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I Introduction

The Computer and Information Sciences Department is involved in a project to support the administrative functions of the department online.  This document is an analysis of the administrative procedures of the department in preparation for the database development project.  The process analysis involves interviewing administrative and computing staff as well as faculty to determine the steps in each process as well as the inputs and outputs.  The faculty and staff will then have the opportunity to review these processes and provide input on functionality and priority.

Organization of the Document

Section 2 of this document describes the primary administrative processes of the department.  These include: The Undergraduate Student Process, The Graduate Student Process, The Faculty Instructional Process, The Faculty Research Process, The Account Management Process, The Student Employee Process and The General Administrative Processes.  Other may be defined in the future.  Each process is described according to the documentation standards defined above.  

Budgeting is a major portion of the administrative activity in the department. However, ARMS is set to introduce their General Ledger component in the Summer of 2000. Also, much of the information required for budgeting will be collected as elements of other components. The FO agrees that budgeting should be a later component of the system.

Many different individuals peRAArm different steps in each process.  Section 3 identifies briefly the functional elements that individuals provide for each process.  Individuals include the administrative staff, the computing facility and the faculty.  The administrative staff are defined functionally. Within the document they are referred to by the initials, i.e. FO, UGA, TAC etc.  Currently these roles are filled by:

Fiscal Officer (FO) Sandy Hill

Departmental Administrative Aide (DAA) Marty Marlatt

Graduate Student Coordinator (GSC) Elizabeth O’Neill

Undergraduate Advisor (UGA) Peg Steele

Teaching Assistant Coordinator (TAC) 

HR Specialist (HRS) Catrena Collins

Departmental Receptionist (DR) Kim Jackson

Departmental Public Relations (DPR) Tamera Cramer 

Research Administrative Aide (RAA) Quincy Howard

Departmental Assistant (DA) Tom Fletcher

Section 4 contains the forms and data sets that have been collected. Many of these forms were collected in hardcopy.  As a result, the form identifier is written in black marker in the upper right hand corner of each form.  The forms are clustered and identified by the major process involved

Existing Support Systems

The administrative staff currently have several support mechanisms used to support these procedures. In many cases these are ad hoc mechanisms such as Excel spreadsheets, ascii files or Access Database applications. We have tried to collect information about these mechanisms as the analysis has progressed.  Two systems are in general use.

The first is the Access Database application developed by  current and former staff members. This database contains many useful pieces of information. A layout of this database has been provided to this analysis as well as a number of input and output forms.

The second is the recently created SOS alias.  This is a mail alias which directs mail to all of the administrative staff.  Several administrative procedures now indicate to send mail to this mail alias. It ensures that the proper person gets the request and also notifies other staff members that the request has been made. Staff also use this alias to inform each other of various activities.

Periodic Reviews

This document is intended as a living document.  Processes and procedures change over time, both within the department and with the other entities with which we must operate.  As a result it is expected that this document would be periodically reviewed by staff and faculty to identify changes either required or desired.

II Administrative Processes

Undergraduate Students

Undergraduate students in the CIS department include both CIS majors and pre-majors.  The undergraduate advisor (UGA) peRAArms the primary administrative role, particularly for pre-majors.  Students are assigned a faculty advisor when they have been accepted as CIS majors.  

1. Student expresses an interest in the CIS program

2. UGA provides an information packet and enrollment form [?]

3. Student returns Pre-Major enrollment form May require a college transfer [Form]

· UGA maintains a spreadsheet of pre-majors [?]

· Pre-major report to the College of Engineering [Report]

· Pre-major report to the chair [Report – same as CoE]

4. Student applies for the major (CIS Major Application Form)

5. UGA Verifies Transcripts (Transcripts)

· UGA currently has an Excel Spreadsheet tracking each Major [?]

6. Reviewed by UG Studies Chair

7. Accepted –

· Student Notification (Acceptance Letter)

· College of Engineering Report (Majors Report)

· Department Chair (Majors Report)

· Computing Staff – New Account Information [Name SSN ?]

· Faculty Advisor Assigned

Rejected -

· Student Notification (Rejection Letter)

8. Faculty approves a field of study

9. Scholarship application [Form]

· Reviewed by UGA and Undergraduate Studies Chair

10. Periodic review of progress (UGA)

· Maintaining minimum GPA – UGA (Transcripts)

· Student – probation notification

· Chair and College reports

· UGA Tracks this in the spreadsheet [?]

