Senate
Leaving Member Checklist

Name of member who is leaving committee:  






 FORMCHECKBOX 

Delete name from webpage


 FORMCHECKBOX 

Delete name from membership list

 FORMCHECKBOX 

Delete name from Course Management System


 FORMCHECKBOX 

Discard mailing label

 FORMCHECKBOX 

Discard tent card

 FORMCHECKBOX 

Delete name from “Minutes” template


 FORMCHECKBOX 

Delete name from “Senate Highlights” template

 FORMCHECKBOX 

Delete name from email distribution list


 FORMCHECKBOX 

Delete name from Senate “Attendance Sheet” form

 FORMCHECKBOX 

Update Excel “Senate & Standing Committee Membership”

spreadsheet


 FORMCHECKBOX 

Send thank you letter from Ralph Nilson

