MINNESOTA STATE UNIVERSITY MOORHEAD

ADMINISTRATIVE AFFAIRS DIVISION

WORK PLAN FOR FY2007
The Division of Administrative Affairs will seek to complete the following:
Development of a list of activities relative to each of the MnSCU Strategic Directions in the areas in which we want continual, improving performance
	Strategic Direction 1.   Increase access and opportunity 

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

	1.1 Raise Minnesota’s participation in post-secondary education by meeting the needs of students with diverse backgrounds and educational goals.
	Continue to assure the diverse composition of student staff.
	Ongoing
	Department Directors

	 
	Continue to employ international students in Physical Plant and IT.  Non-traditional students have been hired in Environmental Health and Safety.
	
	

	 
	Make sure regular or student staff members are scheduled when services are needed--may have some overtime or extra student help costs.
	Ongoing
 
	Department Directors

	
	Yes.
	
	

	


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

	1.2 Maintain an affordable cost of attendance for Minnesota Residents
	Business Office Reconfiguration requested from Initiative funds.
Build one stop service center within Business Office, for students to review financial aid, registration, housing and business office practices.  Develop service areas on campus where students can one stop shop for all available resources of the university.  ("Service Center Approach")
	August 18, 2006
	Business Office (with Records, Financial Aid, Housing)

	 
	Discussion is on-going with Student and Academic Affairs, working on software use for common questions raised by students, some recommendation should be coming by Fall 2007.  Software has been implemented for student use.  Are addressing needs within our division for administrative use.
	During 2006/2007
	Continue Owens Group discussions on this topic, develop plan and test ideas on students during FY2007

	
	
	
	

	 
	Utilize funds, facilities, and human resources effectively and efficiently. 
	Ongoing
	Departments

	 
	We use our budgeted dollars wisely.
	
	

	
	Increased support for Administrative Division Scholarship.
	Ongoing 
	Department Employees

	 
	2--$400 scholarships awarded.
	
	

	
	Continue return of Bookstore profits to students.
	Already in process
	Bookstore  

	 
	Moved to Student Services Division.
	
	

	

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

	1.3   Work with other organizations to prepare young people to graduate from high school and enroll in college ready for success.  
	Participate in the Student Academic Success project this summer and next academic year.
	June 30, 2007
	Administrative Affairs, IT

	 
	Participating
	
	

	
	
	
	

	

	Strategic Direction 2.  Promote and measure high-quality learning programs and services

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

	2.1   Demonstrate high quality in all educational programs.
	Provide Student Technology Fee committee with recommendations, purchase and installation.
	Ongoing
	IT Department

	 
	Ongoing, met expectations.
	
	

	
	Provide quality e-mail service to the University.
	Ongoing
	IT Department

	 
	Issues being addressed this summer.
	
	

	
	Upgrade and maintain reliable network infrastructure for the University.
	Ongoing
	IT Department

	 
	Ongoing with initiative grants for FY07, and another granted for FY08.  $200,000 likely coming from MnSCU IT division.
	
	

	
	Assist with the upgrade of electronic classrooms.
	Ongoing
	IT Department, Physical Plant

	 
	Hagen Renovation well wrapped up, and MacLean Hall remodeling project continues.  
	
	

	
	Design, develop and monitor University web pages consistent with guidelines developed by the 2006 web ad hoc task force.
	Ongoing
	IT Department

	 
	Guidelines have been met, and are in process of updating several departmental web pages.
	
	

	
	Provide quality assistance to students receiving benefits from the Federal and State Departments of Veterans Affairs, in particular work with local agencies to provide transactions services to service personnel returning from combat zones.
	Ongoing
	Veterans Services

	 
	Continues, yes.  Participated in the re-integration program.  Also working on a welcome gathering this summer/fall.
	
	

	    

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

	2.2 Produce graduates who have strong, adaptable and flexible skills. 
	Provide educational experiences to our student help.  
	 Ongoing
	Department Directors

	 
	Ongoing in all areas.  5 special projects with EHS—4 from Nursing and 1 from Technology class requirements.  Physical Plant has had several students working on things like HVAC systems, card access systems, and designing graphic pages for control,  and CAD specifics/internships.
	