· Left the program – UGA (Registrar’s information) [Desired Function]

· Computing Facility –  Remove Student Account

· Chair and College reports

11. Periodic Reports Received

· Registrar’s 15th day enrollment report

· This is for majors and identifies ENG or ASC. Peg would like to be able to track pre-majors (i.e. UVC) as well as gender and ethnicity. [Desired Function]

· A report of students by course from the computing facility staff

· A report of students by major from the Registrar

12. Periodic Reports Requested

· Number of students enrolled in pre-major and major

· Number/percentage of students graduating

· Majors/Pre-majors by gender or ethnicity (also by advisor)

· ABET Survey results – UGA would like to collect and store these on line [Desired Function]

13. Student Submits Application to Graduate [Information and Forms]

14. Application Reviewed by faculty and UGA

15. Transcript report from the Registrar’s office (Transcripts)

16. Signed forms from faculty to UGA

17. Information sent to CoE for further audit

18. Student notification

· Graduation Notification sent to the registrar’s office [?]

· Notification sent to the College [?]

· Notification sent to the Chair [?]

· Student information included in the alumni database

· Computing staff notified [Desired Function]

· NOTE: UGA would like to be able to track graduates by gender and ethnicity also

Miscellaneous Forms

· Grade Roster Adjustment

· Dis-enrollment form [Faculty initiated drop]

· Grade Assignment/Change form

Graduate Student Process

The majority of the department’s graduate students apply to the program during winter quarter.  They are reviewed by the Graduate Admission Committee which make decides who to make offers to during Spring Quarter.  Some students apply for and are accepted during the year.  However, initial offers of support require the student apply during the winter spring process.  Graduate students within the department can change their funding status at any quarter.  Unfunded students can be provided funding or currently funded students can change their funding source.  The funding sources for Graduate students include: Fellowships, Teaching Assistantships, Research Assistantships and Administrative Assistantships.  University and Presidential fellowships are only award during the Winter/Spring process.  Faculty initiate the assignment of research assistantships while the students typically apply for both teaching and administrative assistantships.

1. Student Inquiry

· Student information entered in Marx [Name and Address] – Marx sends materials to the student

· A folder is started for the student to accumulate all of the application material. [Form] The folder identifies the necessary material. (Also a checklist in Access)

· Students not interested in support can apply anytime. Most students, and all requesting support, apply by the March/April time frame.

· Once the student’s folder is complete, the graduate admissions committee gets a copy.

· An Applicant status report is generated periodically for the Chair and the Graduate Admissions Committee. [Applicant Status Report]

· There is a joint masters program between CIS and Math [Enrollment Form]

2. Graduate Admissions Review

·  Rejected – notification letter is sent to the student

· Accepted 

· Notification letter is sent

· Accepted with support (in addition to above)

· Foreign students require additional information about visa etc. [Foreign Student Support Form

· Notification letter includes amount of support and a deadline for acceptance.

· Accepted but does not accept

· Graduate Admissions is notified [?]

· Another student is selected

3. Student Accepts 

· The Graduate Admissions Committee is notified [?]

· The Chair receives a report of acceptances. [Applicant Status Report/Accepted Grad Student Report]

· One week prior to class:

· FO is notified -> notifies Traffic and Parking FALL QUARTER ONLY

· Each fall a list of all the graduate students is supplied to Traffic and Parking not just new graduate students

· This should be done through ARMS [Desired Function]

· In quarters other than Fall, Traffic and Parking is notified of individual students

· FO is notified of support agreement (copy of the offer letter and other personal information) quarterly

· HRS notifies Fees and Deposits (Joy Yokum) [?]

· Computing Staff is notified for computer accounts [?]

· DAA is notified to assign office space

· The Graduate School is notified about University and Presidential Fellows 

· Departmental stipends can exceed university fellowship stipends. The FO is notified to handle the supplemental compensation.

· Departmental fellowships (Qwest, OBR etc.)

· Supported fully by the department

· Fee waivers are provided

· FO receives the stipend information from the GSA and enters it into ARMS

· If a Teaching Assistantship – 

· the student is contacted in July concerning possible teaching roles.

