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Plaster Student Union
At Missouri State University




Our Mission


The Plaster Student Union builds community on the Missouri State University campus and provides opportunities for student growth and development.



Public Affairs Mission 
On June 15, 1995, Missouri Governor Mel Carnahan signed into law Senate Bill 340 which gave Missouri State University a statewide mission in Public Affairs. This mission defines a primary way in which a Missouri State education is different from that of other universities and one way by which we educate our students to imagine the future. 
The three broad themes of the public affairs mission can be articulated as:
Ethical Leadership
              
      Goal: Students will articulate their value systems, act ethically within the context of a democratic society, and demonstrate engaged and principled leadership.
 
Cultural Competence
 
      Goal: Students will recognize and respect multiple perspectives and cultures.
 
Community Engagement
 
      Goal: Students will recognize the importance of contributing their knowledge and experiences to their own community and the broader society.
 
      Goal: Students will recognize the importance of scientific principles in the generation of sound public policy


[bookmark: theme]Evolving Economic Realities: Public Affairs Theme for 2009 – 2010 
Nominations and Applications are solicited for the Provost Fellow for Public Affairs 
The Office of the Provost is pleased to announce that the Public Affairs theme for the 2009 – 2010 academic year will be Evolving Economic Realities.[image: Public Affairs Statue]

In light of recent global and domestic economic developments, it seems appropriate that the University community should spend time considering the nature of these changes as well as their numerous impacts. 
The theme selection committee envisions a wide variety of subtopics that might be included under this overriding topic. These include, but are not limited to: 1) the causes of the recent economic turmoil and the prospects for the future; 2) the impact of these developments on social equity, funding for the arts; charitable causes, student lives, etc.; 3) the role that leadership has played in creating and will need to play in solving these economic realities; and 4) the impact these trends will have on attempts to create green economies.

As is the case this year with the Sustainability theme, the intent will be to incorporate this new theme into as many campus activities and programs as possible. This effort will culminate in the 2010 Public Affairs Conference.
Source: website of the Missouri State University Office of the Provost, and from Provost Communiqué, 12/4/08




The Most Important Words in Customer Service

The 10 most important words: “I apologize for our mistake. Let me make it right.”
When something goes wrong, most people just want to be heard and acknowledged. So listen, apologize, and then ask what you can do to make it right.

The 9 most important words: “Thank you for your business. Please come back again.”
Repeat customers cost less than new customers and are often more loyal.

The 8 most important words: “I’m not sure, but I will find out.”
It’s ok if you don’t know the answer; it’s not ok to make the customer keep searching for it. That’s your job.

The 7 most important words: “What else can I do for you?”
Be prepared to go the extra mile, there is less competition there. 

The 6 most important words: “What is most convenient for you?”
Your customers will be pleasantly surprised when you ask what’s convenient for them.

The 5 most important words: “How may I serve you?”
This question reinforces your role in the relationship. Play that role the best you can. 

The 4 most important words: “How did we do?”
Feedback is critical. Your customers have a unique perspective and they appreciate being asked.

The 3 most important words: “Glad you’re here!”
Customers who feel welcome spend more time, more money, and are more likely to return.

The 2 most important words: “Thank you.”
Basic manners…but how often do you get thanked when you’re the customer?

The MOST important word: “Yes.”
Become a yes person.




Skills Most Sought After by Employers

Communications Skills (listening, verbal, written). By far, the one skill mentioned most often by employers is the ability to listen, write, and speak effectively. Successful communication is critical in business. Sample bullet point describing this skill: 
· Exceptional listener and communicator who effectively conveys information verbally and in writing. 

Analytical/Research Skills. Deals with your ability to assess a situation, seek multiple perspectives, gather more information if necessary, and identify key issues that need to be addressed. Sample bullet point describing this skill: 
· Highly analytical thinking with demonstrated talent for identifying, scrutinizing, improving, and streamlining complex work processes. 

Computer/Technical Literacy. Almost all jobs now require some basic understanding of computer hardware and software, especially word processing, spreadsheets, and email. 
Sample bullet point describing this skill: 
· Computer-literate performer with extensive software proficiency covering wide variety of applications. 

Flexibility/Adaptability/Managing Multiple Priorities. Deals with your ability to manage multiple assignments and tasks, set priorities, and adapt to changing conditions and work assignments. 
Sample bullet point describing this skill: 
· Flexible team player who thrives in environments requiring ability to effectively prioritize and juggle multiple concurrent projects. 

