MINNESOTA STATE UNIVERSITY MOORHEAD

ADMINISTRATIVE AFFAIRS DIVISION

WORK PLAN FOR FY2006

The Division of Administrative Affairs will seek to complete the following:
I. Efficiency benchmarking relative to MnSCU State Universities and MnSCU selected peer institutions
II. Assessment of our performance relative to the Baldridge criteria
III. Development of a list of activities relative to each of the MnSCU Strategic Directions in the areas in which we want continual/improving performance

A. Increase Access and Opportunity
	Activity
	To be Accomplished
	Date to be Accomplished
	Person/Dept. Responsible

	1.  Expand Post-Secondary Participation
	Optimize hours of operation in the Bookstore, Business Office, IT, etc.
	March 20, 2006
	Department Directors

	
	Make sure regular or student staff are working when help is needed  --may have some overtime or extra student help costs.
	March 20, 2005
	Department Directors

	
	Improve composition of student staff to include more non-traditional students – all offices
	March 20, 2006
	Department Directors

	
	Provide an educational experience to our student help  
	March 20, 2005
	Department Directors

	
	Each department should develop an Internship position—internships typically cost more than regular student help
	March 20, 2006
	Department Directors

	
	Expand the University Community’s involvement in Sustainable Campus Initiatives
	March 20, 2006
	Department Directors

	
	
	
	

	2.  Increase participation of under-served students
	Establish internship job descriptions to encourage the older than average and/or diverse populations
	March 20, 2006
	Department Directors

	
	
	
	

	3.  Make learning environments inviting and safe.
	Establish comprehensive training and development programs
	March 20, 2006
	Department Directors

	
	Request for funds to remodel front entrances and office/help desk areas to make more inviting and efficient  use of space and personnel – remodeling costs
	March 20, 2006
	Department Directors

	
	Request funds to create a receiving and setup area for computers – Cost 
	March 20, 2006
	Information Technology

	
	
	
	

	4.  Increase support for higher education
	Internships
	Ongoing
	Department Directors

	
	Increased support for Admin Affrs Scholarship
	Ongoing
	Department Employees

	
	Increase in-kind donations
	Ongoing
	Department Directors

	
	Increase donations of computer hardware for University
	Ongoing
	Information Technology

	
	
	
	

	5.  Maintain Affordability
	Efficient use of funds, facilities, and human resources—See I and II above—Intern position and funding needed
	Ongoing
	Administrative Affairs

	
	Comparison of Administrative operating budgets of other Universities—See I and II above—Intern position and funding needed
	Ongoing
	Administrative Affairs

	
	Comparison of staffing at our University and other state universities (Updated org charts from HR)—See I and II above—intern position and funding needed
	Ongoing
	Administrative Affairs

	
	Continue return of Bookstore profits to students
	Already in process
	Bookstore  

	
	
	
	

	6.  Establish partnerships with elementary and secondary educators to prepare students and teachers
	Rejuvenate MN CEP program to acclimate HS students to the University environment
	March 20, 2006
	Human Resources

	
	2006 4th of July patriotism essay program and contest
	January 1, 2006
	Administrative Affairs and 4th of July Committee

	
	Research opportunities to provide expertise/products to elementary and secondary educators
	March 20, 2006
	Department Directors


B.      Expand High-quality Learning Programs and Services

	Activity
	To be Accomplished
	Date to be Accomplished
	Person/Dept. Responsible

	7.  Develop lifelong learners and engaged citizens
	Expectations of our staff and student employees should be developed, to allow for growth within the “working world”
	Continual
	Department Directors

	
	Develop better staff and student employees training program –cost would be staff time.
	March 20, 2006
	Human Resources

	
	
	
	

	8.  Provide up-to-date education and training for work and careers
	Training Funds for staff and student development in Administrative Affairs – increase by $10,000 per year 
	July 1, 2005
	Administrative Affrs VP

	
	$10,000 funding for University-wide development and education training programs
	July 1, 2005
	Human Resources

	
	Include students in department committee and task force work – minimal increase in student help.
	Sept. 1, 2005
	Department Directors

	
	Current technology
	Ongoing
	Information Technology

	
	Sabbaticals – develop paid professional advancement leaves for non-faculty employees--$100,000 first year
	
	Administrative Affairs

	
	
	
	


	9.  Expand graduate education
	Internships in I and II above available to Graduate students 
	Sept. 1, 2005
	Administrative Affairs Division

	
	
	
	

	10.  Offer electronic learning options
	Upgrade of campus local area network – estimated cost $30,000/year 
	July 1, 2006
	Information Technology

	
	Compete wireless network for campus -- $50,000/year for three years
	July 1, 2006
	Information Technology

	
	Install projection equipment and supplies, electrical, network cabling – cost depends upon room to be equipped for electronic classrooms
	Ongoing
	Information Technology,  Physical Plant, and Instructional Media

