Senate Standing Committee
New Member Checklist

Name of new member:  








 FORMCHECKBOX 

Add name to webpage (AC)

 FORMCHECKBOX 

Add name to committee membership list (AC)

 FORMCHECKBOX 

Add name to Course Management System (CC only; AC)
 FORMCHECKBOX 

Send “Welcome” email to new member


 FORMCHECKBOX 

Print tent card


 FORMCHECKBOX 

Create mailing label


 FORMCHECKBOX 

Add name to “Minutes” template


 FORMCHECKBOX 

Add name to RSVP/attendance list


 FORMCHECKBOX 

Add name to email distribution list


 FORMCHECKBOX 

Add name to Committee “Attendance Sheet” form

 FORMCHECKBOX 

Update Excel “Senate & Standing Committee Membership”

spreadsheet (AC)
