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WORK SPACE CHECKLIST 

NEW EMPLOYEE NAME______________________________ 

PROGRAM 
 

NOTES 
 

DATE COMPLETED 

Keys to work 
space 

 
 

 

Keys to 
classroom 

  

Keyboard/mouse 
  

  

Furniture  
 

 

Laptop/desktop  
 

 

Work space 
décor/wall 
painting 

  

 

  