	

	    
	Continue to assure the diverse composition of student staff.
	Ongoing

 
	Department Directors

	 
	Yes, involved in this.
	
	

	 
	For student employees – improve training programs for our students, stressing customer service – minimal increase in student help.
	Ongoing

 
	Department Directors

	 
	Improved lab assistants at help desk, customer service skills honed in Parking Office especially.
	
	

	 
	Provide internships and assess their effectiveness to the University.
	June 30, 2007
	Human Resources, Information Technology, Business Office, Physical Plant (Construction Mgmt), Administrative Affairs, & 4th of July Committee Chair

	
	HR had 1, EHS had 3, lack of funding to expand the program.  
	
	

	

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

	2.3 Provide multiple delivery options for learning programs and student services.
	Provide training for on-line access to student accounts and conduct business transactions.  Provide link to student services purchased with specific fees.
	Fall, 2006
	Business Office (with Student Services during)

	 
	Ongoing with Business Office personnel.
	
	Fall, 2006

	
	Enhance communication by working toward use of unified messaging system.
	
	Business Office, IT, Physical Plant

	 
	Not yet accomplished.  We are studying alternatives—reviewing Code Red, Connect Ed, and other software programs through MnSCU, City of Moorhead and MeritCare Hospitals.
	
	

	
	Assist with the upgrade of electronic classrooms.
	Ongoing
	IT Department

	 
	Yes, ongoing.
	
	

	
	Continue to expand on-line service and support options to better serve students.
	Ongoing
	All Departments

	 
	Support for distance education or off-campus classes.
	
	

	

	Strategic Direction 3.  Provide programs and services integral to state and regional economic needs.

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

	3.1 As a major partner in educating Minnesota’s workforce, participate in identifying and meeting regional and statewide economic development priorities.
	Participate in activities of West Central Initiative.
	Ongoing
	Administrative Affairs, IT

	
	No longer participating.
	
	

	

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

	3.2 Support regional vitality by contributing artistic, cultural, and civic assets that attract employees and other residents seeking a high quality of life
	Regular and student employees continue to participate in local and regional events with the Dragon Express show train.  Events include local and regional city parades, holiday parades, children’s events and public school appearances.


	Ongoing
	Physical Plant

	 
	Several events participated in again this fiscal year.
	
	

	
	Facilities continue to collaborate with University of North Dakota, and Facilities Energy Management Services.  Sharing expertise has improved energy management and fire detection systems in all University’s buildings.
	Ongoing
	Physical Plant

	 
	Expanded to include University of Minnesota and Concordia College this year.
	
	

	
	Increase in-kind donations such as computer hardware and software.
	Ongoing
	Department Directors

	
	Commitment from Honeywell for Construction Management program.  Received air handler for room in Hagen.  Dell servers coming in as well.  Possible to receive battery backup system as well.
	
	

	
	Incorporate 2006 and 2007 4th of July theme projects for the community.
	In process

 
	Administrative Affairs and 4th of July Committee

	
	2006 was “Liberty” with inclusion of Liberty Bell construction, and 2007 is “Not Forgotten” with comeback of flag display at Nemzek.
	
	

	
	Create opportunities to provide expertise/products to elementary and secondary educators.
	Ongoing

 
	Bookstore, Physical Plant

	
	Education majors get full 8-hour training for CPR and first aid through EHS office.
	
	

	
	Provide advisory and professional consultation to the community and region.
	Ongoing
	All Departments

	
	Earth Week Planning--EHS, GO Moorhead Advisory Group—IT, National Guard Reintegration Group, Clay County and City of Moorhead for Pandemic planning and use of facilities—EHS.
	
	

	
	Provide services and donations to the Community.
	Ongoing
	All Departments

	
	Student Organizations getting more involved in RiverWeek planning and other environmental organizations.  City beautification projects participation by Grounds Department personnel.
	
	

	
	Develop NW Minnesota regional collaboration of MnSCU institutions.
	 
	Business Office, EHS and IT Departments

	
	Ongoing, continues to be provided.
	
