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MEMORANDUM
Testing Week Procedures
	TO
All Faculty
	FROM
Kristen
	DATE
2026-07-05



TESTING PREP
Ensure all classrooms are prepared for the upcoming testing week.
Verify that student seating charts are updated and posted.
Distribute necessary testing materials to each department head by Friday.
LOGISTICS
Remind students of the specific start times and room assignments.
Coordinate with the proctoring team for hallway monitoring.
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