	
	Collaborative on-line registration and textbook orders
	
	MnSCU, MSUM Records, IT Department and Bookstore

	
	
	
	

	11.  Meet the full range of student learning needs
	Student employees – Improve training programs for our students – minimal increase in student help
	March 20, 2006
	Department Directors

	
	Student employment to stress customer service, working with the public at their ugliest times
	Ongoing
	

	
	
	
	


C.      Strengthen Community Development and Economic Vitality

	Activity
	To be Accomplished
	Date to be Accomplished
	Person/Dept Responsible

	12.  Contribute to vital communities
	Advisory and professional consultation to the community and region
	Ongoing
	All Departments

	
	4th of July Event upgrade with 90’ flag pole and landscaped area for community and university events--$14,000
	July 1, 2005
	Physical Plant,

Administrative Affairs

	
	Services and donations to the Community
	Ongoing
	All Departments

	
	
	
	

	13.  Support state and local economic development initiatives
	Student employee-to-working-world initiative for student employees
	Ongoing
	All Departments

	
	Provide internships
	Ongoing
	Human Resources, Information Technology, Business Office, Physical Plant (Construction Mgmt), Administrative Affairs, & 4th of July Committee Chair

	
	Continue to participate in State workforce development programs
	Ongoing
	Human Resources

	
	
	
	

	14.  Establish state and regional collaborations
	Regional Safety Committee
	November 1, 2005
	Environmental Health and Safety

	
	Develop NW Minnesota regional collaboration of MnSCU institutions--$5,000/year in travel costs
	November 1, 2005
	Administrative Affairs for All Departments


	
	Provide space and consultation for regional internet access equipment and service
	Ongoing
	Information Technology

	
	Encourage staff service on local regional advisory committee work – cost would be overtime or release time for staff
	Ongoing
	All Departments

	
	Sustainable Campus committees to be established at other campuses, establish annual Sustainable/Green Campus conferences or seminars
	Ongoing
	Environmental Health and Safety

	
	
	
	

	15.  Work collaboratively with other higher education providers
	Provide space and consultation for regional internet access equipment and service
	Ongoing
	Information Technology

	
	MAT bus system – NDSU, CC and MSUM and MSCTC
	Ongoing
	Administrative Affairs, Parking, and President

	
	TOCAR participation
	
	All Departments

	
	Higher Education Center – staff time costs 
	Ongoing
	Information Technology, Physical Plant, and Administrative Affairs

	
	Fitness and Wellness Center – staff time costs 
	Ongoing
	Information Technology, Physical Plant, and Administrative Affairs

	
	Seamless enrollment system – work with TCU and MSCTC on project – no additional costs
	Ongoing
	Information Technology, Records Office, Academic Affairs

	
	Enhance accounting system codes to incorporate needs in all areas
	Ongoing
	Bookstore, Business Office

	
	
	
	


D.     Fully Integrate the System
	Activity
	To be Accomplished
	Date to be Accomplished
	Person/Dept Responsible

	16.  Recruit and invest in excellent faculty, staff and administrators
	Training for current employees
	Ongoing
	All Departments

	
	Recruitment plan for division 

(Note:  Strategic Plan)
	March 20, 2006
	All Departments

	
	
	
	

	17.  Develop integrated plans
	Higher Education Center – staff time cost
	Ongoing
	Physical Plant, 
Admin Affairs, Information Technology

	
	Bookstore accounts receivable data entry
	Ongoing
	Bookstore, 
Information Technology

	
	Information Technology user authentication system in early stages, but costs may reach $20,000
	Ongoing
	Information Technology

	
	Book-ordering on-line with MnSCU registration – develop prototype plan for MnSCU software development – staff time cost
	Ongoing
	Bookstore, 
Information Technology

	
	Enhance accounting system codes to incorporate needs in all areas
	Ongoing
	Bookstore, Business Office

	
	Training Education Development Program
	Ongoing
	Human Resources

	
	
	
	

	18.  Serve as good stewards of capital assets
	Cost effective methods to be used
	Ongoing
	Physical Plant, 
Admin Affairs,
Information Technology

	
	Encourage adequate funding for appropriate maintenance of facilities and infrastructure
	Ongoing
	Administrative Affairs,
Physical Plant,

President


	19.  Improve transfer process
	Seamless MnSCU records, electronic transferring of coursework among institutions
	Ongoing
	Information Technology,

Records

	
	
	
	

	
	Initiate program to allow notice of outstanding bills from other campuses when a transfer occurs.
	Ongoing
	Business Office

	
	
	
	

	20.  Align the system’s technology infrastructure
	Continue to make recommendations for improving technology processes and infrastructure
	Ongoing
	All Departments

	
	
	
	

	
	
	
	

	21.  Strengthen financial systems and processes
	Continue to make recommendations for improving technology processes and infrastructure
	Ongoing
	All Departments


IV.     Based upon the above, we will prepare a 5-year Strategic Plan for the Administrative Affairs Division.