Interpersonal Abilities. The ability to relate to your co-workers, inspire others to participate, and mitigate conflict with co-workers is essential given the amount of time spent at work each day. Sample bullet point describing this skill: 
· Proven relationship-builder with unsurpassed interpersonal skills. 

Leadership/Management Skills. While there is some debate about whether leadership is something people are born with, these skills deal with your ability to take charge and manage your co-workers. Sample bullet point describing this skill: 
· Goal-driven leader who maintains a productive climate and confidently motivates, mobilizes, and coaches employees to meet high performance standards. 

Multicultural Sensitivity/Awareness. There is possibly no bigger issue in the workplace than diversity, and job-seekers must demonstrate a sensitivity and awareness to other people and cultures. Sample bullet point describing this skill: 
· Personable professional whose strengths include cultural sensitivity and an ability to build rapport with a diverse workforce in multicultural settings. 

Planning/Organizing. Deals with your ability to design, plan, organize, and implement projects and tasks within an allotted timeframe. Also involves goal-setting. Sample bullet point describing this skill: 
· Results-driven achiever with exemplary planning and organizational skills, along with a high degree of detail orientation. 

Problem-Solving/Reasoning/Creativity. Involves the ability to find solutions to problems using your creativity, reasoning, and past experiences along with the available information and resources. 
Sample bullet point describing this skill: 
· Innovative problem-solver who can generate workable solutions and resolve complaints. 

Teamwork. Because so many jobs involve working in one or more work-groups, you must have the ability to work with others in a professional manner while attempting to achieve a common goal. 
Sample bullet point describing this skill: 
· Resourceful team player who excels at building trusting relationships with customers and colleagues. 
Personal Values Employers Seek in Employees

Honesty/Integrity/Morality. Employers probably respect personal integrity more than any other value, especially in light of the many recent corporate scandals. Sample bullet point describing this skill: 
· Seasoned professional whose honesty and integrity provide for effective leadership and optimal business relationships. 

Adaptability/Flexibility. Deals with openness to new ideas and concepts, to working independently or as part of a team, and to carrying out multiple tasks or projects. Sample bullet point describing this skill: 
· Highly adaptable, mobile, positive, resilient, patient risk-taker who is open to new ideas. 

Dedication/Hard-Working/Work Ethic/Tenacity. Employers seek job-seekers who love what they do and will keep at it until they solve the problem and get the job done. Sample bullet point describing this skill: 
· Productive worker with solid work ethic who exerts optimal effort in successfully completing tasks. 

Dependability/Reliability/Responsibility. There's no question that all employers desire employees who will arrive to work every day - on time - and ready to work, and who will take responsibility for their actions. Sample bullet point describing this skill: 
· Dependable, responsible contributor with committed to excellence and success. 

Loyalty. Employers want employees who will have a strong devotion to the company -- even at times when the company is not necessarily loyal to its employees. Sample bullet point describing this skill: 
· Loyal and dedicated manager with an excellent work record. 

Positive Attitude/Motivation/Energy/Passion. The job-seekers who get hired and the employees who get promoted are the ones with drive and passion -- and who demonstrate this enthusiasm through their words and actions.   Sample bullet point describing this skill: 
· Energetic performer consistently cited for unbridled passion for work, sunny disposition, and upbeat, positive attitude. 

Professionalism. Deals with acting in a responsible and fair manner in all your personal and work activities, which is seen as a sign of maturity and self-confidence; avoid being petty. 
Sample bullet point describing this skill: 
· Conscientious go-getter who is highly organized, dedicated, and committed to professionalism. 

Self-Confidence. Look at it this way: if you don't believe in yourself, in your unique mix of skills, education, and abilities, why should a prospective employer? Be confident in yourself and what you can offer employers. Sample bullet point describing this skill: 
· Confident, hard-working employee who is committed to achieving excellence. 

Self-Motivated/Ability to Work with Little or No Supervision. While teamwork is always mentioned as an important skill, so is the ability to work independently, with minimal supervision. 
Sample bullet point describing this skill: 
· Highly motivated self-starter who takes initiative with minimal supervision. 

