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ELECTRONIC CALENDAR
I.
PURPOSE:
The Department is committed to providing the best customer service possible.  To ensure this happens, it is sometimes necessary to locate staff quickly.  Utilizing the Department’s electronic calendar system will allow others to schedule, plan work, and to be able to locate staff as necessary.
II.
SCOPE:
Departmentwide.  
III.
DEPARTMENT POSITION:
All Department staff will keep their electronic calendar up-to-date.
IV.
PROCEDURES:
All Department staff will ensure that meetings, events, and leave are entered into their electronic calendar as soon as they are known.  Corrections will be made to the electronic calendar appointments as necessary.  
Read-only access must be given to your supervisor and support staff as appropriate.
Events or meetings that involve stakeholders, Board Members, or other external partners should be included on the Departmental calendar.  To have such items added to the calendar, staff should contact the Department Director’s Office for instructions.
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