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Description automatically generated]American International University
Copy Center (August 2024– July 2025)
Note: All Islamic/National holidays are tentative and subject to change.
Key: 
                           Light Blue-CC is involved and/or is the lead department.
       Yellow/Red = Holidays/PD Days
		August 2024
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AUGUST 2024

01-15: Preparation of Onboarding HR Packs.
04: Preventive Maintenance for copier machines
18-22: Printing NFO/RFO/NSO
18-29: Printing of LAB Manuals for Fall Semester
25: New Faculty Orientation
26: Returning Faculty Orientation
29: Monthly Inventory & Stationery request








Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 



		September 2024
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SEPTEMBER 2024

03 - 05: New Student Orientation
10: First Day of Classes
15: The Prophet’s Birthday
17: Faculty/ Staff Professional Development Day (No classes, Campus closed to Students)
18: Preventive Maintenance for copier machines
30: Monthly Inventory & Stationery request






Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 
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OCTOBER 2024

03: Preventive Maintenance for copier machines
13-17: Midterm exam Printing
16: Faculty/Staff Professional Development Day (No Classes, Campus Closed to Students)
22-28: Mid-Semester Course Evaluations
30: Monthly Inventory & Stationery request








Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 



		November 2024
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NOVEMBER 2024

07: Preventive Maintenance for copier machines
17-28: Preparation of Printing Finals Exams
17-28: Preparation of Final Exams Answer Booklet printing.
21: Faculty/Staff Professional Development Day (No Classes, Campus Closed to Students)
28: Monthly Inventory & Stationery request







Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 

		December 2024
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DECEMBER 2024

05: Preventive Maintenance for copier machines
05: Final Course Evaluation
10 – 16: Final Exams (not including Friday, 12/15)
19: AIU Christmas Party
Dec 20, 2024 – Jan 04, 2025: Winter Break (Campus Closed to Students)







Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 
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JANUARY 2025


Dec 20, 2024 – Jan 4, 2025: Winter Break (Campus Closed to Students)
02: Preventive Maintenance for copier machines
05-09: Preparation of Onboarding HR Packs
05-09: Printing RFO/NFO/NSO
12: New Faculty Orientation
13: Returning Faculty Orientation
19 – 20: New Student Orientation
26: First Day of Classes
27: Isra and Miraj (No Classes, Campus Closed to Students)
30: Monthly Inventory & Stationery request



Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 


		February 2025
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FEBRUARY 2025

05: Preventive Maintenance for copier machines
17: Faculty/Staff Professional Development Day (No Classes, Campus Closed to Students)
25: National Day (No Classes/ Campus Closed)
26: Liberation Day (No Classes, Campus Closed) 
27: Monthly Inventory & Stationery request







Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 
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MARCH 2025

06: Preventive Maintenance for copier machines
09 – 13: Spring Break (No Classes, Campus Closed to Students)
17 – 20: Mid-Semester Course Evaluations
19: Faculty/Staff Professional Development Day (No Classes, Campus Closed to Students)
27: Monthly Inventory & Stationery request
Mar 31 – Apr 02: Eid al-Fitr (No Classes, Campus Closed to Students)







Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 
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APRIL 2025

Mar 31 – Apr 02: Eid al-Fitr (No Classes, Campus Closed to Students)
03: Preventive Maintenance for copier machines
15: Faculty/Staff Professional Development Day (No Classes, Campus Closed to Students)
17-24: Printing of Answer booklet for final exams.
24: Submission of Supply order for PUC 2025 (Tentative Dates)
30: Monthly Inventory & Stationery request






Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 
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MAY 2025

1-7: Printing of Lab Final exams.
03: Preventive Maintenance for copier machines
11-15: Printing of Final exams
18: Faculty/Staff Professional Development Day (No Classes, Campus Closed to Students)
19 – 26: Final Exams (not including Friday, 05/23)
29: Monthly Inventory & Stationery request






Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 
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JUNE 2025

00: PUC Cross Training
08: Preventive Maintenance for copier machines
08-26: PUC Preparation
22-26: Printing of Final exam answer booklets
30: Monthly Inventory & Stationery request







Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 
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JULY 2025


00: PUC Testative (To be Announced)
03: Preventive Maintenance for copier machines












Important Notes:
· Retail Operations department morning meetings take place every working day.
· Daily reports by the end of day on all working days 
· Weekly Reports due every Thursday  
· Stock takes inventory & Stationary request every month end. 
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