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PIBSIdBnt The role of the ynversity prnsudont 18 identified in chapter six of tha State University Board Govbrninu
Rulas The 1ollowmg excerpts’ rnprnsr'nl an overview of the president’s rns@nslbllltias

.

I he preslden{ is {ht’ ch/el,pxecunve offuer of fhe Un/vers/ty and as such
is responsible and accountable to the Board through the chancelor for
,, thevperation of the university und its educational and related program. .
He is empoweéred to !(/fee any action dppropriate or necessary to carry out (
the duties and rcspons/h///r/es uss/qned to.him ae his office: ‘He may delegate
- the duties ussigned to himeto other ddministrative officers or other agencles ,
' of the univ ersity, induding’taculty members, students, or un/vers/{y comm/ttees,
csubject ro his r/th toFesumme dny duty (}he de/fgures /5

-~

,
. The prt's/denr shall make certain that the affairs of the university are .
conducted in accordance with all relevant statues, rules or appropriate state* « .
aqvnuus these qah-rnm(/ rules, internal ru/es operating pol/c/es, and unlv- - ;
] ersity constitution. M - . . '
. The  presudent s uktimatey responsible for retru/"{/ng, appointing, retaining,
) e'mownq and /mpos!m} sanctions on; grunting salary increases, tenure, and
A pmma tion to, and detining the duties of all persons emgloyed by the univers/ty, . 24
s luding rm mbets ol the tacults and m/m/n/straqve off/cers . »
C Clhe pl(-wd('nr shelt take all reasonable action to promote and protect the
health and safety ol all persons og the unnersity campus.
1Y
- The president 1s responsible tor preparing, I't’VK’W/:”.(]: dpproving, and
implementing all unn-wsiry budyets and tiscal plans. '
Vma President for Acadamlc Affairs. Responsible t0 the prnstdnm for mottors pertaining to instruction, lhe
mculty and the curnculum This includes respunsibihity for assessing the cutricylor offerings of ml schoolsand
dwisions and recommending budnet al|ocanuns for all phuin: of the oducation program,

Academic programs and adminwstrativeits reporting to the vico president for academic affairs include schools
ond divisions, admussions, registrar, institutional research and evaluation, media system, community prégrams
and services, and research and grants. I\r;:d(mo’n, the office coordinates the faculty improvemant grant program,

as well as shaning responsibulety for the ution’s student orientation/advising proggam with the vice president '
for studnm'sorvices. (;ontnct Margaret Preska, Vice Presidlent for Academic Affairs: Old Main room 103; phane1312.
1

Vice .PmSIdant for Student Services. Responsiple to the prnsldnnl for areas of student life not dlrm:tly assdciated
with the instructional program. Programns_ and administrojive units under the vice president’s diraction includo
financial aids, counsehing and psychologica! services, career dnvnlopmnm and placement, centennial student uhioh,
s houging, international studants, health center, food service, and the rusldencn hall conference center. Tha vice president
. for student services has a shartid responsibutity for the atlocation of student actlvny funds with the resource management
\ . offico and the director of business affairs. Additionally, the vice prnsldom is responsible for developing and rocdmmending .
'"'C""'Hor the residonce halls, cafeteria and tho student union. Contact Carl Loty, Acting Vice Prosident for Student
I: [Cs Studant Union room 225 phonn 2123. ) ‘ -

. .
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Assistant Viu‘ President for Resoires Management. Responsible to the president for institutionsl budget
devslop mant, parsonnsl menagement (classifiad and unclassitiad), computer services, end the business effeirs office.
The essistent vice presidant shares responsibility for the allocation of student activity fes funds with the dirsctor of
business affairs and the vice president for student servicas. Contact E. R. McMehon, Assistant VicePresident for
Resource Mansgement; Old Mein room 213; pfiong 6623. . ¥ - :

\ . , e, . , ®
University Relations Officer. Responsihle to the prasident for the administration of university publications,

ﬁinformatior]al services, presidential convocationt, comeencements, university commu ications, developmapt, and
serves as the legisletive liaison. Contect Jolin Hodowanic, Director of University Relations; Oid Mein rotint 217; L

' phone 2021, R ] 0 I
. i - v }q‘(«‘ e
. C R

. s i .- - : .
Director of Businkss Affairs.- Responsible for t\ﬁ‘i supervision of the business oparstions of the unjirsity, inciuding
purchas/ing, cash control, accounting, monitoring of income end expenditures, as well e5a responsibility for the ’
administration of studant activity fee sccounts. The director feports to the assistant vice president for resource
management.and the president as sparopriate. Contact Dean Trauger, Dirsctor of Business Aftairs; 0ld Main room

222; phone 2264. . )

Facilities Mlnlga-mont hﬂicet. Responsible to the president for capital Improvm‘nf:, campus plenning, and the move

of valley campus programs and ectivities to highland campus. This office brings together into one unit some of the ectivities
formerly assigned to the executive vice president with those praviously held by the Office of Collsgs Menagsment including
inventory, sacurity'w_rvicus, vehicle paol and buildings and grounds.- Contact the Facilities Managament Qﬁlcar; OM room 215;

-phone 8448. . - . -
Phgre . L.

-

‘ Executive Assistant to the President. Responsiblo to the president for the proper functioning of atl phases of
the work of the president’s office. Contact Judith Mans, Exocutive Assistant to the President; Ol_d Main room 108;

phone 1111, e .

‘ e d




; Schools and Uivisions

- Schools Delns arid Division Chairpersons. As administrative head of a schaol, the school dean or divisiop chair-
persan pllv: a leading role in the development of the academic progmm’and the alloca'lmn of personnel and other
resources. The dean is respansible for the faculty. of the school and reports to the vice president for academic affairs.
The dean or division chairperson, with the-assistance of department chalrpsrsons and rSptsr and institute directory,
goordinates the assignment of classroom space, praparas clas;/schadulas deva’lops recruiting procedures, is respnsible
for*budget preparation and control and preparas recommendations on fm:ulty appomtmants salaries, promotmns and
retentions. . ! ‘

. 4 . ! {
* . . 3 i

¢ Department Chiilpclso'ns Center and Institute Directors. These individuals sarve as the administrativo heads of

their particular acadsmic programs and, working closely with ‘their faculty, provide laadarshlp in ths devalopment of
other policies and procsdures Theyrare resﬂonsgble for the efficient management of thmr,programs and- raport throunh
their respective dean or division chairpersdr to the vic president for academic affairs. ’
School of Arts and Science. The school of arts and science is cheracterized by diversity and depth. It offers
academic programs, utilizing the combined strength of mora than 200 faculty, which ranga from the mare traditional

- liberal arts programs to institutes of environmental studios and urban and regional studies. Its more than twenty
programs not anly include depertments and institutes tiut also prpject centers such as the Southern Minnesota
Histarical Centor., Tha’school contributes toward a broad liberalizing education which halps students develog individual
talents. Student advising services are available in tho dean's office. Contact Elwoad Ehrle, Arts and Science Dean;

" Armstrong Hall rogm 226C; phone 1713. - .

Ad

.

School of BuSiness. Programs otfered by the school of butmasa cansist of a general education background, buginess
core, and areas of concentration in accounting, management, mnrketmg, finance; economics, international business,
aviation managamant, and construction.managgment. A graduéte program is available, and it is offerad both on and
off cgmpus. Research facilities for faculty and students aro providnd by the school through the burcau of business
and ecanamic research with econamic education services for area schoals offered by the genter for ecanomic education.
Student advising services are @uailablg in the dean's office. Cantact Morgan Thomas, Businoss. Denn Nichals rcom C-087A;
N phone 2963, ) . . .
School of Education. In addition to providing strong undergraduate and graduate programs for tepchers, counsolors
and udmmlst?hors the school alse offers non-teaching programs in psychalogy, media, industrial and technical studies,
home economics and vocational rehabilitation counseling. The schoalof education is organized into five:major areas and
has established five éoordinator positions. The major areas includo the center for advanced professionat proficiency, the
center for curriculum and learning strategies, the center for cultural ghd behaviaral oducation, the centor for vocational
compotency, “and the conter forexperjontial and alternative education. Coordinator positions established include thosg in
research and publications; field studies; clinical experiences; recruitment, udmlssm ns, retention, and teacher certification; pnd
hum,an rolations. Student advising services are availabléin the denn s office. Contact Benjamin Buck, Education Dean;
Armstrang Hall room.118; phone 1215.
‘ : , G
School of Health, Physical Education and Recreation. Dopartments within the school includg_health sciance, .
physical education, recreation‘and park ndministrmjon and athletics. Through these disciplinos the schaol offers
gnnnrnl oducatiof coarses; provides Ieadur:mp equipmdnt, and facilities for student mcmatlon providas highly skilled
studants with intensive instruction - with opportunities to Tast their level of skill in compatmon with students of
other collages and universities; develops curricula to prepare studnuts for careers in physical edwcation® health and "
recreation; coord‘mams the ph¥sical therepy and occupational therapy programs; and contributes interdisciplinary
courses to the programs of the other argas of thu'gumvnrsny Student advising services are uvmlnbln in the dean's
. Contact Roy Moore, HPER Dean; Hmhland Amnn room 122A; phane 6314.

\‘l
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School of Graduate Studies. The school offers master and specialist degrees in a vaviety of aress. The mastar. of ~
sciance program is firmly established with about 3,000 degrees-granted through spring quarter, 1975, The master of -
arts degreevis offerad in sixteen areas, with over 500 degrees awarded in the past sight years. Master degrees offered

F include the master of arts in'(aaching, master of music, and master of businass edministration. Spacislist dsgreas
available include those in curriculum and instruction and 8ducatiopal instruction. The faculty senates committae on
graduate academic programs, composed of reprasentatives of the grdduate faculty and graduats stud?:t assembly,

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

Bonson, Graduate Dean; O1d Main room 100; phone 2321, he

r * . \ ! ' . .
Division l}f Nursing. The division of nursing offers a four year program leading to a bachelor of science degree and
the R.N. The curricufum offers students an opportunity to develop a sound theoretical and clinigal basis,for the -
professional practice of nursing. In 1974 the challenge axamination program was implemented for ragmarad nurse’
students who are graduates of sither hospital diploma or associate dagnm programs. The® nursgs may earn a baccalaurbate
degree &y ‘challenging’ a numbnr of cnursnzm‘lm generic program. Opbortunmns for confinuing education offered . ‘
by the division assist registerad nursns In ous nine county regional dnvalopment araa to update their knowledge and
skills enabling them to meet #tate requirements for re-licensure. Contact Rita Kroska, Division Chairparson; Nelson
Hall room 117; phone 1121. ' L. N

-

¥

Community Programs anmrvices The doan of commanity programs develops and maintains a schedulo.

\ of community and continuing education programs, E‘H’-campUs faxtension) classest regional services, and services dnd

programs involwng students, faculty, community rnsnurcns business and industry. The extended cnmpus division of
community programs and services develops programs for new clientele in communities in the university’g service aroa

s0 that courses and programs can be made accessible to southern Minnosota residents who tave formerly been unable

10 pursuo or complets university work. Contact Hardy Fitteror, Community Programs Doan; Old Main room 218; phone 2573,

Media System The media systam, cnnsnsung of Mnmorlal Library, valloy compus reading room and reprographic
sarvica, music Ilbrary,nnd Wiison Campus School media center, supports the academic program and is responsible

for thg selaction, acquisition, preparation, organization, assistance, and instruction in the use of media materials and
technology. Asof June 30, 1975, the library's collection consisted of 447,621 volumes, B1 6,561 units of micro-text,
'54,337 mapsand aerial photographs, 7,228 records and tgges, 2,115 pnnodncnl subscriptions, 34 nowspaper subscriptions,
1,961 films and videotapes, and 7800 umts of other noffml madm The cnllncnpn is augmented thrnugh the use of
the anasnta Interlibrary Tele-Communications Exchange (MINITEX) which pnrmlts rapid gccoss and retrieval of
materials in hbrary collnctlons lhrngghnul Mlnnqsoln

media system has depository centers for both Minnesota state documents and foderal governnient documnntg' a
dnp 1ory for the U. S. army map service and U. S. geological survey regional maps; a center for Minnasota studms
whnch is affiligted with the statb historical sociaty; and a complote datn procnssmg equipmenrxgnter with on-lifte

_tomputor terminals housed wnhm Memorial lernry
Services include the reatal and malmnnancn of a 16mim film library, provision of aquipment and supplies for the
university autotutorial program, a recording sound booth, audio listening stations, television studio, portnbln video a
equipmant distribution, duplication of audio and video tapes, duplication and Paper copies'of microforms, coin- o~
operated Xerox machines, central duplicating and printing, phnlogrnphlc and gruphuc art servicas, duplication of
insthuctional materials, phnlo -offset printing, photogrnphuc film processing and printing, 2 x 2 slide preparation and
duplication, bverhoad transparency nroducunq, general n¥ounting and Inmmmmg, maintenance and repair of all media
technoldgy equipment, 16mm film productmn desigr and fabrication of instructjonal equipment, and consultation
on the preparation and acquisition,of all types of media resources. Spacial servicos for faculty de interlibrary loan,

o provision of study carrals, availability of conference and seminar ropms, proceduroes for reserv of materials, equipment,
madia system orientation and instruction for individuals and groups, and ﬂnvnlopmnn( of specml bibliographies and
materials collections. Contact Dale Carrison, Director of. the. Ljbraries, Memarial Library roém 1010, phone 1811; Ed

EMC ,olby, Eecutive Director of Media Systems, Lmeﬂln Hall room 113, phone 1181 Russ-Amling, Director of anrogruphncs

Jncoln' Hall room 116, phone 1181. ] 1 , . , -
‘ ) 4
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to hsalth releted programs including dentel education, nulsing, médical tnchnolow, emergéncy health cars, end -
health sciencs. The programg ere develdped end housed whera thay s l“gr’n best fitted adrfiinistrativaly i terms of cum:
culum, feculty, fecilities, equipment Or space utilization, Contect Francis Pvm, Deen of Health-Refated Programs; :

McElroy: Canter 1-139; ghonr 2728.
&

Health-Related Programs. The dean of healthweiaf¥d programs provides nonwltt;x)d coordingting services

¢ e

A ministmip and Support gwim s

<. ’ -
"Admissions. The. ldrrgnion aof undergreduste snd tranmr Students is coordineted by ‘this office of edmissions.

itis responsible for the Pisqullificltldn of students for ecademic reasons end thn readmission of disqueljfied students.
Contuctznon Alm, Diregtor of hdmlssions O!d Main r00m 117; phone 1823 )

.+

'

/ Alumni Services. The director of umvmity reletions meintains e continyjng contect with univefsity guduam
The éluni office, a component of the university raletions office, works with the elumni essocietion board of dlrlctors -
in implementing programg whlch includl the publidation of.the querterly newspapor, Mlnklto Stete University Today, '
annuel elumni gift campajgns, mnglnu slumni events end providing such othar’ services r uested by the unlvmlty ]
llumm Contect John H downh‘c Univmity Reletions Ofﬂcnr o Mlin reom 217,.pht?qa 2021 .

Auxililry Sltvicas. The com‘dina\or of suxiliary services raports to the facilities mensgement offic\r and is
respogsibla for the opm?)on of ghe vehicle office, post office, and the supply roam. Auxilisry services afso hendles
spplications for the use of umva‘xgty fnculuties and the schegduling of the university owned biss. Contact Mike Hoﬂapp‘)
Auxilfary-Services Coordirrmr, 01d Main room 115; phone 1322.

i . ' "X
Cll;lpus Planning. The rmctur of campus plenning reports to tha faciliﬂas management officer and is rsxponsnble
for creating a physical an ronmant conduclve 10 the mussifm of the univsrsity, pllnnlng for futurs ¢ampus expansion, .
prognmming nsw bulldmgmnd i}(padltlng sctual building construction. In addition, the dirsctor assists in coordinating
local campus developmént p}an: wi(h those of the State University Board central office and the state erchitact. Contect
Im Johnson, Director of Campus P’lihning. Did Mdln room 116; phone 2225, *

V- . ) .
Career Development and Pllcemant Center. - The center assists students, alumni, as well asJal:uItv and staff in
planning for and seaking new careers. The center pcovides career planning services and piacement opportunities. Contlct
David Hendel, Career Dovalopment and Placemeant Center Dnrjuor, Crawford- McEIroy Commons; phone 1918,

.Computer Servmes. Tha dirsctor;bf computer services is responsible to the assistant vica president for rasournu
manegsment for providing computin% services 1o academic and Gdministrative units. The director also serves.as tha
institution’s rapresentative to the Inf yrmation Services Division 6f the anesotnStata Unlvarsity Board and consuits
directly with the board office :dvructg/r)of infotmation services on matters related 10 the operatmn of the Mankato

State University Regional Compiiter Cyfiter. Contact Layne Hopkins, Computar Services bimctor, Did Main room 112;
' phons 6651. .

\ -

\

oy .
Gounseling and Psychological Services Centetxm center provides ssrvices 1o ‘stugents and staff members
with educational, vocational, peisu(ml and social problems. T{m center, which is locatsd on the first floor of l-wing,
McElroy Center, provides admmumtion ind interpretation of achievement, aptitude, panunalny and interest tests,
and.servas asa site for ths GRE, CL%EP DHAT LSAT; ACT ATGSB and MAT tests. N .

. ‘

The cantcr malntains an extensive vafjrany servu:a progmm c?usmmg of vocatnonal and personal counssling, veteran‘s .
| “outreach services, coordination for vmm\#concsrn: on campus, development of individual veteran' programming. -
and veterans ndmmustmuon infarmation. Thase sorvices arp availablg to student and non-student veterans At no charga
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. mst‘tuto Contact Steve Wolf, Dlrecto'r of Radio; oud Mam room:401; phono 2921. -

. bulletms It provides profosslonal and technical assmanco in tho preparation of copy . dosugn\'?fayout aﬂd"fmal com-

T e | -
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KGMA Radlo. KGMA AM isa student operatod radio station broadcasting by carrier current ta the umvorsny
resndence halls. The station broadgasts contemporary-commercial programming 19 hours a dgy, ssven days a waek,

at 800 on the AM dial. Management and program dacisions are made by the station’s student manager ih consultation -
with KGMA's radio advisory counml-—a group l:onsmmg of a ropresentatwa from each residence ho!l and a roprossntotlvo
from the student housing corfimittee. Contact Marilee Rickard; Station Manager; Gage Center B- Tower phona 1898.

