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Subject: New Responsibilities for Valerie

Body:

I have asked Valerie to assume additional responsibilities relating to computer system support. In addition to 

being responsible for our data security (backups), she will assist Chet in systems maintenance, 

troubleshooting, and training. From now on, please let Val know if you are having trouble with your computer 

or with a particular application. She will either fix it or coordinate with Chet to get it fixed. In addition, please 

let Val know what you think should be the focus of future computer training; she will be responsible for 

putting together a computer training plan.
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