Physical Space
· Office Swaps
· Keys/Locksmith
· Computer/ITS
· Nameplate/Facilities
Permissions/Notifications
· Budget
· Student Information Databases
· Payroll 
· Registrar
· Assessment/Testing
· Academic Affairs
· Philanthropy
· Professional Associations
Personnel	
· Review P&T schedule
· Files/Faculty Log
· Review of Outstanding Issues
· Potential Adjuncts
Work Materials
· Digital Files
· Archives
· Social Media Accounts/Passwords
Students
· At risk
· All Stars
· Frequent Flyers
Course Schedule
· Meet with Registrar
· Discuss Next Semester
· Drafts in Progress
· Curriculum Changes in Progress
Budget
· Status of Current Fiscal Year
· Status of Next Fiscal Year
· Sources for External Revenue
· Tricks

Notification
· Email to Majors/Minors
· “Welcome” to New Faculty
· Professional Association
· Admissions
Supplies
· Signature Stamp
· Business Cards
· Computer Upgrade
Header
· Item to be checked
Header
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