4 . s
3

KMSU Radm. KMSU-FM is the university’s e‘ducatlonal non- commerclal radio station. The $tation oporatosfrom
"7:00a.m: ﬁ‘ntnl raidnight 2 90.5 on the EMdial. KMSU isa laboratory for broadcasting majors of tho mass communications

. . )
Publlcatlons The publications dlwsnon a, component of the umvorsnty relations office, assusts fal:ulfy, students, and
admlmstraﬁvo and academic-units in the dovolopment of brochures, pamphlets and und,orgradrate and graduate

position of such publicatibns. Contact Anita Stone, Director-of Publications; (‘f;ﬂ Main room 717 phortie 2021
N . - v N . - ) ’ Al ~ . "
y : . Co o .
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UNIVERSITY PULICIES AND PHUCEDUHES ’ ‘ l
_Status of Internal 'Poiicles and Procedures. All university regjatlons and adminlstratlve procedures must be
consistént with State University Board Governing and Ipternal Rules. The institutional policies found herein supplement
those board rules and serve as additions to the regulations found in the 1975-76 Undergraduate Bullstin, 1975-76 Graduate
Buiiet 1975 Graduate Policy Henﬂbgok and the Business Qffice Procedures Manual. A personnel procedures manual
is being developed for dnstnbution to departments during 1975-76. .
? ! . ’ ) -
. Instructional : . - - Lot
Auxiliary Courses. , New undergraduate courses may be taught ona temparary basis without formal approval
from the undergraduate academic programs committee. Such courses are termed auxiliary courses, and they will be
aummatically ‘deleted from the approved course file and may not be offered after havnng been offered twice, or after
:..they have been omthe approved course file for two years (ten quarters, including su mmer sassions), whichever
©+occurs first. AIiauxnliary courses offered duf®g a schoal year will be)listed i the Undergraduat Bulletin under
degartmental course descriptions. An auxdiary course may not be added to the quarterly or summer class schadule.
A proposed course must be repotted simu[taneeusly to the comymittee o undergraduate academu: prograim, the school
office, and the registjar s office after it has been approved By the department cheqpersons and has tentative approval
of the dean 7( the schopg Contact Oon Jorgenson Associate Registrar; Old Main room 105; phone 6266.

N

’

Bookstore/Textbook Policies. All required textbooks and supplementary classroo /Iaboratory material must
be appro ed by the departmient chairperson, institute director, school dean or division thairperson and the office of -
the vicg president for academic affairs. ‘A list of\such material is approved by the vice president for academic affalrs
and is available to the highland campus shop bookstore and any other bookstore requesting a copy. Changes in
textbook and/or supplementary material will be taken only on approved forms.~

‘Schpol deans or division chair'persons are responsible for repdrting required books and supply needs to the vice-president
for.academic affairs at least 45 days prior lo the beginning of each academic quarter. Normally, such items are used
forf period otthree years. Textbook andkupply orders are required by the high'land campus shop hookstore
roximately nine weeks before the beginning of each new quarter. . . -

.
'

Summer sessions | and Il orders are to be submitted nine weeks prior to the lieginmng of summer session . 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 witl 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. t0.4:30 p.m. Monday through Thursday

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

N\~

Class Schg;dulmg and Examination Schedules. Class schedules are submitted quarterly to the vite pres|dent Lo
for academic affaig‘_offn:e through the school deans and division chairpersons These official schedules are to be )
followed i in allMslasses 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 requmng changes in the class or exam
“schedules must be approved by the tidartment chairperson, school dean, and the vice president for academic affairs.
Changes in classes or examination schedules are not permitted for the purpose of modifying an employea’s vacation
schedule. Unauthorized changes in official schedules for eithef classes or examinations will be i:tmsidered an absgm

from assigned duties. Contact the appropriate school dean ordwislon chairperson.

Course 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 odtlinas are revised

lime to time to bring the subject matter and/or procedures up to date With recent developments in the fleld

. 16
| N ‘16
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10 Changes in coursa outlines must be approved by, the departmeant or center and the school or division. Such changss
in contént are generally mada in consultation with the curriculum com mittge-of the department invoived. Changes
in course titlas or numbérs should be considered for approval by the committes on undergraduate academic programs
or the committee on graduate agademic programs on the recommendajjon of the school dean or-division ghairperson.

- Since many courses sarve as a prerequisits base for o}_hur courses, apgfowd courss outlinns should be'followsd in/
order that students will not be handicapped in succegding courses. Contact the appmpﬁgte schoo! dean.

. N . ,

* Extended Campus. The following guidelings haye been developed to lpermit the offica of commutiity programs

and services tdfexpedite procesﬂ)\g of documents relating to salaries and.reimbursem/entexpenses for faculty.
. : \

e - ’ » . . FoL - d
. Expenses or salaries can be allowed only. for extepdeii i:z?mpus“classes scheduledthrough the office of
3 : community programy8nd services. - ‘ " -

r ) . {
2. Authorization Yor reimbus(ement'and overload pay will be made by
- programs and services to each faculty member upon fulfilling the fgllowing responsibilities: .

- . i )
a. Filingf class list of registered students with the office of compunity programs and |
- servites, after second week of/clas“s. .. ' . Lo
~ - T N, Determiﬁatmn that all class registrations are completed and tleared by the registrar’s
S office. . . T : !
' - . o > A S ' 1
3. Shared-travel scheduling is essential for economic and energy conservation purposes. Reasonable ® -
schedules wilf be developed by the extended campus programs. The office af community programs T
and services is unable to approve expenses for other travel/ rog’gm transportaXion modes.

i 4. Completed reimbursement requests must be submitted montbly, no later than the 20th of the mor"

© following that month in which the expenses were incurred. Retroactive expenses cannot be approved.
Employeas should follow~reimbi1rsemer’t procedures and complete forms detailed in sections A-2 and

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

0t . . .. :
5. Maximum allowaBle expenses wilt be computed on the basis of one faculty pe'rson traveling ’ . :
by state car to the course delidery site at the rate of ten delivery dates per course, plus the . '
, - price of the appropriate meal as described under State University Board policy. ' RIS
v ) '
- Reimbursement for course ggpenses which extabd these maximums will oot be authorized.
. * .
“~ Reimbursement to faculty who accrue different or additional expensgs (such as additional
meals, lodging fees, private car usdge, etc.) is not allowable within existing state guidelines.
’ - N L d - . )
6. Departments should (a} prepare all instructional materials for the course; (b} prepare the final copis of
all expense forms and submi 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 0f community programs-and services

in keeping with described deadlines for each quarter. - .

Contact Harold Fitterer, Dean of Community Progréms; 0td 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. : '
2 . > . - . . )
Q  Though the university is proliibited from providing liability insurance for faculty members in respect to their instructional
E lC duties the faculty are protected by sovereign immunity to the same extent that they are in the classroom from




- . . . ¢ -
.

& =
. -~

-y o : .
liability arising out of theiractions as instructors. Should litigation be brought ageinst a faculty- mdmber f_or any 1
action arising out of instructional dutils, the attorney ocneralwill provide lsgel counsel at-the expense of the state.
University vehicles usad for field tApsare covered under ths state liability insurance poﬁcy Faculty using their own
wwehicls for which they sask ralmbursement are responﬂhla for carrying Ilabllltv insurance offarmg sufficient coverage

for passengecs carried under field trip condltufhs e

‘ Faculty members should 'r?otify their dean's offica two weeks in‘advangg of a plann%d field trip.
In addition, faculty members should distribute field trip notification blanks to all students of the class. Contact
appropriate dean. - .

. . ) BN
Grade 'ﬁeports Faculty members must submit quarterly grade 'reports for their students on the class roster schedules
supplied by the reigstrar's offlce The completed schedules must be returned to tha registrar’s office on or before .
the dealine st each quarter by that office. Contact Don Jorgenson, Associate -Registrar; 0id Mam room 105; phione 6268.
Incomplete Grade Reports.  An incomplete grade report form for each stpdent receiving.an incomplete should
be attached by the instructor to the grade\fos(r report form before it is accepted by the department or program area.
The mcomplete gragle report form should be filed in the department or program area office. (The course instructot
may also want to keep a copy. ) Whena change of grade form converts the incamplete into a letter grade, the incomplets
grade report form should be removed,from the files and destroyed. The definition of what constitutes an incomplete

is found in the Underhraduate\‘um Contact the appropnate dean or Don Jorgenson Assocrate Registrar; 0ld ~ .
Mam room 105; phone 6266 ) * . . ’ ‘v 8

- st o . ’ . : .

New Course Approval. To seciire approval of an undergraduate or graduate course-the fqllowing steps should be

_ taken: 1) the course should be presented to the department/mmtute/center in which the course is to be offered and,

it approved, it should be forwarded to the school or division curriculum-committee; {2) whén the school or division
has officially approvep the course, the school dean or division chairperson should recommend the proposed new

+ undergraduate course to the committee on undergraduate academic programs or graduate course to the committes .
on graduate academic programs. In recommending tﬁ’o course to the undergraduats academrc programs committee
a completed ‘proposed new course’ form should bé submitted; (3) after the course has been approved by the appro-
priate committee, it may be recommended for the preSldent s approval by the academic yice president. Upon approval
by the president, it may be listedin the official umversny bulletins. New degrees, programs, majors, and minors

" must be approved by the State Umversttv Board and the Higher Education Coordinating Commlssmn before Iistmg

Contact the opproprlate dean or division chelrperson {Appendix C, Form 1) . -

Senior Citizens Higher Education Program. Senior citizens who are 62 or over may enroll in any course for
which all pre-requisites*listed in the university catalog have been fulfilled. However, they will be admitted on a ‘space
available' basis onky, and will be assessed an administrative fee of $2 per credit hour if credit is not desited, and no

LN

ectﬁutv Tees will be charged. Contact Don Jorgensen, Associate Registrar; Old Main room 106; phone 6266 *

Smnking Regl%tinn. A resojution pased by the university assemblv prohibits smoking in all classrooms. "Smoking
is permitted only in designated areas in other campus buifdings. The university is reviewing the regulation to insure .
compliance with legislation recently adopted by the Minnesota Legisleture.

18




E

. Personnel ) :
. ~ ) . '
_Absence from Duty. Applications for absance for reasons othar than illness may be made on farms availabla in
the appropriats g:nn',s oftica or departmant chairparson or cantar or institute difsctor.. When completed, the for’m

should be submittad to the dapartment chairpsrson for procassing. Except in cases of amarﬁant_:y,'the request should

be presented at |sast ten class days in advance of the requested abssnce date. Unclassified esmployees contact the
appropriate dsan or department head or Andrew Een, Assistant Vice President for Academic Affairs: 0ld Main room

103; phone 1221. Classified-employeas-contact supérvisor or Josl Kosbab, Personnel Director; Old Main room 218;
phone 2414 .(Appendix C, Forms 2 & 3) ' * )

/ ‘ o A * ot
Appointment and Promotion Policy ~ Classified Employess.. An applicant for classifisd employment must _
be on the appropriate eligibility list bafore being considered for a vacancy. Vacant positiongs are posted to all for bidding
by present employees. Bids are awarded to the Employee with the most seniority. If there are ng bids, the position

if filled by appoiptment from the eligible list. Thissame process applies to promotional appointments. An émployes

is usually appointed to the first step of the saiary range and pfouressas through the steps of the rangs at regular

intervals, in accordance with Articla XV11) of the agreement between the ‘mte of Minnesota apd AFSCME, Council 6,
AFL-CI0. Cost-of-living xalary,adjustmengg and ‘A’ schedule achievement awards are also granted ineaccordance with
Article XVIII. Contact Marilyn Wolner,-Personne! Aides; Old Main room 207; phone 2016.

Y 4

Appointmént and Promotion Policy ~.Unclassified Employges. Appointment applications for an unclassified

faculty or administrative position must goviform with and be processed sccording to established hiring.procedures.

The university is unable to assuma responsibility for salary liabilities or related expenses which may be incurred

prior to formal approval of a UP-1 appointment form. Departments filling faculty vacanciss should fpllow normial ‘
-search procedures utilizing affirmative action hTrTﬁg techni»gues. Once the denart,mam‘ reaches a decision, it must initiate

an appropriate UP-1 appointment request form ~ no verbal or written confirmation of employment is to ba gi\;enrto

a fandidate until the UP-1 has been approved By the appropriate vice president, Cogisg of the a'pproved 'appqintrﬁem
forms will be feturned to the originating department by the vice president. Comact Joel Kosbab, Personngl Oirector;

i

0Id Main room 213; phone 2414, ‘ . -

~ Current policies governing promotion of unclassified pers(:nnél are developed by the committe ap appoliiitment,
promotion and tenure for re[«iqw by the appropriate vice president or administrative officer. Prblfllﬁtion raquests
for unclassitied ergployees are forwarded on UP-2 changa in appointmsnit forms to the npproprilﬁ' vice president.
For faculty, prior to final actian on the promotion request, tha committea on appointment, protfiotion and
tenure reviews and recommends to the appropriate vice prasidant. Contact apprapriate vice president or  «
E. R. McMahon; Assistam Vice Prasiden'g for Resource Managament; 0ld Main room 213; phone 6623.
Consultants - Appointment of Nonstate Employees.\Oepanmenis wishing to hire consultants and other nonstate
employees to provide instructional or other professional services ard directed to carefuﬂy review the appointment
procadures utlines in Section F-1 and"F-2 of the business office procadure manual located in each departmental
office. Contact George Rosnau, Business Office; Old Main Yoom 222; phone 2262.
Emergen(:y Closure. This refers to an interruption m normal university operations resulting in a shqrt-term
interruption in employment. Such closures may occur because of adverse weather conditions, safety hazards, shortages
of materials, etc. Consistent with state requirements, employees on twelve-month contracts will be éxpected to cover
their normal working titme lost during a closure by utilizing accm{d annual leave to their credit or by wo[king an
equivalent amount of time within the same pay period. If the smployee elects neither of thesa slternatives, he/she
will not receive compensation for the closure involved. Employees on lass than twulve-r?)onfh contracts will receive
their regular compensation and will be expected t6 make arrangements to make up any classwork missed sometime
during the remainder of the academic quarter. Contact Joel Kosbab, Personne! Qirector; Old Main room 21 3; phone

I

\'1‘)"" .

>
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EmplOVfﬂ suPﬂ?“iO" System. The state of Minnesota has established an employe# suggestion systam allswing 13

university employees to recommed changes which contribute to officiency and economy in tha operation of the
university, improve public relations, aﬂd/og,which promote employee welfare and job satisfaction,
rs . B ' . ,
Employee recommendations are reviawed by the State Employoe Merit Award Board and good suggestions may be
recognized by a monetary reward to the employée. Idea forms for submitting any employea’s suggestion to the State
Merit Board are available from the personnel office. Contact Marilyn Walner, Porsonnel Alde; Otd Main room 206;
phone 2016. (Appendix [I< Form3) ' . .
' . . N ‘ BN !
Ext,anﬁon Work and Faculty Load. The work of conducting off-campus, evening and Saturday classas is an- e
integral part of the rogular upiversity program - apprekirately thirty percent of the total anrollvglnt at the university *
occurred through the extended campus program during the last acadefnic year. Regular staff mamberg may be assigned
to such classes as part of their normal teaching Ioag. All staff membors may axpect to participate in some of these .
courses. Contact Andrew Een, Assistant Vice President for Academic Affairs; Old Main room 103, phone 1221. ’ .
. - ' . (R
Faculty Improvement Grant Guidelines. These grants gro madg available to staff members in order that they  ~ |
might have the opportunity to conduct research®r study information relating to their fisld. Tha state Iagis[btura
has appropriated funds for faculty improvement grants and the following guidelines ara employed-by the comiittes ’
or faculty appointment, promotion and tenure in awarding grants: . . h .
1. Grants will bo awarded up te a maximum of $1,500 for an oquivalent in time of onel(1) Guarter <
. of two (2) summer sessions and a maximum of $750 will be awarded for an equivalent ln‘t‘bne -
of one-half {%) quarter or one (1) summer session, !f persons applying for a grant have recaived ' *
“ > provious grant$ amounting fo the m?ximum of $1,500, ah adqﬂional grant will not be approved
~as lang as there arp applican\ts that have .notW/eceived the maximum. o
hE -~ . ’ ' .o . » + v
*1. Ter.mmal\lngrep pursuit, One guartey release with gront up to a makimum of $1,500. This may
“be altered for a summer grant or a partial reduction of toaching load.  * )
' . . . } )
"3 Postdactoral for poople not-nligibw}for a sabbatical. The same amount as abova.
*4. Qbservation grants for improvemont of teaching. Travel to other institutions for short periods
to explore o process or squipment that might improve the teaching of the persons requesting the %
grant. Such granfs would bg in addition to salory. . N T
- : ~
* 8. On-camfus study rolated to improvement of teaching at the university. This would generally be a reduction
oka course from the teaching load. The grant would pay for the replacoment®
' . &
*8  First consideration will be given to the category of tprminal degree pursuit. L
7. No one may reesive a grant andlaiso receive a regular salary, with the exception of 'those individuals roceiving
grants under provisions contained in item 3,4, and 5. In these casas, grants will be made available so . ‘
. " long as absence from campus will not interfore with teaching duties nnd'amoynt of grant supports only T
travel, meals, housing, necossary materials and other out-of -pocket expenses directly rolated to the
project. :
8. The committee reserveg tho right to award partigl grantsfor those applications dealing with
funds for travel or matolals, - “, , /
Ve \ 4 *

. ' ’ ]
9. Persons in their terminal year of smployment at Mankato State University will not be dligible for
“a grant. f : T

20
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s : * s oo " < . ’
*1QL All persons receiving a grant of any amoum will be obligamd to return to Mankatn State
. ~ University fo7 one (1} yegfollowing their geaitt period, If a person chooses not to return

to Mankato Sufﬁ the'ffant must be repaid in full.

