Administrative Staff Meeting

February 28th, 2011
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Scott: 
International insurance is due Tuesday March 1st by the end of the day, taxes for international insurance will be taken out of March 21st check.

George:
Contract signed for spring break ball @ Sinagua High School, spring football game will be April 30th at 11:00 Sinagua High School

Jim F:
How are we going to cover if the track is damaged? Matt I need a letter stating how this will be paid if damaged. 

Ashley:
Coaches lunch tomorrow at 12 Collins Irish Pub, Taverna will be providing the pregame meal on Wednesday for MBB. 

Gretchen:
Our credit card machine will charge less if we have address and pin to enter, Bill Smith will be retiring in April.

Steve:
Thanks to Dug, Gretchen and Scott for helping with the golf we won the tournament

Rob:
They are pouring the second floor on the east side above the restrooms in the dome.

Sadie:
General budget guidelines going out the end of March.

Mike:
With the guidelines going out sports supervisors need to give everyone heads up and start planning.

Jason:
LAA board meeting on Wednesday, employee giving campaign starting up this week will be giving a gift for any employees who donate this year, Annual Giving candidate comes this Thursday. 

Jim F:
Any candidate that comes to Flagstaff you will need to get prior approval before you book any flights for that individual, if you don’t follow the rules you will be written up for it, I know the policy has changed where you can now use your p-card for potential candidate’s flights but this is our departmental policy so please get prior approval. 

Pam:
Diana out sick today, progress reports out today, handbook out starting next week. 

Next meeting March 7th @ 8:30 am
