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Staff Resource Guide for the College of Engineering and Applied Science 

Disclaimer:   

This guide is not an employment contract. The University of Wyoming Employee Handbook published by 
Human Resources covers most of the details concerning your employment with the University. A copy of the 
employee handbook can be found here: 

www.uwyo.edu/hr/_files/docs/human-resources/Employee-Handbook.pdf    

The goal of the College of Engineering and Applied Science (CEAS) Staff Resource Guide is to provide 
more information and details specific to the College of Engineering and Applied Science which will make your 
transition into the College easier, and make you a more effective team member. 

  

http://www.uwyo.edu/hr/_files/docs/human-resources/Employee-Handbook.pdf
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Welcome: 
Welcome to the University of Wyoming’s College of Engineering and Applied Science (CEAS).  The CEAS 

is dedicated to providing an excellent engineering education to our students, and quality research results for our 
research partners. As a staff member in the CEAS, you play a vital role in achieving these goals. 

College staff members provide many services to the students, faculty, and other staff in the college. 
These services include academic support such as advising, degree planning, technical support for student design 
projects, marketing and student recruiting. They also include administrative tasks such as accounting, reception, 
marketing, department operations and event coordination. In addition, many technical support services are 
provided by staff members including lab development for computer, teaching, and research labs, technical and 
design support for research and design projects, and building and space management for the CEAS.  Meeting the 
goals of the CEAS would be very difficult without the support of an excellent team of staff members. 

 New employees in the College sometimes find that negotiating both the physical layout of the building 
and the administrative structure somewhat challenging. Hopefully, this guide will help with some of those 
challenges.  
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College of Engineering and Applied Science Offices and Departments: 
 

Shared or Centralized Services: 
 
Dean's Office 

The Dean’s Office, collectively referring to the group of people and offices located in and around room 
2085, is the gateway to the CEAS.  It houses the Dean, the Dean’s Assistant, two Associate Deans, and 
the Susan McCormack Center for Student Success. such as recruiting, advising, and career planning.  It is 
a great place to start if you are brand new to the CEAS.  The CEAS machine shop and ESIG computer labs 
are also part of the Dean’s office, but will be discussed in more detail below. 

Business Office  
The Business Office is made up a number of individuals involved in the accounting and human resources 
activities of the CEAS. 

Machine Shop 
 The Machine Shop is located in the sloped hallway connecting the basement level with the 1st 
floor, near the center of the building, in what’s known as the ‘sawtooth’ because of its roof design. The 
Shop is available for the fabrication, modification, and repair of college-related instructional and 
research equipment. Priority is given to teaching and research projects within the college, but the Shop 
also provides support to other colleges and associated entities as both time and funding permit. 

ESIG Computer Labs 
 The ESIG lab consists of several computer labs, study rooms, and computer classrooms available 
for faculty and students.  Much of the software necessary for the CEAS is licensed collectively through 
the ESIG lab. The ESIG office is in Engineering 1042. 

  

http://www.uwyo.edu/ceas/dean
http://www.uwyo.edu/ceas/dean/support/shop/index.html
http://www.uwyo.edu/ceas/dean/support/es/index.html
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Academic Departments  
 
Atmospheric Science 

The Department of Atmospheric Science is located on the 6th floor of the Engineering building.  ATSC departmental 
offices are located in EN 6034 /EN 6034A, and house the department head, business manager, and office 
associate/flight scheduler.  

Chemical Engineering 
Chemical Engineering is located primarily on the 4th floor of the Engineering building. Their departmental offices 
are located in the east hallway in EN 6055 /EN 6055A, and houses the department head and office associate 
senior.  

Civil and Architectural Engineering 
Civil and Architectural Engineering (CAE) is located primarily on the 3rd floor of the Engineering Building. The 
departmental office is located in Room 3074, and houses department head and office associate senior. The CAE 
Technician, Sr. is located in Room B120.  The Technician is available to assist with lab safety issues, assist 
researchers with lab requirements, and purchasing materials for the labs.   
 
Wyoming Technology Transfer Center (T2) is located on the 4th floor of the Engineering Building in Room 4092, and 
their Safety Analyst in EN 3048.   
 
Water Resources Data System (WRDS) main office is located in Wyoming Hall Room 254. 