I

S

. A follow-yp raport must be submmed by all nnrsons mcelvmg agrant to the acadcmlc vice :
presideat and the committee on fuculty ap pomtmnm promotion and tenun ) :
. These guidelines ore those established by the State U_ni‘vnfsi‘ty Board. Contact Andrew Een, Assistant Vice President

for Acadomic Affairs; Otd Main 103; phone 1221. - ‘

»

e ¥, ,:. . . i
wre,

A
Jnsunnm Health und Ilfn insurance are provided ,fo fuculty and staff consistent with state Ieglsl'atlon and ncgotiatcd
iabor agreements. Coverage is paid for by the stau; of Mlnnnsota.,fersonnel employed on a temporary basis or for
toss than three-{ourths time are not nlnmbln for bnanflts Thoso employed half-time to three-fourths tima may earoll

" in tho group plan st thmr OWN gxXpenss. Employnéi on sabbatical leave are covered by the insurance plan. Enrollmént

4

(N

Q

in the insurance plan is not automatic with employfment -appropriate forms must be signed in the personhel office .
before it is in offect. Opuonel insurance coverages are uvallubln at nmmoynn expense mcludmg em onee dependent
lifo, dependent health, disability plans, accidental death, addmonal nmploynn lifa, otc. "Contact M nlyn Wolner,
Personnl Audn 0ld Main room 206; phone 2016.© ~ . - L
LN -
Leaves - Classified Employees. Provisions for loaves uffnctmn classitiod employoes oro found in state depa¥tmant.
of porsonnel rules 134, 135, 136, 178, 138, 139, 140, 143, 144, 145, and Articles VW1 and VILE qf thy lebor agreement
betwaeen the Minnesota State University System and Council 6, Amnncun Federation of‘State, County and Municipal
Employees (AFL-CI0). These rules and articles affect such areas as vacatidn leave, slt;k leave, (;rnlty leave: of -
Jabsance without pay, leave of absence 'with pay, leave of absence without pay, milltary loave and abisence wfth leavy,
leave to*accﬂpt unclossified service, other leaves, and leave concellation. For additional detall it is rocommnndad that * "_t, e

classifiod nmuf(ﬁynns rafor 1 those rulgs and provisions of therlabior agreoment.  (Appéndix ¢} Form 3). .
° S l :

Sick Leave. Anemployee shall bo granted sick leave with-pay m a rate of four hour 2r pay perlod, 10 the extent of + *
his/her accumulation, for ubsv!ncns ndcnssnamd by redson of %mss ot medical disability; by necessity for medical or
dental care; by exposure to contagious dnsnusn o that hls/hnr tendance on duty may sndanger the health of fellow
employess or the public, or by illness of a spouse, mifior children, or parent and spouse’s parént living in the houwhold
of the amployae, for such pnrlods as his/her attendance shall be necessary. The use of o reasonable period of sick leave
:hulLuL,o be granted in cases of death of the spouse and parents of thn spouse and the pasents, guardian, chlldrnn
brotlmr» sistoqsy or words of thn employee. . \

)

E

Whenover postible, empioyees must submit their m(funst for sick In“w to their immadiote supervisor in advance of ‘

tho absonce."Wheon an employee connot obtain advance approval, &shull be his/her responsibility to notify -~ .

hls/her supervisor by telephone or other means os soon 8s possible after the normal reporting time. Superyisors shali

be roquired ta answer all requosts for sick leave promptly. Employess utilizing leave undar this section shall furnish

o statement from 8 medical practitioner upon the request of the nmploynr for absoroes in oxcess of three work days,

or when the employer hﬁs reason to believg that an employee has ubusod or is abusing sick leave.. .
¥

¥ : .
Maternity Leave. Roquests for maternity Jeaves of absenco shqn be submitted.two weeks in advance and ¢

job or to o position df like status and poy.

Unlon Busmes The employer shall approve written requests from the union for leave without pay for employees
elected to any union office or selected by the union to do work which takes thnm/frmrthmr employment with the
employor. Employces at Mankgto Stum\{mvarmly shall be permitted to adjust their hours of work to permit thair

]: MC attendoncd ot regular or special meetings of AFSCME Locol 638. .
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Employeas who desire to make thase adiustmants must raceive prior approval from thair immediata suparvisor five .
calendar days in advance of the meeting date, such approval is not toshe unreasonably withheld. The amployar
reserves the'right to rescind this approval in the event of an emargency or other unusual conditions. Employsss shall -
racsive no compensation for time spant at union meetings, but may utilize vacation leave or work extra hours if
work is available to pravent a loss of eefnings. . ) N
In the event work is available and an employee nlncts to wok extra hours to offset tima spent at union mestings,
the omployer shall have no liability for overtime hours or pay until the employes has worked an amount of timo_/
outside his or her regular shift which is equal to the amount of time spent at a union meatmq.

& . PR

Application for Leave. A uest for a leave Pf-abasylm sha fibmitted fo writing to the smployee's,
immediate supervisor. The hall state the reason the fea nce is being requested and the.approximate
tength of time off tho employed desires. The employer,shall rnj!}on such requen within two wasks of the request.

:

. Leavss - Unclassified Employees. R‘eg.ula/tions rnlatn/t?u leaves for unclassified employees are found in the State
University Board Internal Rule No. 2 (amended January A975). The rule affects such greasas annull leave, sick

Ieave, emergoncy |save, military Ieave'and absence with leave, court rolated leaves of absence with pay, sabbatical Lo
leave and leave of absence without pay’ ‘For additional dotail it is rocommended thet faculty and other unclassified .
employees refor to the actual text‘of the: board’s internal rule No. 2, coples of which can be obtalnad from the personnsl .
office. Iastitutional policies which furtfer defmo of augment provisions of internal ] No. 2 lre noted below:

S ick Leave When absent bgcauge of lllnem unclassified employees should notlfy the school dean or division
chairporson as for in advance as pOsslbln $0 arrangemeants may be made for classes, The employee is required to

. complete an absenco report form and roturn it to the school dean or division chmfperson. (Appendix C Form 2).

The university reserves’tho right to rnquest a doctor’s cortification bnforn approvmg a payrnll' in whicha creditis  »
" given for sick leavns

> .

Profel;ional Development Sabbatical, The p“urpom of the sabbatical is to give the individual faculty member
an opportunity to extend his/her education and training und/or to enrich his/lier educational and cultural background.
Faculty members who have comploted' seven years of servige to the university are eligible to apply for a’professional
development sabbancal Nocmally, not more tha'ry)nn memboer of & department may be gone on a professional
devolopment sabbatical fof the same time period, the departmental personnel cammittee shell racommend to the
cbairperson priorify based updn the department’s progremmatic noads. (Departments with few faculty should discuss
any prohrum implications with their appropriate dean.)~ Funds must/be available to the departmant before final
approval isauthorized.

o . * ' S .
A professional development sabbatical that is granted far more than o uzrtef shall be remunerated at the rate of
one-half of the regular rine-month salary. The depurtmam,.\hith tho approval of the dean, may use the remaining half?_\
of the sabbatical-rncipi:ib]s salary 1o 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 agssumedsby ofhor members of the dopartment. In some instances, a feculty member
and the dopartment, with the apptoval_of the dean, may work out o mutually scceptable arrangement whereby the
rocipiont’s salary is roduced by a maximum of $2,400 and the money applied to amploymg a substitute or some other

v

form of dgsistanco to the department. s

- \ M

. -
Paculty members recsiving a profossional dovolopment sabbatical are requirgd to roturn to the university after the
professighal development sabbatical for at least one acadenyic year of service. If tho faculty members fails to do :o,

he/she will be required 6 refund to the umvnrmy within gno year the money pafd by the university during the sabbatj'i!al.

. (
a. The application shab\m\s;gin\l::wd to the depbrtment chairperson or pfogram leader on the \ -
appropriate forfp. (Appé , Form 5) R .

[\
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w

o -

5




. .
; . -+

Toe . € 3 b .4 .
16 . o R R K : : : .
b._ The applicants must ba rlcqnimnndld by the a’nplnmunt psrsopnal committaa, the departmant -
chairperson, and tha school dsan. , e N ‘

? i

YR

c. Tha applicants mugt be lpprmud by thl;aicl.damlc vice pfe:l.dint. '
d. Applications must be approved prior to iha wimission of the class ;chedu%(:) for the '

quarter(s} invojved. : . . .

e Faculty: ﬁlambe[: rlcalving bbéticals are required to complete an application form, an sgreement ..
form, and a follgw-up form. {Ses appendix C, Forms 56 ad7) R ) '

Contact Antdrew Eenz"ASistant Vice President fqr Aé"aderﬁic Affairs; 0ld Main room'ip3; phons 1221,

<. A P # » P

Office and Work Hours. &aculty and staff members are required tg observe Fégular office anii.work,hoﬁrs,

# - s .
.

Faculty membars sfiould develop and post their ofg'ce hours an their office doors. Some office hours should be in
off-peak ppriods to accommodate students that may have a unique class schadule. Instructors should announce tha . .

focation and the office_schedule quarterly during the ﬁrs?meétl!\g ofeachclase. - - -t
- R . » Yt “

> e

-

-« * .

<0 . P O . M 3
" Administrative offices are opyn-and staffed frafn 8:00 &.m. to 5:00 pamb Units with insuff Iclant'st;ﬂ should maintain
hours of 8:00 a.m. to 4:30 p.m. Offices serv,ing.even{ng students and their instructors may establigh additional hours. >
" Summer hidurs far ail edministrative departments are from 7:30 a.nf. t0-4:00 p.m. ’ i ’
 Maintenance and physicat plant services empldyges work sight hout daily shift assignmerts as daterrmned'byafha
physical plant bffice. The normal:wagrk day and work shift shall consist of eight-consecutive hours of work --the
narmal work week corisists of five consecytiva'bvork days, Sunday and Saturday inclusive. Consistent with a labor

agree nyt it is the intent of the un'nver:ity to minimize the assignment of emplo;gs to Saturday or Suriday wa;k.
' Lt ° N @ ¢ 4\ N

Rest period and lunch breaks. All classitied empfoyees are granted & 15 minute paid rbst period during each four hour
* shift and & 30 minute funch period during each eight hour work shift. T LT e

4

y

-

* Contact Joel Kosbab, Personnet Director; 01d Main roor;y 213; phone 2414 or gppropriat& school dean. -

Overload Payment for Unclassified Employees. Additional teaching assignmants, such as sxtendad campus -

= offegings, may be dssignéd to féculty members:consistant with State University Board Intérnal Rule iiﬁlnd Operating
‘Policy 4. Unclassified employees required to teach overload assignmentswill bs reimblursed.at a rate of $200 per credit
hour over the regular-load. Faculty 'may only teach one course per quartsr as ovatioad. Generally, 8 full teaching

toad for a full-time faculty member is-considertd to“be. 12 credit hours per quarter. Contact Margaret Preska, Vice. ‘
* * . President for Academic Affairs; 01d Main room 103: phone 1312 or Joel E(osblb:Personnal Dirsctor; 01d Wiin 213;

e phone 2414, L v -

'w Ovartime Authorization for Classified Employees. "The labor agreement between Counsil 6 of the American
. Federation of State, County and Municipal Employees (AFSCME) apd the Minnesota State University System prdvidas
g procedure for allocating overtime for those classified employees¥alling under the definition of the bargairing unjy.

&

«

Although funds for payment of overtime are sovorely ra:trii:tad, thora are emergengy and exc_eptioha] operational situa-
‘tions where overtime payment for support staff services cannot be avoided.’ To rqgueﬂ the assignment of clerical-
technical, custodial and/or maintenancs personnel on 8n overtime basis, unlt_{upervi(or: should used the following

.

v

procedure:
{1} Ten days prior to the projected need for overtime assistance, the unit supervisor will ‘
submit a written request to either t.ha personnel director (Joal Kosbab) or the physical

R,




plant diractor (Robert Isdahl). The ten day lead time is necassary in order to comp[y
with the.labor eureement provision which requires prior posting of sl overtima. The

) request should include the ammated number of hours of work, the dates, and the
projected salaiy cost. Exceptions to the 10 day notice provision, include thoss instaqces'
_where an emergency exists. An emergency situation is considered to be an unlntlcln,ated
natural or man-made evenf that precludns plenntng for the utilization of overtime.

(2) ~ The personnal dirm:tor shall approvn all overtime requests affecting clerical-technical . s /.
employegs. The physical plant dtrectnr is authorized to approve overtime for custodial

and malntenam:e employees ” "

. While in most instances it may be possible to’have the employee designated in your tequest; the Jabor agreement provides

that overtime be awatded on tho basis of seniority. Becausé of this mqulrement!nother individdal may be assigned.
Once determtnetlon is- made as to which employee 1S eltgtbla for the owirtime, a uhit supervisor may obtain "the
smployee’s estimated hourly rate by callmg the payroll office. After redeiving approval, t? unit supegvisor should®
forward to the busmass office a CAO8 form to tmnsfer%h

" .account to its clagsified overtime salary subcode (019). At the-conclusion ef each payggriod the atcounting Ofﬂl:e

o will make appropriate charge! to the accounts affected by overtime ‘work. Contact Joel Kosbab, Personpel D‘rector,\j
0ld Main’ room 213; phone 2414, . . . - ¥ 7

Y

. [N »

Part-time Employment for Students. The financial a;ds office maintains a list of part-time nmplov(nt openlngs

for students. These Openings are genetally off- -campus work. Contact™Bob Metuska, Flnenctal Aids Off ,"ﬁmwford
McEiroy Commons; phone 1185,

Payroll. Payroll procedures of the umivarsity are required by the State Ocpartment of Finace. The proceﬂu;'es reflect
adherance to established statutory regulations coricerning the payment of wages on a bi-weekly pay basls Paychecks
are dtsthbﬁteq,to #ach university employee avery other Friday following the close of the pay poriod. Contact Marlene
Roedd’ Paymll Supervnsor Business Office, Old Main 222; phone 2263. C. > '

Professional Meatmgs Faculity attendance at educattonel méetings is often essenttal foy contlnulng profesnonel
development. Absences : are authorized for such purposes. Roquest forms for such absences may be obtatnnd from
th e office of the appropnete vico prasident. Request for attendance at a confernnce or'convention should include ¢
. acopy of the proégram,’with a spacigl notation concerning program participation by the person making the requost.
$th an approved clearance should always be secured before being absent from regularly scheduled duties, and excopt
in-emergency casos clearance should be completed at least ten days in advance of the rnquastcd absence. Contact the
appropriate vice prosident or E. R. McMahon, Assistant Vice Prnsudnnt for Rosource Manegemqnt 0ld Maln toom 213;
¥ phono 6623. (Appendix C, Form 2) )
Retirement. Al regular employees are members of a state retirement plan. Classified omployoas aregnren_ed‘in the
MSRS {Minnesota State Retirement System) and unclassified faculty and staff members are gnrolled in the TRA
(Teachers Rétirement Association). The mandatory age for retirement is 65 Contect Mariltyn Wolner, Pnrsonnnl
Aide; O1d Malrydrn Zﬂﬁyﬁhone 20186.

Severance Pay. All-omployees who have accrued twenty yoars or more state-seniority shall receive soverance pay

17

o necessary funds from other subcodes within the deﬁaﬁme s .

upon any separation from state servico. Employees with loss than twenty years state seniority shall receive severantg ¢ .

try upon mandatory retgementdeath, or layoff, except for snasonel fayoffs. Employees who retire from state
service after ten years of employmant and who age eligible for and apply for and recdive an anpuity unger a state
_rotitement program shall also receive severencn'yk
the employee’s accumulatéd but unused sick leave balance excluding lapsed sick leave timos the nmploynn s regular
rato of pay at the ime of soparation. Effective July 1, 1975, the fixed-percentage shall be30 percent for classified
@ ‘oyees and unclassified administrators outside of the faculty bargatning unit. For the unclassntmd fm:ulty the
l: MCs 20 percent. Cbntact Marilyn Wolner; Porsonnal Aide; 0ld Main room 206; phone 2016 *

1}
.
4 - :

y. Severance pay jn all instancos shall be equal to a fixed percentage of -
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* Suff Deavelopment. ~All regular unclassified end classified'permnnel?' loyed on at least a half-time basis ar® -
eligible to participate in the staff development pragram. The primary purpose of the program is to provide staff o
membars with art opportunity td enroll In university courses which have the potential pf increasing theirsffactivenes
as employees - theuniversity pays tuition and telated fees for up to 12 credits per calendar ysar. Cantact Jos! Kosbab,
Parsonnel: Old Main room 213; phone 2414, : B :

\ . . .

. Stlpdent Help. Departments may hire students»to assist in offices, laboratorids,_em., if they have allocated funds
or this purposs. Students may not work more than 20 hours por week during the academic year-nar more than 40 -
hours per we;ik during the summer. The starting rate of payment for student help is Si per hour, with an hourly
increase of $.05 after‘aal:h,-300 ho’u}s however, 3n employee on student helpmay not receive nrore than $2.15,
Effective January 1, 1976, the starting rate of pay will be $2.10 per hour. Contaszt Virginia Asleson, Business 6fﬁce;_

Old Maintoom Jll;phone 2263. < R . ‘
-Vat;ati‘l)ﬁs’. University vacation poriods ar schoduled in the 1975-76 Undergraduate Bullgtin. Alterations of employee
« . vacation periods as,listed cag"bn made-only if consistent with negotiated Jagor dgroements, or with the approval of
6 ’ tpe appropriate vica president following cons’gltmlon with the commencement and academic calefider commission. .
\ ‘ .

