In-Service Division/Department Meeting Form

For Division Administrative Assistants
Please indicate on the form below the date, time, and location of your division’s meetings and related activities during in-service week. 

	Name:
	[bookmark: Text88][bookmark: _GoBack]     
	Division:
	[bookmark: Text89]     

	Phone:
	[bookmark: Text98]     
	Email:
	[bookmark: Text99]     



Please list/describe each division activity separately:
	1 
	Please indicate the 1st activity: 

	|_| Division meeting (FT)          
|_| Division meeting (FT & PT)           
	|_| Luncheon      
|_| Associate faculty meeting             
	|_| Department chairs meeting 
|_| Department meeting 
Department:      

	[bookmark: Text95]Date:          Start Time:           End Time:      

[bookmark: Text96][bookmark: Text97][bookmark: Check8]Location Building:           Room:           or TBD |_|




	2 
	Please indicate the 2nd activity: 

	|_| Division meeting (FT)          
|_| Division meeting (FT & PT)           
	|_| Luncheon      
|_| Associate faculty meeting             
	|_| Department chairs meeting 
|_| Department meeting 
Department:      

	Date:          Start Time:           End Time:      

Location Building:           Room:           or TBD |_|



	3 
	Please indicate the 3rd activity: 

	|_| Division meeting (FT)          
|_| Division meeting (FT & PT)           
	|_| Luncheon      
|_| Associate faculty meeting             
	|_| Department chairs meeting 
|_| Department meeting 
Department:      

	Date:          Start Time:           End Time:      

Location Building:           Room:           or TBD |_|



	4
	Please indicate the 4th activity: 

	|_| Division meeting (FT)          
|_| Division meeting (FT & PT)           
	|_| Luncheon      
|_| Associate faculty meeting             
	|_| Department chairs meeting 
|_| Department meeting 
Department:      

	Date:          Start Time:           End Time:      

Location Building:           Room:           or TBD |_|



	Either print the completed form and send it to Jeanise Bartiromo, Administrative Assistant, AGB 121; or send it as an email attachment to jbartiromo@saddleback.edu  



