On-Boarding:   Mark Henkel 4/29/24
Lead by:  Cheryl and Dawn
Covered
· [bookmark: _GoBack]Reporting structure
· Payroll
· Insurance NONE
· Auto Deposit forms
· Tax forms
· Wi-Fi password
· Security/keys:  code for locking and process (check doors)
· How to make purchases:  small items turn in Receipts for reimbursements discuss with Cheryl for approval prior to purchase.
· Cash:  If cash is received, please give to Cheryl or put in an envelope into the safe deposit box with a description, $ and who gave the money.