‘ C!zissés are hgt to<be made up in advance dr shifted to another period morely to lengthen frée time - such unaUthorized
charjges will be treajed.as unauthorized absences. {See policy on ‘class scheduling and examination schedules’, page 9).
Contact appropriate viéd president or E. R. McMehon, Assistang Vico President; O1d Main room 213; phone 6623.

s . + Facilities and Services - ‘ o

Automobiles - Staff and Student Use. The university has motor vehicles which are availablo for the use-ot shtf

and*.:tudgnts. _All vehicle assignments are handled by the motor vehicle office in [fooper Center. Such ass;gnments

aro based on (1) priority of functin ; acceptable functions include off-campus instruction, academic field trips,

supervision gf student teachers, etc.; {2) distance invoived - use of state vehicles is limited to trips within a 500 mile

radius of the university campus; (3.campletion of the proper vehicle request form, availablo from the motgr vehicle
"ufh‘ce; (a) aqproval of thie vehicle use by an authorized university officer; and (5{ the availability of a vehicle. Vehicles

are to bg used fev Gniversity related busines only. {Appendix C, Form 8),

In the event of vblations of traffic regulations,’the ﬁerson responsible for the vehicle shall be obligated to pay any
fines incurred, and the individual, department, organization, of activity's privilege to use state vehicles may be revoked:

The use of state vehicles is available to all student agencies, organizations t;"nd campus activities that have been recognized

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

Jn roquisitiofing cars, student.groups shall be required to obtain pormission from their faculty advisor, who shall

be responsible for dotormining whether the uso of a statp vehiclo is warranted. Refer to the Motor Vehicle Office’s
 directives pamphlet or contact the Motor Vehicle Office, Cooper Center room 46; phone 1223. '

9 R . .
Aviation Servicgs - Flight Facilities. The ManKato Stato aviation science facilitios are available to staff members.
The program provides both flight instruction and transportation services.
Air transportation sgrvices (ATS) provides aconomical means of air transportation for those schools, departments, and
* groups connected with the university system. Note: departments subject to budgetary control shall allot funds .
“for traval beforo authorizing travel. . The following aircraft are available for air transportation:
1 .

AIRCRAFT °  PASSENGER SEATS AIRSPEED HOURLY COST '

Cherokeo 140 3 120 $25.00 .
v Cessna 172 3 - <120 ' < 25.00
3 20 160 30.00

Cherokee Arrow




~

‘.

N

.

phone 6019. f

* AIRCRAFT PASSENG’E‘RSEATS AIF{SPEED/ " HOURLY'COST o 1.

\ Beechcraft Dabonair -3 ;\ T 37.00 '
Cherokee Six & By . . 150 . 4500 - "¢
. Baltanca ¥iking <. 3‘ ' 179 5.00 ‘
Baachcraft Barron o 61 185 65. o - ‘,

L oo
- Reaquests for ATS 3ra handled through Steve Amund:xﬁn exten&ns 6019 or 1243. For further information ragarding
schedu))ng, ATS, or flight tnlnjng contact Rod G‘mvo ‘Director of the Aviation Science Program; Old Main room 120;

b Voo 1'-0 ,-’7

Bus. Inter-Campus. The university malntgl?)s ar ularly scheduled bus service ﬁetwun highland and vallay
campus for studants and dmpluyels. No fee is cmrged During the academic yur -wnh the. axctprinn of waskands

" and vacation periods - buspickup: are- made evety fuva‘ minute$, The busas operaxe from-7;00 s.m, t midmaht ’ o
weekdnys Contact Margaret Bleess, élwhucle Omfe Cooner Dorm room 46; phone 1223

’ v ; g:" . . . »
Bus, Unlvemty anad Tha umvermy own:u 41 paswnger bus which is scheduled by the wxllinry wvicss .

office'ini Qld Main. Appr.ovalf'br the i use of the bus is given to groups which are a part of the requlsr univmlty program. .
Contact Mike Hodapp Auxiliary Services Coordlnltor Otd Main room 115; phone 1322.

. »
Hasldence Hllls Conferance Center. ManKZﬂa Stats University provides individuals participating in conferencss,
short seminars, short courses and similar activities w*th access to the cesidence halls, food services, and meating
weas in the student union when these aotivities.directly relate to the instructitinat, research, or activity programs
of the Institution. Similar ssrvices are also made availsble upon request of community organizations and groups
conducting programs of benefit to the community and region, The univermv engages in no promotion or solicitation.
-of external organizations in respect to tho lise of the institution’s fncamins Contact Dlane Veronda, Office of Hesidantial

‘ ‘

>

, ern Crawford «McElroy Commons; phone 1011 T 3.@- .

Scheduling of Offices, Classrooms lnd Other Splce and Grounds. School delns and division chairpersons
assign faculty offices and classrooms on a nonpernpnen& h sis,) Such assignments are subject to- the epprova! of

the v«ce president for academic affairs. Special reqd”nsts}g fie use of facilities in acadpmic Buildings for other

reasons should be submitted to Mike Hodapp, Diroctor of uxiliary Sorvices; 0ld Main room 115; phone 1322.

Space requests affecting the Centennial Student Union shi Id be submitted to Roy Lashway, Director of the Student
*Union; Student Union; phone 22Z2. Requests which requifs residence hall facilities should be submitted to Tom
Heaney, Director of Residentigl Lite; {cElroy/Crawford Copmons; phone 1011. .

3
- Telephones. - Telophones located throughout the institutigh are to be used only for officialuniversity business.

. Prior to placing any long distance calls, the dnpartmnnt chmr&t:n or center or institute dlractor must be consulted

to determine if there are funds avaijable to the unit for such tals, Contacfﬂ’ﬁﬁoprlate department chairperson,
centar or institute director, Tnlephone installation and SImll,af chan es must bo-approved by the depnnment head
and submitted to the security services office. Repairs dre to be han led through the business office. “Telephone
changes contact Frank Korth, Security Services; Oid Main roopm 15; phone 2579 Repairs: contact Marval Danzer,

‘business-office; Old Mgin room 222; phone 2267..' " -~ \‘-, L

'Thn university has access to two state WATS (Wide Aroa Taluphonﬁ‘t ‘Communications Services) lines and seven tie ..

lines which aré linked to the STN (State Telephone Network) symfm (The STN system connects the univer:ity
to state officos and nori-state motropolitan area phones.) Both WATS lnd the STN capability enabls faculty and’
staff to place long dimnce calls in Minnesota without the normal toll thargis incurred by using direct distance disling,

_The following procedure should be used for those doportments which hive nnhet WATS or the tie line capability:

-~

9 + last 4 digits of number - This will nllow tie line usars
to rrach any state offucn in the

- : ) 'fwin Citios. . .
-, ; c e ‘ T %.,

-
. :! 5

i

* > - 6 - i

..
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Postal Sarvices - Inter-Campus Mail, Box Assignments. The institution provides postal services throunh?its/ 21
post office located in the Vallay Physical Education Building. Intercampus mail is picked up and delivered to campus
mailbokgs twice daily with mail delivery to the Mankato Post Office at 11 00a.m. and 3:00 p.m. No private -
solicitations or non-university advartising of any kind may be sent through inter-campus mail. Faculty and staff
may obtain intercampus mail envelopes from their department chairperson or supeevisor. The envelopes are designed

~.for inte[nal use and should be reused as many times as possible. . Cantact Freida More, University Postmaster;
Valley Physical Education room 501; phone 1320. LI ) i

_ Printing and Duplicating Requests. Printing and duplicati‘n\g services are available from the reprographics division * -
of media system on valley campus. For strort run copying work, Axerox machines may bs used with departments
s charged three cents per copy. : Xerox machines are available in@d Main, Htghland Arena Centennial Stgdent Union,
* Armstrong Hall, and Memorial Lrﬁrary-euditrons are required to operate the machines with department M & E aecounts *
charged three cents per copy through an internal chargeback system. Larger printing requests are to submitted to . N / .
: reprographics. Rates for services vary, dapending on the size and complexity of the printing requirements. Contact  *
: Rus;.(\mling, Reprographics Director; Lincoln Hall room 116; phon'e»‘l 181.'(Appendix C, Form 9)

* Property and Facilities - Care. Staff members may assist in the care of umversrtY property in the fnllowrng ways:

{1) raport to the security services tenter any serlous damage from known ar unknown causes to any university property;

(2) turn-off lights and close windows when leavmg a classroom or,office unless another instructor istaking_gver o
immediately; (3) turn in to lost and found at the security services center. articles left in classrooms and laboratorigs; S
(4) report to the security services center any persans 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 3bout the buildingS, with the sole exception of glass

* §titfaces. Thumbytacks should be used only on bulletin boards. Care should be taken- when Ieavrng buildings at
|rregular hours ta tuirn out lights, cFSse*@ifdBws, and secure all doors. Contact the Offlee af Facilities Management
oud Marn room 115; phong 1826 . &, 2

o M - 0

-

.

Prnperty and Facllltles Tr&nsfer. All furnrture and dquipment valued at $50 or more and certain equrpment
*items (taDe recorders, calculatorﬁworth Jess than $50 are stamped with a state properties number and a perpetual
rnventory is maintained in the facilities management office. Requests to move such furniture or ather property must -
be submitted in wrltlng to theWirector of campus planning for approval. Conta®t Ira”Johnson, Director of Campus
Planning; 01d Main room 115; phane 2225.
. . \
- , " .'Finance

e

Deposrt Reqmrements All state, studet\t union, student actrvrty, or other funds colfected at or for the university

by unrverslty or other authorized personnel must be deposrted within 24%ours of their receipt in order to maintain-
consrstencv with state regulatrons Staff members collecting or receiving any such manies should deposit them with

.the cashierin the btrsrness office. No such monies are to be rec;ived inthe businass office out being properly
accoun'ied‘for by the depo3|tor.and by the cashier. Contact Cashier’s Offrce 0!d Main room 222; phone 2262.

Ledgmg Reimbursement. Al reimbursement claims should*be submitted promptly and no Iater than one month
fron! the date of the event. Because of the variance in hotel and motel accommodations$n the state as well as out-of-state,

no fixed allowance is prescribed. (Appendlx C,Form10) ~ . VAN
i - i M N v - .
- A. Lodgigg expenses must be Teported in the lodging column on the travel claim and must be reported separately for
each day in which Iodgrng is bernq claimed. AN ’
~ % M 4

B. Original recerpt must accompany claim for reimbursement.’

'

f‘ if lodging'receipt is |ost or not avallable a notarlzed §t§|ent must be preparéd, signed, and submitted with

trave| )
'7_ KCG rave clarm . )




-~

\\ E. Busmoss teléphone calls mcludod in the Iodgnng must be claimed soparatelv undnr the ‘other expens column of

Q
E lC disbursement officer approves pay ment through the state department of finance in St Paul. Upon receipt of payment

. ¢ : F . .
. : 29 . '
. .
_ .

22 . .

D. When the lodging receipt covers more than the staffvmembor, onIy the-singla room ratle'may be claimad. N

N

,‘ the expense report form.

~; \ o

1. Itisrecommended that charge for business télephone calls to Mankato State University be revarsed.

. : ;

2 Business calls to other points be billed to the caller’s unnvers:ty office telephone number by so dlrecting
the telephorie operator.

@
v, )

2! - \yn"

" F. Personal telephone calls will not be reimbursed. .

*. . , .- \ .

G When two or more staff mambers share a room and share the cost, a comdlﬁing receipt must accompany
aach 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. Ong staff member may claim the entire amount only if it
was paid by him. Y | .

H. When a staff member shares a room with another party (not an employee), the ori;frna_l receipt must be adjusted

to show that only the single room rate is being claimed for reimbursement. ' r

PO T - . . .

Emplo\jees are directed to follow reimbursement procedures detailed in sections A-2 and D of the Business Office
Procedures Manual which is availabie in each department office. Contact Donna Strusz, Business Office; Old Marn
room 222; phone 2267 o . .
Purchases. Requests for purchases of services and supplies are prepared initially at the department level and are
forwarded to t‘e university purshasing office after approval signatures have been obtained. Departments are required
to follow guidelines and purchasfp\rocedures which appear in section B and K of the Business Office Procedure
Manual. To avoid unauthonzeq, rchases and persongl financial liability, faculty and staff should closely follow
provigions of the manuat - each department has.a fodnual available. Consistent with the manual all purchases must
conform with the following: 'S

* #) . All purchases shall be awarded tb the lowest qualified bidder meeting specifications and other
conditions imposed in the call for bids.
(2) -The description of items purchased on the purchase order should be sufficiently detailed to
deecrihe grade, quality, type, tc. ' '

, (31 A purchaso‘ order must ba properly executed grior to making a purchase.—

. v

In order-for the bus:ness office to issue a properly executed purchase order it is essential that a £$1400 be sent
to the business office requesting that materials or services be purchased, prior to any commitment being made to a

vendor. If an individual commits the university to any type of  obljgation, \whether for the purchase of supplies, ° °
aquipmant, or services of non-state employees, withoutibusiness office authorization, that person w:II ba held X
personally respopgible for the obligation. . : N

-] . N v
. V - - . -
. ° .

Individuals who inadvertantly maka uriauthonzed purchases and who have not ma ch commitments in the past
will be advised of this regulation and if possible the university will’attempt to r:ove liability. However, any
subsequent unauthorized purchases will then be the responsibility of the mdnvndual

.
- Tee

After goods or serv:ces have been recerved and payment has been authorized by the department head, the university




authorizations from the university, the state ﬂnance department prepares check warrants and forwards them to the
vendors Contact Marvel Danzer, Purchaslng Officer; O1d Main room 222; phone 2267.

Receiving Department Pollcy University drders for the various schools or dwnsuons are dellvered to the recalvlng
department for unpacking. Sunce itis difficult for receiving personnel to theroughly inspect technical squipment,,
faculty and administrators sheuld report to the purchasing department the receipt of imparfect, damaged, or other- _
wise unsatisfactory condition of received articles. Contact Keri Moyer, Receiving OFficer; Trafton Science Canter
room $192; phone 2269

) - ,
Sqff Activity Ticket Faculty and staff may purchase activity tickets which can be used for admittance at frae
or reduced rates to concerts and lectures, plays athletic events, etc. Revenue from the sale of acthlty tickets is'used
to help support these and other student activity programs. The tickets are good faN quarter through second summer
session and cost each staff member $6 with lower rates of $4 for a spouse and $4 f’n&ach dependent. Tickets may
" be purchased from university cashiers, Iowteé in O1d Main and the Centennisl Studsiit Unlon Contact Jim Whlteoak
Business Offlce 01d Main room 212 phene 2261. . -
Travel Relmbursement Reimbursement to employees for university related travel expenses is allowad within
“internal and state policies and procedures. All reimbursement claims should be suhmmed promptly and no [ater
than one month from the date of the event. No authorization.to travel-shall be given unless appropriate in-state or
out-of-state travel funds are evellahle in thie budget of the employee’s &epartment Travel expensés may be paid only
after such travél haybeen authonzed in advance by the employes’s academic or adminlstratwe unit head. Contact

Donna Strusz, Busmess Office; Old Main £0om 222; phane 2267. a .o

Staff membérs seeking travel reimb ursements should 'complete alknecessary state expense forms and CS1401

requisition decuments. Employees are directed to follow reimbursement procedures detdiled in sectiops A-2 and D of .

the business office procedures manual which is available in each department office. ,
nv g ' i )

Advances - any request for a cash travel advance must be guhmmed to- the business office on 2 CA0-23 form. To

obtain a travel advance you must antlclpate out-of- pocket expenses for meals, lodging and registration in excess of

$100. The CA0-23 form must be submitted at least 10 days in advance of the trip, If approved, a check willbe *

issued from the imprest cash fund. The check may be picked up in the business office. - . L
9

. After the trip is completed, a MSA 21 form should be completed nnmedtately and submitted.to the huslness office . ,
for reimbursement of all.expenses incurted (excluding air trant'portaﬁon if it was charged). The business gffice . - . ‘
will bill each qfnployee who has received a cash travel advance\for the amount that was advanced.« «The bill must be ’
paid no later than ane month after the travel advance was received. When the employee has received his reimbursement -
check, he should take the bill for the travel advance to the college cashier for pa\yment. (Appendix C Form-10) s

3 >

.
\

Meals-No employee shall claim retmbursement for more than the amou nt sctually paid for his meals‘h )
engReswiidegimnk ; but each meal must be listed separately and should mclude date, city wihere eaten and cost
of meal. N ] N

A. Maximum reimbhursement for meals within the state, including sales tax, shall be {effactive. July 1, 1975)/(

. Breakfast $2.25 . .
2. Lunch $2.75 .

3. Dinner $5.50 ‘- . - : ©T
B £ .

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

. Breakfast $3.00

'Q 2 Lunch . $3.50

KC 3. Dmner $17.50 . 30




24 ) . ' . ) /2, ) ’. . .
C. Breakfast expense on day of departure-A statement certifying tfat the staff mamber faft his home prior to 9:00 am.
must bg written on the MSA 21 in Grder to claim breakfast expensss incurred on tha day of departure. .

D. Dinner expenses on day of return-A statement certifying that the staff member returnsd to his home after 7:00 p.m.
- must ba-written on the MSA 21 in order ta claim dinner expenses incurred on the day of return, ) .

E.. When meal expenses are includ’ed in the lodging receipt, the amount claimed for meals must agree with the
receipt. . R N, i’

’

F. Statf members cannot claim reimbursement for meals purchased for a guest.
«  G. Anoon lunch can be cla?meg if a staff member is on travel status, even though the employee isn't claithing lodglng._

Travel by state-owned vehicle (See handbook section ‘Automobiles - Staff and S!udeﬁt Uss.) oo T
"A. Staft members must indicate on the claim form ‘officie! state mileage’ column that a state vehicle was used
for transportation. ’ .

B Minor expenasas 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: parkiny fees and road tolls).

Travel by private automobile, (See handbook section’ Automobiles - Staff and Student Usé.’)

A. i a state vehicle would normally be provided for the trip, a staff member can?logclaim miteage reimbursement
for driving his personal car unless an authorization sheet is obtained from the university motor pool and travel
funds have bgen allocated to cover miléage reimbursement by the appropriate academic or administrative unit
head. ’ \ ’

B. Rmmbursament for mileage wili be paid at the rate of 15 cents per mile provided that a }10 state car available’
’ Sllp is attached from the vehicle offico. Without this slip mildage is reimbursad gt\lﬁ cents per mil¢® Staff
members are to complpte a 'Private Car Mileage Report’ form (MSA ZIA) and submit it in conjunction with an
MSA 21 form. (Appendix C, Form 11) . N

C. Mileagvshall be pnid for 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 v
item in the ‘additional mileage’ column of the cjgim form. . '
C When mitoage 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. Anemployee using a personial automobile for travel in cities of 100,00 and within a 25 milo radius (of home
station) may claimParking reimbursement. Airport parking is reimbursable. Cost of parking is reimbursable |

but should include receipts if you have them.
\

F. Highway tolls may be claimed for reimburssment; receipts must aceompény request for reimbursement.

#

Y
Travel by commercial carrier )
. . . Cow

™ A. Original receipt must accompany claim for reimbussement.

