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Welcome to Mayville State University Distance Education!

The Office of Extended Learning staff is looking forward to providing you with timely and personalized assistance
with your distance education courses. As a MSU student, you have access to a variety of support services and
resources to help you achieve your educational goals. These services and resources are outlined in this handbook.
In addition, this handbook points you to University policies that will help you successfully complete MSU distance
education courses. Please contact the Office of Extended Learning with any questions you may have. Our office is
located in Main 102 on campus, and we can be reached via telephone at 701.788.4667 or 800.437.4104 ext.
34667, or via e-mail at ExtendedLearning@mayvillestate.edu.

Best Wishes,

Misti Wuori

Director of Admissions and Extended Learning
Phone: 701.788.4631
Misti.Wuori@mayvillestate.edu

Connie Kaldor

Transfer Specialist — distance & campus students/

International Student Advisor/Articulation Agreement Manager
Phone: 701.788.4721

Connie.Kaldor@mayvillestate.edu

JoAnna Lonski

Distance Program Coordinator

Phone: 701.662.1587/800.443.1313 ext 1587
Located at Lake Region State College
Joanna.Lonski@mayvillestate.edu

Jacqueline (Jacque) Moore
Admissions Specialist

Phone: 701.788.4763
Jacqueline.Moore@mayvillestate.edu

Heather Olson

Administrative Assistant

Phone: 701.788.4667
Heather.Olson.4@mayvillestate.edu

Office is responsible for:
e  Processing applications for admission
e Determining admissions status
e Answering questions regarding admissions status
Collaborative student registration
Dual Credit registration
Online and Distance Programs admission and registration
Heart of the Valley Consortium IVN courses
Online and Distance Proctor Verification
e Assignment of Distance Advisors
e Serve as a point of contact for distance and online students



Mission and Vision

Mission

The mission of Mayville State University is to educate and guide students, as individuals, so that they may realize
their full career potential and enhance their lives. We do this in an environment that reflects our tradition of
personal service, commitment to innovative technology-enriched education, and dynamic learning relationships
with community, employers, and society.

As a member of the North Dakota University System, Mayville State University offers undergraduate degrees.
Approved by the State Board of Higher Education February, 1998

Vision
To be known for continuing academic excellence in a cooperative, enjoyable learning environment that anticipates
and responds to individual needs.

Purposes

e Collaborative relationships with schools, employers, and communities that contribute to the economic
growth and social vitality of North Dakota

e Effective support for appropriate applications of information technologies to instruction and
administration

e Academic programs and services that address real-world career and North Dakota workforce
opportunities innovative, flexible delivery of instruction that meets the needs of the individual

e Enrollment and revenue development through retention, recruiting, and new opportunities

e Assessment and improvement of student learning outcomes and institutional effectiveness

Office of Admissions & Extended Learning

The Office of Admissions and Extended Learning extends Mayville State’s promise of personal service to students
enrolled in courses delivered at a distance. The office collaborates with academic divisions and administrative units
to develop and deliver extended programs and courses, and to provide support for students and faculty engaged in
distance learning at Mayville State University.

The Office of Admissions and Extended Learning serves high school students enrolled in dual credit courses, non-
degree students taking distance courses, and online and distance students in the following programs:

e B.S.in Business Administration at Lake Region State College

e B.AS. in Business Administration online

e A.A.orB.A.in Early Childhood online

e B.S. Ed.in Elementary Education over IVN

e B.S. Ed.in Early Childhood Education (online/on-campus in summer)

While the entire degree program is not yet available online, a number of courses are available each semester in
the following programs:

e  BS Mathematics

e BSED Mathematics Education






How to...Outlook Email (cont.)
Creating Personal Folders
How to create personal folders.
1. Click on the “File” menu.
2. Navigate to the “New” option and click on the “Folder” option.
3. Give the folder a name in the “Name” box in the “Create New Folder” box.
4

. Select the folder to where the new folder is to go.

Additional Information:
This document applies to both the Microsoft Outlook 2007 client and Outlook Web Access.

Requesting Delivery and Read Receipts

To see when a message has been received and read when using Microsoft Outlook 2007, receipts must be
requested.

To request a delivery or read receipt:

Start a new mail message.

Click the “Option” tab in Outlook 2007 or the “Options...” button in the Outlook Web Access.
Under “Tracking”, check the appropriate boxes to request delivery and read receipts.
Complete the message and send.

el N

Microsoft Outlook Web Access:
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How to...Outlook Email (cont.)

Microsoft Outlook 2007:

.l:'-.\ \HY 0O e )53 Untitled - Message (HTML) E@
h—/ Message Insert ‘ Options ’ Format Text @
= 5| anen Gy (=3
ol =S Gl | _al 23 "
Themes | Show Show Use Votig Sa\i'esen'la‘l
- Bee  From Aa Rich Text Buttons ~ Ttem -
Fields Format 5| |More Options
| Account ~ Subject:
Attached:
—
| &l

Additional Information:

This document applies to both the Microsoft Outlook 2007 client and Outlook Web Access.
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Mayville State University Email Policies
M1901.3

MSU E-Mail System
Mayville State University’s policy on the University’s e-mail system

1. Mayville State University considers the university’s e-mail system, e.g. employee's or student’s
username@mayvillestate.edu (the MSU email naming convention) along with the United States Postal
Service, an official means of communication.

2. The university will consider employees and students to be duly informed and in receipt of notifications
and correspondences sent by an college administrator, staff, or faculty delivered to an employee's or a
student's university e-mail account. It is recommended that employees and students frequently access
their university assigned e-mail account for official information.

3. Individuals may choose to have their @mayvillestate.edu e-mail account forwarded to an off campus
account. Such individuals, however, are responsible for managing their disk quota such that there is room
for new mail to arrive and for forwarding their Mayville State University e-mail account to a functioning
alternative e-mail address.

4. The University is not responsible for delivery problems to non-official e-mail accounts.

Reviewed: Fall, 2008
Sponsors: Vice President for Academic Affairs
Information Technology Committee

Computing Resource Agreement (Information Technology Services)

The primary purpose of Mayville State University’s provision of access to notebook computers, network resources,
and computer support services is to facilitate education and research consistent with the educational objectives of
MSU. The privilege of using the computing resources provided by the University is not transferable or extendible
by members of the university community to people or groups outside the University.

As covered under State Board of Higher Education Policy 1901.2, all users of MSU’s data processing capabilities are
required to comply with the following:

1. All employees, students and other users of NDUS computing facilities shall comply with applicable laws,
policies and procedures. “Computing facilities” means computing resources and network systems, including,
but not limited to, computer time, data processing or storage functions, computers, computer systems,
servers, networks and their input and output and connecting devices, and any related programs, software and
documentation.

2. Users shall not examine, change, or use another person’s or institutional files, output, or usernames for which
they do not have explicit authorization. Users shall not represent themselves as another individual in
electronic communication. The use of anonymous mailers is prohibited.

3. User accounts are assigned to a specific individual at a specific entity and may not be shared. When a specific
affiliation is terminated, the university system or entity may terminate the user’s account, transfer the
account, continue the account for a limited time or temporarily redirect incoming e-mail. Access or attempts
to gain access to university system computing facilities for any unauthorized purpose, including attempts to
obtain, modify, or destroy information or degrade performance, is forbidden.

4. Users shall not use computing facilities for any illegal purpose or to enter or send any materials including chain
letters, that is obscene or defamatory, or to enter or send material that is intended to annoy, harass or alarm
another person which serves no legitimate purpose.

5. Users shall not infringe on the intellectual property of others. All users shall use software only in accordance
with applicable license agreements.

20



Mayville State University Email Policies (cont)

a. Users shall not make unauthorized copies of any software under any circumstances. Duplication of
licensed software for any purpose except for backup and archival purposes or when otherwise
specifically authorized is prohibited.

b. All software must be lawfully purchased or acquired. Users shall not install or use software on
university system computing facilities in a manner contrary to law or this policy.

6. Use of computing facilities and databases shall be limited to the purpose(s) for which access is granted. Use of
computing facilities or data bases for political purposes, for personal or private use or for profit unless such
use is specifically authorized, or for other purposes not related to the employee’s or other user’s duties or
purposes for which access is granted, is prohibited.

