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MANKATO, IIINNZSOTA 56001

7

September 10, 19/5
"+.

There is not a single instance in recorded history of
a Faculty/Staff Handbook having been included on a
list of favorite readings.

1

Hut it is our hope that this publicati'on will give
you information necessary to the daily per,formance
of your tasks at the university. This is Verge
and complex campus and the procedures descialtd
herein are intended to facilitate your work.

It it succeeds in that venture we shall gladly leave
to others the goal of being ranked on reading lists;
'if it does not, your suctgestionco for improvements-
Will be gratefully received.'

My best Wshes for a satisfying and productive year
at Mankato State.

Si erele,

pougl s R. Moore
President

an equal opportunity tunpioyer

64.
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UNIVERSITY ADMINISTRATION

Central Administration
-

President. T,hp. role of the university president is identified in chapter six of 'the State University Board Gov wning
Rules. The following excorptstoprosont an overview of the president's

0

/he president is the chief executive officer of the university and as such
is responsible and accountable to the Board through the chancellor for
the.operation of the university arid its educational and rekttedprogram.
He is empowered to tdhc env act/dn appropriate, or necessary to carry out 5.

the duties and responsibilities assigned to.him oo his office: Fle may delegate
the duties assigned to hineto bther administrative officers or other agencies
of the university, including'facult.y members, Students, or university committees,-

.subjec t to his right,t0W-Hillf7W.U11). did): he delegates.' 'r
, . /he president shall make certain that the affairs of tie university arc

conduc ted in ac«.)rdarice with all relevant statues, rules or appropriate state'
agencies, these (lac:ming rules, internal rules, operating policies, and univ-.
ersints. conyitirtion.

I liepresiclent is irk 'match responsible for recruiting, appointing, retaining,
removingund imposingsam Irons on; granting salary increases, tenure, and

'promotion to, and defining flu; duties of all persons employed by the university,
inc hiding member 9 of the .lac ul ti and administrclve officers.. .

I he president shall take all reasonable ac Lion to promote and protect the
health and stllety (.11 all per sons 01.1 the university campus.

-

. . /he president is responsible for preparing, fel*Wing, approving, and
impierneritUig all (1111l'elSitt. Midgets and fiscal plans.

Vico President for Academic Affairs. Responsible tO the president for matters pertaining to instruction, the
faculty and the curriculum. This includes responsibility for assessing the curricular offerings of oil schoolvand
divisions and recommending budget allocations for all phases of the education program,

Academic programs and administratnillints reporting to the vice president for academic affairs include schools

end divisions, admissions, registrar, institutional research and evaluation, media system, community prOorams
and soma's, and research and grants. In adds n, the off ice coordinates the faculty improvement grant program,
as wall as sharing responsibiloy for the ution's student orientation/advising progtdm with the vice president

for student-services. Contact Margaret Preska, Vico President for Aclidemic Affairs; Old Main room 103; phone 13121

F

Vice ?resident for Student Services. Responsikle to the president for areas of student lite not directly assdciated
with the instructional program. Programs and administralive units under the vico president's direction include
financial aids, counseling and psychological services, career development and placement, centennial student Wok
housing, international students, health contor,400d service, and the rosidonce hall conference center. The vice president
for student services has a shared responsibility for the allocation of student activity funds with the resource management

- office and the director.of business affairs. Additionally, the vice president Is responsible for developing and recdrumending
budgets f or the residence halls, cafeteria and the student union. Contact Carl Loty, Acting Vice President for Student
Services; Student Union room 225; phone 2123.

6



Assistant Vice President ier ReitIlitiN Menagitnitat. Responsible to the president for institutional budget
det.elop mint, personnel management (Cisuifisd and'unchissif INC compUter services, and the business affairs office.

The assistant vice president :hens responsibility for the allocation of student activity fee funds with the dirsctoi of

business affairs and the vice president for student services. Contact E. R. McMahon, Assistant Vice,President for

Resource Management; Old Main room 213; phone 6623. .. 1 N.

University Relations Officer. Responsible to the president for the administration of university publicationi,
informational services, presidential convocations, commencements, university communications, develop inept, and

.1'serves as the legislative liaison. Contact John Hodowspic, Director of University RelationsrOid Main rod41217;

phone 2021:
; P

Director of Businiss Affairs: Responsible for tie supervision of the business operations of the uni4rsity, including
,

purchaing, cash control, accounting, monitoring of income and expenditures, es well as a responsibility hit the

administration of student activity fee accounts. The,director 'sports to the assistant vice president forresource

. managoment.and the presidents: appropriate. Contact Dean Tanga, Pirsctor of Business Affairs; Old Main room

222; phone 2264.

Facilities Management Ufficer. Responsible to the president for capital improverants, campus planning,lnd the move

of valley campUt programs and activities to highland campus. Vhis office brings together into one unit some of the activities

formerly assigned to the executive vice president with those previously held by the Office of Collage Management including

.inventory, security services, vehicle pool and buildings and grounds. Contact the Facilities Management Officer; OM room 215;

phone 6448.

Executive Assistant to the President. Responsible to the president for the proper functioning of all phases of

the work of the president' s office. Contact Judith Mans, Executive Assistant to the President; Old Main room 108;

phone 111.

A

fi



.4

Schools and Divisions

,
Schools Deans and Division Chairpersons. As administrative head of a school, t 0 school dean or divisiop chair-
person

.
plays a leading role in the deVelopment of the academic prograrrrand the allocation of personnel and other

resources. The dean is responsible for the faculty-of the school and,reports to the vice resident for academic affairs.
The dean or division chairperson, with thessistance of department chairpersons and ra tter and institute directors', /
coordinates the assignment of classroom space, prepares class/schedules, develops recruiting procedures, Is respnsible
fortudget preparation and Control and prepares recommendations an faCulty appointments, salaries, promotions,, and
retentions.

3

r

Department Chairpersons, Center and Institute Directors. These individuals serve as the administrative heads of
their particular academic programs and, working closely with 'their faculty, provide leadership in the development of

other policies and procedures. Therare resionsiblefor the efficient management of theirirogramsend:repoi1 through

their respecOya dean or division chairpersbni to the vice president for academic affairs.

School of Arts and Science. The school of arts and science is characterized by diversity end depth. It offers
academic programs, utilizing the combined strength of more than 200 faculty, which range from the more traditional
liberal arts programs to institutes of environmental studies and urban and regional studios. Its more than twenty
programs not only include departments and institutes tiut also project centers such as the Southern Minnesota

.HistoricarCenter.,.Theschool contributes toward a broad liberalizing education which-helps students develoP, individual
talents. 'Student advising services are available in the dean's office. 'Contact Elwood Ehrle, Arts and Science Dean;
Armstrong Hall room 226C; phone 1711.

School of Butiness Programs offered by the school pf business consist of a general education background, business
core, and areas of Cencontration in accounting, management, marketing, finance; economics, international business,

aviation management, and construction.managoment. A graduate program is available, and it is offered bothon and
off campus. Research facilities for faculty and students are provided by the school through the bureau of business
and economic research with economic education services for area 'schools offered by the,conter for economic education.
Student advising services are evailablo in the dean's office. Contact Morgan Thomas, Busihess,Dean; Nichols room C087X;
phone 2963.

School of Education. In addition to providing strong undergraduate and graduate programs fai teachers, counselors
and edminist;'alors, the school also offers nonteaching programs in psychology, media, industrial and technical studies,

home economics and vocational rehabilitation counseling. The schooldf education is organized into f ivemajor areas end

has established five coordinator Positions. The major areas include the center for advanced professional proficiency, the

center for curriculum and learning strategies, the center for cultural and behavioral education, the canter for vocational

competency, and the center for .experjential and alternative education. Coordinator positions established include those in

research and publications; field studies; clinical experiences; recruitment, admissions, retention, and teacher certification; and
humpn relations. Student advising services are availabl (in the dean's officO'. Contact Benjamin Buck, Education Dean;
Armstrong Hall room118; phone 1215.

School of Health, Physical Education and Recreation. Departments within the school include health science,
physical education, recreation.and park administratjon, and athletics. Through these disciplines the school offers

general education coOrsas; provides leadership, oriLipment, and facilities for student recreation; provides highly skilled

students with intensive instruction - with opportunities to lest their level of skill in competition with students of
other colleges and universities; develops curricula to prepare studeg,ts for careers in physical education' health and

recreation; coordinates the physical therapy and occupational therapy programs; and contributes interdisciplinary
I

cgurses to the programs of the' other areas of thaA i.imversity. Student advising services are availablo in the dean's

office. Contact Roy Moore, HPER Dean; Highland Arena room 122A; phone 6314.

0



School of Graduate Studies. The school offers master and specialist degrees in a variety of areas. The mastk of
science program is firmly established with about 3,000 degrees granted through spring quarter, 1975. The master of

arts degreebis offered in sixteen areas, with over 500 degrees awarded in the past eight years. Master degrees offered

include the master pf arts in teaching, master of music, and master of business administration. Specialist degrees

available include those in curriculum and instruction and educational instruction. The fadulty senatqs committee on

graduate academic programs, composed of representatives of the graduate faculty and graduate student assembly,

provides assistance in the development of graduate policies governing the operation of the school. Contact Winston

Benson, Graduate Dean; Old Mairiroom 100; phone 2321.

Division df Nursing. The division of nursing offers a four year program leading to a bachelor of science degree and

the R.N. The curriculum offers students an opportunity to develop a sound theoretical and clinical basisfor the
professional practice of nursing. In 1974 the challenge examination program was implemented for registered nurse

students who are graduates of either hospital diploma or associate degree programs. Thleit nurses may earn a baccalaurtate

degreeXY 'challenging' a number of courseshi-1M generic program. Opbortunitios for continuing education offered

by the division assist rogisterod nurses in o nine county regional development area to update their knowledge and

skills enabling them to meet state requirements for re-licensure. Contact Rita Kroska, Division Chairperson; Nelson

Hall room 117; phone 1121.

Community Programs anAtervices. The dean of community programs develops and maintains a schedule

of community and continuing education progrhms, Mcamptis (extension) clessest regional services, and serviCes -r1r1

programs involuing students, faculty, community resources, business and induitry. The extended campus division of

community programs and services develops programs for now clientele in.communities in the university'tservice area

so that courses and programs can be made accessible to southern Minnesota residents who have formerly been unable

to pursue or complete university work. Contact Hark Fitterer, Community Programs Dean; Old Main room 218; phone 2573.

Media System. The media system, consisting of Memorial Library, valley campus reading room and roprographic
service, music library,and Wilson Campus School media center, supports the academicprogram and is responsible

for the.selection, acquisition, preparation, organization, assistance, and instruction in the use of media materials and

technology. As of line 30, 1.975, the library's collecfion consisted of 447,621 volumes, 616,561 units of micro-text,

'54,337 maps and aerial photographs, 7,228 records and tiopos, 2,115 periodical subscriptions, 34 newspaper subscriptions,

1,961 films and videotapes, and 7;00Sumndother noh print media. The collectipn is augmented through the use of
the Minnesota Interlibrary Tele-Communications Exchange (MINITEX) which permits rapid access and retrieval of

materials in library collections throughout Minnesota.

c's
media system has depository centers for both Minnesota state documents and federal governnient documents; a

dep, story for the U. S. army nap service and U. S. geological survey regional maps:a center for Minnesota studies,

which is affiliated with the stats historical society; and a complete data processing equip mentwer with onlite
computer terminals housed within Memorial Library.

Services include;the rental and maintelance of a 16irtm film library, provision of equipment and supplies for the

university autotutorial gogram, a recording sound booth, audio listening stations, television studio, portable video

equipment distribution, duplication of audio and video tapes, duplication and paper copies'of microforms, Coin

operated Xerox machines, central duplicating and printing, photographic and graphic art services, duplication of

instructional materials, photoof fret printing, photographic film processing and printing, 2 k 2 slide preparation and

duplication, bverheacf transparency production. general daunting and laminating, maintenance and repair of all media

technoldgy equipment, 16mm film production, design and fabrication of instructional equipment, and consultation

on the preparation and acquisitionof all typos of media resources. *dal services for facul;trichLtinterlibrary loan,
provision of siudy carrels, availability of conference and seminar rooms, procedures for reserve of materials, equipment,

media system orientation and instruction for individuals and groups, and development of special bibliographies and

materials collectibns. Contact Dale Carrison, Director of the. Libraries, Memorial Library room 1010, phone 1811; Ed

colby, Extcutive Director of Media Systems, Lincoln Hall room 113, phone 1181; Russmling, Difector of Reprographics,

Lincoln Hall room 116, phone 1181.
.JL
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lisalth-Releted Programs. The dean of healthrelaild programs provides consultative e d coordinating services
to health related programs including dental education, nursing, midical technology, enter ncy health care, and

culum, faculty, fecilities equipmini or space utilization, Contact Frticis Pyre, Dean of Heelth-Re tett Programs;

2health science. The programs are develOPed and housed where they IIIIII1 best fitted 'a inIstrativeli :I terms of currir

McElroy Center l139; i onr 2729.
4

Arfministratir and Support arvicas

,

,
Admissions. TheAdmission of undergreduate and transfer students is co ordinetird by the office of edrnissions.
It is responsible for the iSimualificatidn'of students for academic reasons, end the readmission of dismal led students.
Contact -Ross Alm, Director of hdmissions; Old Main room 117; phone 1823:

_

/Alumni Services. The director of university.reletions maintains e continuing contact with university gteduates.4
The ihnimi office, a component of the university relations-office, works with the ilumni association board of directors

in implementing programs which include the publiettion of,he quarterly newspaper, Mankato Stets University Todiy,

ilumni. Contact John H dowehic, University Relations Officer; Old Main room 217iphene 2021.

anhuel alumni gift comps ns, arranging alumni events and providing such other'services rsquisted by the university's

Auxiliary Services. t o coordinar of auxiliary services reports to the facilities management official. and is
responsible. for tht °peri1on of the vehicle office, post office, and the supply room. Auxiliary services also *dies
applications for the use otunivelsity facilities and the scheduling of the university owned bin. Contact Mike Rohm))
Auxiliary-Services Coordioator; old Main room 115; phone 1322.

\.i. il .- .
Carpus Planning. The 'recta/ of campus planninareports to the facilities management Officer and is responsible
for creating a physical en ,onment conducive to the minion of the university, planning for future campus expansion,
programming new building4end Opediting actual building construction. In addition, the director 'assists in coordinating
local campus development pans with those of the State University Board central office end the state architect. Contact
Ira Johnson,,DireCtor of Cirnpus Plihning; Old Main room 116; phone. 2225.

, 4
. 1

Career Development and Placement Center.- The center assists students, alumni, as well asfabulty and staff In
planning for and seeking now careers. The center provides career planning services and placement opportunities. Contact

David Hendel, Career Development and Placement Center CrawfordMcElroy Commons; phone 1918.
.
. .

'Computer Services. The director f computer services is responsible to the assistant vice president for resource

management for providing computin Services to academii and hdministrative units. The director also servests the

institution's representative to the Info rmation Services Division-di-the Minnesote.State University Board and consults

directly with the board office's.director of information services on matters related to the operation of the Mankato .

State University Regional Compdter d Etter. Contact Layne Hopkins, Computer Services bin3ctori Old Main room 112;
phone 6651. ,

' k \

Counseling and Psychological:Services Center. 71he center provides services to students and staff memberi

with educational, vocational, pagepal and social problems. The center, which is lOcated on the first floor of Iwing,

McElroy Center, providesadministratiorit lid interpretation orachievement, aptitude, persbnality and interest tests,

and-serves asa site for the GRE, CI, P, ['MAT, LSAT-, ACT, ATM, and MAT tests.

The center maintains an extensive Vs rims Service program, "silting of vocational and personal eounseling, Veteran's

outreach services, coordination for veteta4concerns on campus, development of individual veteran's programming,

and veterans administration information. Ste services are available to student and nonstudent veteransat no charge.,

1°'
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kP MA Radio. KGMA-AM is a student operated radio station broadcasting by carrier current to the university

resident's halls. The station broadcasts contemporary-commercial programriting 19 hours a day, seven days a week,

- at 800 on the AM dial.. Management and program decisions are made by the station's student manager fficoniti Ration

with K-GMA's radio' advisory council a group consisting of irepresentative from each residence hall and a rearesentative

from the student housing corfimittee. Contact Marilee R ickarci; Station Manager; Gage Center If-Tower; phone 1898.

r
KMSU Radio. KMSU-FM is the university's educational, non-commercial radio station. The 'station operates from

'7:00 a.m: until midnight It 90.5 on the EM dial. KMSU is a laboratory forbrOadcasting majors of the* mass communications

- institute. Contact Steve Wolf, Director of Radio; Old Main room:401; phone 2921.