Q
I: lC B if traveling by commercial aurlme reimbursement 133 rited to tourist class air fare.
C e
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* C. i traveling by railroad or bus, relmburssmant is in accordance with state of Minnasota travsl regulations.
- . R . ‘ 7 ! Y ' s
«D. Receip}: are not nacassary for traval by limousing, taxi, or city bus. T . -

t

E. A staff member may not claim rl'imburumant.tor travel insurance.

_ F. Staff mambers may charge thair transporntion £xpenses with the travel abancias after securing approval from the
purchasing office. [f funds ara avaitable and éverything is in’ order authorization will be given to charge the trags-
portation expenses. , o

. ‘ Miscellanaous Travel Expanses

A. Original teceipt must accompany claim for'mimhursemant. o
» . b . R
B. A ‘roquest for reimburssment of special expsnse’ form (Appendix C, Form 12) must be filed with the State
Department of Administration {through the Stata Umve;sity Board Dffice) for in-state conference or registra-

tion fmas which are in excess of $15. )

(1) The form must be filled out and sent through the dean, division chairperson, or administrator to the
- business offico (post office box 12) so that it reaches the business office at least 12 days in advance
of departure. / : w ,
(2) i thn form is not filed at least 12 days in advance, a statement must be attached, explalnlng the
renson for the form not having bean filed on time.

’

(3)  The approved copy of the form musf accompany the staff momber’s claim for reimbursemept
. P

‘ Personal Exporses--Parsonal axpanses,’for purposes of these regulations, are defined as d}y cleaning, laundry,
and baggage handling. Employees in continuous-travel status in axcess of one week who doyot return home
during that time may claim reimbursement of not to exceed $3.50 por week for laundry exfienses and not to
exceed $2.00 for dry cleamng and pressing expenses for each weok afte thoe first week. [#an employee raturns
home during a period af tima in which he is in continuous travel status, he is.not eligible for reimubrsemant for
laundry, dry cleaning, of pressing in the first subsequent weok. Recaipts must sccompany thotlaim for-.
reimbursemdnt. The empioyee’s judgment is to be used regarding baggage handling oxpenses. No reimbursemont ’

. shall be made for personal tefephone callss valet service, of similar personal expenses.

.
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* UNIVERSITY GOVERNANCE . ' '

. '
State l!niversity Board Rules, University Constitution and Bylaws . I~

.
I3

Each.university within the State Un\:versity System is governed by state university board rules and all constitutions
and subatdinate regulations must be consistent with their provisions. The primary instrument for Mankato State
University governance is the university constitution and its bylaws. The constitution is a comprehehsive document
providing for participation and repressntation of each component in the campus community including students,
faculty, professional support personnel and the administration. -

. , . _ . | ’
Within'the university’s confederate governing s}uc[_u_[a,' agencies established in the constitution include the university
assembly and its commissions, component seénates,and their standing comimittees, and Various independont boards.
{See appendix a.) ‘ '

* Staff members who wish a copy of the university constitution and bylaws shpu]d contact Marilyn Tolle, University
Assembly Clerk; Oid Main room 108; phone 1111.

University Assembly and its Commissions and Boards
University Aksenibly., The u'niversi}y assembly serves s the university s chisf represpntative governing unit and
a focal point of community governance. The assembly reserves the right to discuss and take 4 position on any
question 1t deems appropriate with gych action necessarily qualified by powers and mandates assigned to assembly
) commisssons, component'senates, boerds and committees. . ¢

~

Executive Council. The exocutive council isa council of the university assembly charged with the responsibility
of prepaning and distributing agenda items for each regular sassion of the university assembly. The council may act
or behalt of the unsverssty assembly in emergency situations when the full assembly is unable to convene.

of astablishing for all guvernaﬁnc_n:%qd advisory units provided for by thghtonstitution and its bylaws the time, place
and manner of conducting all elections. Tho board has jurisdiction tofhoar and rule on election disputes when
requested to do so by an appropriate governing unit or grievance party. -

Board on Elections. The board on eloctions is @ board of the univ?v assambly charged with the msponsibilitv

Commission on Bookstore Policies. The commission on bookstore policios is charged with the responsibility
of developing and recommending university regulations pertaining to bookstore related operations and service functions.
{The commissien will monitor contract compliance provisions belwenn'tﬁm university and the private bookstore- opérator.)

Commission on Campus Planning. The commission on campus planning is charged with the responsibility
of reviewing alteration rnquesls;zyfnc(ing spate utilization and facility maintenance, recommgnding long-range plans
relative to campus byildings and the universit\s physical environment, 829 developing university regulations per- .

.

'3 taining to campus parking and the use of facilitios, grounds and space.
Commencement and Academic Calendar Corhmission. The commencoment and academic calgndar commission
is charged with the responsibility of formulating and, Pecommending policies rolative to commenceme t activitios
and developing the academic calendar for the university. - ,
Fine Arts Co'mmission. The fine arts co;nmission is charged with the rosponsibility of developing and recommending
university regulations gortaining to the visual and performing arts programs subsidized by student activity foos,
coordinating university cultural avents and astivities, and roviewing, maodifying, or rejecting student activity fee
Q " budget requests fo programs assigned to the commission which deal with concerts, theatre productions, art displays,
E lC‘music productions, and dance perfoermances. - 3 3
s

W
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Commmlun on Men's Intercollegiate Athletics. The commission on men’s intarcollegiate athlstics is charged
with tha responsibility of coordinating programs and promoting high standards in men's intarcoilagiate athlatic )
activitias, determinirig tha lliglh:lity of athlates, formulating and recommanding university regulations pertaining
to man’s intercollegiata athlatics, nnd ancouraging lthletlc scholarships and ather financial suppart for men's
intercollegiate athletics.
\
. Commission on Women's Intercollegiate Athletics. The commission an women's intercollegiate athletics
fs‘chafﬁed with the rasponsibility of coordinating programs and promoting high standards in women's intertollegiste
)athletic activities, determining the eligibility of athlates, formulating and recommending university requlations
. pertaining to women'’s intercollegiate athletics, and'encouraging financial suppart for women's Intercollegiate athletics.

Commission on Intramural Athlstics. The commission on intramural athletics is charged with the responsibility
of coordinating intramural athletic programs. The commission shall be rasponsible for formulation of ganeral policy
matters and shall delegate to specific subordinate p((')uram units the responsibility for determining tha eliglbilny
. of athletes and organizing and promoting intramural athletics. i j\ ’

~
+

Commission on Student Financial Aids. The commissign on student financial aids is charged with the rasponsi-
bility of develoging and recommending university rauulallons pertaining to the student financial aid program and

~ serves as an appeals uunncy for students who balinvn that their roquosts for financiol assistance were not troated
uppropnatnly

.
.

C(immission on Fiscal Affairs. The commission on fiscal affairs is charged with the responsibility of making
recommendations concerning fiscal policies and budget ullomﬁions for the university.

_ N
~ Faculty Senate and its Standing Committees

- »

‘Faculty Sencte. The faculty senate is the principol agency for faculty participation in governance of Mankato .
h State University. It has as its rale and function the representation of the general faculty’s mu)or and participatory
responsibifities as outlined by_the state university board rules. ]
) -
The faculty senate is composed of thirty voting representatives and onn'nx-officio member, ‘At the present time
there are twelye mombers trom the school of arts and science, three fram the school of business, saven from the
school of education, two rom tho school of health, physical education and recreation, ano from the media system,
one fram the division of nursing, two from institutional support, one ot-large graduate faculty member, and one
at-large undergraduato foculty member. The ox-officio memboer is tho president of the duly autharizod bargaining agent

which since May, 1975, has been the Fuculty Association. . ¥l

As the pnmary instrument of faculty invalvamant in Mankato State governance, the senate provides the facuhy
with means to carry out its mojor rosponsibilitios for the development and secommandation of regulations relating
to curriculum, evaluatian of instruction, admissions, academic standards, dnd requirements for graduation. Through
the senato, tho faculty actively participates in devalapment of long-range plans for lhn university, in budgeting, and
in development and utilization of campus facilities.

The senata fuifilis 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 through -
additional committees directed to specific concerns. The senate has thirtoen elegates to the university-assambly,

twelve of whom aro clected by and from the senate and one who is the faculty senate prosident. Contact Ediice Barber,

Faculty Senote Prosident; Armstrong Hall roam 229F; phane 2350, .
o . o .
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Committee on quergnduate Acadsmic Programs. The committes on undergraduata acadamic programs
" -is charged with the responsibility of devsloping and recommending undergraduata university regulations yslating
to cugricujum, the evaluation of instruction, student admissions, registration policies, scadamic standards; and gradus-
. tion requirements. The committes on undergraduate awdﬂmic programs may also initiste new underg’rqdulte-prognm:
after consultation with appropriats academic units. '

Committee on Graduate Academic Programs. The committos on graduate academic programs is charged with
the respongibility of developing and recommending greduote university regulations relating to curriculum, the evalus:
tion of instruction, student admissions, fegistration policies, academic standards, and graduation requirements.

The corhmittee may.also initiate new graduate academic programs of ter appropriate sonsultation.

Faculty Research Committee. The foculty research committeo is charged with the responsibility of developing
and recommending University regulatiwlming to !m:ulty research proi_zcts, and encouraging and coordinating the
dnvalopmém of fundad research efforts. ) . /
Committee on Facuity Appointment, Promotiod and Tenure. The committeo on faculty appointment, ’
promgtion and tenurs is charged with the responsibility of developing and recommonding university regulations

relating to faculty appointments, pramotiops, tenure, and faculty improvemént opportunities including sabbatical
-leaves and foculty improvement grants. ‘ ' ' : -

[

Student Senate and Its Standing Committeys/)
. ' » R
Student Senate. As the primary governing unit of the Mankato Stote Student Associution, the student senate and
its standing committaos develop, in consultation with (aculty members and oppropriate administrative officers, the
budgets for programs supported by ghn student activity fee. The student senate and its standing committoes have «
major responsibility for the development and recommendation of university regulations pertaining to student
rala(‘mns, recognition of student compus organizations, the conduct of students, the student union and student
. housing. ' o L B}
1]
1975-76 will bo the thrd yeor that the studont sonato will employ a part-time attornoy from its $30,000 student
activity fund budget. The attorney provides legal counseling and services to students. “Two student ombudsmen are .
olso employed at the sanate 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 o legislative affairs office which has played important ressaréh and feadership roles in

R working with state legislators on studant and univorsity-rolatod legislation. Contact Luann Bruce, Stuplont Body
Pmsuq?qm; Student Union; phone 2611. ] - -

-~

Studdht Allocations Committee. The student ollocations committee is charged with the respohsibility of develop-

ing and recommending university regulotions thot assure efficiont handling of budgots for programs supported by

the s,tudq\t actwrty fea. All pFograms subsidimd through funds from the student activity occount shall submit an

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

student activity alloca('iqns to the president. . 4
- -

Student Housing Committee. Tho student housing committee is churgnd\with the responsibility of developing

and rucommnnding/miversity regulations pertaining to student housing. The student housing comn“(:nn may ake

such recommendations on residence hall food sorvice, budgeting and personnel mattors as are appropriate. This

committee is the primary inter-residence hall governing unit and itynay establish university -wide housing policies.

. Student Union Committee, The student union committee is charged with the responsibility of developing

Q  ond-recommending university regulations pertaining to policies of the canternial student union, and feviewing,

E MC modifying, or rejecting student activity foe budget requests prepared by its subordinate progreamming 'arm, the council
for union studont sctivities {CUSA), ' '




PSP Senate and lts Standing Committees - - “ )

Professional Support’Personnel Senate. The 30 member PSP senate and its standing committess davslop, in
consultation v{:ﬂhippropriata repressntatives from the other components of the college community, umvarmv
regulations ‘conterning classified civil sarvant employaes at the university. It serves as the ropresentative arm- for
classitied civit service employees including clerical, tachnical, maintenance and some ad ministrative staff. (The PSP
senate has no authority to represant Bmployeas on matters involving terms and conditions of employmant as
‘defined in the Minnesota public employee labor relations act of 1971 The senate cannot lntarfara with, modify
and nullify &ny rights established throu@ the collective bargul‘mng process.) Contact Fran Weagel PSP Sanato #
President; Armstrong Hall rooﬂS phone 6303. ’ L i .
Commumcatvons Committee. The communications committee is responsible for maintaining liaisons begwaen

the profassional support personnel senate commmoa: and the professional support personnel senate, for publicity,

and for othor areas of communications’as tiie nead may griso. ' »
Elections Caommittee. The slections comiittee is rgsponsible for.organizing and conducting the professional
support personnel senate eloctions in accordance with regulationg of the board on alections of the university a:semhly..

Commitee on Campus Affairs. The committes on campus affairs participatos in ovaluation of matters related .
to parking, campu$ planning, space allacations, interco|legiate athlotics, and other matters of concern to the univerfity
commumﬂ. . %

Fiscal Affairs Cojnittée. The hscufuﬂalrs committee is regponsnbln for informing the professional support
personnel senate ph motters of fiscal policy and budget aliocations related to classified personnal.

COmpone}\Grievanw Ageni:ies and Other Boards

I’Faculty Hearing Board The facully hearing boord 15 chorged with the msponsmlluy of conducting faculty
hearings and mcommenqu 10 the president such action as 18 apprbpriate and identified in state university board rules.
(Refer to State University Board Governing Rule 709.)

Advisory Board on Faculty Rights. Tho.advisor} board on faculty nghts is charged with the rosponsibility of
advising a fzculty member regarding rights to academic freedom and tenure, seeking to mediote disputes botweon the .
faculty membors and the university rogording these and other rights, and advising the purlMu dispute whether or
not a hearing should be held. {Refer to State University Board Governing Rule 709.)
University Academic Appeal Board. The university academic appeal board s charged wi(h%h&msponsibility
" of conducting hearings and makirig recommendations concerning student academic appeal cases which involve
alleged violations of acadamic rights as gutlined in the stato university board rules and the university sonstitution.
The university ucadnmlc appeal board, with the permission of the student involved, may attach a statoment of its
case findings to a student’s pnrmann& acadomic 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 1s appropriate and identified in stato university o
board rules and the student judicial code.

Professional Support Personnel Hearing Boards Professional support persannel hearing boords are charged €2
with the responsibility of conducting hearings for ¢lassifiad civil service omployees and recommending to the president
such action as is appropriate and identified in stato university board rulos and in Minnesota Department of Personnel

ru!ns ond reguiations. Employnas whqfall within the classified nmploynns argaining umit aro required to use grisvance

codures outlined in Article X111 of the labor agroement. .

. 36
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Dictiomry on University Committees
. . .

Dwtmnlry on Umvemty Corwnmm. The dictionary of univarsity committews contains the ornlnizltlonll
history and framework, purposss, snd the latast available lnformltion regarding mambership of all uovnrninn and.
_advisory agencies provided for in the university conmtutnon. The dictionary is updated at laast twice a year and
ig available in the Momorial Library, principal administrative offices, university asssmbly clerk’s office, and from the )
student senate, faculty senate secretary, and the profe:siona[:upport personnel secretary. All changes in thg listed ~
committes structire and memberships should be raportad to the university assembly cidek’s office. Contact Marilyn
Tolle, University Ammbh‘l Clerk; Old Main room _108; phone 1111, . -

:

.

~ v
EQbAL OPPORTUNI'I’Y/AFFIRMATIVE ACTION -

- .

Equal Upponunlty Pollé'v Mankato Stato Unl\mrsnty is an equal opportunity employer. Through an active
and continuing affirmative &tion progr&m\hn university provides equal opportunity and treatment in nryploymant
admisstons, and all academic programs.

[ 3
Equal Opportunity Officer. Responsiblo to the president for the devolopment and implagmengation of univamty'
policigs regarding equal opportunity and afflrmatwa action. Contact Margaret Preska, Equal Qpportunity Officar °

Old“Main room 103; phone 1312

’

Equal Opportumty Council. This council consists of the university’s executive officors, tho chairperson of

the affirmative action committee, the affirmative action compliance officer, and tha equal opportunity officer.
The unwersity prestdent 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 meets quarterly.
Coptact: Margaret Proskp, Equal Opportunity Officer; 04d Main room 105‘; phone 1312,

A ffirmative Action Compliance Officer. Responsible to the equal opportudity officer for monitoring affir-

mative action and equal opportunity procodurss, providing‘inf‘ormation and filing roports with the stato university

board. Cogmct Judith Mans, Affirmative Ama’on Compliance Officer; 0td Main room 108; phone 11H.

Affirmative Action Committee. Each of thestate universities has an affirmative action committeo. Mankato

Stato’s consists of eight members a majority of whom aro woman and minorities. The university’s committes advises

and mokes recommendations to the prdtMunt on the implementation of affirmative action guidelines approved by

the stato unwersityboard. Contact Judith Mans, Affirmative Action Compliance Officer; Old Main room 108; phona1111.
% - , »

o

BARGAINING UNITS - RECOGNIZED EMPLOYEE LABOR ORGANIZATIONS

Tho university presently has two mcogniz‘nd omployee bargaining units which are authorized to negotiate employae
economic issues ond the termsan ditions of employment. The Faculty Assogiation, through its stata organization
the Inter-Facuity Organization (IF0), roprasents the toaching faculty. Local 638 of the American Fodoration of
State, County and Municipal Employaas through its state organization, Council 6, rnpmsant: tha malntnnanca -
clencal, and tachnical classified civil service employees.

Though not approved s of this printing, non-teaching faculty, through the Mankato State University Association
of Administrative and Service Faculty, have petitioned the Minnesota Bureau of Madiation for recognitidn.

L

Faculty Assoctagﬂn The Faculty As,ocmtlon a voluntary organization, was formed to promgte facufty welfare.
o 'x,g gnnual dues are dincvnined by the inter-faculty organlzatlon delegate assembly.

