Check in INSTRUCTIONS and OTHER INFO for check in table

Checking in GRADUATES:
1. Check off each grad as they come in

2. Give them a program

3. Ask if they are participating in campus Commencement

· If yes, give them their yellow check-in card

· If they don’t have one, give them one of the blank cards and tell them to write their name on it (at the back of the “General cohort” stack)

4. Direct them to the reserved seating for their cohort in the first few rows of chairs.

Checking in FACULTY:

1. Check off each faculty member as they arrive

2. Give them a program

3. Direct them to the reserved faculty seating – it’s the row that is just behind the Tribal cohort seating

Watching for SPEAKERS:

1. Let Erin know when Walter Pacheco gets here – he is first on the program

2. Let Randee know when Michael Zimmerman and Les Purce get here – they are #2 and #3 on the program.

+++++++++++++++++++++++++
Other grad ceremony locations:

· MES is in Library 4300 (4th floor)

· MIT is in the CRC