Willingness to Learn. No matter what your age, no matter how much experience you have, you should always be willing to learn a new skill or technique. Jobs are constantly changing and evolving, and you must show an openness to grow and learn with that change. Sample bullet point describing this skill: 
· Enthusiastic, knowledge-hungry learner, eager to meet challenges and quickly assimilate new concepts. 
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Plaster Student Union
Student Staff Evaluation

Student Name:  ___________________________________________

Title: ____________________________________________________

Rating Scale
	n/a =
	Not Applicable
	3 =
	Average

	1 =
	Needs Significant Improvement
	4 =
	Above Average (Better than Most)

	2 =
	Below Average/Needs Improvement
	5 =
	Superior (One of the Best)



	Area
	Score

	Appearance: Is dressed appropriately for job position. Staff shirt and nametag are worn as required.  Clothing is clean and neat.
	
n/a	1	2	3	4	5

	Enthusiasm: Displays a positive attitude and shows a desire to do his/her best. 
	
n/a	1	2	3	4	5


	Attendance: Knows schedule. Reports to work at the scheduled time. Follows correct procedure when unable to work.  Gives sufficient advance notice of time off requests. 
	
n/a	1	2	3	4	5

	Dependability: Finishes projects as assigned. Can be counted on to do what he/she promises to do.  Thinks ahead and plans for contingencies.
	
n/a	1	2	3	4	5

	Decisiveness: Able to work alone and make correct decisions without supervision.  Knows when to ask for help.
	
n/a	1	2	3	4	5

	Customer Service: Understands and provides quality customer service.  Gives correct information. Displays compassion and courtesy in all interactions.
	
n/a	1	2	3	4	5


	Professionalism: Handles work situations with maturity, diplomacy, tact and self control. 
	
n/a	1	2	3	4	5


	Communication: Written and verbal communication is clear and appropriate.
	
n/a	1	2	3	4	5


	Efficiency: Makes proper use of time on the job. Pays attention to details and completes tasks promptly. 
	
n/a	1	2	3	4	5

	Knowledge: Familiar with job duties, work area, operations and facilities.  Makes effort to learn new skills and apply new information.
	
n/a	1	2	3	4	5

	Job Specific: 



	n/a	1	2	3	4	5


	
OVERALL
	
n/a	1	2	3	4	5






Strengths:  ____________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

Areas to Work On: ______________________________________________________

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

Comments or Suggestions: _______________________________________________

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________


Supervisor’s Signature: __________________________________   Date: __________



Staff Member’s Comments: _______________________________________________

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________


Staff Member’s Signature*________________________________	Date: ___________



*The staff person being evaluated indicates by signing that the form has been reviewed with his/her supervisor.  A signature does not necessarily indicate agreement with the evaluation.




Missouri State University
Plaster Student Union
Disciplinary Notice
First Written Warning
Date:______________________                                                          

Name issued to:_________________________________________________________
                                                                                                                      
Position of person:_______________________________________________________                                                                                                                 

Reason for Warning:_____________________________________________________

______________________________________________________________________                                                                                                              

______________________________________________________________________

 _____________________________________________________________________                                                                                                                                                   

______________________________________________________________________


It is of utmost importance that employees understand and follow all policies and procedures, and act in a professional manner.  Please make sure to meet with your supervisor or a professional staff member to discuss any questions or concerns regarding the specific behavior indicated in the situation.  An employee may be dismissed following three (3) written warnings, or for a single behavioral instance involving theft, falsifying information, or arriving to work under the influence or in possession of intoxicants.

Immediate Supervisor:                                                                                         _____                                                                                                   

Professional Staff Member:                                                                                         __

Employee Acknowledgement:                                                                                       _                                                                                                                                                                                 



Emergency Procedures 


This handout is designed to give PSU employees a basic knowledge of what to do in an emergency.  In any emergency situation, your first priority is to protect your own safety.  



Important numbers to know: 
Springfield Police – 911 
Missouri State Safety Dispatch – 6-5509	
Power House -Facility Emergencies (evenings) -  6-5133



Fire/Building Evacuation

If the fire alarm system is activated, an automated voice announcement will sound through the PA system and the wall strobe light units will begin to flash.  The elevators in the building will stop at the nearest floor, their doors will open, and then the elevators will remain at that location until the system is reset.  You should proceed to the nearest fire stair exit and leave the building. 

