Department of English-Who Does What 
Budget Matters:
Personnel and operating budget requests


Anne Wallace/Lydia Howard
Budgeting & Fiscal Transactions 



Lydia Howard

Purchasing 





Lydia Howard

Travel reimbursements:  A-L



Lydia Howard


           M-Z



Melanie Humpal

Other reimbursements




Lydia Howard/Melanie Humpal

Personnel Matters:

EPA & SPA Personnel




Lydia Howard

Graduate Assistantships




Alyson Everhart/ Nancy Myers
Affirmative Action 




Lydia Howard

Promotion and Tenure, Procedures and Records

Melanie Humpal/Anna Tysor
Tenure-track searches 




Melanie Humpal/Anna Tysor
Supervision of office assistants



Anna Tysor
Hiring/Supervision of Lecturers



Jennifer Keith/Melanie Humpal
Assignment of Peer Observers



Anne Wallace
Academic Programs:
PhD, MA Graduate Programs 



Nancy Myers/Alyson Everhart
MFA Graduate Program 




Jim Clark/Terry Kennedy
WAC Coordinator




Sara Littlejohn
English Education




Jeanie Reynolds/Anna Tysor


     





Undergraduate and all licensure requirements/






Nancy Myers/Alyson Everhart (Graduate-Plan 






of Study ONLY)
Freshman Composition




Kelly Ritter
Undergraduate Studies




Jim Evans/Melanie Humpal
Undergraduate Internships




Scott Romine

Honors Coordinator




Michelle Dowd

Course Schedule preparation



Anne Wallace/Jennifer Keith/Kelly Ritter/Lydia Howard/Melanie Humpal/Anna Tysor
Student Matters:
Student Appeals for TAs (Comp/Literature)


Kelly Ritter
Student Appeals for Lecturers



Jennifer Keith
Student Appeals for Faculty



Anne Wallace

Retroactive Grade Changes & Withdrawals


Anne Wallace

Special Projects:
Departmental Web Site




Melanie Humpal
Programs Preparation (inc. honoraria)


Chris Hodgkins /Anna Tysor
Departmental Newsletter Editor



Anna Tysor
Recognition Ceremony




Melanie Humpal/Anna Tysor
Institutional Analysis Reports



Lydia Howard
Course evaluations data compilation


Melanie Humpal
Miscellaneous projects:

Faculty & TA schedule charts



Anna Tysor
Keys/Lecturers office setup



Anna Tysor/Melanie Humpal
Syllabi & course descriptions coordination


Melanie Humpal
Bookstore Liaison




Anna Tysor
Grades






Anna Tysor
Everything else





Anne Wallace
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