In reference to item “6” above, students are authorized to use notebook computers and network service for
incidental personal use, provided this use does not interfere with the educational objectives of MSU or overload
network resources, thereby denying it to others. Students may not use computing resources for partisan political
purposes. However, communication with politicians on issues concerning students is permitted.

The existing rules governing the use of print media mailboxes apply to e-mail and network broadcasts. Students or
recognized student organizations may request permission to send e-mail messages to groups of faculty, staff
and/or students by contacting the Vice President for Student Affairs. Non-university related e-mail sent to large
groups of users is prohibited.

Repeated minor infractions of the policies stated in this document or violations of a serious nature may result in
the temporary or permanent loss of network access and/or notebook computer use. More serious violations
include, but are not limited to, extending computing resources to unauthorized users, attempts to steal passwords
or data, unauthorized use of copying of licensed software, unauthorized use of another’s account, or overloading
network resources thereby denying it to others.

Users do not own accounts on the MSU network, but are granted the privilege of exclusive use. Under the Family
Education Rights and Privacy Act of 1974, users are entitled to privacy regarding information contained in these
accounts. This act, however, allows system administrators or other campus employees to access user files in the
normal course of their employment when necessary to protect the integrity of computer systems or the rights or
property of the institution. For example, system administrators may examine or make copies of files that are
suspected of misuse or that have been corrupted or damaged. User files may be subject to search by law
enforcement agencies under court order if such files contain information that may be used as evidence in a court
of law.

If a student fails to return his/her notebook by the agreement ending date, he/she is subject to a $100 late penalty
and criminal prosecution or civil liability and agrees to pay the replacement cost of the TabletPC. It is the student’s
responsibility to insure the TabletPC computer against damage and/or theft. Furthermore, the student is
responsible for any damage to the TabletPC. The student must return the TabletPC and assorted peripherals to
the MSU Help Desk, in the same condition as on the agreement beginning date, with reasonable wear and tear
excepted. The student will be charged a fee for any needed repairs. It is the student’s responsibility to give
written notice to the MSU Help Desk on any address or phone number changes.
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Emergency Notification System

1.

M1902
Mayville State University has an emergency notification system (ENS). This system allows the campus to
contact students, employees, and designated people rapidly during an emergency. The emergency
notification system is populated with contact information from students, employees, and on-campus
external entities. The information contained in the ENS will be used by the authorized campus
administrators to contact the above population in the event of a qualifying emergency.

Mayville State University mandates all employees participate in the emergency notification system.
Employees are required to review their emergency notification information annually. In addition,
employees will receive reminders twice a year to update their records. Emergency notification contact
information includes campus email, campus phone, home phone, personal cellular phone, and work
cellular phone. The physical plant director will gather emergency information from non-campus personnel
associated with Head Start, Traill County Technology Center, MSU campus/county nurse, ARCH personnel,
Mayville Police Department, Mayville Fire Department, and other 911 groups deemed appropriate.

Students will have the ability to add and update their information in the Connect ND portal. The portal
will allow students to enter campus phone, cell phone, email, texting information, and home phone. The
system will periodically remind students to review their information. In addition, students have the option
to receive emergency notifications from other campuses depending on their class location. Students can
"opt-out" of the emergency notification system in the Connect ND portal.

Students are allowed to leave cell phones on during class to receive emergency notifications unless
instructed otherwise by faculty. If a faculty member instructs students to turn off their cell phones, the
faculty member must be able to receive emergency notifications by one of the following methods:

a. Registered personal cell phone that is turned on

b. Registered campus email when a computer or other electronic communication device is active

c. Campus classroom intercom or phone

d. Nearby office personnel instructed to notify faculty

The emergency notification system is only for emergencies as defined in SBHE Policy 1902. An
"emergency" means a situation that poses an immediate threat to the health or safety of someone in the
institution or system community or significantly disrupts institution or system programs and activities.
Mayville State University’s Emergency Management Team (EMT) is responsible for defining emergencies
that warrant system use. The EMT is made up of the President, VP Academic Affairs, VP Student Affairs,
VP Business Affairs, Public Relations Director, and the Webmaster. MSU will conduct ENS tests at least
once each semester.

The ENS will be refreshed with information from Connect ND a minimum of once per semester. This
removes data associated with former employees and students from the emergency notification system.
To eliminate misuse of the emergency notification system, access to deploy messages will be granted to
the President, VP Academic Affairs, VP Business Affairs, VP Student Affairs, and the Physical Plant
Director.

Students, employees, and visitors should report all emergency situations to the President, VP Academic
Affairs, VP Student Affairs, VP Business Affairs, Athletic Director or the Physical Plant Office. One of those

staff will contact the proper authorities.

During any emergency, MSU employees and students are asked to refer all media inquires to MSU’s Public
Relations Director or the President's Office.
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Emergency Notification System (cont)

9. Additional emergency notifications not outlined by EMT personnel, can be deployed if necessary by
designated personnel. Campus emergency procedures are available online on the shared information
drive. MSU will use campus email and website for detailed updates, in addition to redeploying of
NotiFind.

10. Employee emergency notification telephone numbers or other emergency notification information is
exempt from the state's open records laws as provided in SBHE Policy 1912 and may be released only as
provided in that policy. Student emergency notification information, such as phone numbers or email
addresses submitted for purposes of participation in an ENS, shall be excluded from directory information
and is therefore confidential as provided under the Family Educational Rights and Privacy Act (FERPA).
However, if a student phone number or email or other address submitted for the purpose of participation
in an emergency notification system is also contained in other institutional records used for other
purposes and the student has not exercised the student's right to refuse to permit disclosure of directory
information, the information contained in the other institutional records is directory information and not
confidential.

Established: January, 2009
Sponsor: Vice President for Business Affairs
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Student Support Services



Academic Affairs Office

Dr. Keith Stenehjem

Keith.Stenehjem@mayvillestate.edu

Main Building 112A

Vice President of Academic Affairs
701.788.4755
800.437.4104 / Extension: 34755

Mary Trudeau

Mary.Trudeau@mayvillestate.edu

Main Building 112

Administrative Assistant
701.788.4711
800.437.4104 / Extension: 34711

Office is responsible for:
e All academic programs of the University

e Responsible for all faculty-workloads, course overloads, etc.
e  Gathering award information and coordinating Honors Day

e  Process student evaluations of faculty

e Coordinating activities of the Curriculum Committee

e Maintaining current file of syllabi for all courses
e Academic suspension and probation notification

e Update University Catalog and distribute throughout campus

e Campus Technology planning and implementation

e Dual credit with Heart of the Valley Consortium (21 area High Schools)

e Coordinate Commencement Activities and design commencement bulletin

e  Print/distribute summer brochures
e Acknowledge students on the Dean’s List

e Authorize/distribute all faculty contracts (full-time and part-time)

e Process all faculty travel for professional conferences

e Responsible for all NCA/NCATE accreditation visits

o Develop articulation agreements with other high schools, two year colleges,

tribal colleges, and universities

e The VPAA serves on several state-level committees and boards
e The following areas report to the Vice President of Academic Affairs:

0 Chief Information Officer
Division Chairs/Division Faculty
Library/IVN

Academic Records/Registrar
Director of Extended Learning

OO0 O0OO0Oo

Child Development Programs/Head Start/Early Head Start
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Academic Support Center

Greta Kyllo Director of Academic Support Center
Greta.Kyllo@mayvillestate.edu 701.788.4747
Classroom Building 109 800.437.4104 / Extension: 34747

Opportunities offered include:
e  Group and individual tutoring
e  Study skills workshops
e Disability services
e Mentoring
e  Workshops and Special Events
e  Proofreading
e Academic Skills Development Class, EDUC 101S. This class offers the opportunity to enhance study skills
for the college environment.

The center has resources available on the following topics:
e Time management
e Research paper preparation
e  Effective study techniques
e Note-taking skills
e  Stress management
e Combating test anxiety
e  Preparing for essay examinations
e Improving your memory

Learning Styles

Do you know your learning style? Each of us has a primary method of acquiring, processing, and storing
information. We can help you determine your primary and secondary styles and help you develop alternative
ways to learn. Assessment instruments are also available to prescreen for possible learning disabilities and test
anxiety. Assessment services are free.