Publications. The publications division, a.component of the university relations office, assists facuify, students, and

administralive and academic units in the developMent of brochures, Pamphlets and undargradrate and graduate

bidletins. It provides professional andstechnical assistance in the preparatiiin of qopy,designAyo'ut and com-

position of such publicatibns: Contact Anita Stone, 0 iFedavot, Publications; a Main room /17; phone 261.

0 ..
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UNIVERSITY POLICIES AND PROCEDURES

..
Status Of Internal 'olicies and Procedures. All university regulations and administrative procedures must be
consistent with State University Board Governing and Ipternel Rules. The institutional policies found herein supplement

those board rules and serve as additions to the regulations found in the 1975.76 Undergraduate Bulletin, 1975-76 Graduate

Bulletin IDA Graduate Policy Handbook, and the Business Office Procedures Manual. A personnel Procedures manual
is tieing developed for distribution to departments during 1975-76.

Instructional

Auxiliary Courses. ,New undergraduate courses may be taught on a temporary basis without formal approval
from the undergraduate academic programs committee. Such courses are termed auxiliary courses, and they will be

, automatically' deleted from the approrted course file and may not be offered after having been offered twice, or after

...they have been on,the approved course file for two years (ten quarters, including summer sessions), whichever

occurs first. Alf auxiliary courses offered dufffig a school year will beilisted in the Undergraduate Bulletin under

dedartmental course descriptions. An auxiliary course may not be added to the quarterly or summer class schedule.
A proposed course must be repotted simultaneously to the committee oil undergraduate aCademic program, the school
office, and the resiistfar's office after it hes been approved by the depaitment chattpersons and has tentative approval

of the dean of the schopf. COntact Don JOrgenion, Associate Registrar; Old Main room 105; phone 6266.
.

Bookstore/Textbook Policies. All required textbooks and supplementary classrootn/laboratory materiel

be approved by the department Chairperson, institute director, school dean or division ,hairperson and the office of

the vice president for academic affairs. A list of\such material is approvedby the vice president for academic affairs
and is available to the highland campus shop bookstore and any other bookstore requesting a copy. Changes in

textbook and/or supplementkry material will be taken only on approved forms.-

.Sch of deans or division chairpersons are responsible for reporting required books and supply needs to the vice president
for cadernic affairs at least 45 days prior the beginning of each academic quarter. Normally, such items are used

for period of/three years. TextbookTextbook.andssupply orders are required by the highland campus shop bookstore
a roximately nine weeks before the beginning of each new quarter.

Summer sessions I and II orders are to be submitted nine weeks prior to the beginning of summer session I. Textbooks

in inventory which are not being used during the next quarter will be returned to the publisher before the quarter is

completed. Each instructor will be notified two weeks prior to the date of return, which will be approximately ,
seven weeks into the quarter. Highland campus store hours are 7:45 a.m. to 4:30 p.m. Monday through Thursday

and 7:45 a.m. to 3:00 p.rp: Friday.. Valley store hours are 9:30 a.m. to 2:00 p.m. five days a week. Contacv Roger
Stamm, Highland Campus Shop Bookstore, Gerdennial Student Union; phone 2317.

,
Class Schs_duling and Examination Schedules. Class schedules are submitted quarterly to the vice president
for academic affairgffice through the school deans and division chairpersons. These official schedulesare to be
followed in anlasses unless written approval for change has been issued by the office of the vice president for academic

affairs in consultation with school deans and division chairpersons. Absences requiring changes in the class or exam
schedules must be approved by the thfartment chairperson, school dean, and the vice presiderYt for academic affairs.

Changes in classes or examination schedules are not permitted for the purpose of modifying an employee's vacation
schedule. Unauthorized .changes in official schedules for either classes or examinations will be considered an absence
from assigned duties. Contact the appropriate school dean ordivisiOn chairperson.

COMP Outlines. Each'school, division and department has on file a course outline of each course listed

in the undergraduate and graduate bulletins under the school, division or department. Course mitlines are revised

from time to Jime to bring the subject Matter and/or,procedures up to date With recent developments in the field.

'16
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10 Changesin course. outlines must be approved by the department or center and the school or division. Such changes

in content are generally made in consultation with the curriculum committle,of the department involved. Changes.

in course titles or numbers should be considered for approval by the committee on undergraduate academic programs

or the committee on graduate academic programs on the recommendakn of the school dean or div4ionphairperson.

Since many courses serve as a prerequisite base for Vier courses, app ohd-course outlines should beifollowid in/

order that students will not be handicapped in succeeding courses. Contact the appropriate school dein.

Extended ,Campus. The following guideliim haye bee; developed to permit the ofiice of community piograms

and services t4-expedite processyg of documents relating to salaries and reimbursem ntexpenses for faculty.

'141
). Expenses or salaries can be allowed only. for extended Campus classis sc eduledthrough the off ice of

community programfind services.

2. Authorization for reimbursement and overload pay will be mane by a office of community

programs and services to each faculty member upon fulfilling the f (lowing responsibilities:

a. Filingtbf class list of registered students with the office of com unity programs and

serves, after second week of dais.

Determination that all dais registrations are completed and feared by the registrar's

office.

3. Shared-travel scheduling is essential for economic and energ conservation purposes. Reasonable

schedules will be developed by the extended campus progr s. The office of community programs

and services is unable to approve expenses for other travel transpoftalion modes.

4. Completed reimbursement requests must be submitted rrionthly,no later than.the 20th of the mot*,

following that month in which the expenses'were incurred. Retroactive expenses cannot be approved.
Employees should follow'reimbirrsemelt protedures and complete forms detailed in sections A-2 and

0-of the Business Office Procedures Manual which is available in each department office.

5. Maximum allowable expenses will be computed'omputed On the basis of one faculty person traveling

by state car to the course deliiiery site at the rate of ten delivery dates per course, plus the

price of the appropriate meal as described under State University Board policy.

- Reimbursement for course girtenses which exteed these maximums will not be authorized.

'- Reimbursement to faculty who accrue different or additional expenses (such as additional

meals, lodging feea, private car usage, etc.) is not allowable within existing state guidelines.

6. Departments should (a) prepare all, instructional materials for the course; (b) prepare the final copies of

all expense forms and submit them to the office of community programs and services by the 20th of each

month; and (c) file completed course request forms with the office af community programsand services

in keeping with described deadlines for each quarter.

Contact Harold Fitterer, Dean of Community Programs; Old Main room 218; phone 2574.

Field Trips. In keeping with the overall policy of the university, faculty have freedom of action in scheduling field

trips.. such scheduling to be proscribed within limits of sound professional judgment.
141,

.
Though the university is protlibited.from providing liability insurance for faculty members in respect to their instructional

duties the faculty are protected by sovereign immunity to the sante extent that they are in th,e classroom from
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liability arising out of theiractions as instructors. Should litigation be brought against a faculty mamber for any
action arising out of instructional duties, the attorney general will provide legal counsel at the expense of the state.

11

University vehicles used for field tripsare coveted under the state liability insurance policy. Faculty using their own
Nvithicle tbr which they seek reimbursement are responsible for carrying liability insurance offering sufficient coverage
for passengers carried under field trip conditinhs.

Faculty members should itotify their dean's office two weeks in'advance of a planned field trip.

In addition, faculty members should distribute field trip notification blanks to all students of the class. Contact
appropriate dean.

Grade. Reports. Faculty members must submit quarterly grade reports for their students on the class roster schedules
supplied by the reigstrar's office. The completed schedules must be returned to the registrar's office on or before
the dealine set each quarter by that office. Contact Don Jorgenson, Associate Registrar; Old Mainroom 105; phone 6266.

Incomplete Grade Reports.. An incomplete grade report form for each stjdent receiving.an incomplete should
be attached by the instructor to the gracKfos4r report form before it is accepted by the department or program area.
The incomplete grade report form should be filed in the department or program area Office.- (The course instructoc
may also want to keep a copy.) When a change of grade form converts the incomplete into a letter grade, the incomplete
grade report form should be removed jrom the files and destroyed. The definition of what constitutes an incomplete
is found in the Underbraduate13171710. Contact the appropriate deaii or Don Jorgenson, Associate Registrai; OW
Main room 105; phone 6266

.
'

New Course Approval. To secure approval of an undergraduate or graduate course the following steps should be
taken: 41) the course should be presented to the depattment/institute/center in which the course is to be offered, end,
if approved, it shouldbe forwarded to the school or division curriculumcommittee; (2)when the school or division
has officially approved the course, the school clean or division chairperson should recommend the proposed new
undergraduate course to the committee on undergraduate academic programs or graduate, course to the committer
on graduate academic programs. In recommending t4 course to the undergraduate academic programs committee
a completed 'proposed new course' form should be submitted; (3) after the course has been approved by the appro-
priate committee, it may be recommended for the prelident's approval by the academicmice president. Upon approval
by the president, it may be listed in the official university bulletins. New degrees, programs, majors, and minors
must beppproved by the State Universtty Board and the Higher Education Coordinating Commission before listing.
Contact the appropriate dean or division chairperson. (Appendix C, ForM 1)

Senior Citizens Higher Education Program.. Senior citizens who are 62 or over may enrollin any course for
which all pre-requisiteslisted in the university catalog have been fulfilled. However, they will be admitted on a 'space
available' basis only, and will be assessed an administrative fee of $2 per credit hour if credit is not desited, and no
activity fee'i will be charged. Contact Don Jorgensen, Associate Registrar; Old Main room 105; phone 6266.

Smoking Regu tion. A resolution passed by the university assembly prohibits smoking in all classrooms. Smoking
is permitted only in designated areas in other campus buirdings. The university is reviewing the regulation to insure

compliance with legislation recently adopted by the Minnesota Legislature.

18
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Personnel

11°-

Absence from Duty. Applications for absence for reasons other than illness may be made on forms available in

the epproPriate pan's office or department chairperson or center or institute difector. When completed, the forlrn

should be submilted to the department chairperson for processing. Except in cases of emergency; the request should

be presented at least ten class days in advance of the requested absence date. Unclassified employees contact the

appropriate dean or department head or Andrew Een, Assistant Vice President for Academic Affairs; Old Main room

103; phone 1221. Classified employees-contact supervisor or Joel Kosbab, Personnel Director; Old Main room 218;

phone 2414. .(Appendix C, Forms 2 &

1/4

COI"

Appointment and Promotion Policy Classified Employees.. An applicant for classified employment Must
be on the appropriate eligibility list before being considered for a vacancy. Vacant position; ere posted to all for bidding

by present employees. Bids are awarded to the employee with the mostseniority. If there are rip bids,-the position

if filled by appointment from the eligible list. This same process applies to promotional appointments. An employee
is usually appointed to the first step of the salary range and progresses through the steps of the range at regular

intervals, in accordance with Article XVIII of the agreement between the ''state of Minnesota and AFSCME, Council 6,

AFL-CIO. Cost-of living salary,adjustments and 'A' schedule achievement awards are also granted insaccordance with

Article XVIII. Contact Marilyn Wolner,Personnel Aide; Old Main room 207; phone 2016.

Appointment and Promotion Policy --Unclassified Employees. Appointment applicationsjor an unclassified
faculty or administrative position rmistpinform with and be processed according to established hiring,procedures.

The universityjs unable to assume responsibility for salary liabilities or related expenses which may Ire incurred

prior to formal approval of a UP -ti appointment form. Departments filling faculty vacancies should fpllow normal
'search procedures utilizing affirmative action heTrig techniques. Once the department reaches a decision, it must initiate

an appropriate UM appointment request form - no verbal or written confirmation of employment is to be given'to

a candidate until the. UP1 has been approved NV the appropriate vice president. Collies of the approved appointilient

forms will be returned to the originating department by the vice president. Contact Joel Kosbab, Personnel Oirector;

Old Main room 211; phone 2414.

Current policies governing promotion of unclassified personnel are developed by the committee op appointment,`

promotion and tenure for reliiew by' the appropriate vice president or administrative officer. PrOOlon requests

for unclassified employees are forwarded on UP-2 change in appointment forms to the approprkt; vice president.

For faculty, prior to final action on the promotion request, the committee on appointment, proinotion and

tenure reviews and recommends to the appropriate vice president. Contact appropriate vice president or

E. R. McMahon; Assistant Vice President for Resource Management; Old Main room 213; phone 8623.

Consultants - Appointment of Nonstite Employees. Oepartments wishing to hire consultants and other nonstate

employees to provide instructional or other professional services are' directed to carefully review the appointment

procedures outlines in Section F1 anciF-2 of the business office procedure manual located in each departmental

office. Contact George Rosnau, Business Office; Old Main room 222; phone 2262.

Emergency Closure. This refers to an interruption in normal university operations.resultirig in a short-term...

interruption in employment. Such closures may occur because of adverse weather conditions, safety hazards, shortages

of materiqs, etc. Consistent with state requirements, employees on twelve-month contracts will be expected to cover

'their normal working time lost during a closure by utilizing accrufd annual leave to their credit or by working an

equivalent amount of time within the same pay peiiod. If the employee elects neither of these alternatives, he/she

will not receive compensation for the closure involved. Employees on less than twelve-Monfh contracts will receive

their regular compensation and will be expected to make arrangements to make up any classwork missed sometime

during the remainder of the academic quarter. Contact Joel Kosbab, Personnel Oirector; Old Main room 213; phone

2414. 19



Employee Suggestion System. The state of Minnesota has established an employed suggestion system allowing
university employees to recornmmd changes which contribute to efficiency and economy in the operation of the
university, improve public relations, and /or which promote employee welfare and job satisfaction.

Employee recommendations are reviewed by the State Employee Merit Award Board and good suggestions may be
recognized by a monetary reward to the employtd. Idea forms for submitting any employee's suggestion to the State
Merit Board are available from the personnel office. Contact Marilyn Weiner, Personnel Aide; Old Main ream 206;
phone 2016. (Appendix C( Form 3)

Extension Work and faculty Load. The work of conducting off-campus, evening and Saturday classes is an-
integral part of the regular university program appreldrilately thirty percent of the total enrollment at the university
occurred through the extended campus program during the last acadeMic year. Regular staff member, may be assigned
to such classes as part of their normal teaching load. All staff members may expect to participate in some of these
courses. Contact Andrew Eon, Assistant Vice President foi Academic Affairs; Old Main room 103; phone 1221.

F acuity Improvement Grant Guidelines. Those grants are made available to staff members in order that they
might have the opportunity to conduct researcAr study information relating to their field. Ili state legislIsture
.lias appropriated funds for faculty improvement grants and the following guidelines are employed by the committee
orr faculty appointmOnt, promotion and tenure in awarding grants:

1. Grants will be awarded up to a maximum of $1,500 for an equivalent in time of one(1) liyarier
or. two (2) summer sessions and a maximum of $750 will be awarded for an equivalent irikne
of one-half 4%) quarter or one (1) summer session, If persons applying for a grant have received
previous grants amounting to the m?ximum of $1,500, eh additional grant will not be approved
as long as there are applicants that have notyceived the maximum.

4)
Terminal \Thome puauiti One qtiarter release with grant up to a maximum of $1,500. This may
be altered for a summer grant or a partial reduction Of teaching load.

3.. Postdoctoral for people noveligildfor a sabbatical. The same amount as above.

*4. Observation grants for improvement of teaching. Travel to other institutions for short periods
to explore a process or equipment thet might improve the teaching of the persons requesting the
grant. $uch gran& would (Kin addition to salary.

5. 0 n.cam(ius study related to improvement of teaching at the university. This would generally boa reduction
*a course from the teaching load. The grant would pay for the replaceimintfto

6. First consideration will be given to the category of terminal degree pursuit.

7. No one may receive a grant and also receive a regular salary, with the exception of those individuals receiving
grants under provisions contained in item 3, 4, and 5. In these.cases, grants will be made available so
long as absence from campus will not interfere with teaching duties and amount of grant supports only
travel, meals, housing, necessary materials and other out-of .pocketexpenses directly related to the
protect.