In the event that the PSU is evacuated due to fire or any other reason, your meeting space is:

· North Mall  (North) – Administrative Office, Conference Services, Dean of Students Office, Information Desk, Judicial Programs, Sodexho Offices, Custodial Services and Maintenance and all Vendors located on 2nd floor
· Corral (South) - Citizenship & Service Learning, Campus Recreation, Disability Services, Level 1 Game Center, Multicultural Resource Center, Student Activities, Student Government Association and the Zip Card Office
· McDonald Arena  (SouthWest) – If a building evacuation occurs during extreme weather conditions, all employees will first gather at initial meeting places and then, upon word from the Emergency Control Committee, will move to the McDonald Arena as a group


· As you exit the building, remain calm and advise guests to exit the building.
· You do not need to argue or insist that others exit – remember that your first priority is to get yourself to safety.
· At your safe meeting space, employees will be accounted for and further instruction will be given.
· When the emergency situation is resolved, an all-clear will be announced over the PSU radios and staff in each evacuation location will announce that it is safe to return to the building.		



Tornadoes/Severe Thunderstorms

· If a severe weather/tornado warning is announced,  outdoor sirens will sound, weather radios will sound an alert, a warning will be made from Public Safety through the University radios, and the Information Desk Attendant will make an informational announcement through the PA system.   You should move away from windows and evacuate via fire stairs to the Level 1 Game Center or secondary safe locations on the first floor including NW fire-stair landing, NE fire-stair landing, Elevator lobby, Craft Center, Restrooms.
· For customer and guest safety, advise them to seek shelter with you. You do not need to argue or insist that others take shelter – remember that your first priority is to get yourself to safety.
· Remain calm and await any instruction from PSU Staff or Emergency Personnel.
· Televisions, weather radio, and regular radio in Level 1 will be used to keep everyone informed of developments.
· When the emergency situation is resolved, an all-clear will be announced over the PSU radios and staff in each evacuation location will announce that it is safe to return to rest of the building.		


Medical Emergency

· Remain calm and keep the victim calm.
· Notify the proper authorities of the injury/problem.  If the injury is life threatening, call 911 first.
· When calling 911, give the following information:
· Nature of medical emergency
· Location of emergency (address, building, room number/area)
· Your name and phone number from where you are calling
· Apply first aid or if you are not trained, contact someone who is (all Building Managers are trained as well as many full time employees).  Only those who are trained may use the Automated External Defibrillator (AED) which is located in the North east lounge across from the Information desk.
· Fill out an accident incident report with as much detail as you can.


Armed Robbery

· Remain calm, follow the robber’s orders, do not make any sudden movements, and give the robber what he/she wants.
· After the robber leaves, immediately call the police (911) and the Asst. Director Facilities Operations (6-4218)/ if evening - Building Manager on shift (by radio or 6-5653).
· If possible, note the robber’s characteristics (height, weight, eye color, hair color, etc.), and the direction which the robber exited.

Bomb Threat

· Remain calm and ask questions such as: When is the bomb going to explode?  Where is it right now?  What does it look like?  What kind of bomb is it?  What will cause it to explode?  Did you place the bomb and why?
· Make note of the caller’s voice (gender, accent, slow, raspy, etc.) and any background noises (cars, animals, music, other voices, etc.) as well as the time and length of the call.
· After hanging up, immediately call the police (911) and the Asst. Director Facilities & Operations  (6-4218)/ if evening - Building Manager on shift ( by radio or 6-5653).
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General Timeline for Student Employee Schedules
1. Student employees enter availability for the semester as soon as class schedules are set. It is the responsibility of the student employee to keep his/her availability correct and current. 
2. Up to 2 weeks before a specific work day, Student employees may request time off through the When to Work “Request Time Off” function.
3. Managers/Supervisors approve time off requests as they are submitted.  
4. Weekly on Monday & Tuesday: Managers/Supervisors in each area set up schedules for the following week (Monday – Sunday).
5. An error check is run on Wednesday morning and corrections are made.
6. On Wednesday afternoon the schedule is published for the following week 
7. When to Work generates an email to all scheduled students indicating their shifts for the week.
8. Student employees click the link within the email to notify When to Work that they have seen their schedule.
9. If Managers/Supervisors must make a change to a published schedule, an update is sent to affected employees.  Every effort is made to limit changes.
10. Employees needing to change a shift on a published schedule will do so through the trade board. 