Disability Services

Students needing accommodations for documented disabilities (visual, auditory, psychiatric, ADHD, physical, or
learning disabilities) need to contact the Director to determine what types of assistance would be most helpful.
Services include such accommodations as extended test time, note takers, books on tape, adaptive equipment,
room changes, lab assistance, and individual tutoring.
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Academic Records

Pam Braaten Director of Academic Records/Registar
Pamela.Braaten@mayvillestate.edu 701.788.4773

Main Building 114 800.437.4104 / Extension: 34774
Sharyl Hanson Assistant Registar
Sharyl.Hanson@mayvillestate.edu 701.788.4774

Main Building 114 800.437.4104 / Extension: 34678

Office is responsible for:

Accept international students, provide I-20

Maintaining permanent transcripts and files on all MSU students

Issuing transcripts

Student pre-registration and registration including correspondence and continuing education with the
PeopleSoft program online.

Petitions for excess student load, arranged courses, independent study, and advanced standing
Drop-add registration changes

Applications for major declaration and life experience credit

Evaluation of requirements for teacher education, student teaching, interning, graduation, and
teacher certification

Application for graduation and teaching certificate and certifying graduates

Student academic assessment

Request for substitution or waiver of academic requirements

Evaluation of transfer credit from all institutions

Certifying enrollment of all students

Identifying students on academic probation

Identifying students eligible for Dean’s List

Determine athletic eligibility

Publishing and distributing the semester and yearly class schedules

Final test schedules

Commencement bulletin, graduation list, graduation honors, graduation exercises and diplomas
Family Education Rights and Privacy Act (FERPA)

Good student discounts for insurance

Official Transcripts

An official transcript bears the Registrar’s signature, university seal, and date of issuance; it has not been
in contact with the student and it cannot be released to a third party

Official transcript requests require a student’s written request made my mail, fax or in person

MSU'’s fax number is 701-788-4738. Currently policy does not allow the acceptance of an email transcript
request

Transcripts are mailed within two days of receipt of a completed request

Express mail or other form of special delivery will be provided only if a pre-paid mailer is included with the
transcript request

All financial obligations to Mayville State University must be cleared before a transcript can be released
University policy does not allow faxing of transcripts
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Academic Records (cont)

Unofficial Transcripts

e An unofficial transcript does not bear the Registrar’s signature or university seal

e Unofficial transcripts are stamped “Issued to Student”
Transcripts
Mayville State University announces a new method for ordering transcripts. We have authorized the National
Student Clearinghouse to provide an online transcript ordering service for us. This service will allow students the
convenience of ordering official transcripts securely via the web at any time of the day or night. It will also provide
timely notices regarding a transcript request and order status history.
Effective immediately, Mayville State will begin charging a transcript fee of $5.00 per transcript. This fee applies to
all transcripts sent via regular mail or picked up. There are rush delivery options available with special handling
fees. See below.
In order to use the online transcript service, a valid major credit card and an e-mail account is needed. Credit cards
will be charged only after transcript orders have been completed. Requestors who do not have both a major credit
card and a valid e-mail address may request transcripts by completing the Transcript Request Form and sending
the form along with payment to Mayville State University, Registrar's Office, Attn: Transcripts, 330 3rd Street, NE,
Mayville, ND 58257.
Former Mayville State students may log on to the Clearinghouse secured
(https://www.studentclearinghouse.org/secure area/Transcript/to home.asp?t=155423&LoginHome=to home.a
sp ) site to order a transcript.
General Ordering Information

e Atranscript cannot be issued if a Financial Hold has been placed on an account which means there is an
outstanding account balance. The Business Office needs to be contacted at 701-788-4757 to resolve the
issue.

e  Faxed transcripts are not considered official by higher education institutions, agencies, some employers,
etc. Please verify the type of transcript needed with intended recipient.

e An official transcript is a certified statement of an academic record. It includes the University Seal and
signature of the Registrar.

e  Current and former students with online Campus Connection access (includes all students who have
attended Mayville State University fall 2003 to present) may view and print an “unofficial” transcript. This
is free of charge through Campus Connection. If problems arise, please direct any questions to the MSU
Help Desk at 701-788-4739.

Regular Processing Options

e  Mail: $5 per transcript. Transcript will be mailed to the requested recipient via regular 1st class U.S. mail
within 3-5 business days of order.

e Hold For Pickup: S5 per transcript. Transcript will be ready for pick up in 3-5 business days. Photo ID is
required for pickup.

Rush Delivery Options

e Rush-Hold for Pickup: $5/transcript + $10. Transcript requests received on a business day by 2:00 PM CST
will be available for pickup by 9:00 AM CST the next business day at the Office of Academic Records, Main
Building 114.

e  Express Mail: $5/transcript + $10. Transcript will be mailed within 2 business days of receipt of order via
United States Postal Service “Two-Day Priority Mailer”. (A two-day delivery is not guaranteed, however.)
U.S. only

e  Rush-Fax/Mail: $5/transcript + $15. Transcript will be faxed to recipient on the same day as receipt of
order and mailed to the same recipient the following business day via regular 1st class US mail. (Faxes to
U.S. and Canada only)

e FedEx: $5/transcript + United States/$20, Canada & Mexico/$35, or International/$45. Transcript will be
processed and mailed to the recipient the same business day via FedEx if received by 10:30 AM CST (one
day delivery does not include weekends).

Questions may be directed to: Office of Academic Records/Registrar @ 701-788-4774
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Bookstore

Pam Soholt Director of the Bookstore
Pam.Soholt@mayvillestate.edu 701.788.4729

Campus Center 133 800.437.4104 / Extension: 34729
Cheryl Angen Assistant
Cheryl.Angen@mayvillestate.edu 701.788.4823

Campus Center 134 800.437.4104 / Extension: 34823

MSU Bookstore On-Line Catalog - www.mayvillestatebookstore.com

Merchandise available at the Bookstore:
e All required course material and supplies
e Reference books, dictionary, etc.
e Trade books-(just for fun reading)
e Classroom and office supplies
e  University imprinted clothing and keepsakes
e Notebooks, binders, etc.
e Greeting cards and gift items
e Computer supplies
e And other great merchandise

The Bookstore offers an order service for items not in stock. Check with the staff for more information.

Book Buy Back

A book buy back is held during final exams each semester. The Bookstore will buy back as many used textbooks
from students as possible during this time. Typically the buyback price is fifty percent of the current new book
selling price if the book is being used the next semester. Textbooks not being used during the next semester will
be bought back at wholesale value. More information on book buy backs is available from the Bookstore staff.
Email notifications of buy back dates and times are sent prior to finals week.
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Business Office

Steven Bensen Vice President for Business Affairs
Steven.Bensen@mayvillestate.edu 701.788.4761

Main Building 111 800.437.4104 / Extension: 34761
Shirley Holman Account Technician
Shirley.Holman@mayvillestate.edu 701.788.4757

Main Building 108 800.437.4104 / Extension: 34757
**Cindy Ingebretson Account Technician
Cindy.Ingebretson@mayvillestate.edu 701.788.4758

Main Building 108 800.437.4104 / Extension: 34758

**First point of contact for student accounts.

Office is responsible for:

- Check cashing

- Financial aid disbursements

- Approval of short-term emergency loans

- Accounts payable; Accounts receivable

- Financial reporting

- Timesheets and disbursement of paychecks for University and student employees
- Payroll/Benefits information

Fee Payment
All financial obligations to the University must be paid during a designated period at the beginning of each
semester unless arrangements have been made with the Business Office. Late payment penalty of $100.00 is in
effect after the fourth week of classes. A 1% charge of outstanding account balances will be applied after 60 days.

Under our process, financial aid awards to a student are applied as credits to the student’s account, rather than
being processed as payments to the students. After aid is credited, any balance owed by the student is paid on fee
payment days. If financial aid credited exceeds the amount owed by the student, the student will receive a refund
check.

Refunds

Students who officially withdraw from the University may receive a refund of: Tuition, Student Service Fees, Lab
Fees, Technology Fees, and Room and Board charges according to the Refund/Repayment Policy found in the MSU
catalog.

