Kellogg Staff Meeting, May 2008
Business Procedures – Longer Range Planning, Staff Training
Spring Cleaning (One More Time!):

Now is the time to clean up any lingering problems or questions on accounts.  

Review all encumbrances and delete as appropriate.

Close accounts that are no longer used or needed.

Reconcile accounts and correct any deficits.

Check all payroll charges using Vista payroll reports.  Need Help?:

Andrea Munoz

1-3970


Gisela Gutierrez

7-3520

Prepare for Fall:

Spring/summer is a great time for longer range planning.

Prepare for arrival of new faculty – offices, phones, research accounts, computers

Prepare for changes in student work force – review current work study students.  Work on position requisitions for replacing those who are graduating or not returning next year.

Course schedule planning – academic departments work with department Chairs

Department staffing – spring is a good time to review how staffing/work flow has worked during this year.  Evaluate and identify problems – work with department chair.  Training needs – identify needs and plan for training during down times.

Resources:

For an overview of training opportunities offered by various departments at NU, check out this website:

http://www.northwestern.edu/training/
Office of the Dean:


http://www.kellogg.nwu.edu/dean/generalinfo/index.htm