B. The committee reserve the right to award pay grantsfor those applications dealing with
funds for travel or mate 'als. /
s.... .

9. Persons in their terminal year of employment at Mankato State University will not be eligible for
a grant.

I

2 0
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4.1
14 'III AU persons receiving a grant of any amoink will be obligated to return to Mankato State

University for one (1) ye ollpwing their gsadt period, If a person chooses not to return

to Mankato Std, the nt must be repaid in full

11. A follow-up repOrt must be submitted by all persons receiving a grant to the academic vice

president and the.committee on faculty appointmens,.promotion and tenure,

These guidelines are those established by the State University Board. Contact Andrew Een, Assistant Vice President

cor Academic Affairs; Old Main 103; phone 1221.

:Insurance. Health and life insurance are prouidedfo. focultir and staff consistent with state legisfatiop and negotiated

labor agreements. Coverage is paid for by the statriof Minnesotailersonnel employed on a temporary basis or for

less than three fourths time are not eligible for benefits: Those employed half-time to three-fourths time may enroll

in the group plan at their own expense. Employes on sabbatical leave are covered by the insurance Orin. Enrollmint

in the insurance Wan is not automatic with employ[nent -appropriate forms must be signed in the personhel office -

before it is in effect. Optional insurance coverages are available at employee expense including emyee dependent

life, dependent health, disability plans, accidental death, additional employee life, etc.' Contact MarilynA Wolner,

Personnel Aide; Old Mein room 206; phone 2016.'

Leaves Classified imployees. Provisions for leavesaffecting classified employees are found in state department.

of personnel rules 134, 135, 136, 178,Z38, 139, 140, 143, 144,.145, and Articles VII and Vitt ei the !Arir agreement

between the Minnesota State University System and Council 6, American Federation ofltate,,Cpinty and Municipal

Employees (AF L-C101. These rules andarticles affect such areas as vacatidn loan, sick leave, iiaternity leave.of

absence without pay, leave of absence.with pay? leave ohabsenee without pay, military ve and absencewith leavt

leave to-accept unclassified service, other leaves, andleave cancellation. For additional detail it is re'comm.endad that

classified eiript8yees refer td these rules and provisions of therlabir agreement. (Apdendix e Form 3).
-

Sick Leave. An employee shall be granted sick leave with-pay at a rate of four hours,p6r pay period, to the extent of
his/her accumulation, for absences nricessitated by reason of &less or medical disability; by necessity for medical or

dental care; by exposure to contagious disease so that,his/herftendance on duty may endanger the health of fellow

eipployeos or the public, or by illness of a spouse, iniAor children,or parent and spouse's parent living in the household

of the employee, for such periods as his/Iter attendance shall be necessary. The use of a reasonable petiod of sick leave

shaltalso be granted in cases of death of the spouse and parents of the spouse and the patents, guardian, children;
.10
brothert>sistem or wards of the employee.

',

Whenever postible, employees must submit their nufuest for sick le ve to their immediate supervisor in advance of
--theabsohcoliMen on employee cannot obtain advance approval, i shall be his/her responsibility to notify ,

his/her supervisor by telephone or other means as soon as possible a, ter the normal reporting time. Supan/isors ;hall

be required toonswer all requests for sick leave promptly. Employees utilizing leave under this section shall furnish

a statement from a medical practitioner upon the request of the employer for absertues in excess of three work days,

or when the employer his reason to believe that on employee has abused orals abtising sick leave..

t
Maternity Leave. Requests for maternity leaves of absence shall be submitted.two weeks in advance ands be

granted to all pregnant employees who request same. The leave shall commence on the date requested by t employee

and shall continuo up t six months, provided, however, that maternity leave may be extended in actor nce with

department of person 01 rule 144. Employees returning from. maternity leave shall be reinstated t he oribinal,

4 job or to a position like status and pay. ,/...

Union Business. The employer shall approve written requests from the union for leave viAttiout pay for employees

elected to any union office or selected by the union to do work which takes them fp-mtheir employment with the

employer. Employees at Monketo Statestiniversity shall be permitted to adjuet their hours of work to permit their

attendancd at regular or special meetings of AFSCME Local 638.
z.
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Employees who desire to make these adjustments must receive prior approval from their immediate supervisor five .

calendar days in advance of the meeting date, such approval is not tote unreasonablywithheld. The employer
reserves the'right to rescind this approval in the event of an emergency or other unusual conditions. Employees shall
receive no compeniation for time spent at union meetings, but may utilize vacation leave or work extra hours if
wqrk is available to prevent a loss of earnings.

In the event work is available and an employee elects to wait extra hours to offset time spent at union meetings,
the employer shall have no liability for overtime hours or pay until the employee has worked an amount of tima,--
outside his or her regular shift which is equal to the amount of time spent at a union meeting.

Application for Leave. A uest for a leave pf abAric
,

al she banned in writing to the employee's,
immediate supervisor. The shall state the reason the fee nce is being reguested and the - approximate
length of time Off the employee desires. The employer,shall such request within two weeks of the request.

,
. . i 1

Leaves Unclassified Employees. Regulations related leaves for unclassified employees are found in the State
University Board Internal Rule No. 2 (amended January 975). The rule affects such areas as annual leave, sick ..

leave, emergency leave, military leave-and absence with leave, court related leaves of abSence with pay, sabbatical
leave and leave of absence without payVFor additional detail it is recommended that faculty and other unclassified
employees refer to the actual texeof the board's internal rule No. 2, copies of which can be obtained from the personnel
office. Institutional policies which further define of augment provisions of internal nit No. 2 ire noted below: i tor

4...

Arnow.

Sick Leave. When absent boom of illness, unclassified employeefshotild notify the school dean or division
chairperson as far in advance as possible so arrangements may be made for classes. The employee is required to
complete an absence report farm and return it to the school dean or division chaiperton. (Appendix Si Form 2).
The university reservefthe right to request a doctor's certification before approving ipayrolfin which a credit is
given for sick leaves.

Profekmnal Development Sabbatical. The Purpose of the sabbatical is to give the individual faculty member
an opportunity to extend his/her education and training and/or to enrich his/her educational and cultural background,
Faculty members who have completed'seven years of service to the university are eligible to apply fur iprofessional
development sabbatical. Nocmolly, not more thap,one member ofli department may be gone on a professional
development sabbatical foi the same time period, the departmental personnel committee shall recommend to the
chairperson priorifybased upon the department's progrisminatic needs.. (Departments with few faculty should discuss
any program implications with their appropriate dean.)- Funds musybe available to the department before final
approval is authorized.

A professional development sabbatical that is granted fnr more than a uarter shall be remunerated at the rate of
one-half of the regular Te-month salary. The department,With the approval of the dean,may use the remaining half
of the sabbatical-recipiehis salary to employ a substitute and /or graduate assistants to support the department's
program. Professional development sabbatical's for one quarter normally shall be remunerated at full pay. The duties
of the faculty member shall be assumedaby other members of the department. In some instances, a faculty member
and the department, with the appioval.of the dean, may work out a mutually acceptable arrangement whereby the
recipient's salary is reduced by a maximum of $2,400 and the money applied to employing a substitute or some other
form of kistance to the department

Faculty members receiving a professional development sabb ical are required to return to the university after the
professidial development sabbatical for at least one acade is year of service. If the faculty members fails to do so,
he/she will be required Gal refund to the university within no year the money pgjd by the university during the sabbatjtal.

a. The application shel e submitted to the de 'artment chairperson or p ogram leader on the ,
appropriate font. (Arum i Form 5)
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The applicants must be recommended by the department personnel committee, the department

chairperson, and the schoordsan.

c. The applicants mutt be approved by the:academic vice president. ,.

d. Application; must be approved prior to the sdbmission of the class schaddle(s) for the
.....

quarterly) involved. .

e. Faculty members receiving sabbaticals are required to complete an application form, art agreement

form, and a follow-up form. (See appendix C, Forms 54 and 7)

Contact Antirew EenrAfslatent'Vice President for A4derilic Affairs; Old Main roonr 103; phone 1221.

. ,
Office ind Work lours. 4aculty and staff members are required tp observe regular office and work.hours.

" ; *
.

Faculty members should/develop and post their Ace hours an their office doors. Some office hours shOuld be in

' elf-peak periods to accommodate students that mp have a,unique crass schedule. Instructors should announce the

locationand the office.schedule quarterly during the trsiomeeti4g of each claw.

. ti '
- , '

Administrative offices ara
.
brupland staffed frofrom 8:00 a.m. to 5:00 p.m$ Unitswith insufficient'staff should maintain

hours of 8.:00 a.m. to 4:30 p.m. Offices serving.evenfng student's and their instructors may establi$1; addition& hours.

Summer hems for all edmjnistrative departments are from 7:30 amt. to-4:00 p.m. ,

, . . .
'.. .. - .

Maintenance and physical plant services employees work eight hour daily ihift assignments as deterritined by4,the

physical plant bffice. The normal:work day and work shift shall consist of eight - consecutive hours of work --the

normal work week consists of five consecutive Work days, Sunday and Saturday inclusive. Consistent with o labor

agreemt it is the intent of university to minimize the assignment of employees to Saturday or Sunday walk.
p. . "0.Z.

. , . . ,

Rest period and tunch'breaks.- All classified employees are granted a 15 minute paid tbsl period during each four hour
. . .

shift and a 30 minute lunch period during each eight hour work shift.

Contact Joel Kosbab, Personnel Director; Old Main room 213; phone 2414 01 appropriate school dean.

Overload Payment-for Unclassified Employees. Additional teachiqg assignments, suchasextended campus

offeLings, may be assigned to faculty members'consistent with' State University 8oard Internal Rule i Lend Operating

Policy 4. Unclassified employees required to teach overload assignments will be reimbursed at a rate of $200 per credit

hour over the regular-load. Faculty may only teach one course/per quartet as overload. Generally, a full teaching

Toad kir a full-time faculty member isconsidered to:bo 12 credit hours per quarter. Contact Margaret Preske, Vice.

President for Academic Affairs; Old, Main room 103; phone 1312 or Joel Kosbabgersonnel Director; Old fititin 213;

phone 2414.

Overtime Authorization for Classified Erriployees. The labor agreement between Culla 6 of the American

. Federation of State, County and Municipal Employees (AFSCME) and the Minnesota State University System prdvides

a procedure for allocating overtime for those classified employeestilling under the definition of the bargaining unit.

Although funds for payment of overtime are severely restricted, there are emergencyand exceptional operation& situ

tions where overtime payment fOr support staff services cannot be avoided. To resueit the assignment of clerical

technical, custodial and/or maintenance personnel on an .overtime bails, unit supervliors should used the following

procedure:

(1) Ton days prior to the projected need for overtime assistance, the unit supervisor will

submit a written request to either the personnel director (Joel Kosbabt'or the physical
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(2)

plant director (Robert Isdahl). The ten day lead time is necessary in order to comply

with tha.labor agreement"provision which requires prior posting of all overtime. The

request should inclUde the estimated number of hours of work, the dates, and the

projected salary cost. Exceptions to the 1Q day notice provision, include those instances

'here an emergency exists. An emergency situation is considered to be an unanticirkated

natural or men-made event that precludes planning for the utilization of overtime.

, .
The personnal director shall approve all overtime, requests affecting clerical-technical ) / .
employeps. The physical plant directpr is authorized to approve overtime for custodial

and Maintenance employees. "

17

While in most instances it may be possible to'have the employee designated in your tequest; thejahor agreement provides

that overtime be awarded on the basis of seniority. Because of this n3quirement !Mother individll may be assigned.

. a , . . . '...__ 4

Once determination is medo as to which employee is eligible for the o rtime, a unit supervisor may obtain the

employee's estimated hourly rate by calling the,payroll qff ice. After re eiving approval, t unit supervisor should' 4.:
forward to the business office a CA0,8 form to transfer be necessary funds from other subcodes-within the delmament's

account to its classified Overtime salary subcode (019). At theconclysion of each Payoriod the accounting office. % .

,a will make appropriate charges to the accounts affected by overtime'work. Contact Joel Kosbab, Personnel trirectorki',
Old Main 'room 213; phone 2414: r. .7
Part-time Employment for SIude.nts. The financial aids office maintains a list of part-time employ nt openings

for students. These openings aro wavily off-campus work. Contact'Bob Matuska, Financial Aids Off clerawford-,
McElroy Commons; phone 1185.

Payroll. Payroll procedures of the university are required by the State Department of Finance. The procedures reflect

adherence to established statutory regulations concerning the payment of wages on a bi-weekly pay basis. Paychecks-

are disVibifterLto-aach university employee every other Friday following the close of the pay'neriod; 'Contact Marlene.

Roedt, Payroll Supervisor; Business Office, Old Main 222; phone 2263.

Professional Meetings. Faculty attendance at educational meetings. is often essential for continuing profeisional

development. Absences are authorized for such purposes. Request forms for such absences' may by obtained from

th o office of the appropriate vice president. Request for attendance at a conference orconvention should include '

a copy of the PregramAvith a special notation concerning program participation by the persoh making the requeit.

gob an approved clearance should always be secured before being absent from regularly scheduled duties, and except

in-emergency cases clearance should be completed at least ten days in advance of the requested absence. Contact the

appropriate vice president or E. R. McMahon, Assistant Vice President for Resource ManagemInt;Dld Main room 213;
11. phone 6623. (Appendix C, Form 2)

Retirement. All regular employees are members of a state ret.irement plan. Classified employees areprolled in the

MSRS (Minnesota State Retirement System) and unclassified faculty and staff members are enrolled in theTRA

(Teachers Allurement Association). The mandatory ado for retirement is 65. -Contact Marilyn Wainer, Personnel

Aide; Old Main n 2Ofie4ho'ne 2016.

Severance Pay. Allemployees who have accrued twenty years or more state-seniority shall receive severance pay

upon any separation from state service. Employees with loss than twenty years state seniority shall receive severance

Cry upon mandatory rettromenti-death, or layoff, except for seasonal layoffs. Employees who retire from state

service after ton years of employment and who a eligible for and apply for and receive an annuity under a state

jiretirement program shall also receive severance y. Severance pay in all instances shall be equal to a fixed percentage of

the employee's accumulated but unused sick leave balance excluding lapsed sick leave times the employee's regular

rate of pay at the time of separation. Effective July 1,10975, the fixed - percentage shall b30 percent.for classified
employees and unclassified administrators outside of the facility bargaining unit. For the unclassified fac'ulty the

rate is 20 percent. ebn.tact Marilyn Wainer; Personnel Aide; Old Main room 206; phone 2016. .*
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Staff Bevel Opulent. -All regulariAnclassif ied and classified-personnel loved on at least a half-time basis art

eligible so Participate in the staff development program. The primary purposeof the program ito provide staff

members with en' opportunity to enroll, In university courses which have the potential pf increasing their-effectiveness

as employees thebniversi'ty pays tuition and related foes for up to 12 credits per calendar year. Contact Joel Kosbab,

Personnel; Old Main room 213; phone 2414. ,

Student Help: Departments may hire students-a° assist in offices, laboratories, etc., if they have allocated funds

bar this purpose. Students may not work more than 20 hours per Week during the academic yearnor more than 40

hours per week during the summer. The starting rate of payment for student help is $2 per !lour, with an hourly

increase of $:05 aftereach.300 heurs however, an employee on student help.may not receive more than $2.15.

Effective January 1, 1976, the starting' rate.al pay Will be $2.10 per hour. Corita(ct Virginia Asleson, Business dIffice;.

Old Mainloom 111; phone 2263. ,

laCatilifie. University vacation periods are icheduled In the 1975-76 Undergraduate Bulletin. Alterations of employee

vacation- periods asdisted cairbemadrinly if consistent with negotiatedJakor agreements, or with the approval of

the appropriate vice president fallowing consultation with the common'coment and academic calendar commission.

. .

Classes are not to.be made up in advincelk shifted to another period merely to lengthen free time - such unauthorized

changes will be treajed.as unauthorized absence. (See policy on 'class scheduling and examination schedules', page 91.

Contact appropriate viti) president or E. R. McMahon, Assistant Vico President; Old Main room 213; phone 6623.