· Spoken English test is arranged and the scores are added to the students file

4. Student Accepts but fails to enroll in classes (Note: Need to do but not done now)

· The FO is notified -> Traffic and Parking

· HRS is notified -> Fees and Deposits

· Computing Facility is notified -> cancel account

· Chair and Grad Admissions Committee receive a report from HRS

· DAA is notified to reassign office space

5.  Annual/Quarterly Process

· If supported HRS enters the stipend and waiver information in the Access Database and ARMS each quarter. This information is required by mid-quarter the quarter before support is needed. For example, support for Winter Quarter was entered in mid-October.

· The first 14 days of the quarter, support can be adjusted or changed

· GSA informs DAA of supported graduate students; DAA allocates offices to supported students. This is done annually with some adjustment quarterly. This information (room number, telephone, equipment) must be updated for each move and is maintained in an Access Database. An office assignment and phone list is generated from this information.

· Students can change their form of support at any quarter. Unsupported students can become TA’s, RA’s or GAA’s. Fellowships are only offered on entry.

· Offices are allocated by the DAA based on the type of support. As a result a change in the type of support will necessitate a change in office assignment in most cases. [See General Administration]

· HRS adjusts accounting information in ARMS

6. Becoming a Teaching Assistant (if not the initial offered support)

· Students apply to be a teaching assistant to TAC. (TA Application Form)

· They may be required to take a Spoken English test 

· Students receive a lower stipend until they have passed the Spoken English Test

· They provide TAC with a list of skills upon which she decides what courses they are qualified to teach.

· If accepted as a TA, HRS enters the stipend and waiver information into the Access Database. HRS enters this information into ARMS.

· TAC maintains an ascii file of what courses TA’s teach each quarter. She maintains these files historically. She reviews them for possible future assignments. Faculty sometimes ask to review previous TA assignments. [TA Assignments – Maintained historically]

7.   Becoming an RA or GAA

· These are initiated by the faculty or staff, not the student. There is no application form like for TA’s. [There is a modification to the hire form that is being used.]

· HRS enters the stipend and waiver information into the Access Database and ARMS

· It is possible to have RA’s and GAA’s that are not in the department which could require special handling

· As of January 1st, 20000, graduate research assistants must be enrolled for at least 12 credit hours each quarter or their support will be decreased

8. Change Advisor [Form]

9. Dropping Out

· There is no formal process for identifying students who drop out of the program

· The administrative staff meet occasionally to compare notes to determine who is no longer attending classes

· The SOS mailing list has helped to ensure this information is shared among the administrative staff

· The Computing Staff need to be notified when a student is no longer in the program to delete their account

· It might be possible to verify a student’s enrollment through Marx

10. Summer Support

· Not all funding sources allow this {Which Ones}
· Summer funding is allocated based first on seniority

· All other rules and restrictions on funding apply (time limits, progress etc.)

11. Regular Reports 

· Each researcher receives a report on their RA’s and the costs each quarter from HRS [?]

· DAA reports all students assigned to a research space each quarter informally to faculty with research labs

· There is a quarterly report of all graduate students provided to the chair each quarter from HRS with the GRA’s identified by Primary Investigator [Report]

· There is also a report of graduate students by advisor from HRS [Report]

· There is a report to FO from HRS listing all supported graduate students and the source and amount of their funding. [Report – Query1]

· There are survey requests requiring race, ethnicity, gender and funding sources for all GRA’s [Desired Functionality – See Surveys in General Administration]

12. Ongoing support

· DAA, GSA, TAC and HRS currently compare notes periodically to determine who is still being supported, or if they are still being supported by the same PI.

13. Progress Evaluation  

· Each Spring all of the graduate student’s progress toward their degree is evaluated

· The results of the evaluation is reported to the student and their advisor

· The evaluation and their level of progress may reduce their stipend (HRS would be informed)

14.    Milestones

· Comps/Quals application (completion generates a stipend increase) [Form]

· Ph.D Candidacy Application (completion generates a stipend increase) [?]

· For these two milestones, HRS would be notified by the GSA to input the appropriate information into both the Access Database and ARMS for the following quarter.