Computer Science 
Located on the 4th floor, Computer Science (COSC) offices are located primarily in the old section of the 
engineering building with the departmental office in Room 4083. The computer science department sponsors the 
ACM club, as well as the Laramie Robotics Club. The COSC department does not do computer repairs and solve 
technical issues; those problems should go to IT. 

Electrical and Computer Engineering 
The Electrical and Computer Engineering Department (ECE) is located primarily on the 5th floor of the newer part of 
the building.  The ECE departmental office is located in Room 5068, and houses both the department head and 
office associate senior.   
 
The ECE shop, located in room 5045, houses ECE’s master electrical technician.  He is available to assist with all 
problems of an electrical nature, such as instrumentation and computer troubleshooting and repair.  The ECE Staff 
Engineer is available for any nature of electrical design or troubleshooting, including data acquisition and control, 
instrumentation, power engineering, and computer issues. 

Mechanical and Energy Systems Engineering 
The Mechanical and Energy Systems Engineering Department (ME) is primarily housed on the 2nd floor of the 
Engineering building and its departmental office is located in Room 2052. It houses the department head and 
office associate senior. ME also has an in-house engineer to assist with research needs. Their engineer is located in 
EN 2068. 

Petroleum Engineering 
The Petroleum Engineering Department (PETE) is housed on the 4th and 3rd floors of the Engineering building and 
its departmental office is located in Room 4015. It houses the department head and office associate senior. PETE 
has a number of teaching labs and research facilities in other locations on campus as well.   
 
Other facilities are: These include the High Bay Research Facility, housing research facilities and graduate students. 
Please note this building is not accessible to the general public. Entrance is by security pass or personal escort only. 
Additionally, there is the WPX Drilling & Completions Simulator lab, currently housed in the Energy Innovation 
Center (EIC), but will move to its new home in the under-construction Engineering Energy and Research Building 
(EERB) in February 2019. A new Carbon Engineering lab is being outfitted on the 3rd floor of the EIC, and will house 
several interdisciplinary research groups. 

http://www.uwyo.edu/atsc/
http://www.uwyo.edu/chemical/
http://www.uwyo.edu/civil/
http://www.uwyo.edu/cosc/
http://www.uwyo.edu/electrical/
http://www.uwyo.edu/mechanical/
http://www.uwyo.edu/petroleum/index.html
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General Office Procedures 
For most staff in the CEAS, there are general procedures to follow for routine tasks applicable to all or most 
departments. 

 

Building Emergency Action Plan  

UWPD consolidates the plan for the University. You should review the details and become familiar with 
emergency responses here: http://www.uwyo.edu/risk/safety/buildingemergencyactionplaninformation.html  

 

CEAS Business Office 
The CEAS Business office is the centralized accounting center for the College of Engineering. It consists of 4 
Accounting Associate Seniors, 2 Accountants, a Business Manager, and the Director of Business Operations. This 
unit handles all of the accounting functions for the departments, including ordering, p-card reconciling, travel 
reimbursements, invoice payment. We also provide all payroll functions including recruiting, hiring/ termination 
paperwork, and time entry. We provide monthly reports to departments and PI’s and assists with grant award 
management for PI’s. Please refer to our website for the staff members for each department along with links to 
travel request forms and other useful information. http://www.uwyo.edu/ceas/dean/business/index.html 

 

Undergraduate Student Advising 
Undergraduate advising now falls on the College Advising Center, within the Center for Student Success. Please 
visit their website for more information or to refer your students for assistance. If your student has a faculty 
advisor within your department, they can still contact the advising center for assistance with processes and 
forms. http://www.uwyo.edu/ceas/resources/studentservices/advising.html  

 

Graduate Student Advising 
Academic departments have a designated Graduate Program Coordinator. However, it is usually the 
administrative person who manages the paperwork submissions required of graduate students. For policy and 
advising questions, you should refer graduates students to the Coordinator or their designated advisor. 

All graduate forms can be found on the Registrar’s website, 
http://www.uwyo.edu/registrar/students/graduate_student_forms.html.  

Policies, procedures, and general information for graduate students are located on the Graduate Education 
website, http://www.uwyo.edu/uwgrad/.  

