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Related to CWU or your responsibilities at 
CWU? 

Does the content of the email pertain to University business, 
actions, decisions, approvals and/or transactions? 

Are you the 
Sender/Creator? 

Are you the 
Recipient? 

Does it explain, 
approve, justify, or 

document an action 
or decision? 

Do you need to 
take action? 

Does it explain, 
approve, justify, or 

document an 
action or decision? 
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