Student Employment

The student must complete a W-4 Form and a Form I-9 in the Business Office. Two of the following forms of
identification will be required: (1) drivers license, (2) original social security card, (3) birth certificate. All
international students are required to have a US Social Security number.
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Byrnes-Quanbeck Library

Sarah Batesel

Sarah.Batesel@mayvillestate.edu

Library 117

Director
701.788.4814
800.437.4104 / Extension: 34814

Marjorie Fugleberg

Marjorie.Fugleberg@mayvillestate.edu

Library 13A

Serials & IVN
701.788.4817
800.437.4104 / Extension: 34817

**Shannon Hofer

Shannon.Hofer@mayvillestate.edu

Library 113

Circulation, Interlibrary Loan & Acquisitions
701.788.4815
800.437.4104 / Extension: 34815

Kelly Kornkven

Kelly.Kornkven@mayvillestate.edu

Library

Technical Services
701.788.4816
800.437.4104 / Extension: 34816

** First point of contact for student questions.

Email: library@mayvillestate.edu

Website: http://www.mayvillestate.edu/library/library.cfm

As a distance student, you will have immediate access to the virtual library available at
http://www.mayvillestate.edu/library/library.cfm by using your student ID. You are also able to have materials

from the physical library sent to you by following the Distance Education Interlibrary Loan (ILL) instructions below.

REQUESTING BOOKS OR OTHER MEDIA

Before requesting a book from us, you may want to look in your local library to see if they possibly have what you
are looking for, or if they can obtain it for you. If the materials you need are not available through your local
library, you may submit a request to us and we will send the materials to you. Please search Mayville State
University Library’s collection before searching in any of the other ODIN libraries. Please keep in mind that it may
take up to a week or more to receive the materials depending on where the books are coming from and where
you are located. It is a good idea to make sure the item you want is available before sending a request.

To request an item

Go to our homepage http://www.mayvillestate.edu/library/library.cfm.

1.
2. Click Books & More.
3. Click ODIN.
4. Click Sign-in at the top.
5.
digit number starting with 2311----------
6. Click Sign In.
7. Locate the item on ODIN by searching.

Fill in your barcode. You can find it either on the back of your student id or on your library card. Itis a 14-
. Your password is your last name.

8. On the results list, click on the item number for the item that you want to get. This will display the Full

View of Record.

9. Click Interlibrary Loan Request on the top right.
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Appendix A

Business Administration Checksheets
e General Education - BAS
e  Major: Business Administration - BAS
e General Education — BS
e  Major: Business Administration — BS
e  Minor: Accounting



BACHELOR OF APPLIED STUDIES B.A.S 2008-2010 CATALOG

NAME DATE
GENERAL EDUCATION COURSES (36 HOURS)
Cr Sem Grd Hpts Cr Sem Grd Hpts
GENERAL EDUCATION: (12 Hours) ADDITIONAL GENERAL EDUCATION CREDITS: (24 Hours)

Engl 110 College Comp |

Engl 120 College Comp I
Comm 110 Fund of Public Speaking
Math 103 College Algebra

w W w w

Pre-reqs A.A.S from an accredited institution
ENGL 110 & 120, MATH 103, and COMM 110

TOTAL HPTS GPA

MAYVILLE STATE INSTITUTIONAL GRADUATION REQUIREMENTS

PHYSICAL EDUCATION:

Cr Sem Grd
Hper 100 Concepts of Fit & Well 2
Hper 210 First Aid & CPR 1

INFORMATION TECHNOLOGY CERTIFICATE PROGRAM:

LEVEL 1: Cr Sem Grd LEVEL 2:
Comm 104 Electronic Comm # Cis ## Comp in Society 1
Comm 110 Fund Public Speaking LEVEL 3:

# Cis 112 Intro Word Process

# Cis 114 Intro Spreadsheet

# Cis 116 Intro Database

# Cis 118 Intro Present Graphics
Engl 106 Electronic Research

Minimum of 5 hours: (See Catalog) Approval by Division Chair required.

Ww O Fr P P B W O

Engl 120 College Comp I

IT Certificate approved by Division Chair:
# A MINIMUM GRADE OF "C" IS REQUIRED

Signature Date:




Name

Date 2008-2010 CATALOG

L

B.A.S. DEGREE: BUSINESS ADMINISTRATION MAJOR

(84 Hours)

Pre-regs: A.A.S. degree from an accredited institution, ENGL 110 & 120, MATH 103, COMM 110

Mayville State University:

Core Requirements: (24 Sem Hours)

College:

Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Acct 200|Elements of Accounting | 4 F,S
Acct 201 |Elements of Accounting Il 4 F,S
Badm 301 |Principles of Marketing 3 F,S
Badm 302 |Principles of Management 3 F,S
Bote 347|Computer App in bus 3 F,S (Sum Onin)
Busn 334 |Business Communication 3 F,S
Busn 351|Human Resource Mgmt 3 S
Busn 482S|Business Comprehensive 1 F,S
BUSINESS CONCENTRATION: (16 Hours)
(upper division courses)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Elective Requirements: (44 Hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
TOTAL HPTS GPA

3/17/08




BACHELOR OF SCIENCE, BACHELOR OF ARTS or BACHELOR OF UNIVERSITY STUDIES 2008-2010 CATALOG

NAME DATE
MAYVILLE STATE GENERAL EDUCATION COURSES (36 HOURS)
Cr Sem Grd  Hpts Cr Sem Grd Hpts
COMMUNICATIONS CATEGORY: 9 Hours required MATHEMATICS & SCIENCE CATEGORY: 11 Hours required
Engl 110 College Comp | 3 Mathematics = Minimum 3 Hours from courses listed below:
Engl 120 College Comp II 3 Math 103 College Algebra 3
Comm 110 Fund Public Speaking 3 Math 105 Trigonometry 2
Math 165 Calculus | 4

COMPUTER INFORMATION SYSTEM CATEGORY: 1 Hour required

Science = Minimum 4 Hours & must include 1 lab science:

Cis 200 Computers in Soc 1 Astr 150 Meteorology 4
Biol 111 Concepts of Biology 4

HUMANITIES & SOCIAL SCIENCE CATEGORY: 15 Hours required Biol 150 General Biology | 4
Biol 151 General Biology I 4

Humanities = Minimum 6 Hours from courses listed below: Biol 220 Anatomy & Phys | 4
Engl 250 Lit in Multicult World 3 Biol 221 Anatomy & Phys II 4
Hum 220 History of Music/Multi World 3 Chem 121 Gen Chemistry | 4
Hum 221 History of Art/Multi World 3 Chem 122 Gen Chemistry Il 4
Geol 115 Intro Geology 4

Span 102 First Year Spanish II* 4 Phys 110 Intro Astronomy 4
*One full year of collegiate Spanish (8 hours) will satisfy 3 hours PhyS 211 College PhySiCS | 4

in the Humanities/Social Science Category Phys 212 College PhySiCS 1] 4

Phys 251 University Physics | 5

Social Science = Minimum 6 Hours from courses listed below: Phys 252 University Physics Il 5
Scnc 101 Natural Science 3

Econ 105 Elem of Econ Scnc 101L Natural Science Lab 1
Econ 201 Principles of Micro Scnc 102 Physical Science 3
Econ 202 Principles of Macro Scnc 102L Physical Science Lab 1

Geog 103 Multicult World, Global Iss

Hist 101 West Civ |
Hist 102 West Civ Il
Hist 103 US to 1877
Hist 104 US since 1877
Psyc 111 Intro to Psych
Soc 110 Intro to Soc

TOTAL: HPTS :

GPA :
A 2.00 GPA in general education is required for Graduation.