ERIC | IEEE: X
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N Thg Faculty Association is Mankato State University’s local unit of the inter-faculty organization (IFQ) of the

" " Wilhamson, treasurer; Oonald Strasser and Ranald Hybertson, atlarge; Wayne Ka

19” ormula supplies: $50 per credit hour for equigment; etc,
. A

Minnesota State University System. Since it was organized in 1938, the IFO has represented the factlty and professional
staff (unclassified) employees of the Minnesota State Universities in thair dealings with the State University Board

and Minnesota Legislature. The membership vated in spring, 1973, to affiliate "with MEA/NEA. The IFO was *
designated in the state board rules as the rapmséntmivn of state university faculty and was certified in the Spring,.

1875, as the collective bargaining agent for all state university faculty. The IFQ is governed by the inter-faculty

board of directors which consistsof two members and the local assaciation president from each of the state

- umversities. ’ . . ’

The Mankato State Faculty Assaciation halds general medtings twice each academic quarter'and has a reprasentative
in each academic department and program unit. The Faculty Asscciation executive commigea for ¥025-76 consists
of the following: Verona ’Bunon, prasident; Ken Mattsson, vice president; Win’s}n Grundmeier, sacretary; Harold
enen and Miiton Othsner, IFO
board representatives; and Douglas Ralston, tFO president. Contact Verona Burton; Traftan-Science Center, Room $-140;
phano 2786, ‘

AFSCME Union Local 638. This classified employee labor union was the first Minnesota state unjversity local
fo negotiate a written work agreement. The union reprasants the employees in contract negotiations, griovances
and labbying for'salario%s;and fringe benifits at the Minnesota Legislature. Thore are six union stewards who, on a
volunteer basis, p%vnanﬁsnstanca 10 union and nonunion classifigd employees vqiﬁo;ﬁavn complaints or have filed
formal grievances --currgnt stewards include Daisy Anderson, David Cowan, Rudy Bayer, Jim Bowder, Phyllis Wisen,
“and Fran Weagnr. Cou(agt Leenard Petersen, Unian President; Highland Heating Plant; phone 1311.
. [ ‘

UNIVERSITY BUDGET AND FINANCE-

¢

{
Univarsity Income :
Legislative appropriatians for the institution are approved bignnially during odd-numbered years as part of an overall
allocation for the Minnesota State University System. During 1975-76 Mankato State will roceive over $17,400,000 in
state support, 83 percent of which is committed t1 salaries and related costs for faculty and support staff. The univar-
sity progects adf?nal income totaling moie than $3,490,000 from revenue accounts such as the student union,.
a

residence halls, Wéalth services, and student activity. Federal and state grants for student aid and spansored programs
will tatal “ pproximately $1,400,000 for fiscal 1975-76,

The regular statg-allotment fram the state university board office to Mankmo?lam is primarily enrgllment driven

wath salary and Mhry allocations derived through the use of aver 14 different formulas. Examples include: *
one full-ime equivalent (FTE) faculty pasition per 19 FTE studants; one FTE faculty pesition per 13 FTE graduate
students, ane custedial pasition per 21,000 sq. ft.; one maintenance pasition per 25,510 sq. ft.; ane graduate asSistant
'peys teaching 1acullwosnions; $120 per FTE studnm!or nonformula supplies and expenss; $.645 per credit hour

| /

Role of Fiscal Affairs Commissjon.

The commussion an hiscal affairs reports te the president and the university assembly and 1s charged with the >
responstbiity of making recommendatians concerning fiscal policies and budget allocations fgr the institution. The
commission meets bi-weekly and is coamposed of fepresentatives from the faculty component, student component,

professional support personnel component and the administratian,

\ -

The commusstan has been instrumantal in the development of approved budget principles te be used jn the.alipcation
of salary and nonsalary funds fE‘)r~19‘76-77. It will continue to assist in the farmulation of a program-brinntnvd Budgnting
~ystem during 1975-76. o ' ,
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Budget Davelopmen! and Control

" The prasnder/ls ultimately rasponsible for tha use of universutv resources and the expendnura of afl funds, Tha

.

O
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office of resource mlnagemant is delegated responsibility for insdrmg the proper use of resourcss, the praparation
of umversm( budgets, development of budget procedures with the fiscal lﬂllrs commission and implementation of
such allocation procedures approved by the president. The business office provides the president with periodio .
operational summaries of the institution’s financial posture. Contact E. R. McMahon, Assistant Vice President for
Rosource Management, Old Main room 21 3; phone 6623.

The state university prapares both annugl and biennial budgets as plafming tools for the cpommitment of salary

and nonsalary resources. The budget development process starts at tha program lavel and school lavel culmlnlting a8
part of the state university system's budget request. The Minnesota Department of Administration, Minnesota .
Higher Education Coordinating Commission, governor, and the legistature in turn review the system’s requast sub-
saquently allocating funds.” Tha legislature authorizes a two-year spending plan for the Minnesota Stata University
System, alloWirig the state uniyersity board to annually reallacate to the institutions on a formula basis.

The insmuﬂon allocates funds to its princiﬁal administrative areas based on approved priorities. The principai
admnmktrauvn units subsaquantly redistribute a portion of their allocatlon to subordinate academic programs and
admmmrahva units.

The bienntal budget process normally begins in Juna of an avan\nu mbarad year with final action b\}“l‘he Iagislature
and distribution.by the board office occurring on or about May or June of the followmg odd-numbered year. The
institution’s fiscal year runt from July 1 to Jyna 1}0
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L Conststent with. provisions idantified in the Manknto Stete Unwersntv Constitution and its Bylaws, these Articles
. of Operation have been reviewed and approved by the University Assembly. Tha articles are internal rules of the

_UAAD1 -Assembly Spaaker and Agsaciate-Speaker; Additional Responsibilities

’ T < ( - . M 2
~ - .

4

UNIVERSITY ASSEMBLY ' - 1, -

ARTICLES OF OPERATION -

e : : (Appravad Janunw 23, 1975)

Assembly and should be used in con‘unctlon with and as a suppiement to relevant ¥stions of the Unlversitv Con-
stitution and its Bylaws.

of

< {a) Jhe Speaker and Assaciate Speaker shall be, elected by and from among the University Asssmbly
+*" Delegates present and votlng during the first meeting'in October of sach year - the Speaker and
Associate Speaker shall be from different components of the Unaversltv,ﬂ'he Speaker and Asso-
ciate Speaker shall retain their voting privileges.)
-

(b)  The Speaker is the chairperson of the Assembly and shall have those responsibilities norimally
associated with the chair asare identified in Robert’s Rules of Order Newly Revisad. The Speaker,
shall make all appointments authorized by the Assambly subject to conflrmatlon by the Assembly
Delegates.

{c)  The Associate Speaker shall prepare a written summary of actions of University Assambly CUmmussmns
and the Board on Elections and’submit it quarterly to the Assembly Delegates.

UAAO 2- AJsemny Delegates, Terms, Vacancles and Alternates

(a)  Terms of office for Executive Council and presidential appointees shall be one year-Delegates
from component senates shall serve terms as determiped by those senates.
{b)  Should vacancies occur the appropriate component senate or appointing authority shall fill the
~ vacancy. ¢ . ‘ R
{cl_~ When an Assembly Delegate is unable to attend Assembly meetungs the delegate may designate
an alternate from the apprdpriate constituency.

¢
. . 4 ¢
UAAD 3 - University Assembly Quorum and Regular Meetings
@) A quorum for the University Assembly shall constitute at least 23 Assembly Delegates who have
voting privileges. _ ] , N
(b)  The Univarsity Assembly shall have at leadt two regular meetlngs in each of the Fall, Winter, and -
Spring academic quarters.
UAAO 4 - Ratification and Amendment of These Articles of Operation : b
(a)  Ratification. These:Articles of Operation shall be effective following their adoption bya 2/3
ma‘onty vote of the Assembly Delegates present and votmg
{b)  Amendment by the University Assambly. These Articles of Operation may be amended by a 4: 4

2/3 vote of those Asssmbly Delegates present and voting, providéd the proposed amendment has
been previously presented in writing to the University Assembly two weeks before a vote is scheduled,

Y
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o - T L FACULTY SENATE
) ARTICLES OF OPERATION ~ = . . owt%
_ (Approved February 12,1975) ' oo _‘*,’f;
- . . — .
ARTICLE I. MEMBERSHIP . : SN ‘
. . - . / . .
- " Section 1. . Mambarship an the Faculty Senats shall ba In accord with the prov:slons
: ) of tha Univarsity Constitution. - :
\
> Saction'z.' : The Flculty Senate shall consist of 30 vating members.
'Saction 3 Senate Elections )
. ¥
Subdivision 1- Membars shall ba elected by and from the academic schoals and divisions
" ~of the university inproportion to the number of pasitions allocated to
.. sach, provided that sach.congtitusncy shall have at least ana rapresentative.
. e ) Y oo
n  Subdivision 2- - For the purpose of this subdivision, academic schools and divisions shall
"~ - ba_considered to be the following: )
School of Business ‘ RS
- S School of Arts and Science
Schaal of Education
School of Health, Physical Education and Bacmtion
o . . Division of Nursing. Do~ _ )
K . .- o, Mldia Systems T ~
' Institutional Support - » -~ . _
; - School of Graduate Studl‘as : ‘ : .
ped .
Subdivisian 3 - Terms of office shall penln with the flrst meatinj of the fall quarter and
shall-be for two years. Elections shall be held in tha first weak of each May,
) with half of thg -membars elected each year. Where passible, the half-
each-yaar principle shall ba followed in sachconstituency. - ) ”
Subdivision 4 - Efections shall be conductad by the constituant units undar the Suparvision
of tha Faculty Senate Elactions Committee. Pursuantto ARTICLE V,”
Section 1, Subdivision 1 of the Bylaws of the University Constitution, thé
“Senate Elections.Committee shall apportion mambershlp amang the units’
‘ according to numerical size and report its action to the Flculty Sanatoe at
s . its April meeting. .
. Tha i?le?:fidﬂsﬂdnimit_teé shall prepara lists of eligibla persons, provide
for filings, prepare ballots, and establish pracedures for casting and counting®
ballots. Resuits shall be in accordance with guidalines established by the
University Assamblv Board on Elections pursyant ARTICLE IV, Saction 1,
Subdivisian 6 of the University Constitistion.
4 . " -Subdivision 5 When a vacancy accurs in Senate mambarship, the Senste Elections Committes
‘ shall certify to the Senate the name of ths un-elected candidate recaiving
Qo . the highast numbar of votes in the most recent slection in tha-constituency «

' ,45




- ,an M the vitancy oécurs. If thist candidate is unavailabls to sarve, the" .III
’ carididaté With the second-highest total shall be certifisd, or.the third-
.«Inhe:t of fourth-highest. if no replacsmant cap be named by this method,
- - the constituengy shell ba instructed to hold a ggaclal electton to fill the
. unexpired termi, ’ ’ .
Section4.” ~  _All members shall hold full-time,eademlc-ye‘ar contracts with the University. -

s Saction 8. - Whln & manber cannot attend a mesting or, meetings, he or she may desig- .
5.+ nate an sltarnate from within the constitusncy the msmber represants.

_ . Such designation shall ba for & specific time up to a maximum of one

« ’ yudrter, Alterriates shall have full rights and obhgetions of membership.

. o

Y

‘s
* ARTICLE II. OFFICERS ] i ‘l

Section 1. Tt Senate shall hava 2 president and a vice- -president elected by and from
) the mambership. Election shall be by a maiorlty of those present and
voting.

* Section 2, . Offlcers :hall be elected At the-first meeting of the academic year and shall
sarve for one calendar yeer. '

»t : Spetion 3. ' -The presldent shall preside at Senete meetings, prepare the agenda:and issus
LM sadls for all regelar and special mestings, make such committee appointments
83 provided for by the University Constitution, the Articles of Operation .
" and Senate actfon. AII committee appointments shall be subject to approval.
by a majority df the Senate. The president shall seek to kesp ths Senate
informed of any matters which may relate to its obligations and operation.

Saction 4. The vice presidant shall preside over the Senate in the absence of the presi- .
o dent and shall dssume such other duties as the president may delegate.

Whan there is 4 permanant vacancy in the office of the president, the vice-

president shall bacome president end a new vice-president shall be elected

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

term.

<

ARTICLE Itl. MEETINGS ’ : .
¢ Section 1. “The first meeting of the academic year shall be held during the week faculty
‘ are raquired to report for duty. Regular meetungs shail be_held thereafter
on the second Wednesday of each month, unless, in the view of the Senate
. of the president, a different date is preferable. Speclal meetings of the -
Benate may be held on call of the President of the University, the Speaker’
of the University Assembly, and the president of the Senate; by a petltmn
of six or more members of the Senate; or by petition of twenty fiveor - - . |
mote faculty riembers. . 2

Section 2, Agenda items requiring a document of more than one {1} typewritten page
- ofiall only be placed on the aganda when said documentation has been received
by tha chairperson one (1) week in edvence of the meeting. Such document
shiall then be ditributed by the secretary to all senators not less than three .
" daydin advancé of the mesting,

,‘ - | | 16
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Section 3. “Procedurss not prascribed in thase Articlas of Operation shall ba in accord -
with Robert's Rules of Ordr Newly Ravised,

Saction 4. A quorum shall consist of a majorify of the full Slnm
.. 5 ‘
ARTICLE IV, COMMITTEES

.- . 1 )
Saction 1. The-Senata shall have Standing Committaas a$ provided by ARTICLE>VI,
C - Saction 2 of tha University Constitution. Mambarship shall ba in accord
with ARTICLE V; Section 2 of the Bylaws of the University Constitutlon.

s(tlﬁn 2. Tha Sanats may form additiorial tommittass 85 required by its activitias.
’ All such committaas shall bs temporary and shall oparate for nd more
than ona calendar year, unless renawed by a majority vote of tha Ssnata.
Membarship on sll such committass shall includa at Isast ona Senator.
Appointment shall be by tha Presidant of the Senate with the consant of
the membership as provided.in ARTIGLE’||, Section 3 of thesa Articles
" of Opemtion. o _ '
R g : o | g
ARTICLE V. UNIVERSITY ASSEMBLY DELEGATES )

Section 1. Election of Senate rapresentatives to.the University Assembly shall be by
limited voting as provided fgr by the University Constitution. [n tha interest.
of further protection for small units, the following intra-Senate constituencies
ars established: ”

. Cos AY
School of Education ‘7 Ssnators 3 Assembly Delegates
(Each Senator shail vote for 2.) »
“School of Arts'& Science 12 Senators 5 Assambly Delagatas
Schoo! of Business 3 Senators 2 A’ssembly Delegates
Inétitutional Supporf " 28engtors - s ”
(Each Senator shalivote for 1) . "~ .
School of HPER - 2 Senators. -
Media Systems 1 Sedator y
Nursing " 1 Senator . 2 Assembly Delegates
(Ell:h. Senator shall vote for 1.)

At-large Senators shall vote with their academic component.

) o

LI

ARTICLE VI, ADOPTION AND AMENDMENT

Section 1. Thase Articles of Operation sball be adopted by a two-thirds malonty
- of tha full Senate.
Section 2. Proposed amandments to thess Arth:las of Operation shalf be submmad
in writing to the Senate at any regular meeting. . Final action on amend-
ments may take place at tha next fegular meeting or at a spacial meeting
10 lass than two weeks fater. Adoption -of all amendments shall be by
two-thirds majority of tifly full Senate.

47
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PROFESSIONAL SUPPORT PERSONNEL SENATE ‘

a

\ ' ... ARTICLES OF OPERATION B :
' {Approved Saptamber 10, 1974) -

-

PREAMBLE , : . | _ ' SR

Consistent with provisions idantified in the Mankato Stata University Constitutlon, tha profagsional support parsonnaj
componant, recognizing tha ne2d for better understanding of tha wants and dasires of classifiad civil service amploysss
and in the intarast of battar,communication batwesn all fagmants.of tha university communlity, doss hmby ordsin
and establish this Profassional Support Personnel Smm and thas Articles of Oparation. . *. \

{ . : ’

ARTICLE I. PROFESSIONAL SUPPORT PERSONNEL SENATE

“Saction 1. PURPOSES ANO POWERS OF THE PROFESSIONAL S‘UPPOBT PEBSO NNEL SENATE’

Subdivision 1. Tha Profasslonal Support Parsonnal Senate, composad of reprnsentutivas eldctad
, by the professional suppart personnal component, shall rapresent tha interests of the Mankato
) State University profagsipnal support-parsonnsl. %

Subdivision 2. Tha Profassional Support Parsonnel Senate shall encourags, devalop, and facilitats communica-
tion among employass.in the thraa dlsignltod‘tategﬁrhs of the professional support parsonnel com-
ponent, the administration, and all other components of the university. (The three ¢atagories includa
= technical/specislist, clarical, and maintenance.)
Subdivision3. The Professional support-Persannsl Senate, warking in cooperation with its senate prasidant,
shall confirm the appaintments of professional support personnel rapresentatives to serve on the Univer-
sity Assembly, component sanatas, commissions, boards, and committees as pravided for in the Mankato
State University Constitution and as are requested by the State University Board the State Oepart-
N ment of Per;onnal and the university prasident. ;‘
I~ Subdivision 4. The Professional Support Personnel Senata may make recommendatians to the prasident
of the university on any matter affecting the professional support personnel component or tha univ- v
ersity, including any action taken by eny agency of the university or subdivision theraof.
Subdw«‘uon 5. Nathing in these Articles of Opsration shatl be construed as prohibiting consultatlon
at all levels of the professional support personnsi componant

Sectlon 2, MEMBERSHIP

v
Subdivision 1,. The Professional Support Personnel Senate shall be composed of clamflad‘ amployaes of
the State of Minnesota who are qualified civil service personne! at Mankato Stata Unwerslty

Subdivision 2. The Profossional Suppon Personnel Senata mnmbershlp shall consist of thirty
voting members. : .
/7
Subdivision 3. Professional Support Personnial Senators.are slected by and fram among the three
designated categories within the professional support parsonnel companent in_propor‘tlon to the - ‘d
Y number of classified positions in sach category, provided that sach category s reprasented by at Isast four
~ senators. No individual member may cast mote than one-half as m'iny votes for senators represanting a

E MC given category as there are Erucancias to be filled.