Here is a list of current Graduate Coordinators in the CEAS:  

Department Name Office Phone 
Chemical Engineering    
Civil and Architectural Engineering    
Computer Science John Hitchcock   
Electrical and Computer Engineering Suresh Muknahallipatna   
Atmospheric Science    

http://www.uwyo.edu/risk/safety/buildingemergencyactionplaninformation.html
http://www.uwyo.edu/ceas/dean/business/index.html
http://www.uwyo.edu/ceas/resources/studentservices/advising.html
http://www.uwyo.edu/registrar/students/graduate_student_forms.html
http://www.uwyo.edu/uwgrad/
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Mechanical Engineering    
Petroleum Engineering Dr. Khaled Gasem EN 3015 x6-2845 

 

How to Post a Seminar, Graduate Defense or Guest Speaker Announcement 
1. Go to the College of Engineering web page, http://www.uwyo.edu/ceas/ 
2. Click on Student Resources 
3. Click on Seminars 
4. Click on Add Seminars 
5. Enter your specific information where prompted in the form fields 
6. Password=3ngin33ring  (engineering-not case sensitive) 
7. Security code (type in as prompted) 
8. Listings will be sent out to the faculty and staff once per week. This should be forwarded on to your 

students right away. 

 

Course Scheduling 
Contact Leslie Gallagher in the Registrar’s office, leslieg@uwyo.edu or 6-5722, to receive training in Banner, our 
student information system. Your department head will need to submit a WyoCourses/Banner Access request 
form on your behalf as well, noting that you will need access to the scheduling screens. 

 

Student Information 
In addition to Banner, you will also need access to your department’s shared files on Warehouse. These files 
contain a multitude of reports on students and scheduling information that you will need in performing your job. 
The addresses below are what you can use to map the drives on your computer for easy access. This access can 
also be requested on the same form at the same time as your Banner request. 

  

http://www.uwyo.edu/ceas/
mailto:leslieg@uwyo.edu
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How to send outgoing campus and postal mail 
For Campus Mail: 

• Use an interoffice routing envelope to address your mail.  
• Address must include the following to ensure delivery to the appropriate location:  

o Person’s Name  
o Department Name  
o Department Mailing Number, i.e. Petroleum is Dept. 3295, which can be found on 

departmental websites under “Contact Us”. 
• Make sure you close the envelope, either sealed or tied. 

For Postal Mail: 
• Each department has an account with Central Mail. You should find a small pad of “mail slips” with 

your department’s 3-digit postal account number somewhere in your department main office. If you 
cannot locate it, call Central Mail and request a new order of mail slips. 

• You will complete the mail slip with  
o Authorized By: (your name),  
o Date: (the date you are putting it in outgoing mail), and  
o Amount $_____ stays blank for Central Mail to enter. However, it is helpful to note the 

number of items attached to the single mail slip.  
• You will then tape or paperclip the mail slip to a single letter or securely attach it to your rubber 

banded batch of letters that are to go out through the US Postal Services.  

The College mailroom is located west of the Dean’s Office, in EN 2086.  
• There will be bags on the wall under the signs reading “outgoing mail” and “campus mail”.  
• Drop your items into the appropriate bag. 
• If the bags are not on the wall, check under the table and then affix the bag(s) to the wall using the 

hooks provided. 
• If you have items for others within the college, see below to find the appropriate mailboxes. 

Incoming Mail 
• Incoming mail is delivered daily to your department’s inbox or basket. 
• This should be checked daily throughout the academic year so that mail does not overfill your basket. 
• Academic units use the mail crates on the tables.  
• Individuals or administrative units have inboxes in either the mailroom or in the Dean’s office, on the 

back counter. 
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Shipping and Receiving 
Personal Items 

• Shipping and Receiving will not handle personal packages.  
• If one arrives on campus for you, you will be asked to pick it up asap from their warehouse.  
• Make certain the sender has alternate delivery information for future deliveries. 

Hazardous Materials and/or Chemical Shipments 
• If you are shipping or receiving hazardous materials of any kind, please visit the Environmental Health 

and Safety/RMMC web site for instructions.  
• Department offices cannot accept delivery of any package known to contain hazardous materials or 

chemicals.  