W W WwWwWwwwwwww

NOTE: PLEASE REFER TO EACH MAJOR FOR SPECIFIC GENERAL EDUCATION PRE-REQUISITES.

l MAYVILLE STATE INSTITUTIONAL GRADUATION REQUIREMENTS

PHYSICAL EDUCATION:

Cr Sem Grd
Hper 100 Concepts of Fit & Well 2
Hper 210 First Aid & CPR 1

INFORMATION TECHNOLOGY CERTIFICATE PROGRAM:
LEVEL 1: Cr Sem Grd LEVEL 2:
Comm 104 Electronic Comm 0 - # Cis 200 Comp in Society 1 .
Comm 110 Fund Public Speaking LEVEL 3:
# Cis 112 Intro Word Process Minimum of 5 hours: (See Catalog) Approval by Division Chair required.
# Cis 114 Intro Spreadsheet
# Cis 116 Intro Database
# Cis 118 Intro Present Graphics
Engl 106 Electronic Research
Engl 120 College Comp I

WO R P PP W®

IT Certificate approved by Division Chair:
# A MINIMUM GRADE OF "C" IS REQUIRED



Name

2008-2010 CATALOG

B.S. DEGREE: BUSINESS ADMINISTRATION MAJOR

(60 Hours)

Mayville State University:

Pre-reqs: COMM 110, ECON 201 & 202, Engl 110 & 120, Math 103

CORE REQUIREMENTS: (36 Hours)

College:

Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Acct 200|Elem of Accounting | 4 F,S
Acct 201 |Elem of Accounting I 4 F,S
Acct 315|Bus in Legal Environment 3 F
Badm 301|Principles of Marketing 3 F,S
Badm 302|Principles of Mgmt 3 F,S
Bote 347|Computer App in Bus 3 F,S(Sum Onln)
Busn 323|Managerial Finance 3 S
Busn 334|Busn Communications 3 F,S
Busn 336|Applied Stats | 3 F,S
Busn 351|Human Resource Mgmt 3 S
Busn 455|Business Policies 3 S
Busn 491|Professional Develop 1 F, S
TWO SPECIALIZATION AREAS OR A MINOR:
ACCOUNTING:
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Acct 300|Inter Accounting | 4 Alt yrs FO9
Acct 301|Inter Accounting Il 4 Alt yrs S10
Acct 305|Cost Accounting | 3 Alt yrs FO8
Acct 306|Cost Accounting |l 3 Alt yrs S09
BANKING:
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Acct 316|Banking Law 3 S
Busn 310|Fund Real Estate/Insuranc 3 F
Busn 361|Entrepren & Mgmt 3 F
Busn 451|Lending 3 F
EINANCE:
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Acct 400(Indv Income Tax 3 F
Acct 401|Busn Income Tax 3 S
Busn 312|Real Estate Finance 3 S
Busn 453|Invest Analysis & Mgmt 3 S
MANAGEMENT:
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Busn 340|Project Management 3 F
Busn 415|Management Science 3 S
Busn 418|Operations Mgmt 3 F
Busn 429|Adv Market Mgmt 3 S




page 2

B.S.DEGREE: BUSINESS ADMINISTRATION MAJOR

Mayville State University: College:
MANAGEMENT INFORMATION SYSTEMS:
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Cis 204 |Programming | 3 F
Cis 270 |Comp Org & Oper Sys 3 F
Cis 300|Intro to Relational Data 3 F
Cis 320|Data & Network Security 3 S
MARKETING:
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Busn 308|Retailing 3 S
Busn 318|Adv & Prom Mgmt 3 F
Busn 423|Consumer Behavior 3 F
Busn 429|Adv Market Mgmt 3 S
REAL ESTATE:
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Acct 401 |Business Inc Taxation 3 S
Busn 310|Fund Real Estate/Insur 3 F
Busn 311|Real Estate Appraisal 3 S
Busn 312|Real Estate Finance 3 S
INTERNSHIP:
9 sem hrs of BUSN 497S plus
3 sem hrs of approved BUSN electives:
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
TOTAL HPTS GPA

4/7/08




Name Date

2008-2010 CATALOG

ACCOUNTING MINOR (23 Hours)
Mayville State University: College:
REQUIRED COURSES: (23 Hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Acct 300(Intermediate Accounting | 4 F09, Alt Yrs
Acct 301 |Intermediate Accounting Il 4 S10, Alt Yrs
Acct 305|Cost Accounting | 3 FO8, Alt Yrs
Acct 306|Cost Accounting Il 3 S09, Alt Yrs
Acct 400(Individual Income Tax 3 F
Acct 401 |Business Income Tax 3 S
Acct 450|Auditing/Assurance Ser 3 S09, Alt Yrs
TOTAL HPTS GPA
Business Administration Minor (18 Hours)
Mayville State University: College:
REQUIRED COURSES: (18 Hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Acct 200|Elem of Accounting | 4 F.S
Acct 201 |Elem of Accounting I 4 F.S
Badm 301/|Principles of Marketing 3 F.S
Badm 302|Principles of Management 3 F.S
Bote 347|Computer Appl in Business 3 F,S (Sum Onin)
Busn 491|Professional Development 1 F.S
TOTAL HPTS GPA

Computer Information Systems Minor (18 Hours)
Mayville State University: College:
REQUIRED COURSES: (18 Hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Cis 204 |Programming | 3 F
Cis 205|Programming | 3 S
Cis 270|Comp Org & Oper Syst 3 F
Cis 300|Intro Relational Databases 3 F
Cis 310|Data Communications 3 S
Cis 365|Web Page Design/Dev 3 S
TOTAL HPTS GPA

7/07




Appendix B
Early Childhood Checksheets
e General Education — BA
e  Major: Early Childhood — BA



BACHELOR OF SCIENCE, BACHELOR OF ARTS or BACHELOR OF UNIVERSITY STUDIES 2008-2010 CATALOG

NAME DATE
MAYVILLE STATE GENERAL EDUCATION COURSES (36 HOURS)
Cr Sem Grd  Hpts Cr Sem Grd Hpts
COMMUNICATIONS CATEGORY: 9 Hours required MATHEMATICS & SCIENCE CATEGORY: 11 Hours required
Engl 110 College Comp | 3 Mathematics = Minimum 3 Hours from courses listed below:
Engl 120 College Comp II 3 Math 103 College Algebra 3
Comm 110 Fund Public Speaking 3 Math 105 Trigonometry 2
Math 165 Calculus | 4

COMPUTER INFORMATION SYSTEM CATEGORY: 1 Hour required

Science = Minimum 4 Hours & must include 1 lab science:

Cis 200 Computers in Soc 1 Astr 150 Meteorology 4
Biol 111 Concepts of Biology 4

HUMANITIES & SOCIAL SCIENCE CATEGORY: 15 Hours required Biol 150 General Biology | 4
Biol 151 General Biology I 4

Humanities = Minimum 6 Hours from courses listed below: Biol 220 Anatomy & Phys | 4
Engl 250 Lit in Multicult World 3 Biol 221 Anatomy & Phys II 4
Hum 220 History of Music/Multi World 3 Chem 121 Gen Chemistry | 4
Hum 221 History of Art/Multi World 3 Chem 122 Gen Chemistry Il 4
Geol 115 Intro Geology 4

Span 102 First Year Spanish II* 4 Phys 110 Intro Astronomy 4
*One full year of collegiate Spanish (8 hours) will satisfy 3 hours PhyS 211 College PhySiCS | 4

in the Humanities/Social Science Category Phys 212 College PhySiCS 1] 4

Phys 251 University Physics | 5

Social Science = Minimum 6 Hours from courses listed below: Phys 252 University Physics Il 5
Scnc 101 Natural Science 3

Econ 105 Elem of Econ Scnc 101L Natural Science Lab 1
Econ 201 Principles of Micro Scnc 102 Physical Science 3
Econ 202 Principles of Macro Scnc 102L Physical Science Lab 1

Geog 103 Multicult World, Global Iss

Hist 101 West Civ |
Hist 102 West Civ Il
Hist 103 US to 1877
Hist 104 US since 1877
Psyc 111 Intro to Psych
Soc 110 Intro to Soc

TOTAL: HPTS :

GPA :
A 2.00 GPA in general education is required for Graduation.