	

	
	Provide construction coordination for Fitness and Wellness Center, MacLean Hall Renovation, Murray Commons Renovation, Kise Commons Renovation, and Bookstore updates. 
	Ongoing
	Administrative Affairs, Business Office, Information Technology, and Physical Plant  

	
	Done, or in process.  Add HEAPR projects such as CA Ceramics Lab, King Hall HVAC and Lab Renovation.  
	
	

	

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

	3.3 Develop each institution’s capacity to be engaged in and add value to its region.
	Provide leadership/motivation with Department of Employee Relations towards regional safety meeting participation.
	Ongoing
	EHS

	
	Continues.  Talking about a full-day statewide conference.
	
	

	
	Staff representation in:  CENTRE, American Legion, Lions Club, Sierra Club, Human Resources Associations, Red River Valley Children’s Advocacy Board, FM Chamber, Fargo Rotary, National and local Veterans organizations, local churches, GoMoorhead Planning, and Heritage Education Commission, National Fire Protection Agency (NFPA); Minnesota Chapter of American Society of Heating, Refrigeration and Air Conditioning Engineers, Inc. (ASHRAE); Minnesota Safety Council; Clay County Safety Council.
	
	All Departments

	
	Add :  Metro-cog involvement over the last few years, Moorhead Public Service, Minnesota Soccer—Moorhead non-profit.
	
	

	 
	Develop/advise a student organization that assists in educating the community/region in environmental sustainability.
	Ongoing
	EHS

	
	Added:  Network for Environmentally Educated Dragons, and SCIC—Sustainable Campus Initiative Committee.
	
	

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

	
	
	
	

	
	Continue to host 4th of July Celebration  for community.
	On going
	Administrative Affairs, Physical Plant, Division employees

	
	Yes, Ongoing.
	
	

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

	
	Yes, doing this.  Donated for the most part.  Election judge duties.  Jury duty.
	
	

	 
	Establish annual Sustainable/Green Campus conference or seminar.
	Ongoing
	Environmental Health and Safety

	
	Became the Tri-College Earth Week event.
	
	

	 
	Support continuance of MAT bus system – NDSU, CC and MSUM and MSCTC.
	Ongoing
	Administrative Affairs, Parking, and President

	
	Yes, ongoing, over 60,000 rides in the past year.
	
	

	 
	Encourage TOCAR participation.
	Ongoing
	All Departments

	
	Yes.
	
	

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

	
	Continued work on this, with consultations and training for departments.
	
	

	
	Share resources with Department of Transportation at Buffalo River State Park.
	Ongoing
	Physical Plant

	
	Include DNR and Alumni Foundation.
	
	

	
	Share resources with Concordia College, North Dakota State University, and MSCTC.
	Ongoing
	Physical Plant, IT, Facilities

	
	Yes, continues.  Example:  New fiber between here and MSCTC, saves MnSCU lease costs.
	
	

	
	Coordinate the regional Veterans Oran History Project and work with local, state, and national veterans organizations on veteran-related projects such as the integration of Iraq service members.
	Ongoing
	IT/Veterans Services

	
	Continues.
	
	

	

	Strategic Direction 4.  Innovate to meet current and future educational needs efficiently

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

	4.1 Build organizational capacity for change to meet future challenges.
	Continue expanding the University Community’s awareness and involvement in Sustainable Campus Initiatives.
	Ongoing
	EHS

	
	Designed and funded new bike racks, and additional 50 trees planted, wind power research, and bicycle for parking enforcement staff.
	
	

	 
	Continue comprehensive training and development programs for staff.
	Ongoing

 
	Department Directors

	
	7 in IT will coordinate or present, Physical Plant has also, EHS continually doing training for staff and students.
	
	

	 
	Facilities continue to improve energy management systems and building environment controls.  By doing so, Facilities supports student learning and Academic departments by providing the best possible physical learning environment.  Further integration of the energy management system with-in the campus buildings will allow Facilities to custom tailor heating and ventilation needs to each department’s requirements.  A fully integrated energy management system also allows Facilities to maximize energy conservation. 


	Ongoing
	Physical Plant

	
	Ongoing; Physical Plant adds to the systems, automation of Regional Science Center using salvaged components, for instance.
	
	

	
	Continual improvements to the University’s fire detection and suppression systems ensure maximum student, faculty and staff safety.
	Ongoing

 
	Physical Plant

	
	Yes, ongoing.  Several buildings will have upgrades this year.
	