· Gradate Students must attain these two milestones within a specific time limit to maintain their support

· These time limits are dependent on when the student entered the program

· Proposed Schedule of Study [Form]

· Dissertation proposal [Form]

· Final Oral Defense Form

· Chair and Graduate Studies Committee receive periodic reports on progress [Comp/Qual Report]

15.    Alumni

· Collect information on MS and PhD on post graduation activities and addresses [PhD/MS Graduate Location Reports – Historical]

Account Management Process

The management of computing accounts is primarily handled by the computing staff. However, many individuals within the department interact with this process and it is hoped that these processes can also be automated.  The following process description indicates the sources of input for the Account Management Process.

The following broad procedures define the anticipated functionality of the Account Management System. Not all of this functionality will be in the version released 1/3/00.

Defining course

· List of courses and course coordinators is provided to the CCF

· Course coordinators define computing resources for each course

· disk space, print quota’s, file access, newsgroups and mailing lists etc.

UGA and GSC maintain the database of undergraduate majors and graduate students.  Computing accounts are generated based on this information. The DAA maintains information about faculty and staff. Accounts are generated from this information also. All of these accounts are generated with the appropriate resources as defined by the Computer Committee.

This information is provided to CCF which inputs these parameters into the account management system.

Each quarter 

1. Temporary accounts and students that graduated more than one quarter prior are deleted.

2. TAC provides a list of section numbers identifying all of the sections of courses to be offered that quarter.

3. The computing staff retrieve class rosters for all of those sections

· Class rosters are used to identify needed computing resources including accounts

· Class rosters are provided to instructors through the crconfig system

· Class rosters are provided to the UGA electronically

4.  TA’s and graders are assigned required privileges either through the crconfig program or by entering a help request.

Student Employee Process

The department hires a large number of student employees. A Student Management System currently exists to support the administrative tasks associated with student employees working for IICF.  The following process description is intended to show the interaction of various departmental individuals with the Student Management System. HRS is responsible for entering all of this information in both the Access Databas and ARMS

Student employees include:

· Graders

· Instructional Lab Consultants

· SOC Lab Operators

· Student Systems Staff

· Student Administrative Staff

· Undergraduate Hourly Research Assistants

· Work Study Students

Work Study students are employed like other undergraduates with a few exceptions. 

· The funding comes from the Work Study Office

· They can only work a limited number of hours

· If their time sheets are more than one period late, they will not be paid by work study

· The usually cannot work during the break

Undergraduate Hourly Research assistants are hired by faculty.  The faculty inform the HRS of the hiring decision. The students provide the HRS with:

· The Students personal information (SSN, Address etc.)

· The budget from which the student will be paid

· The Pay Rate

This information is entered into the department’s Student Management System and into ARMS. The student provides a bi-weekly time sheet, signed by the faculty. This information is entered into the ARMS system by DR.

For all other positions: 

1 the Student Management System 

· accepts applications

· allows the hiring person to review the application

2 If hired

· hiring person enters the pay amount

· uses the system to schedule the student’s time

3 An electronic check-in/check-out program records when the student started and ended his shift

· Students can review this information at the end of the pay period and make corrections

· Corrections appear in bold print for the supervisor’s review 

· Hardcopy time sheets, with the supervisor’s signature are delivered to DR

· They are entered into the ARMS system for payment.

4 Upon termination

· the student’s information is updated in both the ARMS and Student Management Systems.

TAC also maintains a Web page who is grading what courses for use by faculty and students. TAC maintains this for historical reasons as she does the TA assignment file. TAC also maintains evaluations of all of the graders.

Desired functionality

An interest was expressed in having graduate research assistants use a similar system. A “Notification of Student Hire” web page is included in the forms. This would allow faculty to designate RA’s on line and provide a simple work flow mechanism for processing. While undergrad hourly RA’s and GRA’s are functionally different from an administrative standpoint they are quite similar. The only differences are that GRA’s:

· Are paid monthly instead of bi-weekly

· Do not have to submit time sheets

· Have their fees paid
There have been problems with students not submitting time sheets on time and also with student’s time sheets with blocks of time that exceed the maximum. There was a project to develop several web forms to help with these issues. One issue was information required when a student was hired. Most of this is in the Student Management System. A second web page was a checklist of the required information when a student is hired. This would be helpful so that when someone hires a student, they would know all of the required information. This might be included in the SMS.
Faculty Instructional Process

The Faculty Instructional Process as described below includes the steps required for a designated course coordinator to identify the resources required for the course.  The process could be expanded to include the process of designating course coordinators, calculating faculty load, managing course descriptions and the master schedule.