W W WwWwWwwwwwww

NOTE: PLEASE REFER TO EACH MAJOR FOR SPECIFIC GENERAL EDUCATION PRE-REQUISITES.

l MAYVILLE STATE INSTITUTIONAL GRADUATION REQUIREMENTS

PHYSICAL EDUCATION:

Cr Sem Grd
Hper 100 Concepts of Fit & Well 2
Hper 210 First Aid & CPR 1

INFORMATION TECHNOLOGY CERTIFICATE PROGRAM:
LEVEL 1: Cr Sem Grd LEVEL 2:
Comm 104 Electronic Comm 0 - # Cis 200 Comp in Society 1 .
Comm 110 Fund Public Speaking LEVEL 3:
# Cis 112 Intro Word Process Minimum of 5 hours: (See Catalog) Approval by Division Chair required.
# Cis 114 Intro Spreadsheet
# Cis 116 Intro Database
# Cis 118 Intro Present Graphics
Engl 106 Electronic Research
Engl 120 College Comp I

WO R P PP W®

IT Certificate approved by Division Chair:
# A MINIMUM GRADE OF "C" IS REQUIRED



Name:

Date:

2008-2010 CATALOG

B.A. DEGREE: EARLY CHILDHOOD MAJOR

(84 Semester Hours Required)

Mayville State University:

College:

Pre-reqs: COMM 110 Fund of Public Speak; ENGL 110 & 120 Composition | & Il; PSYC 111 Intro to Psych; and SOC 110 Intro to Soc.

CORE REQUIREMENTS: (47 Sem Hours)

Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
EC 210|Intro to ECE 3 F(S,Sum Onin)
EC 211|Obsv, Assess & Int Tech 2 F(S,Sum Onin)
EC 320|Infants and Toddlers 3 S
EC 333|PreK Methods & Materials 3 S, Sum
EC 336|Soc/Emo Dev& Guid In ECE 3 S (Sum Onin)
EC 337|Special Needs in ECE 3 F, Sum
EC 338|Home/School Comm Rel 3 S
EC 376|Field Experience in ECE 1 S, Sum
EC 380|Racial & Multi Minorities 3 F, S, Sum
EC 412|Div & Prof in ECE 3 S
EC 418|Tech in ECE 2 F
EC 495|Service Learning in ECE 2 F,S,Sum

Hper 217|Personal & Comm Health 2 F, S
Psyc 102|Interpersonal Skill Dev 3 F, S
Psyc 255|Child & Adolescent Psych 3 F, S, Sum
Span 101|First Year Spanish | 4 F
Span 102|First Year Spanish | 4 S

Choose ONE of the Professional Course Options:

*Distance learning students may need to take
these courses face to face either on the Mayville State campus or at a local site.

1. ADMINISTRATION Option (Requires 1 Specialization)

Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Acct 200|Elem of Accounting | 4 F, S
Badm 301 |Principles of Marketing 3 F, S
Badm 302 |Principles of Management 3 F, S
Busn 334|Business Comm 3 F, S
Busn 351/HR Management 3 S
EC 322|Admin & Leadership ECE 3 F08, Alt yrs
EC 345|Grant Writing 1 Su09, Alt Yrs
Psyc 361|Social Psychology 3 S10, Alt Yrs
2. PRESCHOOL EDUCATION Option (Requires 1 Specialization)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
EC 313|Language/Literacy in ECE 3 F, Sum
EC 335|Art/Music in ECE 3 S, Sum
EC 398|Child Develp Internship 6 F,S,Su
Educ 250/ Intro to Education 2 F, S
Educ 298| Pre-Prof Field Exper 1 F, S
Educ 436|Kindergarten Methods 2 F, Sum
Engl 317|Children's Literature 3 F, S
Hper 315/Movement Ed in Early Ch 2 F




Page 2

B.A. DEGREE: EARLY CHILDHOOD MAJOR

Mayville State University: College:
SPECIALIZATIONS:
A. Lanquage/Literacy (15 hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
EC 303/Sign Language 3 F,Sum (LRSC)
EC 344|Augumented & Alt Comm 3 S10, Alt Yrs
EC 375|Supervised Tutorial Exper 3 F,S,Su
Educ 318|Reading in Elem School 3 F,S
Thea 110|Intro to Theatre Arts 3 S10, Alt Yrs
B. Special Needs/Paraprofessional (15 hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
EC 303/Sign Language F,Sum (LRSC)
OR 3
EC 344|Augumented & Alt Comm S10, Alt Yrs
Educ 350/ Remedial Reading 3 F, S, Sum
Educ 390|Spec Needs in Inclus Env 3 F, S, Sum
Math 277|Math for Elem Teachers 4 F, Sum
Select 1 class from the following:
EC 343|Classroom Modifications 3 S09, Alt Yrs
EC 375|Supervised Tutorial Exp 3 F,S,Su
C. Infant/Toddler (15 hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
EC 303/Sign Language 3 F,Sum (LRSC)
EC 340|Assess/Doc in I/T Prog 3 S09, Alt Yrs
EC 341|Learn Env for Infant/Toddler 3 F08, Alt Yrs
EC 342|Routines & Guid Infant/Tod 3 F09, Alt Yrs
EC 375|Supervised Tutorial Exp 3 F,S,Su
D. School Age Care (15 hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
EC 375|Supervised Tutorial Exp 3 F,S,Su
Educ 323|Music for Elementary Tchr* 2 F,S
Educ 325|Elementary Classroom Art* 2 F,S
Educ 390|Spec Needs in Inclus Env 3 F, S, Sum
Hper 153|Recreational Sports* 1 S
Hper 206|Social/Folk Dance* 1 S
Hper 209|Rhythms & Tumbling* 1 F
Hper 319|Health & PE in Elem Sch* 2 F,S

*Distance Learning students may need to take these courses face to face either on the Mayville State

campus or at a local site.

TOTAL

HPTS

GPA

4/8/08




Appendix C
Elementary Education Checksheets
e General Education — BASED
e Major: Elementary Education — BASED
e Minor: Early Childhood
e  Minor: Library Media Information Science
e Minor: Science for Elementary Teachers



BACHELOR OF SCIENCE IN EDUCATION 2008-2010 CATALOG

NAME DATE
MAYVILLE STATE GENERAL EDUCATION COURSES (36 HOURS)
Cr Sem Grd Hpts Cr Sem Grd Hpts
COMMUNICATIONS CATEGORY: 9 Hours required MATHEMATICS & SCIENCE CATEGORY: 11 Hours required
Engl 110** College Comp | 3 Mathematics = Minimum 3 Hours from courses listed below:
Engl 120** College Comp I 3 Math 103** College Algebra 3
Comm 110* Fund Public Speaking 3 Math 105 Trigonometry 2
Math 165 Calculus | 4

COMPUTER INFORMATION SYSTEM CATEGORY: 1 Hour required

Science = Minimum 4 Hours & must include 1 lab science:

CIS 200 Computers in Soc 1 Astr 150 Meteorology 4
Biol 111 Concepts of Biology 4
HUMANITIES & SOCIAL SCIENCE CATEGORY: 15 Hours required Biol 150 General Biology | 4
Biol 151 General Biology I 4
Humanities = Minimum 6 Hours from courses listed below: Biol 220 Anatomy & Phys | 4
Engl 250 Lit in Multicultural World 3 Biol 221 Anatomy & Phys I 4
Hum 220 History of Music/Multi World 3 Chem 121 Gen Chemistry | 4
Hum 221 History of Art/Multi World 3 Chem 122 Gen Chemistry i 4
3 Geol 115 Intro Geology 4
Span 102 First Year Spanish II* 4 Phys 110 Intro Astronomy 4
*One full year of collegiate Spanish (8 hours) will satisfy 3 hours PhyS 211 College Physics | 4
in the Humanities/Social Science Category Phys 212 College Physics Il 4
Phys 251 University Physics | 5
Social Science = Minimum 6 Hours from courses listed below: Phys 252 University Physics II 5
Geog 103** Multicult World, Global Iss 3 Scnc 101 Natural Science 3
Psyc 111** Intro to Psych 3 Scnc 101L Natural Science Lab 1
Scnc 102 Physical Science 3
Econ 105 Elem of Econ 3 Scnc 102L Physical Science Lab 1
Econ 201 Principles of Micro 3
Econ 202 Principles of Macro 3
Hist 101 West Civ | 3 TOTAL : HPTS :
Hist 102 West Civ II 3
Hist 103 USto 1877 3 GPA :
Hist 104 US since 1877 3 A 2.00 GPA in General Education is required for Graduation.
Soc 110 Intro to Soc 3

**General Education pre-requisite courses required for admittance to Teacher Education, a"C" grade is required.

NOTE: PLEASE REFER TO EACH MAJOR FOR SPECIFIC GENERAL EDUCATION PRE-REQUISITES TO THE MAJOR.