Facilities and Services

Automobiles Stiff and StOdent Use. The university has motor vehicles which are available for the useof staff

and-students. All vehicle assignments are handled by the motor vehicle office in Cooper Center. Such assignments

are based on (1) priority of function ;ecceptable functions include offcampus instruction, academic field trips,

supervision of student teachers, etc.; J2) dittance involved use of state vehicles is limited to trips within a 500 mile

radius of the university campus; (31campletionpf the groper vehicle requail form, available from the motor vehicle

office; (4) approval of the vehicle use by an authorized university officer; and (5) the ateilability of a vehicle. Vehicles

are to be used fen- university related businos only. (Appendix C, Form 81,

In the event of vtlations of traffic regulations,lhe person responsible for the vehicle shall be obligated to pay any

fines incurred, and the individual, department, organization, or activity's privilege to use state vehicles may be revoked..

Tho use of state vehicles is available to all student agencies, organizations dad campus activities that have been recognized

by the student senate and the administration. Such units must have an account with the university bushiest office.

requisitioning cars, student groups shall be required to obtain permission from their faculty advisor, who shall

be responsible for determining whether the use of a state 'vehicle is warranted. Refer to the Motor Vehicle Office's
.

directives pamphlet or contact the Motor Vehicle Office, Cooper Center room 46; phone 1223.

Aviation Services , Flight Facilities. The Mankato State aviation science facilities are available to staff members.

The program provides both flight instruction and transportation services.
. ,

Air transportation s likes (ATS) provides economical moans of air transportation for those schools; departments, and

groups connected with the university system. Note: departments subject to budgetary control shall allot hinds

for travel before authorizing travel.. The following aircraft are available for air transportation:

AIRCRAFT PASSENGER SEATS AIR SPEED HOURLY COST

Cherokee 140

Cessna 112

Cherokee Arrow

3

3 2r3 t.)

120 $25.00

4-120 25.00

150 30.00



,,

AIRCRAFT PASSENGORiSEATS AIR SPEED ' HOURLYCOST

Beechcraft Debonair 3 .. \ 170 37.00
. I

Cherokee Six Cr 5'1 150 45.00 ' ; ,. ,
Bellanca Viking 3 '1 170 '255.0.0

Beechcraft Barron 5 185 65.00

1

Requests for ATS ire handled through Steve Aroundstkit exterAs 6019 or 1243. FOr further information regarding

scheduyng, ATS, or flight training contact Rod Orove;;Oirector of the Aviation Sciance-Progrim; Old main room 120;

phone 6019. f; . .
,

Bus. Intercampus. The university mainttiOs a r ularly scheduled bus service between highland and valley

campus for students and employees. No fee is charged Eltring die academic year -with.the.exceptcon of weekends

and vacation periods Bo:pickups are made eviqy pvelminutei. The buses operite from 7;,00 Lin, to midnight

weekdays. Contact Margaret Bleess,Yehicle Office; Cooper Dorm room'46; phone 1223.
,.

,,
's

!
Bus. University Owned,, .theunivarsity own; a 41passenger bus which is scheduled by the auxiliary wvicits

officelidUld Main. ApprovalThr the use of the but is given to groups which woe part of the regular university program. .

Contact Mike Hodapp, Auxiliary ServicesSooqmpor; Old Main room 115; phone 1322.

19-

I
Residence Halls, Conference Center. Menial° State University provides individuals participating' in conferences,

short seminars, short courseeend similar activities with access to the residence halls, food services, and meeting

areas in the student union when these aotivities.directly relate to the instructional, research, or activity programs

of the institution. Similar services are also made available upon request of community organizations apdsgroups

conducting programs of benefit to the comniunity and region:, The university engages in no promotion or solicititien.

of external organizations in respect to the Bo of the institution's facilities. Contact Diane Veronda, Office of ffesidenthil

Life; CrawfordMcElroy Commons; phone 1011.

Scheduling of Offices, Clikrooms, and Other Speceind Grounds. School deans and division chairpersons
assign faculty offices and classrooms on 'a nonperinpneny basis. Such assignments are subject to-the improve, of

the vice president for academic affairs. Special reqdestslor he use of facilities in academic buildings for other

reasons should be submitted to Mike Hodapp, Director et uxiliary Services; Old Main room 115; phone 1322.

Space requests affecting the Centennial Student Union sh Id be submitted to Roy Lashway, Director of the Student

*Union; Student Union;*phone 2222. Requests which requ residence hall facilities should be submitted to Tom

Heaney, Director of Residential Life; McEiroy/Crawford Co mons; phone 1011.

Telephones. Telephones located throughout the institutio are to be used only for offictaLuniversity business.

Prior to placing any long distance calls, the department chair an or center or institute director must be consulted

to determine if there are funds available to the unit Mr such Ifs. Conte appropriate department chairperson,

center or institute director. Telephone installation and similar Changes must be approved by the department heed

and submitted to the security services office. Repairs ere to be handled through the business office.4Telephone

changes: contact Frank Korth, Security Services; Old Main r000l 16; phone 2579; Repairs: contact Marvel Danzer,

businest.off ice; Old Main room 222; phohe 2267.'

'The universityihas access to two state WATS (Wide Area Telephone CoMmunication's Services) lines and seven tie

lines which a linked to the STN (State Telephone Network) systerM (The STN system Connects the university
to slate offices and non-state metropolitan area phones.). Both WATS:and the STN capability enable faculty and

stafeto place long distance calls in Minnesota without the normal toll Charges incurred by using direct distance dialing,

The following procedure should be used for those departments which Mitie either WATS or the tie line Capability;

9 + last 4 digits of number This will allow tie line users

to reach any state office in the

Twin Cities.

a
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9 #ast 7 dIgits of nUmbr. ' t
V*k Rt** f(I

- mqtrn

4+ F+areacode 7 digits -

0

1f you have either the WATS or tie Iwi atnftt' t t lMlftlf i4ik1
throughout the day. For tastirørvc. avoid paak tiiø at*taa I4fl H
If you"have any questions concerning the itata WAT tir fn* Qsztc# *ti
room 222; phone 2261. .

çlostng Policy -. Emeigency. In the evi ot athi attar *
etc., the president or his designee may clot. thdu * *. cØ*
such closures are diecussad undev personnel related itet I

1111

I

' a

IUUIIU SUU, J5ISJ1I 5551. 5

'p -

S /
Guests Housing, Food. and Parkin. HmsmG. nitt s ___2

university through the office of residential i. Eratt pidui 1i

center. For rates and related informaifon coflttit Qaffi1 Cuiila (t* 2t i$u
Cmmons; phone 1011. Forgu.si patkmg p.cmua. crnt '1 gnii c- '

dinator; Old Main room 118; phpne 2-11).

Inventojy Stuplus md Unused Ptop.res T. ttentor
compilet a catalog of availabl, surplus properties i4 ilsr
utilization of.universlty properlilt Staff members are urd , øww
management office. Departments havinga w*ant br 1W

the individual resposibie I o'r the prop,rt and uvan for tu c* -ai

Ira Johnson, Campul Planning Drsctor; Old Maui rutm t

Keys Assignment end Ut.. Fscufty and sU rna- oi fttln ki -pc
complete with signa1ur of the individuf requ*stinq * ru tffi ift l9*t -

office in Cooper Centar.. (Faculty members may obZi m
When employees leave the univerty they must oiao *e øntl-ui rt
last chak will be issued. Lost keys shufd b I*ortsd t*
opice. Is arereissued only after a new aut efailmr litl
by replacin a core with oni of a$iffert nrnbinaI d *tstt
key loss or for security reasons. The *fete of scMm tiEdm
the key f or thai room Is is*fId. When not is tni. rum end utu ld*it l* cji
loss. Contact Bob Isdahl, Physical Plant flit ooier C3

Parking. A number of permit-uniy pekinç'areetar* q tilflld tfitl srs
the campus must btregistamd, at a tee with 1vvstti
permit valid only in designated arise A r.qlslratjuri *mtt doe tar nst4

a vehicle to be parked in the designated area shouktts fete he *t4iZ FI* '
Mankato consistent with en agrument with tN nOmrsIt, i tlzi

house is responsible forth. collection of pi4XLnj ttnktttt *rlrta ttt 'ietktn'
and RegulatIons is available from thtsIcuity ser iceS Pttt t t--<-
commission on campus planning - faculty mim1*rs nta nrqist*P tt1I 4u1tc. Zrff

staff. Contact VernMagnus, Security Services A*ca unrthnattt Osui #tti ! t

/
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Postal Services - Inter-Campus Mil, Box Assignments. The institution provides postal services through s
21

post o fice located in the Valley Physical Education Building. Intercampus mail is picked up and delivered to campus
mailbo s twice daily with mail delivery to the Mankato Post Office at 11:00 a.m. and 3:00 p.m. No private
solicitatio or non-university advertieing of any kind may be sent through inter-campus mail. Faculty and staff

may obtain intercampus mail envelopes from their department chairperson or supervisor. The envelopes are designed

-for internal use and should be reused as many times as possible.. Contact Freida More, University Postmaster;

Valley Physical Education room 501; phone 1320.

Printing and Duplicating Requests. Printing and duplicating services are available from the reprographics division

of media system on valley campus. For sArt run copying work, xerox machines may be used-with departmentsJ
) charged three cents per copy.' Xerox machines are available incOld Main, Highland Arena, Centennial Student Union,

Armstrong Hall, and Memorial Librart--additrons are required to operate the machines with department M & E accounts
charged three cents per copy through an internal chargeback system. Larger printing renuests are to submitted to

reprographics. Rates for services vary, depending on the size and complexity of the printing requirements. Contact

flus;qnling, Reprographics Directorc Lincoln Hall room 116; phone 11B1.- (Appendix C, Form 9)

Property and Facilities Care. Staff members may assist in tile care of university property in the followini. ways:

(1) report to tie security services "center any serious damage from known or unknown causes fo any-university property;

(2) turn-off lights and close windows when leaving a ciassroorn oroffice unless another instructor is taking over

immediately; (3) turn in to lost and found at: the security services center.articles left in classrooms end laboratori9s;

(4) report to the security services center any persons who deliberately deface university property; and

(5) when it is necessary to temporarily mount items on doors or painted surfaces, drafting or masking tape should'be

used. Scotch tape should never be used on any surface in or about the buildingtwith the sole exception of glass

sUfaces. Thumtyacks should be used only on bulletin boards. Care should be taken when leaving buildings at

irregular hours to turn out lights, clotaViiiiiews, and secure all doors. Contact the Office of Facilities Management;
Old Mein room 115; phone 1826 ,

. Property and Facilities. --.Tr4risfer. All furniture and equipment valued at $50 or more and certain equipment
items (tape recorders, calculatonlwcrrth less than $50 are stamped with a state properties number and a perpetual

inventory is maintained in the facilities management office. Requests to move such furniture or other property must

be subinitted in -writing to thettirector of campus planning for approial. Comet IreJohnson, Director of Campus
Planning; Old Main room 115; phone 2225.

. F ina rice

Deposit Requirements. All state, studebt union, student activity, or other funds collected A or for the university
by university or other authorized personnel must be deposited within 24Ihours of their receipt in order to maintain.

consistency with state regulations. Staff members collecting or receiving any such monies should deposit them with

the caskiepin the business office. NO such/monies are to be recaved irrthe business office uNAtout being prOperly

accountedlor by the depositor.and by the cashier. Contact Cashier's Office; Old Main room 222; phone 462.

Lodging Reimbursement. All reimbursement claims shoulcrbe submitted promptly and no later than one month
fron-1 the date of the event. Because of the variance in hotel and motel accommodations% the state as well as outof-state,
no fixed allowance is prescribed. (Appendix C, Form 10) , 1

A. Lodgiqg expenses must bemoaned in the lodging column on the travel claim and must be reported separately for
each day in which lodgieg is being claimed.

B. Original receipt must accompany claim for reimbursement.

C. If lodging'receipt is lost or not available, a notarized must be prepared,signed, and submitted with
the travel claim.
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D. When the lodging receipt covers more-than the staff member, only the single room retie may be Claimed.

\ E. Business telephone calls included in the lodging must be claimed separately under the 'other expellee' column of
the expense report form.

1. It is recommended that charge for business telephone calls to Mankato State University be revered.

2. Business calls to other points be billed to the caller's university office telephone number by so directing

the telephone operator.

it
F. Perswial telephone calls will got be reimbursed.

G When two or more staff members share a room and share the cost, a copy of dging receipt must accompany

,each staff member's claim, With the total of the lodging charges being divided equally. The original copy of the
lodging receipt must accompany one of the claims. Oil staff member may claim the entire amount only if if

was paid by him. \AI

H. Whence staff member shares a room with another party (not an employee), the original receipt mu be adjusted

to show that only the single room rate is being claimed for reimbursement. I
. ^ I 1.. . .

Employees are directed to follow reimbursement procedures detailed in sections A-2 and 0 of the Business Office

Procedures Manual which is available' in. each department office. Contact Donna Strusz, Business Office; Old Main

MOM 222; phone 2267.

Purchases. Requesti for purchases of services and supplies are prepared initially at the department level and are

forwarded to tlge university purehydjkg office after approval signatures have been obtained. Departments are required

to follow guidelines and purchasing procedures which appear in section B and K of the-Business Office Procedure

Manual. To avoid unauthorizelArchases an4 personal financial liability; faculty and staff should closely follow

provilions of the manual each department has .a 'Wm! available. Consistent with the manual all purchases must

conform with the following: I
tel) All purchases shall be awarded tb the lowest qualified bidder meeting specifications and other

conditions imposed in the call forbids.

(2) The description of items purchased on the purchase order should be sufficiently detailed to

dvcribe grade, quality, type, etc.

(3) A Purchase order must be properly executed prior to making a purchase.

,

In order for the business office to issue a properly executed purchase order it is essential that a CS1400 be sent

to the business office requesting that materials or services be purchased, prior toany commitment being made to a

vendor. If an individual commits the university to any typo of ob4ation,rhether for the purchase of supplies,...

equipment, or services of .non -state employees, without business office authorization, that person will bg held

personally responlible for the obligation.

Individuals who inadvertently make unauthorized purchases and who he not ma ch commitments in the past

will be advised of this regulation and if pbssible.the university will'attempt to coves. liability. However, any

subsequent unauthorized pdrchases will then be the responsibility of the individual.

After goods or services have been received and payment has been authorized by the department head, the university

disbursement officer approves payment through the state department of finance in St. Paul. Upon receipt of payment

2'9



authorizations from the university, thilstate finance department prepares check warrants and forwards them to the
vendors. Contact Marvel Danzer, Purchasing Officer; Old Main room 222;_phone 2267.

Receiving Department Policy! University Orders for the various schools or divisions are delivered to the receiving
department for unpacking. Since it is difficult for receiving personnel to thoroughly inspect technical equipment,
faculty and administrators should report to the purchasing department the receipt of imperfect, damaged, or intuit-
wise unsatisfactory condition of received articles. Contact Kea Moyer, Receiving Officer; Traf ton Science Center
room S192; phone 2269.

0

Stgqf Activity Ticket. Faculty and staff may purchase activity tickets which can be used for admittance at free
or reduced rates to concerts and lectures, plays, athletic events, etc. Revenue from the sale of activity tickets is'used
to help support these and other student activity programs. The tickets are good fa quarter through second summer
session and cost each staff member $6 with lower rates of $4 for a spouse and $4 for WI dependent. Tickets may
be purchased from university cashiers, locateil in Old Main and the Centennial Stude t Union. Contact Jim Whiteoak
Business Office; Old Main room 212; phone 2261.

Travel Reimbursement. Reimbursement to employees for university related travel expenses is allowed within
internal and state policies and procedure's. All reimbursement claims should besubmitted promptly and no later
than one month from the date of the event. No authorization o travelshall be given unless appropriate in-stateor
out-ofstate travel funds are available in the budget of the employee's department. Travel expenses may be paid only
after such travel ha'been authorized in advance by the employee's academic or administrative unit head. Contact

Donna Strurz, Bushiest Office; Old Main room 222; phone 267.
.. .

Staff members seeking travel reimbursements should 'complete all necessary state expense forms and C$1401
requisition documents. Employees are directed to follow reimbursement procedures detailed.in sections A-2 and D of
the business office procedures manual which is available in each department office.

. 11 0
Advances any, request for a cash travel advance must be .§ubmitted to-the business office on a CAO -23 form. To

obtain a travel advanceyou must anticipate out-of-pocket expenses for meals, lodging and registration in excess of
$100. The CAO -23 form must be submitted at least 10 days in advance of the trips If approved, a check will be '
issued from the imprest cash fund. The check may be picked up in the business office. , 1, .