The sequence of events is not straight forward like the other processes. There are a number of steps that occur prior to a course beginning. Some may only occur when a new course is defined or an existing course is dramatically changed. While course coordinators are defined each year, there are only a limited number of changes each year. As a result I have broken this into early (well before the course is taught), mid (just before the course is taught) and late (through the quarter itself).

Early

· Teaching request – faculty identify what courses they would like to teach

· Chair fills course needs and notifies the faculty

· Faculty Define a new course (not a 788 or 888) [ New Course Request – Also Change/Withdrawal/Group Studies forms]

· OAA Forms, course description generated by faculty

· Reviewed by Curriculum Committee

· Faculty load calculations are based on [Factors of Faculty Load Report and related forms]

· Courses taught [Instructor Assignment Report]

· Supported Ph.D students

· Service roles (committee assignments)

· Faculty and chair receive reports of each faculty’s load

Mid

· Ordering Text Books

· Faculty Provide information to HRS on what books and approximately how many students. [text book verification form]

· HRS notifies the book store. [Bookstore Order form – may be done on-line- also publishers address list]]

· Library Reserve

· Faculty notify HRS about closed reserves in the Library [Library reserve – information and forms]

· There is a form to filled out and delivered to the library for each class.

· Defining computing resources [Desired Functionality – See Account Management]

· Faculty enter a request to have special computing needs met. In the past this has included: additional disk space for graphics classes; pre-subscription in specific news groups; specific software requests; addition to mailing lists or Unix groups; Future – Account Management

· Defining 788 or 888 classes.

· Faculty provide a form to HRS to define a 788 or 888 class for a specific quarter. The course must first be entered into the Master Schedule for the quarter by GSA before HRS can enter the course description. The course is then part of the master schedule. 

· Announcements of new courses are generated. [Course Announcement]

· Report classroom needs to Chairman

· These include audio-visual equipment like projectors

Late

· Assignment of TA’s and Graders by TAC – Faculty are notified

· Faculty office hour information is collected for use by the front desk [An Access form is available]

· Access to files and directories needs to be established through the crconfig program by faculty.

· Class rosters are provided to the faculty through the crconfig program.

· HRS retrieves rosters and grades from the Registrar and maintains this information historically to answer questions from faculty and students. This information is also used in grade disputes.

Enrollment Reports [A copy of each is included]

· Demand/Enrolled/# of sections by quarter and year

· Closed courses report

· M sections report

· Numbers of students by course level (100,200,300, etc.)

· Service level course participants by major

Faculty Research Process

There are numerous processes involved in faculty research. This begins with a grant application. There is some possibility that parts of this process might be automated. For example, estimating the costs of RA’s including overhead. 

Grant Submission

2) A grant is funded

· The faculty works with the RAA to maintain a budget

· Faculty currently work with the RAA to determine the actual budget impact of various decisions such as taking on an RA. There are various overhead calculations that must be done. Faculty have requested that this overhead information be programmed in such a way that they could peRAArm theses estimates without having to bother the RAA.

· The primary investigator receives regular budget reports [?]

· Space is allocated through the DAA

· Equipment is purchased either directly by the PI or through the research staff person 

· Research Assistants hired (See Grad Students)

· RA’s are hired by the PI by informing the RAA. 

· Personnel information must be supplied as well as the amount of the stipend [?]

· The Computing Staff is notified to update the card readers on the research lab door

· Additional file permissions and/or account permissions may be required.

HRS is developing an Access Database application to track students working for faculty as hourly undergraduate research assistants. This application tracks the person, the pay rate, the total pay and the account the wages are charged to.  She then generates a quarterly report of RA’s and costs per account.

There are two types of research funding: grants and gifts.  The distinction is whether the grant letter stipulates that a final report is required. If a report is required, it’s a grant otherwise it is a gift. Grants are processed through the Research Foundation while gifts are handled within the department. All government funding and development funding must go through the Research Foundation. Gifts go into the department’s development fund. Student’s supported through a gift are funded from the development fund.

There is a proposed change in how GRA’s fees are paid. Currently, grants processed through the research foundation are assessed fees. If the overhead is factored into the funding, the university pays the GRA’s fees. A proposal is that if the overhead is charged, the department will receive the fees and will provide three-quarters of those fund to the PI.

