Protocol for Updating Calendars
1) Ensure that the calendar is linked to “Shared Calendars” 
2) Conduct update at close of business each day
3) Subject of activities should be specific and clear  (I’m busy! Is not acceptable)
4) Unexpected changes should be entered immediately (real time)
5) If unable to access calendar, contact IT or Admin to conduct the update for you
NOTE:  During performance reviews, calendars will be considered and evaluated for team efficiency
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