Administrative staff meeting

May 9th 2011

Steve, Jason, Andrew, Tina, Jim Fallis, Ashley, Lee, George, Arike, Beth, Pam, Scott, Sadie, Dug, Ryan, Joe, Diana, Gretchen

Absent: Mike and Jim M

Beth: Graduation banner almost finalized please let me know if you want your student worker on it. I will have a conference call regarding career athletes tomorrow. Graduation ceremony is Friday from 11-1 will find out when the road will be closing for graduation. Working on setting up a meeting with the bookstore. No staff meeting on May 23rd as we will be in Salt Lake for the Big Sky conference. 

Gretchen: Jim M. and Mike are out today, everyone completed the harassment training! 

Ryan: State of Arizona passed a law on sports injury. 

Steve: Going to be traveling Thursday with Track and Field.

Lee: Sent email to coaches on who is doing camps and clinics and how much are they costing asking them to email me back with information. 

Sadie: Budget closes for users on 15th of May but JFR closes on the 27th of May. 

Dug: Will set up meeting with Jim F to go over the report before the 27th of May. Contracts will be issued they are on Beth’s desk.

Scott: Doing a mailing to call incoming students that are coming in the fall with important dates and deadlines. Graduation success date is due June 1st. APR public release is May 24th, recognition will be released on May 17th, financial aid renewals are due May 31st. Dorms close on Friday 10:00 am, last meal is Friday as well.

Ashley: In the process of looking for golf cart for Louie that will be paid by a sponsor. Should this be paid out of Foundation or local?

Gretchen: Depends on what purchasing says.

Andrew: Annual giving victory party is tonight at Jotinis at 6.

Jason: Will be in Phoenix on business May 18th & 19th and in Southern California May 24th and 26th. Working on the 60/60 campaign for football.

Pam: Finals week this week and grades posting next week, will be out of the office all next week.

Diana: Working on the student athlete handbook, will be out of town next week for Regional Rules, will be in Seattle in June doing my masters and will be gone for two months.

Jim F: Me and Beth will sit down and finalize what is being requested by coaches for scheduling, I need the sport supervisor’s to meet after this meeting. We need to send referrals and requests for prospective student athlete to a higher level and not email them. Make sure if a booster is making a recommendation on a prospective student athlete that we handle them in a timely fashion. If we have people that are working for us during an event we need to make sure we pay them in a timely fashion, we need to also make sure we have signatures from everyone before we do an event. Also you need to let your supervisor know if you are going to be attending any of our events or banquets we may have, you are to use your own time unless you are a sport supervisor or academics. 

Gretchen: We also need to make sure if we are hiring anyone for an event I need a new hire packet filled out and given to me before the event happens.

Next meeting May 16th