Large iIems/Pallet Deliveries 
• Shipping staff will contact the individual listed on the shipping label whenever possible to arrange 

delivery. 
• If the individual cannot be located, or no name is listed, the department office will be contacted to 

either locate the recipient/location or directly arrange for delivery. 
• Deliveries can be made directly to the labs or other areas as needed.  
• It is always the recipient’s responsibility to arrange for delivery of large items. 
• If the intended recipient cannot be located or determined within 3-5 business days, the delivery may be 

returned at the discretion of the warehouse personnel. 

Outgoing Shipments 
• Outgoing shipments can be sent via freight for large items, or using one of the express delivery services, 

FedEx or UPS.  
• You can choose any delivery option available from the shipping company.  
• Outgoing shipments will be billed to your department monthly. 

Prepare the package for shipping.   
• Use a sturdy box and appropriate filler for packing, or paperclip/staple papers with shipping form for 

express envelopes. (express envelopes will be provided by S&R) 
• Tape the box on all seams, to insure contents will not accidentally "fall out".   
• Remove or black out old shipping labels and all bar codes visible on the exterior of the box. 
• Fill out a Shipping Request form completely.  

o All Shipping Request Addresses MUST have a PHYSICAL address.  NO P.O. Box numbers.  
o Please provide a phone number for the address.  
o For billing purposes, please be sure to include either the faculty member’s name or research 

group paying for the shipment, or indicate the department’s billing. 
• Call 766-2304, #1, #1, before 12:00 p.m. for same day pickup. DO NOT e-mail a pickup request. 
• Requests made after 12 pm are guaranteed pickup by the next working day. 
• If you have called in before the deadline and it is not picked up by 2:00 p.m., please call S&R again. 
• If you missed the call-in time deadline, you may bring your package or envelope to S&R before 3:00 p.m. 
• Information needed when calling in a pickup:  

o Caller’s name 
o Department name  
o Large package? Heavy package? Dolly needed or not  
o Please note if the package is a misdelivery on campus 
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Tenure and Promotion Process  
(Tenure Track Faculty & Extended Term Academic Professionals only;  
all other teaching, research & admin staff receive annual performance evaluations) 

Timeline of Tasks 

(Faculty and APs hired since Fall 2016 have 100% electronic T&P packets. The instructions are the same except for moving 
the old documents into Past Results. All documents must be scanned and uploaded in .pdf format to both the department 
review site and the College warehouse drive when complete.) 

Preparing packets for a new review year. 
 Identify all candidates who are up for tenure and/or promotion or extended term.   
 If a candidate is up for promotion to full professor or senior lecturer:  

o Notify Department Head and candidate to begin the process of identifying external reviewers and provide 
a timeline for contacts and receipt of letters. 

o The Department Head will meet with the candidate to identify possible referees.  
o The Department Head will then contact the referees for their willingness to participate. 
o If yes, they will be given a deadline to submit recommendation letters.  
o This deadline will be around the end of November but check the Academic Affairs annual memo for exact 

dates.  
o The Department Head may ask you to assist in sending reminders to the referees or collect the letters 

from them.   
 Review the Academic Affairs memo on T&P for the current academic year. 
 The College usually has an informative meeting for office staff to go over the due dates, tasks and any changes in 

the process. 
 Go through old hard copy packets and put old information into the “Past Results” section. ** 
 Insert a new Checklist for Packet I. 
 Update the History Sheet.   
 Job descriptions are now signed every year so make sure the new one is in the packet. If you do not have a signed 

copy, check with Megan.   
 Add Course Evaluations from previous year, in order of fall through summer.   
 Update cover sheets for packets.   

Request updated CVs, Teaching, Research, & Service Statements, etc.:   

 Request updated information for each candidate’s packet.   
 Request Packet II documents (Publications, funded grant proposals, etc.)   
 The candidate must initial each page of their packet, signifying that they have read each page.   

Upload packets on a secured group page for faculty to review: 

 Request a T&P group (if you don’t already have one) through WyoWeb. 
 Scan and upload completed packets onto the T&P Group page for the faculty to review prior to review meetings.   
 For those with external reviewers: 

o The candidate must provide a letter waiving their right to see the external letters 
o Make a copy of each letter for redacting and place original letters in a separate, sealed envelope so that 

the candidate doesn’t see them.  
o Redact the copies to remove any and all identifying information about the reviewer or their institution.  
o The department head provides a summary of the process used to solicit the letters. 
o The department head provide a summary of the qualifications of the individuals writing the letters need 

to be put into the packet.   



