Suggested List of Items for Resource Binder/Desk Manual

· At end of binder leave room for desk manual of “how to” complete daily work

· Who to call in case of absence

· Map of Lab and bus system

· List of public transportation

· Work request form and instructions

· Key request form and instructions

· Key vs. card key information

· Lab org chart

· Department org chart –showing new employee

· List of names and phone numbers for matrix area

· Spot and OPA awards

· Request for check form and instructions

· List of acronyms

· Gelco information

· Off site training form

· Calendar information

· Designated calendar- how to manage another calendar

· How to calendar a conference room

· Phone information – how to use

· Security information - coming through the gates

· Benefits information and phone number

· P2R process information and explanation of raises

· Hospitality form and information/rules

· Driving lab car rules – no personal usage to go to lunch, etc.

· Archiving website with rules

· Boise ordering

· Filing systems

· Help desk information

· E-mail security rules

· Security patches for computers, importance of downloading them, not ignoring e-mails requesting to go to website

· AV website/information with instructions

· Designated printer information and how to find it on your computer

· EH&S training

· Medical services 

· Ergo information - StretchWare download, Location of loaner program

· ISSM information when it comes up and the importance of going in and completing it

· JHQ information the reason why and the importance of it

· Dosimetry rules and usage, how to exchange out for matrix staff

· Office safety-general, cords, things on top of cabinets