L 7.' “ 'Iv"
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Section 3. OFFICERS, ELECTIONS, TERMS OF OFFICE AND RECALL

Subdivision 1. Professional Support Personnel Senate officers shall consist of a president, vice
' grnsidem, and sacretary-treasurer elected by and from among senate members. Officers shali
. sarve one-year tarms and shall be elacted during the first regular Professional Support Personnel
. Senato meeting following the May general elactions. '

» ‘ v

Subdivision 2..During April of each year the Ela.ction's Committes of thd Professional Support Personnel

Senate shall propare a list by category of all those classified civil sarvice amployees who have been

certifiod as members of the professional support personnel component as of April 15. Any member

ofthe professional support personnel compongnt may fila for a senate seat; tha deadline for such .
o . filing shall be dotermined by the Elections Committee. The Elections Committee shall notify pro-

fessional support personnel members.of the filing*deadline. - ‘ .

Subdivision 3. Election of sonate members shall be conducted and held in accordance with the
.. genoral election puidelines promulgated by the University Assembly’s Board on Elections. The
Professional Support PerSennel Senate Elections Committsa shall prepare appropriate elaction
ballots, ostablish procedures whereby such ballots can be talliod, and shall announce the official
rosults 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 fite a complaint with the University Assembly’s Board on Efections. The
Board on Eloctions shall review the complaint, along with relatod Professional Support Personnael
Senate Election rufos, and shall make a determination on the dispute. R professional support : R
personnel member may appeal tho Board's decision to the univarsity president. .

Subdivision 4. During the first general election following the ratificatfom of the Mankato State
University Constitution, the professional support personnel component members shall elect

_ one-half of the senators rnprnseminb each category within the Profassional Support Personnel Senatea to
Lo 3 one-year terms and one-half of sach category to two-year terms. Once such staggered terms ©
) aro ostablishod, senators shall be elected for two-year terms. - -

Subdivision 5. In case of a vacancy in the unexpirod term of o senator, tho Professional Support

Perzonnol Senate president shall appoint a member from the former senator’s constituency to fill

the term, subjoct to confirmation by tho Professional Support Parsonne! Sonate. When professional
support personnel senators oro unable to attend sonatd meetingi, they may designate Individuals from their
own categorios as olternates to reprosent them. Such dasignated altornatos serve at the pleasure of

the individuals who appoint them, and have the full rights of a senator when the regular mombor is

absent. .

Subdwision 6. 'A professional su&pon pqrsbhhnl senator may be removed and recalled for
nonfeasance by a petition signod by two-thirds of the total membership of the Professional
v. Support Personnel Senate. R v

ARTICLE 1. PROFESSIONAL SUPPORT PERSéJNN_EL SENATE STANDING AI}[D SELECT COMMITTEES,
MEMBERSHIPS AND RESTRICTIONS ' .

- " Soction 1. COMMUNICATIONS COMMITTEE. Consistent with provisions identified in the Mankato Stato
. University Constitution, tho Communications Committoe shall be responsible for maintaining a liaison relationship
' betwaen professional support personnel committees and/or subcommittees and the Professional Support Personnel
Senate, for publicity, and for other greas of communication as the need may ariss. The Communications Committee
1 1 * shall consist of five members of the Professional Support Parsonnel Senate proportionate to the namber of classified
E iC positions assigned to the three PSP categories. . ] ’

3 N
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Section 2. ELECTIONS COMMITTEE. Consufan( provkions identified in the Mankato State University  ;
Constitution, the Elections Committaa shall be respon¥ble for. organizing and conducting the Professional Support .
Personnel Senate proportionata to tha num% of classifiéd positions asslunld to the three PSP categori.ls.

“Ssction 3. COMMITTEE QN CAMPUS AFFAJRS. Comlstlnt with provisions idlntlﬂad in thl Mmklto State
University Cohstitution, fhmommmu on Campus Affairs shall participate in evaluation.of mattars relpted o
parking, campus planning, space allocations, and othar matters of concern to the umvemty community. The
Committee on Campus Affairs shall consist of five members of the Professional Support Personnel Senate proportiopate
to the number of classifiad positions assighad to the threa PSP categaries. - o

Section 4. FISCAL AFFAIRS COMMITTEE. Consistant with provisions identified in the Mankato State Univer:
sity Constitution, the Fiscal Affairs Committee shall bs responsible for informing the Professional Support Personnsl
Senate on matters of fiscal policy and budget allocatiops related to classified civil service personnel. The_Fiscal
Affairs'‘Committes shall consist of five mambers of tha Professional Support Persannol Senate propoftionata to the
number of classified positionl assigned to tha three PSP categories.

Section 5. MEMBERSHIP RES'[RICTIONS. No profassional support personnel component member shall be elected
to serve on the Professiona] Support Personnel Senate for more than four consacutive years. No professional

support personnel camponent membar shall bs eligible for election or appointment by tha Profesgjonal Support
Personnel Senate as voting members of mora than two campus governing or advlsory agencies (membership on the
Umvcmty Annmhly shall not apply to this provision).

Section 6. MINIMAL REPRESENTATION ON COMMITTEES. There shall be at least one ropresentetive from each
of the three PSP catepories serving on every committea, proportional requlrements not wuhstandmg

ARTICLE IIl. PROFESSIONAL SUPPORT PERSONNEL SENATE AGENDA AND MINUTES

Section 1. Agenda items may be referred to the president or vice prosident of the sanate in writing two weeks in
advance of the seriate meet"mu by an individual professional support personnel member, standing committees or
special committeos of the Professional Support Personnel Senate, the university president, the University Assembly,
other component senates and similar representative nrganizations. The agenda of each regular senate meeting shall
be distributed approximately three days in advance to all senate mambers. Notice of the meeting and agenda items
shall be published and made availabte to professional support parsonnel members.

Section 2. Minutes of pach Professional Support Personnel Senate meoting shall be d:stnbutpd to sehate members
and to each professional support personnel component members,

ARTICLE IV. PROFESSIONAL SUPPORT PERSONNEL SENATE MEETINGS
. . i

Section 1. The senate shall hold regular meetings once cach month. Special meetings of the senate may be held

upon the call of the prosident of tho Professional Support Parsonnel Senate, or by a petition signed by at least five

profossional support parsonnel sanators. A notice of spocial meotings shall be given by the president of the Professional
’ ng’pporl Personnel Senate.

Sochen 2 At any mgular or spacial meeting of lhn Professional Support Personnel Senate, a majority of the mnmbnr
- ship of tho senate shall constitute o quorum.

Saction 3. All Professional Support Personnel Senate meetings are open to the public. .

EC o 50
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< ARTICLE V. RATIFICATION AND AMENOMENT OF THESE ARTICLES OF OPERATION
Section 1. RATIFICATION. Thass Articlas of Oplmlon shall ba affective following thair adoption by 8 two-
 thirds majority vote of thoss professional support parsonnal sanata membars presant and vating at thl first Pro-
fassional Support Personnel Senata meeting in Septambar 1974, A copy of thase Articles of Operation shall be
placed on file with the University Assambly Clerk. ,

Section 2. AMENDMENT BY REFERENOUM. By petition of five percent (5%) of the professional suppart
personnel companent, professional support parsonnsl members may initiate an amandment ta these Articles of
Operation. Upon presentation of the petition, tha Elections Committes of tha Profassianal Support Persannel,

| JE

Senate shall prepare a referendum ballot for distribution to and vote by- the professional support personnel compaonant.

A majority of those professienal support personnel msmbars voting shall determine the résult 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 effectivs.

Section 3. AMENOMENT 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 meating of the Professional Support Personnel Senate, provided the propased amendment has been previously
presented in writing tq the Professional Support Personne! Senate two weeks before a vote is schaduled.

<




'FACULTY ASSOCIATION CONSTITUTION

ARTICLE . TITLE

This orgenization shall be known as the Mankata State Collage Faculty

e Assaciation. :
l

-~

ARTICLE 1l. PURPOSE ‘
The purposs of the Association shall be to promote faculty welfare.
ARTICLE I1l. MEMBERSHIP ANO OU

Ssction 1. All membars of the faculty, academic, profession’ll, and admini-
strativa (axcepting the Presidant and business manager), shall, by
virtue of thair poSition on the staff, be eligible for membership,
and shall, upon payment of duss, be regarded as members, with
all rights and privileges thereff, "

Section 2. Annual duss shalttie detarmined each 'velr by the Executive
Committae Sl%:to approval by the membership.

’ Y

Section 3. Dues of members employed for fractiprial parts of a year shall
be determined an¢ atsessed by the Executive Committee.

-

i N

ARTICLE IV. OFFICERS AND ELECTIONS
Section 1. Thae officers shall consist of a president, a vice-president, a .
secretary, and a treasurer, :
. , ) .
Section 2. o There shall be an Executive Committea of six to eight members—
~ four officers, two non-of ficer members, and any other member
) wha is a representative from the Local Association ts the IFPC.

Section 3.  There shalt be two representatives to the State College IFPC
selected by the Executivh- Committee for a three year term. One
representative shall be selécted each year for two years, and the

third year none shall be selected.
1

Section 4. The term of office of membars of the Executive Committee shall
be two years. After the first election under the terms of this
articts, the President, Secretary, and one non-officer membaer of
the Executive Gommittee shall be elacted in 0dd years; the Vice-
President, the Treasurer, and one non-officer member of the
Executive Committee shall be elacted in even®years.

Section'5.  The annual election {Section 4 of Article I\M) shall take place
during the month of April. It shall be conducted in such 4 way
as to give all members an opportunity to vote. A nominating

‘ «;fv ‘ committee consisting of one member from each Division shall be

appointad. by the Exacutive Committee at least throe weeks before
the date of the eiéttion, and it shall be the duty of this committee
10 salact and post the names of at least two candidates for sach
position to be filled, one wesk pfeceding the elecfion. Opportunity

52




. ., to make nominations from the floor shall ba provided. The newly . RN
7 alscted officars shall'be prasented at tha May masting of tha Agpci- ‘
\ “  ation. Executive Committee membars are aligible to ssrvice for not
" more than two consecutive tarms.
. Ssction 6. The Executive Committea is hereby given tha authority to sslact and
appoint members of the Assocision to fill vacancies which occur
betwsan annual elections.

A Y P
ARTICLE V. DUTIESDF THE OFFICERS
Saction 1. - The officars shall perform the duties generally incumbent upon
/ = such officers. They-shall also perform such duties as specified o o
below.” ) -, P
. { .
Section 2. The Executive Committee shall be responsible for bringing - - ¢
before the Association for corsideration, in géneral session,
"matters of.interest to the group. It shail ¢arry into execution .
, the policias.formulated by the Associstion. ' It is to serve in -
. - 2 . whatever capacity necessary to promote the purpose of the -
 Association. '
' Sal:tionA:!( The President of the Association, or the Vice-Prasident in his
stead, shall preside at all mestings, shall call meetings of the
_ Executive Committee, and with the approval of that com-
, mittee may call mestings of the Association.
s o ) o
Saction 4. - The Treasurer shgll be responsible for the collection, safe . i
keeping, and administration of the disbursement of funds ’ Cw
of the Association. All payments from funds of the Associa-
" ] tion for expenditures as authorized ]n general session or by _ “j
» the Exscutive Committee must be signad by the Troasurer
and countegsigned by one other officer.
i o
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 bullstin board at least 48 hours prior to 8 meeting, tw_eniy~ v *
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
vote of the members of the General Faculty. '
\ .

This constitution may be amendsd by a two-thirds vote of the members
of the General Faculty, provided the amendment (or amendments} has

bean presentad at a previous session, or ip writing to the members, five-
days bafore the general sassion. 5 ) ’

[y N . ’
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1I.

III.

Iv. .

‘Gtaduate Council e

‘Form 1

/‘) ~ * COURSE PROPOSKL

Check nature of proposal¢ New Course . N Cﬁange in courae

Number » Change in Course Title S Change in Credit »

Withdrawal - . :

Course: N
. Department, Number, and Title '

-

-

. . |
2

Routing (Date of ninutes recording approval or notification) .
, _ , ; Date ‘
Department of -

‘School “or "Division ‘ , . ’ ,"(

College Curriculum-Committee -

Fid
PR

‘Other o . S =

=

"Proposed M in a course prew;ifusly approved (omit this part in’,

a new course proposal)

Ay

-~

Proposal for a NEW COURSE (omit this part of part v above is used)
ST Reh

1. The need for this new courseé: -

\. o . ) l§_

" : . -

2., For whom is the cburse desi_gned? Prerequisites?

+ ’ <

55‘_@ o




- ’ : - -
. .

3., Other instituttons l!.millr to Mankato Stnte College now
- . offering course:

RS

.

S. sl;eciil facilil\éies or equipment f:‘fui:rédzk ‘How to be obtained?
X ", . . ) ,

e

*

o

6. Course description: -
- A Objectives.
‘ i
>

\ , - .
Topics or Units of St'gxgz. -

B.)




. REQUEST FOR TEMPORARY ABSENCE . L

(Unclassified Employee) .
DATE(S) OF ABSENCE: —
. ' . NAME OF REQUESTER (plsase print) -
Reuson for Abisence:  (Please check appropriata’ : ) ABSENCE
box and give brisf axplanation whera raquestad) Approved Disapproved
! D Annual Leave (12-month personnal) ) DEPARTMENT CHAIRMAN
L3 D Sick Leave ) . : DEANg: SCHOOL — ‘ :
' ) : : . DIVISION CHAIRMAN N
D Emergency Leave v -
D Professional Me “in‘g ACADEMIC VICE PRES. A . -
RECORDED BY PERSONNEL OFFICE
Held at: ~ ‘ DATE
' City and State - SALARY: D ALLOWED [:] peDuotED .
1 Please explain disposixion‘of classes. Give name » . -
’ of facuity member who was/will bs in charga of . N :
: each of your classes. ) ’ ’
! 1
“
" -
{
k3 )
’ : . : " . Form 3
REQUEST FOR LEAVE OF ABSENCE .
) . (Classified. Employee) - -
: Type of Leave - . Reason for Absenca - Date Requested ___
v ., - o I
Sick Leava o : ___ Vacation
. LN ~ .
Vacation Leave . - ' IHiness
' - Employes Name (Print)
—n Other Leave With Pay Jury Duty ’ .
~ Leave of Absence Without. Pay N4 . Militery Leave " —. —.
> - ) Other (Pleass Specify) ‘Secial Security Number
Requast i . ‘ ' ,
Telephoned . - ' J
S Submitted in Person ; *
Requested Date(s) of Absence: - Signature oﬂ'Requestor . i
- {(For Otfice Use) )
—___ Approvid Ny " o~ Not Approved (Please Specify Rensons
o ey and: Aiternate Datas. if anv}
-——-.\ - -
Date ‘ ' Signaturs of Supervisor

Form'Bus. Of.44/11.73 ¢

ERIC 57 o
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N-n-t-(ivl;n ll-Ty’l. Flu;, ;Mi‘l_l. L;n)

T Tlupl'dln.'

Me, M

(8.
Agency *uu Empleyed

~

Divislen

v-—a:,“-u i'io."wh~

Mey we heve your permission te revesl your identity os suther of this suggestien?

LG, My
1) D LI
.
.
Yo'y

The use-by the State of my suggestion shoil not form the bosis ef @ future cleim eof any noture upon the Stete of Minnesoto by me, my helrs,

Signeture

o

Home.Address (Street end City)

ERI

Aruitoxt provided by Eic:

Please vypo or print your idea, bclng sure to supply all Informa'lon requested. You mby attach additional :huu and :kc'chu

ool WHAT RYRUR

FoEe

IDEA FORM

gmﬁloqm Sxﬁwﬂu chtem

(Subml' in Dupll:th)
]Tllll of Pnl'lon

1 Street Addross end City Where Leceted . ~

! Telophene Ne. [Su.li;ﬁl;n N-.‘(_I..::vé Blenk)
i

[ Yes ] Ne

e Crme :

— -

T

T

N

ond ossigns.

Dote

Secial Security Na.

SR L IR CUHTTING SR M

TE

“ayy

/\
Y




» 7 Q‘a .
. ) . “ «
/ - -
" . PROTESSIONAL 'DEVELOPMEYT SABBATICAL APPLICATION
°, Name : ' - g Date

Period for which a Ptofessiqnal Development Sabbaticﬁl-is requested:

Purpose of Sabbatical: (If space is insufficient, please continue on another sheet.)

" (a) If you gflan to travel, where will you be going and what will you be doing?
This statement should be aa explicit as possible.’) Mention all major stops and the
nature of you work theré, Will you be observing? Participating in seminars.or
workshops? Attending classes? Etc. '

Y

/

v

(b) ‘If you plan to attend school, what 1s the purpose? To work toward a
degree? (1f so, what“degree?) Expand knowledge? Etc. Where will you be attending
school? o B

[

1

(c) Do you expect to be working under a fellowship ot'teseatcﬁ grant? To
what amount does your fellowship 'subsidize you? What are vour commitments. and .
obligations under it?

»
a

- 59
ERIC | ‘
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’ - N "
(dY Explain how this training will benefit you and the institutien in your

subsequent work.
)EtC.

For examplej do you intend to offe:\new courses? Write a book?’

\

Number of years service ac Mankato Srate College (including this year)

(Highest degree held? If less than a doctorate, how many semester
hours beyond the master's degree do you have?
How many of these hours have been obtained within the past five years?

How were the credits earned during the last five years acquired? During a leave

without pay?
And where?

If so, when?

-

Ojher (i.e., night classes, workshOps’ etc )
/4

3

Have you been on sabbatical from Mankaﬁo State College beforé?
1f so, when and for how long? )
Purpose of former sabbatical? ) i

4
-

If you prefer, please add any additional comments covering points not raiied by the
aboveé questions.

“

Aruitoxt provided by Eic:




.

PROFESSIONAL DEVELOPMENT SABBATICAL AGREEMENT

- * -

o -

Accepting ‘a Professional Developnent Sébbatical for the period
carries the following obligations:* " ~ -~ . _ =

e <

- -~ 1. A program of professional He&eidpment-will be»pursuéd as follows:

to .. e !
ERES Tt L “n .
l - . - .

