
Staff’s ResponsibilitiesStaff s Responsibilities
Karen’s Duties

Ext 8-5857

Back-up SupervisorBack up Supervisor
Direct Pays

Construction Contracts
ProCard

Athletic Travel

Karen’s Support

Supervisor – Susan
Direct Pays – Everyone

Construction Contract - Everyone 
Athletic Travel – Everyone

Debbie’s Duties
Ext 8-6478

Letters – H,J,M,O,Z
Travel Claims A-Z

Travel Advances A-Z
AmEx & SWABIZ

Relocation & Moving Exp
KK Ledger Clean-up

Althea’s Duties
Ext 8-7232

Letters- D,E,F, L,
Travel Claims A-Z

Travel Advances A-Z
AmEx & SWABIZ

Relocation & Moving Exp.
Vacation Trust

Pam’s Duties
Ext 8-6477

Letters I,N,S,W,Y
Travel Claims A-Z

Travel Advances A-Z
AmerEx & SWABIZ

Relocation & Moving Exp
DGS Blue Cards

DeDe’s Duties
Ext 8-7445

Letters – B,C,R,V
Travel Claims A-Z

Travel Advances A-Z
AmEx & SWABIZ

Moving & Relocation Exp
Vacation Trust

Carolina’s Duties
Ext 8-5858

Letters –A,K,P,X
Travel Claims A-Z

Travel Advances A-Z
AmEx & SWABIZ

Moving & Relocation Exp
KK Ledger Clean-up

Kim’s Duties
Ext 8-7443

Letters – G,Q,T,U
Travel Claims A-Z

Travel Advances A-Z
AmEx & SWABIZ

Moving & Relocation  Exp
DGS & Prison Industries

Debbie’s Support

Letters – Althea & Kim
Travel – Everyone

KK Ledger – Stephanie H

Althea’s Support

Letters – Karen & Pam
Travel – Everyone

Vacation Trust - Debbie

Pam’s Support

Letters – Carolina & Althea
Travel – Everyone

DGS Blue Card – Carolina

DeDe’s Support

Letters – Carolina & Karen
Travel – Everyone

Vacation Trust – Althea

Carolina’s Support

Letters – Kim & Debbie
Travel – Everyone

KK Ledger Clean-up - Debbie

Kim’s Support

Letters – DeDe & Pam
Travel – Everyone

DGS & Prison Industries – Debbie
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