Requesting Time Off
1. Log in to When to Work 2 weeks or more before the date you want off.
2. Click on the button “Request Time Off (Full or Partial Day)”
3. Choose Full Day(s) Off or A Partial Day or Repeating Days Off
4. Choose the first day of your time off request by clicking that date on the calendar
5. For full days off, indicate the number of days in a row you are requesting
6. For partial day off, fill in the hours you need to block.  Please include all hours that you will not be available to work on that date.
7. For repeating days off, indicate how many additional weeks you need that day/time off.  For example, if you have a Tuesday night meeting across town from 7-9pm for 3 weeks, you would block 6-10pm on Tuesday and enter 2 in the number of weeks. 
8. Type the reason for your request in the comments line.  Examples might be: “Friend’s Wedding”, “Big Project due”, “Family Event”, “Canoe Trip”, “Competition in St. Louis”, etc).
9. Click on the “Request Time Off” button
10. Your request will be reviewed by your supervisor and approved or denied – with comments. You will receive an email message from When To Work informing you of the status of your request.
[image: ]
Steps to setting up your work preferences
Setting up your regular weekly preferences 
1. Follow the instructions on the email from When to Work to log in to your account.
2. Click on the button “Choose Times I Prefer to Work”
[image: c:\documents and settings\jah1983\my documents\snagit\setting time preferences 1.png]

3. Click the button that says “Repeating Weekly Preferences” (lower center part of the screen). 
[image: c:\documents and settings\jah1983\my documents\snagit\repeating preferences step 1.png]

4. Click the red “Cannot Work” button to set up your class schedule and any other standing commitments that are the same every week. Use the paint roller to paint those times you CANNOT work red.  Be careful – make sure that you are painting the correct days & times. If there are times you prefer to work, click on the “Prefer Working” button to paint those hours green.  If there are times you are able to work, but prefer not to, paint those hours pink with the “Dislike Working” paint roller. You do not NEED to fill in all blocks.  Anything left white is neutral. IMPORTANT: be sure to click on Save Changes in the upper right hand corner when you finish setting up your schedule. 
[image: c:\documents and settings\jah1983\my documents\snagit\repeating preferences step 2.png]
Setting future weekly preferences
(use to set up your new availability for an upcoming semester)

1. Log in to When to Work
2. Click on the button “Choose Times I Prefer to Work”
3. Click the button that says “Repeating Weekly Preferences” (lower center part of the screen).
[image: c:\documents and settings\jah1983\my documents\snagit\future preferences 1.png]

4. Click the button that says “Set FUTURE Weekly Preferences.”
5. You are taken to a new grid.  IMPORTANT: Fill in the box in the upper left corner of the grid with the date that these preferences should begin.
6. Click the red “Cannot Work” button to set up your class schedule and any other standing commitments that are the same every week. Use the paint roller to paint those times you CANNOT work red.  Be careful – make sure that you are painting the correct days & times.
7. If there are times you prefer to work, click on the “Prefer Working” button to paint those hours green. If there are times you are able to work, but prefer not to, paint those hours pink with the “Dislike Working” paint roller. You do not NEED to fill in all blocks.  Anything left white is neutral.
8. IMPORTANT: be sure to click on Save Changes in the upper right hand corner when you finish setting up your schedule. 
[image: c:\documents and settings\jah1983\my documents\snagit\future preferences 2.png]
Setting specific date preferences (to be used for specific instances ONLY if requested by your supervisor.  Some areas may use this option for finals week or University breaks. DO NOT use this option to indicate time off for special events, etc.)
If you know of a commitment that you already have for a single future date, you can block the date here.
1. Log in to When to Work
2. Click on the button “Choose Times I Prefer to Work”
3. Click on “Set specific date preferences” and paint the date(s) red.
4. Remember to click “Save Changes” before you exit.


Using the Time Reporting System


Effective December 1, 2008, Student Employees at Missouri State University began using web time entry on the new Banner system.  Although the system is not difficult to use, it is important that you use the system correctly so that your paychecks are correct.


Important General Notes

· Your departmental sign in process should be followed.  It is critical that you sign in each time you work and record your time accurately. Campus Recreation will use zip card sign in. 

· Access to Banner Time Reporting is available from any computer with access to the Internet – and you won’t need to learn a new ID and password for this system.

· You will enter your time on the web entry system at least weekly, and you will be responsible for submitting your time according to the listed deadlines. If you do not initiate your time sheet and enter your time, your supervisor will not be able to approve your time, and your paycheck will not be correct. 

· When you are logged on to the Banner system, you have access to your personal information, so security is VERY important!  You should not share your password with anyone. It is also important to log off of the system when you have finished entering or submitting your time sheet.  You should close the browser when you are done if you are using a public computer.