General Administrative Processes

Travel

There are currently hardcopy forms to request and report travel expenses. These forms are filled out by the individual and presented to DR. OSU travel currently requires hardcopy forms in triplicate. Beyond the request to OSU travel there is also the process of charging these costs to the appropriate accounts. 100-150 travel requests are processed each Fall Quarter. Foreign graduate students receive a one-time travel bonus of $150 to travel to OSU.  The majority of this travel happens just before Fall Quarter and as a result, the majority of the requests occur at the start of Fall Quarter.

[? – Internal/External Travel Forms]

Scheduling

Most of the scheduling of rooms and equipment in the department is now done online. However, each quarter a process is executed to generate a schedule for rooms DL280 and DL480. These rooms are used extensively for classes. Currently, after the master schedule is complete for a quarter, a query is executed to generate a list of all of the sections scheduled in DL280 and 480. From this a schedule for these two rooms is generated. [Report]

Supplies

The department provides basic office supplies to faculty, staff and graduate students. It is suggested that it might be helpful to track what is purchased and what is used to better understand costs and needs of the department.

Shipping and Receiving

There are many packages received and shipped through the front desk. It might be helpful to have an online system to track packages and to correlate packages received to the purchase logs maintained by the FO.  There have been situations in which packages have been delivered to the front desk but not picked up for some time. The result is that there appears to be a delivery delay. Being able to record when a package was delivered and when it was picked up (or when it was asked to be shipped and when it was actually picked up by the courier) might be helpful.

Through the ARMS procurement system we have all deliveries sent to OSU’s Central Receiving. Inventory tagging is done there before it is delivered here. ARMS does allow an inquiry of when items were received and delivered. 

General Administration

The document to this point has described the processes executed in the department. As with any database system there is also general information that must be maintained. It is assumed that basic personnel information such as salaries, visas and other confidential information will be maintained within the ARMS system. Other information includes:

Faculty, Staff and Students

Personal Information (Home Address, Home Telephone Number)

Faculty, Staff and Supported Graduate Students

SSN

Office Number

Office Phone Number

Phone Access Code

Keys 

Mail Codes (DHL Delivery service only)

Copier Codes

Research Lab Card Access Codes (Buck-ID)

Email Address

Assigned Equipment

[Note: Administrative staff have developed a list of personal information that may supplement this list. Attached]

Graduate Students

Funding account if applicable

Inventory

Furniture

Computing Equipment

Non-computing equipment (phones, copiers, etc.)

Space and Space Allocations (offices and research labs)

University Space Reports and Space Audits

The FO maintains log files of various types of activities, primarily purchases. In particular, 100W’s. The FO, DAA and GSA can all make entries in the log. The log is now maintained in an Excel Spreadsheet. 

General Reports

Office and Phone List (Generated by DAA)

· The departmental office and phone list is generated whenever there is an update [Report]

· This list is typically sorted by name but at needs to be available sorted by office number or phone number (to track phone charges) [Report]

· The list contains name, office, phone number, faculty status (LOA, Emeritus), userid and home phone or pager number [Report]

The information for this report currently comes from various sources. The DAA is involved in the faculty hiring process and updates the list from that process. The FO informs the DAA of new lecturers. There is no formal process for new staff but the information typically will come from the FO. Information about userids comes from either the CCF or having the DAA use systems utilities to find out. Office and phone information is input when the DAA and the Chair make office assignments.

All evening lecturers share two offices. Email address and home address is added to the database for the report.

Personnel Reports

Vacation/Sick Leave Report [Reports]

· This is maintained as an Access Database as a shadow of ARMS (and such shadowing is recommended by ARMS)

· It is updated every 2 months based on absence reports submitted by the faculty and staff

Birth/Hire/Term [Report]

· This general report lists the birth, hire and termination dates of staff and faculty. This is maintained because it periodically requested by the college.

Check Registrar [Report]

· This is a database of receipts for the department accounts. The department account receives funds from the coffee fund, billed classes, gifts, excess cash from the coke machine etc. The check registrar is listing of all of the deposits from this account.

· The FO keeps the account itself in balance.

Faculty Committee Assignments – input and report

Faculty Search DPR

      [Listing of candidate information]

      [Presentation schedule and resource list]

Faculty RA report – milestones and stipend increases

Survey’s

· Most often Sept/Oct

· CRA form is an example. Detailed information about students and faculty

· CIC Survey [Form]
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