Vacation Coverage
Enter dates you will be out of the office:
Example:  Tuesday, March 3 to Thursday, March 12, 2009
Enter what and who needs to be informed of your absence per day.
Wednesday, March 4, 2009
One-on-One meeting with Allan.  (Cancelled)

Tuesday, March 10, 2009

Directs meeting.  (Marcia and Kris informed)

Wednesday, March 11, 2009

One-on-One meeting with Jon.  (Cancelled)

Media Staff

We had a staff meeting today and went over all Media assignments with everyone. 
Weather Announcements on “The Kirkwood Channel”
Steve Carpenter and George Dorman have been informed I will be gone for any Kirkwood weather related cancellations or delays for cable.  They’ve been instructed to contact Phil Meaney and Phil has the laptop to make the on-air changes.

P-Card Verification

Everyone’s been informed that Angie will be my back-up verifier and will submit all receipts and statements to Angie shortly after reconciling their accounts.  
AV and Distance Learning Equipment
Only a few remaining items should be arriving while I’m gone.  Angie has been informed what to look for and what to do with them once they arrive. 

Time Sheets & Leave Forms

Allan Schau or Phil Meaney can sign vacation/sick leave reports and time sheet which will be due on Friday 3-6-09.  

Voice mail greeting and email have been updated reflecting my absence. 

I’ll be carrying my cell phone and I might possibly have access to email.  We’ll be back late evening on Monday, March 9 but will continue my vacation until Thursday, March 12 when I return to work.  I’ll be in the Pacific Time zone Tuesday, Wednesday and part of Thursday and Mountain Time Thursday, Friday, Saturday and Sunday.  