P a g e  | 13  Published by the CEAS Staff Council 
  Revised July 2018 

o The waiver letter, redacted letters, process summary, and qualifications summary are placed into the 
packet before the Department Head meets with each candidate.  

 If the candidate is up for full professor, the candidate may view the redacted letters and summary documents, but 
cannot see the actual letters and may not know who wrote the letters.  

 Send an email to the faculty to let them know when they are able to start reviewing the packets on the group 
page.   

Departmental Reviews, Voting & Response:  

 Insert a signed letter from candidate clarifying who can vote.   
 Reserve a room and set meeting times for each candidate review.   
 Send out Reminder emails to faculty to review packets prior to review meeting.   
 Send out ballot and comment forms to all eligible voting faculty. 
 Collect electronic ballots from all voting faculty 72 hours after the review meetings. They can submit sooner, but 

not later, than the 72 hour time limit. 
 Compile the votes and comments into the summary document. 
 Send an electronic copy of the summary to the Department Head so they can prepare their own recommendation 

letter.  
 Send the Candidate Evaluation Form, the department head review form, to the department head for completion.   
 Department Head meets with candidates to review the department voting summary & comments, the DH letter of 

recommendation and DH evaluation form. Provide copies of voting summary, letter of recommendation, and 
evaluation form to each candidate. 

 Candidates sign an acknowledgement form of what they have reviewed and been given copies of at this meeting. 
 The candidate may respond in writing to any comments made by their peers or supervisor, if they choose to do so.  

Forward Packets to Dean’s Office when indicated by Academic Affairs task deadline:   

 Once the packet is complete, check to be sure all pages are in the correct order, fully completed, and all pages 
have been initialed by the candidate. 

 Scan Packet I only, following the style and naming format illustrated in the Academic Affairs memo.  
 Save an electronic copy on a flash drive also. 
 Take all hard copy packets and flash drives to Megan for Dean’s review and submission to Academic Affairs.  
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Informational Contacts:  The following list has many common questions and activities, and who to call for help with these activities. This list 
may not be 100% current, but can be a good place to start with many of your questions. 

General Office Duties and Who to Contact with Questions: 

Issue/Department Needed Office to Contact: Contact Person: Email: Phone #: 

Admissions information Admissions Office  admissions@uwyo.edu 766-3869 

Advising questions CEAS Advising Center Laurie Bonini lbonini@uwyo.edu 766-4254 

Catering Residence Life & Dining Joe Sanchez jsanch13@uwyo.edu 

766-2050 

Course Scheduling & Department Catalog Updates Office of the Registrar Leslie Gallagher leslieg@uwyo.edu 

766-5722 

Classroom & Campus Scheduling Central Scheduling Sally Quade sdona@uwyo.edu 766-2487 

Faculty Searches 
 

1. CEAS Business Office Cindy Wood Cindyfar@uwyo.edu 766-4226 

2. Human Resources  Deb Marutzky drulf@uwyo.edu 766-5612 

3. Diversity/EPO Janean Lefevre jforsyth@uwyo.edu 766-5608 

Copy Center - UW Union Copier Services Patrick Eastman peastman@uwyo.edu 766-5546 

Custodial services Custodians Manny Gallegos mannie@uwyo.edu 766-2368 

Graduate Education – Graduate Assistants 
All questions & paperwork Academic Affairs Michele Peck mpeck@uwyo.edu 766-6478 

Graduate School Admissions / Salesforce Admissions Office Phil Temte or Rob Steele pjtemte@uwyo.edu 766-3868 

International students or visiting scholars  International Students & 
Scholars 

Maria Almendares, 
Jessie Hughes, or                   

Jill Johnson 

wyoqtpi@uwyo.edu 
jhughes2@uwyo.edu 

jillj@uwyo.edu 
766-5193 

IT problems Information Technology Help Desk userhelp@uwyo.edu 766-HELP 

Purchasing  CEAS Accounting √ w/your dept’s assigned acctg tech  766-3264 

Posting non-benefitted job opportunities Human Resources Deb Marutsky drulf@uwyo.edu 766-5612 