	

	
	Upgrade of campus local area network – minimal cost $30,000/year. 
	Ongoing

 
	Information Technology

	
	Received $20,000 from Initiative this year.
	
	

	
	Complete wireless network for campus -- $50,000/year for two years.
	August, 2008

 
	Information Technology

	
	No initiative funding received for FY2007 or 2008.  Did install within Hagen and MacLean renovation projects.
	
	

	 
	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

	
	Ongoing as funding is available.
	
	

	
	Automate Bookstore rebate check run functions.
	May, 2007
	Bookstore, Business Office, IT, with Financial Aid and MnSCU

	
	Moved to Student Affairs Division.
	
	

	
	Automate accounts receivable entry systems.
	May, 2007
	Bookstore, Business Office, IT, with Financial Aid and MnSCU

	
	Still under discussion.
	
	

	

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

	4.2 Reward and support institutions, administrators, faculty and staff for innovations to advance excellence and efficiency.
	Business Office Reconfiguration requested from Initiative funds. Provide one-stop reinstatement area for students cancelled due to non-payment;  Registrar/Cashier side-by-side.
	August 30, 2006
	Business Office, and Records Office

	
	Not Funded.
	
	Remove reception area, build service counter and co-locate records/cashier for the five days following drop/add period each semester.

	 
	Business Office Reconfiguration requested from Initiative funds. Improve post office services to campus.
	July 31, 2006
	Business Office

	
	Not Funded.
	
	Combine USPS, UPS and express service delivery to all campus locations.  Improve office efficiency

	 
	Emphasize development of staff and student employees to allow for growth within the “working world”.
	Ongoing
	Department Directors

	
	Projects, internships and professional presentations to staff and others.
	
	

	 
	Develop better staff and student employee training programs –cost would be staff time.
	June 30, 2007

 
	Human Resources

	
	Provided campus wide staff development programs, and encouraged state conference participation.
	
	

	 
	Continue training funds for staff and student development in Administrative Affairs.   
	Ongoing

 
	Administrative Affairs VP

	
	Not funded.
	
	

	 
	$10,000 funding for University-wide development and education training programs.
	Ongoing

 
	Human Resources

	
	Not funded, but efforts made.
	
	

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

	
	Some increase in base for Building Services area.
	
	

	 
	Information Technology user authentication system in early stages. 
	Ongoing
	Information Technology

	
	Should be ready during fall semester 2007.
	
	

	

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

	4.3 Identify and remove barriers to innovation and responsiveness.
	Identify MnSCU, MSUM and Administrative Division’s barriers to staff continuous improvement.
	June 30, 2007
	All Departments

	
	Not completed—will get started in Summer of 2007—Division and University debriefing to be scheduled shortly.
	
	

	

	

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

	4.4 Hire and develop leaders who will initiate and support innovation throughout the system.
	Hire and Train Financial Reporting Officer.
	June 30, 2007
	Business Office

	
	Accomplished.
	
	Convert existing position to Senior Level accountant and us of system subsidy of $20M/annually for 5 years.

	

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

	4.5 Promote accountability for results through a system of accessible reports to the public and other stakeholders.
	Collaborate planning with city, county & state involving Stormwater Management, Emergency Planning and Preparedness, and Community Right-to Know.
	Ongoing
	EHS, Physical Plant

	
	Yes, done, with considerable advancement—mutual aid agreements with agencies for instance.  Recently engaged in actual exercise which involved city, county, state and crossed borders.
	
	

	
	Continue to make recommendations for improving technology processes and infrastructure.
	Ongoing
	All Departments

	
	Ongoing.
	
	

	
	Develop interim quarterly financial reports similar to audited financial statements; train staff on reporting techniques and database tools.
	February, 2007
	Business Office  

	
	Done.
	
	Train staff on reporting techniques and database tools.

	
	Implement registration cancellation for non-payment; train staff to meet university responsibilities for system procedures implemented Fall 2007.
	August, 2006
	Business Office, with

Records Office

	
	Completed.
	
	Train staff to meet university responsibilities for system procedures implemented Fall 2007.


1