After the trip is completed, a MSA 21 form should be completed immediately and submittedtot the business office
for reimbursement of alloexpenses incurred (excluding air trap portation if it was charged). The hilliness qff ice
will bill each 9nployee who has received a cash traml advance or the amount thatwas advanced. The bill must be
paid no later than one month after the travel advance was received. When the employee has received his reimbursement-
chair, he should take the bilL for the travel advance to the college cashier for payment. (Appendix C, Form 10)

MealsNo employee shall claim reimbursement for more than the amount actually paid for his meal011111111nal
mumeinaldroloit; but each meal Must be listed separately and should include date, city where eaten, and cost
of meal.

A. Maximum reimbursement for meals within the state, including sales tax, shall be (effective,July 1, 1975):

1. Breakfast $2.25 .

2. Lunch $2.75
3. Dinner $5.50

B. Maximum reimbursement for meals outside the state, including sales tax, shall be:

1. Breakfast

2. Lunch
3. Dinner

$3.00

$3.50

$7.50 30
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C. Breakfast expense on day of departureA statement certifying Mist the staff number left his home prior to 6:00 a.m.

must be written on the MSA 21 in Order to claim breakfast expenses incurred on the day of departure.

D. Dinner expenses on day of returnA statement certifying that the staff member returned to his home after 7:00 p.m.

must be-written on the MSA 21 in order to claim dinner expenses incurred on the day of return.

E. When meal expenses are included in the lodging receipt, the amount claimed for meals must agree with the

receipt.

F. Staff members cannot claim reimburlment for meals purchased for a guest.

G. A noon lunch can be claimed if a staff member is on travel status, even though the employee isn't claiming lodging.

TraVel by state-owned vehicle (See handbook section 'Automobiles Staff and Student Use.')

A. Staff members must indicate on the claim form 'official state mileage' column that a state Vehicle was used

for transportation.

B Minor expenses incurred in the operation of the state vehicle,,and not covered by a state credit card or emergency

field order (purchase order) may be claimed for reimbursement (for example: parking fees and road tolls).

Travelsby private automobile.(See handbook section'Automobiles Staff and Student Usti')

A. If a state vehicle would normally be provided for the trip, a staff member caraiot.claim mileage reimbursoment
for driving his personal car unless an authorization sheet is obtained from the university motor pool and travel

funds have been allocated to cover mileage reimbursement by the appropriate academic or administrative unit

head.

B. Reimbursement for mileage will be paid at the rate of 15 cents per mile provided that a 4113 state car available'

slip is attached from the vehicle office. Without this slip mildage is reimbursed at 10 cents per mitt Staff

members are to complete a Private Car Mileage Report' form (MSA 21A) and submit it in conjunction with an

MSA 21 form. (Appendix C, Form 11) .

C. Mileagshall be paid far the shortest direct route according to official highway department records. If driving

in the Vicinity of destination is necessary, the total of such driving for each day shall, be shown as a separate

item in the 'additional mileage' column of the claim form.

C When mileage is claimed in lieu of commercial transportation, the total cost claimed cannot exceed the cost of

the fare that would have been paid had the staff member gone by commerical carrier.

E. An employee using a personal automobile for travel in cities of 1.00,00 and within a 25 mile radiUs (of home

station) may claimciarking reimbursement. Airport parking is-reimbursable. Cost of parking is reimbursable

but should include receipts if you have them.

F. Highway tolls maybe claimed for reimbursement; receipts must accompany request for reimbursement.

Travel by commercial carrier

A. Original receipt must accompany claim for reimbursement.

B 1.f traveling by commercial airline, reimbursement is to tourist class air. are.
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C. 'U traveling by railtoad or bus, reimbursement is in accordance with state of Miimesota travel regulations.

%.D. Receipts are not necessary for travel by4limousine, taxi, or city bus.

E. A staff -member may not claim reimbursement for travel insurance.

25

F. Staff members may charge their transportation expenses with the travel agencies after securing approval from the
purchasing office. If funds aravailable and everything is in 'order, authorization will be given to charge the trap-
ponation expenses.

Miscellaneous Travel Expenses

A. Original receipt must accompany claim for reimbursement.

B. A 'request for reimbursement of special expanse' form (Appendix C, Form 12) must be filed with the State

Department of Administration (through the State University Board Office) for in-state conference or registra-

tion foes which are in excess of S15.

(1) The form must be filled out and sent through the dean, division chairperson, or administrator to the

business offico (post offico box 12) so that it reaches tho business office at least 12 days in advance

of departure. /

(2) If the form is not filed at !oast 12 days in advance, a statement must be attached, explaining the

reason for the form not having been filed on time.

(3) Tho approved copy of the form musf accompany tho staff mombor's claim for reimburserneptl

Personal ExpoNsesPersonal expenses, for purposes of these-regulations, are defined as dy cleaning, laundry,

and baggage handling. Employees in continuous-travel status in excess of one week who do of return home
during that time may claim reimbursement of not to exceed S3.50 por week for laundry e onses and not to

exceed $2.00 for dry cleaning and pressing expenses for each weok aftot tho first week. an employee returns

homo during a period of time in which he is in continuous travel status, ho is not eligible for reimubrsement for

laundry, dry cleaning, or pressing in the first subsequont week. Receipts must accompany thiitlaim for

roimbursermint. Tho employee's judgment is to bo used regarding baggage handling expenses. No reimbursement

shall bo made for personal telephone calls6 valet service, of similar personal expenses.

'32
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UNIVERSITY GOVERNANCE

State University Board Rules, University Consstitution and Bylaws

Each.university within the State University System is governed by state university board rules and all constitutions

and suberdinate regulations must be consistent with their provisions. The primary instrument for Monkato State

University governance is the university constitution and its bylaws. The constitution is a comprehensive document

providing for participation and representation of each component in the campus community including students,

faculty, professional support personnel and the administration.

Withinsihe university's confederate governing ure, agencies established in the constitution include the university

assembly and its, commissions, component senates,and their standing committees, and Various independent boards.

(See appendix a.)

Staff members who wish a copy of the university constitution and bylaws should contact Marilyn Tolle, University

Assembly Clerk; Old Main room 108; phone 1111.

University Assemblytnd its Commissions and Boards

University Assembly., The univers assembly serves as the university's chief representative governing unit and

a focal point of community governance. Tiro assembly reserves the right to discuss and take d position on any

question it dooms appropriate with sych action necessarily qualified by powers and mandates assigned to assembly

commissions, componenesenates, boards and committees.

Exbcutive Council_ The executive council is a council of the university assembly charged with the responsibility

of preparing and distributing agenda items for each regular session of the university assembly. The council may act

on behalf of the university assembly in emergency situations when the full assembly is unable to convene.

Board on Elections. The board on elections is a board of the univers. y assembly charged with the responsibility

of establishing for all governanCoond advisory units ProVided for by t onstitution and its bylaws the time, place

and manner of conducting all elections. The board has jurisdiction t hoar and rule on election disputes when

requested to do so by an appropriate governing unit or grievance party.

Commission on Bookstore Policies. The commission on bookstore policies is charged with the responsibility

of developing and recommending university regulations pertaining to bookstore related operations and service functions.

(The commission will monitor contract compliance provisions betwoon'tte university and the private bookstore operator.)

Commission on Campus Planning. The commission on campus planning is charged with the responsibility

of reviewing alteration request(yfecting sp o utilization and facility maintenance, recommending long-range plans

relative to campus buildingkand the universi 's physical environment, It developing university regulations per-
. .

taming to campus parking and the use of facilit es, grounds and space.

Commencement and Academic Calendar Co mission. The commencement and academic ca ender commission

is charged with the responsibility of formulating and, commending policies relative to commencomo I activities

and developing the academic calendar for the university.

Fine Arts Commission. The fine arts commission is charged with the responsibility of developing and recommending

university regulations pertaining to the visual and performing arts programs subsidized by student activity fees,

coordinating university cultural events and activities, and reviewing, modifying, or rejecting student activity fee

budget requests fo programs assigned to the commission which deal with concerts, theatre productions, art displays,

3music productions, and dance performances.



Commission on Men's Intercollegiate Athletics. The commission on men's intercollegiate athletics is charged

with the responsibility of coordinating programs and promoting high standards in Men's Intercollegiate athletic

activities, determining the eligibility of athletes, formulating and recommending university regulations pertaining
to men's intercollegiate athletics, and encouraging athletic scholarships and other financial support for men's

intercollegiate athletics.

Commission 011Women's Intercollegiate Athletics. The commission an women's intercollegiate athletics

is charged with the responsibility of coordinating programs and promoting high standards in women's intercollegiate

athletic activities, determining the eligibility of athletes, formulating and recommending university regulations

pertaining to women's intercollegiate athletics, and encouraging financial support for women's intercollegiate athletics.

Commission on Intramural Athletics. The commission on intramural athletics is charged with the responsibility
of coordinating intramural athletic programs. The commission shall be responsible for formulation of general policy

matters and shall delegate to specific subordinate peogram units the responsibility far determining the eligibility

of athletes and organizing and promoting intramural athletics.

Commission on Student Financial Aids. The commission on student financial aids is charged with the responsi-
bility of developing and recommending university regulations pertaining to the student financial Mil program and

serves as an appeals agency for students who believe that their requests for financial assistance were not (reefed

appropriately.

COmmiSSion on Fiscal Affairs. The commission on fiscal affairs is charged With the responsibility of making

recommendations concerning fiscal policies and budget allocations for the university.

4

Faculty Senate and its Standing Committees

Faculty Senna). The faculty senate is the principal agency for faculty participation in governance of Mankato

State UniVersity. It has as its role and function the representation of the general faculty's major and participatory

responsibilities as outlined bythe state university board rules.

The faculty senate is composed of thirty voting representatives and on ,,ex- officio member. At the present time

there are twelve members from the school of arts and science, three from the school of business, seven from the

school of eduCation, two from the school of health, physical education and recreation; one from the media system,

one from the division of nursing, two from institutional support, one atlarge graduate faculty member and one
at-large undergraduate faculty member. The ex-officio member is the president of the duly authorized bargaining agent

which since May, 1975, has been the Faculty Association. .

A

As the primary instrument of faculty involvement in Mankato State governance, the senate provides the faculty

with moans to carry out its major responsibilities for the development and recommendation of regulations relating

to curriculum, evaluation of instruction, admissions, academic standards, and requirements for graduation. Through

the senate, the faculty actively participates in develOment of long-range plans for the university, in budgeting, and

in development and utilization of campus facilities.

The senate fulfills its role through regularly scheduled meetings of its entire membership, through the work of its

standing committees, through participation in the university assembly and its various commissions, and throu'ph

additional committees directed to specific concerns. The senate has thirteen delegates to the universiti-assembly,
twelve of whom are elected by and from the senate and one who is the faculty senate president. Contact Eddice Barber,

Faculty Senate President; Armstrong Hall room 229P; phone 2350.
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3.5

Committee on Undergraduate Academic Programs. The committee Otiundergraduite academic proirams
is charged with the responsibility of developing and recommending undergraduate university' egitlations listing

to curriculum, the evaluation of instruction, stir-dent admissions, registration policies, academic standard , and gradua-

tion requirements. The committee on undergradOate acadric programs may also initiate new undergfeduate.progrems

after consultation with appropriate academic units.

t
Committee on Graduate Academic Programs: The committee on graduate academic programs is charged with

the responsibility of developing and recommending graduate univbrsity regulations relating to curriculum, the evalua-

tion of instruction, student admissions, registration policies, academic standards, and graduation requirements.

The committee may.also initiate new graduate academic programs after approprieteeonsultation.

Faculty Research Committee. The faculty research committee is charged with the responsibility of developing

and recommending University regulatirmILTIating to faculty research projects, and encouraging-end coordinating the

developmtint of funded research efforts.

Committee on Faculty. Appointment, Promotion and Tenure. The committee on faculty appointment,
promotion and tenure is charged with the responsibility of developing and recommending university regulations 67

relating to faculty appointments, promotions, tenure, and faculty improvemdnt opportunities including sabbatical

leaves and faculty improvement grants.

Student Senate and Its Standing Committe9s

Student Senate. As the primary governing unit of the Mankato State Student Association, the student senate and

its standing committees deVelop, in consultation with faculty members and appropriate administrative officers, the

budgets for programs supported by the student activity fee. The student senate and its standing committees have

major responsibility for the development and recommendation of university regulations pertaining to student

relations, recognition of student campus organizations, the conduct of students, the student union and student

housing.

1975.16 will bo the third year that the student senate will employ a part-time attorney friom its S30,000 student

activity fund budget. The attorney provides legal counseling and services to studentLIM student ombudsmen are

also employed at the senate to handle individual student academic, legal or social problems. In addition, the senate

has created two independent nonprofit corporations to facilitate such programs as its student book exchange.

The senate has established a legislative affairs office which has played important research and leadership roles in

working with state legislators on student and university-related legislation. Contact Luann Bruce, Student Body

President; Student Union; phone 2611.

Studdsnt Allocations Committee. The student allocationacommittee is charged with the respohsibility of develop-

ing and recommending university regulations that assure efficient handling of budgets for programs supported by

the spider activity fee. All programs subsidized through funds from the student activity occount shall submit an

annual budget for approval, modification or rejection to the student allocations committee. The committee recommends

student activity allocations to the president.

Student Housing Committee. The student housing committee is charged with the responsibilityyf developing

and recommending university regulations pertaining to student housing. The student housing comoffitee may !flake

such recommendations on residence hall food service, budgeting and personnel matters as are appropriate. This

committee is the primary interresidence hail governing unit and itvnay establish universitywide housing policies.

Student Union Committee, The student union committee is charged with the responsibility of developing
and-recommending university regulations pertaining to policies of the centennial student union, and reviewing,

modifying, or rejecting student activity fee budget requests prepared by its subordinate programming arm, the council

for union student activities (CUSA),



PSP Senate and Its Sanding Committees

Professional Support'Personnel Senate. The 30 member Psprstmato and its standing committees develop, in
consultation itifhilippropriate representatives from the other components of the college community, university
regulationecoherning classified civil servant employees at the university. It servos as the representative arm for

classified civil.service employees including clerical, technical, maintenance and some administrative staff. (The PSP

senate has no authority to represent employees on matters involving terms and conditions of employment as

'defined in the Minnesota public employee labor relations act of 1971. The senate cannot interfere,with, modify

and nullify tiny rights established throutgl the collective bargaining process.) Contact Fran Weagel, PSP Senate

President; Armstrong Hall roor1:25; phone 6304.
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Communications Committee. The communications committee is responsible for maintaining liaisons be/ween

the professional support personnel senate committees and the professional support personnel senate, for publicity,

and for other areas of communications's: tiTa need m- ay arise.

Elections Committee. The elections committee is responsible for organizing and conducting the professional
support personnel senate elections in accordance with regulatiOng of the board on elections of the university assembly.

Committee on Campus Affairs. The committee on campus affairs participates in evaluation of matters related
to pa,rking, campus planning, space allocations, intercollegiate athletics, and other matters of concern to the university

communly. ' a
'''

Fiscal Affairs Co ittee. The'fiscof affairs committee is responsible for informing the professional supportilem
personnel senate matters of fiscal policy and budget allocations related to classified personnel.

Ctimponet\Grievance Agencies and Other Boards

.P.F acuity Hearing Board. The faculty hearing board is charged with thii responsibility of conducting faculty
hearings and recommending to the president such action as is apprbpriato and identified in state university board rules.

(Refer to State University Board Governing Rule 709.)

Advisory Board on Faculty Rights. The adviso board on faculty rights is charged with the rosponsibility of

ackvistng a faculty member regarding rights to academic freedom and tenure, seeking to mediate disputes between the

faculty members and the university regarding these and other rights, and advising the partly/era dispute whether or

not a hearing should be hold. (Rotor to State University Board Governing Rule 709.)

University Academic Appeal Board. The university academic appeal board .45 charged with4h%responsibility

of conducting hearings and making recommendations concerning student academic appeal cases which involve

alleged violations of academic rights asAutlinedin the state university board rifles and the university constitution.

The university academic appeal board, with the permission of the student involved, may attach a statement of its

case findings to a student's permanehlt academic records.

