

Use for longer correspondence or
info that should be archived/saved
long term

Example - Cheryl sending out info
about voting procedures

CHAT

Quick/immediate responses needed - where

n tonight (Thursday, 11/9) to pick up a print job she already paid for earlier today. It's a smal YOU Wouldn"l‘ ‘l‘ypico”y need ‘l‘o go bcck o

hind the help desk.

month later to find that info
Example - Emily reminding staff about a
meeting location
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