2, It is required that a faculty mégber return to this College afteragis/her .
Professional Development Sghbatfgal for at least Ghe academic year of service.
5. If a decision 1s made not to return to this College: . . !
" a) No salary payments will be dsturéeq_from.Eﬁé'dété of the notification, ~ =

b)- The salary money received during the:@rofessional Development Sabbatical
will become due and pavable to the State of !finnesota within one year
from the date notification is given’ho;‘to return, . L e

4, The attached Professional Development ZGllow—up will be compieted and .filed
with the Academic Vice President withihA two weeks following return to the

campus,

5. This Professional Lavelopment Sabbatifcal is funded at full pay » half \ .
other - . = ‘

-

Andrew Een .
. Asst. Vice President for Academic Affairs
} Tom o .
This i3 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 Proflessional Development Sabbaticals for periods longer than
one quarter are remunardted at the rate of one~half of the regular salary, A
Professional Development' Sabbatical for one Guarter carries full pay, unless a
mutually acceptable arrangement between the faculty member, department chairperson,
and dean is agreed upon regaf®ding a reduction in the recipient's salary for the
urpose of obtainingssome assistanre for the department.
’

v o

Date Signature ‘ |

Distf&butions: Orizinal - Jeave recipient ~
' 2 carbon - Academic Vice President's Office

O

ERIC . . 81 ,
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»

O

PROFESSIONAL DEVELOPMENT SABBATICAL FOLLOW-UP

Q- - -

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. 1If.the sabbatical supported additional
study, attach a transcript or program certificate.
. S ‘ v
‘ Date

|

In what ways, 1if any, did the work or study deviate from that proposed in 'the
Sabbatical application? v .

-

PP

has had impact on your teaching or research.

-

X
-

Indicate how the work or study funded by the Professi?j:fhbevelqpment Sabbatical

-

{ " . VAR X e

Other comments or reactions which may aid the Departmental Personnel Committee,
Department Chairpersongp-etc., in evaluating future applications.

]

-

Name

ERIC

Aruitoxt provided by Eic:
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Nno. 14165 ’

Y . o . USE OF STATE VEHICLES
. - : : : Form 8
¢ Date to be used_ Purpose:
Time: Leave Return. ~
o
Owﬂmdmmmw: Mileage
No. of Passehgers Vehicle No.
. Ending :
Sedan Other Beginning :
. Total .
Requested by__ . ’ Times Rate  Sedan 64 ° Other 7¢
o . Total Amount Due : —_
Dept. — P.0.Box . (Ap)
v ‘ Completed form must be received by the (<o)
‘ m::ﬁwa: to be charged Motor Pool Office, mmO\wox 63, Mankato g
’ , ) State College before c3f may be authorized
APPROVED BY___+ for use. (A ]
(DEPT. CHAIRMAN OR SCHOOL DEAN) ) ]
4
‘ * FOR BUSINESS OFFICE USE ONLY e .,..M
Enty )
Acct No. ,Obp  Code Reference No. Date Amount . * G Act
. ’ -
g 7 .
8-7 5|/\|6,8 , 216021885
d 1 1 4.1 Y N | L) S T I O I Y | ) 1 btrtt
l————6 79 JOm 18——2] 42 - —51 59 — 67
+ v r,( 7 ‘
: oB
7 - \Ul W
i
e - (LR




MEDIA SYSTEM - Reprographics
Duplicating and Prlhtmg Work Request

K mu TS FORM our comrxTELY 3K

Form 9 N

Job # Lo

mly

Todoys Dote

Due Dote

1
Department

Suilding

) )
Post Office Box

Phone Number

Funchan Ta 8e Chorged

Number Of Originals

- Capies Per Originol

Approved 8y Sch. Deon Ctr. Dfr.

Dept. Choirmon or Prog. Leader

Phone Approvol

R—

L 4

A Reference Description of this l;qu.lh I

’ *

Plain Paper
Plain Calared Poper

Letterhead Bond

Far Special Quality Paper
Cantaer 389/1181°

Lo og

PLEASE CHECK APPROPRIATE sOX OR soxks 3K

8ock to Bock

Callote

Stople

L DL O

FoldD % D "@

D Cut ond/or trim
[::], HohuPun:hod[:],Z [:] 3

D Punch & Plostic Bind

RS

Aw‘

Plecse Eoll When Reody '

A >

* PLEASE SPECIFY ANY SPECIAL INSTRUCTIONS BILOW *
! \

@ ror susinkss ormcx usk oniy

Emw
Aca No Oby Code

Referance No

Cr Accat

8714 6]

MMU.IXE..

lilllllll

\
2] Jefo]z]7]s]s]4

67 -9 won

12——- —-l7

64

——— 51 59 e ——— — s — 67

Form: M$.8/R¢x:: 8-73
%ﬂm
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- _zw%czm FOR USE OF MSA 21 -

s {A} This 3:: is used to 85&52 employees 3« -c:._ozunn travel nxvazmm
B - and for living expense while in travel status. It may also be used to request
and pay an advance payment to an employee for a scheduled out of state
trip. When used with Formn MSA 21A, reimbursement to an employee for
* private car or private airplane usage may be tpade or induded.

Detailed travel 4eimbursement regulations set forth in the booklet
- “State of Minnesota Travel Regulations™ as issued from time to time by

. “ the Commissioner of Administration,

Regulations™ and are given only as an aid to completing the form
Items for which rejmbursement may be allowed and rates and ._3_: on
R.Bucga are shown in the “Travel mnmc_m:o:u

(8) 1tis intended that this form be completed by the Emgloyee. A ball point
pen should be used. To aid in processing, all entries should be cleer and
legible. Please PRINT.

{C) An original and two copies should be made .:..n originat copy s used lor

- payment transaction entry and record, the first capy is for the Department
secord, and the second s retained by the employee.

{D) A separate form must be used for each of the foltowsing {1} in m.&@...ﬁﬁ.
(2) Out State Travel and {3) Out State Travel advance Check the box i
the upper right 832 ‘to 5988 for which purpose Em form is Um:._
used.

{E} The employee name, nmuN::n..: {Diviston - if appropriate) and tyte. ?m_.
be entered by the empioyee.

{F) Home station 15 the city. village o1 other _onm:o: designeted by the
department head as the permanent or temporary station of the employee

{G) Social Security number ~ The social secunty number of the emplovee
The name and address used for payment s determined by this number and
is the name and address in the Centrat Employee Information File

{H) Travel period - Enter the beginning month and day and the end:ing mongh
day and year for which travel is being reimbursed as shown 1n this sample
Sample is for period ZQ..!:UQ st through Novemher 15 1973

WONTH DAY WRG WONIM G YA T

m:\ O1f L T al I'\ITWP.NTw. N

_Foran &&:Q print ADVANCE as shown below

- i b A

NTH (AY .zP. !nz.x (1732 :-w 7

1 ) TDIVIANT . E EF

{1}  Organization, mmncgﬁ :::.&2 ham Suffix ._43 space tdentifet ths
encumbrance number (and, in tumn the- accountf to Which e tavel « t¢
be chirged. These nunibers may be entered by the ‘accounting office of the
department as 4 part of the payment process, or may be =ntered by the
employee if the departmint om? so 2dvised the employee (Tthe
encumbrance dumber changes ezch fiscal year)

{))  Detail-of expenses — If a reimbursement the sformation entered s actual
expenses pard, iy the employee - If an advance the information «
estimated : )

{K} Day - Date of month when expence occrrred {:f period of resmibnirieme

The instructions contained herein do not supersede the “Travei

. to Departments for audit and payment of Emplovee E xpense Claims.) -

{M) Reason tor Travel — A recording of the reason tor travel, ..:Q&Su
purpgse of the trp m:n entry of a cost acoounting code if cost 8&3 m«m
used by the ambm:q:m:.

(N} (1) Meals ~ Actual amount pad’ by the employee for-meals (including
tax and 1ip). List unde: B for Breakfast, 'L for lunch and "D~
for dinner, Maximem amount allcwed and condittons unde: which
revinbursement may be altowed are histed n “Travel Regulstions”
{f meals are aliowable on day of departure o1 arriyal af home station

° because of “time of day” of arrwval or departure {as defined in Travel
. Regutat.on) indicate the time of day”in a footnote
{2)  Lodging - Enter the actual amdunt paid for hotel. mote! cr other
accomodations .:Qr&_:m tax Receipts tor lodging pard muysy be
attached to MSA 21 - .
{3) Other expense -~ List arid enter the actua' amount pdd for othes
- bving expense allov.ed employees n tavel status as bisted in the
“Travel Regulatsor ™
(4)  Commgen Carrier - The octual cost of awr 1a:! o1 bus fare ..:Q:&Sm
tax) inturred by 31 employee and when paid by the emgployee for
approved travei Recerwts for fares pard by e employee must be
attached to MSA 21
(8)  Taxi, Car Remia! Parking -~ Enter the actua: cost of taxi, airport?
hhmousine or rental car paid- by the employee for surface
transportat:on :n conrection with approved trave! A recespt must be.
attached to MSA 21 1o auvlo rental Parking may also be included
under this heartng \When receipts m...: parkng ere sssued. they shoutd
be attached
{61 Conference or Reg:strat on Fee - The actuai cost of 3 conference or
reqistration fee pe:d by the employee shalt be entered ! the tee pacd
includes meais the porticn ot the amount-determined to beymeals
shall be enteredd under (1) meal.. ang the rema:nd under
conference fees A rece:pt tor conterence fees must be attached 1o
MSA 21

INSUF FICIENT SPACE ON ONE FORM -

it there are not enough lines on cne MSA (1 to hst al experce for the period

draw a tine through the spare provded for “Totaly'“and use addit.onal pages

Totals are needed oty o 1ast page Tl

01 Tetale - Adithe amauatedow o s i 1 2 3 4 Sandg €
Adn 2 ss o dumes Y 20T 3 8 gng €10 1 ve T 13t Expenes T each day
Tre totats of 11+ Lo Expense. {2) Commare Corner {31 Conference
Regstration and 14i Proyvate Auto Mieage Less Adva~ce (if ary) (s the
amount to he paud

tP} -Cost Code Ottoara
(Sect.on A Bt

1 Transaction Entr, Date & %4 mber (Used by Accounting Unit o record
pyment enory .

(Y Scgnatire Tr. swpioyee stall sigr the - tgna and dun's ate copy A
supreryser v, e kS ot the emplpyre’s autharity and cse of travet

ute by Departe ent (See Accounting Manmyua!

“ s in two months, .592 both the mont» anuday eq 12 17 for Derrrnly . shalb approws bt 0o oee
- 175, 151 T avel re mbhurse e o goeat oyl e suben tted to the department or
. 1L} Location - Where the exbense ;Mn::m: Cty, whgne taave or other . AeNCy T Coun? ng Lttt g o with depastment o agency polcy .
location R R N
> -
N . {See Statevnide Accounting Manual. Section E for instructions

Q
ERIC.
PAFulText provided by ERIC
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FOrm 11
MSA 21A * INSTRUCTIONS ON BACK
L ) usswnu FORM MSA21 : PR'VATE CAR M".EAGE REPORT*
EMELOYEE NAME REPORT FERIOD.
John C. Jones July 1 : ‘ wuls g M
oAy REASON FOR TRAVEL r MRt OFFICIAL STATE MILEAGE TPl 10caL | QUISTATE
,___:N" iﬁ_sr—cnm B TR - T — MILES MILES ’E
Drug Tt ’ - i /
/L Conference . | X Mankatd } St. Paul 160
T * e | |
. - e IR S S —_— —_ 2 e e
- T | .
R o S S N T
Fo— + — L =t L T — ~‘—"——1‘-—— ! ; j - - -1
- ! - e .
| i -l ' f 11 T
e e e N R S
L—m—~ R S— — T’ %i- -— ——— e ——— ° , R
. . . I ) !
e s T P
‘L_g), . I ‘l e S + —— A . !
’ ! - [y
| ——— — s I L —_ - - _,,A,l - e - —-l———v-—
: j !
. ooy S S S
n o J : — B e
R S . R
- — 4+ - - + D SRR —— e 8 — - e = e e o el ey R R
: | 1 ! .
"; + - . ‘ l - - l e e g R e N G \
| . ! | ' :
’L- ‘ 1 L + - -{ — e Lk‘.—. -————
! ¢ L ' ' ‘
S T T e
[ Lo P T
i o B i . Py r B I .
f ‘ ] |
"_&-i |’77 "“u “1 Py “' o ’ V _“ . ‘ 7 ‘ T »IL o }
i o, £ 150 0 bt s TOTAL MILES | .
' MILES RATE .
MILES CLAIMED POGIEAR AVAILABLE 10 @ lthe g _22.40
MILES CLAIMED NO POOL CAR AVAILABLE @ $
ACTUAL OUT OF STATE MILEAGE ** - @ .3
OUT OF STATE IN LIEU OF MILEAGE:
**AIR COACH FARE OR ACTUAL MILES AT APPROVED RATE - $_ 22,40

Q {WHICHEVER 1S LESS) .
ERIC . 67
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(A)

(8)

T . {C)
(D)

(E)

{1
N

(K)

(L

(M)

LRIC

INSTRUCTIONS FOR USE OF MSA 21A

<

This form 15 used in conjunction with MSA 21 to reimburse an employée for
use of -a private owned auto {or private owned aircraft) on the basis of miles
driven {or flown). 1t supports the amount claimed for private car mileagd on’
form MSA 21.
_ -3

The form provides space to record miles driven (flown) and to determine the
amount of reimbursement. The rate of reimbursement s expressed 1n cents per
mile and 15 shown as in the ‘“State of Minnesota Trave! Regulations™ as issued
by the Commissioner of Administration.

The form may also be used to determine thg amount to be paid 10 an employee
for out of state private car usage when ysed in heu of air transpa'itation-

It 15 intended that the form be completed. by theAemponeé on a trp by rip
basis. The employee name and period covered by the report should be written
on the top line .

'
Day -- Day of Month on which car was drwven. May he month and day
expressed as MM/DD or 11/15 for November 15th.

v

Reason for travel and cost code - An gxplanation of the reasonor purpose for .

the travel anu a cost accounting code if a cost code 15 used by tHe department:"

: K .
Pool car avaslable — An indicator as to av&ilability or non availability of State
Motor Pool car on a day by day basis {This indication s necessary to
deterrming rate at witich reimburmf]ent 1S to be made.)

., -

Othoial State- mileage ~ LGt point of originand destination  ctties or towns

T.p mules  The mies for the shortest direct route between "“From® and “To"
locatwns-acrording to Highway Repartment records :

Local miles {1 Actual odometer miles ol drving 1in vicinrty of destination
(atter reaching destination} necessary to accomphish purpase of the trip or, (2)
actual odgmeter miles driven when private car 1S usell by an employee in the
vicity of his hnme <tation as necessary for s 'vork saiqnenent

®utstate mules  Mites driven by an emptoyee on o tnp out ot state from actual
odometer reading or from a standard roard atlas histing of mies between cities

Totd miles  Add the nifimber of miles 1n each of three golumns to qive ““total

miles’’
. o

Miles claimed  Miles for which reimbursement is’clarmedd

Rate - Rate of rembursement (expressed mn cents per male) as deternuned by
Travel Regulations

. .
Out of State n lieu of mieage  Calculation of the amount due 1o employee
when a private car 15 used out of state n lieu of Awr Coach tare See Travel
Requlations and Accounting Procedure Section E 2 ,

“

A
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: ‘ . .. Admin. Form 435 - ) .
- o STATE OF MINNESOTA - DEPARTMENT OF.AD'AAINISTRATION

. _REQUEST FOR REIMBURSEMENT OF SPECIAL EXPENSE =~ -

Preparet in triplicate and forward 1o budget division at least ten days in advance of date on which special expenseés to be incurred. Original
copy, with approval or disapprovgl mdicated, will be returned to agency. Duplicate will be retainéd by department of administration and
triplicgie will be forwarded to the 'state auditor, Do not use any improvised form in submitting reque’st. N

Authorizgtion by the Commissioner of Adn;ﬁuslr\'alton'/o_r re'::nl;urseme nt of special expenses is requiesled as follows:

1. TYPE OF EXPENSE (Check oppropriate bm: {as] ): D Conference ond Registration Fees D Special Meals or Banquets
v ) s : .

[:l Seminer and Institute Fees [ Field Stoff Meeting (] Chonge of Station Expenses ° D Other _

’ o v oL

(specify)
e g - . . - .
2. DESCRIPTION OF EXPENSE (Give names und titles of persons to be*seimbursed; title, location, date and purpose of conference. mez'ling.
short'course, elc; detarl of expenditure to be made; and any other information needed to justify request: Special justificatitn is required
t/ more than oné person is to'be reimbursed for atténdance at any special event. Information relating 1o field staff meetings is to be
provided in accordance with provisions of the state travel regulations. Requests for reimbursement of moving expenses must be accompa-
nied by three bids. Use rederse side of tormy 1f spacesbelow 1s insufficient to provide detail required): . :

N

N 1 - a
? . . . ) . .
James S. Jones . R v
Professbr , ‘
. Engiish Department ‘ ’ . *
) Mankato State Unhiversity 3
. . - o~ N St . . . , ‘ .
Voo ST I o .
¢ October 22, 1975  Chicago), Illinois .
.‘. & \ R N - - ,
v : y o
f ’ : . (Purposg of Trip)
' .
L3 R h \ R o i R
T fQ :
’ ¢ . .
- / 4
. s N L]
€
o o .
, . It - o

v

3. TOTAL ESTIMATED AMOUNT OF EXPENSE TO BE INCURRED: ﬁ\ $10.00 .
4. Name of Agency " 5. Index: 6. Date 7. Authenticotion (authorized signature and title)
. : Item - Fund 3 R )
4 Mankato State University J . ‘ . .
¢ o b1001:02-100| .8-15-75 ’ ' ’
Request for reiy\burse’men' of spécial expinses itemized obave is: , . ‘. ) -

8A. D Appraved in an eamount nat to exceed $ '»\

88. (] "Not Appraved. v
‘e
~ ! * <. .
¢t 4 \
. a 2 . : Y
' (Date nf Appropal) S g (Authorized Signature - Department of Administration)
A .
- * .o ’ Admin. 435 (7/65)
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