Student Conduct Board. The student conduct board is charged with the responsibility of conducting hearings,
concerning student disciplinary cases and taking such action as is appropriate and identified in state university

board rules and the student judicial code.

Professional Support Personnel Hearing Boards: Professional support personnel hearing boards are charged

with the responsibility of conducting hearings for classified civil service employees and recommending to the protident

such action as is appropriate and identified in state university board rules and in Minnesota Department of Personnel

rules and regulations. Employees whq fall within the classif ied employees bargaining unit are required to use grievance

procedures outlined in Article XIII of the labor agreement.

3.6
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Dictionary on University Committees

.

Dictionary on University Conynittees. The dictionary of university committetts contains the'organizational

history and framework, pu'rposes, and the Witt available information regarding membership of all governing and

advisory agencies provided for in the university Constitution. The dictionary is updated at least twice a year and

is available in, the Memorial Library, principal administrative offices, university assembly clerk's office, and from the

student senate, faculty senate secretary, and the professional support personnel secretary. All changes In the listed

committee structure and memberships should be resorted to the university assembly clbr.k's office. Contact Marilyn

Tolle, University Assembly Clerk; Old Main roont308; phone 1111.

EQUAL OPPORTUNITY /AFFIRMATIVE ACTION

Equal Opportunity Poll. . Mankato State University is an equal opportunity employer. Through an active

and continuing affirmative action program) university provides equal opportunity and treatment in employment,

admissions, and all academic" programs.

Equal Opportunity Officer. Responsible to the president for the development and,Oplatmeration of university)
polities regarding equal opportunity and affirmative action. Contact Margaret Preska, Equal Opportunity Officer;

OleMain room 103; phone 1312.
.

Equal Opportunity Council. This council consists of the univotsity's executive officers, the chairpqrson of
the affirmative action committee, the affirmative action compliance officer, and the equal opportunity officer.

The university president serves as the chairperson of the council, and appoints its members. The council monitors

and provides executive guidance for the university's equal opportunity program. The council moots quarterly.

Contact Margaret Preska ,Equal Opportunity Officer; Old Main room 1051 phone 1312.

Affirmative Action Compliance Officer. Responsible to the equal opportiiiiity officer for monitoring affir.

mative action and equal opportunity procedures, providing information and filing reports with the state university.

board. Contact Judith Mans, Affirmative Action Compliance Officer; Old Main room 108; phone 111.1.

Affirmative Action Committee. Each of the state universities has an affirmative action committee. Mankato

State's consists of eight members a majority of whom are women and minorities. The university's committee advises

and makes recommendations to the prEft1Itant on the implementation of affirmative action 'guidelines approved by

the state untversieDb.nard. Contact Judith Mans, Affirmative Action Compliance Officer; Old Main room 108; phone1111.

tre *i

BARGAINING UNITS- RECOGNIZED EMPLOYEE LABOR ORGANIZATIONS

The \jniversity presently has two recognized employee bargaining units which are authorized to negotiate employee

economic issues and the terms aneunditions of employment. The Faculty Assoqiation, through its state organization

the Inter Faculty Organization (I -0), roprosents the teaching faculty. Local 638 of the American Federation of

State, County and Municipal Employees, through its state organization, Council 6, represents the maintenance,

clerical, and technical classified civil service employees.

Though not approved ps of this printing, non-teaching faculty, through the Mankato State University Association

of Administrative and Service Faculty, have petitioned the Minnesota Bureau of Mediation for recognition.

Faculty AsSOCtatett. The'Faculty Association, a voluntary organization, was formed to- promote faculty welfare.

annual dues are dttenined by the inter-faculty organization delegate assembly.

-37'
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The Faculty AiSociation is Mankato State University's local unit of the inter-faculty organization (IFO) of the
Minnesota State University System. Since it was organized in 1938, ttie 1F0 has represented the factilty and professional
staff (unclassified) employees of the Minnesota State Universities in their dealings with the State University Board
and Minnesota Legislature. The membership voted in spring, 1973, to affiliate with MEA/NEA. The WO was
designated in the state board rules as the representative of state university faculty and was certified in the spring,
1975, as the collective bargaining agent for all state university faculty. The IF 0 is governed by the inter-faculty
board of directors which consists of two members and the local association president fromeach of thestate
universities.

.) The Mankato State Faculty Association holds general meetings twice each academic quarterand has a representative
in each academic department and program unit. The Faculty Association executive commiwee for 11025-76 consists

Williamson, treasurer; Donald Strasser and Ronald Hybortson, ahlarge; Wayne mon and Milton OChsner, IFO

le))of the following: Verona Burton, president; Ken Mattsson, vice president; Winst n rundmeier, secretary; Harold

board representatives; and Douglas Ralston, fF0 president. Contact Verona Burton; TraftonScionce Center, Room S140;
phone 2786.

AFSCjVIE Union Local 638. This classified employee labor union was the first Minnesota state university local
to negotiate a written work agreement. The union represents the employees in contract negotiations, grievances
and lobbying for salariks end fringe benefits at the Minnesota Legislature. There are six union stewards who, on a
volunteer basi;, pibvid,rpaisistance to union and nonunion classitisai employees v.ifiViave complaints or have filed
formal.grievances --curraot stewards include Daisy Anderson, David Cowan, Rudy Beyer, Jim Bowder, Phyllis Wisen,
and Fran Weaget Contact Leonard Petersen, Union President; Highland Heating Plant; phone 1311.

UNIVERSITY BUDGET AND FINANCE_

University Income

Legislative appropriations for the institution are approved biennially during odd-numbered years as part of an overall
allocation i or the Minnesota State University System. Ouring 1975-76 Mankato State will receive over $17,400,000 in
state support. 83 percent of which is committer' t) salaries and related costs for faculty and support staff. The univer-.
say protects ad nal income totaling more than $3,490,000 from revenue accounts such as the student union,.
residence halls,

1lth
services, and student activity. Federal and state grants for student aid and sponsored programs

will total pproximately $1,400,900 for fiscal 1975-76.

The regular statg)allotmept from the state university board office to Mankato tate is primarily enrollment driven)
with salary and tlispakty allocations derived through the use of over 14 different formulas. Examples include:
one full-time equivalent IF TE)faculty position per 19 FTE students; one FTE faculty position per 13 FTEsgraduate
students; one custodial position per 21,000 sq. ft.; one maintenance'positien per 25,510 sq, ft.; one graduate assistant

"pe 5 teaching faculty/positions; $120 per FTE student for nonformula supplies and expense; 5.645 per credit hoUr

#
o
e",

ormula supplies: $50 per credit hour for equipment; etc.

I
Role of. Fiscal Affairs Commission.

The commission on fiscal affairs reports to the president and the university assembly and is charged with the ,

responsibility of making recommendations concerning fiscal policies and budget alloCations fgr the institution. T.ke
commission meets biweekly and is composed of representatives from the faculty component, student component,

professional support personnel component and the administration.

The commission has been instrumental in the development of approved budget principles to be used in the.allpcation
of salary and nonsalary funds fer.1976-77. It will continue to assist in the formulation of a programoriented budgeting
system during 1975-76.

30
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Budget Development and Control

The presideners ultimately responsible for the use of university resources and the expenditure of all funds. The
office of resource management is delegated responsibility for instiring the proper use of resources, the preparation

of university budgets, development of budget procedures with the fiscal affairs commission and implementation of

such allocation procedures approvaby the president. The business office provides the president with periodic

operational summaries of the institution's financial posture. Contact E. R. McMahon, Assistant Vice President for

Resoiirce Management, Old Main room 213; phone 6623.

The state university prepares both annual and biennial budgets as planning tools the rzmmitment of salary

and nonsalary resources. The budget developmen't protess starts at the program level and seiratil level culminating as

part of the state university system's budget request. The Minnesota Department of Administration, Minnesota

Higher Education Coordinating Commission, governor, and the legislature in turn review the system's request sub-

sequently allocating funds.- The legislature authorizes a two -year spending plan for the Minnesota State University

System, allowifig the state university board to annually reallocate to the institutions on a formula basis.

The institution allocates funds to its principal administrative areas based on approved priorities. The principal
administrative units subsequently redistribute a portion_of their allocation to subordinate academic programs and

administrative units.

The bienniil budget process normally begins in June of an evenumbered year with final action bIrThe legislature

and distribution,by the board office occurring on,or about May or June of the following odd:numbered year The

institution's fiscal year runt from July 1 to June 30.

tr
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appendix a..organizationa charts
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UNIVERSITY ASSEMBLY

ARTICLES OF OPERATION

(Approved January 23, 1975) .

Consistent with provisions identified in the Mankato State University Constitution and its BylaWs, these Articles
of Operation have been reviewed-and approved by the University Assembly. The articles are internal rules of the
Assembly and should be used in''conjunction with andas a supplement to relevantlhtions of the University Con-
stitution and its. Bylaws.

UAAO 1 - Assembly Speaker and Associatertpeaker; Additional Responsibilities

(a)

,-"
Thee Speaker and Associate Speaker shall bkelected by and from among the University Assembly
Delegates present and voting during the first meeting'in October of each year - the Speaker and
Associate Speaker shall be from different components of the University.,4The Speaker and Asso-
ciate Speaker shall retain their voting privileges.)

1/11

(b) The Speaker is the chairperson of the Assembly and shall have those responsibilities normally
associated with the chairli..bpre identified in Robert's Rules of Order Newly Revised. The Speaker,
shall make all appointments authorized by the Assembly subject to confirmation by the Assembly
Delegates.

(c) The Associate Spea.ker shall prepare a written summary' of actions of University Astembly Commissions
tiand the Board on Elections andsubmit it quarterly to the Assembly Delegates.

UAAO 2 - Aisembly Delegates, Terms, Vacancies and Alternates

(a) Terms of office for Executive Council and presidential appointees shall be one yeawDelegates
from component senates shall serve terms as determined by those senates.

(b) Should vacancies occur the appropriate component senate or appointing authority shall fill the
vacancy. o

(cL-- When an Assembly Delegate is unable to attend Assembly meetings, the delegate may designate
an alternate from the apprdpriate constituency.

UAAO 3 University Assembly Quorum and Regular Meetings

(a) A quorum for the University Assembly shall constitute at least 23 Assembly Delegates who have
voting priVileges.

(b) The University Assembly shall have at lean two regular meetings in each of the Fall, Winter, and
Spring academic quarters.

UAAO 4 Ratification and Amendment of These Articles of Operation

(a) Ratification. These Articles of Operation shalrbe effective following their adoption by a 2/3
majority vote of the Assembly Delegates present and voting.

(b) Amendment by the University Assembly. These Articles of Operation may be amended by a 4 4
. .

2/3 vote of those Assembly Delegates present and voting, provided the propoted amendment has
been previously presented in writing to the University Assembly two weeks before a vote is scheduled.
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ARTICLE I. MEMBERSHIP

Section 1.

FACULTY SENATE

ARTICLES OF OPERATION

(Approved February 12,1975)

0

.

Membership on the Faculty Senate shall be in accord with the provisions

of the University Constitution.

Section 2. The Faculty Senate shall consist of 30 voting members.

Section 3. Senate Elections

Subdivision 1 - Members shall be elected by and from the academic schools and divisions

of the university in proportion to the number of positions allocated to

each, provided that each.constituency shall have et least one representative.

Subdivision 2 - For the purpose of this subdivition, academic schools and divisions shall

be_considared to be the following:
.

School of- Business

School of Arts and Science

School of Education.

School of Health, Physical Educationand Recreation

Division of Nursing.

Media Systems
-

Institutional Support
School of Graduate Studies

Subdivision 3 -

Subdivision 4-

- Subdivision 5

Terms of office shall begin with the first meeting of -the fall qua-ter and

shallbe for two years. Elections shall be held in the first iigek of each May,

with half of the members elected each vier. Where possible, the half- .

each -year principle shall be followed in eich'constituency.

Elections shall be conducted by the constituent units under the tupervision

of the Faculty Senate Elections Committee. Pursuant to ARTICLE V,

Section 1, Subdivision 1 of the Bylaws of the University Constitution, the

*Senate Electionqammittee shall apportion membership among the units

according to numerical size and report its action to the Faculty Senate at

its April meeting.

The thaws Committee shall prepare lists of eligible persons, provide

for filings, prepare ballots, and establish procedures for casting and counting'

ballots. Results shall be in accordance.with guidelines established by the

University Assembly Board on Elections pursuant. ARTICLE IV, Section 1,

Subdititsion 6 of the University Constifiltion.

When a vacancy occurs in Senate membership, the Senate Elections Committee

shall certify to the Senate the name of the unelected candidate receiving

the highest number of votes in the most recent election in theconstituency

45



i.,Vtkrthe Malley occurs. If that candidate Is unavailable to serve, the IIt
candidate With the second-highest total shall be certified,%or.the third-
tighedt or fourth-highest. if no replacement oil be named by this method,
thiconstitueniy shell be instructed to hold a OHIO election to fill the
unexpired term.

Section 4.' _All members shall hold full-time, academic-year contracts with the University;

SectiOn b. Whin e member cannot attend a meeting or, meetings, he or she may desig-

110 an alternate from within the constituency the member repridents.
Such designatiOn shall be for a specific time up to a maximum of one
qbarter. Alternates shall have full rights and obligations of membership.

ARTICLE II. OFFICERS

1

SectiOn 1. the Senate shall have a president and a vice-president elected by and from

the membership. Election shall be by a majority of those present and
voting.

Section 2. Officers shall bb elected at the first meeting of the academic year and shall
serve for one calendar year.

Segtion 3.

Section 4.

ARTICLE ill. MEETINGS

Section 1.

Section 2.

The President shall preside at Senate meetings, prepare the agendatnd issue

Mlle for all regfilar and specials meetings, make such committee appointments
as provided for by the University Constitution, the Articles of Operation

find Senate actlon. All committee appointments shall be subject to approval,
by a majority df the Senate. The president shall seek to keep the Senate

informed of any matters which may relate to its obligations and operation.

The vice president shall preside over the Senate in the absence of the presi-
denrand shall assume such other duties as the president may delegate.

When there is d permanent vacancy in the office of the president, the vice-
president shall become president and a new vice-president shall be elected

by and from the Senate membership to serve out the balance of current
term.

The first meeting of the academic year shall be held during the week faculty

are required to report for duty. Regular meetings shall be,held thereafter

on the second Wednesday of each month, unless, in the view of the Senate

or the presideht, a different date is preferable. Special meetings of the

Senate may be held on call of the President of the University, the Speaker 7

of the University Asiembly, and the president of the Senate; try a petition
of six or more members of the Senate; or by petition of twenty five or .

more faculty Members. ,

Agenda items requiring a document of more than one (1) typewritten page
shell only be placed on the agenda when said documentation has been received
by the chairperton one (1) week in advance of the meeting. Such document
shall then be dittributed by the secretary to all senators not less than three
day! in advancif of the meeting.
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IV

?Section 3. Procedures not prescribed in this Articles of Operation shallbe in accord

With Robert's Rules of Ordir Newly Revised.

Section 4. A quorum shall consist of a majority of the full Senate.

0

ARTICLE IV. COMMITTEES

Section 1. The-Senate shall have Standing Cam mitten of provided by A RT

Sectiori 2 of the Unieersity Constitution. Membership shall be in accord
pith ARTICLE V; Section 2 of the Bylaws of the University Constitution.

SKtian 2. The Senate may form additional ommittees es required by its ectivitles.

All such committees shall be tern rary and shall operate for no more

than one calendar year, unless renewed by a majority vote of the Senate.

Membership on all such committees shall include at least one Senator.

Appointment shall be by the President of the Senate with the consent of

the membership as provided in ARTICLE'l I, Section 3 of these Articles

of °motion.

ARTICLE V. UNIVERSITY ASSEMBLY DELEGATES

Section 1. Election of Senate representatives to.the University Assembly shall be by

limited voting as provided for by,the University Constitution. In the interest.

of further protection for small units, the following antra- Senate constituencies

are established:

School of Education 7 Senators

(Each Senator shall vote for 2.)
School of Arts'& Science 12 Senators

School of Business 3 Senators

Inititutional Suppor$ 2:Serittors

(Each Senator shall vote for 1.) . "-
School of HPER t Senators

Media Systems 1 Senator

Nursing 1 Senator

(Each Senator shall vote for 1.)

At-large Senators shall vote withtheir academic

3 Assembly Delegates

5 Assembly Delegates

2 Assembly Delegates

2 Assembly Delegates

component.

