Judy Peters

Orientation Checklist

Start Date:  May 15, 2007

= = = = = = = = = = = =

The following general topics need to be discussed on or shortly after her first day worked.  Topics specific to the finance department will covered over time under Mandy and Cynthia’s supervision.

	√
	Topic
	Staff
	Notes

	
	Mission statement
	Mike Grebe
	Card and desktop from Terri

	
	Strategic Plan
	Mike Grebe
	

	
	Administrative staff overview
	Terri
	

	
	Finance staff overview
	Cynthia
	

	
	Program staff overview
	Dan
	

	
	
	
	

	
	Access card, security
	Gary
	

	
	Annual reports, enclosure card
	Yvonne
	

	
	Benefits
	Mavis
	Payroll schedule, holiday schedule

	
	Board overview
	Terri
	

	
	Bradley calendar/meetings (internal, external)
	Diane
	

	
	Cell Phones
	Diane
	

	
	Computer
	Clement
	Log on, programs, email, U and H drives

	
	Conference rooms, visitors, beverage set up
	Diane
	

	
	Directions, map
	Diane
	

	
	Deliveries, delivery log
	Diane
	

	
	Employee handbook
	Mavis
	

	
	Ethics and Conduct Report form
	Cynthia
	

	
	Faxes
	Amber
	

	
	Federal Express
	Diane
	Back up – Terri until further notice

	
	Gift database
	Yvonne
	

	
	Grant designation program 
	Yvonne
	

	
	Guidelines
	Dan
	

	
	Letters of inquiry
	Dan
	

	
	Library services
	Bill
	

	
	Mail 
	Amber
	Back up – Dennis/Gary

Last daily pick up – 4:45 p.m.

	
	Memorials, flowers
	Terri
	

	
	Organizational chart
	Terri
	

	
	Petty cash
	Diane
	Back up - Terri

	
	Security 
	Dennis/Gary
	Gate entry, building entry, etc.

	
	Shredding
	Dennis/Gary
	Location of bins, what is shredding

	
	Supplies 
	Amber
	

	
	Taxi
	Diane
	

	
	Telephone overview, staff schedules
	Diane
	Phone extension list

	
	Time off procedure
	Cynthia
	

	
	Timesheet overview
	Terri
	

	
	Travel
	Cynthia
	Arrangements handled by Terri

	
	Website
	Clement
	


	Please return a copy of the checklist to Mandy when complete.
	


