Office Meeting Minutes: 10/15/18
Erin – out sick
Alex – out for a test
· Decided to decorate the office door for Halloween and find the office Christmas tree
· Pictures in hallway – need an appointment with Bridwell
· Jessica and Hailee tasked to make an orientation handbook for future undergrad and graduate hires.
· Current grading has been handed over to Erin and Alex for the time being.
· Ann Marie and Stephanie agreed to spray down the office before leaving for the day.
· Stephanie made a work order
· Discussed ID file
· Travels have been split between Ann Marie and Stephanie
· Each shared our completed projects from last week
· Hailee and Jessica will be going to the Career expo on the 24th to report back to the office.

Stephanie’s last week:
· Tartan Small wares photo
· Time is due for student workers
· EPAF’s oldemp.
· HDFS Comps
· Showcase Sat.
· Amb TX friendly
· Fac. Documents copier for next month
· Textbooks grad files

Ann Marie’s last week:
· Contacted Brookshires and Walmart about sole source for purchasing food
· Travels: entered in new TA’s
· Reimbursement for Martin, budget release for zero and travels
· Off Monday and Thursday
· [bookmark: _GoBack]US foods and 1st choice Restaurant item check in

