Mission and Objectives Development Worksheet #1

Administrative and Support Units

	Bookstore – Yap Campus
	
	Fall 2008- Spring 2010

	Unit/Office/Program
	
	Assessment Period Covered

	
	
	June 24, 2008

	
	
	Date Submitted


	Institutional Mission/Strategic Goal:

	Mission: Historically diverse, uniquely Micronesian and globally connected, the College of Micronesia-FSM is a continuously improving and student centered institute of higher education. The college is committed to assisting in the development of the Federated States of Micronesia by providing academic, career and technical educational opportunities for student learning.



	Strategic Goal (which strategic goal(s) most support the services being provided): 
SPG #2. Provide institutional support to foster student success and satisfaction 

 SPG #9. Provide for continuous improvement of programs, services and college environment



	Administrative Unit/Program Mission Statement (First present a philosophical statement related to your units/program/office followed by a listing of the services you provide):
Mission:  To provide prescribed textbooks and other instructional materials to students and faculty
· Accepts delivered books, other merchandises and reconciles with delivery receipt

· Opens and closes Bookstore in accordance with detailed procedures in the manual

· Prepare and transmits receiving report, sales transactions, charge and inventory listing to Yap Campus Fiscal Office, Director and Bookstore Manager

· Performs retails sales activities

· Work with IC, Fiscal Officer, and SSC to determine order quantities, delivery and inventory 
· Keep and maintain records for internal/external audit purposes
· Update inventories in POS database
· Return cancelled and unsold books back to National Campus Bookstore if necessary
· Perform other assigned duties 



	Administrative Unit/Program Objectives: 

	Objective 1: ensure availability of sufficient number of textbooks for each course offered each semester 
    Strategy1:  Maintain an updated inventory of textbooks and other instructional supplies  

                      and materials.

    Strategy2:  Prepare and submit order for textbooks and other instructional supplies for 
                      each semester.

           Strategy3:  Buyback textbooks at the end of each semester.
Objective 2:  Improve and maintain Bookstore financial records to ensure accountability of  

                     operation.
    Strategy1:  Train the Fiscal Officer and Bookstore clerk on POS database

            Strategy2:  Keep accurate and complete records of Bookstore orders, sales, buyback and 
                            inventory



Assessment Plan Worksheet #2

Administrative and Support Units

	Bookstore, Yap Campus
	
	Fall 2008- Spring 2010

	Unit/Office/Program
	
	Assessment Period Covered

	(X) Formative Assessment
	
	June 25th , 2008

	(X) Summative Assessment
	
	Date Submitted


	Institutional Mission/Strategic Goal:

	Mission: Historically diverse, uniquely Micronesian and globally connected, the College of Micronesia-FSM is a continuously improving and student centered institute of higher education. The college is committed to assisting in the development of the Federated States of Micronesia by providing academic, career and technical educational opportunities for student learning.

	Strategic Goal (which strategic goal(s) most support the services being provided): Strategic SPG #2. Provide institutional support to foster student success and satisfaction 

 SPG #9. Provide for continuous improvement of programs, services and college environment




	Administrative Unit/Program Mission Statement : 
Ensure availability of sufficient classroom resources for students and faculty.



	Administrative Unite/Program Objectives: 

	1. Ensure availability and adequate number of textbooks and supplies for all classes each semester


	2. Improve and maintain Bookstore financial records to ensure accountability of operation.
    


	Evaluation questions
	Data sources
	Sampling
	Analysis

	Objective 1:

1.  Are there enough textbooks and other required instructional supplies and materials available for all classes each semester?
Objective 2:

1.  Is training provided to the Bookstore clerk and Fiscal officer on POS?

2.  Are there accurate and complete records of Bookstore operation?
	semester schedule, inventory, class lists per semester, TARF
training schedule, list of participants
POS, TARF, Inventory, Buyback Statement
	All
All

All


	Descriptive statistic
Descriptive statistic

Descriptive statistic




Timeline

	Activity
	Who is Responsible?
	Date

	1.  Maintain an updated inventory of textbooks and other instructional supplies and materials.

2. Prepare and submit order for textbooks and other instructional supplies for each semester.

3. Buyback textbooks at the end of each semester.
	Account Clerk, IC, Fiscal Officer
Account Clerk, IC, Fiscal Officer
Account Clerk, Fiscal Officer, SCD

	Each semester

1 month before deadline (March 1 for Summer & Fall; October 1 for Spring)
Each semester


	4. Train the Fiscal Officer and Bookstore clerk on POS database

    5. Keep accurate and complete records of Bookstore orders, sales, buyback and inventory
	Bookstore Manager, Comptroller, SCD
Account Clerk, Fiscal Officer, SCD
	Fall 2008
Weekly


Comments:

Assessment Report Worksheet #3

Administrative and Support Units

	
	
	

	Unit/Office/Program
	
	Assessment Period Covered

	(   ) Formative Assessment
	
	

	(    ) Summative Assessment
	
	Date Submitted


	Administrative Evaluation Question (Use a different form for each evaluation question):

	


First Means of Assessment for Evaluation Question Identified Above (from your approved assessment plan):

	1a. Means of Unit Assessment & Criteria for Success:



	1a. Summary of Assessment Data Collected:



	1a: Use of Results to Improve Unit Services:




Second Means of Assessment for Evaluation Question Identified Above (from your approved assessment plan):

	1b. Means of Unit Assessment & Criteria for Success:



	1b. Summary of Assessment Data Collected:



	1b: Use of Results to Improve Unit Services:




Third Means of Assessment for Evaluation Question Identified Above (from your approved assessment plan):

	1c. Means of Unit Assessment & Criteria for Success:



	1c. Summary of Assessment Data Collected:



	1c: Use of Results to Improve Unit Services:




