Office meeting minutes
11/12/18
[bookmark: _GoBack]-All discussed logs
-talked about fielding calls for registration week
Logs:
Jessica:
· 11/5: helped wipe down counters, watered plants, scanned papers for Farago, did some cleaning in the old kitchen, highlighted key points for info for spreadsheets.
· 11/7: wiped down the office, ran an errand to Kroger’s for Ms. Drake, cleaned more in old kitchen (dishwasher, and two stoves), helped Dr. causin put together flyers and things for an event.
· 11/8: started citing articles for Farago, dishes, cut out articles for scrap book.
· 11/9: Food shopping, cited more articles for Farago, did dishes.
Hailee: 
· 11/5: unlocked doors, cleaned counters, graded for Farago (236), graded for Olle (100)
· 11/6: out sick
· 11/7: out sick
· 11/8: Cleaning counters and doors, graded for Olle (100), delivered card to presidents office, dropped off and picked up tests from grading, ran mail
· 11/9: cleaned counters, graded for Olle (100), made copies of course fee documents for Bridwell, ran mail.

Erin:
· 11/5: cleaned in old kitchen, made spreadsheet for Dr. Martin, grading, ran mail
· 11/6: cleaning old kitchen, grading for Olle, ran mail
· 11/9: worked on scrapbook, ran mail, grading for Cupit, task for Farago.
Ann-Marie:
· Processed Kroger receipts for 137,139,285, and café
· Processed Travel Reimbursements – Causin, Olle, Bridwell
· Weekly gift report – made two cords
· Worked with US Foods, 1st choice rest. quip. On returns and with receiving and accounts payable to finalize PO’s
· Supplies for platters – printer heads, adapters
· Submitted work order in ATM for no heat in ID faculty office
· Student Travel reimbursement – sorting receipts, calling for additional receipts
Alex: 
· Reset admin account on plotters, updated firmware, get access to service menu.
· Made final changes to items website before change.
· Fixed PDF issues for Dr. Perrit
· Paper inventory for plotters
· Uploaded all meeting minutes on website that were sent to me
· Fixed sound issues in HMS-N 102 for Mr. Pelham
· Set up skype conference and account for Dr. Kang
· Fixed DVD issues for Dr. Runnels in HMS-N 115
Stephanie:
· T card training
· Training online
· Reserving rooms for finals
· EPAF’s
· Registration
· Budgets
· Time is due
· Mobile food lab

