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UCCE Director 

Carol Martin, 4-H Program Representative 

 
4-H Volunteers 

 
Sr. Office Assistant (SOA) 

Legend 

Assigns Tasks

Reviews/Approves 

Emails Details

Assignment Sheet (AS)/Work Order Process (WO) 
 
 
 

(Can be Assigned By or Assigned To person) 
 

Assigned By person completes form AS/WO 
(Program request) and gives to Christine to 

give to Carol or to Carol directly at least three 
months before program task is needed.

(Can be Assigned By or Assigned To person) 
 

Assigned By person completes form 
AS/WO and gives to SOA one week before 

task needed.  

 
Task is completed.  Assigned To person sends email  
to Assigned By person letting them know that task 

is ready for review, if needed, or complete.  
If review is needed, 
Assigned By person 

reviews. 

If no review 
needed, task is 

complete.

When corrections are 
completed task is given back 

to Assigned By person. 

Assigned By person 
signs Final Approval. 

If more work is needed, task goes back to 
Assigned To person.  

(Can be Assigned By or Assigned To person) 
4-H Volunteer 