ARTICLE VI. ADOPTION AND AMENDMENT

Section 1. These Articles of Operation shall be adopted by a *go-thirds majority

of the full Senate.

Section 2. Proposed amendmenislo these Articles of Operation shall be submitted

In writing to the Senate at any regular meeting.. Final action on amend-

ments may take place at the next regular meeting or at a special meeting

no less than two weeks later. Adoption of all amendments shall be by

two-thirds majority of. ttftr full Senate.
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PROFESSIONAL SUPPORT PERSONNEL SENATE

ARTICLES OF OPERATION

'(Approved September 10, 1974)

PREAMBLE

Consistent with provisions Identif lad in the Mankato State University Constitution, the profaAsional support personnd
component, recognizing the need f or better understanding of the wants and desires of classified civil service employees

and in the interest of better communication between alitegments of the university community, does hereby ordain
end establish the Professional Support Personnel Senate and these Articles of Operation.

ARTICLE is PROFESSIONAL SUPPORT PERSONNEL SENATE

Ataction 1. PURPOSES AND POWERS OF THE PROFESSIONAL SUPPORT PERSONNEL SENATE'

Subdivision 1. The Professional Support Personnel Senate, composed of representatives elected

by the professional support personnel component, shall represent the interests of the Mankato
State University professional support personnel. 1'

Subdivision 2. The Professional Support Personnel Senate shall encourage, develop, and facilitate communica-

tion among employees-In the three designatedtategories of the professional support personnel com-
ponent, the administration, and all other components of the university. (The three Categories include
technical/specialist, clerical, and maintenance.)

,
Subdivision3. The Professional supportPersonnel Senate, working in cooperation with its senate president,
shall confirm the appointments of professional support personnel representatives toserve on the UniVer-

sity Assembly, component senates, commissions, boards, and committees as provided for in the Mankato

State University Constitution and as are requested by the State-University Boardhe State Depart-
ment of Personnel and the university president.

Subdivision 4. The Professional Support Personnel Senate may make recommendations to the president

of the university on any matter affecting the professional support personnel component or the univ-
ersity, including any action taken by any agency of the university or subdivision thereof.

,s, Subdivition 5. Nothing in these Articles of Operation shall be construed as prohibiting consultation
at all levels of the professiondsupport personnel component.

Section 2. MEMBERSHIP

Subdivision 1._ The Professional Support Personnel Senate shall be composed of classified-employees of

the State of Minnesota who are qualified civil service personnel at Mankato State University.

Subdivision 2. The Professional Support Personnel Senate membership shall consist of thirty
voting members.

Subdivision 3. Professional Support Personnel Senators are elected by and from among the three

designated categories within the professional support personnel component in proportion to the

number of classified positions in each category, provided that each category is represented by at least four

senators. No individual member may cast mow than one-half as many votes for senators representing a

given category as there are ;vacancies to be filled.
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VI
Section 3. OFFICERS, ELECTIONS, TERMS OF OFFICE AND RECALL

Subdivision 1. Professional Support Personnel Senate officers shall consist of a president, vice

president, and secretary-treasurer elected by and from among senate members. Officers shall

serve one-year terms and shall be elected during the first regular Professional Support Personnel

Senate meeting following the May general elections.

Subdivision 2. ,During April of each yiar the Elections Committee of the Professional Support Personnel

Senate shall prepare a list by category of all those classified civil service employees who have been

certified as members of the professional support personnel component as of April 15. Any member

of-the professional support personnel compompt may file for a -senate seat; the deadline for such

/ filing shall be determined by the Elections Committee. The Elections Committee shall notify pro-

fessional support personnel members.of the filindbdeadfina.

Subdivision 3. Election of senate members shall be conducted and held in accordance with the

general election guidelines promulgated by the University Assembly'; Board on Elections. The

Professional Support Pertinnel Senate Elections Committee shall prepare appropriate election

ballots, establish procedures whereby such ballots can be tallied, and shall announce the official

results within seven days of the election. Withth four class days following the release of the

results, any member of the professional support personnel component may formally challenge

the election results and fife a complaint with the University Assembly's Board on Elections. The

Board on Elections shall review the complaint, along with related Professional Support Personnel

Senate Election rules, and shall make a determination on the disputa. X professional support

personnel member may appeal the Board's decision to the university president.

ts

Subdivision 4. During the first general election following the ratification of the Mankato State

University Constitution, the professional support personnel component members shall elect

one -half of the senators representing each category within the Professional Support Personnel Senate to

onoyear terms and one-half of each category to two-year terms. Once such staggered terms

are established, senators shall be elected for two-year terms.

Subdivision 5. In case of a vacancy in the unexpired term of a senator, the Professional Support

Personnel Senate president shall appoint a member from the former senator'sconstituency to fill

the term, subject to confirmation by the Professional Support Personnel Senate. When professional

support personnel senators are unable to attend senate meetings, they may designate individuals from their

own categories as alternates to represent them. Such designated alternates serve at the pleasure of

the individuals who appoint them, and have the full rights of a senator when the regular member is

absent.

Subdivision 6. A professional suXort personnel senator may be removed and recalled for

nonfeasance by a petition signed by two-thirds of the total membership of the Professional

Support Personnel Senate.

ARTICLE II. PROFESSIONAL SUPPORT PERSyNNEL SENATE STANDING AFW SELECT COMMITTEBS,

MEMBERSHIPS AND RESTRICTIONS

Section 1. COMMUNICATIONS COMMITTEE. Consistent with provisions identified in the Mankato State

University Constitution, the Communications Committee shall be responsible for maintaining a liaison relationship

between professional support personnel committees and/or subcommittees and the Professional Support Personnel

Senate, for publicity, and for other areas of communication as the need may arise. The Communications Committee

shall consist of five members of the Professional Support Personnel Senate proportionate to the number of classified

positions assigned to the three PSP categories.
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vii .

Section 2. ELECTIONS COMMITTEE. Consisienrvit provisions identified in the Mankato State University
Constitution, the Elections Committee shall be responiible for, organizing and conducting the Professional Support

Personnel Senate proportionate to the numlx of classifiid positions assigned to the three PSP categories.

'Section 3. COMMITTEE (IN CAMPUS AFFAIRS: Consistent with provisions identified in the Mankato State

University Constitution,40Ctimmittee on Campus.Affairs shall participate in evaluation.of matters related to
parking, campus planning, space allocations, and other matters of concern to the university community. The

Committee on Campus Affairs shall consist of five members of the Professional Support Personnel Senate proportio ,pate

to the number of classified positions assighed to the three PSP categories.

Section 4. FISCAL AFFAIRS COMMITTEE. Consistent with provisions identified in the Mankato State Univer-s

sity Constitution, the Fiscal Affairs Committee shall be responsible for informing. the Professional Support Personnel

Senate on matters of fiscal policy and budget allocatiops related to classified civil service personnel. The Fiscal

Affairs' Committee shall consist of five members of the Professional Support Personnel Senate propdrtionate to the

number of classified positions assigned to the three PSP categories.

Section 5. MEMBERSHIP RESTRICTIONS. No professional support personnel component member shall be elected

to serve onNtie Professiona) Support Personnel Senate for more than four consecutive years. No professional

support personnel Component member shall be eligible for election or appointment by the ProfeAjonal Support

Personnel Senate as voting members of more'than two campus governing or advisory agencies (membership on the

University Assembly shall not apply to this provision).

Section 6. MINIMAL REPRESENTATION ON COMMITTEES. There shall be at least one representative from each
of the three PSP categories serving on every committee, proportional requirements not wjjhstanding.

ARTICLE III. PROFESSIONAL SUPPORT PERSONNEL SENATE AGENDA AND MINUTES

Section 1. Agenda items may be referred to the president or vice president of the senate in writing two weeks in

advance of the senate meeting by an individual professional support personnel member, standing committees or

special committees of the Professional Support Personnel Senate;the university president, the University Assembly,

other component senates and similar representative organizations.' The agenda of each regular senate meeting shall

be distributed approximately three days in advance to all senate members. Notice of the meeting and agenda items

shall be published and made available to professional support personnel members.

Section 2. Minutes of each Professional Support Personnel Senate meeting shall be distributed to senate members

and to each professional support personnel component members.

ARTICLE IV. PROFESSIONAL SUPPORT PERSONNEL SENATE MEETINGS
tP3

Section 1. The senate shall hold regular meetings once each month. Special meetings of the senate may be hold

upon the call of the president of the Professional Support Personnel Senate, or by a petition signed by at least five

professional support personnel senators. A notice of special meetings shall be given by the president of the Professional

iSlyport Personnel Senate.

Section 2. At any regular or special meeting of the Professional Support Personnel Senate, a majority of the member

ship of the senate shall constitute a quorum.

. Section 3. All Professional Support Personnel Senate meetings are open to the public.

. r
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VIII
ARTICLE V. RATIFICATION AND AMENDMENT OF THESE ARTICLES OF OPERATION

Section 1. RATIFICATION. These Articles of Operation shell be effective following their adoption by s two-

thirds majority vote of those professional support personnel senate members present and voting at the first Pro-

fessional Support Personnel,Senati meeting in September 1B474. A copy of these Articles of Operation spell be

pieced on file with the University Assembly Clerk.

Section 2. AMENDMENT BY REFERENDUM. Bye petition of five percent (5%) of the professional support

personnel component, professional support personnel members may initiate an amendment to these Articles of

Operation. Upon presentation of the petition, the Elactioni Committee of the Professional Support Personnel,

Senate shall prepare a referendum ballot for distribution to and vote bythe professional support personnel component.

A majority of those professional support personnel members voting shall determine the result of such an amendment

vote. At least ten percent (10%) of the professional support personnel component must participate before the result

of such a vote is effective.

Section 3. AMENDMENT BY THE PROFESSIONAL SUPPORT PERSONNEL SENATE. These Articles of Opera-

tion may be amended by a two-thirds vote of those professional support personnel senators present and voting at

a meeting of the Professional Support Personnel Senate, provided the proposed amendment has been previously

presented in writing tq the Professional Support Personnel Senate two weeks before a vote is scheduled.
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FACULTY ASSOCIATION CONSTITUTION

ARTICLE I. TITLE

This organization shall be known as the Man Rita State College Faculty

Association.

ARTICLE II. PURPOSE

The purpose of the Association shat be to promote faculty welfare:

ARTICLE III. MEMBERSHIP AND DU

Section 1. All members of the faculty, academic, professional, and admini-

strative (excepting the President and business manager), shall, by

virtue of their pciiition on the staff, be eligibl for membership,
and shall, upon payment of dues, be regarde as members, with

all rights and privileges thereC

Section 2. Annual dues shaIH o determiped each year by the Executive

Committee su Oct to approval by the membership.

./ I

Section 3. Dues of members employed for fractiAl parts of a year shall

be determined anfatsessed bithe Executive Committee.
5

ARTICLE IV. OFFICERS AND ELECTIONS

Section 1. The officers shall consist of a president, a vicepresident, a

secretary, and a treasurer.

Section 2. There shall bo en Executive Committee of six to eight members

four officers, two nonofficer members, and any other member

wha is a representative from the Local Association to the IFPC.

Section 3. There shall be two representatives to the State College IFPC

selected by the ExecutiveCommittee fora three year term. One

representative shall bo selected each year for two years, and the

third year none shall bo selected.

Section 4. The term of office of members of the Executive Committee shall

be two yank. After the first election under the terms of this

article, the President, Secretary, and ono non-officer member of

the Executive Committee shall be elected in odd years; the Vice-

President, the Treasurer, and one nonofficer member of the

Executive Committee shall be elected in ovenyoars.

Section 5. The annual election (Section 4 of Article !IA) shall take place

during the month of April. It shall be conducted in such a way

as to give all members an opportunity to Vote. A nominating

committee consisting of one member from each Division shall be

appointed-by the Executive Committee at least throe weeks before

the date of the eiictian, and it shall be the duty of this committee

to select and post the names of at least two candidates for each

position to be filled, one week pfeceding the election. Opportunity

./

IX
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X
to make nominations from the floor shall be provided. The newly
elected officers shallts presented at the May muting of the Alipci-
ation. Executive Committee members are eligible to service for not

more 'than two consecutive terms.

Section 6. The Executive Committee is hereby given the authority to select and

appoint members of the Association to fill vacancies which occur

between annual elections.

ARTICLE V. DUTIES13F THE OFFICERS

Section 1. The officers shall perform the duties generally incumbent upon

.such officers. They-shall also perform such duties as specified

below. r

Sec'lion 2. The Executive Committee shall be responsible for bringing

before the Association for consideration, in (Aural session,

matters of,interest to the group. It shill Carry into execution
the policies formulated by the Association.' li is to serve in

whatever capacity necessary to promote the purpose of the

Association.

o.

Section 3.

Section 4.

The President of the Association, or the Vice-President in his

stead, shall preside at all meetings, shall call meetings of the

Executive Committee, and with the approvar of that ccrm

mittee may call meetings of the Association.

The Treasurer shall be responsible for the collection, Me

keeping, and administration of the disbursement of funds

of the Association. All payments from funds of the Associa-

tion for expenditures as authorized in general session or by

the Executive Committee must be signed by the Treasurer

and countersigned by one other officer.

Section 5. The Secretary shall be responsible for the recording and

:Safe keeping of minutes of all meetings, for correspondence,

documents, and communications of all types which have to

do with the business of the Association.

ARTICLE VI. QUORUM

Provided a notice of a meeting which includes the proposed agenda is posted

on the faculty bulletin board at least 48 hours prior to a meeting, twenty-

five members of the Association shall constitute a quorum for carrying on

business.

ARTICLE VII. ENACTMENT AND AMENDMENTS

This constitution shall be effective following its adoption by a two-thirds

Note of the members of the General Faculty.

This constitution may be amended by a two-thirds vote of the members

of the General Faculty, provided the amendment (or amendments) has

been presented at a previous session, or in writing to the memberstive

days before the general session. 5 0
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COURSE PROPOSKL

I. Check nature of propoaalt New CoUrse . in Course
Number , Change in Course Title , Change in Cfedit
Withdrawal

/I. Course:

Department, Number, and iitle

Form 1"

III. Routing -(Date of minutes recording approval or hOtificatioh):

. Date
Department of

School or Division

College Curriculum-ComMittee

Graduate Council

Other

IV. -Proposed Ahange ip a course previously approved (omit this paft,in;
a new course proposal): 40*

Jt.

V. Proposal for a NEW COURSE (omit thii pair of part IV above is used):-

1. The need for this new course:

2. For whom is the course designed? Prerequisites?

55
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Other institutions similar to Mankato. State College now

b

-

offering course:

. Faculty qualified to teach this course:

---____

5. Special facilities or equipment reqUired? How to be obtained?

it)

6. Course description:

A. Objectives.

B. Topics or Units of Study. 4.

56'
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O

REQUEST FOR TEMPORARY ABSENCE
(Unclassified Employee) ".

DATE(S) OF ABSENCE-

Reason for Absence: (Please check appropriate
box and give brief explanation where requested)

riAnnual Leave (12-month personnel)

11 Sick Leave

nEmergency Leave

EProfessional Meeting

Held at:

City and state

Please explain disposition of classes. Give name
of faculty member who was/will be in charge of
each of your classes.

Typo of Leave

Sick Leave

Vacation Leave

_= Other Leave With Pay

Leave of Absence Without Pay

Request

Telephoned

Submitted in Person

NAME OF REQUESTER (please print)

ABSENCE
ApproVed Disapproved

DEPARTMENT CHAIRMAN

DEAN OF SCHOOL
OR

DIVISION CHAIRMAN

ACADEMIC VICE PRES.

RECORDED BY PERSONNEL OFFICE

SALARY:

DATE

ri ALLOWED ri DEDUChED

REQUEST FOR LEAVE OF ABSENCE
(Classified Employee)

Reason for Absence

Vacation

Illness

Jury Duty

V Military Leave

Other (Please Specify)

Requested Date (s) of Absence:

Approved

(For MM. Use)

Form 3

Date Requested

Employee Name (Print)

'Social Security Number

Signature oftRequestor

Not Approved (Please Specify Reasons
et- and Alternate Dates. If env)

Date Signature of Supervisor

F0,1,1'9615 0(1.944/11-73 °

5' .