Web Time Entry Required Steps:

1. Initiate your Time Sheet at start of the pay period.
2. Enter your time worked for the pay period, recording hours at least weekly, AFTER they have been worked.


3. Submit your Time Sheet to your Approver after completing your last shift of the pay period on or before the submission deadline.


4. Make changes to your time sheet if requested to do so by your approver



Recording your work time on the Banner Time Reporting system

1. Using a web browser such as Internet Explorer or Mozilla Firefox, log into the employee portal at http://my.missouristate.edu using your PrivateID and password. This is the same user name and password you use to access your email. There is also a link to this portal on the Current Students webpage. 


[image: \\malibu.missouristate.edu\backup\sg21\Work\screenshot2.png]
2. Click on the Personal Info tab. 



3. [image: \\malibu.missouristate.edu\backup\sg21\Work\screenshot2.png]In the Time Reporting channel, select the appropriate Pay Period for the position for which you wish to record your hours. If you do not see the position and/or pay period you are looking for, click More.  






4. Click the Enter Hours link for the appropriate day.
[image: \\malibu.missouristate.edu\backup\sg21\Work\screenshot5-2.png]




5. Enter your hours to the nearest quarter hour in the Hours box.  Use decimal equivalents for time (.25 = 15 minutes/ .50 = 30 minutes/ .75 = 45 minutes).  Click Save.  
  [image: \\malibu.missouristate.edu\backup\sg21\Work\screenshot6-2.png]

6. Repeat for each shift that you have completed which has not yet been reported.  When you have entered all completed shifts, you should exit the system. DO NOT click on “Submit for Approval” until after your last shift at the end of the pay period.

7. Enter Comments as needed. The comments area is used to detail any information about the Time Sheet. Any comments entered will be seen only by your Approver.

8. On the last day of a pay period, when you have finished entering ALL your hours for the entire pay period click on “Submit for Approval.” Once you have submitted your hours for approval, you cannot make any changes.

9. Verify that the Time Sheet has been submitted by reviewing the bottom of the screen. The Submitted for Approval By field should display the date on which you submitted your Time Sheet. 

Dates to Know

[image: ]2010 STUDENT PAYROLL SCHEDULE
Fall Training

· Wednesday, August 18, 2010 – PSU All Student Staff Training, Time TBD
· Thursday, August 19, 2010 – Departmental (job specific) training, Times will be announced by individual departments

Opening Weekend & Welcome Week

· Most PSU student employees should expect to work during the weekend before classes begin and extra hours during the first two weeks of school when our department hosts many events.


Additional Required Training

Required online Equity and Diversity Training is available at
http://www.missouristate.edu/human/training/equity.htm 

You must complete 3 online sessions:
1. Preventing Sexual Harassment
2. Preventing Employment Discrimination
3. In Their Shoes – Disability Awareness

When you have completed each training, there is a quiz.  After you successfully complete the quiz, you will be able to print a certificate of completion.  Give the printed copies of your completion certificates to your supervisor.  All three training sessions must be completed within 30 days of beginning work. You may complete this training while on the clock, but please confirm with your supervisor when the best time is to do this so that you can ensure completion of your regular duties, office coverage, etc.



Additional Online Resources for being in the know:

PSU Website:  www.missouristate.edu/union
Events list: http://events.missouristate.edu/ 
Top 20 Information Desk Questions: http://www.missouristate.edu/information/questions.htm 
Lost & Found Information & online form: http://www.missouristate.edu/information/lostfound.htm 
Union Vendor Hours: http://www.missouristate.edu/information/unionvendors.htm 
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Start Date ‘submit By Date
1| wea-12/26/08 Thu=12/31/08 Tue~01/05/10 Fri~01/15/10
2 [n- ooy Fri-01/15/10 Wea-01/20/10 Fri=01/25/10
3 [se-oyiso Sun=0/31/10 Tue=02/02/10 Fri~02/12/10
3 [ Meon- 020110 Von—o02/15/10 Wed-02/17/10 Fri=02/26/10
5 [Tue-og/m0 Sun=02/28/10 Tue=03/02/10 Mon~02/15/10
& [ Mon- oz/0u/10 Von=03/15/10 Wed-03/17/10 Wed=03/31/10
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T [t-12sno Fri-12/31/10 Toe=o0/08/11 Fri-01/14/11

PLEASE NOTE: Time Sheets not Submitted and Approved by deadline may resultin delay of pay.
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