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Office (whose) or place to work
Desk

Chair

Office attitude (imposing and formal vs. welcoming and informal)

Visitor chairs

Couches

Tables

Cabinets

Whiteboards

Flip charts

Audiovisual
Employee#

Security Pass

Keys

Parking
Personal computer

Laptop

Email/system access

Phones/voicemail access

Cell phones

Stationary

Files

Business cards

Travel profile

Support

· Executive Assistant
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NEW LEADER'S 100-DAY ACTION PLAN


 Tool 2.07


Office Set Up Checklist
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