MAYVILLE STATE INSTITUTIONAL GRADUATION REQUIREMENTS

PHYSICAL EDUCATION:

@
o

Cr Se

Hper 100 Concepts of Fit & Well

1
Hper 210 First Aid & CPR 1

INFORMATION TECHNOLOGY CERTIFICATE PROGRAM:
LEVEL 1: Cr Sem Grd LEVEL 2:
Comm 104 Electronic Comm # Cis 200 Comp in Society 1
Comm 110 Fund Public Speaking LEVEL 3:
# Cis 112 Intro Word Process Minimum of 5 hours: (See Catalog) Approval by Division Chair required.
# Cis 114 Intro Spreadsheet
# Cis 116 Intro Database
# Cis 118 Intro Present Graphics
Engl 106 Electronic Research
Engl 120 College Comp Il

WO RrRPRRPP WO

IT Certificate approved by Division Chair:
# A MINIMUM GRADE OF "C" IS REQUIRED
Signature Date:




Name Date 2008-2010 CATALOG
B.S.ED. DEGREE: ELEMENTARY EDUCATION MAJOR (40 Hours)
Mayville State University: College:
Pre-Requisites: Comm 110, Engl 110 & 120, Geog 103, Hist elective, Math 103, Psyc 111,
Scnc 101& Scnc 102
CORE REQUIREMENTS: (40 Hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Educ 301 Strategies in Elem School 3 F,S
Educ 302|Social Studies Strategies 3 F, S
Educ 318|Reading in Elem Sch 3 F,S
Educ 319|Lang Arts in Elem Sch 3 F,S
Educ 323/ Music for Elem Tchrs 2 F, S
Educ 324|North Dakota Studies 1 F, S
Educ 325|Elementary Clsrm Art 2 F,S
Educ 350/ Remedial Reading 3 F, S, Sum
Engl 317|Children’s Literature 3 F,S
Geog 300|World Regional Geog 3 F, S
Hper 319 |Health & PE Elem 2 F,S
Math 277|Math for Elem Teachers 4 F, Sum
Math 307|Math Strategies Elem/Middle 2 F,S
Scnc 320|Science For Elem | 3 F, S
Scnc 321|Science For Elem Il 3 F, S
PROFESSIONAL EDUCATION COURSES: (28 Hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
#Psyc 255|Child & Adolescent Psych 3 F, S
##Educ 250/ Intro To Education 2 F, S
##Educ 298| Pre-Prof Field Exper 1 F,S
Educ 272|Educational Tech 1 F, S
Educ 380|Race/Multicult Minorities 3 F, S, Sum
Educ 390|Spec Needs/Inclusiv Env 3 F, S, Sum
Educ 400|Student Teaching 10 F,S
Educ 401 Elect Portfolio/Assessment 2 F, S
Educ 422|Learn & Eval 3 F,S
TOTAL HPTS GPA

TEACHER EDUCATION REQUIREMENTS:
1. #A MINIMUM GRADE OF "C" IS REQUIRED FOR TEACHER EDUCATION.
2. ## A MINIMUM GRADE OF "B" IS REQUIRED FOR TEACHER EDUCATION.

3. Students who have not been admitted to Teacher Education will not be permitted to enroll in EDUCATION
coursework at or beyond the 300 level courses with the exception of Early Childhood Educ courses.

4. Must successfully complete and pass the PPST test.

3/17/08




Name Date 2008-2010 CATALOG

EARLY CHILDHOOD EDUCATION MINOR (24 Hours)
Mayville State University: College:
REQUIRED COURSES: (24 HOURS)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
EC 210|Intro ECE 3 F
EC 211|Observ, Assess & Int Tech 2 F
EC 313|Langl/Literacy in ECE 3 S, Sum
EC 333|PreK Methods & Materials 3 F,Sum
EC 336/Soc/Emo Dev & Guid in EC 3 S (Sum Onln)
EC 337|Special Needs in ECE 3 F, Sum
EC 338/Home/School Comm Rel S
OR 3
EC 412|Divers & Profess in ECE S
EC 376/|Field Experience in ECE 1 S, Sum
Engl 317|Children's Literature 3 F.S
REQUIRED FOR KINDERGARTEN CERTIFICATION:
Educ 400|Kindergarten Stud Teach 5 F.S
Educ 436|Kindergarten Methods 2 F, Sum
NOTE: Without Kindergarten Student Teaching and Kindergarten Methods the Early childhood minor will be considered

a "non-teaching" minor and not certifiable.

EDUCATION TECHNOLOGY MINOR (18-20 Hours)
Mayville State University: College:
CORE REQUIREMENTS: 6 Hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts
Bote 205|Advanced Word Processing 3 S
Busn 332|Digital Tools/Techn 2 S
Cis 204 |Programming | 3 F
Cis 220|Hardware Troubleshooting 3 S
Cis 260|Authorizing Digital Pub 3 S
Cis 270|Computer Org/Operate Sys 3 F
Educ 272|Educational Technology *1 F.S
*OR
Lmis 250|Libraries & Info Science *3 S,Sum

TOTAL HPTS GPA

3/17/08




Name

Date

2008-2010 CATALOG

LIBRARY MEDIA & INFORMATION SCIENCE MINOR (25 Hours)
Mayville State University: College:
REQUIRED COURSES: ( 25 Hours)
Prefix/Num Course Title Sem Cr Term Offered IPrefix/Num Course Title Sem Cr Term Grd Hpts
Lmis 250|Libraries and Inform Sci 3 S,Sum
Lmis 317 |Children's Literature F,S
OR 3
Lmis 350|Young Adult Lit and Media F
Lmis 360|Media Collect Develop 3 S, Sum 08, Sum 10
Lmis 365|Organization of Info 3 F,Sum 08, Sum10
Lmis 370|Refer Sources & Services 3 S,Sum 09,
Lmis 430|Admn of the SLMC 3 F, Su08, Su 10
Lmis 445|Standards for Effect Lib 3 F, Su 09
Lmis 470|Curr Issues in Inform Sci 3 S, Su 09
Educ 272|Educational Tech 1 F,S
TOTAL HPTS GPA

IN ADDITION TO THE MINOR, COMPLETION OF AN ADDITIONAL 3 SEMESTER HOURS OF ELECTIVES APPROVED BY THE LIBRARY
SCIENCE FACULTY QUALIFIES THAT INDIVIDUAL TO APPLY FOR THE MEDIA SPECIALIST CREDENTIAL (LM02).

3/18/08




Name

Date

2008-2010 CATALOG

GENERAL SCIENCE MINOR

(20 Hours)

Mayville State University:

College:

NO LESS THAN EIGHT HOURS IN ANY TWO OF THE FIELDS OF BIOLOGY, CHEMISTRY, EARTH SCIENCE OR PHYSICS AND

FOUR HOURS INA THIRD AREA.

BIOLOGY: (8 hours)
Prefix/Num Course Title

IPrefix/Num

Sem Cr Term Offered Course Title Sem Cr Term Grd Hpts

CHEMISTRY: (8 hours)
EARTH SCIENCE: (8 hours)
PHYSICS: (8 hours)
REQUIRED OF ALL B.S.ED GENERAL SCIENCE MINORS:

Educ 484|Sec Methods for Science 2

Educ 398|Sec Ed Field Exp 1

TOTAL HPTS GPA
SCIENCE FOR ELEMENTARY TEACHER MINOR (20 Hours)
Mayville State University: College:

REQUIRED COURSES: ( 6 Hours)
Prefix/Num Course Title Sem Cr Term Offered JPrefix/Num Course Title Sem Cr Term Grd Hpts

Scnc 320|Sci for Elem Teachers | 3 F,S

Scnc 321|Sci for Elem Teachers Il 3 F,S

APPROVED ELECTIVES: (14 Hours)

PRIOR DIVISION CHAIR APPROVAL FOR THE ELECTIVES IS REQUIRED.