Recycling Recycling James Goodman jgoodma7@uwyo.edu 766-3590 

mailto:jsanch13@uwyo.edu
mailto:leslieg@uwyo.edu
mailto:sdona@uwyo.edu
mailto:drulf@uwyo.edu
mailto:jforsyth@uwyo.edu
mailto:peastman@uwyo.edu
mailto:mannie@uwyo.edu
mailto:mpeck@uwyo.edu
mailto:pjtemte@uwyo.edu
mailto:wyoqtpi@uwyo.edu
mailto:jhughes2@uwyo.edu
mailto:wecyotee@uwyo.edu
mailto:drulf@uwyo.edu
mailto:jgoodma7@uwyo.edu
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Reserving a car Fleet Ops http://www.uwyo.edu/auxserv/car-rental-services/ 766-3229 

Scheduling at the Wyoming Union Wyoming Union Event Planning unionres@uwyo.edu 766-3161 

Shipping Shipping & Receiving Lee Kempert, Mgr. lkempert@uwyo.edu 766-2304  

Student Health Insurance – Questions Student Health  StudentHealth@uwyo.edu 766-6587 

Undergraduate Student Registration problems CEAS Advising Center 2nd Floor Rm 2085   

Building maintenance and/or repairs needed UW Operations Service Desk svsdesk@uwyo.edu 766-6225 

Payroll questions Payroll Sheralyn Farnham farnham@uwyo.edu 766-3558 

School of Energy School of Energy Patricia Steger psteger@uwyo.edu 766-6897 

UW Foundation- gifts, donors or fundraising questions Rochelle Gateway Center Craig Russow crussow@uwyo.edu 766-1803 

Atmospheric Science Charlotte While Office Associate cfoster6@uwyo.edu 766-5352 

Chemical Engineering Elyse Johnson Office Associate Sr. ejohns33@uwyo.edu 766-2500 

Civil & Architectural Engineering Mindy Zwieg Office Associate Sr. mzwieg@uwyo.edu 766-2390 

Computer Science Gail Bandsma Office Associate Sr. bandsma@uwyo.edu 766-5190 

Electrical & Computer Engineering Gail Bandsma Office Associate Sr. bandsma@uwyo.edu 766-2279 

Mechanical Engineering  Office Associate Sr.  766-2122 

Petroleum Engineering Michele Foist Office Associate Sr. muryfois@uwyo.edu 766-4258 

Dean's Office/Advising Center Amy Schmick Office Associate aandreen@uwyo.edu 766-4253 

CEAS Alumni Relations Baillie Miller Alumni Relations bmille42@uwyo.edu 766-6433 

CEAS Business Operations Megan Barber Director, Business 
Operations mbarber@uwyo.edu 766-4257 

 CEAS Outreach Coordinators 

Kenya Johnson Student Recruiting kjohn132@uwyo.edu 766-4122 

Teddi Freedman K-14 Projects tfreedma@uwyo.edu 766-4236 

Ann Jones Career Services aljones@uwyo.edu 766-2398 

http://www.uwyo.edu/auxserv/car-rental-services/
mailto:unionres@uwyo.edu
mailto:svsdesk@uwyo.edu
mailto:farnham@uwyo.edu
mailto:cfoster6@uwyo.edu
mailto:mzwieg@uwyo.edu
mailto:bandsma@uwyo.edu
mailto:bandsma@uwyo.edu
mailto:muryfois@uwyo.edu
mailto:bmille42@uwyo.edu
mailto:mbarber@uwyo.edu
mailto:kjohn132@uwyo.edu
mailto:tfreedma@uwyo.edu
mailto:aljones@uwyo.edu
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Layout of the College of Engineering and Applied Science Building floors 
Basement Level, North Wing  
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First Floor, North Wing 
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First Floor, South Wing 



P a g e  | 19  Published by the CEAS Staff Council 
  Revised July 2018 

Second Floor, North Wing 
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Second Floor, South Wing 
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Third Floor, North Wing 
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Third Floor, South Wing 
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Fourth Floor, North Wing 
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Fourth Floor, South Wing 
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Fifth Floor, North Wing 
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Fifth Floor, South Wing 
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Sixth Floor, North Wing 
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Sixth Floor, South Wing 
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