IDEA FORM
S,1114(0ee4 5499al4Nt SWeiff

(Submit In Duplicate)

of PositienNemo (Print or Type. First, Middle.

bes4
Agency Whets Employed

tifoisiOo TRuilding

Street Address end Cily Where Lectea .

Room

r.

Form 4

Tolpl;ono Me. 1Su,psti ;n hle:CLersui

ti

. .

" Pleas. typo or print your idea being sure to supply all information requested. You mby attach additional sheets and sketchei. t-
.

-`.747-7-7TAV'MARINRIPRIPM1111110"Pr

May we hive your permission te roaeel your hiontity is author of this tutillsoflora

.. ...41E7..

L=1 Yes No

7:: ...:."1.7777...7.11M1111MINIMINFIFi

-431PW111111111N2P-3 L 1-.......71.=9,1111411,111111111111111.111.PPre

Th u.-by the State of my suggissuon shall not form rho basis of future claim I any notur upon rho State of Minnesota by me, my halts, and assigns.
Sig Dote

Horn.Arldrs (Street end City) r Social Security Na.

58



Name

4.

PROFESSIONAL'DEVELOPMFC SABBATICAL APPLICATION

Date

Form 5

Period for which a Professional Development Sabbaticalis requested:

Purpose of Sabbatical: (If space is insufficient, please, continue on another sheet.)
(a) If you ylan to travel, where will you be going and what will you be doing?

This statement should be as explicit as possible:Vention all major stops and the
nature of you work there. Will you be observing? Participating in seminars.or
workshops? Attending classes? Etc.

d.

(b) If you plan.to attend school, That is the puipose? To work toward a
degree? (If so, whA''''clegree?) Expand knowledge? Etc. Where will you be attending
school? 74,

o

(c) Do you expect to be wotking under a fellowship or Tesearch grant? To

what amount does your fellowship 'subsidize you? What are your commitments and
obligations under it?

59
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'>\

(d) Explain how this training will benefit you and the institution in your

subsequent work. For example; do you intend` to offer,new courses? Write a book?

gs.

Number of years service.it Mankato State College (including this year)

Highest degree held? If less than a dottopte, how many semester

hours beyond the master's degree do you have?
How many of these hours have been obtained withib the past five years?

Haw were the credits earned during the last five years. acquired? During a leave

without pay? If so, when?

And where?
Oper (i.e., night classes, workshops; etc.)

Have you been on sabbatical from Mankato State College before
If so, when and for how long?
Purpose of former sabbatical? A

If you prefer, please add any additional comments covering points not rai ed by the

above questions.

6O



PROFESSION4L DEVELOPMENT SABBATICAL AGREEMENT

Accepting a Professional Development Sabbatical for the period,
carries the following obligations: '

1. A program of professional deveidpmtnt-will be pursued as follows:

Form 6

2. It is required that a faculty member return to this College after his/her
Professional Development Sabbatical for at lease dhe academic year of service.

If a decision is made not to return to this College:

'a) No salary payments will be disbursed from the data of the notification.
b) The salary money received during the/Professional Development Sabbatical

will become due and payable to the State of Minnesota within one year
from the date notification is given inot-ro return.

4. The attached Profesaianal Development ollow-up will be completed and filed
with the Academic Vice President withi two weeks following'return to the
campus.

5. This Professional ievelopment Sabbatical is funded at full pay
other

half

Andrew Een
Asst. Vice President for Academic Affairs

This is to indicate that I am acquainted with the Professional Development
Sabbatical provisions as outlined above. I agree to the conditions as set forth.
I understand that Professional Development Sabbaticals for periods 1pnger than
one quarter are remunerated at the rate of one-half of the regular salary: A
Professional Development'Sabbatical for one quarter carries, full pay, unless a
mutually acceptable arrangement between the faculty member, department chairperson,
and dean is agreed upon regaking a reduction in the recipient's salary for the
plirpoae of obtaining%some assistance for the department.

Date Signature

Distributions: Original - leave recipient
2 carbon - Actdemic Vice President's Office

A

61



form 7

PROFESSIONAL DEVELOPMENT SABBATICAL FOLLOW-UP

C.

On conclusion of the study, research, or related activity funded by your
"Professional Development Sabbatical, please complete the following and return
to the Academic Vice President's Office. If.the sabbatical supported additional
study, attach a transcript or program certificate.

Date

In what ways, if any, did the work or study deviate from that proposed in the
Sabbatical application?

Indicate how the work of study funded by the, Professi aiN `llevelopment Sabbatical

has had impact on your teaching or research.

Other comments or reactions which may aid the Departmental Personnel Committee,
Department Chairperson,.etc., in evaluating future applications.

A
Name

.L4

46.
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MEDIA SYSTEM - Reprographics
Duplicating and Printing Work Request

* PILL rum row OUT coururrimr *
Requested Sy

Department

ITodays Date

Form 9

Job #

Due Date

building Post Office Sax Phone Number

function to S. Charged Number Of Originals Copies Per Original

Approved Sy Sch. Dean Ctr. DT . Dept. Chairman or Prop. Leader

A Reference Description of this Requests

; Phone Approval

1

* PLIAS' CHECK APPROPRIATE BOX OR SOAKS *

Plain Paper

Plain Colored Papr

Loterhad Rend

For Sp.ciol Quality Paper
1471 Cantgot 389/1181-

.11.

Sack to Sack

Collate

Staple

Fold I/2 111 ID

Cut and/or trim

1

Holes PunchedEj 2 Ei 3

Punch & Plastic Rind

Please Call When Ready

* PEASE SPECIFY ANY SPECIAL INSTRUCTIONS BELOW *

FOR SUSI NESS orricz USE ONLY

Acct No Obi
Entry

Code It f er enc. No °Date Amount Cr ikcct

1 1 1 1 1 K6171 X 6IRXI 1 1 1 1 I l l 1 1-1 1 1 1 1 1 1

1

1 X 11161012171.1.14
I 6 67_9 loll 12-- I L.. 21 47. 51 59 67

64 Form: M11.6/ROY 1143
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IN
S

T
R

U
C

T
IO

N
S

 F
O

R
 U

S
E

 O
F

 M
S

A
 21

(A
)

T
his form

 is used to reim
burse em

ployees for authoiriied travel expense
and for living expense w

hile in travel status. It m
ay also be used to request

and pay an advance P
aym

ent to an em
ployee for a scheduled out of state

trip. W
hen used w

ith F
orm

 M
S

A
 21A

, reim
bursem

ent: to an em
ployee for

private car or private airplane usage m
ay be kade or included.

D
etailed travel reim

bursem
ent regulations hre set forth in the booklet

"S
tate of M

innesota T
ravel R

egulations** as issued from
 tim

e to tim
e by

the C
om

m
issioner of A

dm
inistration.

T
he instructions contained herein do not supersede

the
"T

ravel
R

egulations' and are given only as an aid to com
pleting the form

Item
s for w

hich reim
bursem

ent m
ay be allow

ed and rates and lim
its on

reim
burtesrnent are show

n in the -T
ravel R

egulations!
(B

)
It is intended that this form

 be com
pleted by the erm

iloyee. A
 ball point

pen should be used. T
o aid in processing, all entries should be cfair and

legible. P
lease P

R
IN

T
.

(C
)

A
n original ind tw

o copies shot*, be m
ade T

he original- copy is used 101
paym

ent transaction entry and record, the first copy is for the gepartm
ent

record. and the second is retained by the em
ployee.

(C
))

A
 separate form

 m
ust be used for each of the follow

ing (1) In S
tat&

T
ravel.

(2) O
ut S

tate T
ravel and (3) but S

tate T
ravel advance C

heck the box in
the upper right corner*to indicate for w

hich purpose the form
 is being

used.
(E

)
T

he em
ployee nam

e, departm
ent (D

ivision
if appropriate) and title s hal.

be entered by the em
ployee.

P
(F

)
H

om
e station

is the city. village or other location designined by the
departm

ent head as the perm
anent or tem

porary station of the em
ployee

(G
)

S
ocial S

ecurity num
ber - T

he social security num
ber of the em

ployee
T

he nam
e and address used for paym

ent is determ
ensed by this num

ber and
is the nam

e and address in the C
entral E

m
ployee Inform

ation F
ife

(H
)

T
ravel period - E

nter the beginning m
onth and day and the ending m

orith
day and year for w

hich travel is being reim
bursed as show

n in this sam
ple

S
am

ple is for period N
ovem

ber 1st through N
ovem

ber 15. 1973
D

A
Y

V
A

,

/ 1/ 001(
/_a5 74_3

F
or an advance, print A

D
V

A
N

C
E

 as show
n below

tantifir
cat

m
onth

nay
*to

;
fr75-1 v

tr
(I)

O
rganization. S

equence num
ber and S

uffix_ T
his space ideritifes

encum
brance num

ber (and, in turn the-accountr to y4hich the travel is tc'
be chirged T

he num
bers m

ay be entered by the'accounting office of the
departm

ent as a part of the paym
ent process. or m

ay be entered by the
em

ployee
if

the
departrnint

is
so

advised
the em

ployee M
e

encum
brance num

ber changes each fiscal year)
LH

D
etail-of expenses - If a reim

bursem
ent the inform

ation entered is
expenses paid, by the em

ployee
tr ai advance

the .nform
at,on

estim
ated

lE
p

D
ay

D
ate of m

onth w
hen expense orr,irred 1,f fIrreurf of

is in tw
o m

onths. show
 both the m

onth and day
P

 q
12 17 Le

17tfti,
IL)

Location -!here the exiieise 'learned
city.

location

(M
)

R
eason for T

ravel - A
 recording of the reason for travel. .including

P
erP

ose of tte trip and entry of a cost accounting code if cost codes are
used by the departm

ent
(N

)
or M

eals - A
ctual am

ount pant by the em
ployee for-m

eals (including
tax and tip). List uncle "B

" forlireakfast. "L- for lunch and "D
"

for dinner, M
axim

um
 am

ount allow
ed and conditions under w

hich
reim

bursem
ent m

ay be allow
ed are listed in."T

ravel R
egulations"

if m
eals ate allow

able on day of departure or arrival at hom
e station

°
because of "tim

e of day" of arrival or departure as defined in T
ravel

R
egulation) indicate the tim

e of dayin a footnote
121

Lodging
E

nter the actual am
ount m

id for hotel. m
otel or other

accom
odations including tax

R
eceipts for lodging paid m

uss be
attached to M

S
A

 21
(3)

O
ther expense

List ar=
.1 ente the actual am

ount pi.d for other
hying expense allav,ed em

ployees en navel status as listed in thE
-*N

avel R
egulated r

(01
C

om
m

on C
arrie - T

he actual cost of d,r, ia,i or bus fare (incltnfing
tax) .nrored by 3, em

ployee and w
hen paid by the em

ployee for
approved travel

R
ecercrs for

I a,es pint by m
e em

ployee m
ust he

attached to (V
IS

A
 21

(51
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MSA 21A issmutneris ON BACK
USE WITH FORM MSA2I

EME1OYEC NAME

John C. Jones

7/1

DAY REASON FOR TRAYEI

AND, t7OST conT

Drug
Conference

POOL CAR
AYMIADIE

YES NO

FOrm 11

PRIVATE CAR' MILEAGE REPORT
REPORT PEIOD

July
OFFICIAL STATE MILEAGE

FRbM

Mankatd

TO

St. Patel

TEBIU 15 197
74

TRIP I LOCAL OUTSTATE
MILES MILES MILES

160

r

,

t--

/MP

MA, '1( RE (11/4in T) Of PORT PGIVAT
Allt RA, F

MILES CLAIMED POrsAR AVAILABLE

MILES CLAIMED NO POOL CAR AVAILABLE

ACTUAL OUT OF STATE MILEAGE **

OUT OF STATE IN LIE,U OF MILEAGE.
COACH FARE OR ACTUAL MILES AT APPROVED RATE

(WHICHEVER IS LESS)

4

j.

TOTAL MILES
!Alin RATE

160 @ 14c

6r

22.40

22.40

.4



INSTRUCTIONS FOR. USE OF MSA, 21A

(A) This form is used in conjunction with MSA 21 to reimburse an employee for
use of ,a private owned auto for private owned aircraft) on the basis.of miles
driven (or ftown) It supports the amount claimed for private car mileage on
form MSA 21.

The form provides space to record miles driven (flown) and to determine the
amount of reimbursement. The rate of reimbursement is expressed in cents per
mite and is shown as in the "State of Minnesota Travel Regulations" as issued
by the Commissioner of Administration.

The form may also be used to determine thit amount to be paid to an employee
for out of state private car usage when used to lieu of air transairtation.

(B) It is intended that the form be completed, by the employee on a trip by trip ,

basis. The employee name and period covered by the report should be written
on the top line

(C) Day Day of Month on which, car was driven May he month and day
Nexpressed as MM/DD or 11/15 for November 15th.

(D) Reason for travel and cost code - An explanation of the reascin.pr purpose for _
the travel and a cost accounting code if a cost code is used by the department!'

1E) Pool car available An indicator as to availability or non availability of State
Motor Pool cAr on a day by day basis. (This trldication is necessary to
determine rate atwIlich reimburstent is to be made.)

(F) Ottrcial State- mileatie - LWt point of origon.and destination cities or towns

(G) T..0 n hIr. The miles for the shortest direct route between -From" and "To"
ins Junns-acr.ording to Highway Qepartment records

(H) Local miles (11 Aztual odometer miles of titivini in vicinity of destination
(after reaching destination) necessary to accomplish purpose 'of the .trip or, (2)
actual od(ameter miles driven when private car is ustth by an employee in the
vicinity of his hruve station as necessary for 'vork 40.mrimer

IU Outstate miles Miles driven by an employee on a trip out of state from actual
odometer reading or from a standard road <itlas lis'tinn of miles between cities

(J) Total miles Add the nOrnber of miles in each of three columns to give "total

IKl Milt claimed Miles for which reimbursement is'clairned

(L) Rate Rate of reimbursement (expressed in cents our mile) as determined by
Travel Regulations

IM) Out of State in lieu of inileaqe Calculation of the amount due to employee
when a private car is used out of state in lieu of Air Coach fare See Travel
Regulations and Accounting Procedure Section E 2

6 0
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Admin. Corm

STATE. OF MINNESOTA - DEPARTMENT OF.ADMINISTRATION

, REQUEST FOR REIMBURSEMENT OF SPECIAL EXPENSE
Prepare; in triplicate and forward to budget division at least ten days in advance of date on which special expense4S to be incurred Original
copy, with approval or dtsapprovq,/ Indicated,will be returned.tb agency. Duplicatewill be retained by department o/ administration andtripli4ite will be forwarded to the'state auditor. Do not use any improvised form in submitting request. .6,

.. '.Authorization by the Commissioner of Adnitisrration for reimbursement

i TYPE OF EXPENSE (Check appropriate box [es] ): 0 Conference
of special expenses is requested as follows:

Meals or Banquets

Other

and Registration Fees Special
If Seminar and Institute Fires MI Field Staff Meeting II Change of Station Expenses 1110

(specify)
*2. DESCRIPTION OF EXPENSE (Give names and titles ofpersons to Ie'reintbursed; title, location date and purpose of conference, meeting,shorecourse, etc:.detail of expenditure to be made; and any other information needed to justify request.' Special justificatibn is required

II more than one person is to.he reimbursed for attendance at any special event. Information relating to field staff meetings is to beprovided in accordance with provisions of the state travel regulations. Requests for reimbursement of moving expenses must be accompariled by three Inds. Use reverse side of fornj if space below is insufficient to provide detail required):

James S. Jones
Professor i
English Department .:

,

Mankat'o State University

,

,,.

. .

October 22,. 1975. Chicago, Illinois

I,

-',

(Purpose of Trip')

.

la .- .

.

.

4I
..,. .

a
.

."I
.

.2,
...

.

a. TOTAL ESTIMATED AMOUNT OF EXPENSE TOSE INCURRED: $ 10.00 '-

4. Name of Agency 5. Index:
Item - Fund

6. Date
o.

7. Authenticotion (authorized signature and title)

Mankato State University .

.

, ; 61001:02=100 8-15-75

.
Request far reimbursement of special explinses itemized above is:

8A. Approved in on amount not to exceed S
Al.

BB. IIIII Nat A'ppraved.
..,

...

,
4

.

.

"(Date of Appropab (Authorized Signature Department of Administration)

69
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