Please make sure that your Calendar is set properly.

Open Outlook

Right Mouse Click on Calendar Icon [image: image1.png][_[CIx]
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Click on Properties

Click on Permissions Tab

Add ARPISD as a REVIEWER
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To MAKE SURE YOUR Lesson Plans are NOT ERASED!!!! Do the following

Click on the AutoArchive Tab
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Set the CLEANOUT to 15 Months.  That will give you plenty of time next year to change the dates on your lesson plans.
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Click OK

PLEASE REMEMBER TO USE THE FOLLOWING FORMAT:

TEKS Objectives:  .

Procedures:  
Activities:  
Assignments:  
Accountability/Assessments:  
GT Enrichment Activities: 
Special Learner Modifications:  

Secondary Teachers, you MUST include GT Enrichment and Modifications.  This is NOT an option!!!!

Thanks, Joy