THIS MINOR DOES NOT FULFILL REQUIREMENTS FOR THE MIDDLE SCHOOL ENDORSEMENT IN SCIENCE.

TOTAL

HPTS

GPA

3/18/08




Appendix D
e  (Catalog Change Form
e  Graduation Application
e Life Experience Credit
e Incomplete Grade Request
e  Major Declaration
e Request for Substitution or Waiver of Academic Requirements



Catalog Change Date:

I would like to request completing the general education and major/minor requirements
from a more recent catalog than my time of entrance to Mayville State University. | wish
to follow the catalog.

Name:
Degree: Major:
Minor:
Reason for request:
[ ] Approve
(Student signature) Date [ ] Disapprove
(Advisor signature) Date Granted on:
(Date)
(Division Chair signature) Date
(Director of Academic Records signature) Date

cc: Student and Advisor

8/28/2009



Office of Academic Records — Mayville State University DATE:

APPLICATION FOR GRADUATION

1. Name as you wish it to appear on diploma:

If you have a maiden or new married name, do you want it listed for news releases and commencement program? If
so, please list:

Hometown/Hometown Newspaper:

2. EMPL#: SSN: BOX #:

3. Home Address to which diploma can be mailed:
(Please list address even if you are planning to attend graduation)

4, Father’s name and address:

Mother’s name and address:

5. Semester in which your degree will be completed:

6. Advisor: Are you a transfer student? Are you a distance student?

7. Catalog the degree will be completed under:

8. Fill in the degree you are pursuing: AND: Do you plan to receive an additional degree at MSU?
(If yes, a new Application for Admission must be filed)
A. Bachelor of Science in Education Degree (BSED)

Major: Concentration:

Minor:

B. Bachelor of Science Degree (BS)

Major: Specializations:

Minor:
C. Bachelor of Arts Degree (BA) D. Bachelor of Applied Science (BAS)

Major: Major:

Minor: Minor:

e e e e e e
E. Bachelor of University Studies (BUS) Dept:

Major: General Studies Dept:

Minor(s): Dept:

B L L o o S S e S R o o 2 2 S 2 2 2 2 2

F. Associate of Arts Degree (AA-Two Year)

Major: Do you plan to pursue a 4-year degree at MSU?

9. Please review the section in the catalog entitled “Graduation Requirements”.

10. Diplomas are ordered once a year in the spring. All students who complete courses at the end of the summer, fall, or
spring semesters should attend commencement exercises. Diplomas will be mailed to the address above for those who
do not attend commencement. Will you be attending graduation exercises in May?

For office use only: Entered:




Distance Ed Student Check Here ]

Mayville State University
Office of Admissions & Records

Application For Life Experience Credit

Complete an application for each course in which credit is sought.

The following is to be completed in consultation with the Registrar.

Student Name: Date:
EMPL ID:
Address:

Phone:

Course in which credit is sought:

Number of credits sought:

Division Chairperson:

Discipline Adviser for the Project:
(normally the instructor of the course)

Please attach a description of Life Experience for which credit is sought
and the anticipated manner in which you intend to document this
experience. Includes place(s) and times(s) of experience and general
and specific knowledge areas.

Please list your major:




Distance Ed Student Check Here ]

CERTIFICATE OF APPROVAL

THIS PART TO BE COMPLETED BY APPROPRIATE FACULTY AND
ADMINISTRATIVE PERSONNEL

This section is completed by the instructor of the course and/or other members of the
Division Examining Committee, if any.

It is recommended that be awarded
Student Name

semester hours credit in

Course Title

This recommendation has the approval of all members of the Examining Committee and is
based upon:

[ ] Oral Examination [ ] Attached supporting documentation
[ Written Examination [1 Other: (Please describe)
Instructor of course/Date Examining Member/Date Examining Member/Date

RECOMMENDATION OF THE DIVISION CHAIRPERSON OF COURSE

[]1 Approved [ ] Disapprove

Division Chair/Date

ACTION BY V.P. OF ACADEMIC AFFAIRS UPON RECOMMENDATION
OF CURRICULUM COMMITTEE:

[] Approved [ ] Disapprove

V.P. Academic Affairs/Date

FINANCIAL AFFAIRS: This is to certify that the applicant has satisfied the financial
obligations associated with the award of this credit for life experience.

Receipt No. Amount Received Office of Business Affairs/Date

Action by the Registrar:

Registrar Date

Action recorded on permanent academic record by:

Records staff Date

Copies furnished: [ | Student [ ] Division Chairperson [ 1 Advisor



Name of Student:

Distance Ed Student Check Here ]

Incomplete Grade Request

Office of Academic Records

Empl ID:

Name of Faculty:

Date:

TERM

DEPT NAME

COURSE #

COURSETITLE

CREDITS

INCOMPLETE GRADE POLICY: A student may request an “I” (Incomplete) grade for work the student
has an excusable reason for not completing. In the event that an “Incomplete” is granted by the instructor,
the student is responsible for completing the work by the deadline approved by the instructor but no later

than the close of the following term.

This request is:

[] an initial request for an incomplete grade

[] a request for a one-time extension of an Incomplete grade. Date of previous incomplete:

Reason for requesting the incomplete grade or extension of the incomplete grade:

Detail work that is needed to clear this incomplete grade:

The incomplete grade will be removed no later than the following date:

The student will earn a grade of if the required work is not completed by the agreed upon date listed above.

Student signature:

Date:

Faculty signature:

Date:

Advisor signature:

Date:

Date work completed:
The grade to be assigned is:

Grade change entered on:

The student has completed the assigned work required to complete this class.

Faculty signature:

Date of signature:

By:

This form should be submitted to the Office of Academic Records for the grade change.

4/1/2009




Mayville State University Distance Education
Student check here
Office of Academic Records

MAJOR DECLARATION

Directions: Hand carry this document along with a copy of your transcript(s)* to the Division Chairperson of
your intended major. After you have been accepted into your major program and a major advisor as been
assigned, this document should be returned by the student to the Academic Records office for processing.
(Download an unofficial copy of your transcript through MyMSU Portal)

1. Name:
(Last) (First)
Campus Box # EMPL #
2. DEGREE OBJECTIVE: [ ] Bachelor of Science in Education
[ ] Bachelor of Science
(Check One) [ ] Bachelor of Arts

[ ] Bachelor of Applied Sciences
[_] Bachelor of University Studies

3.l am applying for a major in:

(Title of Major Program)
If applicable, please list:

(Second Major)

If a double major, student must apply for both majors: see below.
Minor(s):

Concentration (s):

Specialization (s):

4. Transfer Student: [ ]No [ ] Yes, Transfer from:

o

Date of entrance to Mayville State University:
6. lunderstand and agree that | will follow the course requirements in the
- catalog to obtain my degree from Mayville State University.

Student’s Signature Date

The above student has been accepted into the major of

and has been assigned as his/her major advisor.
Faculty Advisor

Approved:

Division Chairperson of Primary Major Date

FOR DOUBLE MAJORS ONLY:
The above student has been accepted into the major program of

Approved:

Division Chairperson of Secondary Major Date

Distribution: Student, Division Chairperson, Major Advisor
Entered:

8/28/2009



Mayville State University Office of Academic Records

REQUEST FOR SUBSTITUTION OR WAIVER OF ACADEMIC REQUIREMENTS

NAME:

(Last) (First) Campus Box # EMPL #

Please approve the following substitution or waiver: (include prefix #, course title, term and institution where course was taken)

ANTICIPATED GRADUATION DATE:

| have been admitted to my major ( yes or no ) and am following the catalog.

Major(s): Minor(s):

Specialization(s) or concentration

Reason(s) for request:

Student’s Signature Date
Adviser's Recommendation:
( )Approve ( ) Disapprove
Adviser’s Signature Date
Comments:
( )Approve ( ) Disapprove
Division Chair’s Signature Date
() Referto VP of Academic Affairs
Comments:
( )Approve ( ) Disapprove
Registrar’s Signature Date
() Referto VP of Academic Affairs
( )Approve ( ) Disapprove
i ________VPofAcademic Affais ____________Date_________
Processed:
Date:

Distribution; () Student () Adviser ( ) Division Chair () Student File (original)





