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Machine clean up

Can everyone please spend 1 hour today asap doing the following. 

1. Server: Cleaning out recent jobs - removing any duplicate high res files and any files needed. This is to help the server.

2. Tidying up the order of your jobs, making sure we can find final files easily - this is always problematic and causes delays and issues sending wrong files.  

3. Email - remove old large attachments from Gmail (but do not delete emails from clients or other team members), remove emails from email newsletter junk, delete all in your bin and junk. (Basically reduced your email storage). 

4. Machine - Delete old files from your desktop, downloads and empty your trash. Then, run a disk utility, shown on attached, and restart your machines once done please. 

Please shut your machines down at night. 
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